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Introduction 

Fulton Baptist Temple

106 West Dunn Street

Box 186

Fulton, IN  46931

Our Mission…
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OUR PURPOSE STATEMENT

Why We Exist As A Church

“WE BELIEVE A GREAT COMMITMENT TO THE GREAT COMMANDMENT AND THE GREAT COMMISSION WILL GROW A GREAT CHURCH!”
The Great Commandment: Jesus replied, “‘you must love the Lord your God with all your heart, all your soul, and all your mind.’  This is the first and greatest commandment.  A second is equally important: ‘Love your neighbor as yourself.’  All the other commandments and all the demands of the prophets are based on these two commandments.”
Matthew 22:37-40 NLT

The Great Commission: Jesus came and told his disciples, “I have been given complete authority in heaven and on earth.  Therefore, go and make disciples of all nations, baptizing them in the name of the Father and the son and the Holy Spirit.  Teach these new disciples to obey all the commands I have given you.”
Matthew 28:18-20 NLT

· To “Love the Lord your God with all your heart” is “WORSHIP”.
· To “Love your neighbor as yourself” is “MINISTRY”.
· To “go and make disciples” is “EVANGELISM.”
· To “baptizing them” is to “INCORPORATE INTO FELLOWSHIP
· To “Teach these new disciples” is “DISCIPLESHIP”.
FULTON BAPTIST TEMPLE EXISTS:

1. To CELEBRATE GOD’S PRESENCE (worship)

2. To DEMONSTRATE GOD’S LOVE (ministry)

3. To COMMUNICATE GOD’S WORD (evangelism)

4. To ASSIMILATE GOD’S FAMILY (fellowship)

5. To EDUCATE GOD’S PEOPLE (discipleship)
F
finding the lost
U   understanding needs
L    lending a hand
T    teaching the truth
O    offering praise
N    nourishing with believers
Core Values

We Believe that. . .

1.

Lost people matter to God, and therefore to the church.

(Luke 5:30-32, Luke 15, Matthew 18:14)

2.

The church should be culturally relevant while remaining doctrinally pure.

(1 Corinthians 9:19-23)

3.

Christ followers should pursue holiness and continually take steps toward intimacy with Christ.
(Ephesians 4:25-26, 32, Hebrews 12:1, Philippians 1:6)

4.

The ministries of the church should be based upon the spirituals gifts, temperaments and talents of its Christ-followers.

(1 Corinthians 12 and 14, Romans 12, Ephesians 4, Psalm 133:1)

5.

The church should offer opportunities for all people to take steps toward Christ through service or participation at their level of commitment.

6.

Ministry is best accomplished in teams.

(1 Corinthians 12, Nehemiah 3, Luke 18:1, John 13:34-35)

7.

Excellence honors God and inspires people.

(Colossians 3:17, Malachi 1:6-14, Proverbs 27:17)

8.

The church should be led by Christ-followers with leadership gifts who have embraced the mission, vision and core values of their church.

(Nehemiah 1-2, Romans 12:8, Acts 6:2-5)

9.

Taking steps in the context of full devotion to Christ and His cause is normal for every Christ-follower.

(1 Kings 11:4, Philippians 2:1-11, II Corinthians 8:7, Colossians 3:23)

Administrative Policies
ADMINISTRATIVE POLICIES

Policy 1
Bylaws

The Fulton Baptist Temple is governed by the Constitution, Covenant, Bylaws and Policy and Operations manual of this church.

Policy 2
Business Meetings

The membership of the Fulton Baptist Temple meets in a regular annual session to conduct the business of the church on the first Sunday evening of February. Regular quarterly business meetings shall be held on the first Sunday evening of May, August and November, or as the church calendar allows.  The church may be called into special business meetings as necessary by the Chairman of the Deacon Board or three adult members of the church.

Policy 3
Deacon Board

The deacon board is made up of five male members.  The board also has an ex officio member, the pastor.

A.
Deacon Board—The deacon board will meet monthly (not less than quarterly) to hear reports, review the minutes, study statistics, review plans, and take appropriate actions for the general operation of the church.

Policy 4
Employment of Church Staff

A.
Church Staff—Will include both salaried and hourly rate employees as authorized by the deacon board.

1. Salaried Staff

a. Pastor
b. Church Office Administrator
2. Hourly Staff

a. Administrative Assistant
b. Director of Visitation and Women’s Ministries
c. Custodial

Note: All maintenance services and workers will be employed by the, Trustees with proper expense approvals from the Finance Ministry Team and/or the deacon board.

B.
Employment—Applications and interviews are a part of the hiring process at the church. Periodic reviews will be conducted by the pastor.

C.
Probationary Period—Hourly rate staff will be considered as probationary for a period of three months. Salaried staff members will be on a one-year probationary contract.

D.
Pastoral Staff—Will be hired on the recommendation of the pastor and in agreement with the Finance Ministry Team and with full approval of the entire deacon board. All salaried staff will be terminated in the event of the resignation or termination of the pastor. Thirty days will be given to relocate.  The new pastor will have the right to retain any or all of the hourly staff but is not obligated to do so and will not receive pressure for such decisions from the deacon board.
Policy 5
The Staff at Work

A.
Conduct—Each staff member represents Christ and the church. Each one is expected to be pleasant, courteous, and helpful. Cooperation in the church office is a must. Lack of cooperation will result in dismissal after two written warnings have been given by the pastor.

B.
Dress—Each staff member is expected to dress neatly and in a manner becoming to the Christian lifestyle.

C.
Confidential Information—All privileged information is expected to be kept in confidence at all times. Gossip and tale-bearing will result in a written warning from the pastor, and dismissal will result after two written warnings have been given by the pastor.  (see Policy 15)
D.
Spiritual Life—All staff members at the church will be Christians (no exceptions!). It is required that daily Bible reading and prayer be a vital part of their lives.

E.
Alcoholic Beverages, Drugs, and Tobacco—The church staff and church officers are expected to refrain from the misuse and/or abuse of these items.

F.
Vacation Time—Vacation time will be determined between the deacon board and the pastor. Because vacation time does not accumulate, it must be taken within the calendar year. The pastor will be entitled to two weeks of vacation with pay after the first year of full-time employment. The pastor after 10 years of full-time ministry will be entitled to three weeks of vacation with pay. After 20 years, four weeks of vacation with pay.

G.
Revivals and Conferences—The pastor may accept two revivals or camps and may conduct not more than six two-day conferences per year. 

Policy 6
Hospitalization Insurance

Insurance will be paid by the church for the pastor. 

Policy 7
Salary Review

All staff salaries will be reviewed annually under the direction of the Finance Ministry Team.   Availability of funds will be communicated to the Deacon Board, by the Finance Ministry Team. Each staff member will be employed separately as directed by the deacon board.
Policy 8
Job Description
Every staff member will work under the determined job description. Job descriptions are included in this manual for all staff positions (see Section 4).

Policy 9
Pastors’ Retreat

When pastoral staff attends pastors’ retreats, expenses for travel and for meals and lodging will be cared for by the church. 

Policy 10
Loyalty to Our Church

It is required that all staff members be members of the church. The pastor and staff are expected to be loyal and to cooperate with all programs of the church. 
Policy 11
Special Speakers and Musical Guests

The pastor will have the privilege of inviting special speakers.  The pastor and Special Music Team will have the privilege of inviting musical guests. The Finance Ministry Team and deacon board will determine the pay for guest speakers and musicians, using the following as guidelines.

· Sunday morning speaker,

$75.00 per service

(Contemporary and Traditional are considered two separate services.)

· Workshop speaker,

$100.00

· Concert, single musician or group,
$500.00 and area to display and sell tapes and CDs 

· Special Music Ministry groups,

$50.00
· Potential Missionary, $50.00 for presentation without doing the service.
The Deacon Board may give special consideration for mileage and authorize additional funds be paid for any of the above.

Policy 12
Weather

In the event of inclement weather, Sunday morning services will be held, except in extreme conditions.  For weekly services, ministry team meetings, or other functions the pastor and ministry team leader will make the decision.

Policy 13
Pastoral Severance Pay

In the event of the pastor’s resignation, death, or the dismissal of the pastor by the church, the pastor and/or his family will receive the following benefits:

· Service of up to five years; two weeks pay and continued use of the parsonage for up to thirty days.

· Service of five to less than ten years; three weeks pay and continued use of the parsonage for up to forty five days.

· Service of ten years to less than fifteen years; four weeks pay and continued use of the parsonage for up to sixty days.

· Service of fifteen or more years; five weeks pay and continued use of the parsonage for up to sixty days.

If the Pastor commits any act or practice which contravenes the divine commands or the social duties, and is dismissed for those acts or practices he places these benefits in jeopardy.  The Deacon Board will determine if any or all of these benefits should be withheld, taking into consideration the welfare of his family.
Policy 14
Children and/or Youth Work Volunteers
A. All individuals that wish to volunteer for children’s and/or youth work must fill out and submit a “Children’s and Youth Ministries Background check” form (page 7-2).  To serve as a children or youth work volunteer one of the following must apply to you:
· Be an active member of Fulton Baptist Temple.

· Have regularly attended Fulton Baptist Temple for a period of not less than six months and continue to attend regularly while serving.

· Be an active member of a church of like faith.

· Have regularly attended a church of like faith for a period of not less than six months and continue to attend regularly while serving.

For individuals who are active members of a church of like faith or regularly attending a church of like faith, the following also must be done:

· Sign a copy of Fulton Baptist Temple’s Statement of Faith for Volunteer Workers.

· Provide a letter from your current pastor/minister stating you are an active member of, or have been regularly attending church for a period of not less than six months.

B.
Adults who have been convicted of either child sexual or physical abuse should not volunteer their services for any church sponsored activity or program for children or youth.
C.
 Adult survivors of childhood sexual or physical abuse need the love and acceptance of the Fulton Baptist Temple family.  Individuals who have such a history should discuss their desire to work with children or youth with the senior pastor prior to engaging in any volunteer service.

D.
Adult volunteers should observe the “two adult” rule.  This requires that adults are never alone with children or youth without an adult partner.

E.
Adult volunteers should immediately report any behaviors which seem abusive or inappropriate to their supervisor.
Policy 15
Confidential Documents
The following applies to all confidential information documents that may be submitted to or produced by Fulton Baptist Temple for either those individuals in hired positions or those individuals who volunteer for children or youth ministries.
· They may be reviewed only by the senior pastor, current members of the deacon board, or any person or committee authorized by the deacon board.  No other person is authorized to review confidential documents.
· Persons who review, duplicate, distribute, or disclose any portion of any confidential document without authorization may face one or more of the following consequences:
· Immediate termination of employment, if an employee.
· Dismissal from any official position within the church, if a volunteer.
· Possible criminal liability.
· Possible civil liability.
· Confidential documents will be placed in a locked file.  The keys to the file will be in possession of only the senior pastor or current deacon board members.

· Disposal: All documents pertaining to the applicant who is hired or the person, who volunteers to work with children or youth, will be retained permanently by the church in a confidential file.  Once the person is no longer employed by and/or no longer a member of Fulton Baptist Temple, all confidential documents will be placed in a sealed envelope and retained in a locked file.  For persons who apply but are not hired all employment applications will be placed in a sealed envelope and retained in a locked file for a period of three years, whereupon they will be shredded and disposed of.
Policy 16
Modifying Policy and Operations Manual

Any active member of Fulton Baptist Temple may present proposed modifications to the Policy and Operations Manual.  These modifications should be presented in writing to the deacon board.  Modifications approved by the deacon board may be presented at any quarterly business meeting.  A majority vote of the church present at the quarterly business meeting is required to implement the change.
Policy 17
Loaning Out Tables and Chairs

TABLES:  The eight foot rectangular tables may be loaned out.  The round tables may NOT be loaned out.  Rectangular tables from the church should be used first to guarantee tables are available for parties at the FBT Center.

CHAIRS:  The black chairs and the padded chairs are NOT to be loaned out.  Any of the other metal folding chairs may be loaned out.
Policy 18
Guidelines for Approving a Missionary for Support
A.
The candidate will have made at least one Sunday morning missions presentation at one or both morning services.  For programs such as Caston Backpack or WRE a presentation would be made before the Christian Education Team.

B.
The mission’s candidate or program must be approved by the Christian Education Team.  The Christian Education Team will then send their recommendation of approval along with a recommendation of the amount of support to the Deacons for their approval.  The Deacons will then present the candidate to the church membership for approval at any regularly scheduled quarterly business meeting.

Additional Policy Statements
	


Question: "Is it possible to be a gay Christian?"

www.gotquestions.org
New Living Translation

Answer: “Do you not know that the unrighteous will not inherit the kingdom of God? Do not be deceived; neither fornicators, nor idolaters, nor adulterers, nor effeminate, nor homosexuals, nor thieves, nor the covetous, nor drunkards, nor revilers, nor swindlers, will inherit the kingdom of God” (1 Corinthians 6:9-10). There is a tendency to declare homosexuality as the worst of all sins. While it is undeniable, biblically speaking, that homosexuality is immoral and unnatural (Romans 1:26-27), in no sense does the Bible describe homosexuality as an unforgivable sin. Nor does the Bible teach that homosexuality is a sin Christians will never struggle against.

I Corinthians 6:9 Don’t you realize that those who do wrong will not inherit the Kingdom of God? Don’t fool yourselves. Those who indulge in sexual sin, or who worship idols, or commit adultery, or are male prostitutes, or practice homosexuality, 10 or are thieves, or greedy people, or drunkards, or are abusive, or cheat people—none of these will inherit the Kingdom of God.

Romans 1:26 That is why God abandoned them to their shameful desires. Even the women turned against the natural way to have sex and instead indulged in sex with each other. 27 And the men, instead of having normal sexual relations with women, burned with lust for each other. Men did shameful things with other men, and as a result of this sin, they suffered within themselves the penalty they deserved.

Perhaps that is the key phrase in the question of whether it is possible to be a gay Christian: “struggle against.” It is possible for a Christian to struggle with homosexual temptations. Many homosexuals who become Christians have ongoing struggles with homosexual feelings and desires. Some strongly heterosexual men and women have experienced a “spark” of homosexual interest at some point in their lives. Whether or not these desires and temptations exist does not determine whether a person is a Christian. The Bible is clear that no Christian is sinless (1 John 1:8,10). While the specific sin / temptation varies from one Christian to another, all Christians have struggles with sin, and all Christians sometimes fail in those struggles (1 Corinthians 10:13).

I John 1:8 If we claim we have no sin, we are only fooling ourselves and not living in the truth. … 10 If we claim we have not sinned, we are calling God a liar and showing that His word has no place in our hearts.

I Corinthians 10:13 The temptations in your life are no different from what others experience. And God is faithful. He will not allow the temptation to be more than you can stand. When you are tempted, He will show you a way out so that you can endure.

What differentiates a Christian’s life from a non-Christian’s life is the struggle against sin. The Christian life is a progressive journey of overcoming the “acts of the flesh” (Galatians 5:19-21) and allowing God’s Spirit to produce the “fruit of the Spirit” (Galatians 5:22-23). Yes, Christians sin, sometimes horribly. Sadly, sometimes Christians are indistinguishable from non-Christians. However, a true Christian will always repent, will always eventually return to God, and will always resume the struggle against sin. But the Bible gives no support for the idea that a person who perpetually and unrepentantly engages in sin can indeed be a Christian. Notice1 Corinthians 6:11, "And that is what some of you were. But you were washed, you were sanctified, you were justified in the name of the Lord Jesus Christ and by the Spirit of our God."

Galatians 5:19 When you follow the desires of your sinful nature, the results are very clear: sexual immorality, impurity, lustful pleasures, 20 idolatry, sorcery, hostility, quarreling, jealousy, outbursts of anger, selfish ambition, dissension, division, 21 envy, drunkenness, wild parties, and other sins like these. Let me tell you again, as I have before, that anyone living that sort of life will not inherit the Kingdom of God.

Galatians 5:22 But the Holy Spirit produces this kind of fruit in our lives: love, joy, peace, patience, kindness, goodness, faithfulness, 23 gentleness, and self-control. There is no law against these things!
First Corinthians 6:9-10 lists sins that, if indulged in continuously, identify a person as not being redeemed—not being a Christian. Often, homosexuality is singled out from this list. If a person struggles with homosexual temptations, that person is presumed to be unsaved. If a person actually engages in homosexual acts, that person is definitely thought to be unsaved. However, the same assumptions are not made, at least not with the same emphasis, regarding other sins in the list: fornication (pre-marital sex), idolatry, adultery, thievery, covetousness, alcoholism, slander, and deceit. It is inconsistent, for example, to declare those guilty of pre-marital sex as “disobedient Christians,” while declaring homosexuals definitively non-Christians.

I Corinthians 6:9 Don’t you realize that those who do wrong will not inherit the Kingdom of God? Don’t fool yourselves. Those who indulge in sexual sin, or who worship idols, or commit adultery, or are male prostitutes, or practice homosexuality, 10 or are thieves, or greedy people, or drunkards, or are abusive, or cheat people—none of these will inherit the Kingdom of God.

Is it possible to be a gay Christian? If the phrase “gay Christian” refers to a person who struggles against homosexual desires and temptations – yes, a “gay Christian” is possible. However, the description “gay Christian” is not accurate for such a person, since he/she does not desire to be gay, and is struggling against the temptations. Such a person is not a “gay Christian,” but rather is simply a struggling Christian, just as there are Christians who struggle with fornication, lying, and stealing. If the phrase “gay Christian” refers to a person who actively, perpetually, and unrepentantly lives a homosexual lifestyle – no, it is not possible for such a person to truly be a Christian.
Approved May 5, 2013
Policy for Ecclesiastical and Personal Separation
Introduction

The late Christian Missionary Alliance preacher, A. W. Tozer, spoke of this situation some 50 years ago in his book, God Tells The Man Who Cares.  In his chapter entitled, “Divisions Are Not Always Bad”, Tozer says:

"To divide what should be divided and unite what should be united is the part of wisdom.  The first divider was God who at the creation divided the light from the darkness.  This division set the direction for all God's dealings in nature and in grace. Light and darkness are incompatible; to try to have both in the same place at once is to try the impossible and end by having neither the one nor the other, but dimness rather, and obscurity.  In a fallen world like ours unity is no treasure to be purchased at the price of compromise.  Loyalty to God, faithfulness to truth and the preservation of a good conscience are jewels more precious than gold or diamonds.  Power lies in the union of things similar and the division of things dissimilar.  Maybe what we need in religious circles today is not more union but some wise and courageous division."

The reason we can't all get along is that we weren't meant to.  Jesus Himself said this in Matthew 10:34 when He said, "Don't assume that I came to bring peace on the earth.  I did not come to bring peace, but a sword."  We are the light of the world and were not meant to be mixed with darkness.  That does not give us a license to be mean for Jesus or to have a holier than thou attitude, we are still called to speak the truth in love, but at the same time we must be prudent in our relationships, both personal and ecclesiastical.

Three Areas Where Christians Can and Should Cooperate

A. We are to be united in the truth concerning Jesus.

The fellowship of the saints is not based on some type of sentimental feeling or on what the world would describe as doing good deeds.  The fellowship of the saints, that thing which initially and most substantially unites us is the truth about Jesus Christ, not just believing it is true, but trusting in Jesus and having His Spirit live within us.  This is the foundation of our unity.

First Peter 1:22-25 addresses this clearly when it says, "By obedience to the truth, having purified yourselves for sincere love of the brothers, love one another earnestly from a pure heart, since you have been born again - not of perishable seed but of imperishable - through the living and enduring word of God.  For all flesh is like the grass, and all of its glory like a flower of the grass.  The grass withers, and the flower drops off, but the word of the Lord endures forever.  And this is the word that was preached as the gospel to you."
Ephesians 4:14 Then we will no longer be immature like children. We won’t be tossed and blown about by every wind of new teaching. We will not be influenced when people try to trick us with lies so clever they sound like the truth. 15 Instead, we will speak the truth in love, growing in every way more and more like Christ, who is the head of his body, the church.  
There are many superficial things which divide us, man-made things which have not eternal significance.  But the foundational thing which unites all Christians, regardless of their age, race, color, language, or social standing, is that we all believe the same truth about Jesus; the truth revealed to us in the pages of Scripture, that He is the preexistent immortal God incarnate, born of a virgin, lived a perfect life, died a vicarious death, rose from the dead and is coming again to judge the living and the dead.  He is the one and only Savior of the world and there is no salvation except through His blood.

B. We are to be united in the love of Jesus

We could spend all day in the scriptures which, over and over again command us to love one another, not merely in word, but in deed.  In fact, the passage we read from 1st Peter tells us that we are to love one another reverently and with a pure heart: With the right emotions and the right motives.

When we hold the same truth, then we are all bound to the same commandment Jesus gave us in John 13:34-35 where Jesus says:

"I give you a new commandment: love one another.  Just as I have loved you, you must also love one another.  By this will all people know that you are My disciples, if you have love for one another."

This love is not only a commandment Jesus has given us; it is the essential identifying mark of an authentic believer.  The person who does not have this love for his brother is not a true Christian.  That's what John says in 1 John 3:10, "This is how God's children - and the Devil's children - are made evident.  Whoever does not do what is right is not of God, especially the one who does not love his brother."
If we are really and truly in love with Jesus, that love will inevitably flow over into our relationships with one another.  We will love one another and it will be evident to those around us.

C. We are to be united in the work of Jesus

First Corinthians 3:9 tells us that we are God's co-laborers. We are to join together to further the Kingdom of God.  Cooperation in God's kingdom is working with people who share our faith, our values and our worldview.   (www.lifeway.com with personal modifications)
Practical Application of Our Position

1. Regarding personal participation in ministries and organizations – Each member is encouraged to carefully consider all associations.  Doing “as the Lord leads” must respect the commands and principles of the Bible.  (secret societies such as Masonic Lodge, Emmaus Walk, ...)
2. Regarding church partnership with other ministries and organization – As a church we are committed to the doctrinal positions stated in the “Fulton Baptist Temple's Statement of Faith for Volunteer Workers” as our platform for participation.  Any such partnership must be approved by the Deacon Board and introduced to the congregation for a vote of approval.  (recent community meetings, ...)
3. Regarding parachurch involvement – Using the “Fulton Baptist Temple's Statement of Faith for Volunteer Workers” as the filter for participation, the ministries of the FBT may be able to assist in the work of an approved parachurch ministry.  This approval is given by the Deacon Board.  (Christian schools, student ministries, ...)
Presented to the congregation for approval at the August 10, 2014 business meeting.
Positional Statement & Policies on Cohabitation and Sexual Purity

Introduction

This is a positional statement on the Fulton Baptist Temple’s beliefs concerning cohabitation and sexual purity upon the necessary application of our faith to life and practice. 

What We Believe About Cohabitation and Sexual Purity

With the breakdown in the moral fiber of society, acceptance of cohabitation has become commonplace. What was called “shacking up” and had negative consequences 20 years ago has become normal behavior for couples “testing” their relationship. Unfortunately this practice has crept into the Christian community, with more and more professing Christians living together before marriage. The reasons are endless, “It saves us money,” “We’re going to get married eventually anyway,” “What difference does a piece of paper make?” “We’re committed to each other,” “We want to make sure we are right for each other,” and the list goes on. 

There are also several social issues that give rise to the increasing cohabitation trend. There is a breakdown in personal morality even in the church. Sexual values have changed and weakened personal commitment to purity that has led to compromising of the truth. 

The question is, is this acceptable for a Christian? What does the Bible say about this growing trend? The Bible’s answer is unequivocal. Sexual impurity of any kind and cohabitation is not acceptable for the professing Christian. As Christians we have been purchased with a price. Of course that price was Jesus Christ going to the cross to die for our sins, to redeem us and spare us the consequences of eternal separation from Him. “Do you not know that your body is a temple of the Holy Spirit within you, which you have from God, and that you are not your own? For you were bought with a price. Therefore honor God with your body (1Corinthians 6:19,20).” In order to honor God, there must be obedience. God requires we be holy and pure instruments to be used by Him (2 Timothy 2:20-21). The commands about sexual purity are clear in scripture and the boundaries are found in the married relationship, therefore sexual purity is not an option for an obedient follower of Christ. “…for this is God’s will, your sanctification: that is, that you abstain from sexual immorality; that each of you know how to possess his own vessel in sanctification and honor, not in lustful passion like the Gentiles who do not know God…for God has not called us for the purpose of impurity, but in sanctification”. (1 Thessalonians 4:3-5,7) 

Scripture defines fornication as “sexual intercourse between unmarried persons”. It’s clearly recognized as a sin which God forbids and includes negative consequences (Hebrew 13:4). Any sex outside of marriage is a violation of God’s law with serious consequences. In John 4:17-18 we see an encounter between the woman at the well and Jesus. He said to her, “Go call your husband and come here.” The woman answered and said “I have no husband.” Jesus said to her, “You have answered correctly, ‘I have no husband’; for you have had five husbands and the one whom you now have is not your husband; this you have answered truly.” “She was living conjugally with a man who was not her husband. By such an explicate statement, our Lord rejected the notion that when two people live together it constitutes marriage. Biblically, marriage is always restricted to a public, formal, official, and recognized covenant” (MacArthur Study Bible). This means cohabitation is a continual sin that a believer is willing to disregard in order to fulfill their own desires, thus separating themselves from the total blessings of our Lord. Sexual purity is inseparable from the committed Christian life. If you are not living in sexual purity, God will not hear your other prayers until you offer the prayer of confession and repentance and commit yourself to a life of holiness. “If anyone turns a deaf ear to the law, even his prayers are detestable (Proverbs 28:9).”“If I had cherished sin in my heart, the Lord would not have listened (Psalm 66:18).” “When I called, they did not listen; so when they called, I would not listen, says the Lord Almighty” (Zechariah 7:13). 

Adopted on February 12, 2017

Source: www.auburngrace.com/documents/papers/CohabitationSexualPurity.pdf
Job Descriptions

PASTOR

SCRIPTURAL AND HISTORICAL BASIS

The job description of the pastor will have a basis in Scripture. It is understood that the task of the pastor has its origin in a divine call and as such is to be determined by scriptural guidelines. The three major divine offices in ancient Israel were prophet, priest, and king. In the New Testament era it is generally conceded that Christ incorporated all of these functions in His earthly ministry. As the apostles continued Christ’s ministry, the Church historically began to view the successors of the apostles as shepherds of the flock and bound to continue the prophetic, priestly, and kingly ministry of Christ.

A.
PREACHING AND TEACHING

A prophet is one who speaks for God. His task is to communicate God’s Word. As such, primary tasks of the pastor will be to:

1.  Preach the Word (Acts 14:15; 2 Timothy 4:2)—It will be the responsibility of the pastor to be the principle “preacher,” discharging this duty with love, faithfulness, impartiality, and fearfulness, knowing that he will be held accountable for the welfare of the flock (Hebrews 13:17).

2.  Teach the Word (2 Timothy 2:2)—Seeing that the teaching task of the church is varied and too demanding for one person, the teaching responsibilities of the pastor will be limited to:

a. Instruction normally occurring in the Sunday sermons

b. Teaching when called upon

c. Special instruction in discipleship training

B.
PASTORAL CARE

A priest is one who “stands before.” His task is to represent people to God.  While it is understood that every Christian is a priest, (1 Peter 2:5, 9; Revelation 1:6), it is the task of the pastor to represent to God the concerns of the flock.  In this regard he will be the shepherd, given to: watchfulness (Hebrews 13:17; 1 Peter 5:2), gentleness and affection (1 Thessalonians 2:7-8), exhortation, warning, and comfort (1 Corinthians 4:14-15; 1 Thessalonians 2:11), and an example to the congregation (1 Peter 5:3). Specifically, the priestly functions of the pastor will be:

1.  Intercessory Prayer (Acts 6:4; Ephesians 6:18)

a. Every effort will be made by the deacons to assist the pastor with the work of the ministry so that sufficient time can be given to this responsibility.

b. The deacons will cooperate with the pastor further in engaging in and promoting special times of prayer.

2.  Calling on the Sick

a. Priority will be given to church members and regular attendees.

3.  Membership Calling

4.  Visitor Calling

a. Follow up on visitors and prospects through phone calls, letters and in home visits.

5.  Counseling

a. Priority will be given to members and regular attendees of the church.

b. Decisions as to the amount of time and persons to be counseled will be at the discretion of the pastor.

c. Referral funds will be available at the pastor’s discretion, with approval of the deacons.

6.  Directing Public Worship

a. The pastor is responsible for the order of worship and arrangement of special services.

b. He is expected to be sensitive to the Holy Spirit, striving to maintain a balance between the mental and emotional, along with the objective and subjective aspects of worship.

7.  Administering the Ordinances.

a. The ordinances of the Lord’s Supper will be administered through the direction of the pastor and will be celebrated no less than four times a year (once per quarter) to the church.

b. Baptism will be administered by the pastor (see—Baptism by Immersion, page 8-2).

8.  Performing Weddings

a. The pastor will have the right to grant or refuse the ceremony of marriage according to his conscience (see—Weddings page 37).
b. It will be the pastor’s task to develop a wedding policy concerning counseling, and so forth.

9.  Managing Conflict

a. The pastor will work to facilitate peace among members of the staff and the congregation, seeking to win back the estranged and to reconcile those with broken relationships, particularly when such conflict threatens the welfare of the church.

b. The pastor will review with the deacons any problems or concerns of the above, working with them to determine solutions.

10.  Performing Funerals

a. The pastor will be responsible for the burial of the dead.

C.
OUTREACH

A king is one who rules for God. The pastor in this respect will be an elder who “rules” for God in the hierarchy of church leadership (1 Peter 5:2-3; Hebrews 13:17). The kingly functions of the pastor’s duties will include:

1.  Administration (Hebrews 13:17)

a. The pastor will have general oversight of the church, acting as a catalyst for the future direction of the church and facilitator of existing ministries and programs. He will have the privilege of forming ad hoc committees and teams, such as he deems necessary for the purpose of researching, brainstorming, and so forth. Such committees will not have legislative power but will serve strictly in the advisory capacity.

b. The pastor will be responsible for supervising the office and pastoral staff.

(1)
He will bring recommendations to the deacons for the hiring and retiring of all hired personnel. The only exception to this is the custodian, who is under the supervision of the Trustees.
(2)
Any problems concerning the staff should be reported directly to the pastor, who in turn will review such concerns with the deacons.

c. The pastor will be an ex officio member of the deacon board and provide for a minimum of one meeting per month, but not less than quarterly.  It is his duty, along with the board chairman, to see that the policies and actions of the board are properly implemented.

d. The pastor will be considered an ex officio member of all church ministry boards, teams, and committees.

2.  Equipping (Ephesians 4:11-12)

a. The pastor will be expected to fulfill his scriptural calling to equip the saints for the work of ministry.

b. The pastor will seek out those filled with the Holy Spirit and train them to minister.

c. In this regard, the pastor will work with the deacons to ensure spiritual care for the total constituency.

3.  Evangelism (Matthew 28:19-20)

a. The pastor will lead by example an evangelistic lifestyle through a variety of ways, such as person-to-person contact in soul winning, giving an invitation at the main services and small-group meetings of the church, personally conducting revival meetings within the church or using other qualified speakers to direct such meetings, media outreach (such as radio, television, and newspaper), and training others to win souls.

4.  Learning

a. The pastor will engage in continual learning and sharing by giving attention to printed books on major concerns of the church.

From the Fulton Baptist Temple Constitution

ARTICLE V, Section 3:  Pastor
A. Call
The Pastor shall be called by a 75% majority vote of members present in the business meeting.  When the call is made, due notice shall have been given of the meeting.  An action upon resignation or dismissal of Pastor shall be of a majority vote.  Terms of agreement shall be made between Pastor and church at the time of the call.

B. Duties
1. It shall be the duty of the Pastor to preach from the Word of God to the edifying of the church and the salvation of souls each Lord’s Day morning and at all scheduled services, unless excused by the Deacon Board.

2. It shall also be his duty to visit the sick, to bury the dead.

3. The Pastor shall also interview candidates for baptism and membership.

4. In the event of his absence from the church for any reason, the Pastor shall arrange to have the pulpit supplied by some qualified person who shall meet the approval of the Board of Deacons.

5. The Pastor shall administer the Ordinances of Baptism and the Lord’s Supper and act as Moderator of all meetings of the church and to perform the various other duties incumbent on his office.

6. The Pastor shall have, each year, two weeks paid vacation that is two Lord’s Days off with pay and the church paying a supply also.

Director of Visitation and Women's Ministries

Job Title:
Director of the Visitation and Women's Ministries
Program Overview: 
The director will assist the pastor in tracking the members and visitors of the FBT.  The director will be responsible for home visits, hospital and nursing home visits, appropriate correspondence, and phone calls.  The director will inform the pastor and deacons of the need for special visits.

Qualifications:

· Trustworthy

· Biblical knowledge with the ability to apply the Scriptures in an informal setting

· Prepared to share the Gospel of Christ as the Holy Spirit gives opportunity

· Loyal to the FBT, its ministries, goals, and leadership

· Ability to multitask and work independently

· Energetic, outgoing, warm personality

· Responsible and self-motivated

· Possessing a Biblical concern for the spiritual well-being of each individual

· Pleasant phone manner

· Excellent written and communicative skills

Responsibilities:

· Meeting with members and visitors of the FBT and doing in-home assessments to see if they are in need of a pastoral visit or the assistance of the Deacon Board.

· Interacting with members and visitors via correspondence, e-mail or phone to promote the cause of Christ

· Answering calls and inquiries from members and visitors. Following up with issues raised.

· Updating files on a weekly basis as to the needs of members and visitors.

· Encouraging individuals after their time of loss with follow up correspondence, informal counseling and visitation.

· Assisting the church in recruiting new volunteers for a visitation ministry.

· Responsible for all tasks involving materials sent to volunteers, seniors and contacts.

· Additional tasks under the direction of the pastor and/or deacons as needed.

· Developing and promoting Biblical and practical ministries to encourage the women of our congregation and community.

Supervision: 
The Director of Visitation and Women's Ministry shall report directly to the pastor.

Schedule: 
As needed in order to meet the needs of this congregation.  Hours, activities, and mileage will be submitted to the treasurer for payment of salary.  This same report would be submitted to the Deacon Board on a monthly basis.  Yearly evaluation and possible extension of this position the responsibility of the Deacon Board.

Salary:
$15.00 per hour and $0.50 per mile

Church Office Administrator

Order of Procedures: The Deacon Board establishes the position, congregation authorizes the new position, pastor presents the candidate to the deacon board, and then the board offers the position and contract to the approved candidate.
Job Title:

Church Office Administrator (full time) September 21, 2014
Job Description

1. To track the attendance of our services, Sunday School, FBT Clubs and VBS

2. To provide correspondence follow up for this attendance tracking.

3. To organize and prioritize a visitation schedule for our ministry leaders

4. To make a connection with our missionary staff and keep the congregation updated.

5. To develop our website and social media opportunities as a ministry for our church.

6. To develop an online directory of those attending our church.
7. To develop and track various “to do lists”.

8. To assist the leaders of our many church ministries with a “helping hand”.

9. To assist in the preparation for our ministers.

10. To aid the trustees with simple maintenance projects.

11. To care for mail as related the church office.

12. The Deacons and Pastor will be involved in the continued development of the position of Church Office Administrator.

A.
ADMINISTRATION  (AUGUST 14 2016)
1.  Office Management

a. Organize and direct the work of the church office.
b. Develop effective standards, procedures, and working methods.

c. Administer the personnel policies of the church.
d. Monitor the cost-effectiveness of church operations.
2.  Monitor insurance policies on the buildings, grounds, and personnel, and keep them current.
B.
COMMUNICATIONS AND PUBLICATIONS

1.  Compose and type Sunday Bulletin.
2.  Serve as managing editor and approving authority for all church publications.
3.  Develop, implement, and oversee a church information system that will provide church membership information (excluding financial), Sunday School data, and skills and interests data.

4.  Promote all church programs and contact the press when items of general interest evolve.
ADMINISTRATIVE ASSISTANT

The administrative assistant will be responsible to the pastor to provide administrative leadership for the total church program.

A.
ADMINISTRATION

1.  Personal Supervision

a. Act as a liaison between the ministry team leaders and the pastor.

2.  Office Management

a. Work with the pastor to maintain a master calendar of events.

b. Monitor the cost-effectiveness of church operations.
c. Participate in the collecting and building of the annual church budget with the pastor, ministry team leaders, and Finance Ministry Team.

d. Collaborate with the pastor to develop and maintain a policy and operations manual for the church.
e. Schedule and provide schedules for greeters.

f. Member of the Finance Ministry Team.
B.
COMMUNICATIONS AND PUBLICATIONS

1.  Compile and enter data into Servant Keeper, print and file with appropriate individuals the Sunday attendance report.

2.  Consider the church’s physical facilities, such as signs, grounds, and parking space, as they relate to public relations.

C.
RELATIONSHIPS

1.  With pastor, staff, and deacon board

a. Be accountable directly to the pastor.

b. At regular staff meetings, keep the pastor and other staff members informed of major activities accomplished under his supervision.

c. Attend deacon board meetings when requested (nonvoting capacity).

d. Cooperate fully and work in harmony with the entire staff for the good of the church.

e. Serve as staff liaison between various committees and teams as assigned by the pastor.

D.
PERFORM OTHER DUTIES AS ASSIGNED

DEACON BOARD CHAIRMAN

RESPONSIBILITIES

1.
Prepare board agenda as a result of consultation with the pastor.

2.
Guide agenda for each deacon board meeting.

3.
Schedule monthly board meetings.

4.
Spend time in encouragement of the team leaders and their various teams.

5.
Assist the pastor in watch over the care of the staff and their families.

6.
Assist the pastor in caring for sick and/or informing the pastor of people in the hospital, and so forth.

7.
Assist the pastor with the affairs and activities of the church with love and loyalty for the church.

8.
Serve on the FBT nominating committee.

9.
Prepare a written report for quarterly and annual business meetings.
DIRECTOR OF MUSIC

QUALIFICATIONS

1.
Active member of the church.

2.
A strong leader responsible to guide all those who serve in the Music and Worship Ministry Team.

3.
Have musical ability.
4.
Have participated in musical productions and/or helped organize such programs.
RESPONSIBILITIES
A.  PERSONNEL

1.
Organize and lead the Music and Worship Ministry Team.

2.
Appoint musicians and assistants.

3.
Appoint a song leader.

4.
.Approve Choir Directors

5.
Appoint Praise Team Captains, one for the Contemporary Service and three or more for the Traditional Service.

6.
Select three individuals to serve on the Special Music Team.

7.
Appoint Sound Team members.

8.
Approve Puppet Team Captain.

9.
Approve Drama Team Captain.

10.
Appoint team members to Special Events and Programs Team
B.  PROGRAMS

1.
Evaluate, plan, and promote church music programs.

2.
Plan for yearly Christmas and Easter musicals.
3.
Plan, schedule, and promote concerts contacting local press and radio stations when appropriate.
C.  EQUIPMENT

1.
Evaluate and plan for the purchase of necessary musical instruments, sound equipment, and other technologies.

2.
Oversee the use and maintenance of all musical instruments and sound system equipment in the church.

3.
Approve purchase orders from the various music ministry leaders.

D.  ADMINISTRATIVE

1.
Prepare a written report for the FBT annual report.

2.
Prepare and present a budget request form for the Music and Worship Ministry Team to the Finance Ministry Team by December 1 of each year.
YOUTH PASTOR/LEADER

A.  JOB SUMMARY

The youth pastor/leader will have responsibility for the spiritual leadership of the youth ministry of the church.  Responsibility is inclusive of youth: junior high and high school.

B.  RESPONSIBILITIES

1.
Organization

a.
Guide the deacon board and Christian Education Team in determining a philosophy of youth ministry based on scriptural principles.

b.
Guide in developing policies and procedures for effective youth ministry.

c.
Aid in recruiting leadership for youth staff positions.

d.
Serve as a resource person to provide the impetus for effective youth ministry.

2.
Administration

a.
Carry out the policies of the deacon board and Christian Education Team in relation to youth ministry.

b.
Give guidance, direction, and training to all youth staff, disciplining them for a fruitful ministry.

c.
Lead, guide, and counsel youth in personal Christian growth and development.

d.
Coordinate the use of our facilities for youth activities and meetings with the church administration.

3.
Supervision

a.
Constantly evaluate the objectives and effectiveness of youth ministry, implementing improvements and changes wherever needed.

b.
Promote the youth program with church program, leadership, and constituency.

c.
Promote the youth ministry outside the church, taking youth ministry into our schools and community as commanded in Matthew 28:18-20.

C.  QUALIFICATIONS

1.
Be a committed Christian living in accordance with the Word of God.

2.
Agree with doctrinal statements of the church and abide by the constitution, bylaws and Policy and Operations Manual of our church.

3.
Be flexible and teachable.

4.
Be a servant.
Ministry Teams
THE DEACON BOARD

PURPOSE

It is the purpose of this board to give direction to the life and ministry of this church toward the accomplishment of the church’s mission as stated by Christ: “Go and make disciples of all nations, baptizing them in the name of the Father and of the Son and of the Holy Spirit, and teaching them to obey everything that I have commanded you” (Matthew 28:19-20).

Accomplishing this purpose will involve:

1.
Developing and maintaining a strong, well-balanced, and inspirational church program that ministers to the needs of all age-groups so that all may grow and mature in discipleship.

2.
Developing and maintaining a definite program that involves our people in the outreach of the church. Doing so will require that we provide training, assistance, and direction as necessary for maximum effectiveness.

3.
Obtaining and maintaining facilities that are functional in nature, adequate in size, and furnished with sufficient equipment.

4.
Developing and maintaining a program of financial support that is strong enough to underwrite these programs and facilities.

ORGANIZATION

To assure that positive attention is given to each of these areas, this board will be organized as follows:

1.
The board shall consist of five male members elected for a period of five years.  One shall be elected each year to replace the retiring one.

2.
Chairman—The deacon serving his fifth year on this board will serve as chairman.

3.
Secretary—The secretary will be elected by the board from among the members of this board and is responsible for recording the minutes of each board meeting.

4.
The pastor is an ex officio member of the board.

DUTIES
1. To assist the Pastor in promoting the spiritual welfare of the church, to be his counselors, to exercise special and prudent watch-care over the church membership.

2. To assist the pastor in the administration of all ordinances.

3. To visit the sick and distressed members of the church, and when necessary, relieve their needs by appropriation from the Benevolence Fund or by other means.

4. To oversee the approval of all applicants for baptism and membership along with the pastor.

5. To give thoughtful and prayerful consideration to any charges that are brought against a member; and to investigate thoroughly all cases and hear testimony from all parties involved before bringing the report to the church for action.

6. In the event of the pastor’s resignation, death, or dismissal, the deacons shall have charge of all scheduled meetings, and shall be responsible for the pulpit supply.

7. The deacons, along with the pastor, shall maintain the oversight of all church functions, officers, committees, teams, weddings, and auxiliary organizations. 

8. The Chairman will prepare written reports for quarterly and annual business meetings.
MEETINGS


Regular meetings of the board shall be held monthly and no less than quarterly and special meetings may be called by the pastor or chairman when and as often as necessary.
CHRISTIAN EDUCATION MINISTRY TEAM
PURPOSE
The purpose of this ministry team is to coordinate, support and oversee all educational programs of the church.  

ORGANIZATION
1. The Director of Christian Education shall appoint one representative to the Christian Education Team of each of the following areas; Adult Sunday School, Children and Youth Sunday School, Children’s Church, Vacation Bible School and Missions.  The Youth Pastor/Leader shall represent the youth program.  The FBT Clubs Commander(s) shall represent the FBT Clubs program.  The Pastor shall also be a team member.

2. The Director will prepare and present a budget request form for the Christian Education Ministry Team to the Finance Ministry Team by December 1 of each year.
DUTIES
1. Maintain oversight of all educational programs of the church.

2. Evaluate and unify the total program of Christian Education in the church.

3. Select or approve all teachers and aids who are involved in these programs.

4. Approve all curriculums used in teaching.

5. Develop a Christian Education consciousness throughout the church.

A.  FBT CLUBS
The team leader(s) will be the FBT Clubs Commander(s).

Duties of the FBT Clubs Team:
1. Plan, organize and coordinate the FBT Clubs program for children kindergarten through sixth grade.

2. Prepare a written report for the FBT Annual Report.

3. Prepare and present a budget request form to the team chairman by November 1 of each year.
B.  CHILDREN’S CHURCH
The team leader will be the Children’s Church appointed representative.

Duties of the Children’s Church Team:

1. Plan, organize, and coordinate a total Children’s Church program for children ages 3 thru second grade, remembering that the main objective should be  to win children to the Lord, while helping them to mature both in the Lord and in their relationship with each other.

2. Prepare a written report for the FBT Annual Report.

3. Prepare and present a budget request form to the team chairman by November 1 of each year.
C.  MISSIONS TEAM
The team leader will be the Missions appointed representative.

1. Duties of the Missions Team:

a. Meet with the pastor to plan monthly needs, emphases on when to raise money, special projects, and so forth, for the year.
b. Maintain a list of all the missionaries this church supports financially and find a Sunday School class, family or individual to contact each missionary monthly.

c. Secure lodging as needed for visiting missionaries.

d. Prepare a written report for the FBT Annual Report.

e. Prepare and present a budget request form to the team chairman by November 1 of each year.
2. Threefold mission’s purpose

a. Encourage our people to pray for all the activities of world evangelism through the missionary arm of the church.

b. Provide an informative program to increase the knowledge and understanding of the needs of the world and the efforts of our church to reach all with the gospel.

c. Inspire and challenge our youth to keep their lives available to God’s will.

D.  NURSERY
The team leader (nursery director) will be appointed by the Christian Education Team.

Duties of the nursery director:

1. Organize and staff the nursery for normal church functions.  Normal church functions include all Sunday morning services, Good Friday service, Vacation Bible School week, revivals and any other special programs that involve the total membership of the church.  The Christian Education Team will resolve any questions about whether a program is a “normal church function.”

2. Keep nursery facilities and toys clean at all times.

3. Maintain an adequate supply of necessary nursery supplies.

4. Prepare and present a budget request form to the team chairman by November 1 of each year.
E.  SUNDAY SCHOOL MINISTRIES

The Sunday School Ministries team shall be led by the appointed representative for the Adult Sunday School and the Children and Youth Sunday School.  Each shall have their own team to fulfill the following duties;

Duties of the Sunday School Ministry Team:

1. Promote and supervise the growth of the Sunday School in the church.

2. Coordinate the total Sunday School ministry of the church, including decisions regarding curriculum material to be used.

3. Prepare a written report for the FBT Annual Report.

4. Prepare and present a budget request form to the team chairman by November 1 of each year.
F.
VACATION BIBLE SCHOOL

The team leader will be the VBS appointed representative.

Duties of the Vacation Bible School director:

1. Organize, promote, and coordinate a total Vacation Bible School program.

2. Select curriculum I line with church doctrine and with approval of the Christian Education Team.
3. Appoint the staff for Vacation Bible School.

4. Prepare a written report for the FBT Annual Report.

5. Prepare and present a budget request form to the team chairman by November 1 of each year.
G.
YOUTH

The Youth pastor/leader will be the team leader.   The Youth pastor/leader will be hired/appointed by the Deacon Board.  Responsibility is inclusive of youth: junior high and high school.
Duties of the Youth Ministry Team:

1. Coordinate activities of the youth.

2. Prepare a written report for the FBT Annual Report.

3. Prepare and present a budget request form to the team chairman by November 1 of each year.
DECORATIONS TEAM
ORGANIZATION

This team consists of volunteers and is open to any individual, young or old.  The team selects a team captain each January.
DUTIES

This ministry team is responsible for church decorations in the sanctuary and foyers.

1.
Select appropriate decorations (e.g., fall and spring, Easter, Independence Day, Thanksgiving, Christmas) install them, and remove them for discard or storage.

2.
Change the centerpiece in the sanctuary at least with the seasons.
3.
Help maintain and organize storage area for decorations.

FINANCE MINISTRY TEAM

PURPOSE

This team is designed to direct the development of an effective financial stewardship program in order to assure adequate funds to meet the budget needs of the church. The team will also supervise the proper handling and disbursement of such funds.

RESPONSIBILITIES

1.
Study the financial standing and needs of this church, recommending an annual budget and a long-range financial plan to the deacon board.

2.
Plan periodic stewardship emphases for the membership of the church and make recommendations regarding the same to the deacon board.

3.
Establish a priority for the outstanding financial obligations of the church and make recommendations regarding the same to the deacon board.

4.
Recommend personnel and responsibilities for any financial ministry teams deemed advisable.

5.
Provide for adequate insurance coverage for the church.

6.
Arrange for an annual audit of the financial records of the treasurer, and any other financial records of the church.

ORGANIZATION
To assure that positive attention is given to each of these areas the team will be composed of the following individuals:

1.
Church Treasurer

2.
Church Financial Secretary

3.
Pastor

4.
One deacon appointed by the deacon board

5.
One trustee, appointed by the trustee’s

6.
The Administrative Assistant

The team shall have a minimum of five members, one individual could represent two of the above positions.

DUTIES

1.
Prepare the proposed budget for the new church year.

a.
The proposed budget will be presented to the deacon board at least 30 days prior to the annual business meeting.

b.
It is recommended that the proposed budget be presented to the church at least two weeks before the annual business meeting.

c.
Prepare a budget and written report for the FBT Annual Report.

GUIDING QUESTION

How can we assure that the church will have access to the facilities and finances it needs to meet its commitment to our congregation and community?

HOSPITALITY TEAM
A.  GREETER

PURPOSE

This ministry team, perhaps more than any other, interacts with Sunday visitors and is charged with the responsibility of presenting a positive and loving atmosphere at the worship services, making visitors and regular attendees alike feel welcome in our church.  A warm greeting and an extended hand help set the tone for the worship time.  The greeter’s warmth will make a difference to people!
ORGANIZATION

Deacons serve as greeters at the south entrance.  Volunteers serve as greeters at the east entrance.  Greeters are assigned by the deacon board chairman.

Duties
1.
Greeters will be stationed at the east and south entrances/exits, to hand out bulletins and give directions.

2.
Greeters should be in place by 9:00 am and remain until about 10:35 am.

3.
Two greeters should return to the east entrance/exit after the second service.

4.
Be especially watchful for the infirm and handicapped, assist them into the building and the elevator as needed.
5.
Greeters are to find substitutes if they are unable to serve on their scheduled Sunday.  They should inform the Administrative Assistant of the change.
B.  USHER
ORGANIZATION

The Head Usher shall be appointed by the Deacon Board and serve a term of one year.  He shall appoint his own ushers with the approval of the Deacon Board.
Duties

1.
Greet, handout bulletins to, and seat late comers.

2.
Collect tithes and offerings.
MEMBERSHIP MINISTRY TEAM
PURPOSE
The membership ministry team’s purpose is to care for the flock and oversee fellowship events within our church.

A.  Care Ministry Team

Purpose
The Care Ministry Team’s purpose is to encourage those within the sphere of the ministry of Fulton Baptist Temple with prayer and correspondence.

Organization
This team consists of volunteers and is open to any individual, young or old, who commits daily or weekly time to pray and correspondence for the people attending Fulton Baptist Temple.  The team meets the first Monday of each month and no less than quarterly.  A team Captain is selected each January.
Duties

1.
Track attendance in the morning services and respond with appropriate correspondence.

a.
Those absent two or more consecutive Sundays

b.
Visitors

2.
Encourage individuals with prayer and correspondence as they deal with special circumstances.

a.
Patient in hospital

b.
Sickness in family

c.
Death in family

3.
Acknowledge the significance of special events.

a.
Anniversary

b.
Baptism

c.
Birthday

d.
New births

e.
Wedding

4.
Acknowledge service to the church with a Thank You note.

5.
Take personal contact with those on our prayer list.

6.
Prepare and present a budget request form with the Finance Ministry Team by November 1 of each year.

B.  Women’s Fellowship

Purpose
The purpose of Women’s Fellowship is to promote fellowship among the women of the church; this encompasses women of all ages within the church.
Organization
Women’s Fellowship is open to any women.  Elections are held annually in December for the new year.  Officers are; President, Vice President, Secretary, and Treasurer.

Duties
1.  Oversee the following within the congregation:
a.
Weddings

b.
Funeral Dinners: Plan, assist, execute and clean up dinners for the family of the deceased.

c.
Church Dinners: Coordinate all church socials and get-togethers.
d.
College Ministry

2.  Oversee the kitchen

a.
Purchase and keep sufficient supplies of paper goods, coffee, or other food supplies normally furnished by the church. These supplies are to be used for church functions only.

b.
Maintain sufficient silverware and cooking equipment as required for the kitchen to function adequately.

c.
Keep cabinets orderly and clean.

d.
Clean out refrigerators and freezers periodically. Food left over from functions should not be left but taken home or thrown out.

e.
Defrost freezers as required. This is not a duty of the custodial service.

f.
Monitor to see that those who use the kitchen leave all church utensils and equipment clean put away and counters and sinks clean. 

g.
Maintain a supply of clean dishcloths and towels.

h.
Report breakdowns or malfunctions of equipment to the administrative assistant or trustees.

i.
Set up and supervise workdays as the fellowship sees fit.

C.  Sports Ministry Team

This ministry team will oversee all sports-related activities of the church.

Organization
Duties

1.
Develop a year long sports calendar that will be updated to keep the congregation informed of upcoming events.

2.
Arrange for the participation in church related or other leagues, including entry fees, voucher requests, and uniforms.

3.
Assure that a Christian witness in sports is maintained at all times.

MUSIC AND WORSHIP

MINISTRY TEAM
PURPOSE
The purpose of this ministry team is to assist the Director of Music in planning, promoting, and overseeing our Sunday services, special worship emphases and events, and to develop, coordinate and cultivate a healthy worship atmosphere and church music program.

ORGANIZATION
The team is lead by the Director of Music.

A.  Choirs

1.  Adult Choir

The adult choir is open to any adult who has some ability in singing, a full desire to serve the Lord, and a commitment to preparation in singing.

2.  Chime Choir

The chime choir is open to anyone who has a desire to serve the Lord, and a commitment to preparation in playing.

3.  Children’s Choir
The children’s choir is open to any child, of elementary school age.

4.  Youth Choir

The youth choir is open to any child seventh grade through twelfth grade; however age level may be adjusted to include upper elementary students.
ORGANIZATION

Choir Directors are volunteers approved by the Director of Music.

Duties of Choirs

Perform during the Traditional Service per the master schedule and be available to perform at special events or programs.
B.  Praise Teams

The praise team is open to anyone who has some ability in singing, a full desire to serve the Lord, and a commitment to preparation in singing.
ORGANIZATION

Contemporary and Traditional Praise Team Captains are appointed by the Director of Music.

DUTIES OF PRAISE TEAM CAPTAINS

1.
Each Captain shall select three or four individuals to serve on the team with them.

2.
The Contemporary Service team captain will be responsible for the selection of all praise music for the Contemporary Service.
3.
The Traditional Service team captains will be responsible for the selection of congregational and praise songs for the months designated by the Director of Music.  The music schedule should be given to the Director of Music by the third Sunday of the month prior to their assignment.
Duties of the praise teams

1.
Lead praise songs for the Contemporary Service.

2.
Lead praise songs for the Traditional Service.
C.  Special Music Team

This team will oversee the selection of special music for the Traditional Service.
ORGANIZATION

The Director of Music will serve as team captain and appoint three additional team members.

DUTIES

1.
The team will find people willing to provide Traditional Service special music and publish a list of special music for the traditional service for each Sunday of the year.  Giving special attention to the talent within our church family and using the following:

a. Adult Choir

b. Chime Choir

c. Children’s Choir

d. Youth Choir

e. Puppet Ministry
f. Drama Team

g. Pianist and Organist
h. Other talented individuals or groups within the church
i. Individuals or groups from outside the church

2.
Be diligent to contact individuals/groups presenting Special Music with a schedule and phone call.

3.
Prepare one year’s special music for March 1 through February 28.

4.
Assist Director of Music in planning and promoting concerts contacting the local press or radio stations when appropriate.
D.  Sound Team

ORGANIZATION

Team members are appointed by the Director of Music.
DUTIES
1.
Oversee the operation and maintenance of the church’s sound systems, and perform all functions necessary to the discharge of this responsibility, including the following:

a. Provide sound amplification and transmission, as is appropriate for all church functions.

b. Maintain and operate all equipment related to its area of responsibility.

c. Record tapes as requested by the pastor.

d. Be available to practice with choirs or other musical groups.
2.
Be willing to take training in technologies as they become available to the church.

E.  Organist and Pianist/Clavinovist

ORGANIZATION

The organist, pianist/clavinovist, and their assistants shall be elected for a term of one year.

DUTIES
1. They shall accompany the singing in all church services.

2. Assistants will be given one Sunday each month to perform.

3. A schedule will be posted in the choir entry room.

F.  Song Leader

ORGANIZATION

The song leader and assistant shall be elected for a term of one year.

DUTIES

1.
The song leader is responsible to lead the congregation in singing in all church services.
2
 The assistant shall lead songs once each month.

3.
Be flexible and ready to change the order of service and shorten songs to fit time constraints.
G.  Puppet Ministry
The puppet ministry consists of puppeteers and a narrator.  It is open to anyone who can read and would like to learn puppetry.  The narrator should be an adult who can talk to children and puppets in a fun and loving way.

ORGANIZATION

The team captain is a volunteer approved by the Director of Music.

H.  Drama Team

The drama team is open to anyone who is interested in dramatic presentation.
ORGANIZATION

The team captain is a volunteer approved by the Director of Music.

DUTIES

1.
Review, select, and recommend programs to the pastor for inclusion into our church schedule.

2.
Provide quality Christian programs ministering to both viewers and participants.
3.
Provide not only a ministry but also a vehicle for the talents found within our congregation.

I.  Special Events and Programs

ORGANIZATION

Team members are appointed by the Director of Music.

DUTIES

1.
In cooperation with the Pastor, Director of Music and Special Music Team, develop, plan, and organize worship services and/or programs for the following holidays and events:

a. Palm Sunday

b. Good Friday

c. Easter

d. Mother’s Day

e. Graduation, High School and College

f. Memorial Day

g. Father’s Day

h. Independence Day

i. Veterans Day

j. Thanksgiving

k. Christmas
l. FBT Clubs Sunday

m. VBS Sunday
n. Others the pastor may request

NURSERY
PURPOSE

The nursery ministers to children from birth through age three.  The purpose of the nursery is to enable children to associate pleasant experiences with church and to provide a service to parents.

NURSERY DIRECTOR RESPONSIBILITIES

The director will be appointed by the Christian Education Team, with the approval of the pastor, and deacon board.

1.
Assume responsibility for staffing the nursery for all normal church functions. Normal church functions include all Sunday morning services, Good Friday service, VBS week, revivals, and any other special programs that involve the total membership of the church.  The Christian Education Team will resolve any questions about whether a program is a “normal church function.”

2.
Keep nursery facilities and toys clean at all times.

3.
Change and launder all bed sheets and blankets at least monthly.

4.
Maintain an adequate supply of necessary nursery supplies.

5.
File a budget request form with the Finance Ministry Team by November 1 of each year.
6.
The Nursery Director may select an assistant to assist in fulfilling these duties.
GENERAL NURSERY POLICIES
1.
The nursery will open 15 minutes prior to each service or activity.  Assigned nursery workers should be present at that time.  To leave the room another adult must be present.
2.
Nursery workers will not leave the room unattended at any time for any reason.

3.
The minimum age for nursery workers is 14, unless their parent or other adult is with them.
4.
Each child will receive tender loving care without favoritism.
5.
Observe the “two adult rule” whenever possible.  This requires that adults are never alone with children without an adult partner.

TRUSTEES

PURPOSE

To direct the maintenance, improvement, and development of all church properties and equipment, assuring adequate and functional facilities to meet the needs of the total ministry and growth of the church.

ORGANIZATION
The team shall consist of three male members each elected for three years, one elected each year.  They will be referred to as Trustees, as they are the church’s stewards.  January 1st of each year the trustee beginning his third year of service becomes team leader.
RESPONSIBILITIES
1.
Provide for maintenance and improvements of all church owned buildings, keeping them in attractive and functional condition at all times.  (An annual inspection of all properties is recommended.)

2.
Provide for maintenance, improvement, and supervision of all grounds, grass, shrubbery, and landscape and secure snow removal.

3.
Provide for the care and maintenance of all church owned equipment, keeping a current inventory of same.

4.
Recommend, for deacon board approval, policy for the use of all facilities and equipment, providing for periodic review of the existing policy to assure appropriate updating.

5.
Supervise the work of all custodial personnel.

6.
Provide for and maintain the security of all church owned buildings.

7.
Anticipate the need for additional equipment and recommend, for deacon board approval, the acquisition of additional equipment when needed.

8.
Care for all papers and documents relating to the church such as deeds, leases, and agreements.

9.
Prepare a written report for the FBT annual report.

10.
Prepare and present a budget request form with the Finance Ministry Team by November 1 of each year.

MEETINGS
Meetings of the trustees shall be held monthly (at least quarterly) and special meetings may be called by the head trustee, pastor or deacon board whenever necessary.

GUIDING QUESTION
How can we equip and maintain our total facilities to provide the best possible environment for our ministries?
The following areas are part of the broad category of the Trustees.

· Exterior

· Interior/Custodial

· Preventive Maintenance

· Building Security/Lockup

A. EXTERIOR
1.  Hire and monitor the yard mowing service.

2.  Maintain lighting.

3.  Maintain parking lots.

4.  Hire and monitor the snow removal service.

5.  Maintain the general appearance of the exterior of all church owned buildings.


Some of the possible areas of work are:


a. Trim shrubs.


b. Weed planting beds and concrete joints.


c. Replant areas as needed.


d. Paint as required.


e. Trim large trees.


f. Remove and replace dead trees and shrubs.

B. INTERIOR/CUSTODIAL
1.
Maintain the general appearance of the interior of all church owned facilities.  Monitor the custodial service and make recommendations for improvement, keeping in mind the scope of the work and the multiple uses of the church facilities.

2.
Set times and supervise inside workdays.

C. PREVENTIVE MAINTENANCE
1.
Maintain church equipment, such as the following:

a.
Mechanical heating and air systems.

b.
Electrical systems, including lighting (interior and exterior)

c.
Plumbing.

d.
Custodial equipment furnished by the church.

e.
Kitchen equipment (refrigerators, stoves, etc.)

2.
Keep a log on each major piece of equipment, showing periodic maintenance, equipment replacement, and costs.

3.
Monitor and maintain office equipment used by the staff.

Building Use
 (FBT and FBT Center)
BUILDING USAGE POLICY

The building may be reserved by approval of the deacon board. The following guidelines apply:

1.
The building will only be reserved by persons or parties who are related in some way to the local church.

a.
Exception may be granted for the cause of community relations.

2.
The Information and Policy Guidelines for Wedding Arrangements will be followed at each point that is applicable.

3.
Members of this church may use the church and facilities without charge, if properly scheduled on the church calendar with the administrative assistant.

INFORMATION AND POLICY GUIDELINES FOR WEDDING ARRANGEMENTS

The wedding ceremony is one of the most sacred rites of the church. It is the desire of the pastor and the church family to make every ceremony a beautiful and worshipful experience. We want to extend to each wedding party every possible courtesy and assistance. Therefore, we offer the following information. Please read it and observe it in planning for your wedding.

FACILITIES

1.
The church facilities are available for weddings to church members and the immediate families of church members without any contribution, except for the cleaning of the facilities.  (See Facility Use Request Form, page 6-5)
2.
The church facilities are available to non church members who have an established relationship with the church as determined by the deacon board. A contribution for the use of the church is suggested.

3.
Church facilities are not available for weddings and related events to people who do not have an established relationship with the church.

4.
The anticipated date and arrangements must be cleared with the pastor before the wedding is entered on the church calendar. An appointment should be made with the pastor for this purpose as early as possible.

5.
Those using church facilities must accept full responsibility for any damage to the building or equipment incurred during that use. Access for the wedding party should be arranged with the pastor.
6.
Use of the church by the unsaved is prohibited.
7.
All guidelines are subject to review by the pastor and the deacon board.

MINISTERS

1.
The pastor will participate in all weddings conducted in the church.

2.
Ministers other than the current ministerial staff of the church may also participate in such weddings; however, such arrangements must be approved by the pastor prior to contact with the other minister.
3.
The pastor may only perform wedding ceremonies for those having the scriptural right to marry. Where divorce is involved, where one or both partners are divorced and their mate is still living, they shall not be allowed to use the church facilities.  If the former mate(s) is dead, they are free to use the church facilities.  Exceptions may be allowed on this rule in extreme cases.  Matthew 5:31, 32; 19:3-9; Romans 7:13; I Corinthians 7:10-16; 39; Mark 10:2-12; Like 16:18.

4.
The pastor will interpret any parts of these guidelines and will determine procedure for any item that may come up that is not included herein.

PREMARITAL COUNSELING

1.
A minimum of three premarital counseling sessions conducted by the pastor will be expected of all couples.

2.
These sessions should begin as early as possible after engagement and at least three months prior to the anticipated wedding date.

3.
In cases of pregnancy or immorality, a church wedding will be allowed only when the couple acknowledge and confess their sin, after counsel with the Pastor, that what they did was wrong, and will not cohabit until after the wedding.  Matthew 15:19; Galatians 5:19; I Corinthians 5:11; Exodus 20:14.

4.
No wedding will be allowed for couples who have been living together.

5.
After counseling with the Pastor, no wedding shall be allowed where one person is a believer and the other is not.  II Corinthians 6:14-17;


I Corinthians 7:39; Ezra 9:1-10; 19; Deuteronomy 7:1-4; I Kings 11:1-2; Exodus 34;14-16.
6. After the initial interview with the Pastor, the couple will be required to meet once with the Deacon Board.
MUSIC

1.
Since the church is equipped with an organ and clavinova, it is strongly recommended that one of our church’s regular organists or clavinova players be used.

2.
Arrangements for any other organist or clavinova player must be cleared by the Director of Music prior to any contact with that organist or clavinova player.

3.
It is customary to offer remuneration for the organist or clavinova player’s services.

4.
All music used within the ceremony should be in keeping with the sacredness and dignity of a church wedding. This is especially true of any vocal lyrics.

SOUND SYSTEM

1.
Where the use of the church sound system is desired for the musician and/or ministers, it is recommended that arrangements be made with one of the current sound engineers.

2.
It is customary to offer remuneration for the technician’s services.

FLORAL DECORATIONS

1.
All floral decorations are the responsibility of the wedding party.

2.
Florists should check with the church office before decorating the church as well as arranging for access to the building.

3.
Only drip less candles may be used to prevent wax on the carpet; a protective covering under the candelabras is required.

4.
All rented equipment must be removed as quickly as possible, and not later than the week following. The church does not own kneeling rail, and so forth.

RICE,         BIRDSEED AND BUBBLES

1.
Rice, birdseed, and bubbles must be restricted to the outside of the building.

KITCHEN FACILITIES

1.
The kitchen facilities may be used with the understanding that the kitchen and all equipment used are to be left clean and in good working order.

ALCOHOL, TOBACCO, AND DANCING 

1.
Only appropriate Christian conduct and activities shall be permitted at weddings and receptions.  It is church policy, no alcoholic beverages are to be used at any time in any way, nor are there to be any tobacco products used anywhere in the church facilities or on the church property.  Dancing is prohibited in church facilities.  The bride and groom will make these rules known to all members of the wedding party.

Note: It is the responsibility of the wedding party to see that all furnishings moved for any reason due to the wedding—whether in the sanctuary, fellowship hall, or other facilities—are returned to their original order following the wedding.
FBT CENTER USE REQUEST FORM

Fulton Baptist Temple 574/857-3315

For those who are members of or regularly attend Fulton Baptist Temple a nominal donation at your discretion is all that is necessary.

For those individuals or groups who are not affiliated with Fulton Baptist Temple, the suggested donation for use of Area 1 is $150.00 and for Area 2 an additional $50.00 (Area 2 cannot be used without Area 1) see Attachment A “Floor Plan.”

To prevent scheduling conflicts, the following form should be filled out and returned to a member of the FBT Center Use Request Team, Valerie Good, Jo Willis or Rusty McGrew, as soon as possible.

Donation due when the Agreement Form is signed.

---------------------------------------------------------------
REQUEST FORM

Name__________________________________ Phone____________________

Address__________________________________________________________

Rooms Needed:

Area 1


        Area 1 and 2

Date(s) Needed__________________________ Number Expected________

Hours building will be needed and/or used___________________________

Building to be used for_____________________________________________

Will you need to decorate the building in advance?___________________

When?____________________________________________________________

I understand this is a building designed for Christian usage, and I pledge to abide by the rules set forth.

Print___________________________Signed____________________________

Date____________________________

------------------For Office Use Only------------------

Approved (Yes or No)___________________ Date_________________________

Attachment A Floor Plan
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GUIDELINES FOR USE OF THE FBT CENTER

1.
A three member team consisting of one Deacon, one lady from the Women’s Fellowship an done active member of the church appointed annually by the Deacon Board in January will approve all requests for use of the FBT Center.

2.
We would like to give preference to members, but once a date is reserved it is reserved, whether by a member or non-member.

3.
Fulton Baptist Temple has the right to deny any individual or group permission to use the FBT Center.

4.
The church calendar is in the hall outside of the copy room.  Church functions always take precedence; therefore all church functions need to be scheduled as early as possible.

5.
We will accept reservations six months in advance for church members and regular attendees and three months for those not affiliated with Fulton Baptist Temple.

6.
The key that will be provided to those not affiliated with FBT will be to the door in the northeast corner of the main room.

7.
If someone wishes to use the FBT Center on a regular monthly basis they must provide their own insurance to meet our insurance company’s requirements.

8.
The FBT Center may not be used for personal profit.

9.
The FBT Center may be used by not for profit organizations for fund raising purposes, i.e. benefit to cover medical or funeral expenses, inclement weather forces an organization out of the pavilions at the Fulton Park.  If the Pastor or Deacons so deem these events may be considered community outreach and a donation for use of the FBT Center would not be required.

10.
For an additional donation of $25.00 the steam tables may be used.  The steam table pans may not leave the building so the user will need to prepare the food in an aluminum pan with dimensions of 10” x 18” which will fit into the steam table pans.

Agreement for Use of FBT Center

This agreement by and between the Fulton Baptist Temple, Box 186, Fulton, IN 46931, for the use of the building known as the FBT Center at 400 North State Road 25, Fulton, IN 46931 (“Owner”),
and User’s name ____________________________________________________________,
User’s address _________________________________________________________(User), will take effect on, (Date) ___________________________ between the hours of _________________________ and ________________________ for the purpose of ____________________________________________________________________________.

IT IS THEREFORE AGREED BY AND BETWEEN THE PARTIES:

1.  The suggested donation for use of Area 1 is $150.00 and for Area 2 an additional $50.00 (Area 2 cannot be used without Area 1) see Attachment A “Floor Plan”.

2.  The FBT Center may not be used for “Personal Profit.”

3.  User agrees to abide by any rules or regulations for the use of the premises that are attached to this agreement.

4.  User agrees no alcohol, no smoking, no gambling, and no drugs shall be allowed or used at any time in the building or on the grounds of the FBT Center.

5.  User agrees no animals or pets shall be allowed at any time in the building, except an animal for the seeing impaired.

6.  User agrees to comply with all applicable Health and Safety Codes to keep the premises clean and safe, to dispose of all trash, rubbish and garbage and other waste in a safe and clean manner in the waste receptacles provided in the designated area in the west parking lot, see Attachment A.  Owner agrees to provide trash cans and liners.

7.  User agrees to conduct a visual inspection of the premises including entrances and exits, prior to leaving the premises to warrant that all trash has been removed, all tables and chairs returned to their designated places, no faucets have been left running in the bathrooms, all interior doors closed, the gas on the kitchen stove is off, check that all thermostats are set to proper temperature, all lights have been turned off, all exterior doors are locked.

8.  User agrees to hold harmless, indemnify and defend Owner (including Owner’s agents, employees, and representatives) from any and all liability for injury or damage including but not limited to bodily injury, personal injury, emotional injury, or property damage which may result from any person using the above described premise, its entrances and exits, and surrounding areas, for User’s purposes, regardless of whether such injury or damages results from the negligence of the Owner (including Owner’s agents, employees, and representatives) or otherwise.

9.  User agrees that is will not assign any of its rights under this agreement, and any such assignment will void this agreement at the sole option of the Owner.

10.  Owner and User agree that any disputes arising under this agreement will be resolved via a mutually acceptable alternative dispute resolution process.  If Owner and User cannot mutually agree upon such a process, the dispute will be submitted to a three member arbitration panel of the American Arbitration Association for final resolution.

11.  This document contains the entire agreement of the parties and superseded all prior written or oral agreements relating to the subject matter.

Dated this day _________________________________________

OWNER






USER
___________________________________

___________________________________

Signer’s name





Signer’s name

___________________________________

___________________________________

Position with owner




Position with user

WEDDING CHECKLIST FORM

(Use of pages 6-9 -6-10 & 6-11 is optional)
Time music is to begin _______________________________________________________________

Number expected to attend wedding ______________________ Reception __________________

Open church:      Wedding _____________________________ Reception ____________________

Double-ring ceremony  (      Communion  (        Unity candle  (  

Florist ________________________________________ Delivery time _______________________

Who presents bride _________________________________________________________________
Who distributes flowers _____________________________________________________________
Guest book placement: Who __________________________ Where ________________________

Where is the reception line __________________________________________________________
Dressing area for bride ______________________________________________________________

Dressing area for groom._____________________________________________________________

Where groom enters _________________________________________________________________

Usher assignments:
Escort bride’s mother _________________________________________


Escort groom’s mother ________________________________________


Escort grandparents _________________________________________


Light candles ________________________________________________


Pull aisle runner _____________________________________________
Dismiss guests ______________________________________________

Music for entrance of:
Grandparents _______________________________________________


Parents _____________________________________________________


Groom and groomsmen _______________________________________


Bride and bridesmaids _______________________________________

Are there special plans for wedding vows and ceremony other than a traditional ceremony? 

____________________________________________________________________________________

Do you want the pastor to attend rehearsal dinner? ____________________________________

If reception is at the church, please give details of arrangement of chairs, tables, and so forth, to the secretary. Chart basic positions for service.

Remember: Arrange to have someone unlock the church for you and lock up afterward. Make sure certificate of marriage is presented to the pastor the night of the wedding rehearsal.

DETAILS OF WEDDING

Wedding Date __________________________________________ Time ______________________

Counseling Date ________________________________________ Time ______________________

Wedding of: ________________________________________________________________________

	_______________________________
	Name
	_______________________________

	_______________________________
	Address
	_______________________________

	_______________________________
	City
	_______________________________

	_______________________________
	Age
	_______________________________

	_______________________________
	Parent’s Consent
	_______________________________

	_______________________________
	Previous Marriage
	_______________________________

	_______________________________
	Parent’s Name
	_______________________________

	Maid of Honor ___________________________
	Best Man________________________________

	Bridesmaids _____________________________
	Groomsmen _____________________________

	_________________________________________
	_________________________________________

	_________________________________________
	_________________________________________

	_________________________________________
	_________________________________________

	Organist ________________________________
	Pianist __________________________________

	Soloist __________________________________
	Photographer ____________________________

	Flower Girl ______________________________
	Ring Bearer _____________________________

	Other Minister __________________________
	Function ________________________________

	Date of Rehearsal ________________________
	Time ___________________________________

	Place of Dinner __________________________
	Time ___________________________________


Wedding Place
 FORMCHECKBOX 
  Sanctuary

 FORMCHECKBOX 
  Other ____________________________________

Place of Reception _______________________       Plans for Decorations ___________________

THE UNITY IN CHRIST OF

_______________________________________ and ________________________________________

Date of Wedding _________________________ Date of Rehearsal _________________________

ORDER OF SERVICE

The Worship of God in Sacred Music………………..……..…………………………………Organ

Seating of Family and Friends by Ushers:
Ushers’ Names ___________________________


                  __________________________

Mother and Father of Groom Seated by Usher:   Usher’s Name __________________________

Mother of the Bride Seated by Usher:
Usher’s Name ____________________________

The Lighting of Candles
Time ____________________________________

Solo “___________________________________”
Name ___________________________________

The Bridal Procession:
Maid of Honor ____________________________


Bridesmaids _____________________________


Best Man ________________________________


Groomsmen ______________________________

The Unrolling of the Bridal Carpet…………………………………….………………….by Usher

Entering of the Flower Girl and Ring Bearer
Flower Girl ______________________________


Ring Bearer ______________________________

Entering of the Bride*…………………………………………………………………….……..Pastor
Solo “___________________________________”
Name ___________________________________

The Marriage Ceremony Addressed to the Couple

Holy Communion Service to the Couple*…………………………………………….……..Pastor

Solo “___________________________________”
Name ___________________________________

Lighting of the Unity Candle……………………………….…………………………..The Couple

Kiss of Unity and Devotion

Introduction of the Couple to the Congregation as Husband and Wife

Recessional

*Only for Christian couples
Question: "What does the Bible say about gay marriage / same sex marriage?"
gotquestions.org
New Living Translation
Answer: While the Bible does address homosexuality, it does not explicitly mention gay marriage/same-sex marriage. It is clear, however, that the Bible condemns homosexuality as an immoral and unnatural sin. Leviticus 18:22 identifies homosexual sex as an abomination, a detestable sin. Romans 1:26-27 declares homosexual desires and actions to be shameful, unnatural, lustful, and indecent. First Corinthians 6:9 states that homosexuals are unrighteous and will not inherit the kingdom of God. Since both homosexual desires and actions are condemned in the Bible, it is clear that homosexuals “marrying” is not God’s will, and would be, in fact, sinful.
Leviticus 18:22 “Do not practice homosexuality, having sex with another man as with a woman. It is a detestable sin.
Romans 1:26-27 That is why God abandoned them to their shameful desires. Even the women turned against the natural way to have sex and instead indulged in sex with each other. 27 And the men, instead of having normal sexual relations with women, burned with lust for each other. Men did shameful things with other men, and as a result of this sin, they suffered within themselves the penalty they deserved.

I Corinthians 6:9 Don’t you realize that those who do wrong will not inherit the Kingdom of God? Don’t fool yourselves. Those who indulge in sexual sin, or who worship idols, or commit adultery, or are male prostitutes, or practice homosexuality,

Whenever the Bible mentions marriage, it is between a male and a female. The first mention of marriage, Genesis 2:24, describes it as a man leaving his parents and being united to his wife. In passages that contain instructions regarding marriage, such as 1 Corinthians 7:2-16 and Ephesians 5:23-33, the Bible clearly identifies marriage as being between a man and a woman. Biblically speaking, marriage is the lifetime union of a man and a woman, primarily for the purpose of building a family and providing a stable environment for that family.
Genesis 2:24 This explains why a man leaves his father and mother and is joined to his wife, and the two are united into one.

I Corinthians 7:2-5 2 But because there is so much sexual immorality, each man should have his own wife, and each woman should have her own husband. 3 The husband should fulfill his wife’s sexual needs, and the wife should fulfill her husband’s needs. 4 The wife gives authority over her body to her husband, and the husband gives authority over his body to his wife. 5 Do not deprive each other of sexual relations, unless you both agree to refrain from sexual intimacy for a limited time so you can give yourselves more completely to prayer. Afterward, you should come together again so that Satan won’t be able to tempt you because of your lack of self-control.
Ephesians 5:23 For a husband is the head of his wife as Christ is the head of the church. He is the Savior of his body, the church. 24 As the church submits to Christ, so you wives should submit to your husbands in everything. 25 For husbands, this means love your wives, just as Christ loved the church. He gave up his life for her 26 to make her holy and clean, washed by the cleansing of God’s word. 27 He did this to present her to himself as a glorious church without a spot or wrinkle or any other blemish. Instead, she will be holy and without fault. 28 In the same way, husbands ought to love their wives as they love their own bodies. For a man who loves his wife actually shows love for himself. 29 No one hates his own body but feeds and cares for it, just as Christ cares for the church. 30 And we are members of his body. 31 As the Scriptures say, “A man leaves his father and mother and is joined to his wife, and the two are united into one.” 32 This is a great mystery, but it is an illustration of the way Christ and the church are one. 33 So again I say, each man must love his wife as he loves himself, and the wife must respect her husband.
The Bible alone, however, does not have to be used to demonstrate this understanding of marriage. The biblical viewpoint of marriage has been the universal understanding of marriage in every human civilization in world history.
History argues against gay marriage. Modern secular psychology recognizes that men and women are psychologically and emotionally designed to complement one another. In regard to the family, psychologists contend that a union between a man and woman in which both spouses serve as good gender role models is the best environment in which to raise well-adjusted children. Psychology argues against gay marriage. In nature/physicality, clearly, men and women were designed to “fit” together sexually. With the “natural” purpose of sexual intercourse being procreation, clearly only a sexual relationship between a man and a woman can fulfill this purpose. Nature argues against gay marriage.
So, if the Bible, history, psychology, and nature all argue for marriage being between a man and a woman—why is there such a controversy today? Why are those who are opposed to gay marriage/same-sex marriage labeled as hateful, intolerant bigots, no matter how respectfully the opposition is presented? Why is the gay rights movement so aggressively pushing for gay marriage/same-sex marriage when most people, religious and non-religious, are supportive of—or at least far less opposed to—gay couples having all the same legal rights as married couples with some form of civil union?
The answer, according to the Bible, is that everyone inherently knows that homosexuality is immoral and unnatural, and the only way to suppress this inherent knowledge is by normalizing homosexuality and attacking any and all opposition to it. The best way to normalize homosexuality is by placing gay marriage/same-sex marriage on an equal plane with traditional opposite-gender marriage. Romans 1:18-32 illustrates this. The truth is known because God has made it plain. The truth is rejected and replaced with a lie. The lie is then promoted and the truth suppressed and attacked. The vehemence and anger expressed by many in the gay rights movement to any who oppose them is, in fact, an indication that they know their position is indefensible. Trying to overcome a weak position by raising your voice is the oldest trick in the debating book. There is perhaps no more accurate description of the modern gay rights agenda than Romans 1:31, “they are senseless, faithless, heartless, and ruthless.”
Romans 1:18-32 18 But God shows His anger from heaven against all sinful, wicked people who suppress the truth by their wickedness.  … 21 Yes, they knew God, but they wouldn’t worship Him as God or even give Him thanks. And they began to think up foolish ideas of what God was like. As a result, their minds became dark and confused. 22 Claiming to be wise, they instead became utter fools. … 24 So God abandoned them to do whatever shameful things their hearts desired. As a result, they did vile and degrading things with each other’s bodies. 25 They traded the truth about God for a lie. …  26 That is why God abandoned them to their shameful desires. Even the women turned against the natural way to have sex and instead indulged in sex with each other. 27 And the men, instead of having normal sexual relations with women, burned with lust for each other. Men did shameful things with other men, and as a result of this sin, … 28 Since they thought it foolish to acknowledge God, He abandoned them to their foolish thinking and let them do things that should never be done. …
To give sanction to gay marriage/same-sex marriage would be to give approval to the homosexual lifestyle, which the Bible clearly and consistently condemns as sinful. Christians should stand firmly against the idea of gay marriage/same-sex marriage. Further, there are strong and logical arguments against gay marriage/same-sex marriage from contexts completely separated from the Bible. One does not have to be an evangelical Christian to recognize that marriage is between a man and a woman.
According to the Bible, marriage is ordained by God to be between a man and a woman (Genesis 2:21-24; Matthew 19:4-6). Gay marriage/same-sex marriage is a perversion of the institution of marriage and an offense to the God who created marriage. As Christians, we are not to condone or ignore sin. Rather, we are to share the love of God and the forgiveness of sins that is available to all, including homosexuals, through Jesus Christ. We are to speak the truth in love (Ephesians 4:15) and contend for truth with “gentleness and respect” (1 Peter 3:15). As Christians, when we make a stand for truth and the result is personal attacks, insults, and persecution, we should remember the words of Jesus: “If the world hates you, keep in mind that it hated me first. If you belonged to the world, it would love you as its own. As it is, you do not belong to the world, but I have chosen you out of the world. That is why the world hates you” (John 15:18-19).
Matthew 19:4-6 4 “Haven’t you read the Scriptures?” Jesus replied. “They record that from the beginning ‘God made them male and female.’” 5 And He said, “'This explains why a man leaves his father and mother and is joined to his wife, and the two are united into one.’ 6 Since they are no longer two but one, let no one split apart what God has joined together.”
Approved May 5, 2013


Children’s and Youth Worker Policy
Fulton Baptist Temple Children’s and Youth Ministries Background Check
To be completed by all paid staff and all volunteers in ministries with children or youth.  Valid for any volunteer/staff position with children.
Because the position in which you are volunteering/working will require you to provide care, treatment, education, training, instruction or recreation to children or youth under the age of 18, Fulton Baptist Temple may request the Local Law Enforcement Agency to perform a background check.  The background check may include but not be limited to:

Murder
Felony Level Assault
Kidnapping
Criminal Sexual Conduct
Manslaughter
Arson
Any Assault Crime against a Minor
Prostitution Related Crime
Have you ever been convicted, accused, or under investigation of any of the crimes listed above?       No.            Yes.  (If YES, attach a description of the crime and the particulars of the conviction.) 
As the subject of a Children’s and Youth Ministries background check, your rights include: 
To be informed that Fulton Baptist Temple may request this check for becoming or continuing as an employee or volunteer and to determine whether you have been convicted of any of the above specified crimes or other crimes reported to Fulton Baptist Temple as a result of this background check. 
To be informed (at your request) of the Local Law Enforcement Agency responses and obtain a copy of the report form from Fulton Baptist Temple.
To obtain from the Local Law Enforcement Agency, any record that forms the basis for the report.
To challenge the accuracy and completeness of any information contained in the report.
To be informed whether Fulton Baptist Temple has denied you application because of the Local Law Enforcement Agency response.  
The following named individual has made application with Fulton Baptist Temple for volunteering/working with children and/or youth under the age of 18:
_____________________________________________________________________
Printed Full Name
_____________________________________________________________________
Printed Full Maiden Name, Previous Name or Alias

_____________________________________________________________________
Date of Birth 
Sex M or F 
Driver’s License Number
I authorize any Federal, State, or Local Law Enforcement Agency, as contracted by Fulton Baptist Temple, to disclose all criminal history record information to Fulton Baptist Temple for the purpose of volunteering/working with children and youth in the ministries of this congregation.  Fulton Baptist Temple must be notified in writing of any change of status in relation to this document within 7 days.
Signature__________________________________________________Date____________________

CONFIDENTIAL
Reference Contact Form
Record of Contact with a Reference or Church Identified by an Applicant for Children’s or Youth Work

Applicant’s name _________________________________________________

Reference contacted (if a church or organization, identify both the person and the church or organization they represent) 

__________________________________________________________________

Date and time of contact ___________________________________________

Person contacting the reference ____________________________________

Method of contact (e-mail, letter, telephone, personal conversation)

__________________________________________________________________

Summary of conversation (summarize the reference’s remarks concerning the applicant’s fitness and suitability for children’s or youth work) ____________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

Legible Signature ____________________________________

Position ________________________________

Date ________________________

Fulton Baptist Temple’s Statement of Faith for Volunteer Workers
I believe in the verbal inspiration of the Bible.

I believe in the one God, eternally existent Father, Son, and Holy Spirit, who created man by a direct and immediate act.

I believe in the preexistence, incarnation, virgin birth, sinless life, miracles, substitutionary death, bodily resurrection, ascension to Heaven, and second coming of the Lord Jesus Christ.

I believe in the fall of man, the need for regeneration by the operation of the Holy Spirit through personal faith in Jesus Christ as Savior on the basis of grace alone, and the resurrection of all to life or damnation.
I believe in the spiritual relationship of all believers in the Lord Jesus Christ, living a life of righteous works, separated from the world, witnessing of His saving grace through the ministry of the Holy Spirit.

I faithfully attend_______________________________________________________

an evangelical church.

Signature:________________________________________ Date:____________________
Procedures and Forms
BAPTISM BY IMMERSION

Those who desire to be baptized should inform the senior pastor.  The only scriptural requirement is that one must give witness to being a new creature in Christ Jesus.

Some helps for preparing and sharing the Ordinance of Baptism:

1.
Spiritual Preparation

a.
Praise God for present witness of salvation.

b.
 Study the meaning of baptism: Matthew 28:19; Mark 1:9-11; John 3:5; Acts 8:36-38; 10:48; Romans 6:3; 1 Peter 3:21.

c.
Pray that God’s Spirit will sensitize you to the wonder and meaning of baptism.

2.
Sponsors

a.
Each candidate will personally select and make arrangements with a person  to accompany him or her to and from the baptism.

b.
The sponsor will provide any assistance necessary.
c.
The sponsor will receive the baptismal certificate and be responsible to give it to the baptized.

3.
Physical Preparation

a.
Be acquainted with the baptismal tank and route to and from tank and to dressing rooms.

b.
Learn the procedure of immersion.

c.
Bring a handkerchief, two towels, and a plastic bag for wet clothes.

d.
Wear clothes you are willing to get wet.  They should be “non-clinging” as much as possible.  Some form of tennis or gym shoes is recommended to keep from slipping.

4.
Schedule

a.
Candidates and sponsors should arrive one-half hour prior to the service for preparation and acquaintance with baptistery.

b.
Candidates will be seated with congregation, for opening part of service conducted in the sanctuary.  You will be dismissed to dress for baptism.

c.
Following baptism you will not need to return to service.

5.
Assistance

a.
Sponsors should accompany candidates through entire process.

b.
Any special assistance required by candidates should be made known to pastor.

6.
Baptismal Procedure

a.
Pastor will be in the tank.  Candidate will enter tank and turn to face congregation.

b.
The Pastor will ask: Have you accepted Jesus Christ as Savior and Lord, and is it your desire to be baptized in accordance to the command of the Lord Jesus?
c.
Candidate answers: Yes.

d.
Candidate will hold handkerchief over mouth and nose with right hand and clasp right wrist with left hand.  Pastor will hold candidate’s wrist, with one hand on the back.  Act of immersion will be accomplished by candidate bending knees and leaning back.  As soon as head is submerged the pastor will lift baptized out of water.

e.
Exit from tank.

f.
Sponsor will assist baptized on steps.

g.
Baptized will proceed with sponsor to dressing room and need not return to the service.

Dress Code for Platform Ministries, VBS and Related Activities

Platform

Understanding that an individual’s participation in a platform ministry is to enhance and not to distract from the work of God; it is requested that participants refrain from wearing shorts, clothing that shows the midriff, cleavage or undergarments, mini-skirts, short dresses, and tight or revealing articles.
VBS and Related Activities

It is requested that all workers with teens and children use the utmost care in presenting a healthy spiritual environment to students.  Any article of clothing that may distract the student is to be avoided.  Great care should be used in the selection of skirts, shorts and tops.

Articles that expose cleavage and midriffs should be avoided.  “Short shorts” are also considered inappropriate.

Dress Code

Please dress to bring honor and respect to the Lord through our service.  Remember we are up front and how we look is an indication to our sincerity of Christian ministry.
Paragraph 3 of the FBT Covenant states in part; We engage…to walk circumspectly in the world; to be just in our dealings, faithful in our engagements, and exemplary in our deport;
· Circumspectly, cautiously; with watchfulness every way; with attention to guard against surprise or danger.
· Exemplary, serving for a pattern or model for imitation;

· Deport, behavior, carriage; demeanor;   American Dictionary of The English Language, Noah Webster 1828
In like manner also, that women adorn themselves in modest apparel, with shamefacedness and sobriety; not with braided hair, or gold, or pearls, or costly array.  But (which becometh women professing godliness) with good works.
1 Timothy 2:9 & 10 KJV
· Modest, (2887), Orderly, i.e. decorous; of good behavior, modest.

· Shamefacedness (127), bashfulness, i.e. (towards men), modesty or (towards God) awe;

· Sobriety, (4997), soundness of mind, i.e. (lit) sanity or (fig) self-control; soberness;   Strong’s Exhaustive Concordance
2:9. The female has a divinely implanted desire to have a good appearance, and Paul is not discouraging this.  Rather, he is speaking against extravagant and ostentatious dress.  Women are neither to dress immodestly, so as to exploit their feminine charm, hindering there brothers from worship; nor are they to overdo their dress provoking there Christian sisters to jealousy.

2:10. This verse could be rendered; “But let them dress themselves with that which is proper for women who profess, by their good works, reverence for God.”  For such women proper dress should conform to their Christian testimony and behavior.   Old Time Gospel Hour KJV Bible Footnotes

And I want women to be modest in their appearance.  They should wear decent and appropriate clothing and not draw attention to themselves by the way they fix their hair or by wearing gold or pearls or expensive clothes.  For women who claim to be devoted to God should make themselves attractive by the good things they do.
1 Timothy 2:9 & 10 NLT

SCHEDULING

1.
Calendar dates for all church activities should be cleared with the administrative assistant to avoid the scheduling of conflicting activities, meetings or practice sessions.

2.
The practice of scheduling through the administrative assistant should be followed even if the event does not involve the use of church facilities or equipment.

3.
No church groups are to schedule or set up for activities during church services.

4.
It is suggested that retreats that are held away from the church are to conclude so that people may participate in church services.

5.
In the event of the cancellation of an activity, the administrative assistant is to be notified as soon as possible.
PASTOR’S

TEAM LEADER APPOINTMENT FORM

TO: ___________________________________________________________ (Team Leader)

NAME OF MINISTRY TEAM: ________________________________________________
I have appointed you to serve as team leader of the _____________________________
_____________________________________________________________   Ministry Team.
In addition, the following persons will serve on this ministry team:

___________________________________            ___________________________________

___________________________________            ___________________________________

___________________________________            ___________________________________

___________________________________            ___________________________________

___________________________________            ___________________________________
TEAM LEADER’S APPOINTMENT FORM

TO: _________________________________________________________________ (Pastor)

FROM: _______________________________________________________ (Team Leader)

NAME OF MINISTRY TEAM: ________________________________________________
I have appointed _________________________________ to serve as team leader of the 

_____________________________________  Ministry Team.  In addition, the following 
persons will serve on this ministry team:

___________________________________            ___________________________________

___________________________________            ___________________________________

___________________________________            ___________________________________

___________________________________            ___________________________________

___________________________________            ___________________________________
FBT Profile Questionnaire

	
	Head of Household
	Spouse

	Title:  (Circle one)
	Mr.   Mrs.   Miss.   Ms.   Dr.   Rev.
	Mr.   Mrs.   Miss.   Ms.   Dr.   Rev.

	Name: (First – Middle                                                             or Maiden – Last)
	
	

	Birthday:
	
	

	Preferred or Nickname:
	
	

	Address:

City, State, Zip
	     
	

	2nd or vacation address

From __________ to __________

Address:

City, State, Zip
	
	

	e-mail address:
	
	

	Home Phone:
	                            Check if unlisted  FORMCHECKBOX 
  
	                                                        Check if unlisted  FORMCHECKBOX 


	Work Phone:
	
	

	Cell Phone:
	
	

	Anniversary Date:
	
	

	Occupation: 
	
	

	Employer:
	
	

	Retired: (Circle One)
	Yes           No
	Yes           No

	Baptized: 
	Yes   FORMCHECKBOX 
  Date
	Yes   FORMCHECKBOX 
  Date


Children
	Name (first, middle, last)
	Birth date
	Grade
	Baptized

	
	
	
	Yes   FORMCHECKBOX 
  Date

	
	
	
	Yes   FORMCHECKBOX 
  Date

	
	
	
	Yes   FORMCHECKBOX 
  Date

	
	
	
	Yes   FORMCHECKBOX 
  Date

	
	
	
	Yes   FORMCHECKBOX 
  Date

	
	
	
	Yes   FORMCHECKBOX 
  Date


Insert Short-term teen missions when approved

Log of Changes
LOG OF CHANGES
February 2, 2009, added Administrative Policy 17.

February 14, 2010 added Administrative Policy 18
Guidelines for approving a missionary for support by FBT 

a. The candidate will have made at least one Sunday morning missions presentation at one or both morning services.  For programs such as Caston Backpack or WRE a presentation would be made before the Christian Education Team.

b. The mission’s candidate or program must be approved by the Christian Education Team.  The Christian Education Team will then send their recommendation of approval along with a recommendation of the amount of support to the Deacons for there approval.  The Deacons will then present the candidate to the church membership for approval at any regularly scheduled quarterly business meeting.

May 5, 2013

1. Add “What does the Bible say about gay marriage/same sex marriage?” to Wedding Section.

2. Create new Policy Manual Section entitled “Additional Policy Statements” and include the article “Is it possible to be a gay Christian?” in this Section.
May 4, 2014

Policy 11 Special Speakers and Musical Guests

1. Under Concert, single musician or group, change $300 to $500

2. Add Potential Missionary, $50 for presentation without doing the service.
Section 4 Job Descriptions

1. Add Director of Visitation and Women’s Ministries, to job description
Section 5 Ministry Teams

MEMBERSHIP MINISTRY TEAM

Duties

1. Organize, promote and coordinate the total Women’s Ministries of the church.

2. Oversee the following within the congregation:

d. Shut in, nursing home, hospital visitation.

1. Under Duties, delete line1.  Organize, promote and coordinate the total Women’s Ministries of the church.

2. Under Duties delete line 2. d.  d. Shut in, nursing home, hospital visitation.
Section 6: WEDDINGS (now Building Use FBT and FBT Center)
Change WEDDINGS to BUILDING USE (FBT AND FBT CENTER)

a. Page 6-6 “Guidelines for Use of the FBT Center;  Delete line 5.  We will accept reservations one year in advance.

b. Add new line 5. As follows;  We will accept reservations six months in advance for church members and regular attendees and three months for those not affiliated with Fulton Baptist Temple.

Add

1. FBT Center Use Request Form; page 6-5
2. Guidelines for use of the FBT Center (as changed); page 6-6
3. Agreement for use of FBT Center; page 6-7
August 10, 2014
Section 3 
Add, Policy for Ecclesiastical and Personal Separation; page 3-4
Presented to the congregation for approval at the August 10, 2014 business meeting
September 21, 2014
Approved hiring Church Office Administrator

Added job description to policy manual page 4-7

Policy Manual changes, Passed August 14, 2016

Section 2; Administrative Polices

Policy 4
Employment of Church Staff

A.
Church Staff—Will include both salaried and hourly rate employees as authorized by the deacon board.

1. Salaried Staff

a. Pastor

ADD  b. Church office administrator
2. Hourly Staff

a. Administrative Assistant

ADD  b. Director of Visitation and Women’s Ministries
b. Custodial

Policy 14
Children and/or Youth Work Volunteers

A. All individuals that wish to volunteer for children’s and/or youth work must fill out and submit a “Screening Form for Children or Youth Work” (a confidential document) (page 7-2).  To serve as a children or youth work volunteer one of the following must apply to you:

Change “Screening Form for Children or Youth Work” (a confidential document) to Children’s and Youth Ministries Background Check (page 7-2)

Section 4; Job Descriptions
ADMINISTRATIVE ASSISTANT

The administrative assistant will be responsible to the pastor to provide administrative leadership for the total church program.  Page 4-8
A.
ADMINISTRATION

1.  Personal Supervision

a. Act as a liaison between the ministry team leaders and the pastor.

2.  Office Management

a. Organize and direct the work of the church office.
b. Develop effective standards, procedures, and working methods.

c. Administer the personnel policies of the church.
d. Work with the pastor to maintain a master calendar of events.

e. Monitor the cost-effectiveness of church operations.
f. Participate in the collecting and building of the annual church budget with the pastor, ministry team leaders, and Finance Ministry Team.

g. Collaborate with the pastor to develop and maintain a policy and operations manual for the church.

h. Member of the Finance Ministry Team.

3.  Monitor insurance policies on the buildings, grounds, and personnel, and keep them current.
B.
COMMUNICATIONS AND PUBLICATIONS

1.  Compose and type Sunday Bulletin.
2.  Compile and enter data into Servant Keeper, print and file with appropriate individuals the Sunday attendance report.

3.  Serve as managing editor and approving authority for all church publications.
4.  Develop, implement, and oversee a church information system that will provide church membership information (excluding financial), Sunday School data, and skills and interests data.

5.  Promote all church programs and contact the press when items of general interest evolve.
6.  Consider the church’s physical facilities, such as signs, grounds, and parking space, as they relate to public relations.
Delete the highlighted items from Administrative Assistant and list under the Church Office Administrator.  Page 4-7
DEACON BOARD CHAIRMAN

RESPONSIBILITIES

8.
Schedule and provide schedules for greeters.  Page 4-9
Move to Administrative Assistant.  Page 4-8
Section 5: Ministry Teams

Christian Education Ministry Team

ORGANIZATION

The AWANA Commander(s) shall represent the AWANA program.

Change to; The FBT Clubs Leader(s) shall represent the FBT Clubs program.
DUTIES
A.  AWANA

The team leader(s) will be the AWANA Commander(s).
Change to, The FBT Clubs Leader(s)
Duties of the AWANA Team:
1. Plan, organize and coordinate the AWANA program for children kindergarten through eighth grade.

Change eighth to sixth
Change all references to AWANA to FBT Clubs
B.CHILDREN’S CHURCH

Duties of the Children’s Church Team:

1. Plan, organize, and coordinate a total Children’s Church program for children ages 3 to 6 and for children ages 6 to 12, remembering that the main objective should be  to win children to the Lord, while helping them to mature both in the Lord and in their relationship with each other.

Change ages 3 – 6 to through second grade.  Change to age 3 thru second grade. Passed as an amendment.

Delete and for children ages 6 to 12 as we no longer do Children’s Church for that age group
C. Missions Team


2. Four fold missions’ purpose


  d. Help raise funds to support the missionary outreach of the Church.
Delete d,  If so change Four fold to Three fold
D. NURSERY


Duties of the nursery director;

3. Change and launder all bed sheets and blankets at least monthly.

Delete #3
F. VACATION BIBLE SCHOOL


Duties of the VBS director;

2. Work with the Children’s Church, and Children and Youth Sunday School representatives in locating applicable curriculum for Vacation Bible School, using church curriculum whenever possible.

Delete 2 and replace with, Select curriculum in line with church doctrine and with approval of Christian Education Team.
G.
YOUTH

The Youth pastor/leader will be the team leader.   The Youth pastor/leader will be hired/appointed by the Deacon Board.  Add  Responsibility is inclusive of youth: junior high and high school.

Duties of the Youth Ministry Team:

2. Plan and organize a monthly youth activity.
Delete 2.
Nursery

General Nursery Policies

1. Nursery workers will not leave the room unattended at any time for any reason.  Add. To leave the room another adult must be present.

3.
The minimum age for nursery workers is 14.


Add.  Unless their parent or other adult is with them.
6.
If the “two adult rule” cannot be observed then both blinds must be open at all times.  If two adults are present then one or both blinds may be closed.


Delete 6.
Hospitality Team

A.  GREETER

Duties

1.  Greeters will be stationed at the east and south entrances/exits, to hand out bulletins and give directions.

2.  Greeters should be in place by 9:15 am and remain until about 10:35 am.

Change to 9:00 am
Policy Manual Change for 2017

February 12, 2017

Add “Positional Statement & Policies on Cohabitation and Sexual Purity”;  page 3-7
Short-term teen missions

1. Church member or regular attendee, faithfully attended church and/or youth group. Involved in church ministry and/or FCA.  Minimum $500.00.

2. Church member or regular attendee, not involved in church ministry.  $350.00.

3. Goes to another church but faithful attendee in FBT youth group.  $250.00.

4. Not associated with FBT, application and follow up report required.  $150.00.

June 14, 2015, Christian Education Team
From March 2, 2014, notes
Not approved yet by congregation (February 15, 2017)
Policy Manual changes, Passed August 8, 2021
August 8, 2021
Section 4  JOB DESCRIPTIONS

DIRECTOR OF MUSIC

A. PERSONNEL
CURRENT

2.  Provide Nomination Team with recommendations for organist, pianist/clavinovist, song leader, and assistants for each.

Remove and replace with,
2. Appoint musicians and assistants.

Add
3.
Appoint a song leader.

Section 5  Ministry Teams
CHRISTIAN EDUCATION MINISTRY TEAM

ORGANIZATION
CURRENT
Remove,
1. The team shall consist of elected representatives for the Adult Sunday School, Children and Youth Sunday School, Children’s church, Missionary work, and Vacation Bible School.  The Youth Pastor/Leader shall represent the youth program.  The FBT Clubs Commander(s) shall represent the FBT Clubs program.  The Pastor and Sunday School Superintendent shall be team members also.

2. This team shall elect a chairman whose length of term shall be one year.  The chairman may be selected from inside or outside of the committee.  The chairman shall be elected one year in advance of his/her term of service and if the chair elect is other than the current chair, he/she shall serve as vice-chairman during that year. The chairman will prepare and present a budget request form for the Christian Education Ministry Team to the Finance Ministry Team by December 1 of each year.

Replace with,
1. The Director of Christian Education shall appoint one representative to the Christian Education Team for each of the following areas; Adult Sunday School, Children and Youth Sunday School, Children’s Church, Vacation Bible School, and Missions.  The Youth Pastor/Leader shall represent the youth program.  The FBT Clubs Commander(s) shall represent the FBT Clubs program.  The Pastor shall also be a team member.

2. The Director will prepare and present a budget request form for the Christian Education Ministry Team to the Finance Ministry Team by December 1 of each year.

DUTIES
In B, C, E, and F remove elected and replace with appointed
The team leader will be the Children’s Church elected representative.

The team leader will be the Children’s Church appointed representative
Section 5  Ministry Teams

B.  USHER
ORGANIZATION
CURRENT

The Head Usher and his assistant shall be elected for a term of one year.  He shall appoint his own ushers with the approval of the Deacon Board.

Remove,
The Head Usher and his assistant shall be elected for a term of one year.  

Replace with 
The Head Usher shall be appointed by the Deacon Board and serve a term of one year.
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