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Operations Manual
CHURCH ADMINISTRATION
Section 1.  Church staff

The ministerial staff shall be called and employed as the church determines the need for such offices.  A job description shall be written when the need for a staff member is determined.  Those staff members of whom the church requires evidence of a personal call of God to minister shall be recommended to the church by the deacon body and called by church action.  At the time of resignation, at least two weeks notice will be given to the church.  The church may vote to vacate such positions upon recommendation of the deacon body in the same manner as for termination of a pastor, such termination being immediate and the compensation conditions being the same as for the pastor, except that the amount shall relate to the individual’s compensation.


Non-ministerial staff members shall be employed as the church determines the need for their services.  The trustees shall have the authority to employ and to terminate services of non-ministerial staff members.  Such employment and termination of services shall be with the recommendation of the supervising staff member and, as appropriate, with the consultation of related committees of the church.

The deacon chair or designee shall serve as moderator (presiding officer).  In the absence of the moderator, the Senior Pastor or designee shall preside; or in the absence of both, the clerk shall call the church to order and preside for the election of acting moderator.
The church shall elect annually a clerk as its clerical officer.  The clerk shall be responsible for keeping a suitable record of all official actions of the church, except as otherwise herein provided.  The clerk shall be responsible for keeping a register of names of members, with dates of admission, dismissal, death, or erasure, together with a record of baptisms.  The clerk shall issue letters of dismissal voted by the church, preserve on file all communications and written official reports, and give required notice of all meetings where notice is necessary, as indicated in these bylaws.  The clerk shall be responsible for preparing the annual letter of the church to the association.


The church may delegate some of the clerical responsibilities to a church secretary who will assist the elected clerk.  All church records are church property and shall be kept in the church office when an office is maintained.


The church shall elect annually a church treasurer as its financial officer.  It shall be the duty of the treasurer to receive, preserve, and pay out, upon receipt of vouchers approved and signed by authorized personnel, all money or things of value paid or given to the church, keeping at all times an itemized account of all receipts and disbursements.  It shall be the duty of the treasurer to render to the church at each regular business meeting an itemized report of the receipts and disbursements of the preceding month.  The treasurer’s report and records shall be audited annually.  The treasurer shall be bonded, the church paying for the bond.


Upon rendering the annual account at the end of each fiscal year and its acceptance and approval by the church, the records shall be delivered by the treasurer to the church clerk, who shall keep and preserve the account as part of the permanent records of the church.


The church shall elect three or more trustees to serve as legal officers for the church.  They shall hold in trust the church property.  Upon a specific vote of the church authorizing each action, they shall have the power to buy sell, mortgage, lease, or transfer any church property.  When the signatures of trustees are required, they shall sign legal documents involving the sale, mortgage, purchase, or rental of property, or other legal documents related to church-approved matters.


Trustees shall serve on a rotation basis, with one new trustee being elected every three years.

Section 2. Church Committees


The church shall create such committees as are necessary for the church to effectively function.  At a minimum the following committees shall be in place:

Nominating Committee

Building and Grounds Committee

Budget Committee

Missions Committee

Missionary Support Team

Counting Committee

Audit Committee

Additional regular committees may be added by the Church during a duly called business meeting.

Specific functions of committees are outlined as follows:


(1) The Nominating Committee coordinates the staffing of all church leadership positions filled by volunteer workers, unless otherwise specified herein.  Persons considered for any such positions shall first be approved by the nominating committee before they are approached for recruitment.  The nominating committee shall present to the church for election all who accept the invitation to serve.  The nominating committee shall be elected three (3) months prior to the annual election of all officers and shall serve for a year from that date.


The composition of the committee shall include the Pastor, Sunday School Director, Church Training Director and between 3-5 at large members. 


(2) The Building and Grounds Committee assists the church in matters related to properties’ administration.  Its work includes such areas as maintaining all church properties for ready use, recommending policies regarding use of properties, consulting with the personnel committee and the church staff regarding needs for, and the employment of, maintenance personnel, and regarding the assignment of supervisory responsibility to appropriate personnel.


(3) The Budget Committee develops and recommends a unified church budget. The treasurer is an ex-officio member in the preparation and presentation to the church of required reports regarding the financial affairs of the church.


(4) The Missions Committee seeks to discover possibilities for local missions projects, shares findings with church program organizations, and serves the church in establishing and conducting such missions projects as may be assigned to it.


(5) The Missionary Support Team (MST) is created to assist with the Cambodian Missions effort in cooperation with the Eastern Mennonite Missions organization.  The effort is in support of the Darrell and Susan Caldwell family and their missions ministry.


The MST shall have authority to solicit and manage funds in support of the Cambodian missions effort.

(6)  The Counting Committee is responsible for counting the monies given to the church through offerings at services.  The committee is to use the forms provided for such purpose.  Distinction is made between loose plate, designated and undesignated offerings.  Loose plate offering include and paper money or change that is not given in an envelope or in any way identified to the giver.  Designated offerings include those moneys given for a specific purpose. i.e. building fund, benevolence, Lottie Moon, etc.  Undesignated offerings include all tithes and other moneys not otherwise designated.

The Committee shall follow guidelines as indicated in the Cash Flow Policy of the Church found in this Operations Manual.

The Committee shall be sure to ‘balance’ the counting for each service they are counting for.

The Committee should assist the Financial Secretary by providing mailing addresses for any offering from a new individual or family.

(7)  The Audit Committee is responsible for reconciling the check book kept by the Treasurer.  The Audit Committee therefore becomes part of the ‘checks and balances’ system of accountability built into the Church financial policies.

CHURCH MEETINGS

Section 1. Worship Services

The church shall meet regularly each Sunday morning for a time of corporate worship.  Sunday evening may also be used.  Prayer, praise, preaching, instruction, and evangelism shall be among the ingredients of these services.  There will be a prayer meeting scheduled for Wednesday evening.  The pastor shall direct the services for all the church members and for all others who may choose to attend.

Section 2. Special Services


Revival services and any other church meetings essential to the advancement of the church’s objectives shall be placed on the church calendar after the decision of the church.

Section 3. Regular Business Meetings


The church shall hold regular business meetings on the second Sunday of the month after worship service.  The meetings will be held every other month beginning with February.  The agenda of the business meetings shall include any matter affecting the life of the church.  All officers, committees and organizations will present monthly reports.

Section 4. Special Business Meetings


The church may conduct called business meetings to consider matters of special nature and significance.  A special business meeting may be called as outlined by the Church Constitution.
Section 5. Quorum


A quorum is present when members who choose to attend a meeting are present and at least one member from among the church officers is present.
Section 6. Parliamentary Rules


Robert’s Rules of Order, Revised, is the authority for parliamentary rules of procedure for all business meetings of the church.  The church will also conduct all business by consensus, unless otherwise noted in the Constitution & Bylaws.

(1) Definition

“Business by consensus” is defined as voting on the business of the church whereby there is a unanimous vote by those members present and voting.

(2) Process

(A) Motions presented to the church at regular or special business meetings are voted on by church members.  If a motion fails to receive a consensus it should be reconsidered by the proposing committee or individual for further action.  The motion may be re-submitted at the next regular business meeting or at a special called business meeting for that purpose.   

(B) If the motion, presented a second time at a regular or special business meeting, fails to receive a consensus the motion should be reconsidered by the presenting committee or individual.  The motion may be re-submitted again at a regular business meeting or a special business meeting called for that purpose.

(C) If the motion is presented a third time, the vote to pass is 75%.  If the motion fails to receive the 75% pass, the motion is dead.

CHURCH FINANCES

Section 1. Budget


The budget committee shall prepare and submit to the church for approval an inclusive budget indicating by terms the amount needed and sought for all local and other expenses.  


It is understood that membership in this church involves financial obligation to support the church and its causes with regular, proportionate gifts as directed by the Holy Spirit.

Section 2. Accounting Procedures


All funds received for any and all purposes shall be processed in accordance with procedures outlined in this manual


A system of accounting that will adequately provide for the handling of all funds shall be the responsibility of the treasurer aided by a Certified Public Accountant.

Section 3. Fiscal Year


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

Section 4.  Cash Flow Procedures

Adopted  4-10-05
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Entities Involved:
Treasurer




Counting Committee




Financial Secretary




Audit Committee

1. Offering is counted after the service by the Counting Committee member(s).

A. use reporting form

B. using envelope enclose:

a. offering

b. reporting form 

2. A deposit slip is completed by the church secretary.  The secretary will then make the bank deposit.  The deposit may be made using the night deposit at Unizan Bank.

A. use night drawer key as needed

3. The counting committee shall make copy of reporting form. Copies are placed in the appropriate mailboxes.

A. copy to Treasurer

B. copy to Financial Secretary

4. The church secretary will place the deposit receipt in the treasurer’s church mailbox.
5. An audit committee will reconcile the monthly bank statements.

FACILITY MANAGEMENT
CHURCH MINISTRY
Section 1.  Friendship Preschool and Daycare

The Church has created and hosts a Preschool and Daycare.  This ministry is a non-profit business owned solely by the church.  The Church chooses to administer the Preschool through a Board created for that purpose.

The Preschool Board shall consist of the Senior Pastor, Treasurer (or designate), a member of the Church Trustees, and between 4-6 at-large members from the Church membership.

The Preschool Board is given authority to manage all aspects of the business.  The Board shall report as needed to the Church.  The Preschool and it’s Board shall work closely with the Church on areas of facility usage and repairs and improvements.

Section 2. Deacon Ministry
The church shall elect deacons by ballot at regular business meetings of the church.  There shall be one deacon elected for assigned service for a maximum of ten (10) church families.


Deacons shall serve on a rotation basis.  Each year the assigned term of office of one-third of the number of deacons shall expire, and election shall be held to fill vacancies and to add to the deacons such numbers as the church size warrants.  In case of death or removal or incapacity to serve, the church may elect a deacon to fill the unexpired term.  After serving a term of three years assignment, a deacon shall be eligible for re-election only after the lapse of at least one year.  There shall be no obligation to constitute as an assigned deacon one who has been a deacon in another church; but in such instances as one might be chosen by this church for assignment as a deacon, previous ordination by another church of like faith and order shall suffice for this church.


In accordance with the meaning of the work and the practice in the New Testament, deacons and their wives are to be servants of the church.  Their task is to serve with the pastor and staff in performing the pastoral ministry’s task of (1) leading the church to the achievement of its mission (2) proclaiming the gospel to believers and unbelievers, and (3) caring for the church’s members and other persons in the community.

Section 3. Deacon Election Procedures
1.  A  Deacon Nominating Committee shall be created and appointed at a duly called business meeting.  The Committee shall dissolve at the completion of it’s business.
The deacon nominating committee will be comprised of the pastor and two other persons selected by the regular nominating committee and approved by the church.


Members of the deacon nominating committee are to be spiritually mature, trustworthy and discreet.  They should have a good understanding of deacon qualifications and duties.

2.  The Senior Pastor or designee shall preach no fewer than two sermons on the qualifications and duties of deacons.

3. After the preaching has been completed the Church membership shall have the opportunity to nominate candidates for deacon by secret ballot.

4. All nominations are forwarded to the Deacon Nominating Committee for consideration.

5. The Deacon Nominating Committee shall interview candidates that appear to have received a significant number of nominations.  The “cut-off” shall be sought through the prayerful discretion of the Committee.  Interviews shall include the questions listed below.  The Committee is vested with the task of prayerfully assessing the qualifications of each candidate as well as a willingness to serve.
6. The Deacon Nominating Committee then presents names of candidates they recommend to a business meeting for Church approval.

7. An ordination service is held to ordain new deacon(s).

Section 4. Deacon Ministry Functions
I. Lead the Church to Accomplish Its Mission
This task is best done by involving members in that mission.  Deacons, as servant-leaders, can encourage church members involvement by:

A. Involving members and families in God’s vision for the church.

B. Providing a good example and by practicing spiritual faithfulness and integrity.

C. Leading members to develop their full potential in Christian ministry.

D. Acting as visionary or catalyst leaders to enable the church to fulfill its mission.

II. Proclaiming the Gospel to  Believers and Unbelievers
Sharing the gospel calls for pastor and deacon involvement in several ways:

A. Participating in personal witnessing activities.

B. Faithfully attending regular and special worship services.

C. Encouraging new Christians in discipleship.

D. Interpreting the gospel to members and families.

III. Care for Church Members, Their Families and for Other Persons in the community

Deacons share with the pastor in the caring task.  Deacons do not take the place of the pastor, but exercise care in addition to what he does.  Deacons can provide care as they:

A. Minster in times of crisis.

B. Refer persons in need to qualified sources for assistance.

C. Lead new members to become part of the larger fellowship of the church.

D. Give counsel on vocational guidance and family ministry.

E. Help the church develop a caring atmosphere.

F. Provide care for every resident member and family.

G. Visit and activate inactive members.

H. Involve members and families in Bible study.

I. Build and maintain the fellowship of the church by providing opportunities to get acquainted, to know one another better, and to improve relationships within the church.

J. Lead members to witness and minister to the community.

DEACON QUESTIONAIRE

1. 
When did you accept Jesus Christ as Savior and Lord?

2.
 Do you believe the Bible to be God’s inspired, written Word?


Yes__________

No__________

3. 
Will you and your spouse strive to meet the biblical qualifications of 1 Timothy 3:8-13?


Yes__________

No__________

4. 
Do you believe in the commands of evangelism and missions found in the Scriptures?


Yes__________

No__________

5. 
Are you in good fellowship with your fellow church members?


Yes__________

No__________

6. 
Do you recognize that the deacon is a minister and not a manager of the church’s affairs?


Yes__________

No__________

7. 
Will you make every effort to attend each meeting of the deacon body?


Yes__________

No__________

8.
 Will you commit yourself to a growing spiritual life?


Yes__________

No__________

9. 
After reading the biblical and church qualifications, do you know any reason you should not be elected as a deacon?


Yes__________

No__________


Explain:

CHURCH ORDINANCES

Section 1. Baptism


This church shall receive for baptism any person who has received Jesus Christ as Savior by personal faith, who professes Him publicly at any worship service, and who indicates a commitment to follow Christ as Lord.

The pastor, or whomever the church shall authorize, shall administer baptism.

Baptism may be administered as an act of worship during any worship service of the church.

A person who professes Christ and is not baptized after a reasonable length of time shall be counseled by the pastor and/or deacons.  If negative interest is ascertained on the part of the candidate, he shall be deleted from those awaiting baptism.

We believe that the Bible teaches that:

(1) A candidate for baptism is a person who has heard and accepted the gospel message, repented of personal sins, trusts Christ as Lord and Savior and has determined to serve Him.

(2) Baptism by immersion in water accurately follows the meaning of the Greek work “baptizo” which means “to dip”, to “submerge”, or “to put under”.  Baptism by immersion illustrates the believer’s union with Christ in His death, burial and resurrection.

(3) Baptism is an act of obedience, which displays the believer’s acceptance of the Lordship of Christ over his life.  Christ commanded his disciples to teach all nations and baptize them.  Baptism signifies a believer’s acceptance of this Lordship and a desire to carry out the Great Commission.

(4) Baptism is an outward expression of an inward experience (a spiritual event which has already taken place in the believer’s life).  The one baptized illustrates through a physical re-enactment the fact that he has died to sin and has risen to walk in newness of life due to a spiritual union with Christ.  Baptism is a symbol and does not convey grace or procure salvation.

(5) Baptism is to be administered by the authority of a local New Testament church.

Section 2. The Lord’s Supper

The church shall observe the Lord’s Supper.  The church may go to observe the Lord’s Supper with shut-ins.  All who profess “Jesus is Lord” and have been baptized (amended 5/14/82) shall be invited to participate.  The pastor and deacons shall administer the Lord’s Supper, the deacons being responsible for the physical preparations.
Section 3. Policy on Weddings

Adopted: 1-7-03

Overview: This policy as adopted will overrule and supersede all other church adopted policies with regard to weddings.  The policy shall be reviewed on at least an annual basis or as needed.

Weddings are an exciting event in the life of a church family.  In order to insure weddings conducted by the church staff or on church property are consistent with the intent of the church the following policy and procedures are presented.

1. Pastors shall have the discretion of whether or not to marry a couple.  The decision can be based on the results of pre-marital counseling.

2. The pastors are under no obligation to marry persons who are not members of FBC.  The may perform those weddings are their own discretion.

3. Each pastor will conduct pre-marital counseling using materials they have developed.  While some type of pre-martial counseling is required the specific components, topics and number of required sessions are left to the pastor’s discretion.  If a couple wishes for a specific pastor to perform a wedding, the couple shall notify the pastor as soon as possible to insure enough time is allocated for appropriate counseling to occur.

4. A couple seeking to use the church building for a wedding and/or reception should notify a pastor as soon as possible to determine the available dates, and to reserve the building.
5. The church building may be used for a wedding preformed by a minister not on staff at the discretion of the pastors.  The decision will be based at minimum on the minister being of like faith.  Likewise a wedding preformed jointly by a pastor from FBC and another church is done at the discretion of the FBC pastor. 

6. Music and sound tech personnel are to be from the technicians available from Friendship Baptist Church.  To insure availability the couple should arrange for a technician well in advance of the wedding date.  Fees for technician use should be worked out directly with the individual.

7. Fees paid to the pastor performing the wedding are at the discretion of the member couple.  Weddings performed for couples who are not members will be charged $150.  This fee includes the pre-marital counseling, rehearsal and wedding.  The fee is due at the rehearsal.

8. Couples are given some discretion in designing their wedding ceremony.  The ceremony should be conducted with the dignity required of a Christian wedding.  The pastors can and will help with the wedding design.

9. Video-taping and photography during the wedding ceremony are at the discretion of the couple and the minister performing the ceremony.  The pastor performing the wedding will meet with the videographer and photographer prior to the ceremony.

10. The use of rice is forbidden.  Birdseed, bubbles or other acceptable items may be used outside of the church building.

11. The couple is responsible for coordinated with their florist of choice on the delivery of flowers and other equipment (i.e. candelabras, flower stands).

12. The couple is responsible for procuring a valid wedding license prior to the wedding.  The license must be given to the pastor performing the ceremony at the rehearsal.

13. The pastor performing the wedding has oversight and veto rights over the music played at the wedding.  The pastor can provide assistance in the selection of appropriate music.

14. A handout will be developed with information for prospective couples with regard to all information they might need to know.  This will include contact numbers, fees, and general instructions.

15. The couple should refer to the Building Use document for information regarding the reservation and use of the church facility.

CHURCH POLITY
Section 1. Church Covenant

Having committed ourselves to Jesus Christ and having experienced the acceptance, forgiveness, and redemption of God our Father, and having been led by the Holy Spirit to this part of the Body of Christ, we covenant together as members of Friendship Baptist Church that with God’s help through the guiding presence of the Holy Spirit:

(Our Covenant with God)

We will love God with all our heart, soul, mind, body, and strength and trust in His promises and obey his commands.
(Deut. 6:5; 10:12-13; Matt. 22:37)

We will uphold the Bible as the inspired Word of God and as the foundation of our faith and actions.

(2 Tim. 3:16-17; 2 Peter 1:21)

We will be faithful stewards of our resources and abilities in sharing the gospel with people of all nations. (Rom. 12:1-2; Deut. 16:17; 2 Cor. 9:6,7; 1 Cor. 16:1,2; Mal. 3:10)

(Our Covenant with One Another)


We will rejoice with each other in times of joy and sacrificially aid one another in sickness and distress.  (Phil. 4:4; John 13:34,35; 15:13; Gal. 6:2)


We will be honest and trusting with each other.
(Col. 3:9,10; Eph. 4:15)


We will be forgiving and quick to reconcile our differences.      (Col. 3:13; Eph. 4:31, 32)

We will seek, by Christian example and personal effort, to win others to Christ and to encourage their growth toward Christian discipleship. 
(Acts 1:8; Matt. 28:19,20; 2 Cor 5:18-20; John 20:21)

We will be faithful in our ministry of worship, witness, education, fellowship and service.

(Luke 4:16, Acts 2:42,46,47; Heb. 10:24,25. Eph. 4:11-13)

Section 2. New Member Orientation


(1) Every member has the responsibility to prayerfully consider his/her personal situation as regards to each section of the Covenant.


(2) Candidates for membership in this church are expected to complete the church’s candidate orientation as a condition of membership.

Section 3. Rights & Responsibilities of Members


(1) Every member of the church is entitled to vote at all elections and on all questions submitted to the church in conference, provided the member is present or provision has been made for absentee balloting.


(2) Every member of the church is eligible for consideration by the membership as candidates for designated offices in the church.


(3) Every member of the church may participate in the ordinances of the church as shared by the church. 


(4) Every member of the church is responsible for discovering his/her gifts and developing a ministry of service with it.

Section 4.  Church Discipline


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


Should some serious condition exist which would cause a member to become a liability to the general welfare of the church, the pastor and the deacons will take every reasonable measure to resolve the problem in accord with Matthew 18.  If, after meaningful visits by the pastor and by at least two deacons, it appears necessary for the church to take action to exclude a member, a vote of the church is required; and the church may proceed to declare the person to be no longer in the membership of the church.  Both the delinquent member and the church shall be given 30 days written notice that such dismissal shall be recommended by the body of deacons.  All such proceedings shall be pervaded by a spirit of Christian kindness and forbearance.


The church may restore to membership any person previously excluded, upon request of the excluded person, and by vote of the church upon evidence of the excluded person’s repentance and reformation.

OPERATIONS MANUAL CHANGES

Changes to the Operations Manual shall be recommended to the Church during a Business Meeting.  Care should be given to change the manual as best and current practices change.  The Operations Manual is meant to be a ‘living’ document.  But care should also be given to not change the manual quickly or without due diligence.


Changes can be made as voted on in a Business Meeting without the same notification period required for changes in the Church Bylaws.
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