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CONSTITUTION 
 

PREAMBLE 
 

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

I. NAME 
 

 Established in 1882, this body shall be known as First Baptist Church of Statesboro, Inc., located 
in Statesboro, Georgia. 
 
 
 

II. MISSION AND OBJECTIVES 
 

The mission of First Baptist Church of Statesboro is to fulfill the Great Commission given by Jesus 
Christ our Lord.   
 

And Jesus came and said to them, “All authority in heaven and on earth has been given to me.  
Go therefore and make disciples of all nations, baptizing them in the name of the Father, Son, 
and of the Holy Spirit, teaching them to observe all that I have commanded you.  And behold, I 
am with you always, to the end of the age.”  (Matthew 28:18-20) 

 
The objectives of First Baptist Church of Statesboro include: 

 
1.  Discipleship 

To experience a growing knowledge of God and man by teaching members to be Christ-like in 
their daily living, emphasizing total commitment of life and stewardship of possessions to the Lordship 
of Christ.   

 
2.  Worship 

To be a body of believers who worships God through praise and adoration, recognizing His 
presence, and responding in obedience to His leadership through Bible study, prayer, and interaction 
with fellow believers.  

 
3.  Ministry 

To be a church that ministers to the needs of its members, community and people throughout 
the world in Jesus’ name. 

 
4.  Fellowship    

To create an environment that encourages increasingly meaningful fellowship with God and 
other believers. 
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5.  Evangelism 

To be a dynamic, spiritual body of believers, empowered by the Holy Spirit to share the message 
of salvation through Christ in our Church, community, and throughout the world.    
 
 
 

III. STATEMENT OF FAITH 
 

We come together as a body of baptized believers in Jesus Christ, personally committed to 
sharing the good news of salvation to the lost.  We believe the Holy Bible is the inspired Word of God 
and is the basis for our statement of faith.  The Church subscribes to the doctrinal statement, “The 
Baptist Faith and Message” as currently adopted by the Southern Baptist Convention.  The ordinances of 
the Church are baptism and the Lord’s Supper. 
 
 

 

IV. GOVERNANCE AND AFFILIATIONS 
 

The governance of this Church is vested in the body of believers who are members of this 
congregation.  This local Church is subject to the authority of no other ecclesiastical body, but it does 
recognize and sustain the obligations of mutual counsel and cooperation, which are common among 
Baptist churches.  Under the leadership of the Holy Spirit, this Church maintains affiliation and 
cooperation with the Ogeechee River Baptist Association, the Georgia Baptist Convention, and the 
Southern Baptist Convention. 
 
 
 

V. EXPECTATIONS OF CHURCH MEMBERS 
 
 To attend regularly 
 And let us consider one another in order to stir up love and good works, not forsaking the 

assembling of ourselves together, as is the manner of some . . .  (Hebrews. 10:24-25). 
 
 As brothers and sisters in Christ, members of First Baptist Church are expected to attend the 

gatherings of the congregation on a regular basis, experiencing fellowship with other believers 
and offering love and encouragement as part of the family of God. 

 
 
 To serve willingly 

. . . the whole body, joined and knit together by what every joint supplies, according to the 
effective working by which every part does its share, causes growth of the body for the edifying 
of itself in love (Ephesians. 4:16). 
 
Each Church member is a part of the Body of Christ, entrusted with spiritual gifts to be used in 
strengthening and extending the work of Christ.  Church members are to serve in roles 
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consistent with their God-given gifts, enabling the entire congregation to function as one Body 
in a healthy, biblical way. 

 
 
 To give cheerfully 
 So let each one give as he purposes in his heart, not grudgingly or of necessity; for God loves a 

cheerful giver (2 Corinthians. 9:7). 
 

Bring the whole tithe into the storehouse, so that there may be food in My house, and test Me 
now in this,” says the Lord of hosts, “if I will not open for you the windows of heaven and pour 
out for you a blessing until it overflows (Malachi. 3:10). 
  

 God is the owner of all things, and Church members show reverence and respect to Him through 
their financial gifts to the ministries of this local Church and to God’s Kingdom work around the 
world.  God’s Word establishes the tithe (10%) as a measurement of what is appropriate and 
honorable. 

 
 
 To live properly 

Therefore, let us cast off the works of darkness, and let us put on the armor of light. Let us walk 
properly, as in the day, not in revelry and drunkenness, not in lewdness and lust, not in strife and 
envy (Romans 13:12-13). 
 
Members of First Baptist Church are to be witnesses for the Lord in both word and deed.  As 
evidence of obedience and surrender to Christ, members strive to demonstrate personal 
godliness in matters both public and private. 

 
 

 To grow spiritually 
 . . . grow in the grace and knowledge of our Lord and Savior Jesus Christ (2 Peter 3:18). 

 
The call of Christ to follow Him requires an expanding knowledge of Scripture and a deepening 
faith. Spiritual growth is the natural result of believers who authentically live out their faith 
through spiritual disciplines, godliness, local church engagement, and service. 

 
 

 

VI. ORDINANCES 
 

Section 1.  Baptism 
 A person who receives Jesus Christ as Savior by personal faith, who professes Him publicly at 
any worship service, and who indicates a commitment to follow Christ as Lord, shall be received for 
baptism. 

1. Baptism shall be by immersion in water. 
2. Baptism shall be administered by the Pastor or whomever he shall authorize. 
3. Baptism shall be observed as an act of worship during any worship service. 
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4. A person professing Christ and failing to be baptized after a reasonable length of time shall be 
counseled by the Pastor and/or staff and Deacons.  If the person is unwilling to be baptized, the 
person’s name shall be removed from the list of those awaiting baptism. 

 
Section 2.  The Lord’s Supper 
 The Lord’s Supper is a symbolic act of obedience whereby the body of believers, through 
partaking the bread and the cup, commemorate the death of Jesus Christ and anticipate His second 
coming. 

1. The Lord’s Supper shall be observed regularly on a schedule determined by the Pastor and 
Deacons. 

2. The Lord’s Supper may be observed either in the morning or evening worship services or in a 
special worship service. 

3. The Pastor and Deacons shall be responsible for the serving of the Lord’s Supper. 
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BYLAWS 
 
 

 

ARTICLE I.  MEMBERSHIP 
 
Section 1. General 

First Baptist Church of Statesboro, Inc. (hereinafter referred to both as the “Church” and the 
“Corporation”) is an autonomous and democratic Baptist church under the lordship of Jesus Christ.   The 
Church is incorporated as a nonprofit corporation under the laws of the state of Georgia.  The 
membership retains unto itself the exclusive right of self-government in all phases of the spiritual and 
temporal life of this Church.  The membership reserves the exclusive right to determine who shall be 
members of this Church and the conditions of such membership. 
 
Section 2. Candidacy and Membership 

Any person may request membership in this Church.  Candidates should view the commitment 
to Church membership as a spiritual decision, and they shall indicate their desire for membership at any 
open meeting of the congregation, or by contacting a member of the ministerial staff.   

 
Prior to being presented for a vote in Church Conference, each candidate will meet with a 

member of the ministerial staff to share his/her salvation testimony and to be counseled about the 
meaning and purpose of Church membership, baptism, and other related issues.  Following the meeting 
and with the concurrence of the ministerial staff member, the candidate shall then be presented to the 
Church at any regular Church Conference for acceptance by vote into the membership. 
 

New members are received in any of the following ways: 

• by profession of faith and for baptism according to the policies of this Church; 

• by transfer of membership from an affiliated Baptist church; 

• by restoration after exclusion (see Article I, Section 7);  

• by statement of faith, including prior conversion experience and baptism by immersion, 
when coming from other churches or denominations or when no letter of transfer is 
obtainable. 

      
A candidate shall be considered a member of the Church by an affirmative vote of the 

congregation in Church Conference and upon baptism, receipt of a letter of transfer, or acceptance of a 
statement of faith. 
 
Section 3.  Watchcare           

Any Christian may ask to come under the Watchcare of the Church.  The person under 
Watchcare may take part in any of the activities of the Church but shall not be considered a voting 
member of the Church.  Watchcare membership is intended for persons whose stay in this geographical 
area is short term by design, such as college students, temporary workers, and seasonal residents. 
 
Section 4. New Member Orientation 

New Church members are expected to participate in the Church’s new member orientation 
program.  People under Watchcare are welcome to take part. 



 
Page 9  Adopted July 21, 2019 

 

 

 
Section 5. Voting Rights of Members 

Every member of the Church is entitled to vote on all matters of business submitted to the 
Church in Conference, and each member shall be entitled to one vote.  Only members who are present 
at a Church Conference may vote. 
 
Section 6. Termination of Membership 

Membership shall be terminated in the following ways: (a) death, (b) transfer from this Church 
to another Baptist church, (c) removal from the membership through uniting with a church of another 
faith and order, (d) exclusions. 
 
Section 7. Discipline and Exclusions 

The Pastor, other members of the Church staff, Deacons, and fellow members are available for 
counsel and guidance for any member whose life demonstrates a disregard for biblical authority or 
spiritual truth.  Redemption, rather than punishment, will be the guideline that governs the attitude of 
one member toward another. 
 

Should some serious condition exist which would cause a member to become a detriment to the 
general welfare of the Church, every reasonable measure will be taken by the Pastor and by the 
Deacons to resolve the problem.  All such proceedings shall be pervaded by a spirit of Christian kindness 
and forbearance. However, if finding that the welfare of the Church will best be served by the exclusion 
of the member, the Church may take this action by a three-fourths vote of the members present at a 
Church Conference called for this purpose, and the Church may proceed to declare the offender to be 
no longer in the membership of the Church. 
 

Any person whose membership has been terminated for any condition may, upon request, be 
restored to membership by a vote of the Church upon evidence of repentance and reformation. 
 
 
 

 

ARTICLE II.  MEETINGS OF MEMBERS 
 
Section 1. Regular Meetings 

A meeting of the Church in Conference shall be held at First Baptist Church of Statesboro, 108 
North Main Street, Statesboro, Georgia, at least once per calendar quarter, on a date established by the 
Pastor.  The regular meeting scheduled for the fourth quarter of each year is designated as the annual 
meeting required under Official Code of Georgia (O.C.G.A.) Section 14-3-701.  A notice of such meetings 
shall be given at least ten (10) days in advance through a general Church publication. 

 
A regular meeting may be cancelled by the Deacons, not to exceed more than one (1) 

cancellations per year.  A notice of cancellation shall be given at least ten (10) days in advance through a 
general Church publication. 
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Section 2. Special Meetings 
Special Church Conferences may be called by the Pastor or Deacon Chair if matters need to be 

addressed prior to the next scheduled regular Church Conference. Notice of the place, date and time of 
the meeting shall be given at least ten (10) days prior to said special meeting, along with a description of 
the matter or matters for which the meeting is called.  Only the business specified in the notice shall be 
considered at a Special Church Conference. 
 
Section 3. Quorum 
  The act of a majority of the members present at any meeting shall be the act of the Church, 
unless otherwise provided for in these Bylaws. 
 
Section 4. Order of Business 

At all regular meetings of the Church, the order of business shall be determined by the 
Moderator and may include the adoption of minutes from previous meetings, reports from committees 
or officers, postponed business, new business, and other items as deemed appropriate.  
 
Section 5. Rules of Order     

The latest edition of Robert’s Rules of Order shall be the accepted pattern for the transaction of 
all Church business except where they are in conflict with the Constitution, Articles of Incorporation, 
Bylaws, or Church Manual. 
 
 

 

ARTICLE III. TRUSTEES 
 

Section 1. Duties 
Trustees shall serve as the Board of Directors (herein referred to as the “Board of Trustees”) of 

the Corporation required under O.C.G.A. Section 14-3-801(a).  Except as may be otherwise provided by 
any legal agreement among members, the property and business as well as the general management of 
the affairs of the Corporation, excluding matters of employment, shall be managed by its Board of 
Trustees.  In addition to the powers and authority by these Bylaws expressly conferred upon it, the 
Board of Trustees may exercise all such powers of the Corporation and do all such lawful acts and things 
as are not by law, by any legal agreement among members, by the Articles of Incorporation or by these 
Bylaws directed or required to be exercised or done by the members. 
 
Section 2. Number of Trustees and Term of Office 
 The Board of Trustees shall consist of five (5) Trustees.  Each Trustee shall hold office for five (5) 
years or until the Trustee’s earlier death, resignation, incapacity to serve, or removal.  The terms for 
Trustees shall be staggered as provided in O.C.G.A Section 14-3-806, with one new Trustee being elected 
every year. 
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Section 3. Election 
 The Trustees shall be nominated by the Nominating Committee and shall be elected by the 
members in Church Conference. 
 
Section 4. Vacancy   
 If any vacancy shall occur among the Trustees by reason of death, resignation, incapacity to 
serve, or otherwise, the remaining Trustees shall continue to act, and such vacancies shall be filled by 
the members in Church Conference at any meeting held during the existence of such vacancy for the 
remainder of the term. 
 
Section 5. Compensation   
 Trustees shall serve without compensation. 
 
Section 6. Restrictions   
 The Trustees shall have no power to buy, sell, mortgage, lease, or transfer any property of or on 
behalf of the Corporation without a majority vote of the members in Church Conference authorizing 
such action. 
  
Section 7. Meetings 
 The Board of Trustees may meet at such place or places (within or without the State of Georgia) 
as they from time to time determine. 
 
A. Regular Meetings.  Regular meetings of the Board of Trustees may be held without notice at such 

time and place as shall from time to time be determined by the Board of Trustees. 
 
B. Special Meetings.  Special meetings of the Board of Trustees may be called by the President on not 

less than two (2) days’ notice by mail, personal delivery, or any other effective means to each 
Trustee and shall be called by the President or the Secretary in like manner or on like notice on the 
written request of any two or more Trustees.  Any such special meeting shall be held at such date, 
time, and place (within or without the State of Georgia) as shall be stated in the notice of the 
meeting. 

 
C. Purpose of Meeting.  No notice of any meeting of the Board of Trustees need state the purpose 

thereof. 
 
D. Quorum.  At all meetings of the Board of Trustees, a majority of the Trustees, but not less than three 

(3) Trustees, shall constitute a quorum for the transaction of business.  The act of a majority of the 
Trustees present at any meeting at which there is a quorum shall be the act of the Board of 
Trustees, except as may be otherwise specifically provided by law, by the Articles of Incorporation, 
or by these Bylaws.  In the absence of a quorum, a majority of the Trustees present at any meeting 
may adjourn the meeting from time to time until a quorum is present.  Notice of any adjourned 
meeting need only be given by announcement at the meeting at which the adjournment is taken. 

 
E. Action Without Meeting.  Any action required or permitted to be taken at any meeting of the Board 

of Trustees or of any committee thereof may be taken without a meeting if, prior to such action, a 
written consent thereto is signed by all members of the Board or of such committee, as the case 
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may be, and such written consent is filed with the minutes of the proceedings of the Board or 
committee. 

 
 

 

ARTICLE IV. CORPORATE OFFICERS  
 
Section 1. Corporate Officers 
 The Officers of the Corporation designated under O.C.G.A. Section 14-3-840 shall consist of 
President, Vice-President and Secretary, whose duties are outlined below.  Subject to the exclusive right 
of self-government in all phases of the spiritual and temporal life of the Church reserved to the 
membership under Article I Section 1 of these Bylaws, the Corporate Officers shall have the general and 
active management of the business of the corporation, excluding matters of employment, and shall see 
that all orders and regulations of the membership are carried into effect by the Trustees in accordance 
with the provisions of the Georgia Nonprofit Corporation Code. 
 
Section 2. Election, Term of Office, and Qualification 
 The Officers shall be elected annually by the Board of Trustees from among their number. 
 
Section 3. Duties 
A. President - The President shall serve as a chief executive officer of the Corporation and shall preside 

at all meetings of the Board of Trustees.  He shall have general charge and supervision of the affairs 
of the Corporation and shall perform such other duties as may be assigned by the Board of Trustees. 

 
B. Vice-President - In the absence of the President, the Vice-President shall perform the President’s 

duties.  
 
C. Secretary – The Secretary shall keep the minutes of all Trustee meetings, have charge of all records, 

documents, and papers of the Corporation, and have the custody of the Corporate seal.  He may 
sign with the President or Vice President in the name and on behalf of the Corporation, any 
contracts or agreements authorized by the Board of Trustees, and when so authorized by the Board 
of Trustees, he may affix the seal of the Corporation.  He shall, in general, perform all the duties 
incident to the Office of Secretary, subject to the control of the Board of Trustees, and shall do such 
other duties as may be assigned by the Board of Trustees. 

 
Section 4. Vacancies 
 In case any corporate office of the Corporation becomes vacant by death, resignation, 
retirement, disqualification, or any other cause, the majority of the Trustees then in office may elect an 
Officer to fill such vacancy, and the Officer so elected shall hold and serve until the next annual election 
of Officers. 
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ARTICLE V. CHURCH OFFICERS 
 
Section 1. Officers 
 The Church Officers shall be the Pastor, Deacons, Treasurer, Moderator, and Clerk. 
 
Section 2. Pastor 
 
Duties of the Pastor  

The Pastor, who at times may be referred to as the Senior Pastor or Lead Pastor, is responsible 
for leading the Church to function as a New Testament church.  The Pastor shall lead the congregation 
and the organizations and provide supervision for the Church staff in accomplishing goals of the Church. 
 

In accordance with the meaning of the word “pastor” and the practice of the New Testament, a 
pastor is to be the shepherd and overseer of the Church.  In assisting the Church to be obedient to the 
Great Commission by proclaiming the Gospel to believers and unbelievers, the Pastor will enlist the 
service of the Deacons and the Church staff in equipping Church members for ministry to members of 
the congregation and the community (Ephesians 4:11-16), leading the Church in performing its tasks (1 
Peter 5:1-4), and leading the Church to engage in the five objectives (see Article II of the Constitution) of 
discipleship, worship, ministry, fellowship, and evangelism (Acts 2:40-47).   
 
Election of the Pastor 

The Pastor shall be called by the Church under the direction of the Holy Spirit.  The call (election) 
of the Pastor shall be in the following manner. 
 
  Whenever a pastoral vacancy occurs, a Pastor Search Committee consisting of up to ten 
members shall be recommended by the Deacons to the Church in Conference.  The Pastor Search 
Committee shall be elected by the Church Conference. 
 
  The Pastor Search Committee shall have the responsibility of prayerfully (1) considering the 
Pastoral needs of the Church, (2) searching for a qualified pastoral candidate who may meet those 
needs, and (3) recommending such a candidate to the Church.  The Pastor Search Committee shall bring 
to the consideration of the Church the name of only one candidate at a time. 
 
  The call (election) of a Pastor shall take place at a meeting of the Church set for that purpose, 
for which at least one week’s notice has been given.  The call (election) shall be by ballot.  An affirmative 
vote of three-fourths of those present shall constitute a Pastoral call.  The Pastor Search Committee 
shall immediately notify the candidate of the Church’s call and inform the Church in a timely manner of 
the candidate’s response. 
 
  The Pastor thus called (elected) shall serve until the relationship is terminated.  The Pastor 
shall give at least thirty days’ notice before the resignation of his responsibilities or his retirement as 
Pastor. 
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Dismissal of the Pastor 
The Church reserves the right to dismiss the Pastor of his duties at their discretion.  The 

dismissal of the Pastor shall be in the following manner: 
 
  Any recommendation to dismiss the Pastor will be referred to the active Deacons who will 
determine the seriousness and veracity of any charge brought against the Pastor, seeking to bring 
reconciliation, forgiveness, and restoration as may be needed. 
 
  If a majority of the active Deacons determine that the dismissal of the Pastor is warranted, 
they will present such recommendation, along with any severance agreements, to the Church at either a 
regular Church Conference or a Special Church Conference. 
 
  The vote to dismiss a Pastor will be by ballot, with a simple majority affirmative vote being 
required for approval. 
 
Section 3. Deacons 
 
Duties of Deacons 

In accordance with the meaning of the word “deacon” and the practice of the New Testament, a 
Deacon is to be a servant-minister of the Church.  Assisting the Church to be obedient to the Great 
Commission by proclaiming the Gospel to believers and unbelievers, Deacons will serve alongside the 
Pastor and staff in performing pastoral ministries and equipping Church members for ministry to 
members of the congregation and the community, leading the Church in performing its tasks, and 
leading the Church to engage in the five objectives (see Article II of the Constitution) of discipleship, 
worship, ministry, fellowship, and evangelism.       
 
Election of Deacons 
  There shall be at least twenty-one Deacons elected on a rotating basis from recommendations 
of the Nominating Committee.  The term “deacons” as used in this document shall refer to active 
Deacons currently serving through rotation as defined in this section. 
  
Term 

Each Deacon shall hold office for three (3) years or until the Deacon’s earlier death, resignation, 
incapacity to serve, or removal.  The terms for Deacons shall be staggered with one-third of the Deacons 
being elected every year.  After serving a term of three (3) years, a Deacon shall be eligible for re-
election after the lapse of at least one (1) year. 
 
Vacancies 
  If any vacancy shall occur among the Deacons by reason of death, resignation, incapacity to 
serve, or otherwise, the remaining Deacons shall continue to act, and such vacancies may be filled by 
the members of the Church at any Church Conference held during the existence of such vacancy for the 
remainder of the term. 
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Chairman and Vice Chairman 
A Chairman and Vice Chairman shall be selected annually by the Deacons from among their 

number.  The Chairman or the Vice Chairman (in the absence of the Chairman) shall preside at all 
meetings of the Deacons.  If both the Chairman and Vice Chairman are absent from a meeting, an acting 
Chairman shall be selected by the Deacons to preside at the meeting. 
 
Meetings 
  The Deacons may meet at such place or places as they from time to time determine. 
 

A. Regular Meetings.  Regular meetings of the Deacons may be held without notice at such 
time and place as shall from time to time be determined by the Deacons. 

 
B. Special Meetings.  Special meetings of the Deacons may be called by the Chairman or the 

Pastor on not less than two (2) days’ notice by mail, personal delivery, or any other effective 
means to each Deacon and shall be called by the Chairman in like manner or on like notice 
on the written request of any five (5) or more Deacons.  Any such special meeting shall be 
held at such date, time, and place as shall be stated in the notice of the meeting. 

 
C. Purpose of Meeting.  No notice of any meeting of the Deacons need state the purpose 

thereof. 
 

D. Quorum.  At all meetings of the Deacons, a majority of the Deacons shall constitute a 
quorum for the transaction of business.  The act of a majority of the Deacons present at any 
meeting at which there is a quorum shall be the act of the Deacons, except as may be 
otherwise specifically provided by these Bylaws.  In the absence of a quorum, a majority of 
the Deacons present at any meeting may adjourn the meeting from time to time until a 
quorum is present.  Notice of any adjourned meeting need only be given by announcement 
at the meeting at which the adjournment is taken. 

 
E. Action Without Meeting.  Any action required or permitted to be taken at any meeting of 

the Deacons or of any committee thereof, may be taken without a meeting if, prior to such 
action, a written consent thereto is signed by all Deacons or of such committee, as the case 
may be, and such written consent is filed with the minutes of the proceedings of the 
Deacons or committee. 

 
Special Responsibilities of Deacons 

The Deacons shall recommend for Church approval the call (employment) of all ministerial-level 
staff, other than the Pastor, and shall be authorized to dismiss ministerial-level staff, other than the 
Pastor, and to approve any related severance agreements.  
 
Section 4. Treasurer 

The Treasurer shall receive, preserve, and pay out, upon receipt of vouchers approved and 
signed by authorized personnel, all money, or things of value paid or given to the Church, keeping at all 
times an itemized account of all receipts and disbursements.  The Church may delegate appropriate 
responsibilities to Church support staff. The Treasurer shall see that an itemized report of the receipts 
and disbursements for the preceding month is presented to the Church at each regular Church 
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Conference.  The Treasurer’s report shall be audited annually by a certified public accountant.  The 
Treasurer shall be bonded. Upon rendering the annual account at the end of each fiscal year, the 
Treasurer shall see that the records are preserved as a part of the permanent records of the Church. 
 
Section 5. Moderator 

The Moderator at all Church Conferences shall be the Pastor or whomever he designates as such 
on an annual basis.  If the Moderator is not present at a Church Conference, the Deacon Chair shall 
preside, or in the absence of both, the Clerk shall call the Church to order and an acting moderator shall 
be elected. 
 
Section 6. Clerk 

The Clerk shall record all the actions of the Church, except as otherwise herein provided.  The 
Clerk shall (1) maintain a register of the names of members, with dates of admission, dismission, or 
death, together with a record of baptisms; (2) issue letters of dismission voted by the Church; (3) 
preserve on file all communications and written official reports; and (4) give legal notice of all meetings 
where such notice is necessary, as indicated in these Bylaws.  The Church may delegate some of the 
clerical responsibilities to Church support staff.  All Church records are Church property and should be 
filed in the Church office. 
 
 
 

ARTICLE VI. MISCELLANEOUS 
 
Section 1.  Coordination of Financial Activities 

The Church’s financial activities shall be coordinated by the Administrative Pastor, working with 
the Pastor, Deacons, Treasurer, Trustees, Finance Committee, Church staff, and others as necessary. 
 
Section 2.  Release of Financial Information 

Annual budgets and monthly financial statements shall be provided to members of the Church 
upon request.  Requests for all other financial information shall be presented to the Pastor or 
Administrative Pastor and handled according to established policies and procedures as outlined in the 
Church Manual.  Under no circumstance will contribution records be provided to anyone except the 
donor without written permission from the donor. 

 
Section 3.  Calendar Year 

The Corporation shall function on a calendar year. 
 
Section 4.  Seal 

The Corporate seal shall be in such form as the Board of Trustees may from time to time 
determine. 
 
Section 5.  Annual Financial Statements 

The Trustees shall maintain a record of the Church’s Audited Financial Statements and the 
accompanying Auditor’s Report. 
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ARTICLE VII. CHURCH COMMITTEES 
 
Section 1. Purpose of Church Committees  

The Church shall establish such committees, both standing and ad hoc, as it deems appropriate 
to accomplish its stated goals and objectives.  Committees not specifically named in the Bylaws but 
established by Church action shall be identified in the Church Manual. Committees shall be comprised of 
Church members recommended by the Nominating Committee and elected by the Church in 
Conference. Unless otherwise indicated or approved in Conference, members of standing committees 
shall serve on a three-year rotation, with one-third being elected each year. Committee service shall 
begin on the first day of the month designated by the Church in Conference as the beginning of the 
Church program year.  Each committee shall present a report of its activities to the Church in 
Conference as needed. 
 
Section 2. Standing Committees 

Standing committees function on an ongoing basis, accomplishing essential organizational 
objectives that assist the Church in fulfilling its mission.  In addition to the descriptions provided in the 
Bylaws, standing committees will follow guidelines set forth in the Church Manual.  Standing 
committees shall include, but not be limited to, a Finance Committee, Nominating Committee, 
Personnel Committee, and Policies and Procedures Committee.  Other standing committees will be 
explained in the Church Manual. 
 
A. Finance Committee 

The Finance Committee is responsible for:  
 

 (1) Formulating an annual budget in consultation with the Pastor, other ministerial-level staff, 
and Church leadership; 
 
 (2) Recommending to the Church in Conference an annual budget consistent with the goals and 
objectives of the Church.  The budget shall be brought first to the Deacons for consultation and then to 
the Church for approval; 
 
 (3) Ensuring that the financial policies approved by the Church within the Church Manual are 
followed properly; 
 
 (4) Serving as the audit committee of the Church to receive and review the annual audit report. 
 

The Finance Committee Chair is authorized to sign checks when the Treasurer is incapacitated or 
unavailable and shall be bonded equal to the Treasurer.  
 
B. Nominating Committee 

The Nominating Committee, in consultation with the Pastor, ministerial-level staff, and 
appropriate program/ministry leaders, shall be responsible for recommending Church members to serve 
as Deacons, Church Officers (except the Pastor), Trustees, teachers, organizational leaders, and 
committee members and chairs, on an annual or as needed basis. These recommendations shall be 
made to the Church for approval at a Church Conference.  Nominating Committee members shall be 
recommended by the Pastor and the Deacon Chair and elected by the Church in Conference.  
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Committee members shall serve on a two-year rotation, with one-half being recommended and elected 
each year.   
 
C. Personnel Committee 

The Personnel Committee shall assist with employee management related to non-ministerial 
staff members, as specified in the Church Manual, by: (1) providing oversight for the employment 
practices delegated to staff members, (2) monitoring Church compliance with all applicable employment 
laws, and (3) assisting in the development of the personnel budget. 
 
D. Policies and Procedures Committee 

The Policies and Procedures Committee is responsible for systematically and regularly reviewing 
the Church Manual by conferring with the Pastor and other ministerial-level staff, committees, and any 
others deemed appropriate by the Committee. The Committee shall recommend revisions and additions 
as provided in Article VIII of the Bylaws. 
 
Section 3. Other Standing Committees 
 The Church may elect other standing committees as it deems appropriate that function on an 
ongoing basis.  The description of each standing committee will be included in the Church Manual. 
 
Section 4. Ad Hoc Committees 
 The Church may elect ad hoc committees as it deems appropriate that serve for a short-term 
purpose.  Each ad hoc committee will be established and then eventually disbanded according to the 
procedures set forth in the Church Manual. 
 
 
 

ARTICLE VIII. CHURCH MANUAL 
 
Section 1. Composition 
 The Church Manual shall consist of approved policies and procedures pertaining to the 
operations of the Church and its programs, organizations and ministries.  It shall serve as a guide for 
Church staff, officers, committees, and members.  The Administrative Pastor shall maintain the official 
copy and shall ensure that it is readily available for all members of the Church.  It shall consist of various 
handbooks detailing policies and procedures related, but not limited to, the following:  organization, 
personnel, use of Church facilities and equipment, finances, Church office, calendar, administration, and 
weekday ministries. 
 
Section 2. Review 
 The Policies and Procedures Committee shall oversee an ongoing process of review of the 
Church Manual to ensure that the policies and procedures enable the Church to meet its goals and 
objectives. 
 
  



 
Page 19  Adopted July 21, 2019 

 

 

Section 3. Amendments to the Church Manual 
 Any amendment, change, or revision to the Church Manual shall be made in the following 
manner: 

(1) A change to the Church Manual can be offered by any Church member by submitting the 
proposed change in writing to the Policies and Procedures Committee.  Any recommended 
change to the Church Manual proposed at a Church Conference will be automatically referred to 
the Policies and Procedures Committee for consideration. 

(2) Changes to the Church Manual approved by the Policies and Procedures Committee are then 
referred to the Deacons, with an affirmative vote of the majority of the Deacons present 
required for adoption. 

(3) A summary of changes approved by the Policies and Procedures Committee and Deacons shall 
be presented to the Church in Conference immediately following their approval. 

 
 

 

ARTICLE IX. AMENDMENTS 
 
Section 1. Amendments to the Constitution and Bylaws 

Changes in the Constitution and the Bylaws may be made at any regular business meeting of the 
Church, provided that each amendment has been presented in writing at a previous meeting, that 
copies of the proposed amendment have been furnished to each member present and made available in 
the Church Office, and that notice of the proposed change has been given in a general Church 
publication at least two weeks before a vote by the Membership on the amendment.   Amendments to 
the Constitution shall be by an affirmative vote of two-thirds (2/3) of the Members present and voting.  
Amendments to the Bylaws shall require an affirmative vote of the majority of the Members present 
and voting. 
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Welcome 
 
Welcome to First Baptist Church. 
 
This handbook is for staff at all levels of employment in First Baptist Church and its Preschool 
activities.  It is designed to acquaint you with the Church and provide you with information about 
working conditions, employee benefits, and other policies affecting your employment.   

All employment at First Baptist Church is “at-will” and nothing contained in this handbook is 
intended to create, or shall be construed as creating, an express or implied contract or guarantee of 
employment for any period of time.  Both employees and the Church have the right to terminate the 
employment relationship at any time, with or without advance notice, for any reason.  This 
handbook is written for all First Baptist Church employees.  Employment security cannot be 
guaranteed by any supervisor or other employee.  No Company policy, written or verbal agreement 
should be considered as an express or implied guarantee of permanent employment. 

The provisions of the handbook have been developed at the discretion of First Baptist Church, and, 
except for its employment-at-will policy, may be amended or cancelled at any time, at the Church's 
sole discretion. 

You should read, understand, and comply with all provisions of the handbook.  It describes many of 
your responsibilities as an employee and outlines the programs developed by First Baptist Church 
to benefit employees.  One of our objectives is to provide a work environment that is conducive to 
both personal and professional growth. 
 
Please thoroughly familiarize yourself with the contents of this handbook and help ensure that all of 
First Baptist Church's personnel policies are administered as consistently and fairly as possible. 
  
In our work together as a team, our goal is to have a heart for people while we fulfill Jesus' command: 
 

"...go and make disciples of all the nations, baptizing them in the name of the Father and of 
the Son and of the Holy Spirit, and teaching them to obey everything I have commanded you.  
And surely I am with you always, to the very end of the age." 

Matthew 28:19-20 (NIV)  
 
 
 
Dr. John Waters 
Pastor 
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General Provisions 
 
Handbook Conventions 
This handbook is Part A of the Church Manual.  It contains the basic personnel policies for First 
Baptist Church.  Policies concerning the Church organization, facilities and vehicle use, finances and 
preschool can be found in Parts B, C, D, and E respectively.  This handbook is not, however, 
intended to alter the employment-at-will relationship in any way as used in this handbook: 
 
A. The terms FBC, the Church or First Baptist Church will be used in lieu of First Baptist Church of 

Statesboro, Inc., this organization’s full legal name; 
B. The words "shall" or "will" are understood to be mandatory in nature, and the word "may" as 

permissive in nature; 
C. The masculine gender includes the feminine gender; 
D. "Supervisor" means an individual with the authority to assign, direct, and evaluate the work of 

one or more subordinates; and 
E. "Immediate family" means the employee's spouse, brother, sister, parent, child, step-child, 

father-in-law, mother-in-law, sister-in-law, brother-in-law, daughter-in-law, son-in-law, 
grandchild, grandparent, and any other member of the employee's household. 

 
Classification of Job Positions 
For the purpose of assignment of benefits, job positions shall be categorized as follows: 
 
     Leadership Staff ------------------------------------------------------- Levels 1 - 2 
 
     Operational Staff ------------------------------------------------------ Levels 3 - 5 
 
     Part-time Staff -------------------------------------------------------------- Level 6 
 
Personnel Officer 
The Administrative Pastor is First Baptist Church's Personnel Officer and is responsible for fair and 
consistent enforcement of First Baptist Church's personnel policies.  The Personnel Officer reports 
to the Pastor all matters concerning personnel management for coordination with the Personnel 
Committee and the Deacons.  The Personnel Officer provides leadership to the staff in developing, 
communicating, and implementing the Church's personnel policies. 
 
Personnel Records 
The Administrative Office Manager maintains personnel records for applicants, employees, and past 
employees in order to document employment-related decisions, evaluate and assess policies, and 
comply with government record keeping and reporting requirements.  First Baptist Church strives 
to balance its need to obtain, use, and retain employment information with each individual's right 
to privacy.  To this end, it attempts to restrict the personnel information maintained to that which is 
necessary for the conduct of its ministry operations or which is required by all applicable laws. 
 
Employees have a responsibility to make sure their personnel records are up to date and should 
notify the Administrative Office Manager in writing (see Employee Information Form) of any 
changes. Employees may inspect their own personnel records in the presence of the Administrative 
Office Manager, Administrative Pastor or Pastor. Such an inspection must be requested in writing to 
the Administrative Office Manager or Administrative Pastor and will be scheduled at a mutually 
convenient time during regular office hours. 
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Employees who feel that any file material is incomplete, inaccurate, or irrelevant may submit a 
written request to the Administrative Office Manager or Pastor that the files be revised accordingly. 
If such a request is not granted, the employee may place a written statement of disagreement in the 
file. 
 
Goals & Expectations 
It is First Baptist Church's policy to implement fair and effective personnel policies and to require 
all employees to serve the Church's best interests. 
 
First Baptist Church expects all employees to: 
 
A. Conduct themselves in a professional manner when relating to Church members, attendees, and 

suppliers; 
B. Perform assigned tasks in an efficient manner; 
C. Be punctual; 
D. Demonstrate a considerate, friendly, and constructive attitude; and 
E. Adhere to the policies of the Church. 
 
First Baptist Church shall exercise all managerial functions including assignment of duties and 
methods of work, shift times, employee transfers, number of employees, and job qualifications in 
accordance with the Church’s needs. 
 
Employment-at-Will Relationship 
All employees who do not have a written employment contract with First Baptist Church for a 
specific, fixed term of employment are employed at the will of the Church for an indefinite period 
and are subject to termination at any time, for any reason, with or without cause or notice.  
Likewise, such employees may terminate their employment at any time and for any reason. 
 
This policy cannot be modified by any statements contained in this handbook or any other 
employee handbooks, employment applications, Church recruiting materials, Church memoranda, 
or other materials provided to applicants and employees in connection with their employment, the 
only exception being a properly authorized written employment contract.  None of these 
documents, whether singly or combined, are to create an express or implied contract concerning 
any terms or conditions of employment.  Similarly, Church policies and practices with respect to 
any matter are not to be considered as creating any contractual obligation on the Church's part or 
as stating in any way that termination will occur only for "just cause."  Statements of specific 
grounds for termination set forth in this handbook or in any other Church documents are examples 
only, not all-inclusive lists, and are not intended to and shall not restrict in any way the Church's 
right to terminate its employees at will. 
 
Completion of an introductory period or conferral of regular status does not change an employee's 
status as an employee-at-will or in any way restrict the Church's right to terminate such an 
employee or change the terms or conditions of employment. 
 
 

Employment 
 
Equal Employment Opportunity 
In order to provide equal employment and advancement opportunities to all individuals, 
employment decisions at First Baptist Church will be based on merit, qualifications, and abilities.  
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First Baptist Church does not discriminate against any person because of race, color,  sex, marital 
status, national origin, disability, age, genetic information, veteran status, or any other 
characteristic protected by applicable federal, state, or local law (referred to as "protected status"). 
This nondiscrimination policy extends to all terms, conditions and privileges of employment as well 
as the use of all Church facilities, participation in all Church-sponsored activities, and all 
employment actions such as hiring, promotions, compensation, benefits, and termination of 
employment. 
 
Any employees with questions or concerns about perceived discrimination in the workplace are 
required to bring these issues to the attention of their immediate supervisor provided they are 
comfortable approaching that individual.  Alternatively, employees may bypass their immediate 
supervisor and report any alleged discrimination to the Personnel Officer or any member of First 
Baptist Church management.  Employees can raise concerns and make reports without fear of 
retaliation.  First Baptist Church will not tolerate retaliation against individuals who make good-
faith reports or claims of discrimination.  Anyone found to be engaging in any type of unlawful 
discrimination will be subject to corrective action, up to and including termination of employment 
 
Employment Authority 
Level 1 and 2 employees will be hired as outlined in Church by-laws.  Normally, level 3 and 4 
employees will be employed by means of a Personnel Selection Committee under the auspices of 
the Personnel Committee with their recommendation to the Deacons for final approval.  Because of 
the frequency and urgency usually experienced with Level 4-6 employees, they will be hired and/or 
terminated by their immediate supervisor (if Level 1-3) with approval of the Administrative Pastor. 
 
Hiring Qualifications 
First Baptist Church hires individuals on the basis of their qualifications and ability to do the tasks 
required.  Absent a written employment agreement for a definite term, employment with the 
Church is at-will, so that either party may terminate the relationship at any time and for any reason. 
 
A member of an employee's immediate family may be considered for employment by First Baptist 
Church provided the applicant possesses all the qualifications for employment.  An immediate 
family member may not be hired, however, if such employment would: 
 
A. Create either a direct or indirect supervisor/subordinate relationship with a family member; or 
B. Create either an actual conflict of interest or the appearance of a conflict of interest. 
 
These criteria will also be considered when assigning, transferring, or promoting an employee. 
 
Immigration Law Compliance 
First Baptist Church complies with the current federal and state immigration laws and is committed 
to employing only United States citizens and those aliens who are authorized to work in the United 
States. It does not unlawfully discriminate on the basis of citizenship or national origin. 
 
In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a 
condition of employment, must complete the Employment Eligibility Verification Form I-9 and 
present documentation establishing identity and employment eligibility. Former employees who 
are rehired may also be required to complete the form upon their rehire. 
 
Job Descriptions 
Job descriptions are required for all First Baptist Church positions.  Job descriptions indicate the 
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general nature of duties, responsibilities, whichmay be changed to meet the needs of First Baptist 
Church at any time and will be reviewed annually by the appropriate supervisor. 
 
Employment Agreements 
First Baptist Church may execute, at its sole discretion, written employment agreements with 
certain of its employees.  Such written agreements must have the approval of the Church.  Those 
who do not have a written employment contract containing a specified term of employment are 
considered at-will employees. 
 
Medical Examinations & Health Procedures 
First Baptist Church reserves the right to require acceptable confirmation of the nature and extent 
of any illness or injury that requires an employee to be absent from scheduled work.  Employees 
returning from a disability leave or an absence caused by health problems may be required to 
provide a doctor's certification of their ability to perform their regular work satisfactorily without 
endangering themselves or their fellow employees.  In addition, the Church reserves the right to 
require a second medical opinion regarding an employee's absence because of illness or injury or 
regarding a doctor's certification of an employee's ability to return to work.  Any such second 
opinion will be paid for by the Church. 
 
Employees who become ill on the job or suffer any work-related injury, no matter how minor, must 
report the situation to their immediate supervisor for determination of appropriate action such as 
arranging for examination and treatment, and for recording of the incident. 
 
Outside Employment and Activities 
First Baptist Church believes that all full-time employees should devote their gifts and talents to the 
ministry for which they were employed.  Part-time employment outside the Church is discouraged.  
However, outside employment is allowed on the condition that the employee maintains satisfactory 
performance in his/her Church work.  If outside employment is conducted during times when the 
employee would normally be at work for the Church, then the employee must use paid vacation and 
have the prior approval of the employee’s supervisor to do so. 
 
Harassment 
First Baptist Church is committed to maintaining a work environment and total Church 
environment in which all individuals treat each other with dignity and respect and is free from all 
forms of intimidation, exploitation and harassment, including sexual harassment.  The Church is 
prepared to take action to prevent and correct any violations of this policy.  Anyone who violates 
this policy, or tolerates a violation of this policy, will be subject to corrective measures up to and 
including termination. 
 
"Harassment," including "sexual harassment," means unwelcome sexual advances, requests for 
sexual favors, and other verbal, visual, or physical conduct that denigrates or shows hostility or 
aversion toward an individual because of race, color, national origin, gender, disability, or age made 
by someone from or in the work setting under any condition. 
 
Employees, visitors, or Church members who believe that they have been subjected to conduct of a 
harassing nature or observe this type of behavior should promptly report the matter to a 
supervisor/ministry leader, the Administrative Pastor, or the Pastor.  Parents may, of course, 
report for children.  All complaints will be promptly investigated.  Every effort will be made to 
protect the privacy of the parties involved in any complaint.  However, First Baptist Church 
reserves the right to fully investigate every complaint and to notify appropriate government 
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officials as the circumstances warrant. 
 
It is against First Baptist Church's policy to discriminate or retaliate against any employee who has 
filed a legitimate complaint concerning harassment or has testified, assisted, or participated in any 
investigation proceeding or hearing concerning harassment. 
 
When the supervisor/ministry leader, Administrative Pastor, or Pastor receives a complaint, he will 
immediately conduct an investigation.  If the investigation confirms the allegations, prompt 
corrective actions will be taken, and the individual who suffered the harassing conduct will be 
informed that corrective action has been taken.  In addition, any employee found to be responsible 
for harassment in violation of this policy will be subject to appropriate corrective action up to and 
including termination.  The severity of the corrective action will be based upon the circumstances of 
the infraction. 
 
Introductory Period 
All new employees and all present employees transferred or promoted to a new job are to be 
monitored and evaluated for an initial introductory period on the job of ninety (90) days. After 
satisfactory completion of the introductory evaluation period, such employees will be evaluated on 
an annual basis as provided for in the Performance Appraisal policy. 
 
Newly hired Level 3-5 employees, are not eligible for any employee benefits, except health 
insurance, until they have received a satisfactory initial evaluation and been recommended for 
continued employment.  Transferred or promoted employees remain eligible for all benefits while 
demonstrating their ability to perform their new jobs. 
 
At all times, employment with First Baptist Church is "at-will," and the employer/employee 
relationship may be terminated at any time for any reason by either party, absent a written 
employment agreement. 
 
Transfer 
First Baptist Church may, at its discretion, initiate or approve employee job transfers from one job 
to another or from one location to another. 
 
Transferred employees will retain their existing vacation benefits until satisfactorily completing 
their introductory period on the job. Pay for transferred employees will be handled as follows: 
 
A. Employees transferred to a job within the same salary range will continue to receive their 

existing rate of pay; 
B. Employees transferred to a job in a higher salary range will be paid at the higher rate; 
C. Employees transferred, due to a change in Church requirements or needs, to a job in a lower 

salary range, will continue to be paid at their former rate for four weeks and, thereafter, at the 
rate of the new job; and 

D. Employees transferred at their own request to a job in a lower salary range will be paid at the 
lower rate commencing with the start of the new job. 

 
Promotion 
First Baptist Church hires employees for entry level positions, provides training and development 
for employees when deemed necessary, and offers employees promotions to higher level positions 
when deemed appropriate.  To fill non-ministerial vacancies above the entry level, the Church 
prefers to promote from within and will first consider current employees with the necessary 
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qualifications and skills, unless outside recruitment is deemed to be in the Church's best interest. 
 
Promoted employees will be subject to the provisions of the Introductory Period policy for a period 
of ninety (90) days.  Seniority and pay for promoted employees will be handled as outlined in the 
Transfer Policy. 
 
Hours of Work 
First Baptist Church establishes the time and duration of working hours as required by work load 
and production flow, ministry needs, and efficient management of resources.  Unless work requires 
them to do so, employees in levels 4-6 shall not leave the work premises during office hours 
without the knowledge and consent of their supervisor. 
 
The normal workweek is Monday through Sunday, beginning and ending at midnight on Sunday, 
and consisting of forty hours.  The normal workday will consist of eight hours of work with an 
unpaid meal period. Rest or coffee breaks are considered as time worked.  Normal business office 
hours are 8:00AM to5:00 PM Monday through Friday.  Teachers and other employees within the 
Church’s Preschool program may have different work hours as prescribed by the Director. 
 
Overtime will be paid to all non-exempt employees (those employees subject to the minimum wage 
and overtime provisions of the Fair Labor Standards Act) for time worked beyond forty (40) hours 
in any week.  All overtime must be pre-approved by an immediate supervisor. 
 
Employee attendance at lectures, meetings, and training programs will be considered as time 
worked if it was requested by management. 
 
All non-exempt employees are required to complete an individual time record showing the daily 
hours worked.  Time records cover one workweek and are to be completed contemporaneously 
throughout each workday.  The following points should be considered in filling out time records: 
 
A. Employees are to record their starting time, time out for lunch, time in from lunch, quitting time, 

and total hours worked for each workday; 
B. Employees are not permitted to sign in or commence work before their normal starting time or 

to sign out or stop work after their normal quitting time without the prior approval of their 
supervisor; 

C. Employees are required to take lunch and/or meal breaks when appropriate; 
D. Employees are required to sign each time record certifying that it is complete and includes all 

time worked for First Baptist Church. 
E. Employee time records are to be checked and signed by the supervisor involved.   
 
Un-worked time for which an employee is entitled to be paid (paid absences, paid holidays, or paid 
vacation time) shall be entered by the supervisor on the time record.  Authorized overtime also 
should be identified by the supervisor.  Non-exempt employees must also complete a monthly 
Employee Absence and Leave Statement. 
 
Exempt employees are not required to fill out hourly time records, but must account for daily 
attendance on a Monthly Employee Leave form. 
 
Flex-Time 
All non-exempt employees have regular work week schedules.  On occasion those schedules need to 
be adjusted in order to accommodate the changes in work demands.  Supervisors are authorized to 



 

9 
 

make temporary changes to an employee’s work schedule so long as the total hours worked 
annually are not changed.  This is accomplished by decreasing an employee’s hours one week to 
accommodate an increase in hours another week.  Should this change result in an employee actually 
working overtime, the employee will be compensated accordingly.  Supervisors will be very 
discrete in managing the Flex-Time of employees. 
 
Volunteer Service for First Baptist Church 
First Baptist Church, a ministry dependent on the volunteer efforts of those who feel led to give of 
themselves to help accomplish its mission, appreciates the volunteer time that many of its 
employees give.  Because of legal requirements, however, any time volunteered by an employee for 
First Baptist Church must first be approved by the employee's immediate supervisor to help ensure 
that it does not conflict with the employee's normal job description. 
 
Temporary and Part-Time Employees 
First Baptist Church may supplement the regular work force with temporary or part-time 
employees, or other forms of flexible staffing, when needed because of periods of peak work load, 
employee absences, or other situations as may be determined by management.  A temporary 
employee is an individual who is hired either part-time or full-time for a specified, limited period.  A 
part-time employee is an individual who is hired for an indefinite period, but who works less than 
twenty-nine (29) hours in a week. Other flexible staffing classifications or arrangements may be 
added as needed. 
 
Termination 
First Baptist Church (as per this handbook) or the employee may terminate employment at any 
time and for any reason.  The Administrative Pastor, Pastor, or supervisor may conduct an exit 
interview.  The interview may include some or all of the following: 
 
A. Attempt, if the termination is voluntary, to determine the actual reason or reasons why the 

employee is leaving so that, where appropriate, action can be taken to correct any problems 
that come to light; 

B. Explain any conversion or continuation of benefits under First Baptist Church's group insurance 
plans and any other vested benefits available to the employee under First Baptist Church's 
benefit plans (this information is available from the Administrative Office Manager); 

C. Explain First Baptist Church’s policy on references which is to verify dates of employment only; 
D. Obtain the employee's correct address for mailing IRS Form W-2; 
E. Remind the employee to take away any personal belongings;  
F. Discuss the employee's continuing duty not to disclose confidential information; and 
G.  Collect all keys and Church equipment that has been entrusted to the employee and return to 

their immediate supervisor. 
 
An Exit Interview Form (available in the Church’s office) will be used to record the results of the 
exit interview. 
 
Severance Pay 
First Baptist Church does not guarantee Severance Pay to terminated employees.  Circumstances 
that merit consideration will be handled by the Pastor and the Personnel Committee in accordance 
with the Church’s bylaws. 
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Salary & Benefit Administration 
 
Disclosure of Benefits 
First Baptist Church provides its full-time employees with various group benefits.  The Church 
reserves the right to modify, amend, or terminate its benefits as they apply to all current, former, 
and retired employees. 
 
All benefits provided by First Baptist Church are described in official documents which are kept on 
file in the Church office.  These documents are available for examination by any plan participant or 
beneficiary.  In addition, they are the only official and binding documents concerning First Baptist 
Church's benefits. A summary of some of the benefits are listed below. 
 
Retirement Benefits 
Retirement benefits are provided for Church employees through the Social Security Administration 
and the Church-approved group retirement program.  Social Security Retirement Benefits are 
funded by the Church in accordance with federal law.  Group Retirement Benefits are provided by 
the Church based on the following criteria: 
 
Levels 1 - 2 

A. Begin at date of employment 
B. 10% of base salary, including housing allowance 

 
Levels 3 - 5 

A. Begin at first anniversary date of employment 
B. 5% of base salary (excluding overtime) for employment years 2 through 4 
C. 10% of base salary (excluding overtime) for employment years 5 or more 

 
Level 6 

A. Retirement benefits are not provided for part-time employees except Social Security 
Administration benefits. 

 
The Church may negotiate and vary these terms with prospective employees as appropriate.  
Should an employee separate and be rehired, eligibility for benefits will be based on years of 
continuous service. 
 
Employees may elect to make voluntary contributions upon their eligibility date. 
 
Group Medical and Dental Insurance 
The Church offers group medical and dental insurance to all full-time employees who wish to 
participate.  Cost-sharing by the Church and employees shall be determined annually by the 
Personnel Committee as a part of their budget recommendation.  Employee family members 
enrolled in the plan shall be covered at the employee’s expense.  For Level 1 and 2 employees, the 
cost of spouse/dependent coverage is split 50/50 between the employee and the Church.  If an 
employee chooses not to participate in the plan they forfeit this benefit and shall not be 
compensated monetarily.   
 
Upon an employee’s retirement from First Baptist Church of Statesboro, the Church will pay a 
portion of the retiree’s medical (not dental) insurance premiums, based on the following schedule: 
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• 25% for 10 years of full-time service at the Church 
• 40% for 15 years of full-time service at the Church 
• 60% for 20 years of full-time service at the Church 
• 75% for 25 years of full-time service at the Church 
• 90% for 30 years of full-time service at the Church 

 
The premium paid by the Church will not to exceed the prevailing “employee-only” premium of the 
Church’s group policy.  To receive these benefits, an employee must be retired from First Baptist 
Church of Statesboro, but may continue to provide a service to the Church on a part-time basis.  The 
minimum retirement age for employees hired/obtaining full-time status before January 1, 1994 is 
sixty (60) years of age and for employees hired/obtaining full-time status after December 31, 1993 
is sixty-five (65) years of age.   
 
Term Life and Accidental Death and Dismemberment Insurance 
The Church provides term life and accidental death and dismemberment policies on all full-time 
employees at no cost to the employee.  Beneficiaries of the policies are designated by employees. 
 
Long-Term Disability 
The Church provides long-term disability insurance for all full-time staff.  The Church pays the total 
cost of this insurance. 
 
Workers' Compensation 
The Church carries workers compensation insurance on all employees. 
 
State & Federal Unemployment Insurance Exemption 
Because churches are exempt from participation in state and federal unemployment insurance 
programs, First Baptist Church does not provide unemployment insurance as an employee benefit. 
 
COBRA Exemption 
The Church does not offer COBRA participation as an employee benefit.  Churches are exempt from 
COBRA under Department of Labor Laws. 
 
Vacation Leave 
Vacation leave is accrued by all full-time employees based on their years of full-time service in 
ministry (levels 1-2) and full-time service at First Baptist (all other levels).  The vacation year is the 
calendar year, January 1st through December 31st.  Part-time employees of less than 29 hours per 
week are not provided paid vacation. Vacation for non-ministerial employees must be approved by 
an immediate supervisor.  Level 2 employees must coordinate vacation leave with the Pastor and all 
other employees must coordinate their leave with their immediate supervisor. 
 
Vacation leave requests should be submitted at least thirty (30) days in advance.  If two employees 
desire the same vacation period, leave will be granted at the discretion of the immediate supervisor. 
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Annual vacation leave is accrued as follows: 
 

 
Level 

Years of FT Service 
in Ministry 

 
Annual Hours 

 
Monthly Accrual 

Level 1-2 0-5 80 6.67 
 6-15 120 10.00 
 16-25 160 13.34 
 26-+ 200 16.67 
    
Level 3-5 0-5 80 6.67 
 6-15 120 10.00 
 16-+ 160 13.34 
 
Vacation leave may be negotiated with prospective employees. 
 
No more than one year’s vacation leave may be accumulated and carried forward at the end of each 
year; unused leave in excess of the most current year’s accumulation will be forfeited after 
December 31. Upon termination of an employee who has worked 2 years or more, the employee 
shall be compensated for any unused vacation, but not more than an amount equal to one year’s 
accumulation.    Employees who are terminated or resign before 2 years of service forfeit all 
accrued but unused vacation leave pay.  If an employee dies, pay for accrued and unused vacation 
will be paid in a lump sum to the employee's estate. 
 
If a paid holiday falls within an employee's vacation period, the holiday will not be charged as a 
vacation day.  No allowance will be made for sickness or other compensable type of absence 
occurring during a scheduled vacation. 
 
Professional /Other Leave 
Level 1-3 employees are encouraged to stay up to date with current trends and educational skills 
that would enhance their ministry by attending appropriate conferences, not to exceed ten (10) 
working days each year.  The same applies to Level 4 employees except not to exceed five (5) 
working days each year. 
 
Level 1-5 employees shall be granted compensated time to fulfill the civic responsibilities of jury 
duty and witness subpoena.  Other civic duties, such as appearing as a voluntary witness or 
appearing as a party, may receive compensated time off with administrative approval.  
 
When Level 3-5 employees go on Church-related activities and trips that are designed to enhance 
the employment skills or improve the service capability of the employee to the Church, the trip may 
be considered as normal work time.  If the trip is for relaxation or other personal benefit, the trip 
will be counted as personal vacation leave.  If vacation leave is not available, the employee may 
count the activity as personal leave without pay.  Leave for such trips must be pre-approved by an 
immediate supervisor. 
 
Bereavement Leave 
In the event of a death in the immediate family (spouse, child, parent, parent-in-law, sibling, 
son/daughter-in-law, brother/sister-in-law, grandchild, and grandparent) of a Church staff 
employee, upon request, the employee will be granted paid leave up to three (3) working days; up 
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to two (2) days for extended family of employee or employee’s spouse (aunt, uncle, niece, nephew).  
One (1) extra day is allowed if the funeral is more than 200 miles away.   
 
Sick Leave 
Full-time employees accrue up to eight (8) hours of sick leave per month, as of date of full-time 
status.  Part-time employees working at least twenty (20) hours a week accrue up to four (4) hours 
of sick leave per month, as of date of qualifying part-time status.  The actual accrual rate is based on 
the employee’s normal work hours per week as a percentage of forty (40) hours.  A maximum 720 
hours of sick leave can be accumulated.  An employee requiring more than seven (7) consecutive 
days of sick leave must be documented by a physician.  In the event sick leave is not adequate an 
employee may use vacation and sick leave until both are exhausted, after which, the employee is 
considered on leave without pay. Use of sick leave to care for a member of the immediate family is 
permitted with prior administrative approval. 
 
Upon termination, employees will not be compensated for unused sick leave and such leave will not 
be restored upon rehire unless the period of non-employment is less than ninety (90) days. 
 
Holidays 
First Baptist Church observes certain designated days each year as holidays.  Eligible employees 
will be given a day off with pay for each holiday observed.  The list of holidays and the scheduling 
thereof shall be reviewed and approved annually by the Personnel Committee.  Non-exempt 
employees who work on approved holidays shall be compensated at twice their regular rate for 
actual time worked and shall schedule their compensated holiday leave within thirty (30) days. 
 
Temporary employees, part-time employees working less than 20 hours per week and employees 
on leaves of absence or on lay-off are not eligible to receive holiday pay.    Part-time employees are 
eligible to receive holiday pay only for holidays on which they would normally be scheduled to 
work, and only for their regularly scheduled number of hours. (e.g. employees not working during 
the summer months would not receive holiday pay for Independence Day.)   
 
To receive holiday pay, an eligible employee must be at work, or on an authorized absence, on the 
work days immediately preceding and immediately following the day on which the holiday is 
observed.  If an employee is absent on one or both of these days because of an illness or injury, First 
Baptist Church reserves the right to verify the reason for the absence before approving holiday pay. 
 
Generally, a holiday that occurs on a Saturday shall be observed on the preceding Friday and a 
holiday that falls on Sunday will be observed on the following Monday.  If a holiday occurs during 
an employee's vacation period, the holiday will not be charged as a vacation day. 
 
Employees are entitled to an additional one-half paid holiday on their birthday.  The birthday 
holiday must be approved in advance and should be taken on the birthday or within the following 
thirty (30) days.    
 
Teachers and other employees of the Weekday Ministries program may have variations to these 
vacation days from year to year, as required by school year requirements and/or other operational 
requirements, and such variations are authorized to be made by the Director annually. 
 
Salary Administration 
First Baptist Church pays wages and salaries which are nondiscriminatory and as competitive as 
possible with rates being paid for similar jobs by other employers in the community.  However, all 
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wage and salary policy decisions must take into consideration First Baptist Church's overall 
economic condition and ministry mission.   
 
During the annual budget process, the Deacon Ministerial Committee (Levels 1 and 2) and the 
Personnel Committee (all other levels) shall consider and recommend to the Church proposed 
changes in the Church’s Compensation Plan.  The Committees shall take into consideration the 
following: 
 

• Financial position of the Church 
• Comparable job analysis 
• Job responsibilities and evaluations 
• Consumer Price Index 
• Cost of Living 

 
When making salary recommendations, the Pastor will complete the Personnel Budget for 
Ministerial Staff Report for all staff Levels 1-2. This report shall include projected salaries, benefits, 
and ministry related expense reimbursements.  The Administrative Pastor will prepare a Personnel 
Budget for Non-ministerial Staff and include similar information. 
 
Performance Appraisal 
The job performance evaluation of each employee shall be completed by the employee's supervisor 
upon the following occasions: 

A. At the end of the first three months of employment, transfer, or promotion; and  
B. Commensurate with the annual budget planning process. 

 
Between scheduled evaluations, supervisors may discuss with employees on an informal basis any 
performance issues that warrant attention and should keep records of any significant incidents. The 
employee may review the evaluation and make written comments about any aspect of it.  
 
Pay Procedures 
First Baptist Church pays employees on a regular basis and in a manner that complies with 
applicable laws and regulations. Employees are paid semi-monthly (on the fifteenth day and the last 
day of the month), or monthly (last day of the month).  If the regular payday occurs on a Saturday, 
Sunday, or holiday, employees will be paid on the last working day prior to the regular payday. 
 
Authorized Absence from Work 
 
Attendance & Punctuality 
Level 1-2 employees, due to the nature of their duties, shall structure their own work schedules in 
coordination with the Pastor.  All other employees are to report for work punctually as scheduled 
and to work all scheduled hours and any required overtime.  Excessive tardiness and poor 
attendance disrupt work flow and service to members and attendees.  Such will not be tolerated. 
 
Unauthorized or excessive absences or tardiness will result in corrective measures, up to and 
including termination.  Absences in excess of those allowed, and tardiness or early leaving (for 
instance, beyond five minutes of starting or quitting time) more than three times in a three-month 
period are grounds for termination. 
 
Employees who are delayed in reporting for work more than thirty minutes and who have not 
called their supervisor within five minutes of the beginning of their work schedule may lose their 
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right to work the balance of the work day.  In addition, employees who report for work without 
proper equipment or in improper attire may not be permitted to work.  Employees who report for 
work in a condition deemed not fit for work, whether for illness or any other reason, will not be 
allowed to work. 
 
Employees will not be required nor permitted to work any period of time before or after scheduled 
starting or quitting times for the purpose of making up time lost because of tardiness, unauthorized 
absence, authorized absence, or any other reason if the result will be that the employee works more 
than forty hours during the workweek. 
 
Employees who are absent from work for three consecutive days without giving proper notice to 
First Baptist Church will be considered to have abandoned his or her position and to have 
voluntarily quit.  At that time the Administrative Pastor will formally note the termination and 
advise the employee of the action by certified mail. 
 
During periods of extreme inclement weather or natural disasters, all employees are expected to 
use sound judgment in their ability to get to work safely.  However, they are expected to make a 
reasonable attempt to get to work.  If the employee’s decision is to remain home, he/she is still 
required to notify his/her supervisor by any means possible.  If the inclement weather or natural 
disaster extends past one day in duration, every employee must check-in with a supervisor at least 
daily.  Failure to comply with this requirement may result in the employee not receiving 
compensation for the missed work.  It is probable that the Church, or part of the Church, will be in 
operation when the public school system or other agencies are not.  The decision for First Baptist 
Church to be in operation or not rests with First Baptist Church alone, although other closings are 
considered in the Church’s ultimate decision.  Because First Baptist Church is a designated Red 
Cross Disaster Relief site, employees may be required to work during such a disaster.  All 
employees must notify the Administrative Pastor or Pastor prior to making a decision to evacuate 
from the county to ensure his/her services are not required. 
 
Other Leaves of Absence 
First Baptist Church may grant employees other unpaid leaves of absence.  The following types of 
leaves will be considered: 
 
A.  Family and Medical Leave Act (FMLA) Policy 
First Baptist Church has adopted this Family and Medical Leave policy in accordance with the 
Family and Medical Leave Act (FMLA).  This policy applies to employees who have been employed 
for a minimum of twelve (12) months and worked a minimum of 1,250 hours in the twelve (12) 
months preceding a request for FMLA leave.  Eligible employees may take leave under this policy 
for the following reasons: 
 

• Birth of an employee’s son or daughter, and to care for a newborn child; 
• Placement of a son or daughter with an employee for adoption or foster care; 
• When an employee is needed to care for a spouse, son, daughter, or parent with a serious 

health condition; or 
• When an employee is unable to perform at least one of the essential functions of his or her 

position because of the employee’s own serious health condition. 
• A qualifying exigency of a spouse, son, daughter or parent who is a military member on 

covered active duty or call to covered active duty status (or has been notified of an 
impending call or order to covered active duty). 
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An employee may take a maximum of twelve (12) weeks of leave under this policy within a given 
“leave year.”  The “leave year” is a rolling twelve (12) month period, measured backward from the 
date an employee uses FMLA leave.  For example, if an employee has taken eight (8) weeks of leave 
during the past twelve (12) months, the employee would be able to take an additional four (4) 
weeks leave in the “leave year.” 
 
The entitlement to leave taken for the birth or placement of a child for adoption or foster care must 
be completed within the twelve (12) month period beginning on the date of birth or placement.  
Spouses who are both working for the Church are limited to a combined total of twelve (12) weeks 
leave during any twelve (12) month period, when the leave is due to the birth or placement of a 
child, or to care for a parent with a serious health condition. 
 
An eligible employee for FMLA leave must first utilize any accrued paid leave, such as vacation and 
personal days, as part of any FMLA leave.  If an employee requesting FMLA leave does not have any 
accrued paid leave time then available, the FMLA leave will be without pay.  Workers’ 
compensation leave also will run concurrently with an employee’s FMLA leave time allotment. 
 
When the need for FMLA leave is foreseeable, an employee must provide at least thirty (30) days 
advance notice to his or her supervisor and the Administrative Pastor.  In the event that the need 
for FMLA leave is either unforeseeable or it is not possible to provide thirty (30) days notice, an 
employee should provide notice as soon as the necessity for leave arises.   
 
When planning medical treatment, an employee should consult with his or her supervisor and 
make a reasonable effort to schedule the leave so as not to unduly disrupt the Church’s operations, 
subject to the approval of the health care provider.  Failure to comply with these requirements may 
result in the denial or delay of leave. The Church will require medical certification to support a 
request for FMLA leave for an employee’s own serious health condition or to care for a seriously ill 
child, spouse or parent. For the employee’s medical leave, the certification must include a statement 
that the employee is unable to perform at least one of the essential functions of his or her position.  
For leave to care for a seriously ill child, spouse or parent, the certification must include an estimate 
of the amount of time that an employee is needed to provide care. 
 
If FMLA leave is foreseeable and the employee provides at least thirty (30) days' notice, the 
employee must provide the requested medical certification to the supervisor before leave begins. If 
leave is not foreseeable, the employee must provide the requested medical certification, as soon as 
practicable, but not later than fifteen (15) calendar days after requesting FMLA leave. 
 
When certified as medically necessary, an employee requesting leave for the serious health 
condition of the employee or a member of the employee’s immediate family may take FMLA leave 
on an intermittent or reduced schedule basis.  Employees requesting intermittent or reduced 
schedule FMLA leave must attempt to schedule their leave so as not to disrupt Church operations.   
Intermittent leave is not permitted for birth of or to care for a child, or for placement of a child for 
adoption or foster care. 
 
While on FMLA leave, the Church will continue group health insurance benefits under the same 
terms as if the employee had continued to work, for up to a maximum of twelve (12) weeks.  The 
employee must make arrangements to continue to pay his share of the health plan premiums while 
on FMLA leave.  Other benefits, such as vacation pay, shall not accrue during FMLA leave. 
 
Following the completion of FMLA leave, the employee will normally be reinstated to his or her 
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former position, or to an equivalent position with equivalent pay, benefits, and other terms and 
conditions of employment.  
 
Employees who fail to return as scheduled after FMLA leave or exceed their FMLA entitlement may 
be subject to termination. 
 
B. Personal Leave of Absence: 
Employees may be granted a personal leave of absence to attend to personal matters in cases in 
which the Administrative Pastor or Pastor determines that an extended period of time away from 
the job will be in the best interests of the employee and First Baptist Church. 
 
C  Military Leave of Absence  
A military leave of absence will be granted if an employee enlists, is inducted, or is recalled to active 
duty in the United States armed forces for a period of not more than four years (plus any 
involuntary extension for not more than one additional year).  Employees who perform and return 
from military service in the armed forces, the military reserves, or the National Guard shall have 
and retain such rights with respect to reinstatement, seniority, vacation, layoffs, compensation, and 
length of service pay increases as may be from time to time provided by applicable federal or state 
law. 
 
If an employee fails to return to work following an approved leave of absence, the employee will be 
terminated from employment. 
 
Rest Breaks 
Whenever practical, employees are to receive a rest break of fifteen minutes at approximately the 
middle of every four hours of work not broken by a meal period. 
 
Meal Breaks 
Full-time employees will take an unpaid meal break near the middle of the workday; the break will 
be sixty minutes.  Part-time employees scheduled to work more than five consecutive hours during 
any workday will likewise take an unpaid meal break of the same duration as full-time employees 
in their department unless shortened to 30 minutes by mutual consent of the employee and 
supervisor. Meal breaks are intended to provide employees an opportunity away from work, and 
employees are not permitted to perform any work during meal breaks.  Eating breakfast or lunch at 
the workstation is not permitted except under rare, pre-approved circumstances requiring such 
action. 
 

Employee Expense Reimbursements 
 
Accountable Reimbursement Plan 
First Baptist Church has adopted an accountable reimbursement policy pursuant to Internal 
Revenue Service guidelines.  Accordingly,  First Baptist Church will reimburse legitimate business 
expenses incurred by employees and not report them as taxable income to the employee.  Following 
are the terms of our accountable reimbursement policy: 
 
Any Church employee will be reimbursed for any ordinary and necessary business and professional 
expenses incurred on the Church's behalf if the following conditions are satisfied: 

1. Expenses are reasonable in amount and in the Church’s best interest; 
2. Employee documents the amount, time and place, business purpose, and business 

relationship of each expense with the same kind of documentary evidence that would be 
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required to support a deduction of the expense on the employee's tax return; 
3. Employee documents such expenses on a Mileage Report or Travel Expense Report. 

 
Expenses submitted beyond forty-five (45) days will not be reimbursed.  Reimbursable and 
professional expenses may include local transportation, overnight travel (including transportation, 
lodging and meals), books and subscriptions, education, uniforms, and professional dues.  Since 
First Baptist Church has an administrative vehicle available for use by all employees, local 
transportation costs will not be reimbursed except as approved in advance. See the following 
headings in this Employee Expense Reimbursements section for specific details. 
 
Reimbursements to employees made in accordance with this plan are not considered income to the 
employee and therefore, should not be reported on the employee’s income tax return. 
 
Any reimbursement that exceeds the amount of business or professional expenses properly 
accounted for by an employee must be returned to the Church immediately.   
 
If a Church employee has been given an advance and the related expenses are less than the advance, 
the excess advance must be returned to the Church immediately. 
 
Under no circumstances will the Church reimburse an employee for business or professional 
expenses incurred on its behalf that are not properly substantiated according to this policy. 
 
Reimbursement for Meals 
First Baptist Church will pay for or reimburse employees for meal expenses incurred while 
conducting Church business so long as the expense is reasonable and in the interest of the Church’s 
ministry.  Having the Church pay for the meal of a spouse accompanying the employee is permitted 
when pre-approved by the Administrative Pastor or Pastor.  Meal expenses incurred by employees 
while accompanying Church visitors will be paid for/reimbursed by the Church when such 
expenses are pre-approved by the Administrative Pastor or Pastor. 
 
The cost of all meals for voluntary participants on a Church trip, ministry activity or outing must be 
paid by the participant or reimbursed as part of the overall activity fee. Only light snacks are 
permitted to be purchased with Church funds. 
 
Alcoholic beverages are not considered legitimate business expenses and will not be paid 
for/reimbursed by the Church. 
 
Travel Expense 
Employee travel on behalf of the Church must be approved in advance by an employee’s immediate 
supervisor.  When making travel arrangements, employees are to be diligent to use the most 
reasonable means of transportation and lodging available.  Any travel expenses deemed 
unreasonable relative to the circumstances will not be paid or reimbursed and are the employee's 
personal responsibility. Employees should provide their supervisor with a copy of their itinerary 
and emergency contact information before leaving on First Baptist Church-related travel. 
 
On the occasions when a minister incurs travel expenses related to his/her participation in revivals, 
special meetings, weddings, etc., the church will not reimburse the employee for travel expenses 
without prior approval of the Pastor and appropriate documentation of the expense. 
 
Personal Automobile Usage 
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Employees who use their personal vehicle for approved business trips will receive a mileage 
allowance set by the Church annually during the budget process. This mileage allowance is in lieu of 
any actual expenses incurred by the employee for the use of his personal vehicle.  If the Church pays 
for an expense related to employee’s personal vehicle, (i.e., actual fuel costs while traveling), the 
cost of the expense will be deducted from the mileage reimbursement.  Employees driving on 
Church business may claim reimbursement for parking fees and tolls incurred.  All requests for 
mileage reimbursement must include a daily mileage log that contains the following minimum 
information; date of travel; beginning mileage reading; ending mileage reading; purpose of each 
trip; total mileage being claimed; and all costs to be deducted. 
 
Church-Related Entertaining/Hospitality 
Employees may engage in the entertainment and hospitality of Church guests only if they have been 
authorized to do so by their immediate supervisor.   Such authorization will define the general 
circumstances and expense limits of the approved forms of entertainment. 
 
Membership in Clubs and Civic Organizations 
Employees are encouraged to seek membership in community clubs and civic organizations where 
such membership will promote the Church's interests and enhance its image in the community.  
These memberships will not be paid by the Church, nor will they be reimbursed by the Church, 
unless approved by an immediate supervisor.  Employee participation in such community 
organizations must not adversely affect the employee's job performance, be detrimental to the 
Church's interests, or place the employee in the position of serving conflicting interests. 
 
Participation in Trade and Professional Associations 
Employees are encouraged to participate in trade and professional associations that promote First 
Baptist Church goals, individual skills development, and/or professional recognition.  However, 
employee participation in such associations must not conflict with the Church's interests. 
 
 

First Baptist Church Premises & Work Areas 
 
Safety 
Employees should report to the Administrative Pastor, Pastor or their supervisor all observed 
safety and health violations, potentially unsafe conditions, and any accidents resulting in injuries.  
Employees are encouraged to submit suggestions to the Administrative Pastor concerning safety 
and health matters.   
 
Privacy-Right to Examine 
First Baptist Church provides resources to facilitate employee’s contributions towards the 
accomplishment of its mission and reserves the right to examine all provided resources at any time 
and without warning.  Such resources may include desks, desk drawers, locked areas, computers, 
computer system databases, communication systems, email, voice mail, lockers, file cabinets, etc.  
These resources are the property of the Church and are therefore not private. 
 
Safeguarding Personal and Church Property 
Employees are expected to exercise reasonable care to safeguard personal items of value brought to 
work.  Such items should never be left unattended or in plain view.  First Baptist Church does not 
assume responsibility for the loss or theft of personal belongings, and employees are advised not to 
carry unnecessary amounts of cash or other valuables with them when they come to work. 
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Employees must also reasonably safeguard Church property or equipment when using or storing 
such property. Damage or loss through failure to exercise such care can subject that employee to 
corrective action and/or assessment of damages.   
 
Solicitation & Distribution 
First Baptist Church limits solicitation and distribution on its premises because when left 
unrestricted, such activities can interfere with the normal operations of the organization, can be 
detrimental to employee efficiency, can be annoying to employees and members and attendees, and 
can pose a threat to security. 
 
Persons who are not employed by First Baptist Church are prohibited from soliciting funds or 
signatures, conducting membership drives, distributing literature or gifts, offering to sell 
merchandise or services, or engaging in any other solicitation or similar activity on Church 
premises unless granted specific written permission to do so by the Administrative Pastor or 
Pastor. 
 
The Administrative Pastor or Pastor may authorize fund drives by employees on behalf of non-
political charitable organizations or for employee gifts.  Employees are encouraged to volunteer to 
assist in these drives; however, employees are not to be discriminated against because of their 
willingness or unwillingness to participate. 
 
Employees are permitted to engage in solicitation or distribution of literature only when pre-
approved by the Administrative Pastor or Pastor.  This policy also prohibits unapproved solicitation 
via the Church's electronic mail and other telephonic communications systems. Employees should 
not solicit or conduct personal business with other employees during work time (working time 
does not include lunch periods, work breaks, or any other periods during which employees are not 
on duty). 
 
Parking 
First Baptist Church provides parking facilities, when practical, for the benefit and convenience of 
its employees, members and attendees, and visitors. Employees who use the Church parking lot do 
so at their own risk and should keep their cars locked while on the lot. First Baptist Church does not 
assume responsibility for any damage to or theft of any vehicle or personal property left in the 
vehicle while on the parking lot. 
 
Security 
First Baptist Church makes reasonable efforts to provide security for its property, its employees, 
and authorized visitors to its premises.  Employees are expected to know and comply with the 
Church's security procedures and are expected to report any violations or potential problems to the 
Administrative Pastor.  Employees violating security procedures will be subject to corrective action.  
Illegal acts committed by employees may be reported to law enforcement authorities. 
 
Employees working in sensitive or high security jobs (such as bookkeeping or childcare) must meet 
any applicable special security clearance requirements specified for such jobs prior to, or shortly 
after, initial employment.  These requirements may include more extensive background checks, 
fingerprinting, bonding, or other special security measures.  Failure or inability to meet and/or 
comply with any special security requirements are grounds for termination of employment or 
rejection of an applicant. 
 
Employees are expected to exercise reasonable care for their own protection and for that of their 



 

21 
 

personal property while on Church premises and while away from the premises on Church 
business.  The Church does not assume responsibility for employee losses resulting from robbery or 
theft while away from the premises on Church business. 
 
 

Employee Conduct 
 
Personal Behavior of Employees 
Certain rules and regulations regarding employee behavior are necessary for the efficient operation 
of First Baptist Church and for the benefit and safety of all employees.  As a religious organization, 
the conduct of employees on and off the job can impact the Church's mission.  Conduct that 
interferes with operations, discredits the Church, or is offensive to members and attendees or 
fellow employees will not be tolerated. 
 
Employees are expected at all times to conduct themselves in a positive manner so as to promote 
the best interests of First Baptist Church.  Such conduct includes: 
 
A. Reporting to work punctually as scheduled and being at the proper work station, ready for 

work, at the assigned starting time; 
B. Giving proper advance notice whenever unable to work or report on time; 
C. Complying with all Church safety and security regulations; 
D. Wearing clothing appropriate for the work being performed; 
E. Maintaining work place and work area cleanliness and orderliness; 
F. Treating all members and attendees, visitors, and fellow employees in a courteous manner;  
G. Refraining from offensive or undesirable behavior or conduct, or conduct which is contrary to 

the Church's doctrinal statements or official policies; and 
H. Performing assigned tasks efficiently and in accordance with established quality standards. 
 
The following conduct is prohibited and will subject the individual involved to corrective action, up 
to and including termination: 
 
A. Reporting to work under the influence of alcoholic beverages and/or illegal drugs and narcotics 

or the use, sale, dispensing, or possession of alcoholic beverages and/or illegal drugs and 
narcotics on Church premises or while conducting Church business; 

B. The use of profanity or abusive language; 
C. The possession of explosives, firearms or other weapons on Church property; 
D. Insubordination or the refusal by an employee to follow management's instructions concerning 

a job-related matter; 
E. Fighting or assault on a fellow employee, members and attendees, vendors, or visitors; 
F. Theft, destruction, defacement, or misuse of First Baptist Church property or of another 

employee's property; 
G. Falsifying or altering any Church record or report, such as an application for employment, a 

medical report, a production record, a time record, an expense account, an absentee report, or 
shipping and receiving records; 

H. Threatening or intimidating management, supervisors, security guards, or fellow workers; 
I. Smoking on the Church premises or in Church vehicles; 
J. Sleeping on the job; 
K. Failure to wear assigned safety equipment or failure to abide by safety rules and policies; 
L. Improper attire or inappropriate personal appearance; 
M. Engaging in any form of sexual misconduct or sexual harassment; 
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N. Violation of First Baptist Church's policies on solicitation or distribution; and 
O. Improper disclosure of confidential information. 
P. Excessive use of personal electronic devices (i.e. cell phone, tablet, etc.). 
 
The examples above are illustrative of the type of behavior that will not be permitted, but are not 
intended to be an all-inclusive listing.  Any questions in connection with this policy should be 
directed to the Administrative Pastor or Pastor. 
 
 
Personal Appearance of Employees 
Each employee's dress, grooming, and personal hygiene should be appropriate to the work 
situation.  Employees are expected at all times to present a professional, business-like image to 
members and attendees, prospects, and the public.  Favorable personal appearance, like proper 
maintenance of work areas, is an ongoing requirement of employment with First Baptist Church.    
 
The employee’s supervisor will require any employee who does not meet the standards of this 
policy to take corrective action, which may include leaving the premises.  Any work time missed 
because of failure to comply with this policy will not be compensated, and repeated violations of 
this policy will be cause for disciplinary action. 
 
Use of Communications Systems 
Employees should be particularly careful to exercise courtesy and thoughtfulness while using any 
of the Church’s communications systems (i.e. telephone, email, fax, etc.).  A positive interaction with 
members and attendees can enhance goodwill while a negative experience can destroy a valuable 
relationship. 
 
Employees should minimize their use of First Baptist Church communication services and 
equipment for personal purposes.  Such usage is restricted because it can impede the normal flow 
of business, incur unnecessary Church expense, and reduce productivity.  When excessive personal 
usage is detected, employees will be subject to corrective action and may be required to reimburse 
First Baptist Church for such usage.    Employees will refrain from any form of copyright 
infringements.  Church-owned equipment will not be used to duplicate any copyrighted material 
unless the Church is duly authorized to do so. 
 
All computers, software, network connections, Internet connections, and email systems provided to 
the staff of First Baptist Church are the property of the Church and are to be used for the purpose of 
supporting the mission of First Baptist Church and conducting its business. To ensure compliance 
with this policy, computer and email usage may be monitored from time to time, with or without 
further notice.   
 
Conflicts of Interest 
Employees are not to engage in any activity, practice, or act which conflicts with, or appears to 
conflict with, the interests of First Baptist Church or its members and attendees. 
 
Confidential Nature of First Baptist Church's Interests 
The interests of First Baptist Church, particularly confidential information and trade secrets, 
represent proprietary assets that each employee has a continuing obligation to protect. 
 
Information designated as confidential is to be discussed with no one outside First Baptist Church 
and only discussed within on a "need to know" basis.  This responsibility is not intended to impede 
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normal ministry communications and relationships, but is intended to alert employees to their 
obligation to use discretion to safeguard the Church's interests. 
 
Employees authorized to have access to confidential information may be required to sign special 
non-disclosure agreements and must treat the information as proprietary Church property for 
which they are personally responsible.  Employees are prohibited from attempting to obtain 
confidential information for which they have not received access authorization.  Employees 
violating this policy will be subject to corrective action up to and including termination, and may be 
subject to legal action. 
 
Keys and Access Codes 
Keys issued to an employee of First Baptist Church remain the property of the Church and must be 
issued by, and returned to, the Facilities Manager.  No other Church employee is authorized to 
duplicate keys or provide keys to other persons.  Keys are not to be used to gain access to areas of 
the Church for which the employee does not have normal access. Access codes are not to be shared 
with any other person. 
 
Media & Public Inquiries 
All media inquiries and other inquiries of a general nature should be referred to the Pastor or 
Administrative Pastor.  Inquiries seeking information concerning current or former employees 
should likewise be referred to the Pastor or the Administrative Pastor. 
 
Online Social Forums 
First Baptist Church views personal websites and weblogs positively, and respects the right of an 
employee to use them as an avenue of self-expression and outreach.  It is common for employees of 
the church to be seen by our members and outside parties as representatives of the church. 
Therefore, as in all areas of daily life, a church staff member's personal website or weblog is a 
reflection on the church, whether or not the church is specifically discussed or referenced. If an 
employee chooses to identify himself as a church employee or to discuss matters related to the 
church on a personal website or weblog, he should bear in mind that, although the employee may 
view the site as a personal project, many readers will assume he is speaking on behalf of the church. 
 
In light of this possibility, First Baptist Church expects our staff to observe the following important 
guidelines. Any questions in connection with this policy should be directed to the Pastor or 
Administrative Pastor. This policy is not intended to interfere with an employee's legally protected 
rights or to prohibit communications protected by the National Labor Relations Act. 
 
 1. Employee may write about the Church, his job, or some aspect of the church so long as he 

writes under his own name. 
 2. Employee agrees to include the following disclaimer on the site: “The opinions expressed on 

this site are the opinions of the participating user. First Baptist Church acts only as a passive 
conduit for the online distribution and publication of user-submitted material, content 
and/or links and expressly DOES NOT endorse any user-submitted material, content and/or 
links or assume any liability for any actions of the participating user.” 

 3. Employee agrees not to attack fellow employees, agents, members, or vendors. 
Disagreement with the Church and its officers is permitted as long as the tone is respectful 
and does not resort to personal attacks. 

 4. Employee agrees not to disclose any sensitive, proprietary, confidential, or financial 
information about the Church, other than what is publicly available. 

 5. Employee may comment on other churches, but agrees to do so respectfully without 
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ridiculing, defaming, or libeling them in any way. 
 6. Employee agrees not to post any material that is obscene, defamatory, profane, libelous, 

threatening, harassing, abusive, hateful or embarrassing to another person or any other 
person or entity. 

 7. Employee agrees not to post advertisements, solicitations and/or market and/or promote 
any business or commercial interest, chain letters or pyramid schemes. 

 8. Employee agrees not to post any material that is copyrighted unless he (a) is the copyright 
owner, (b) has the express, written permission of the copyright owner to post the 
copyrighted material on the blog, or (c) is reasonably sure that the use of any copyrighted 
material conforms to the doctrine of “fair use.” 

 9. Employee agrees not to post any material that violates the privacy or publicity rights of 
another. 

 10. Employee agrees to conform to the rules of the Church Employee Handbook, especially as it 
relates to rules regarding conduct outside of employment. 

 11. Employee agrees not to post material that contains viruses, Trojan horses, worms, time 
bombs, cancelbots or any other computer programming routines or engines that are 
intended to damage, detrimentally interfere with, surreptitiously intercept or expropriate 
any system, data, or information. 

 12. Employee agrees not to post or conduct any activity that fails to conform with any and all 
applicable local, state and/or federal laws, including, without limitation, 15 U.S.C. 6501 et 
seq. (the “Children’s Online Privacy Protection Act of 1998”). 

 13. Employee acknowledges that any reliance on material, content and/or links posted by other 
parties will be at his own risk. Employee assumes full legal responsibility and liability for all 
actions arising from his posts. 

 14. Employee agrees to remove any materials from his blog after receiving a request from the 
IT Director. 

 15. Employee agrees to minimize his time on the blog during work hours so as to not interfere 
with his work duties. 

 16. Employee may submit materials to the IT Director for approval before posting it. 
 
Corrective Action 
All employees are expected to comply with the Church's standards of behavior and performance, 
and any non-compliance with these standards must be remedied. 
 
First Baptist Church endorses a policy of progressive corrective action by which it attempts to 
provide employees with notice of deficiency and an opportunity to improve.  Accordingly, the 
Church retains the right to implement corrective actions it deems appropriate, up to and including 
termination of the employee. 
 
Open Door Policy 
Direct and open communication among First Baptist Church employees is fundamental to the 
church’s success.  Good communication creates an environment of mutual trust and respect in 
which employees can comfortably discuss work issues or employment concerns.  The Church 
maintains an Open Door Policy to provide a channel for employees to discuss work-related 
concerns with any member of their management team or with Administrators without fear of 
retaliation. 
 
Most problems can and should be solved through discussions with an immediate supervisor; 
therefore, employees should discuss their concerns with their immediate supervisor first.  The 
Church has developed communication tools that will help supervisors discuss difficult issues with 
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employees in a way that is respectful and productive.  Many conflicts can be easily addressed at the 
supervisor level, including personality conflicts, co-worker disputes and communication problems.  
However, if a supervisor has engaged in unethical, harassing or discriminatory conduct, the 
employee must report the conduct to the Administrative Pastor or Pastor.  Employees who are 
unable to resolve issues with their immediate supervisors should bring their concerns to the next 
level of management.  If the issue remains unresolved, an employee may contact either the next 
level of management or the Administrative Pastor or Pastor, who will work together with the 
employee to address the problem. 
 
First Baptist Church reserves the right, in its sole discretion, to skip over steps in this progressive 
discipline policy when it determines that it is in its best interest to do so, and it reserves the right to 
modify, suspend or eliminate this progressive discipline policy, at any time, with or without notice, 
at its sole discretion. 
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Employee Statement of Acknowledgment 
 
This is to acknowledge that I have received a copy of First Baptist Church's Personnel Policy 
Handbook.  I understand that it provides guidelines and summary information about its 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 First Baptist 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 understand that this Handbook is not a contract.  First Baptist Church does not intend to, nor is it, 
bound by the policies and procedures or benefits contained in this Handbook.  This Handbook does 
not alter my status as an at-will employee.  First Baptist Church retains the right to terminate my 
employment at any time without notice. 
 
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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SECTION A 

 

COMMITTEE AND MINISTRY TEAM 

GENERAL GUIDELINES 

 
In accordance with the provisions of the Church’s Bylaws, the Church has established certain 
committees as appropriate to accomplish its stated goals and objectives and perform the work 
of the Church.  Standing committees, both those identified in the Bylaws and others approved 
by the Church in conference, have responsibilities with no foreseen completion date.  Ad hoc 
committees are created for a one-time or short-term task with a specified ending date or event.  
In addition, Leadership Staff will create and direct ministry teams to perform functions similar 
to committees.   
Staff Advisor.  Each committee/ministry team shall be assigned a staff advisor who is 
responsible for providing guidance and assistance as necessary to enable the 
committee/ministry team to accomplish its tasks and for providing a ministerial/administrative 
viewpoint to members of the committee/ministry team. 
Establishing a New Committee.  A recommendation to form a new committee will be 
automatically referred to the Policies and Procedures Committee and should include the 
anticipated purpose, responsibilities, membership and duration (standing or ad hoc/short term) 
of the proposed committee.  The Policies and Procedures Committee will review the committee 
formation recommendation to determine whether an existing committee might be tasked to 
accomplish the stated responsibilities or whether a new committee is indeed needed to 
perform the task(s) identified in the proposal.  The Policies and Procedures Committee shall 
make its recommendation to the Church in conference.  Upon approval of the formation of a 
new committee by the Church in conference, the Nominating Committee will recommend 
persons to serve on the committee to the Church in conference for approval.   
Exception:  Ministerial Search Committee.  The formation and staffing of an ad hoc Ministerial 
Search Committee shall be recommended by the Deacons to the Church in Conference. 
Deactivating a Committee.  A recommendation to deactivate a standing committee will be 
referred to the Policies and Procedures Committee and should include reason(s) for 
deactivation (i.e., assignment of committee responsibilities to another group, change in 
ministry focus, etc.).  The Policies and Procedures Committee will  review the request and make 
a recommendation to the Church in conference. 
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SECTION B 

 

SUMMARY 

STANDING COMMITTEES 
FINANCE COMMITTEE.  The Finance Committee is responsible for formulating the annual 
budget in consultation with the Pastor and other ministerial-level staff, and Church leadership; 
recommending to the Church in conference an annual budget consistent with the goals and 
objectives of the Church (the budget shall be brought first to the Deacons for consultation and 
then to the Church for approval); ensuring  that the financial policies approved by the Church 
within the Church Manual are followed properly; serving as the audit committee of the Church 
to receive and review the annual audit report. 
NOMINATING COMMITTEE.  The Nominating Committee, in consultation with the Pastor, 
ministerial staff, and appropriate program/ministry leaders, shall be responsible for 
recommending Church members to serve as Deacons, Church Officers (except the Pastor), 
Trustees, teachers, organizational leaders, and committee members and chairs, on an annual or 
as needed basis. These recommendations shall be made to the Church for approval at a Church 
Conference.  Nominating Committee members shall be recommended by the Pastor and the 
Deacon Chair and elected by the Church in conference.  Committee members shall serve on a 
two-year rotation, with one-half being recommended and elected each year. 
PERSONNEL COMMITTEE.  The Personnel Committee shall assist with employee management 
related to non-ministerial staff members, as specified in the Church Manual, by: (1) providing 
oversight for the employment practices delegated to staff members, (2) monitoring church 
compliance with all applicable employment laws, and (3) assisting in the development of the 
personnel budget. 
POLICIES AND PROCEDURES COMMITTEE.  The Policies and Procedures Committee is 
responsible for systematically and regularly reviewing the Church Manual by conferring with 
the Pastor, ministerial staff, committees, and any others deemed appropriate by the 
Committee. The Committee shall recommend revisions and additions as provided in Article VIII 
of the Bylaws. 
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SECTION C 

 

NEW COMMITTEE RECOMMENDATION FORM 

 
Proposed Name   

Proposed Purpose   

Proposed Duration   

 Standing   

 Ad hoc   

Proposed Responsibilities   

   

Recommended Staff Advisor   

Recommended Membership   

 Number of members   

 Ex officio members   

 Term of Service   

 Qualifications   

Submitted By   

Received By Policies and Procedures Committee   

Recommendation of Policies and Procedures Committee   

Reported to Church in Conference   

Church Decision   
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Section A: General Guidelines 
 
 
1. General 
 
The policies contained in this handbook are intended to inform potential and approved users of 
the practices of the Church regarding the use of its facilities/vehicles and the expectations of those 
who use such facilities/vehicles.  The Church is glad to offer its facilities/vehicles to both members 
and non-members, but it reserves the right to approve and disapprove requests based on its 
discretion.  First Baptist Church, as a Christian congregation, has been blessed with buildings and 
vehicles that serve as tools for accomplishing its God-given ministry and mission.  Because the 
Church seeks to exercise a positive stewardship in the use of these valuable tools, the guidelines 
contained in this Handbook have been adopted. 

 
 

2. Prioritization  
 
For planning and scheduling purposes, requests to use Church facilities are prioritized as follows: 
 
Group A – Regularly scheduled church functions that are planned and led by the Leadership Staff. 
 
Group B – A Church-sponsored activity or organizational event or events hosted by organizations 

with which the Church has a history of support.  The activity must have a Church 
ministerial staff member to sponsor and help plan the event. 

 
Group C – Church groups such as Sunday School Classes and other Bible study groups requiring 

facilities for social events. 
 
Group D – Private social events for church members. 
 
Group E – Non-Church members/organizations. 
 
 
3. Guidelines 
 
The following guidelines apply to all events held at First Baptist Church.    
 

A. The conduct of all persons in attendance must be respectful and orderly.   
 

B. Facilities are not available for profit-making, or partisan political purposes. 
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C. The Church must preapprove all fundraising activities. 

 
D. Children must be closely supervised at all times and are not allowed to roam Church 

property.   
 

E. Activities are restricted to the room or area requested and scheduled.  
 

F. Church property is smoke-free and alcohol-free. 
 

G. Dining or serving of food is restricted to preapproved designated areas of the facility. 
 

H. The user is expected to leave the facility as found.  Users must reasonably clean the facility 
and remove trash.  Furniture and equipment will only be moved by Church staff unless 
coordinated with the Facilities Manager prior to the event.   
 

I. The non-Church user assumes liability for injuries to persons attending the event and for 
damages or loss of both the user’s and Church equipment or property. 
 

J. A facilities staff representative will be on campus and on-call during all events and will 
inspect and secure all facilities at the completion of the event unless otherwise coordinated.  
This representative should be contacted/notified of all problems, questions, or concerns 
prior to and during the event.  The contact telephone number is (912) 531-9070. 
 

K. Playgrounds are facilities of the Church and are covered by this Handbook.    
 

L. Every effort to honor all reservations will be made.  However, the Church reserves the right 
to cancel, modify, or change room locations for any reservation, at its discretion, with or 
without advance notice.  

 
4. Access to Facilities 
 
Normal business hours are 8:00 am-5:00 pm, Monday-Friday.  For security purposes, all doors are 
locked during these hours and access is available by utilizing the intercom system at each main 
door.  Appropriate doors are unlocked 2 hours prior to major events if large participation is 
expected. 

 
5. Lost and Found 
 
Articles left in Church facilities, vehicles or on the grounds will be turned in to the main office.  
Anyone looking for lost items should call the Church Office (764-5627). 
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6. Energy Conservation 
 
All staff and lay volunteers will seek to conserve energy at all times.  A/C will not be turned on in 
large areas of the Church for one or two individuals unless under special circumstances.  All A/C 
requirements out of the normal automatic hours of operations will be scheduled with the Facilities 
Manager through Set-Up Requirements on the Church Calendar.  If an emergency adjustment to 
A/C is made, it must also be immediately reported to the Facilities Manager. 
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Section B: Scheduling and Fees 

 
1. Scheduling an Event 
 
Except for Church staff scheduling their own ministry events, all facility reservations must go 
through the Church Office.  A Facilities Reservation Form (available from the Church Office) should 
be used when making reservations to ensure all required information is provided. 

 
Group D and E applicants must schedule each event separately since automatic renewals or 
perpetual scheduling is not permitted.  Requests should be submitted at least 30 days prior to the 
event.   

 
Dining events, as well as use of the Church Dietician, are scheduled through the Church Office.  
Coordinating meal details with the Dietician is NOT simultaneous with submitting a facilities 
request.  Requests for the use of the facilities and the Church Dietician must be approved before 
meal arrangements are made.  
 
2. Facilities Fees 
 
The following fee schedule applies to all events held in Church facilities except wedding events (see 
Section C), or events catered by the Church Dietician (See Section E).  Groups A, B and C will not be 
charged fees unless unusual requests require fees to cover unbudgeted costs.  
 
Groups D and E will pay appropriate fees as indicated below.  If a deposit is required, it is due upon 
approval of the request.  Fees are due seven (7) days prior to the event.  The Administrative Pastor 
must pre-approve ALL adjustments to applicable fees in writing.  All checks should be made payable 
to First Baptist Church and submitted to the Church Office.   
 

A. Perry Fellowship Hall (includes use of Buffet Kitchen) 
a. Group D - $300 
b. Group E - $4 per person, $500 minimum 

 
B. Multi-purpose Room (includes use of Small Kitchen) 

a. Group D - $150 
b. Group E - $300 

 
C. Averitt Room 

a. Group D - $75 
b. Group E - $125 
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D. Historic Sanctuary 
a. Group D - $100 
b. Group E - $200 
 

E. Chapel 
a. Group D - $100 
b. Group E - $200 
 

F. Worship Center 
a. Group D - $500 
b. Group E - $2,000 

 
G. Other Individual Rooms 

a. Group D - $100 
b. Group E - $200 

 
 

• If Audio/Visual engineers are required to support the event, an additional fee of $100 each 
applies for Groups D and E. 

 

• The above rates are applicable per day. 
 

• Standard room setup includes one DVD player, one monitor/screen. 
 

• The Church will provide technical equipment as requested to the best of its ability.  In case of 
equipment failure, backup equipment is the responsibility of the event organizer. 
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Section C. Weddings and Wedding Receptions 

 
 
1. General:   

  
First Baptist Church believes that marriage is the uniting of one man and one woman in covenant 
commitment for a lifetime; that the relationship between husband and wife is intended to reflect 
the relationship between Christ and His Church; that a follower of Christ should marry only another 
believer; and that marriage is designed by God for intimate companionship and sexual expression 
according to biblical standards.  Therefore, all weddings and receptions should be conducted in a 
reverent and worshipful manner, reflecting the character of God and the teachings of Scripture.  
(Genesis 1:26-28; Malachi 2:13-16; Ephesians 5:22-33; 1 Peter 3:1-7; 2 Corinthians 6:14-15; 1 
Corinthians 7:1-5, 39; Hebrews 13:4; Romans 1:26-27) 
 
2.  Application and Arrangements: 
 
Initial reservation requests shall be made by the bride/groom or her/his family through the Church 
office.  A copy of the Church’s policy for weddings and wedding receptions will be provided , along 
with a wedding application form.  A confirmed reservation will be made only after the completed 
application and payment of a $100 deposit is received, and upon approval of the application by the 
designated senior ministerial staff.  The Church’s Wedding Coordinator will then be given a copy of 
the approved application and will contact the wedding party to schedule an initial appointment.  
The $100 deposit will be returned by mail after the wedding and upon satisfactory completion of 
all facility clean up requirements. 
 
3.  Restrictions: 
 

A. All officiants must be approved by the Lead Pastor of FBC. 
 

B. The bride may enlist someone to direct the wedding (Wedding Director).  The name, 
address and telephone number of the director must be provided to the Church.  The 
Wedding Director is subject to Church approval.    

 
C. Priority for use of Church facilities for weddings and wedding receptions is provided to FBC 

members.  Membership, as it applies to this manual (and related fees), is defined as at least 
one of the individuals getting married is a member of  FBC or at least one parent or 
grandparent of the individuals getting married is a member of FBC.  Non-members may use 
the facilities only on an “as available” basis and may not schedule a wedding more than 
twelve months in advance.   
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D. Those making reservations are responsible for leaving the premises as found.  Any damage 
or breakage should be reported and arrangements made for replacement/repair.  
Decorators/caterers shall leave premises as found and are responsible for any damage. 

 
E. Smoking and alcoholic beverages are not permitted on Church property. 

 
F. Only silk flower petals are permitted to be used on the floors since real flowers have a 

tendency to stain the carpet.  Rice, confetti and other such materials are not allowed inside 
or outside.  Bird seed, flower petals or bubbles are permitted outside the buildings.  It is the 
Bride’s/Groom’s responsibility to ensure that such material is cleaned up and removed from 
the premises.  

 
G. Only a traditional dance between the Bride and Groom and/or the Bride and her father are 

permitted during a reception held at this facility.     
 

H. All wedding parties must utilize FBC’s Wedding Coordinator to coordinate all facility and 
personnel support for the wedding, reception and/or rehearsal dinner.  The FBC Wedding 
Coordinator will: 
(1) Represent the Church to accomplish all planning and coordination with the wedding 

party to ensure efficient and effective support. 
(2) Contact the wedding party and explain the capabilities and limitations of each 

requested facility or activity.    
(3) Sixty (60) days prior to the wedding, ensure facilities reserved are adequate for 

expected number of guests; ensure the Minister (if not on FBC staff) and music 
requirements are appropriate and approved by the Lead Pastor and the Worship 
Pastor, respectively. 

(4) Forty-five (45) days prior to the wedding, finalize the following support requirements: 
a. Ensure the complete setup requirements for all reserved rooms have been finalized 

and communicated to the Facility Manager for planning purposes and to the Church 
Office for placing that information into the setup notes of the Church calendar.     

b. Ensure Florist is aware of all decoration limitations and clean up requirements. 
c. Ensure Media Director is aware of all sound, video and lighting requirements and 

has scheduled operators. 
d. Ensure Caterer is familiar with all facility capabilities, limitations and clean up 

requirements. 
e. Ensure the Minister to Children is aware of nursery requirements (member 

weddings only) and has scheduled workers. 
f. Ensure all applicable fees have been paid to FBC. 
g. Provide the Church Office with updated wedding plans. 

 
(5) Two weeks prior to wedding: 
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a. Conduct a tour of facilities with the bride and others if necessary, to finalize dressing 
areas, lighting, setup and cleanup requirements; determine the names of all on-duty 
facility staff scheduled for work and ensure that they know times to be at work and 
all special information. 

b. Obtain from the Media Director the names of all sound and video personnel and 
ensure they know rehearsal and wedding times and all other special instructions. 

(6) Weekend of wedding and within one week of wedding: 
a. Ensure all events are running smoothly; note any follow up items necessary. 

 

4.  Available Facilities: 
 
The Church Facilities are available for weddings, wedding rehearsals, and wedding receptions that 
do not conflict with regularly programmed activities.  No more than one wedding per day will be 
scheduled in any one space. 
 
5. Music 
 
The Worship Pastor must approve the music for any wedding/reception.  A wedding is a worship 
service and the music must reflect a spirit of worship.  Appropriateness of songs, soloist, 
accompaniment requirements (organ, piano, accompaniment tracks, special instruments) and 
even personnel must be worked out well in advance of the wedding. 
 
6. Decorations 

 
The Bride/Groom will provide the florist with a copy of this policy regarding decorations, who must 
exercise due care for the protection of the building/furnishings.  No decorations will be attached 
to walls, woodwork, or furniture.  Only dripless candles are permitted (no exceptions).  ALL floral 
debris must be removed immediately following the wedding.   
 
7.  Photography:  

 
Photography is permitted before and after the wedding service.  Flash cameras may be used while 
the wedding party is making its entrance up the aisle; however, photographers should not move 
about while taking pictures during the service.  Video cameras may be used but must operate from 
a fixed position in either the back or front of the sanctuary or balcony.  No special video lights are 
permitted. 
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8.  Fees charged for all weddings are as follows: 
 
A. Facilities 

 Member Non-Member 
Wedding and Rehearsal: 

Worship Center (500 lower/500 upper capacity) ..................... $500................. $2,000 
Historic Sanctuary (250 capacity) ............................................. $250.................... $500 
Chapel (140 capacity) ................................................................ $250.................... $500 

 
In the Worship Center, the choir chairs will remain in the loft, but orchestra chairs will be 
removed.  Any wedding reservation of the Worship Center includes the use of the Bride’s Suite 
and the Groom’s Parlor.  A reservation for the Historic Sanctuary or Chapel includes the use of 
Rooms A210 and A212. 
 
Receptions: 

Averitt Room (35 capacity) ......................................................... $75.................... $125 
Multi-purpose Room (150 capacity) ......................................... $150.................... $300 
Perry Fellowship Hall (150+ capacity) ....................................... $300................. $1,000 
 

Rehearsal Dinner: 
Averitt Room (35 capacity) ......................................................... $75.................... $125 
Multi-purpose Room (150 capacity) ......................................... $150.................... $300 
Perry Fellowship Hall (150+ capacity) ....................................... $300................. $1,000 

 
A reservation of the Multi-purpose Room includes the use of the Small Kitchen with applicable 
limitations per Section E of this handbook.  A reservation of the Perry Fellowship Hall includes the 
use of the Buffet Area, but not the Commercial Kitchen and Serving Area. 
 
B.  Other Fees:  

 
Nursery Room and child care staff. ........................................................ $75...................... N/A 

 
Nursery Room facilities and/or nursery operations are not provided, nor permitted for non-
member weddings.  For church members the nursery is available and must be reserved when 
scheduling the wedding.  The Wedding Coordinator will schedule nursery workers through the 
Minister to Children at least 45 days prior to the wedding. 
 
Video recording .................................................................................................................. $500 
 
Video recording of weddings is available by Church personnel, if requested at least forty-five (45) 
days in advance of the wedding.  The Wedding Coordinator can arrange this service. 
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Sound/Media/Lighting Engineers ............................................................................. $100 each 
 
Engineers are required to operate the sound, media, and lighting components of the Church’s 
facilities.  The number of engineers required will depend on the particular aspects of the wedding 
ceremony. 
 
Musicians 

 
Fees for soloists and/or musicians are negotiated by the Bride/Groom directly with the artist and 
paid separately from the fees paid to FBC.  Rehearsal time and preparation as well as the actual 
wedding should be taken into consideration.    
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Section D.  Church Vehicles 
 
A. Eligibility: 
 
Church owned and operated vehicles are for the primary purpose and support of Church ministries.  
Vehicles are made available to ministry groups and organizations of First Baptist Church to provide 
safe, dependable transportation to Church related activities.  Because of insurance liability issues, 
they cannot be loaned to outside organizations.  Joint use of a vehicle by an outside organization 
and a First Baptist Church ministry is allowed as long as the Church ministry remains in direct 
supervisory capacity and all Church guidelines are followed.    
 

a. General Guidelines: 
 

a. Use of Church vehicles shall be in compliance with Church policies, the policies of our 
insurance carrier, applicable state and federal laws and all traffic regulations.  First 
Baptist Church will not be responsible for traffic tickets of the driver.  Non-Church 
related (personal) use of a Church vehicle is prohibited.  The driver will ensure that no 
more than 15 passengers (including the driver) occupy the large (two axle, 6-wheeled) 
mini-bus and that all occupants use seat belts at all times.  Drivers will complete and 
return a driver’s checklist to the Facilities Manager before each trip.  Drivers are 
responsible for knowing the location of the insurance card and other pertinent 
information about the vehicle they are driving. 

 
b. Only approved drivers may operate a Church vehicle.  There are three categories of 

approved drivers: 
 

(1) Administrative Driver:  Authorized to drive the Church truck or minivan for 
administrative use only (no non-employee passengers).  To qualify to be an 
administrative driver a person must be an employee of the Church, have a good 
driving record and have a copy of his driver’s license on file with the Church.  The 
license on file requirement must be accomplished no less than three working 
days prior to the first use of the vehicle. 

 
(2) Passenger Driver:  Qualified to haul passengers on extended, overnight trips 

using the Church’s standard (two axles, six wheeled) minibus, minivan, or rental 
passenger vans of any type.  To qualify to be a passenger driver, the candidate 
must meet all qualifications of the administrative driver, except be an employee 
of the Church, plus: 
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a. Watch a training video and successfully pass an online test of the safety 
material in the video. 

 
b. Successfully demonstrate the ability to perform a vehicle safety pre-check 

inspection. 
 

c. Successfully demonstrate the ability to operate Church vehicles by 
completing an operator’s check ride administered by the Facilities Manager. 

 
d. Certify knowledge of Church policies and safety procedures by reading and 

signing a copy of the policies that will be maintained in the Church’s driving 
files.  

 
(3) Bus (CDL) Driver:  Qualified to haul 16+ passengers on extended, overnight trips.  

To qualify to be a bus driver, the candidate must meet all qualifications of the 
passenger driver and possess a valid CDL.   

 
b. Gasoline for the primary ministries of the Church is provided through the Fuel budget line 

of the Church budget.  A Church credit card for purchase of fuel only is available from the 
Administrative Office Manager.  When the card is used, all receipts must be returned to the 
Office Manager, along with the card and a completed Purchase Report. 

 
c. The driver is responsible for picking up and returning the vehicle to the designated parking 

area.  The driver must conduct an inspection of the vehicle upon return to ensure all litter, 
personal items, and luggage are removed from the vehicle.  The keys must be returned to 
the Facilities Manager’s office.  All maintenance problems noticed on the trip must be 
reported to the Facilities Manager.  Drivers should refuel the vehicle before returning it. 

 
d. The Facilities Manager is responsible for all aspects of vehicle care and maintenance.  

Drivers should consult with the Facilities Manager regarding any maintenance/repairs 
required while on the road.  Drivers must report suspected mechanical problems to the 
Facilities Manager upon return of the vehicle. 

 
e. Requesting a vehicle: 
 
 
 

A fully completed vehicle request form (available in the Church office) must be used to schedule a 
vehicle.  Upon approval, the reservation will be placed on the Church calendar by the Facilities 
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Manager.  
 
Requests are filled on a first come, first served basis.  When conflicts arise, all requesting 
organizations will be notified so the conflicts can be resolved in the best interest of the Church as 
a whole. 

 
Requests requiring multiple passenger vehicles for extended periods of time should be submitted 
as early as possible to ensure adequate vehicle support for all other Church activities during the 
extended time period.   

 
The Church administrative vehicles are available to any authorized user.  Their use is not 
scheduled per se, but available by coordinating with the Facilities Manager or Administrative 
Office Manager.  Use of the administrative vehicle for more than two hours at a time must be 
coordinated in advance. 
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Section E.   Kitchen Facility 

 
1.  Eligibility: 
 
First Baptist Church has two fully equipped kitchens.  The small kitchen (Building A) is completely 
operational and available for Church functions when food is prepared by someone other than 
Church kitchen staff (e.g. youth breakfast, meals-on-wheels, etc.).   The main kitchen facility 
(Building E), is only useable by the Church’s professional Food Services staff (preparing Church 
sponsored meals,) or the official Church caterer (preparing authorized but non-official meals). 
 
The Perry Fellowship Hall (Building E) has a small buffet area (ice, vending machines, microwave, 
serving area, etc.) which is part of the Fellowship Hall and can be used for events not requiring full-
scale kitchen use (e.g. covered dish meals or outside-catered meals).  
  
Church organizations, members, or small groups, as well as non-Church organizations may utilize 
the small kitchen (Building A) on an “as available” basis, as long as the guidelines below are 
followed.  Requests for use of the small kitchen (Building A) must be submitted for inclusion on the 
Church calendar as per Section B of this policy.  
 
2.  Guidelines: 
 
If the small kitchen event has no regular kitchen staff person present, then for safety purposes, the 
following limitations should be observed. 
 

a) Only properly trained personnel should use the dishwasher, meat-slicer, range top burners, 
range oven, or deep fryer. 

b) All cooking utensils will be cleaned and left out on the counter to be sanitized and stored. 
c) All leftovers will be removed from the Church facility, but not in Church pans or trays. 
d) The kitchen is to be left as found; remove trash and replace trash bags; sweep/mop floor. 
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FIRST BAPTIST CHURCH 
108 North Main Street ▪ Statesboro, Georgia 30458 
 

 
REQUEST FOR WEDDING RESERVATIONS 

 
We are glad you have requested the use of our Church facilities for your wedding.  We believe 
that marriage is sacred and that the wedding should be conducted in a reverent and worshipful 
manner.  The Pastor and other staff members will be happy to advise you about any part of your 
wedding plans. 
 
The Church has certain policies about the use of its facilities including decorations, music, etc., so 
that the property will be protected and the wedding made more meaningful.  Attached is a copy 
of those policies.  Please give us the following information for our records; return this form to the 
Church office as soon as possible.  The return of this form, payment of a $100.00 deposit, and 
Church confirmation of availability will reserve your wedding date on the Church calendar. 
 
Name of Bride         Date       
 
Current Address             
 
Phone         E-mail        
 
Name of Groom             
 
Current Address             
 
Phone         E-mail        
 
Is the bride/groom a member of First Baptist Church Statesboro?  ______Yes ______No 
 
Is a parent/grandparent a member of First Baptist Church Statesboro? ______Yes ______No 
 

Rooms requested  Worship Center   Chapel  Perry Fellowship Hall 

  Multi-purpose Room  Averitt Room 
 
Rehearsal:    Date       Time      
 
Rehearsal Dinner:   Date       Time      
 
Wedding:     Date       Time      
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Officiating Minister (must be approved by Lead Pastor)       
 
Audio/Visual Support requested 

   Sound Engineer  Media Engineer  Lighting Engineer 
 
 
 

We agree to the expectations as outlined in this handbook regarding weddings.  Attached is our 
$100 deposit.  One-half the total fees is due thirty (30) days prior to the wedding and the balance 
is due one week before the wedding. 
 
Bride (or parent) Signature            
 
Groom (or parent) Signature            
 
 

 
The Church Office will retain a copy of this request. 

Official Use Only 
 
Approved         Date      
 
Fees Due: 

Building fee     

A/V Engineer     

Videotaping fee    

Childcare     

Other fees     

Total      

Record of payments: 

  Date  Amount   Reference  

  _______   ________   ________  

  _______   ________   ________  

  _______   ________   ________  

  _______   ________   ________  
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FIRST BAPTIST CHURCH 
108 North Main Street ▪ Statesboro, Georgia 30458 
 

 
WEDDING/RECEPTION CHECKLIST 

WEDDING DATE      

 

BRIDE        GROOM       

PHONE       PHONE       

 

DIRECTOR       PHONE       

 

WEDDING INFORMATION 

VENUE   WORSHIP CENTER   HISTORIC SANCTUARY   CHAPEL 

TIME      MINISTER         

ARRIVAL TIME     TIME DOORS OPEN      

PIANIST/ORGANIST             

FLORIST              

PHOTOGRAPHER             

ENGINEERS      SOUND  VIDEO  LIGHTING 

NURSERY REQUIRED     YES   NO  

WINDOW SCREENS     N/A   SEMI   FULL 

  LORD’S SUPPER   UNITY CANDLE   UNITY SAND/CORD 

(DRIPLESS CANDLES AND SILK FLOWER PETALS ONLY) 

STAGING   ORCHESTRA ITEMS REMOVED   YES 

    PULPIT REMOVED     YES 

    ONE PIANO ON STAGE    YES 

OTHER REQUIREMENTS            

MUSIC ARRANGEMENTS APPROVED     YES 
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TECHNOLOGY REQUIREMENTS SUBMITTED    YES 

REHEARSAL INFORMATION 

START TIME      END TIME      

REHEARSAL DINNER LOCATION           

 

OTHER INFORMATION 

 USE OF GREEN ROOM FOR REFRESHMENTS (ONLY SNACK AREA PERMITTED) 

• CLEAR BEVERAGES 

• NO MUSTARD/CATSUP, ETC. 

 PROVIDE POWER STRIPS FOR BRIDES SUITE AND GROOMS PARLOR 

 NO ALCOHOL OR TOBACCO 

 GRATUITIES/HONORARIUMS PAID DIRECTLY TO MUSICIANS AND OFFICIANTS 

 ROUGH DRAFT OF CEREMONY PROVIDED TO WEDDING COORDINATOR 

 ONE-HALF FEES PAID THIRTY (30) DAYS PRIOR TO WEDDING 

 ONE-HALF FEES PAID A WEEK BEFORE WEDDING 
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PREFACE 

 
 
 
This handbook outlines the financial policies and procedures of First Baptist Church of Statesboro.  
Its purpose is to establish order within this body of believers and to help us as a congregation to 
be both effective and efficient in spreading the Gospel of Jesus Christ.  Just as each member of 
the body is accountable to God for the use of his own unique gifts and financial resources, so too 
is the Church accountable to God and its members in the use of the resources given to it by God 
through its members.  The policies and procedures outlined in this handbook are established in 
order that Church members and staff may use the Church’s resources in accordance with the 
directives decided by the congregation under the guidance of the Holy Spirit. It is our prayer that 
this handbook will assist the Church to function properly and in an orderly manner. 
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Section A. 
 

EFFECTIVE SYSTEM OF INTERNAL CONTROLS 
 

Statement of Policy: 
 
An effective system of internal controls is required to ensure integrity over the receipt and use 
of God's financial resources and the safeguarding of Church assets.  
 

"Whoever can be trusted with very little can also be trusted with much, and 
whoever is dishonest with very little will also be dishonest with much.  So if you 
have not been trustworthy in handling worldly wealth, who will trust you with 
true riches?"  Luke 16:10-11 

 
"But everything should be done in a decent and orderly manner."  1 Corinthians 
14:40 

 

Procedures: 
 
1.  REASONS FOR INTERNAL CONTROLS 
 
Internal control is a system of policies and procedures intended to provide reasonable 
assurance that the funds intended for the ministry objectives/goals/values of First Baptist 
Church of Statesboro, Inc. will be carefully and effectively safeguarded and managed.  NOTE: 
Henceforth in this handbook, First Baptist Church of Statesboro, Inc. will be referred to as the 
Church or FBC. 
 
Primary Objectives for Strong Internal Controls 

 
The Church’s financial ministry utilizes a mixture of volunteers and employees.  Volunteers 
and/or employees conduct day-to-day financial operations such as collecting and counting 
tithes and offerings, collecting fees for activities or events, and collecting fees for meals or 
merchandise.  Persons involved with ministry programs and activities need consistent and clear, 
but not burdensome, control procedures to protect and guide their service.   

 
Annual budgets serve as authorization for the Church staff and other ministry leaders to 
conduct daily business in order to attain each ministry's objectives/goals/values. Our financial 
budget, as approved by the congregation, requires proper oversight throughout the budget 
year.  Managing expenditures by church staff and ministry leaders will ensure that the Church 
operates within its means, manages debt, and displays high levels of operational integrity to 
our members and the community. 
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2.  KEY INTERNAL FINANCIAL CONTROLS 

 
The following are key internal financial controls established and continually monitored to 
safeguard the financial operations and systems of the Church: 
 

• Annual budgets are prepared, and unexpected variances from actual to budget 
estimates are promptly investigated. 

 
• Thorough documentation is required on all transactions.  All purchases are immediately 

reported by means of a completed Purchase Report (see Appendix) with attached 
receipt, invoice, or other appropriate documentation. 

 
• All transactions are reviewed by at least one other supervisory or administrative 

authority other than the purchaser to ensure need, economy and/or validity.    
 

• Mathematical calculations supporting all financial transactions are verified by financial 
personnel before payment. 

   
• All transactions are recorded in the appropriate financial journal or register with a 

notation or cross-reference indicating the completion of the transaction.  The Shelby 
Systems church software program is currently used for this purpose.  

 
• All financial functions and responsibilities are segregated so that no one individual 

performs an accounting function without someone else reviewing it or being aware of 
the action. 

 
• Volunteers and employees are cross-trained and duties are periodically rotated 

whenever possible. 
 

• Monthly reconciliation of all checking accounts is performed and reviewed to ensure 
correct posting and accuracy. 

 
• Regular financial reports concerning receipts and expenditures are published monthly 

to maintain fiscal integrity and build confidence in how donations are received and 
disbursed. 

 
• An annual financial audit is conducted by an external, independent CPA.   The results of 

the audit are provided in writing to the Finance Committee. 
 

• Financial records are safeguarded by maintaining them under double lock and key and 
in an alarmed office. 

 
A separate operating fund has been established for the FBC Weekday Preschool.  However, it is 
important to remember that this organization falls under the corporate status of the Church 
and is not a separately established entity.  Therefore, the Preschool must follow all fiscal 
oversight, operational policies and procedures, and internal controls of the Church.  
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Section B. 
 

RELEASE OF FINANCIAL INFORMATION 
 

Statement of Policy: 
 
First Baptist Church of Statesboro believes in and practices "full disclosure" of its finances.  
However, certain financial information may be considered confidential. The release of financial 
information will be in accordance with standards established by the Church.    
 

"But I tell you that men will have to give account on the day of judgment for 
every careless word they have spoken."  Matthew 12:36 

 

Procedures: 
 
FINANCIAL DISCLOSURES 
 
Requests for financial information will be processed according to the following two categories: 
 
1.  REQUESTS FROM A CHURCH MEMBER 
 
Annual budgets, monthly financial statements, and their own contribution history will be 
provided to any member of the Church upon request.  All other financial inquiries should be 
forwarded to the Administrative Pastor.  Every effort will be made to meet the member's 
request if the request is reasonable and appropriate under the circumstance.  However, under 
no circumstance will contribution history be provided to anyone other than the donor without 
written permission from the donor. 
 
Employee salaries and wages are considered extremely confidential.  Salary and wage 
information is not published for public disclosure.  However, any Church member, excluding 
employees and their immediate families, may request access to an employee's salary and wage 
information by contacting the Administrative Pastor or Pastor.  The request will then be 
forwarded to the Personnel Committee or Deacon Ministerial Committee for response as 
applicable. 
 
An employee should not seek to ascertain information about a fellow worker's compensation.  
If such information is inadvertently conveyed to an employee, he or she is not to discuss it.  
Information relating to financial data and/or the salary of an employee is considered sensitive 
and confidential.  Therefore, employees are required to prevent the release of such information 
outside acceptable bounds as stated above. 
 
2.  REQUESTS FROM NON-CHURCH MEMBERS 
 
Requests from non-church members for certain church financial information must be in writing 
to the Administrative Pastor.  The Administrative Pastor will review all such requests and in 
consultation with the Pastor and/or other appropriate leadership, determine  if the request 
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should be granted.  If the request is approved, the information will be provided.  
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Section C. 
 

GENERAL ACCOUNTING SYSTEM 
 

Statement of Policy: 
 
It is the desire of the Church to maintain an accounting system which is simple enough to be 
used by Church members and staff, but adequate to provide detailed information to compile 
meaningful reports on a timely basis.  Efficient record-keeping procedures provide assurance 
that Church funds are being used in accordance with the instructions of the Church and the will 
of the contributor.  Record-keeping procedures must contain sufficient internal controls to 
protect those who handle the funds of the Church.  The financial records must also provide a 
historical record of the Church's fiscal transactions which allows evaluation of the Church's 
financial status.  The records aid in anticipating cash-flow problems and ensure that the Church 
is in compliance with governmental regulations. 
 
A modern accounting system is used to record all financial transactions of the Church. This 
system is the primary internal control for maintaining integrity over the Church’s financial 
operations. 
 
The Administrative Office Manager is responsible for the proper posting of all transactions to 
the accounting system and for maintenance of the accounts to ensure accuracy, validity and 
reliability of financial records. 
 

"Everything was accounted for by number and weight, and the entire weight 
was recorded at that time."  Ezra 8:34 

 
"The Lord abhors dishonest scales, but accurate weights are his delight."  
Proverbs 11:1 

 

 
Procedures: 
 
The accounting system enables the Church to record all its financial transactions, and therefore, 
safeguard its financial assets. 
 
1.  COMPUTER USE IN FINANCIAL RECORD KEEPING 
 
A computer-based system is used to facilitate the accounting process.  This allows large 
amounts of financial data to be processed accurately and on a timely basis.  A state-of-the-art 
accounting software enables users to easily and accurately input data while maintaining a high 
level of security.  Additionally, by generating a variety of defined reports and charts, users can 
more readily monitor the data.  Users are trained on how to use the system and protocols are 
implemented to verify accuracy and completeness. 
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The Church’s financial software contains these important internal controls: 
 

• Password protection - This feature protects the security and confidentiality of the 
records.  Only persons who enter the correct password can view, enter, or change 
information on the Church's financial records. 

 
• Periodic updates – The Church’s accounting software provider furnishes frequent 

updates to improve the system’s functionality and provide compliance with current 
laws and regulations.   

 
 2.  BASIS OF ACCOUNTING 
 
There are two common means of accounting for financial transactions.  They are: 
 

• Cash Basis 
• Accrual Basis 

 
"Cash basis" accounting reflects only the transactions that have been completed within a given 
time period (for instance, one month or one year).  Only cash deposited and expenditures 
disbursed during the period are recorded.  No attempt is made to record outstanding bills, 
accounts receivable or any other non-cash transaction. 
 
The “Accrual Basis” of accounting records those transactions that are incurred during the 
reporting period.  Most commonly, this includes recording an expense when it occurs, instead 
of when it is paid.  This rationale seeks to eliminate the manipulation of financial data that can 
be caused by arbitrarily delaying the payment of an expense. 
 
The Church chooses to prepare its monthly financial statements on a “Cash Basis.”  This is a 
method most commonly understood by its members.  However, it chooses to prepare its year-
end financial reports on an “Accrual Basis” to allow for end-of-year expenses, such as 
Cooperative Program giving, to be reported in the year in which the funds were received.   
 
The annually audited financial statements are prepared on an accrual basis in accordance with 
Generally Accepted Accounting Principles – USA. 
 
3.  ACCOUNTING BY FUNDS 
 
Fund accounting is a method of recording assets whose use may be restricted by donors, 
congregational approval, other individuals or entities, or by law.  To keep record of these 
limitations, the Church maintains separate funds for specific purposes.  Each fund consists of a 
self-balancing set of accounts that includes assets, liabilities, and net assets (fund balance). .   
 
General Operating Budget Fund (Fund #1) 
 
This is the primary fund used by the Church to meet its ministry objectives and goals.  
Members' unrestricted gifts are recorded in this fund  over which the Church in conference has 
discretionary control.  Deposits into this fund are used to support the numerous general 
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operating programs and support activities of the Church.. 
 
Designated Fund (Fund #2) 
 
A donor designated contribution is a gift whose use is specifically stipulated (restricted) by the 
donor for one of the church-approved causes. These resources are maintained in a designated 
fund that  is separate from the General Operating Fund.  .  Even though the income and 
expenses of each cause are recorded separately, all the funds are combined in one checking 
account.  The Church may create new or dissolve existing designated fund accounts as it deems 
necessary.  
 
To ensure that all designated funds are in compliance with the Church's mission and purpose, it 
is the practice of the Church not to accept donor restricted gifts unless the Church (with 
recommendation from the Deacons) has first approved the specific purpose.  It may also 
establish separate funds for key designated causes to be accounted for with more detail.  
Examples include the Building Fund and the FBC Weekday Preschool Fund.   
 
FBC Preschool Fund (Fund #3) 
 
The FBC Weekday Preschool Fund is used to record all financial transactions for this ministry 
program.  This includes a separate checking account and an income statement with the 
different sources of income and expenditures of the program.   An annual budget for this 
program is presented by the Finance Committee to the Deacons for approval. 
 
Building Fund (Fund #4) 
 
The Building Fund is used to account for the income and expenses of a major church building 
project, which may last several years.   It is a designated fund that utilizes a separate checking 
account and an expanded number of income and expense accounts for tracking financial 
information.  Sometimes a pledge campaign is used in conjunction with this fund to monitor 
progress towards a specified goal.   
 

4.  FINANCIAL MANAGEMENT 
 
All budget accounts and designated funds are assigned a line-item manager.  Most often it is a 
minister or a director, but occasionally, it is a committee or a volunteer ministry leader (all 
committees and ministry leaders have a staff advisor).  Managers are responsible for the proper 
use of the accounts assigned to them and accounts are monitored by the managers to ensure 
compliance with any budget or designated restrictions.  Once a manager becomes aware of a 
potential spending overage, he/she is to discuss this with the Administrative Pastor to 
determine any corrective action to be taken.  An overage exceeding 10% or a maximum of 
$1,000 in any budget account will be reported to the Deacons for their approval or resolution.  
Section G of this handbook contains additional guidance on Purchasing. 
 
5.  GENERAL LEDGER CHART OF ACCOUNTS 
 
The General Ledger Chart of Accounts contains a listing of all the account titles and numbers 
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being used in recording financial transactions of the Church.  All ledger accounts will be 
assigned an account number, descriptive account title, and a brief description of account 
meaning and use.  Each account has a “line-item manager” who is responsible for the 
expenditures from that account.  
 
Establishment of Accounts 
 
Each established account will consist of an assigned number and a descriptive title.  The chart of 
accounts will list established accounts in a sequence that follows the Church's financial 
statement format.  Asset accounts will be listed first, followed by liability accounts, net asset 
(fund balance) accounts, revenue (income) accounts, expense accounts and other capitalization 
accounts.  Following is the general account number scheme: 
 
 000-000-100000 - Asset Accounts 
 000-000-200000 - Liability Accounts 
 000-000-300000 - Net Assets 
 000-000-400000 - Revenue Accounts 
 000-000-500000 - Expense Accounts 
 000-000-900000 - Totals and Net Fund Accounts 
 
The account code scheme allows for the recording of revenue and expenses for each ministry 
department. This provides for the matching of revenue and expenses for established ministry 
priorities. 
 
While assigning account numbers, consideration must be given for leaving adequate spacing of 
unassigned numbers between account groupings for future use. The system allows for 
unlimited subdivision and adding new accounts without revising the entire chart of accounts.  
Consistency in the numbering of accounts is important.  
 
Accounts will be numbered using a twelve-digit sequence.  In an account number, the location 
and the value of each digit have a specific meaning.  The first three numbers represent the 
Fund, the second three numbers represent the department, and the last six numbers are the 
actual account number 
 
The Chart of Accounts is reviewed at least annually.  The Administrative Office Manager and the 
Administrative Pastor are the only staff members who are authorized to establish, revise or 
delete accounts.  
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Section D. 
 

BUDGETING 
 

Statement of Policy: 
 
Budgets are prepared for the larger ministry plans, programs and projects of the Church.  The 
approved budgets function as the Church's spending plan.  All approved budgets will be 
monitored with significant variances between actual and budget estimates promptly 
investigated. 
 

Procedures: 
 
1.  ANNUAL BUDGET PROCESS  
 
A budget is one of the most effective internal controls when it is effectively prepared and 
compared to actual results on a monthly basis.  When management carefully monitors 
variances from the budget the likelihood of misuse, mistakes or misappropriation is greatly 
reduced.  Monthly budget reports are prepared and made available to Church members for 
review.  If further explanation is desired, Church members should speak with the ministry 
leader or the Administrative Pastor. 
 
Evaluating the Present Year’s Programs and Objectives and Determining Next Year's Ministry 
Objectives and Goals 
  
The annual budget process begins around the midpoint of the current year in order to be 
concluded by the beginning of the next fiscal year.  The Pastor begins the budgeting process by 
planning and holding a ministerial level goal setting meeting.  A vital step to planning next 
year’s budget is to evaluate the strengths and weaknesses of the present budgets.  Since we do 
not let "tradition" establish next year's ministry plan by adding a few percentage points to last 
year's budget, each ministry leader must evaluate what resources they presently have, 
establish goals and objectives for next year, and develop plans to effectively manage them.   
Each approved ministry program or event for next year must be individually budgeted.  Last 
year's budget is not relevant this year because it was based on last year's ministry plans.  
Adequate time is planned into the budgeting process to allow staff and ministry leaders to 
properly create their individual ministry budget needs.   
 
The Budget Cycle 
 
In order to give the staff, ministry leaders, committees, Deacons, and Church the time needed 
to fully develop and adopt a budget, the following timeline will be used. 
 
Five Months Out:  
The staff and ministry leaders begin developing ministry plans for the upcoming year by 
evaluating current action plans and gathering input for the next year’s plan. 
 



 11 

Four Months Out:  
The Pastor and senior level staff coordinate and/or finalize ministry plans/goals.  This includes 
recommendations for staffing positions and compensation including the following: 
 

• The Church compensates its employees on a nondiscriminatory basis and seeks to be 
competitive with other employers in the community while operating within its means. 

 
• The Pastor and Administrative Pastor meet with the Deacon Ministerial Committee and 

the Personnel Committee, respectively, to develop preliminary adjustments to 
compensation.  Consideration is given for new staff positions needed, changes in 
current roles, and performance evaluations.  These recommendations are presented to 
the Finance Committee.   

 
• The Church does not utilize cost of living adjustments in its compensation plan.  Instead, 

it uses a system that relies on industry data, merit-based evaluations, and local 
employment analysis.  Personnel Performance Evaluations are conducted, so that set 
goals are clear and achievement can be measured. 

 
The Finance Committee meets to discuss the overall financial health of the Church and to 
conduct preliminary discussions about next year’s plans.  Current financial reports are reviewed 
and based on discussions with staff, the Committee prepares its overview for the Deacons. 
 
The Deacons are notified that the budget process has begun and preliminary guidance (if any) is 
requested.   
 
The staff and all ministry leaders prepare their budget input.  This includes a description of their 
plans for the next year and a detailed report of the funds needed.  These are compiled and a 
preliminary budget is drafted for presentation to the Finance Committee. 
 
Programs such as the FBC Weekday Preschool prepare its annual budget for presentation to the 
Finance Committee. 
 
Three Months Out: 
The Finance Committee reviews the budget requests from various ministries and committees, 
and then finalizes the proposed budget for the next fiscal year.  The Finance Committee makes 
its presentation to the Deacons for their feedback and recommendations.   
 
Two Months Out: 
The Finance Committee meets with the Deacons to finalize the budget recommendation. 
 
One Month Out: 
The Finance Committee presents their budget recommendation to the Church in Conference for 
discussion.  Church members are given an opportunity to ask questions and seek clarification on 
the recommendation. 
 
The budget is presented to the Church for approval during morning worship services. 
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2.  BUDGET REVISIONS  
 
The membership of the Church has the final authority for approving the annual budgets of the 
Church.  Recommendations to significantly change the approved annual budgets will be 
directed to the Finance Committee for consideration.  The Finance Committee will present its 
recommendation regarding the proposed change to the Deacons and ultimately to the Church 
in Conference. 
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Section E. 
 

CONTRIBUTIONS 
 
Statement of Policy: 
 

Contributions received as tithes and offerings are the primary source of support for all the 
Church ministries.  These contributions will be collected, deposited and accounted for in an 
accurate, timely, and confidential manner.  Gifts will not be accepted where there is no obvious 
charitable, educational, or religious intent on the part of the donor. 
 
Donors are encouraged to give their tithes  to the General Fund of the Church.  These donations 
will be accepted for unrestricted use as directed by the Church in conference.  Designated 
Funds will be established by the Church for special gifts and offerings beyond the General Fund 
.  Gifts in honor or memory of individuals can be made to these funds.  To ensure that all new 
designated gifts accepted by the Church further the mission of the Church, do not conflict with 
the Church’s ethical values and principles, and are accepted in accordance with sound business 
and fiscal practices, the Finance Committee will review and recommend their approval to the 
Church in conference prior to the acceptance of gifts. 
 

"What is more, he was chosen by the Churches to accompany us as we carry the 
offering, which we administer in order to honor the Lord… We want to avoid any 
criticism of the way we administer this liberal gift.  For we are taking pains to do 
what is right, not only in the eyes of the Lord but also in the eyes of men."  2 
Corinthians 8:19-21 

 

Procedures: 
 
1.  GENERAL INTERNAL CONTROLS 
 
For the protection of both the contributions collected and the reputations of those who handle 
such funds, cash collections will always be under the control of at least two unrelated and 
trustworthy individuals. 
 
Members are strongly encouraged to use their pre-printed, numbered offering envelopes when 
making their contributions to the Church.  The donor should accurately and neatly complete the 
information on the face of these envelopes.  The donor's name, amount of contribution and 
any special designation should always be provided on the front of the envelope by the donor. 
 
Those donors who give electronically shall include their assigned giver number and any fund 
restrictions along with their donations. 
 
All gifts will be summarized on an authorized accounting form by those responsible for 
receipting and counting such gifts.  The total amount recorded on this form will agree with the 
validated bank deposit slip.  Any discrepancies will be reported to the Administrative Office 
Manager to notate on the form. 
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All gifts will be accurately recorded in the Church's financial and donor records and deposited 
on a timely basis (within 72 hours of receipt).  The only exceptions to this time requirement are 
gifts that require further information from the donor or review by the Finance Committee. 
 
A summary of gifts received by giving categories will be maintained in the Finance office. 
 
Gifts given specifically for a named individual or family must meet the criteria of the Designated 
Fund to which it is given.  The respective fund managers have the authority to approve or 
disapprove these gifts based on the qualifications of the fund.  For instance, gifts to the 
Fellowship Fund may be given for a specific person.  However, that person must meet the 
qualifications of the Fund for the disbursement to be made.  Another example is a gift to an 
approved Designated Missions Fund on behalf of a participant.  If the person does not qualify, 
the fund manager will contact the donor to explain that the gift will be retained in the 
designated fund, but used for a qualified recipient. 
 
Advice of legal counsel will be obtained in all matters pertaining to gifts of real property and 
planned giving instruments such as wills, trusts, endowments, etc. 
 
General Record Keeping for Contributions and Donors 
 
All cash gifts (coins, currency, checks, money orders, etc.) will be posted in the Church’s 
financial records which includes a confidential donor database.    At least semi-annually, all 
donors who have been assigned an envelope number will be mailed a Contribution Statement 
listing each gift received by its date, purpose and amount.  As noted on the contribution 
statement, donors are encouraged to contact the Church if any discrepancy is noted on the 
statement. 
 
All non-cash gifts such as securities, personal property, and real estate shall be converted to 
cash as soon as possible.  A letter acknowledging the gift will be provided to the donor.  It is the 
donor’s responsibility to determine the fair market value at the time of the gift for his or her tax 
records.  In the case of stock, special considerations apply (see paragraph 6, Gifts of Securities 
in this Section). 
 
Any donor may request to verify their contribution records by providing the request to the 
Church’s Administrative Office Manager.  The Manager will coordinate an appropriate time for 
the donor to come to the Church to inspect their giving records.    
 
2.  SOLICITATION OF CONTRIBUTIONS 
 
It has long been the Church's practice that Church membership and leadership would 
concentrate all Church program and ministry expense needs through the unified annual general 
operating budget, pre-approved mission offerings, or special love offerings taken through 
worship services. All requests for contributions within the Church must be made in accordance 
with the following standards: 
 

• Clearly identified as to the purpose and program to which the donation will be 
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applied. 
• Presented in a manner  that does not create an unrealistic donor expectation. 
• Presented in a manner where  that does not compel the donor to make a gift under 

pressure. 
• Directly relates to the purpose/mission statement of the Church. 
• Avoided when it encourages members to divert gifts that would otherwise be given 

to the Church’s General  Fund. 
 
To ensure that there will be no misunderstandings on the part of any donor and the Church as 
to how special appeal funds will be used, it is the responsibility of the Pastor to review and 
approve the actual fundraising project prior to the event.  It is the responsibility of the 
sponsoring ministry leader to obtain approval before the Church is obligated in any way to host 
the event.  Additionally, no portion of any fundraising proceeds may inure to the private benefit 
of a member, leader or employee of the Church. 
  
Love Offerings 

Love offerings must be approved in advance by the Pastor before a commitment of an offering 
is extended to the Church body, non-members, or organization.  To assure consistency, avoid 
the appearance of mishandling of offerings, enable an appropriate audit trail to be maintained 
in Church records, and be certain that contribution credit will be appropriately granted and 
recorded, all love offerings taken by the Church will be collected, counted and deposited 
through normal church offering procedures and a check issued by the Church to the 
appropriate recipient.  Exceptions to this will be determined by the Finance Committee on an as 
needed basis.  Love offerings for visiting evangelists, religious singers, or groups are normally 
tax deductible to the donor and are managed through the Special Gifts Designated Fund.  
However, they are considered taxable income and a Form 1099 will be provided to the 
recipients. 
 
Sale of Guest Speaker's Products 
 
During regular church worship services and revivals, announcements from the pulpit regarding 
items for sale are to be brief.  If such announcements are deemed necessary, they are to be 
made without a lengthy "sales pitch."  Items may be sold before and after regular church 
services and revivals in designated areas.  
 
Support of Mission Volunteers 
 
Church Sponsored Mission Activities   
The Church offers various opportunities for members to participate in volunteer mission 
activities.  Some projects are subsidized by the Church’s annual budget and/or designated funds.  
Participation may require payment of some expenses by participants.  Members who are called 
to serve, but who need financial assistance to participate may apply for funding through the 
ministry leading the team.  The team leader will determine if assistance is merited and provide 
information needed to proceed further. 
 
Mission Activities Not Sponsored by the Church   
Church members participating in mission activities not sponsored by the Church are personally 
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responsible for the financial requirements of the project.  Participants who need financial 
assistance are encouraged to share their burden for missions with relatives or friends who 
might be willing to take part in sponsoring them financially.  The Church will not provide 
contact lists (i.e., Church membership, Sunday School rolls, Disciple group lists, etc.) for such 
purposes.  Individuals should not directly solicit funds from any Church group without obtaining 
the group’s permission beforehand.  An individual may apply for funds from the Church’s 
Mission Overage Fund by submitting pertinent information and supporting documentation to 
the Pastor. Such information/documentation must include, but is not limited to, the following: 

• Individual’s testimony and evidence of call to mission work 
• Detailed description of the mission project, including the sponsoring body and primary 

contact, purpose, location, duration, number of participants, financial obligation of 
individual participants. 

• Steps taken by the individual to personally secure funding 
• Amount secured and still needed 
• Three personal references 

Requests for Missions Overage Funds must be Church approved. 
 
3.  TAX DEDUCTIBLE CHARITABLE CONTRIBUTIONS 
 
The term contribution is synonymous with the term gift, and accordingly, a contribution is not 
deductible unless it is a valid gift.  A gift is defined: 
 

• When the donor absolutely and irrevocably divests himself of title, dominion, and 
control over the item gifted (unconditional), and  

 
• As a gratuitous transfer of property without consideration or benefit to the donor other 

than the feeling of satisfaction that it inspires.  The contribution must "proceed from 
detached and disinterested generosity; contain no proprietary selfish interest." 

 
Section 170 of the Internal Revenue Code (IRC) stipulates that a charitable contribution 
generally must satisfy the following six requirements to be deductible by the donor: 
 

• Gift of cash or property 
• Made before the close of the tax year for which the gift is claimed 
• Unconditional and without personal benefit to the contributor 
• Made "to or for the use of" a qualified organization 
• Not more than the amounts allowed by law 
• Properly substantiated 

 
Contributions to the Church will be considered deductible (for income tax purposes) if they are 
given with respect to, or for the use of the Church, including church organizations, programs 
and ministries.  A contributor's intent to pass cash/non-cash gifts through the Church to a 
named individual or family will not be considered "deductible," nor included on the individual's 
contribution records.  However, gifts designated to, or for the use of, an approved church 
program or fund which is entirely administered and controlled as to its use by policies adopted 
by the Church, will be reflected on the donor's record of contribution if no "strings" are 
otherwise attached to the gift by the donor.   The Church in no way will allow contributions to 



 17 

be "diverted or funneled" by a donor through the Church for a tax-deductible contribution.    
 
Items That Are Not Tax Deductible 
 
Following are examples of items which will not be treated as a tax deductible contribution to 
the Church since they do not meet the IRS requirements as noted above: 
 

• The value of personal services rendered for the benefit of the Church (i.e. services from 
painters, plumbers, carpenters, accountants, attorneys, doctors, etc.).  It is the practice 
of the Church to have a service provider bill the Church for the actual services rendered, 
and then the Church will directly pay for these billed services.  The service provider may 
then contribute the amount of this check back to the Church as a cash contribution.    

  
• If a gift will not be effective until the occurrence of a certain event (contingency), a tax 

deductible contribution generally should not be allowed until the occurrence of the 
event. 

 
• Pledges are not considered charitable contributions.  All commitments from church 

members will not be considered charitable contributions until actual cash or property is 
received by the Church. 

 
• A gift must generally be complete and irrevocable to qualify as a charitable contribution.  

If a donor leaves "strings attached" that can be pulled later to bring the gift back to the 
donor or remove it from the control of the Church, such gifts will not be received nor a 
charitable receipt issued. 

 
• A charitable discount will not be considered as a tax-deductible contribution. The 

Church will appropriately word a thank you letter to the vendor, but no formal gift 
receipt or acknowledgement will be issued. 

 
• Payments (tuition and fees) made by a church member on behalf of a child attending 

FBC Weekday Preschool are not a deductible contribution to either the Church or 
school. 

 
• Payments for retreats or goods received such as t-shirts, books etc.    

 
4.  UNRESTRICTED CONTRIBUTIONS 
 
An unrestricted contribution is a cash or non-cash gift whose use is not restricted by the donor.  
Such contributions are the primary source of funding the Church’s ministries through the 
General Operating budget.  They allow the entire Church membership to participate in the 
fulfillment of ministry plans and programs planned and approved by the Church through the 
budget process. 
 
5.  DONOR DESIGNATED CONTRIBUTIONS 
 
A donor designated contribution is a cash or non-cash gift whose use has been specifically 



 18 

stipulated by the donor for a Church approved project or program.  A donor must specify the 
intended designation at the time the contribution is made. 
 
A complete list and description of approved Designated Funds is available from the Church 
Financial Office and is also published as part of the Church’s monthly financial report. 
 
Although the Church encourages unrestricted tithing to the General Operating Fund, 
Designated Funds have been established for those who would like to contribute special gifts 
and offerings beyond the tithe.   
 
The Finance Committee is charged with reviewing Designated Funds and making 
recommendations to the Church concerning these funds.  The Committee also reviews each 
proposed restricted gift to ensure the gift is appropriate and that the donor’s restrictions do not 
hamper the usefulness and desirability of the gift to the Church. 
  
If a proposed gift is deemed unacceptable because of the restrictions the donor has placed on 
its use, the donor will be asked to remove or modify the restrictions. A gift will be refused when 
its proposed purpose is inappropriate or not conducive to the best interests of the Church, the 
gift is a clearly commercial endeavor, or the gift would obligate the Church to undertake 
responsibilities, financial or otherwise, which it may not be capable of meeting for the period 
required by the terms of the gift. 
 
Contributions to non-profit organizations (i.e. the Billy Graham Evangelistic Association, 
Ogeechee River Baptist Association, etc.) should be made directly to those organizations, rather 
than giving to the Church and asking the gift to be forwarded to the designated organization.    
 
Procedures for Designated Funds 
 
Establishing a New Fund.   Church members interested in proposing the establishment of a new 
designated fund should submit a proposal in writing to the Finance Committee for review.  The 
Committee will review the proposal to ensure conformity with the Church’s statement of 
purpose, beliefs and practices, and the interest of the Church’s membership as a whole.  If the 
Committee finds the fund proposal acceptable, it will thoroughly document appropriate 
administrative instructions, including but not limited to the following:  fund purpose, 
restrictions, disbursement authority and methods, expected closing date, and closing 
procedures.  The documentation will also state that the Church has exclusive control and 
discretion over such funds and reserves the right to manage the funds however it believes bests 
fulfills the stated purpose of the fund. 
 
Accounting Procedures.  All designated contributions will be maintained in a separate 
accounting fund .  Designated Fund balances will be carried over to each new church year until 
the balances have been expended for their intended use.  All account balances must be 
reported on a monthly basis as part of the normal financial reporting process.  Due to the 
amount (usually less than $5.00), monthly interest earned on designated account balances on 
deposit in money market accounts will be credited to the Fellowship Fund.  Investment of 
surplus funds will be pooled for higher interest yield and credit will be given to each designated 
account on a prorated basis. 
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Closing Procedures.  A designated fund should be closed as instructed in the fund 
documentation, or, if no documentation exists, when the fund is no longer needed.    The 
Finance Committee will periodically review all designated funds to determine which ones 
should be considered for closing. 
 
If a fund has no established closing procedures, but it is recommended for closing, the Church 
will attempt to consult with donors (if identifiable) as to how the funds should be diverted or 
returned.  In addition, notification seeking congregational input concerning the closing of the 
fund will be placed in the Church newsletter at least two months prior to presentation to the 
Church in conference.  Upon the Church’s approval to close a fund, any remaining funds will be 
transferred to the General (unrestricted) Fund account and the designated fund closed. 
 
6.  NON-CASH GIFTS TO THE CHURCH 
 
Gifts of Securities 
 
Due to the volatility of security markets, all gifted securities will be sold immediately upon 
receipt.  Proceeds of such sale will be placed in the General Operating Fund for budgeted 
needs, unless the donor has restricted the gift to a particular designated fund or use. 
 
Gifts of securities (i.e., stocks, bonds, etc.) will be acknowledged as received upon the receipt of 
a security certificate in the Church office or notification that a transfer has been made to the 
Church’s brokerage account.  If a donor chooses to sign over one or more stock certificates 
directly to the Church, the gift is considered a non-cash gift and the proceeds from the later 
sale of the stock will not be posted to the donor’s cash contribution records.  The 
Administrative Office Manager will send a letter of acknowledgement to the donor giving a full 
description of the gift (i.e., number of certificates, name of company, etc.).  A value of the 
securities or the amount of proceeds from the sale of the securities will not be stated in the 
letter.  It is the responsibility of the donor to establish the value of the gift for tax purposes. 
 
Legacies and Bequests 
 
Legacies and bequests made through a will or revocable living trust can be changed prior to 
death.  Therefore, such gifts are not unconditional and will not be reflected in the Church’s 
accounting records until such time as the transfer of the funds or property has been approved 
by a probate court and the proceeds are measurable in amount. 
 
Endowment Funds 
 
Endowment funds are funds that the donor has stipulated that the principal of the fund is to be 
maintained inviolate in perpetuity.  Only the proceeds from the investment of the funds may be 
expended for the designated use. 
 
Endowment fund proposals must be presented to the Finance Committee for review.  In most 
cases, the Committee will seek legal counsel before approving the proposal and recommending 
it to the Church in conference. 
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Real Property 
 
Proposed gifts of real property must be presented to the Finance Committee for review.  The 
committee will conduct an inspection of the property to determine the condition of the 
property and to determine if there are repair/maintenance requirements and costs.  If their 
initial assessment indicates that the property is likely to be an acceptable gift, the proposed 
contribution will be referred to the Church’s attorney for assistance.  Acceptance of real 
property gifts will be determined by the Finance Committee only after the Church’s attorney 
has performed a legal review consisting of some or all of the following procedures: 
 

• A title search/review to determine clear title. 
 

• A search to determine if any liens exist on the property. 
 

• An environmental study if necessary. 
 

• A current appraisal from an independent qualified appraiser to establish fair market 
value.    

 
• Determination of annual property taxes and status of back taxes. 

 
• Determination of monthly maintenance fees, homeowner fees, etc. 

 
For gifts of commercial properties or businesses, a review of additional issues may be 
necessary, including but not limited to:  property tax issues, zoning, business permits, mortgage 
liability, unrelated business income, state and local requirements, etc.    A for-profit business 
should be reviewed in detail by legal, tax, and accounting professionals.  If the Church in 
Conference accepts such a gift, its assets and operations will be separately incorporated. 
 
Upon acceptance, the Administrative Office Manager will send an acknowledgement letter to 
the donor stating the acceptance of the property gift and confirming the donor’s intended 
designation of the use of the property or proceeds from its sale.  If time is short, such as near 
the end of the tax year, a conditional letter of receipt may be provided with final disposition 
determined prior to April 15th of the following year. 
 
Personal Property 
 
All personal property gifts received by the Church must be approved by the Finance Committee 
before the gift is accepted from the donor.  Some gifts may not be accepted because the 
Church has no need for the property.  The Church reserves the right to dispose of the property 
by any means it deems appropriate.  A Letter of Acknowledgement will be sent stating 
acceptance of the gift and confirming the donor's intended designation.  A dollar amount shall 
not be stated in this letter. 
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7.  COLLECTION OF OFFERINGS 
 
In order to protect Church members and staff, clear custody and security procedures must be 
followed when collecting, transferring, counting, or otherwise handling Church funds. 
 
In Worship Services 
 
It is the Church’s practice to provide a designated time in worship services to allow members 
and visitors an opportunity to give offerings to support the Lord’s work through the church.  In 
any worship service in which an offering is collected, a minimum of two ushers will always be 
present when collecting offerings.  One usher should be designated as the chief usher, 
responsible for the consolidation and transfer of offerings to the Church’s secure safe.  At no 
time will an usher be left alone with offerings collected.  As ushers complete the collection of 
offerings in assigned areas, they will proceed directly to the designated area for consolidation 
of collected funds into bank bags/envelopes.  The chief usher for the service will promptly 
deliver the offerings in bags/envelopes to the Church’s secure safe. 
 
At times when additional offerings are taken during a service (i.e., love offerings for a 
missionary, guest speaker, etc.), such offerings will be collected and handled as described 
above, but will be placed in bags/envelopes clearly identified as special offerings. 
 
In Church Office and Week-Day Mail 
 
Offerings and gifts received in the Church office through mail or personal delivery will be 
processed as follows: 
 

• Administrative Office Manager receives daily mail, sorts, and forwards monies to the 
Financial Assistant. 

• If contribution does not arrive in an offering envelope, one is created by the Financial 
Assistant. 

• Financial Assistant logs all contributions and payments into a spreadsheet by check and 
cash daily and totals. Cash and checks are then placed in the office safe until the weekly 
deposit is made on Thursday or Friday, following Wednesday Family Night Supper. 

• The Financial Assistant prepares a bank deposit slip, places the cash in a bank bag, and 
takes the bag to the bank.  Checks are deposited through Remote Express Deposit, which 
encodes the checks with an endorsement when scanned. Deposits are recorded into the 
weekly summary of receipts. 

• The Financial Assistant retains the bank deposit receipt and the offering envelopes until 
the following Monday when the total receipts for the week are entered on the Summary 
of Receipts, along with the Sunday offering receipts.  The deposits are then posted to the 
weekly check stub/bank slip file and maintained in the Finance Office.  The offering 
envelopes are used by the Financial Assistant to post contributions to individual records.  
A contribution posting report is generated and cross-checked to the Summary of 
Receipts. 

• The Administrative Office Manager reconciles the contribution posting to the bank 
statement each month. 



 22 

• Contribution statements are forwarded to donors at least semi-annually and errors are 
corrected when notified by donors. 

 
8.  MONEY COUNTERS MINISTRY TEAM 
 
Responsibilities 
 
Members of the Money Counters Ministry Team are responsible for accurately counting Sunday 
offering collections, preparing receipts for bank deposit, and preserving receipt records for 
posting to individual giving records by authorized Church staff. 
 
 
Membership  
 
Members of the Money Counters Ministry Team must be Church members who possess 
unquestioned moral qualifications and spiritual maturity.  The Financial Assistant serves as a 
recorder, verifier, coordinator and staff advisor, but not as a counter.  There should be an 
adequate number of team members so that attendance and specific duties can be periodically 
rotated.  The Team chairperson will prepare a weekly schedule of counters to ensure this 
rotation.  Each counting group will have a Head Counter, who will be responsible for ensuring 
the accurate and timely completion of the counting procedures and overseeing/reviewing the 
work of the other counters.  
 
Guidelines   
 

• Conversation in the counting room should be kept to a minimum to ensure the ability of 
each counter to concentrate and accurately perform assigned tasks. 

• All team members will be completely familiar with the counting, recording, and 
depositing procedures. 

• All donor contributions must be kept in strict confidence and should never be discussed 
among team members or with any other individual.   

• Team members should not be involved in the disbursement or recording process of 
church funds.  

 
Procedures 
 
The Administrative Office Manager and Team chairperson will maintain complete procedural 
instructions for the money counting routine.  For security reasons, these procedures will not be 
published in this Handbook. 
 
9.  ELECTRONIC TRANSFER OF DONATIONS 
 
For the convenience of our donors, the Church offers online giving tools through our website 
and mobile apps.  Users are issued secure login credentials.  Personal information such as bank 
accounts and credit card numbers are retained by approved third-party servicers and not 
retained by the Church. 
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10.  RECORDING CONTRIBUTIONS TO DONOR RECORDS 
 
The Financial Assistant records individual contributions in the Church’s records by using the 
offering envelopes and the Deposit Summary Report. 
 
Only contributions received in the Church office by midnight December 31, or postmarked 
accordingly, will be included in that year’s record of contributions. 
 
11.  CONFIDENTIALITY OF GIVING RECORDS 
 
Only the Administrative Pastor, Administrative Office Manager, and Financial Assistant will have 
access to personal giving records.  All such records will be secured when not in use during the 
normal course of daily church operations.  The computerized record of contributions will be 
password protected. 
  
12.  ISSUING OF CONTRIBUTION STATEMENTS 
 
The Church will issue contribution statements to donors at least semi-annually. 
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Section F. 
 

NON-DEDUCTIBLE CASH RECEIPTS 
 

Statement of Policy: 
 
Non-deductible cash receipts are not gifts to the Church; but rather, payments for services or 
products.  Such payments are not tax deductible.  Examples of non-deductible payments are 
family night supper, mother's dayMother’s day out program, weekday education tuition, sale of 
books and materials, and fees for retreats, workshops and camps.  Internal controls will be 
diligently maintained at all times for cash receipts received.  No purchases/expenditures will be 
made directly from cash collected.  Any funds needed for purchases or reimbursements must 
be obtained through normal financial procedures. 
 

"Joseph collected all the money that was to be found in Egypt and Canaan in 
payment for the grain they were buying, and he brought it to Pharaoh's 
palace."  Genesis 47:14 

 

Procedures: 
 
1.  RECEIPTS RECEIVED IN MAIL OR DROPPED OFF AT MINISTRY OFFICE 
 
Receiving 
 
The Administrative Office Manager (or designee) opens the mail daily and forwards receipts to 
the Financial Assistant to record on the Daily Log form.  Dropped-off receipts for fees or 
registrations are received by authorized office staff and forwarded to the Financial Assistant to 
record on the Daily Log form.  Receipts for fees or registrations are credited to individual 
records by the office staff.  The Daily Log form details each payment received by individual, cash 
or check, and purpose.  The Financial Assistant prepares and makes the deposit at least weekly 
and retains the bank receipt.  The Financial Assistant prepares a Deposit Summary form and 
reconciles it to the bank receipt and the Daily Log form.  The receipts are entered into the 
General Ledger as either contributions or miscellaneous receipts and the posting summary 
report is matched by the Financial Assistant to the Deposit Summary form. 
 
2.  SALES OF MERCHANDISE 
 
Sales by or through Church Ministries 
 
Christian products (i.e., Christian books, shirts, literature, tapes, CDs, etc.) may be offered for 
sale to the Church’s members and visitors for convenience and support of Church ministries.    
Products to be sold must meet the following criteria: 
 

• Products offered for sale must be Christian in nature and have a direct relationship to an 
approved Church ministry or program.  Products that could be viewed as secular in nature 
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(i.e., mugs, tee shirts, pencils, etc.) must have a Christian symbol or reference.  Sales of 
non-Christian products are not permitted. 

 
• Sales must be made through the ministry or program sponsoring the activity.  Purchase 

outlays and sale proceeds will be paid from and deposited into the Church Transit Funds 
account line.  This line is used to record receipts that are being held temporarily and will 
be quickly disbursed to cover costs of the event or sale and usually balance out to a net 
zero status.  By using this line to account for “in and out” transactions the ministry 
accounts are not temporarily skewed. The sponsoring ministry will be responsible for any 
deficit that might occur. 

 
• A complete accounting of expenses and receipts must be provided by the responsible 

ministry to the Administrative Office Manager at the completion of the sale.   
 
Sales by Visiting Organizations 
 
Commercial activities will normally be discouraged.  However, in support of special programs, 
events, revivals, conferences, training seminars, and the like, individuals or organizations that 
have been invited by the Church may offer to Church members and attendee’s products that 
support their ministry.  These products must be directly related to that organization's ministry.   
 
The organization selling the products is responsible for staffing and collection of monies.  The 
Church will give direction as to where the products can be sold in church facilities.  Facilities 
staff will provide tables, chairs and other reasonable set-up requests.  
 
3.  FUNDRAISING EVENTS 
 
Generally, profit-motive activities sponsored by the Church are discouraged.  However, when 
recommended by a ministry leader and approved by the Lead Team, such activities may be 
conducted using the following criteria: 
 

• Raffles, lotteries, or similar games of chance are not permitted.     
 

• Event workers must be primarily volunteers who participate in the group or activity for 
which the funds are being raised.   

 
• No Church staff member can win a financial award or prize or receive enumeration in 

any form unless they are participating as a donor and have paid all donations like the 
other participants. 

 
• Money collected will be deposited in the appropriate Designated Fund in support of a 

particular ministry objective or forwarded to a specified ministry. 
 

• Activities will be conducted in proper decorum.  There will be no direct attempt to 
compete with community or commercial enterprises.   

 
• Staff members are not authorized to sign contracts or agreements for fundraising 
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events. 
 

• At the conclusion of the fundraising event, an informal, but complete accounting will be 
provided to the Administrative Office Manager. 

 
4.  FOOD SERVICE MEAL RECEIPTS 
 
At Family Night Suppers and other special occasions throughout the year, the Church’s food 
service staff prepares meals for church members and their guests.  Participants are asked to 
pay for these meals based on an approved price.  For any such meal, the Finance Office 
prepares a cash register for use at the event and secures approved Church members to serve as 
cashiers.  At the conclusion of the meal, the cashiers return control of the cash register to the 
Church’s Food Services Manager.  The Food Services Manager runs a tape of the meal receipts 
and places it and receipts into the Church drop safe. 
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Section G. 
 

PURCHASING 
 

Statement of Policy: 
 
To help safeguard the Church’s assets from being misused, purchasing policies will be 
implemented that establish approved levels of authority, proper documentation, and fairness.  
All purchases must directly relate to fulfilling the ministry purposes of the Church.  All budget 
line items and designated accounts will be assigned to managers who are responsible for the 
proper use of those funds.  All purchases will be properly documented with supporting receipts 
or contracts and the appropriate approval.  Sound purchasing methods and good judgment will 
be used to procure valued products/services at reasonable prices with quality vendors.  
Managers will take care to ensure that inventoried items are maintained at proper levels. 
 
These policies and procedures apply to all purchases made on behalf of the Church, whether by 
cash, check, credit or online. 
 
 

"In the house of the wise are stores of choice food and oil, but the foolish man 
devours all he has."  Proverbs 21:20 

 

Procedures: 
 
1.  VENDOR SELECTION AND FILES 
 
Vendor Selection 
 
As vendors are being evaluated and selected, consideration will be given, but not limited to, the 
following: pricing, discounts offered, assortment and availability of products, delivery services, 
years in business, availability during church hours of operation, and reputation within the 
community.  References should be requested and adequately vetted. 
 
Vendor Files 
 
A vendor file shall be prepared for each vendor.  This file will contain all pertinent information 
regarding the vendor.  Reference checks, credit applications, correspondence, Vendor 
Information Sheets and other relevant documentation will be maintained in this file and stored 
in the Finance Office. 
 
2.  COMPETITIVE BIDS 
 
Competitive bids or price comparisons should be secured by the line-item manager on 
purchases whenever feasible.   Choosing a bid shall be based upon quality, references, 
timeliness, terms, and cost of the purchase.  Attention should always be given to accepting bids 
from insured contractors/suppliers.    
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 3.  ORDERING AND REQUISITIONS 
 
Ministry supplies, literature and other needs will be ordered based on available inventory 
levels, requirements to satisfy normal daily ministry operations and upcoming special ministry 
events.   When determining the quantity of items to order, consideration must always be given 
to price breaks for quantity purchases, and whether consolidated orders of several ministry 
areas may be in the best interest of the Church.  However, overstocking unneeded products 
from quantity purchases is not wise stewardship. 
 
Normally, checks are prepared and signed once a week on Wednesday.  Any request for a check 
to be disbursed on Thursday must be submitted by 8:00am on Wednesday.  Due to the 
interruption of several staff persons’ time from daily scheduled duties, coupled with the cost 
factor for processing checks, it is critical that emergency check requests be held to a minimum.  
Emergency check requests should only happen in true emergencies.  Events that are scheduled 
days, weeks and months ahead should be appropriately planned so that all requests can be 
processed during the Finance Office's normal check issuing procedures.    
 
4.  GENERAL APPROVAL PROCESS 
 
Expenditures from the general operating budget are approved if permitted by the adopted 
annual budget and when current giving levels are adequate.  It is extremely important that 
accurate accounting be maintained of all financial expenditures.  Therefore, actual expenditures 
are not to exceed actual budget amounts on a line by line basis.  Budget spending levels may be 
readjusted during the fiscal year if actual budget receipts are less than budget requirements.  
This adjusted spending level will be calculated based on actual budget receipts-to-date as 
compared to what the adopted budget requirement is as of that same time period.   
 
During normal budget execution, expenditures will be monitored against the monthly budgets 
by each ministry.  Cumulative monthly budgets will be reviewed monthly by line-item managers 
to ensure expenditures are within the permitted spending level as discussed above.  Requests 
to redirect budgeted amounts within a budget line because of unforeseen circumstances or 
changes in priorities during the fiscal year will be referred to the Lead Team for approval.  s  
Overspending of a budget line amount beyond 10%,  up to a maximum of $1,000, will be 
reported to the Deacons. 
 
During a budget crisis, line-item managers will be instructed as to restrictions placed on their 
spending limits.  These measures will be determined by the Lead Team in consultation with the 
Finance Committee and Deacons. 
 
Designated Fund managers must obtain approval of the Lead Team for any designated 
purchases of $500 or more. 
 
5.  CAPITAL PURCHASES 
 
Capital Purchases are generally related to major purchases of equipment and technology.  
These are tracked through accounts such as Purchase of New Equipment, New Office 
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Equipment, Repairs and Maintenance, and Capital Reserves (Designated).  Each of these 
accounts is assigned an line-item manager who is responsible for the proper use of these funds.  
Capital Purchases in excess of $5,000 will be submitted to the Lead Team for approval.  
Submissions will include documentation of need, pricing, vendor selection, etc.  Upon approval, 
the purchaser will provide a preliminary notice to the Finance Office, so that funds can be 
reserved for the purchase.  Once a purchase is made, the requestor will forward all supporting 
documentation and approval to the Finance Office for processing. 
 
6.  CHURCH ISSUED CREDIT CARDS 
 
The issuance and use of Church credit cards is managed by the Administrative Pastor.  These 
cards are provided for the sole purpose of conducting church related business.  No personal 
charges of any kind will be allowed on church credit cards.  A Purchase Report (see Appendix) 
must be completed for all charged items and submitted to the Administrative Office Manager 
within a week of the purchase.  Each purchase report must be substantiated by an actual third 
party receipt, order form, invoice, etc.  Failure to comply with these procedures may result in a 
card being cancelled.  A lost or stolen church credit card is to be reported to the Administrative 
Office Manager immediately. 
 
7.  EXECUTION OF CONTRACTS/AGREEMENTS 
 
The Church's Bylaws state that the Trustees buy, sell, mortgage, lease, or transfer any property 
of or on behalf of the Church, but only after specific vote of the members authorizing such 
action.  Therefore, all contracts which obligate the Church to buy, sell, mortgage, lease or 
transfer property must be executed by the trustees.  Because of the frequency and relatively 
low dollar value involved in certain agreements (such as Service Agreements, small repairs and 
maintenance contracts, etc.), this handbook authorizes the Administrative Pastor to execute 
these types of agreements.  Additionally, because of the urgency to book rooms, reserve travel 
accommodations, etc. for retreats, mission trips and some special events, the trip or event 
organizer is authorized to sign hotel and travel industry agreements or artist agreements for 
performances as required for that trip or event.  (This authority does not include fundraisers, 
see paragraph 3 of section F).   
 
A contract or agreement signed by anyone except a Trustee, Administrative Pastor or trip/event 
organizer may result in the document being invalid. Those signing contracts or agreements 
must always sign such documents in their official church legal capacity (i.e. By: John A. Smith, 
President) followed by the legal name of the Church (First Baptist Church of Statesboro, Inc.).  
All rebates, discounts, courtesy accommodations, etc. that may be offered by companies 
contracting services with First Baptist Church are the property of First Baptist Church and must 
be used for the benefit of the Church. 
 
All contracts or agreements which require a Trustee's signature must be forwarded to the 
Administrative Pastor, along with appropriate instructions concerning disposition of the 
documents.  When received by the Administrative Pastor, he will procure appropriate legal 
reviews, obtain proper signatures, and execute the document in accordance with the sender’s 
instructions. 
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8.  SALES TAX EXEMPTION 
 
The Church is not exempt from state sales tax in Georgia on the purchase of products or 
merchandise.   Other states will be reviewed on a case-by-case basis. 
 
9.  RECEIVING REPORTS 
 
All deliveries received in the Church Office must be examined by an employee for any apparent 
signs of damage.  The employee should notate the condition of the package and notify the 
purchaser of any issues.  If the purchaser is not available, the Administrative Office Manager 
will be notified.  If a package is damaged, the purchaser will determine if the package should be 
accepted "as is" or left with the carrier to resolve. 
 
If deliveries are accepted, the employee receiving the shipment will then count the number of 
boxes or items in the shipment to ensure agreement with the bill of lading.  Any deviations or 
exceptions should be noted.  The Church employee will then notify the purchaser that the 
package is ready for pick-up.  For shipments received on the Church loading dock, the above 
tasks will be performed by the Facilities Manager and/or the Food Services Manager. 
 
It is the responsibility of each line-item manager to promptly inspect, count and notate any 
discrepancies on the packing slip.  If the delivery has no discrepancies or rejected items, the 
packing slip should be signed and forwarded to the Financial Office.  Invoices will not be paid 
without a properly signed packing slip.  
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Section H  
 

CASH DISBURSEMENTS 
 

Statement of Policy: 
 
Paying the Church’s obligations in a timely manner not only produces confidence in the 
Church's fiscal responsibility and procedures, but also serves as a testimony to the business 
community.  Proper internal controls will be followed to ensure that only valid and authorized 
payables and services are recorded and paid.  Accounting procedures will be implemented to 
ensure the accuracy of amounts, validity of transactions, coding of general ledger accounts and 
appropriate timing of payments. 
 

"Give everyone what you owe him; If you owe taxes, pay taxes; if revenue, then 
revenue; if respect, then respect; if honor, then honor."  Romans 13:7 
 
"The expenses of these men are to be fully paid out of the royal treasury...so 
that the work will not stop."  Ezra 6:8 

 

Procedures: 

 
1.  GENERAL GUIDELINES 
 
General Operating Budget Disbursements 
 
The annual General Operating Budget will serve as the guide to determine the availability of 
funds when a cash disbursement request is made. All purchases to be charged to a particular 
budget account must first be approved by the individual responsible for that account (i.e. staff 
member, committee chairperson, etc.). 
 
Individuals who have responsibility for budget areas are allowed to spend up to their annual 
allotment, which is determined during the budget preparation process as per Section G of this 
Handbook.  The individual must receive prior approval from the Church to exceed that 
allotment. 
 
Every check issued must be accompanied by a source document (i.e. receipt, invoice, etc.) that 
clearly explains the requirement.  In the case of regularly scheduled payments such as payroll, 
taxes, and debt retirement, the General Operating Budget may serve as the source document.  
For example, an invoice or receipt is a detailed listing of the items purchased from a single 
business and is usually issued when the purchase is made.  The invoice must be forwarded to 
the Administrative Office Manager as per Section G for processing the check. 
 
Disbursements of Designated Funds 
 
The balance of funds available in a restricted account will determine whether or not funds can 
be disbursed out of that account for a particular purpose.  The disbursement from any 
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designated account is permitted only if it meets the criteria set when the account was 
established.    
 
2.  ACCOUNTS PAYABLE 
 
The Accounts Payable System is designed to record and maintain accounts payable transactions 
for the Church and all of the integrated ministries (i.e. FBC Weekday Preschool, Korean Mission 
Church, etc.).  It prepares computer generated payable checks, records the application of 
manually prepared checks, and provides reports concerning the status of the Church’s finances. 
 
Review of Documents 
 
Documents such as invoices, receipts, signed packing slips, order forms, or other detailed 
documentation of what has been purchased are used as supporting documentation and will be 
attached to a properly completed Purchase Order/Check Request form or Trip Expense form 
and forwarded to the Administrative Office Manager for payment.  
 
All miscellaneous invoices received by staff while opening the mail must be forwarded promptly 
to the Administrative Office Manager.  Invoices lacking full documentation will be returned to 
the appropriate ministry for documentation.  Ministry departments receiving invoices directly 
from vendors shall prepare a Purchase Order/Check Request form and forward it, along with 
the supporting invoice, to the Administrative Office Manager. 
 
 Recording Accounts Payable 
 
Properly documented and approved payables are processed weekly with checks written on 
Wednesday and mailed on Thursday.  Payables are posted to the expense accounts noted on 
the Purchase Order/Check Request form, along with a brief description of the item purchased.   
 
Line-item managers will review their accounts at least quarterly to ensure the proper posting of 
expenses. 
 
Certain approved payables might need to be disbursed over several months (i.e. quarterly 
insurance premiums, Cooperative Program, etc.).  Under these circumstances, the 
Administrative Office Manager will maintain a checklist indicating the due date of such 
payables. 
 
Once checks have been printed, the Financial Assistant will forward them and the supporting 
documentation to the Church's authorized check signers for signature.  Check signers will 
review the checks and the supporting documentation.  Signed checks will be mailed or held for 
pickup as appropriate.  
 
3.  MAINTENANCE OF CHECK BOOKS 
 
All checks are accounted for by monthly reconciliation.  This reconciliation is performed by the 
Administrative Office Manager and verified by the Administrative Pastor. 
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4.  CHECK SIGNING AUTHORITY 

 
The Church shall maintain three (3) authorized check signers comprised of the Church Treasurer 
and a combination of the Finance Committee chair and one Trustee or two Trustees.  All 
disbursements of Church funds will be by check (except petty cash). 
  
All check signers must be diligent in exercising their fiduciary responsibilities by examining the 
invoices and supporting documentation as furnished to them in the package before signing the 
check.  After signing, the Financial Assistant will forward all checks directly to the payees or 
hold for pick up.  Authorized check signers shall never: 
 

• sign checks made payable to themselves or to family members, without appropriate 
approval of the line-item manager or Administrative Office Manager 

 

• pre-sign blank checks for future use 
 

• sign checks payable to "bearer" or "cash" 
 

• alter checks in any way 
 
5.  PROCESSING OF PAYROLL 
 
The Church will obtain the necessary information from all employees to properly process 
payroll.  Salary and wage rates, paid and unpaid benefits, leave of absence data, and changes in 
employee personal data are just some of the required personnel information that will be 
obtained for payroll purposes. 
 
The Administrative Office Manager will enter work hours for non-exempt employees from time 
cards approved by the appropriate supervisor.  Hourly rates and salaries will be entered into 
the system based on amounts approved by the Deacon Ministerial Committee or the Personnel 
Committee .  The Administrative Office Manager will verify the accuracy of the data before 
processing payroll.  All timesheets and printouts will be filed. 
 
Payroll Deductions 
 
The Administrative Office Manager must be notified in writing by each employee who desires 
voluntary deductions other than compulsory deductions for taxes. 
 
Payroll Tax Procedures 
 
The Church's total federal payroll tax deposit (Social Security, Medicare, and withheld income 
taxes) for each payroll period will be electronically deposited on a timely basis under the 
Electronic Federal Tax Payment System.   State taxes are paid following the last pay period of 
each month.  Quarterly tax returns are due to be filed with the IRS and the state by the last day 
of the first month after each calendar quarter ends.  
 
W-2 forms will be provided to all employees for whom income, Social Security, or Medicare 



 34 

taxes have been withheld by January 30th of the following year.   
 
6.  EMPLOYEE ACCOUNTABLE EXPENSE REIMBURSEMENTS AND ADVANCES 
 
The Church has adopted an Accountable Expense Reimbursement policy with the following 
terms and conditions: 
 
Any employee of the Church shall be reimbursed for any ordinary and necessary ministry and 
professional expenses incurred on behalf of the Church, if the following conditions are satisfied: 
 

• the expenses are reasonable in amount. 
 

• the employee documents the time, place, ministry purpose, ministry relationship, and 
amount of such expenses with the same kinds of documentary evidence as would be 
required to support a deduction of the expense on the employee's federal income tax 
return and provides an accounting of such expenses.  In the case of mileage 
reimbursement, a log documenting each trip’s beginning mileage, ending mileage, total 
miles traveled, date and purpose must be signed by the traveler and submitted at least 
monthly. 

 

• ordinary and necessary ministry and professional expenses for minister-level employees 
will include the ministry use of their personal automobile, conference/training costs, 
dues of ministry organizations, periodicals/books/reference materials, ministry 
contacts/hospitality expenses, and any other ministry and professional expenses 
considered ordinary and necessary for them to carry out their ministerial-level duties.  
Dollar limits for these expenses will be determined by the adopted general operating 
budget of the Church. 

 
Employees of the Church will not be reimbursed for items such as, but not limited to, the 
following: 
 

• flowers or other gifts purchased for staff members or their families 
 

• meals (i.e. lunches) in the local area with staff members, church members or 
prospective members unless there is a distinct business need to do so.  The Church will 
not pay for a spouse’s meal unless a specific need is identified and pre-approved.  
Supervisors will not use church funds to purchase meals for subordinate employees as a 
means of compensation, special recognition, or other reward.  Employees should not 
accompany church visitors, eating locally at church expense, unless there is a specific 
pre-approved need to accompany such visitors.  The cost of all meals for voluntary 
participants on a church trip, ministry activity or outing must be paid by the participant 
or reimbursed as part of the overall activity fee. Only light snacks are permitted to be 
purchased from church funds for church group trips or group activities. Under special 
circumstances, (i.e. monthly birthday luncheon) lunch for the member celebrating the 
birthday is an appropriate expense.  All special occasions must be approved in advance 
by the Pastor or Administrative Pastor. Expense reimbursement requests must be 
accompanied by receipts and a completed Purchase Order/Check Request form. 
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• alcoholic beverages 
 

• golf, tennis, health club or other recreational activities 
 

• items of a personal nature or for personal use 
 

• parking or traffic tickets 
 

• expenses related to an activity where an honorarium is personally received 
 
 
 
Out-of-Town Staff Travel 
 
Reimbursements for travel are allowable only for travel that is approved in advance by the 
employee's supervisor.  The Trip Report will be used to obtain reimbursement for such travel. 
Expenses that will be considered appropriate for reimbursement include, but are not limited to, 
the following: 
 

• conference/registration fees 
 

• reasonable meal costs 
 

• coach rate airfare 
 

• taxi fare, tolls and parking fees 
 

• a mid-size or economy rental car, if necessary  
 

• mileage for the use of a personal vehicle at the standard mileage rate determined 
annually by the Finance Committee during the budget process. 

 

• reasonable hotel room charges (standard room) 
 

• business related calls to the Church, church staff or spouse.  
 
The following are examples of items that will not be considered for reimbursement (this list is 
not all inclusive): 
 

• cost of Traveler's Checks 
 

• air travel insurance 
 

• house sitting or pet boarding 
 

• movies and entertainment 
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• golf, tennis, health club or other recreational activities 
 

• sight-seeing or souvenirs 
 

• personal needs (laundry, toiletries, clothing, newspapers, over-the-counter medications, 
snacks, etc.) 

 
Each expenditure must be documented by a receipt.  If a receipt is not practical to obtain (i.e. 
cash tip to baggage man at airport), substantiation of the expense must be thoroughly 
documented on the expense report.  Expenses reimbursed where no receipt is available must 
be minimal in amount and infrequent in occurrence.    
 
Ordinary and necessary ministry and professional expenses, as noted above, will be reimbursed 
from funds appropriately allocated and approved in the annual General Operating Budget of 
the Church.    
 
All employee cash advances for ministry related activities must be shown separately in the 
space provided on their Trip Expense Report no later than the month following the payment of 
the advance.  If the advance was greater than the approved expenditures, the employee must 
reimburse the difference to the Church.  If the cash advance was less than the approved 
expense, the Church will reimburse the employee for the difference. 
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Section I. 
 

BANKING RELATIONS AND CASH MANAGEMENT 
 

Statement of Policy: 
 
The Finance Committee is responsible for overseeing the Church's general financial operations 
with banks. Procedures will be established to safeguard Church funds and provide deposit, 
disbursement and investment privileges. If Church funds accumulate to an excessive amount, 
several banks will be selected to spread risks of loss and maximize FDIC coverage.  Any form of 
borrowing will require the approval of the Church in conference.    
 
Management will maintain a reasonable cash balance to ensure the Church’s ability to pay its 
bills on a timely basis and to provide a reserve for emergency expenses.  When the cash 
balance falls below this level, efforts will be taken to restore the reserve as soon as practicable. 
 
Management will utilize interest-bearing accounts and other low risk investments whenever 
possible to yield reasonable earnings on surplus cash balances.   
 

"Well then, you should have put my money on deposit with the bankers, so that 
when I returned I would have received it back with interest."  Matthew 25:27 

  

Procedures: 
 
1.  BANKING ARRANGEMENTS 
 
General 
 
The Administrative Pastor will be the primary staff liaison with established banking institutes.  
As necessary, the Administrative Pastor will make contact with bank officials for the purpose of 
promoting good working relations between the Church and the banks. When information about 
the Church is requested from these institutions, the Administrative Pastor will be the individual 
who will be contacted and who will provide the requested information. 
 
Banks and Accounts  
 
Periodically, the Administrative Pastor will provide to the Finance Committee and Trustees an 
evaluation of the services that each bank provides the Church.  Needs for the upcoming year 
will be discussed and additional requested services will be determined.  Discussions will 
consider: service charges, cost of checks and deposit slips, interest rates on cash reserves, 
credit cards, special provided reports, etc.  
 
No employee, member, volunteer, or church-affiliated group can open/close a bank account 
that utilizes the Church’s federal EIN.  Only the Trustees are authorized to open/close bank 
accounts. 
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Separate checking accounts will be maintained for the following purposes: 
 

• General Fund 

• Designated Fund 

• Building Fund 

• FBC Weekday Preschool Fund 
 
Checking accounts are used for the purpose of recordkeeping and accountability.  They are 
opened and closed as necessary to best support this function. 
 
Authorized Check Signers 
 
The Church Treasurer will serve as the primary check signer.   Refer to Section F for more 
information regarding alternates and procedures. 
 
2.  BANK FINANCING AND BORROWING 
 
The Finance Committee (or other designated body such as a Building Program Committee) is 
responsible for analyzing the financing and borrowing needs of the Church.  The Committee’s 
recommendations are discussed with the Deacons before making any presentation to the 
Church.  The Church in conference must approve all forms of indebtedness. 
 
Once borrowing is approved by the Church, the Administrative Pastor will assist the Trustees in 
completing all required loan applications and work closely with bank officials to obtain the best 
terms and interest rate on such borrowing. 
 
3.  BANK ACCOUNT RECONCILIATIONS 
 
All the Church’s bank accounts are reconciled monthly to the General Ledger by the 
Administrative Office Manager and periodically reviewed by the Administrative Pastor.  
Additionally, all bank account reconciliations are tested and reviewed in conjunction with the 
annual audit. 
 
 Outstanding Checks 
 
Checks that have been outstanding for a period of six months will be investigated by contacting 
the payee.  If no resolution can be reached, the amount of the outstanding checks will be 
restored to cash balances.  A stop payment order will be placed on each check being restored 
to cash to avoid possibility of future cashing.  
 
Adjustments to Church Records 
 
All adjusting journal entries affecting cash accounts must be approved by the Administrative 
Pastor.  Along with the supporting documentation, such entries will be reported to the Church’s 
auditor as part of the annual financial audit. 
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4.  RETURNED CHECKS 
 
The bank automatically redeposits any checks that are NSF and only returns the check to the 
Church if it doesn’t clear the second time.  The following procedures will be followed in 
processing such checks:   
 

• Every effort will be made to avoid confronting and embarrassing church members, while 
at the same time collecting funds given to the Church. 

 
• The Administrative Office Manager will follow-up with a phone call to the donor to 

discuss the situation and determine how the matter should be resolved.  This almost 
always results in voiding the original check and replacing it.  When this occurs, the 
Administrative Office Manager reverses the voided check in both the contribution records 
and the cash account and records the new check. 

 
As in any matter dealing with a Church member or donor, the Church staff should be sensitive 
to the donor's circumstances and observe high levels of confidentiality.    
 
5.  CASH MANAGEMENT AND RESERVES 
 
Management will seek to establish and maintain a cash reserve balance of unrestricted funds as 
a matter of prudent cash management.  This reserve will ensure the Church’s ability to pay its 
bills on a timely basis and to fund emergency purchases.  This reserve will be equal to at least 
six weeks of the Annual Operating Budget.  If a portion of the cash reserve is needed for current 
expenditures, priority should be given to replenishing the reserve to the desired level as soon as 
possible.   A "freeze", or delay in requested purchases might be required once the cash reserves 
begin to diminish.  The Pastor will discuss this with the Deacons and notify the Church to 
implement such procedures to restrict future expenditures when necessary. 
 
6.  MAXIMIZING RETURN ON IDLE CASH RESERVES 
 
When operating cash reserves that are maintained in the interest-bearing account (other than 
the operational cash reserve) exceed $50,000, such excess cash reserves may be invested in 
higher interest-bearing instruments to maximize interest earnings for the Church. 
 
The typical short-term instrument that will be used to invest the excesses would be a three 
month certificate of deposit or a higher yielding money market account.  The Administrative 
Pastor will evaluate and recommend to the Trustees the investment of such excess funds.  
 
7.  DEFERRING DISBURSEMENTS 
 
Cash disbursements should be released at the latest acceptable time, without jeopardizing the 
integrity of the Church's financial reputation with vendors.  However, early payment discounts 
will be used when a financial benefit occurs. 
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8.  INTERFUND BORROWING 
 
Most Designated Funds are maintained in one banking account.  Each Designated Fund has a 
specific and limited purpose for which funds can be expended.  Careful monitoring by line-item 
managers is required to ensure that any one fund does not spend more than it has in its fund 
balance as this will result in an unauthorized expenditure from another fund.   Unauthorized 
expenditure results when designated funds have negative account balances.  When negative 
balances occur, the Administrative Pastor will recommend possible resolutions through the 
Deacons to the Church. 
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Section J. 
 

PETTY CASH FUND  
 
 

Statement of Policy: 
 
Stewardship of the Church’s finances is important regardless of the amount. To facilitate and 
account for small ministry expenses, a Petty Cash Fund will be used.  An appropriate balance of 
not more than $200 will be determined by Management and the fund will be replenished 
monthly or as needed.  The Financial Assistant will maintain a detailed accounting of the fund  
with appropriate receipts for all disbursements.  
 

"Well done, good and faithful servant!  You have been faithful with a few things; 
I will put you in charge of many things."  Matthew 25:21 

 
 

Procedures: 

 
1.  FUND SETUP  
 
The Petty Cash Fund is to assist staff in making minor ministry purchases and to obtain 
reimbursement for minor out-of-pocket expenses.  The Financial Assistant is responsible for the 
management of this fund.   
 
The Petty Cash Fund is recorded as an asset on the Church's Balance Sheet.  The fund will be 
maintained in a petty cash box and will contain assorted denominations of coins and currency 
and sufficient petty cash voucher forms.  Disbursements from the fund of more than $25 are 
discouraged.   
 
The petty cash box will be secured in the office drop safe. Only the Financial Assistant and the 
Administrative Office Manager have authority to use the Fund. 
 
2.  CASH DRAWS 
 
All cash draws from this fund must be recorded on a petty cash voucher form.   The form is 
completed and signed by the Financial Assistant and the person drawing the cash.  All receipts 
for purchases made with these funds are stapled to the back of the petty cash voucher. 
 
If the draw is an advance, it is the responsibility of the person receiving the advance to return 
any receipt(s) and change to the Financial Assistant by the next business day.  Under no 
circumstances should these funds be used for purchases or advances of a personal nature.  
Likewise, these funds should not be used to cash personal checks or make personal loans. 
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3.  REPLENISHMENTS 
 
The Financial Assistant will complete and submit a purchase requisition form to the 
Administrative Office Manager to replenish the fund.  Information such as the amount, date, 
reason for the draw, budget account to charge, and the name of person receiving the draw will 
be included on the form.  The Financial Assistant will record all individual draws made from the 
fund for the period covered, reconcile the cash remaining in the cash box to the form, sign the 
form, and attach all petty cash vouchers and receipts to the back of the form. 
 
The Financial Assistant will submit the purchase requisition form to the Administrative Office 
Manager for processing.  A check made payable to the Financial Assistant will be issued in the 
amount of the reimbursement.  The Financial Assistant will cash the check and replenish the 
cash fund. 
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Section K. 
 

CASH DRAWERS/CASH ADVANCES FOR MINISTRY EVENTS 
 

Statement of Policy: 
 
Certain Church ministries require the advancement of cash to effectively and efficiently 
perform its ministry activities.  Cash drawers or cash advances will be prepared for such 
activities.  The use of these procedures represents a balance between expedience and security.  
Sufficient controls will be implemented over funds received by all Church cashiers/leaders at 
approved ministry activities (i.e. book sales, family night dinners, concert admission, retreats, 
etc.). 
 

"Guard them carefully until you weigh them out in the chambers of the house of 
the Lord..."  Ezra 8:29 

 

Procedures: 

 
1.  DRAWER/ADVANCE REQUESTS 
 
Ministries that require the use of a cash drawer or cash advance must coordinate their need 
with the Administrative Office Manager.  The ministry leader will submit a Check 
Request/Purchase Report form with the following information:   
 
 • Name of ministry and description of activity 
 
 • Dates and times when cash drawer will be picked up and returned 
 
 • Name of person(s) responsible for receiving, reconciling and returning the cash 

drawer/cash advance 
 
 • Amount requested and a break-down of denominations if for a cash drawer 
 
For a cash advance, the Administrative Office Manager will prepare a check payable to the 
responsible person for the amount requested.  For a cash drawer event, the Administrative 
Office Manager will prepare a cash drawer and issue it only to the responsible person.  The cash 
drawer and the other funds collected will be returned to the Administrative Office Manager as 
per Section F of this handbook.  
 
2.  RECEIVING CASH DRAWER 
 
The person responsible for a cash drawer, hereafter referred to as the cashier, will coordinate 
with the Administrative Office Manager as to when to have the drawer ready for pick-up.  Plans 
for early or after-hours pick-ups should be coordinated with the Administrative Office Manager.  
The cashier will count and confirm the cash drawer balance before leaving the office. 
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3.  USE OF CASH DRAWER/CASH ADVANCE 
 
The cashier is responsible for the care, custody, and control of the drawer at all times.  The 
cashier will collect money from the participants of the activity and make change out of the cash 
drawer. 
 
Under no circumstances may any funds be distributed out of the cash drawer for personal 
reasons (i.e. cashing of personal checks, IOU's, etc.). Also, the cash drawer funds should not be 
used to pay invoices or any other expense relating to the activity.  Such invoices/expenses 
should be submitted on a Check Request/Purchase Order form. 
 
Those persons issued a cash advance are responsible to properly account for the use of the 
advance.  This includes retaining vendor receipts for all uses of the advance.  Receipts should 
include the vendor name, date of expense, description of items purchased, and purpose of the 
expense. 
 
4.  RETURN OF CASH DRAWER/CASH ADVANCE 
 
Reporting on the use of a cash advance will be done on a timely basis, usually within a week 
after the ministry activity.  A Trip Expense form or a Check Request/Purchase Order form will be 
completed by the responsible person and submitted to the Finance Office.  The form should 
include a detailed listing of all expenses with line-item account numbers to be charged.  All 
receipts should be attached to the form.  If expenses exceed the cash advance, the responsible 
person will be reimbursed for the additional expenses provided they are qualified ministry 
expenses.  If the cash advance amount exceeds the receipts, the difference should be remitted 
with the form. 
 
After the ministry activity, the cashier and one other unrelated person will jointly count, 
document, and reconcile the cash drawer prior to returning it to the Administrative Office 
Manager.  
 
If a cash register, receipt book or other receipt-producing device is used to collect the cash 
proceeds, the tape, carbon copy or other receipt will be reconciled to the actual cash count. All 
supporting tapes, copies and other reconciling documentation should be attached to the cash 
transmittal form. 
 
The cashier, in the presence of the other counter, will then submit all documentation, along 
with the cash drawer and cash proceeds to the Administrative Office Manager.  If the Finance 
Office is closed or a representative is not present, the documentation and collected proceeds 
will be placed in a manila envelope and deposited into the drop safe.  Funds should never be 
left in the Finance Office unattended, nor taken home by the cashier. 
 
The Finance Office representative or Money Counter's Team will be responsible for verifying 
the proceeds so deposit of the funds can be made by normal cash handling procedures. A copy 
of the deposit slip and final cash transmittal form will be provided to the cashier, if requested. 
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Section L. 
 

ACCOUNTS RECEIVABLE - SCHOOL TUITION & FEES 
 

Statement of Policy: 
 
Accounts receivable from tuition and fees of FBC Weekday Preschool shall be maintained in an 
accurate manner.  All accounts receivable with delinquent payment activity will be handled in a 
timely manner so that the collection of accounts is maximized.   
 
 

"After a long time the master of those servants returned and settled accounts 
with them."  Matthew 25:19 

 

Procedures: 

 
1.  RECEIPT OF TUITION/FEES 
 
As students are accepted into the school, the Director or Assistant Director enrolls the student 
and collects appropriate fees.  A Preschool Payment Record sheet is immediately created for 
each student. Payments are recorded on the Payment Record and placed into the locked 
security box in the office area.  Weekly and monthly tuition payments are placed directly into 
the security box by the parent or by staff members as received.   
 
The Director/Assistant Director are the only persons with access to the security box.  Every few 
days, the Director/Assistant Director retrieves the contents of the security box.  Payments are 
posted to the Payment Record sheet in each student’s file.  A Deposit Report is prepared that 
summarizes the type of fees received.  Cash payments are taken by the Director/Assistant 
Director to the bank and deposited into the FBC Weekday Preschool account.  A deposit slip, 
deposit receipt and the checks are attached to the Deposit Report and forwarded to the 
Financial Assistant.  The Financial Assistant cross-checks the Deposit Report, records the 
deposit of checks via remote express deposit, and records the cash deposit.  These items are 
then forwarded to the Administrative Office Manager for review and then filed.  The 
Administrative Office Manager then reconciles the FBC Weekday Preschool account monthly. 
 
Tuition and fees fund the works of the ministry; however, slow payment or delinquent accounts 
can be expected from time to time.  It is the responsibility of the FBC Weekday Preschool 
Director to contact parents and request payment on outstanding balances.  All correspondence 
and phone discussions should be documented.  If tuition and/or fees are delinquent more than 
one and one/half payment periods (and no other provisions have been arranged), the student 
will not be allowed to attend the Preschool. 
 
2.  NEED-BASED SCHOLARSHIPS 
 
All need-based scholarships, if available, will be based on the Director’s recommendation and 
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approved by the Weekday Preschool Ministries Committee. 
  



 47 

Section M. 
 

INVESTMENTS 
 

Statement of Policy: 
 
All surplus cash reserves to be held in long-term or designated reserved accounts will be placed 
in appropriate interest-bearing accounts.  Interest rates, minimum balance requirements, 
penalties on early withdrawals, deposit insurance, and other concerns will be investigated 
before placing funds in an account. 
 
The Church has assigned responsibility for the Church's financial investments to the Trustees.  
The authority to invest must come from the Church in conference.  The Trustees are 
responsible for reporting on investments to the Church as part of their annual oral report.  In 
carrying out their responsibilities, the Trustees will act in accordance with the investment 
guidelines noted below.  These guidelines will be reviewed (and revised as necessary) every two 
years as part of the Church's policy and procedures approval process. 
 

"Go to the ant, you sluggard; consider its ways and be wise!  It has no 
commander, no overseer or ruler, yet it stores its provision in summer and 
gathers its food at harvest."  Proverbs 6:6-8 

 
"Have I not kept this in reserve and sealed it in my vaults?"  Deuteronomy 32:34 

 

Procedures: 

 
1.  INTERNAL CONTROLS 
 
The basic objective of internal control over investments is to ensure that assets are properly 
recorded, adequately safeguarded, and managed in accordance with any related restrictions. 
All investment income is promptly collected, deposited and properly managed.  
 
2.  INVESTMENT GUIDELINES 
 
To accomplish the Church's investment objectives, the Trustees are authorized to utilize 
portfolios of fixed-income securities and short-term (cash) investments.  Equity securities, such 
as common stock should be avoided due to the higher risk of exposure.  It is the Church’s policy 
to immediately sell all contributions of marketable securities as soon as possible after receipt. 
 
Investments should be managed with the goal of achieving the maximum return while 
minimizing risk and maintaining the liquidity necessary to meet cash flow needs.  As a general 
rule, reasonable levels of diversification should be maintained at all times.  
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Fixed-Income Securities 
 
The quality rating of bonds and notes must be AA or better, as rated by Standard & Poor's or 
Moody's.     
 
Short-Term Reserves 
 
Certificates of deposit (with staggered maturity dates) and/or money market accounts will be 
utilized to ensure funds are available on short term notice, if needed. 
 
3.  INVESTMENT FILE 
 
The Administrative Office Manager will prepare an Investment File for each investment.  These 
files should contain the following documents: 
 
 • Original investment authorization  
 
 • Copy of investment certificate or statements  
 
 • Purchase and sale correspondence, communications, etc. 
 
 • Copy of receipt for sale proceeds 
 
4.  INVESTMENT INCOME 
 
Investment income earned will be recorded in the appropriate account based on any 
stipulations or restrictions on the investment instrument.  
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Section N. 
 

DEBT 

 

Statement of Policy: 
 
All determinations of need for debt shall be based on the recommendation of the Finance 
Committee (or specially formed committees such as a Building Committee), reviewed by the 
Deacons, and approved by the Church in conference.  All approved debt transactions will be 
recorded in the general ledger based on the terms of the debt instrument.  All debt payments 
will be properly recorded in the general ledger and made on a timely basis. Debt instruments 
will be reviewed periodically to ensure compliance with stated terms.  
 

“The rich rule over the poor, and the borrower is slave to the lender.”  Proverbs 
22:7 
 

Procedures: 

 
1.  AUTHORIZATION 
 
As required by the Church's Bylaws, any form of indebtedness must be approved by a vote of 
the congregation. 
 
It is the Finance Committee’s (or specially formed committee such as a Building Committee) 
responsibility to review, determine and make recommendations regarding any debt 
considerations.  The Deacons will review such recommendations prior to the Finance 
Committee presentation to the Church in conference. 
 
All proposed debt arrangements and written agreements must be reviewed by the Church's 
legal counsel.   It is the Trustees’ responsibility to review all terms of the agreement (i.e. 
interest rate, time periods, prepayment clauses, penalties, etc.) and determine if they are in the 
best interest of the Church. 
 
The Administrative Pastor shall provide needed information to/from lending institutions and 
shall secure appropriate signatures on the debt instruments. 
 
2.  RECORDING DEBT 
 
All debt proceeds and applicable liability will be properly recorded in the general ledger.  The 
appropriate balance sheet will properly reflect debt as one amount.  On a monthly basis, the 
principal and interest portions of each debt payment will be deducted from the liability balance 
sheet account.   The Treasurer’s monthly financial report will properly reflect the amount of 
outstanding debt. 
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Section O. 
 

FISCAL REPORTING 
 
Statement of Policy: 
 
The purpose of financial reporting is to provide relevant information to meet the common 
interest of Church members, contributors, governmental bodies, creditors, committees, 
management and employees of the Church.  The Church Treasurer will make  monthly reports 
available to the congregation.      
 
The Administrative Office Manager will prepare and maintain proper and adequate 
documentation to support the amounts reported in the various financial reports of the Church.    
 

"Everything was accounted for by number and weight, and the entire weight 
was recorded at that time."  Ezra 8:34 

 

Procedures: 
  
1.  INTERNAL MONTHLY FINANCIAL REPORTS 
 
Before monthly financial reports are produced, a monthly financial checklist will be completed.  
This checklist itemizes all the procedures/actions which need to be completed before the 
monthly financial reports can be finalized and issued.  The checklist is for internal finance office 
use and is the responsibility of the Administrative Office Manager to maintain.  Diligent use of 
this checklist will ensure all vital actions are completed before the monthly financial reports are 
produced and distributed thereby ensuring an accurate report.    
 
Each line-item manager is responsible to ensure that monthly expenditures are being 
maintained within budget requirements and cash flow needs. 
 
2.  MONTHLY FINANCIAL STATEMENTS 
 
The Church’s monthly financial report will consist of:  
 
 • Statement of Financial Position (Balance Sheet) for each fund 
 • Statement of Activities (Budgeted Financial Statement) for each fund 
 • Statement of Cash Flows (Designated Fund Summary) for Designated Funds 
 
These financial statements will be prepared on a timely basis and made available to the 
Deacons, Church Council, Finance Committee, external auditors and any interested church 
member or donor.  Reports providing more detailed information may be provided to specific 
individuals or committees as required. 
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3.  AUDITED FINANCIAL STATEMENTS 
 
The Church shall engage an independent Certified Public Accountant (CPA) to perform an 
annual audit of the Church’s financial statements.  The CPA shall be engaged so as to ensure a 
timely performance of the audit.  An audit is performed in order to obtain a reasonable 
assurance about whether the financial statements are free of material misstatement.  An audit 
also includes assessing the accounting principles used and significant estimates made by 
management, as well as evaluating the overall financial statement presentation.  Upon 
completion of the audit, a copy of the auditor’s report shall be provided to the Finance 
Committee.  This report will be included in the Finance Committee’s Annual Report. 
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Section P. 
 

GOVERNMENTAL REPORTING OBLIGATIONS 
 

Statement of Policy: 
 
The Church will abide by all applicable governmental reporting requirements.    
 

"Everyone must submit himself to the governing authorities, for there is no 
authority except that which God has established. The authorities that exist have 
been established by God."  Romans 13:1 

 

Procedures: 

 
The Administrative Office Manager is responsible for preparing, maintaining and submitting all 
governmental reports.    
 
1.  EMPLOYEE HIRING 
 
The Church maintains all forms required by both federal and state authorities.  All new hires will 
be reported to the state on a Georgia New Hire Reporting form.  The state will then forward 
this data to the Federal Parent Locator Service.    
 
2.  FEDERAL AND STATE PAYROLL TAXES 
 
The Church is responsible for complying with all laws pertaining to payroll.  This includes 
withholding, depositing, and reporting all federal, state, and Social Security taxes on all 
employees.  The Church is not responsible for any payroll taxes pertaining to ordained ministers 
except those it has been instructed to withhold and remit by the ordained minister.     
 
3.  ANNUAL INFORMATION RETURNS 
 
Form W-2 (Employees) 
 
W-2 forms will be provided to all employees to whom compensation was paid and from whom 
income, Social Security, or Medicare taxes have been withheld. 
 
Form 1099-MISC (Self-Employed) 
 
The 1099-MISC form will be provided to all non-incorporated, self-employed persons who were 
paid $600 or more in the calendar year for services rendered. 
 
4.  DONEE INFORMATION RETURNS 
 
If the Church disposes of a non-cash gift within two years from the date the gift was originally 
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received, the Church is required to file a Donee Information Return (Form 8282) with the IRS 
within 125 days of the date of disposal. 
 
5.  ANNUAL CORPORATE REPORT 
 
An annual report will be filed with the Georgia Secretary of State as required by the state's 
Nonprofit Corporation Act.  This report provides the Secretary of State with the names and 
addresses of the Church's current officers and registered agent.  The report is due no later than 
May 1st annually.  
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Introduction 
 

 

This handbook outlines the policies and procedures for the Weekday Preschool. It provides a 

convenient reference to help the Weekday Preschool operate in an orderly manner.  This manual 

also helps us to meet our goals and protect the rights of employees and students (children).  

Employees are responsible for reading and understanding the contents of this manual. 

 

The contents of this handbook, revised as of May, 2017, supersede all previous Weekday 

Preschool policies and procedures.  The Director of the Weekday Preschool will interpret and 

apply the policies and procedures in this handbook.  This handbook is not meant to override the 

Personnel Handbook of First Baptist Church of Statesboro, Inc.  If a conflict arises, the Church’s 

Handbook will supersede the Weekday Preschool Handbook. 

 

The contents of this handbook are subject to change from time to time.  As policies and 

procedures change, revised editions will be issued.  No policies and procedures handbook can 

anticipate every circumstance.  Whenever problems arise they will be called to the attention of 

the Director.  Employees may submit suggestions or concerns about the policies and procedures 

to the Director in writing. 

 

The Weekday Preschool Director is responsible for the daily operation of the Weekday 

Preschool in accordance with the policies and procedures put forth in this handbook and the 

Church Manual.  A Weekday Ministries Committee is appointed by the Church to assist the 

Weekday Preschool Director in her work.  The Church’s Minister to Children serves as the direct 

supervisor of the Weekday Preschool Director. 

 

 

 

 

 

 

 

 

“Train a child in the way he should go…” Proverbs 22:6 
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Vision/Purpose Statement 

First Baptist Church 
 

 

Helping People to Start and Strengthen Their Relationship with Jesus 

 

 

 

Vision/Purpose Statement 

First Baptist Church Weekday Preschool 
 

 

To provide a multifaceted ministry of service and nurture to children and their families 

manifesting the love of Christ in the following ways:  

 

Supporting families in spiritual rearing of their children by providing quality childcare in 

a Christian atmosphere 

 

Nurturing children through meeting their physical, social, emotional, cognitive, and 

spiritual needs 

 

Teaching parents and others by example; adult/child interaction patterns based on 

principles revealed in scripture 

 

Fostering greater intimacy and interdependence between individuals and families within 

our fellowship 
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General Provisions 
 

 

Handbook Conventions   
This handbook contains the basic policies, practices, and procedures for the Weekday Preschool.  It is not, 

however, intended to alter the employment-at-will relationship in any way. As used in this handbook: 

 

 The words "shall" or "will" are understood to be mandatory in nature, and the word "may” as permissive 

in nature; 

 

 Masculine and feminine genders are used interchangeably; 

 

 "Supervisor" means an individual with the authority to assign, direct, and review the work of one or 

more subordinates;  

 

 For brevity, the terms First Baptist Church, FBC, and the Church are used frequently throughout this 

handbook. It is understood that these terms refer to First Baptist Church of Statesboro, Inc. 

 

 

Personnel  
 

Personnel Administration 

All Weekday Preschool employees are employees of First Baptist Church.  The Administrative Pastor is the 

Church's Personnel Officer and is responsible for fair and consistent enforcement of the Church's Personnel 

policies.  The Administrative Pastor provides oversight to the Weekday Preschool Director in developing, 

communicating, and carrying out all the Church's Personnel policies.   

 

Job Descriptions for all weekday preschool employees are developed and reviewed by the Weekday Preschool 

Director, in conjunction with the Weekday Preschool Committee.  These descriptions identify the primary 

responsibilities and expectations for each employee and are used to evaluate the overall performance of the 

employee.   

 

Hiring Qualifications  
First Baptist Church hires individuals based on their qualifications and ability to do the job to be filled.  

Employment by First Baptist Church is at-will, so that either party may terminate the relationship at any time 

and for any reason.  When hiring Weekday Preschool staff the following minimum criteria shall be used: 

 

 Lead teacher (three year olds and under) 

 Two-year degree in any subject from an accredited college 

 Be a Christian and show Christian character 

 Job related skills 

 Training and experience required to perform job 

 No criminal record 

 Must be eighteen years of age 
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 No record of abuse, neglect or depriving a child 

 

  

 

Teacher Assistant (three year olds and under) 

 High school diploma, GED or one year of qualifying experience in childcare 

 Be a Christian and show Christian character 

 Job related skills 

 Training and experience required to perform job 

 No criminal record 

 Must be eighteen years of age 

 No record of abuse, neglect or depriving a child 

 

Pre-K Lead Teacher 

 BS in Early Childhood Education 

 Experience required to perform job 

 Be a Christian and show Christian character 

 No criminal record 

 No record of abuse, neglect, or depriving a child 

 Must be eighteen years of age 

 

 Pre-K Assistant Teacher 

 Associate’s Degree in Early Childhood Education 

 Experience required to perform job 

 Be a Christian and show Christian Character 

 No criminal record 

 No record of abuse, neglect, or depriving a child 

 Must be 18 years of age 

 

Introductory Period All Weekday Preschool employees will be given a copy of the Weekday Preschool 

Handbook.  It is the property of First Baptist Church and should be returned upon employment termination.  

Each employee shall familiarize themselves with the contents immediately upon receipt. 

 

Employees must participate in orientation including; purpose, history, and philosophy of the Weekday 

Preschool Program.  New employees will meet with the Director five times during the first year to discuss their 

progress and set goals. 

 

Hours of Work  
Unless work requires them to do so, Weekday Preschool employees shall not leave the work premises during 

office hours without the knowledge and consent of their supervisor. 

 

The basic Weekday Preschool hours of operation are Monday through Friday from 8:30 a.m. to 12:00 noon.  

The primary teaching staff works from 8:15 a.m-12:15 p.m. daily.  However, the Weekday Preschool does have 

a provision for early student arrivals (from 8-8:30 a.m.) and extended day (from 12-12:30 p.m.).  Parents may 

enroll children in this program at additional cost.  Appropriate staff is provided and normally work this 

requirement in addition to their regular hours. 

 

Employees may be asked to work special events in addition to their regular work hours.  Special events include 

Preschool functions such as First Baptist Church Fall Festival, Open House, or Graduation.  Actual employee 

work hours are prescribed by the Director on an individual basis.  Employee attendance at lectures, staff 
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meetings, special events, and training programs will be considered hours of work if requested by management 

and must always be attended unless the absence is pre-approved by the Director. 

 

 

All Weekday Preschool employees are required to complete an individual time record showing the daily hours 

worked.  Time records are to be completed daily throughout the pay period.  The following points should be 

considered in filling out time records: 

 Employees are to clock in and out each workday.  Employees will not be required or permitted to work any 

period of time before or after scheduled starting or stopping times for the purpose of making up time lost 

because of tardiness. 

 Director will complete and provide time cards to include hours worked, holidays, sick leave, leave without 

pay, preparation time, etc. 

 Employees are required to sign each completed time card certifying that it is complete and accurate. 

 Employee time records are to be checked and signed by the Director.   

 

Because no personal leave days are provided, employees should make every effort to handle personal matters 

on your days off or after 12:00 noon. 

 

Weekday Preschool employees account for daily attendance on the monthly Employee Absence and Leave 

Statement. 

 

Termination  
Upon termination, the Director will turn in the employee’s final timecard at the end of the last day worked.  The 

employee’s final pay will be deposited on the last day of the month.  If the employee quits without proper 

notification, at least two weeks or at the end of the month, their  final deposit will be made at the end of the 

following month.  

 

Training Requirements 

Director:   Within First Year:  

 Infant/child CPR and First Aid certification 

 Fire Safety training 

 Ten hours of training or instruction in child care issues to include four hours in disease control, 

cleanliness, basic hygiene, illness detection, illness disposition and childhood injury control, four hours 

in food nutrition planning, preparation, serving, proper dishwashing and food storage and two hours in 

identifying, reporting and meeting the needs of abused, neglected or deprived children. 

 

Director:   Ongoing Annual Training: 

 Ten hours in task focused early childhood education. May include: health/safety, planning 

developmentally appropriate learning activities, detection of illness, injury control, environmental 

safety, guidance and discipline techniques, communication skills, etc. 

 

Teachers and Assistant Teachers:  Within First Year: 

 Infant/child CPR and First Aid certification 

 Two hours in identifying, reporting and meeting needs of abused child; four hours in disease control, 

cleanliness, basic hygiene, illness detection, illness disposition, childhood injury control; four hours in 

child care related training. 

 

Teachers and Assistant Teachers:  Ongoing Annual Training: 
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 Ten hours in task focused early childhood education. May include health/safety, planning 

developmentally appropriate learning activities, detection of illness, injury control, environmental 

safety, guidance and discipline techniques, communication skills, etc. 

 Fire Safety Training. 

 

Substitute Employees: 

Substitute employees must be chosen from the approved sub list maintained by the Director. No substitute will 

ever be solely responsible for a group of children. When a teacher is absent, the assistant teacher will take the 

lead and the substitute will perform assistant teacher responsibilities.  All substitutes shall be at least 18 years of 

age.  Substitute staff shall be informed of the policies and procedures necessary for the proper performance of 

their job duties by the teacher or assistant teacher as appropriate.    

 

Each employee’s file will contain an Initial Staff Training Record and an Ongoing Training Record.  Staff 

training records will be verified, as needed, by the Director for compliance with state regulations.   

 

Leave 
Weekday Preschool employees earn paid sick leave in accordance with the Church’s Personnel Policy.  

Weekday Preschool employees can accumulate up to 90 hours of paid sick leave, which is less than other 

employees.  This is due to the unique nature of the employee’s duties and to provide as much consistency as 

possible in the classroom.   

 

Personal Appearance of Employees  
Each employee's dress, grooming, and personal hygiene should be appropriate to the work situation.  

Employees are expected at all times to present a professional, business-like image to members, parents, 

prospects, and the public.  Favorable personal appearance, like proper maintenance of work areas, is an ongoing 

requirement of employment with First Baptist Church.  The following is the daily dress code for all Weekday 

Preschool employees: 

 Wear a shirt, apron or smock with the Weekday Preschool logo. 

 Name tags should be worn at all times. 

 Approved dress includes shorts (knee length), capris, slacks, scrub pants, jeans or leggings (with knee 

length top).  Clothes should have no frays or holes in them.   

 Dress and shoes should be comfortable and professional. 

 All piercings other than ears must be removed while working at Weekday Preschool. 

 Any visible tattoos that could be considered offensive must be covered while working at Weekday 

Preschool. 

 

The employee’s supervisor will require any employee not meeting the standards of this policy to take corrective 

action, which may include leaving the premises.  Any work time missed because of failure to comply with this 

policy will not be compensated and repeated violations of this policy will result in disciplinary action. 

 

 

Care of Children 
 

Additional Behavior/Rules of Conduct 
Christian love and concern for the children are to be displayed at all times.  A kind tone of voice should be used 

at all times.  Information on children, families and staff is CONFIDENTIAL. Concerns about any situation 

involving a child, family, or staff need to be discussed with the Director, who will talk with the appropriate 

person(s). 
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Georgia Law Pertaining to Child Abuse and Neglect     

Any person having cause to believe that a child’s physical or mental health or welfare has been or may be 

adversely affected by abuse or neglect will report any such concerns to the Director or her designee who shall 

follow the procedures outlined in SafeWATCH Part F of the Church Manual.  A written documentation of the 

suspected abuse must be made.  Suspected abuse/neglect of a child must be reported to the Director 

immediately. The teacher is to notify the Director of situations and/or concerns such as: 

 

 Verbal abuse (such as telling a child he is “bad”), emotional abuse (such as intentionally scaring a 

child), and/or physical abuse (such as picking a child up by the arm) by other staff. 

 Use of inappropriate discipline methods (such as spanking, slapping, pinching, shaking, or hitting in any 

way). Other inappropriate methods include requiring any physical activity of a child (such as jumping 

jacks), isolating a child in a dark room or closet, and any punishment for toileting accidents. 

 

Behavior Management/Discipline Guidelines 
Student Behavior Expectation:  Weekday Preschool supports the basic premise of Lee Kanter’s Assertive 

Discipline that each child has the right to learn, each teacher has the right to teach, and no one has the right to 

interfere with those rights. Any child who continues to be disruptive in the learning procedures will be dropped 

from the program. 

 

Teachers will use positive discipline techniques.  Positive discipline is a process of teaching children how to 

behave appropriately.  Positive discipline respects the rights of the individual child, the group, and the adult.  

Positive discipline is different than punishment.  Punishment tells children what they should not do; positive 

discipline tells children what they should do.  Punishment teaches fear; positive discipline teaches self-esteem. 

 

Positive discipline is best utilized by planning ahead: 

 Anticipate and eliminate potential problems. 

 Have a few consistent, clear rules that are explained to the children. 

 Follow a daily, consistent schedule. 

 Plan for opportunities to include fun and humor in daily routine. 

 Include group decision making when appropriate. 

 Provide time and space for each child to work or play alone if they choose. 

 Provide the structure and support children need to resolve their differences. 

 Share ownership and responsibility with the children.  Talk about our room, our toys, etc. 

 If you have to intervene, re-direct the child to a new activity. 

 Divert the child and remove from the area of conflict. 

 

Problem Solving Techniques and Positive Behavior guidance in the classroom:  

 Anticipate behavior and take actions to prevent a problem before it occurs. 

 If a conflict does arise, the child is reminded of the limit and why the limit has been set (example: why 

we do not throw blocks). 

 Redirect the child as necessary. 

 Reinforce positive behavior. 

 Give children choices whenever possible. Let them play where they want to play, as long as they are 

safe and not bothering someone else. Intervene if you see frustration building between children and get 

them involved in something else. 

 Keep children busy and happy. Offer a variety in activities – active play alternating with quiet activities 

such as listening to soft music or reading books. 

 

If a child is involved in a conflict with another child: 

 Assess the situation (observe to see if the children are working the problem out). 
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 If the teacher decides to intercede, she should approach as a mediator. 

 Encourage the children to talk through the problem and come up with a solution. 

 The teacher helps formulate words as needed. 

 

One of the most effective reinforcements you can use is verbal praise. Focusing on what children have done 

right rather than on what they have done wrong will help motivate them to behave. 

 Look at the children. 

 Use their names. 

 Smile! 

 Physically get down on their level. 

 Send positive notes to parents or the child. 

 

The Weekday Preschool staff will follow this procedure to correct inappropriate behavior: 

 Always go to the child rather than correcting from across the room or playground. 

 Once nearby, get the child’s attention. 

 Remind the child of the rules. 

 Share feelings with the child. 

 Give the child the opportunity to correct the situation. 

 

If this fails: 

 Remove the child from the activity. 

 Remove the child from the classroom and further discuss the problem. 

 Notify the Director. 

 The Director will notify the parent if all other methods fail to solve the problem. 

 

Reminder: Corporal Punishment (i.e. spanking, hitting, pinching, slapping, shaking) is STRICTLY prohibited.  

A child will not be handled or spoken to in any manner that might humiliate, injure, or traumatize the child.  

Employees participating in, or aware of, such activity without reporting it will be terminated! 

 

Dismissal of a child 
Every effort is made to help each child have a happy and profitable experience at preschool.  In certain 

circumstances, the Director must decide if it is necessary to discontinue a child’s attendance.  Such a decision 

shall be based on whether it is in the best interest of the child.  Every effort will be made to correct a 

problematic situation before a final decision is made.  Teachers are required to keep records of the child’s 

behavior including the date, time, occurrence, and action taken.  Teachers will notify parents of these situations 

when they occur.  These records will be reviewed with parents before a decision to dismiss is finalized.  

Dismissal of a child may be due to, but not limited to the following: 

 

 The child does not satisfactorily adjust to preschool 

 The child abuses other children, staff or property 

 The child continues to display disruptive or dangerous behavior 

 The child has needs that we cannot meet 

 

 

 

Emergencies 
 

Emergency Drills: 
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The Weekday Preschool shall conduct drills for fire, tonado, and other emergency situations.  The fire drills will 

be conducted monthly and tornado and other emergency situations drills will be conducted every six months.  

The Weekday Preschool shall maintain documentation of the dates and times of these drills for two years. 

 

 

 

Medical Phone Numbers: 

 Hospital: East Georgia Regional Medical Center (912) 486-1000 

 Poison Control Center: 1-800-222-1222 

 All other emergencies call: 911 (ambulance, fire dept., police dept., and rescue) 

 

Power Failure: 

 The Director will notify the Facilities Manager of First Baptist Church. 

 If necessary, the Facilities Manager will notify GA Power at: 1-888-891-0938.  

 If the power failure results in making stay in the building impossible (temperatures above 85 degrees or 

below 65 degrees, parents will be contacted to pick up their children. 

 The Director will inform the Minister to Children prior to sending children home. 

 

Severe Weather: 
If a tornado warning is sounded all teachers and all children should walk to the area in the hall designated on the 

floor plan in the classroom.  The following steps will be taken in the event of serious injury or accident: 

 Staff will call 911. 

 Staff will begin to administer Basic Life Support (CPR) and/or First Aid as needed. 

 Staff will notify parents. 

 Staff will notify First Baptist Church main office. 

 

Loss of Water: 

If the loss of water is short term (3 - 5 hours, depending on the time of day) dispensable products will be used in 

the serving of food and bottled water will be used as needed for proper sanitation. 

 The Director will contact the Facilities Manager of First Baptist Church. 

 The Facilities Manager or Director will contact the City of Statesboro Water Department. 

 The Director will contact the Minister to Children. 

 

If the loss of water will extend beyond 3 - 5 hours, parents will be notified and the center will be closed until the 

problem is corrected. 

 

Building Damage: 

 The Director will contact the Facilities Manager of First Baptist Church for a safety consultation. 

 The Director will contact the Minister to Children. 

 

If the building is deemed unsafe, children will be taken to the fellowship hall of First Baptist Church for 

immediate safe haven.  

 

The Director, or a designated spokesperson, will notify the parents that the center is being closed due to safety 

concerns until the safety of the facility can be assured.  Staff members will comfort the children and provide 

distractions through music, games, and storytelling until parents arrive. 

 

Emergency Fire Evacuation Plan: 
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 Teachers and assistant teachers will take their rolls and lead classes out of rooms to the designated 

assembly area (Parking area on North side of Woodrow Ave.) while the Director checks classrooms and 

restrooms, and closes all doors after complete evacuation. 

 Teachers will check roll after arriving at the designated area while keeping children calm and occupied 

until parents arrive. 

 Under no circumstances should anyone re-enter the building. 

 

 

 

Emergency Severe Weather Plan: 

 The teacher in each class will be responsible for evacuating their children into the hall, taking the class 

roll with them.  The teacher should check roll after arriving in the hall. 

 Have the children sit close to the wall away from the doors, tuck their heads down in their laps and place 

their hands on top of their heads. 

 The assistant teacher will check the room and bathroom making sure all children are in the hall, closing 

all the doors. 

 

All staff will work together to keep children calm until the threat of severe weather has passed. Stories, songs 

and games should be used to occupy the children. 

 

 

Safety 
 

Safety Guidelines: 

 Do not leave a class unattended at any time during the day (i.e. to go to the bathroom, to make a phone 

call). 

 Do not isolate a child in a dark room, the bathroom, closet or other unsupervised area. 

 Gloves are to be worn when administering first aid. 

 In case of an accident, an accident report is completed and a parent signs it when the child is picked up. 

 Children are to be released to parents only, unless the parents have authorized others, by name, on the 

enrollment form.  Picture ID of other authorized persons may be required if unknown to staff. 

 Suspected abuse/neglect is to be reported immediately to the Director. 

 A minimum of two teachers will supervise the playground at all times.    

 

Medications Guidelines: 

 Only a teacher or Director should administer medication.  Record the date, time, and signature of the 

person giving the medication. 

 Medications must be brought in original containers and turned over to the teacher by the 

parent/guardian.  The parent/guardian must complete an Authorization for Medication Form (available 

from the Director) indicating exact instructions for administering the medication.  The teacher will 

record when administered, dosage, and any adverse reaction related to the medication on the form. 

 If the medication is a prescription, the label must include the child’s name and will be provided only to 

the person whose name is on the container. 

 Medications will not be dispensed for longer than two weeks unless otherwise prescribed by a physician. 

 

General Health and Infectious Disease Guidelines: 

 Employees and/or sick children should not report to work or attend school. 

 Teachers will observe children for the following symptoms: 

a. Eyes that look pinkish or have a drainage 
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b. A fever over 100 F orally or 99 F auxiliary (under the arm) 

c. Signs of a newly developing cold or uncontrollable coughing 

d. Diarrhea and/or vomiting 

e. Unusual or unexplained loss of appetite, fatigue, irritability, or headache 

f. Discharge or drainage from eyes, nose (unless clear), or ears 

g. Rash of any kind 

h. Head lice 

 

Children with these symptoms may attend only if accompanied by a note from their doctor stating the illness 

is not contagious.  Children who come to preschool with any of these symptoms will be returned home.  An 

ill or injured child is to be brought to the Director’s office.  The Director will notify the parents.  Parents 

must immediately pick up any child who becomes sick.  If an infectious disease diagnosis is obtained after 

removal from school, the parent should notify the Director or teacher.  An infectious disease is any disease 

that spreads from one person to another person. This includes, but is not limited to, chicken pox, measles, 

Hepatitis B, HIV, and tuberculosis.  After consultation with the parents, health professionals, or others as 

appropriate, children may not be allowed to return to school until their health improves or other safety 

provisions can be provided. 

 

Lost Child: 

In the event of a lost child, the following will take place: 

 The staff will conduct a thorough search of the building and grounds, not to exceed five minutes. 

 The Director will contact 911. 

 The Director will notify the Minister to Children who will notify the parents of the missing child. 

 The Director will notify the Church Office. 

 

Death or Serious Injury: 

 The injured child should not be moved until emergency personnel arrive. 

 Staff member will begin CPR or First Aid. 

 Director will contact 911. 

 Other staff members will remove children from the immediate area of concern and offer comfort to 

children who may have been witness to a frightening experience. 

 The Director will contact the Minister to Children. 

 The Director or Minister to Children will contact the parents. 

 The Director will accompany the child in route to emergency care. 

 The remaining staff will secure the facility and contact parents where necessary. 

 The Director will notify Child Protective Services within 24 hours or the next business day. 

 At no time should center personnel impede delivery of emergency care/service. 

 

Reporting Safety Concerns: 

 Staff members who have any serious concerns related to the safety and security of the children, or any 

possible violation of the Weekday Preschool policy, should notify the Director. 

 If satisfaction is not obtained, the staff member will then contact the Minister to Children and/or the 

Pastor of First Baptist Church. 

 Communication with parents concerning safety issues will be conducted ONLY by the Director, the 

Minister to Children or the Pastor. 

 Failure to follow this chain of command may result in immediate dismissal of the staff member. 
 

Hygiene Practices: 
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Our purpose in teaching preschoolers is to help them gain valuable foundational attitudes and information.  The 

following guidelines should be helpful to you personally and to children in your class as you attempt to create a 

sanitary environment. 

 Single use disposable gloves must be worn for all diaper changing.  

 Even though gloves are worn, any contact with body fluids should be followed by hand washing and 

sanitization of contaminated surfaces.    

 Wearing disposable gloves for wiping noses and drooled saliva is suggested, but if the teacher chooses 

not to, she should use tissues for this purpose and wash hands immediately after. 

 Any mouthed toy should be gathered when child seems finished with it and before another child decides 

to play with the toy.  A basin labeled “soiled” will be kept on the shelf to hold contaminated toys until 

they can be washed and sanitized.  Toys with smooth surfaces can be washed in antibacterial 

dishwashing liquid and warm water followed by a rinse in water and air dried.    

 Teach good hygiene practices to the children. 

 

Diapering Procedure: 

 Wash hands with antibacterial soap and water. 

 Put on clean gloves for each child. 

 Gloves are taken off as soon as the child’s bottom is clean and before putting on the clean diaper. Wrap 

the diaper and gloves in paper and dispose immediately. 

 Dirty diapers and gloves must be put into a plastic lined container with a top and out of the reach of the 

children. 

 Diaper and redress the child. 

 Wash hands with soap and water. 

 A clean disposable changing table cover must be in place before each diapering and must be removed 

and replaced after each diapering. 

 There must be strict observance of the diapering policy. 

 

 

 

Curriculum and Activities 

 

Curriculum: 
The Weekday Preschool teaches the “Wee Learn Curriculum” which provides children with opportunities to 

learn about God’s world and how to live in it. This curriculum embraces physical, mental, social, emotional, 

and spiritual development. 

 

Goals 

Our goal is to provide each child with the following opportunities. 

 Various of experiences in which the child feels successful 

 A combination of old and new learning experiences to form a firm foundation 

 Express ideas in a variety of ways, such as art, music, and language 

 Both large and small group activities 

 Problem-solving and discovery methods 

 Develop a beginning awareness of the relationship of freedom and responsibility 

 Feel needed and loved 

 Stimulate social, emotional, physical, and spiritual growth 

 Learn about God through sharing Bible stories, songs, and scriptures 

 

Preschool Activities:  
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Teachers will consider the following when selecting an activity to do with their class: 

 Does the activity help the child feel valuable and worthwhile? 

 Can the child experience success with the activity? 

 Is the activity challenging? 

 Does the child do the work? 

 Does the activity allow the child to be creative and self-expressive? 

 Does the activity relate to what is important to the child? 

 Will the child be given a choice of activities? 

 Does the activity relate to the purpose of the session? 

 Does the child enjoy the activity? 

 Does the teacher accept the child’s product or efforts? 

 Does the activity provide an opportunity for a firsthand experience? 

 Does the activity provide opportunities for relating to others? 

 

If the answer to these questions is “yes,” then the activity will be worthwhile and beneficial in the development 

of the child. 

 

Outdoor Activities:  
Outdoor activities will be provided daily, weather permitting, following the listed guidelines: 

All children will spend 30 minutes per day on the playground. 

 

It is a belief of the Weekday Preschool that outside play is an extension of the classroom and therefore an 

opportunity for expanded learning opportunities in addition to free play.  Each teacher is expected to enhance 

the outside play experience as needed. An example of this would be to allow children to paint on an outside 

easel or bring instruments for an outside parade.  Teachers and assistant teachers should be engaged in the 

activities of the children while on the playground.  Each staff member needs to be up and moving around the 

playground observing so that injuries, conflicts, etc. can be avoided.   

 

The playground area is just one of various locations for play outside the classroom.  Shared activities with 

another class of the same age children expand opportunities for learning together with others. 

 

Parent Communication 
A good line of communication between a teacher and the parent is the best way to ensure a good year with each 

child.  It is the teacher’s responsibility to share information with the parent, as well as to ask questions.  

Teachers are to be aware and observant of the child throughout the day.   Teachers realize the trust parent’s 

place in them every day and should nurture and build that trust on a daily basis.  When communicating with 

parents, teachers will be mindful of what they say and how they say it.  

 

Tips: 

 Learn the names of parents. 

 Greet parents in the mornings and at the end of the day, calling the child and parent by name. 

 Add personal touches to conversations and reports. (i.e. Johnny did the cutest thing today…). 

 Find out what is going on.  For example, if a child has a bad week, ask a parent if something different is 

going on at home and offer suggestions. 

 View parents as partners. 

 Know and follow all policies. 

 When sensitive issues need to be addressed, consult with the Director for support and guidance on 

parental contact and determine an appropriate plan of action. 

 At pick-up time, share the positive things that happened during the day. 
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Employee Agreement Form 

Weekday Preschool 

First Baptist Church of Statesboro, Inc. 

Statesboro, GA 30458 

 

 

 

 

 

 

 

 

 

I, __________________________, have read the Weekday Preschool Handbook -Part E, Personnel Handbook-

Part A, SafeWatch Handbook and the Weekday Preschool Parent Handbook.  I have been given the opportunity 

to ask any questions about the policies and procedures outlined in these handbooks. I understand that I am to 

know and follow all the policies in these handbooks.   

 

I understand that corporal punishment is never to be used at the Weekday Preschool.  

 

 

 

Employee’s Signature _____________________________________ Date _____________ 

 

Printed Name ______________________________________________________________ 

 

Director’s Signature ________________________________________ Date ____________ 
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SafeWATCH 

 
Child Abuse Prevention Policy 

for 

First Baptist Church of Statesboro, Inc. 
Statesboro, Georgia 

 

 

Purpose:  It is the purpose and intent of First Baptist Church of Statesboro (hereafter referred 

to as FBCS or the Church) to provide a safe, secure environment to teach and care for the 

children and youth of our faith family. 

 

Goal:  Our goal is to protect children and youth from abuse, molestation or any type of neglect 

by employees or volunteers and to protect employees and volunteers from false accusations. 

 

Definitions: 
1. Child abuse is commonly defined as physical injury or death inflicted upon a child by 

a parent, caretaker or others (by other than accidental means), neglect or exploitation of 

a child, sexual abuse or sexual exploitation of a child.  Child abuse may occur in the 

home by a parent or caretaker, in a childcare situation, in an organized ministry, 

whether at the main facility (church) or off-campus, or in any other setting, including 

on the street by a person unknown to the child. 

 

2. Sexual abuse can be violent or non-violent.  It is criminal behavior that involves 

children in sexual behavior.  Child sexual abuse can involve fondling, sodomy, 

intercourse and forcible rape.  Other forms of abuse can include verbal comments, any 

exposure to pornographic materials, obscene phone calls, exhibitionism, or allowing 

children to witness sexual activity. 

 

3. For the purposes of this document a minor is any individual under the age of 18 years. 

 

Identifying Physical and Behavioral Indicators of Abuse/Neglect: 
 

These indicators are not exhaustive and do not verify actual abuse; however, when observed, 

these indicators may warrant further investigation.  If an employee or volunteer suspects abuse 

based on these indicators or any other reason, the suspected abuse should be reported to the 

appropriate age-level minister. 

 

 Wary of others 

 Clingy (clinging) to others 

 Uncomfortable with emotions (crying) 

 Emotionally detached 

 Extreme changes in behavior when not around parents 

 Manipulative or controlling 
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 Poor self image 

 Delinquent behavior 

 Self mutilation  

 Drug and alcohol abuse 

 Bruises, welts, burns, bite marks, bed wetting, fractures 

 Reluctance to change clothes in front of others 

 Questionable sexual behavior, knowledge beyond the particular development age 

 Promiscuity  

 Withdrawn, distant 

 Self-conscious 

 Obsessively clean 

 Extreme compliance or defiance 

 Anxious 

 Fearful 

 Pain or itching in genital area 

 

SCOPE OF THIS POLICY:  This policy applies to all people who supervise, have 

custody of, or have opportunity for contact with minors at the Church’s facilities or during 

Church activities conducted off-campus. 

 

This policy addresses six (6) areas that are critical for the protection of all affected individuals 

and the Church. 

 Selection process 

 Training  

 Operating practices  

 Reporting procedures  

 Response to allegations 

 Sexual Offenders 

 

Administration of the SafeWATCH policy is the responsibility of the Administrative Pastor.  All 

records are maintained in a secure, confidential location. 

 

I. SELECTION PROCESS 
A. Employee – anyone who is employed by the Church on a full-time or part-time basis.  

All Church employees will be required to: 

 complete a confidential application form  

 be interviewed by an appropriate Church staff person  

 have references checked, and  

 give written permission for a criminal records check 

 

B. Volunteer – anyone who is not employed by the Church, serving in any position 

involving the supervision or custody of minors.  Prior to working with children and 

youth, all volunteers will:  

 complete a confidential application form  

 be interviewed by an appropriate Church staff person  
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 have references checked, and  

 give written permission for a criminal records check  

 

In addition to the above requirements, a volunteer must be a member of First 

Baptist Church or regular attendee for at least (6) months.  A volunteer who does 

not meet membership requirements, may serve only upon approval of the 

appropriate age-level minister.      

   

C. Minor - If a minor desires to be a volunteer worker with other minors, his or her  

parent or guardian must complete a confidential application form indicating that 

there are no known reasons why the minor should not be allowed to work directly 

or indirectly with other minors.  

 

II. TRAINING 
A. Orientation 

All employees and volunteers are given appropriate policies that will familiarize them 

with established age-level/ministry guidelines, definition of child abuse, identifying 

possible symptoms of child abuse, and the Church’s protection policies regarding 

safety, security, child discipline and reporting. 

 

B. Annual Training 

The Church provides annual training to employees and volunteers.  Such training 

increases the awareness of child protection, and demonstrates the Church’s 

commitment to ensuring the safety of our most vulnerable members. 

 

III. OPERATING POLICIES 
A. Supervision 

Age-level ministers, division directors, hall monitors, greeters and/or program 

directors will be present, or nearby, and available on each floor and in the hallways 

where minors are present.  A reasonable effort will be made to have two (2) adult 

workers present in the room, or nearby, with children and youth during church 

activities.  A reasonable effort will be made to ensure that one adult is not left alone 

with one minor.  A husband and wife working the same room will be considered as 

one adult for purposes of this policy.  

 

B. View Windows/Open Doors 

Children and youth will be placed in rooms with view windows or open doors for all 

teaching and learning activities. 

 

C. Off Campus and Out-of-Town Activities 

All employees and volunteers will be required to comply with all the SafeWATCH 

policies during FBCS sponsored off-campus activities.  All participants should have 

written parental consent and a medical release form in   order to participate in out-

of-town activities.  Medical release information may be completed for one-year 

periods and renewed annually.  All employees and volunteers will be required to 
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comply with FBCS policies including, but not limited to, those outlined in 

SafeWATCH during Church sponsored off-campus activities.    

 

D. Security Policies and Age-Specific Guidelines 

In addition to the SafeWATCH policies, each ministry area has age-appropriate 

guidelines that apply to their children, youth and adult workers.  All employees and 

volunteers should conscientiously follow all age-specific guidelines in the ministry 

area(s) where they serve.  Questions about specific ministry area policies should be 

directed to the appropriate ministry office. 

 

E. Weekday Programs 

The Weekday Preschool of the Church follows these SafeWATCH policies.       

 

IV. REPORTING PROCEDURES 
Observed or reported child abuse-- sexual, physical, emotional, or neglect -- should be 

reported immediately to a supervisory staff person.  All reports should be referred to the 

appropriate age-level minister. 

 

Reporting suspected abuse can precipitate severe consequences to those involved, so it 

should never be done casually or thoughtlessly, and certainly not for malicious purposes.  

At the same time, failing to report suspected abuse can have severe consequences to a 

child at risk.  Therefore, anyone having reasonable cause to suspect abuse should talk 

with the staff members mentioned above to determine if abuse has taken place and to 

protect the child and help the family. 

 

V. RESPONSE TO ALLEGATIONS 
All allegations will be taken seriously.  Church staff will take appropriate action to report 

allegations in accordance with the reporting requirements of the state of Georgia, 

insurance policy requirements, and advice of legal counsel.   

 

The official spokesperson for the Church will be the Pastor or his appointee.  No other 

staff members or church members shall speak to the media regarding such matters. 

 

The Church staff will thoroughly document all efforts in handling any incident.  The 

Church staff will not deny, minimize, or blame any individual involved in allegations.  

First Baptist Church will minister to all involved, as well as cooperate with authorities. 

 

VI. SEXUAL OFFENDERS 
A sex offender is someone who has committed a sexual offense against another person, 

adult or child.  Sexual offenses include rape, assault, indecent exposure, stalking or 

harassment. 

  

The Church is unique in that, based on the uncompromising message of the Christian 

gospel, doors are open to all persons.  The message of redemption and forgiveness 

preached by Christ is to be embodied by His Church, and the congregation’s response to 
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sex offenders must properly balance a redemptive mission and a commitment to the 

safety and security of minors. 

  

Sexual offending can be extremely addictive and the offender’s sex drive can be so strong 

that inappropriate behavior is not easily controlled.  Even if the offender has undergone 

treatment, he or she should not be assumed to be safe.  Because of the addictive nature of 

sexual offending, on-going monitoring is essential and a careful assessment must be 

made as to whether First Baptist Church can safely and adequately work with the person 

or allow his or her attendance.  Therefore, behavioral boundaries need to be enacted, 

which will not only protect the children and youth who attend church activities, but 

should also help the offender feel secure and less at risk of false accusations.   

 

Any sexual offender brought to the attention of the Church will be required to meet with 

the Pastor and/or appropriate age-level ministers to discuss the conditions of his or her 

attendance at church functions.  If deemed appropriate, the offender will be offered the 

opportunity to enter into a Limited Access Covenant (see attached) with FBCS, based 

upon the conditions listed above.  Upon mutual agreement, the covenant will be signed 

by all parties involved and kept in a secured, confidential location. 

 

The following guidelines constitute the procedures to be followed by any sexual offender 

attending FBCS:  

 A sexual offender will not be allowed to attend FBCS unless he or she is 

accompanied by a Church-approved personal attendant.  At no time and for no 

reason shall a sexual offender be allowed in any building, structure, or facility 

owned or operated by FBCS without an approved attendant.   

 

 At least one approved attendant must be present and act as an escort for the sexual 

offender at all times, including worship services, Sunday School or small group 

gatherings, as well as in elevators, hallways, stairwells, and restrooms. 

 

 The sexual offender is not allowed under any circumstances to enter the 

Children’s Building (all floors of KidzPlace), or to be present on the third floor of 

the D Building, Church playground, or any areas designated for minors. 

 

 The sexual offender will not be allowed to attend, assist, or participate in any 

Church activity, even with an attendant, which is intended primarily for an 

audience of minors (i.e. Vacation Bible School, Fall Festival, Snow Night, etc.) 

  

FBCS maintains the right to end a Limited Access Covenant at any time for any reason, 

and the establishment of this Covenant in no way relinquishes the Church’s right to 

exclude the offender from being present on any Church-owned property at any time. 

 

VII. EXCEPTIONS 
Any exceptions to these SafeWATCH procedures must be approved in advance by the 

pastor and deacon chairman. 
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Limited Access Covenant 
 

This covenant is an agreement between First Baptist Church of Statesboro, Inc., and  

    , regarding the limited access allowed on property owned by the 

Church and at off-campus activities conducted by the Church.  The property of the Church is 

private, locally-owned property, and persons are allowed by permission only.   This document 

stipulates the range of access that is allowed, as well as supervision required. 

 

 Not allowed in any building, structure, or facility owned or operated by the Church 

without an approved attendant.  The approved attendants are as follows: 

 

 ____________________________ 

 ____________________________ 

 ____________________________ 

 ____________________________ 

 

 At least one approved attendant must be present at all times, including worship services, 

Sunday School or small group gatherings, elevators, hallways, stairwells, and restrooms.   

 

 Not allowed under any circumstances to enter the Children’s Building (all floors of 

KidzPlace) or to be present on the third floor of the D Building, Church playground, or 

any areas designated for minors. 

 

 Not be allowed to attend, assist, or participate in any Church activity, which has a 

primarily audience for minors (i.e. Vacation Bible School, Fall Festival, Snow Night, 

etc.) 

 

 The Church maintains the right to end this Limited Access Covenant at any time for any 

reason, and the establishment of this Covenant in no way relinquishes the Church’s right 

to exclude persons from being present on any Church-owned property at any time. 

 

 

 

Signed/Date 

 

Signed/Date 

 

Signed/Date 
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