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CONSTITUTION 

 

PREAMBLE 

 

For the more certain preservation and security of the principles of our faith, and that this body may be governed in 

an orderly manner consistent with the teachings of the Holy Bible, and to preserve the liberties inherent in each 

individual member of this church and the freedom of action of this body with respect to its relation to other 

churches of the same faith, we do declare and establish this Constitution and Bylaws. 

 

 

ARTICLE I.  NAME 

 

This body shall be known as Seagrove Baptist Church, Inc.   

 

ARTICLE II.  MISSION 

 

MISSION STATEMENT: The Mission and Purpose of Seagrove Baptist Church is: 

 

TO  LOVE GOD      TO     LOVE PEOPLE    TO  MAKE DISCIPLES 

 

ARTICLE III. Articles of FAITH 

 

Having been led as we, the membership of Seagrove Baptist Church, believe by the Spirit of God to receive the 

Lord Jesus Christ as our personal Savior, and on the profession of our faith having been baptized in the name of 

the Father, and of the Son, and of the Holy Spirit, we do now in the presence of God and this assembly as one 

Body in Christ, most solemnly and joyfully enter into agreement with one another through the statement of faith 

described in the Baptist Faith and Message as adopted by the Southern Baptist Convention in 2000. 

 

ARTICLE IV.  Miscellaneous 

 

SECTION 1 – COVENANT: 

 

We engage, therefore, by the aid of the Holy Spirit, to walk together in Christian love; to strive for the 

advancement of this church, in knowledge, holiness, and comfort; to promote its prosperity and spirituality; to 

sustain its worship, ordinances, discipline and doctrines. 

 

We agree to contribute cheerfully and regularly to the support of the ministry, the expenses of the church, the 

relief of the poor, and the spread of the gospel through all nations and to every person. 

 

We also engage to maintain family and secret devotion, to educate our children religiously; to seek the salvation 

of our kindred and acquaintances. 

 

We agree to walk diligently in the world; to be just in our dealings, faithful in our engagements, and exemplary in 

our behavior; to avoid actions that do not align with scripture, and to be zealous in our efforts to advance the 

kingdom of our Savior. 

 

We further engage to watch over one another in brotherly love; to remember each other in prayer; to aid each 

other in sickness and distress; to cultivate Christian sympathy in feeling and courtesy in speech; to be slow to take 

offense, but always ready for reconciliation and mindful of the rules of our Savior, to secure it without delay. 

Also, we agree that when we remove from this place, we will, as soon as possible, unite with another church, 

where we can carry out the spirit of this covenant and the principles of God’s Word. 
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SECTION 2 – POLITY: 

The government of this church is vested in the body of believers who comprise it. It is subject to the control of no 

other ecclesiastical body, but it recognizes and sustains the obligations of mutual counsel and cooperation which 

are common among Baptist churches. Insofar as is practical, this church will cooperate with and support such 

organizations as may be affiliated with the Southern Baptist Convention.  

 

SECTION 3 – DOCTRINE: 

This church receives the Scriptures as its only authority on matters of faith and practice. Its understanding of 

Christian truth as contained therein is in essential accord with the belief of the Baptist churches as indicated in the 

Articles of Faith contained in Article III of this Constitution. 

 

SECTION 4 – COOPERATION: 

Cooperation between various Christian denominations is permissible and desirable when it is justified and when 

such cooperation involves no violation of conscience or compromise of loyalty to Christ. 

 

ARTICLE V. OFFICERS 

 

The officers of this church shall be as provided by the Bylaws. 

 

ARTICLE VI. MEETINGS 

 

The meetings of this church shall be as provided by the Bylaws. 

 

ARTICLE VII. AMENDMENT 

 

This Constitution may be amended in whole or in part. A three-quarters (75%) super-majority will be required for 

any revisions to the Constitution. The voting threshold shall be measured by assessing the valid votes cast by the 

membership present and voting. Prior to such votes, the membership shall be provided notice and a written 

version of the proposed change two (2) weeks prior to the vote by at least two of the following methods: at a 

regular scheduled meeting of the church by verbal announcement, by church bulletin, by Church newsletter or 

email statement. This Constitution make void any previous action of the church if such action is not in agreement 

with them. 
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BYLAWS 

 

100. MEMBERSHIP 

 

101 - COMPOSITION 

The body shall be composed of persons who have confessed Jesus Christ to be their Savior and Lord, have been 

baptized by authority of a Church of like Faith and have been received into the fellowship of this church in 

accordance with these Bylaws. 

 

102 - PETITION OF MEMBERSHIP   

Petition for membership may be made by the following methods: 

 

102.1 – Profession:  

A profession of faith in the Lord Jesus Christ, requesting baptism and church membership. 

 

102.2 – Transfer: 

Transfer by letter from another Church of like faith. 

 

102.3 – Statement: 

Statement claiming membership in a Church of like faith provided that neither the applicant nor the church can 

secure a letter of transfer. 

 

102.4 – Reinstatement: 

In the event the candidate has been excluded from Church membership for cause deemed sufficient by the church, 

reinstatement will be provided to the candidate following a statement of his repentance which is acceptable to the 

church. 

 

102.5 – Associate Membership:  

Associate membership is designed for those who are members of a Christian church in another area, but who are 

temporarily or periodically living in the Seagrove area and who would like to share in the membership of 

Seagrove Baptist Church. Associate Members demonstrating full support of Seagrove Baptist Church through 

attendance, giving, & involvement will have the same rights and privileges as members after requesting Associate 

Membership and completing New Members Orientation. 

 

103 – GRANTING OF MEMBERSHIP:  

Petitions for membership may be received at any regularly scheduled meeting. Petitions for membership in this 

church shall be granted by a three-fourths (3/4) vote at any regularly scheduled business meeting, after petitioner 

completion of a new member’s class and upon affirming the church’s Articles of faith (Constitution Article III).  

The new member will have up to one (1) year to attend the new member’s class or they will be placed in the non-

status roll and not be able to serve on any committees or in leadership until the class is completed. If there is an 

objection to the admission of the candidate into the church, such action shall be deferred until the next Regular 

Business meeting of the church, at which time the objector may state his or her reason and a vote shall be taken.  

 

104 – TERMINATION OF MEMBERSHIP 

The following rules shall govern the termination of individual membership: 

 

104.1 - Transfer by letter:  

A Letter will be provided to a Church of like faith upon the request of that church. Seagrove Baptist Church will 

not issue the letter directly to an individual member, but it will be mailed to the church that made the request. 

 

104.2 - Doctrinal Disassociation:  

Any member who has made a change of faith to a denomination that does not share the same Doctrinal values that 

we hold as a Church shall be removed from the Church roll by erasure. Such action is to be confirmed by action 

of the church in a Regular Business meeting. 
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104.3 - Death of Member:  

Upon the death of any member, the name is removed from the Active or Inactive rolls. 

 

104.4 - Moral and Ethical Disassociation:  

When a member becomes an offense to the church and to its good name by reason of immorality or un-Christian 

conduct, by persistent breach of his covenant vows or by advocating doctrines out of harmony with those held by 

the church, the church may terminate their membership.  Such termination will occur only after due notice and 

hearing, and after faithful efforts have been made to bring such member to repentance and amendment of the 

transgression. 

 

104.5 - Member Request:  

A member in good standing may request and be released from their covenant obligations to the church; however, 

the Church will patiently and kindly endeavor to secure their continuation in its fellowship prior to terminating 

their membership.   

 

105 – MEMBERSHIP ROLL 

At the end of each calendar year, an active roll of the membership will be compiled of those people who attend 

services with some regularity. This list, prepared by the Church Clerk, shall be approved by the Church in regular 

business sessions. The only purpose of this is to maintain an accurate and honest active roll. At the same time, an 

inactive roll will be compiled of all members who attend services without some regularity (i.e., at least one (1) 

worship service or other church function per quarter). The Clerk shall also compile a non-status roll from the 

inactive member roll each year, this will be determined from the inactive members that meet the following 

criteria: inactive for one (1) year, has moved out of the local area, or there is no indication of a desire to be part of 

the church after multiple attempts to bring them back into the fellowship of the church. Clerk shall make a good 

faith effort to contact any Member being considered for inactive status or removal of membership before changing 

their status. Using the same criteria, Associate Members will be included in the Active and Inactive membership 

rolls.  

 

106 – MEMBER DUTIES:   

Members are expected to be faithful in all the duties essential to the Christian life, to faithfully attend the services 

of this church and other church functions, to give regularly for its support and its causes, and to participate in its 

organized work. 

 

107 – MEMBER RIGHTS 

All members and associate members who are over the age of 18 and not on the Inactive Roll (Section 105) may 

vote in the transactions of the Church as well as hold church office and serve on committees of the church. 

 

200.  ORGANIZATION 

 

201 – ORGANIZATION COMPOSITION: 

The organization is comprised of elected positions by the congregation, except as otherwise provided in the 

Bylaws. The Church is Ministerial staff lead, Committee tasked, and governed by Congregational consensus.  

 

202 - ORGANIZATION LEADERSHIP: 

 

202.1 MINISTERIAL ORDAINED STAFF  

A vote to call an Ordained Minister may be taken at any Regular or Special Called Church Business meeting 

provided the Search Committee has recommended him to the Church at least seven (7) days before the vote is 

taken. The following positions shall be considered Ministerial Staff positions: 
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Senior Pastor 

Roles and responsibilities: The Senior Pastor is to be a man of God and led by God to this Church. The Pastor is 

the spiritual leader of the congregation in performing the functions of a New Testament Church. He shall be the 

leader of the ministries of the Church. He shall be responsible for all worship services of the congregation. He 

shall serve as a member and Chair of the Church Council. He must meet the scriptural qualifications found in       

I Timothy 3:2-7; Titus 1:6-9. 

 

Selection: When the need arises, a Pastor Search Committee comprised of seven (7) members and two (2) 

Alternates will be interviewed and nominated by the Nominating Committee, then presented to and approved by 

the Church in a Regular or Special Called Church business meeting. Any church member may propose members 

for the Pastor Search Committee to the Nominating Committee by written submission to the Church office for the 

Nominating Committee Chair. The Search Committee Members shall be representative of the Church body (i.e., 

Young, Old, New/Older tenure members, members with children, etc.). The Pastor Search Committee shall seek 

candidates that will uphold the Church’s mission as well as the Articles of Faith as provided in the Church 

Constitution and live in a manner consistent with New Testament guidelines for overseers. The Pastor Search 

Committee will bring to the Church one candidate at a time for consideration. Voting on that candidate will be at 

a Regular or Special Called Church business meeting where a quorum is present and must be by written ballot of 

ninety percent (90%) affirmative vote. The Committee will serve until a Pastor is selected by the Church or the 

Church dissolves the Committee.  

 

Termination: The Church will call the Senior Pastor for an indefinite period of service. 

Both the Pastor and the Church will have the right to terminate the relationship by giving thirty-day notice with or 

without cause for termination. The thirty-day notice may be waived upon mutual agreement of the Pastor and the 

Personnel Committee. If termination is due to a moral failure, then the thirty-day notice is removed. Any 

recommendation to terminate the Senior Pastor must be approved by three-fourths of the Church Council 

members excluding the Senior Pastor before submitted to the church for a vote.  Should such a recommendation 

be submitted to the Church, it must be done at a special called Church business meeting for that purpose. The vote 

shall be by written ballot and require a simple majority of those members present and voting to pass.  The Church 

Council may place the Senior Pastor on paid leave, pending a Church vote. 

 

Interim Pastors: The Church Council will recommend any Interim Senior Pastor or Interim Associate Ordained 

Ministerial staff to the Church for approval by a three-fourths (3/4) majority vote in a Regular or Special Called 

Church business meeting.  

 

Associate Ordained Ministerial Staff 

Role and responsibilities: The Associate Ordained Ministerial Staff consists of the ministers called by God and 

elected by the church to provide leadership to the various ministries of the Church. These might include the 

Ministers of Worship, Education, Administration, Missions, Evangelism, Age Group ministers, and others that the 

Church may deem necessary. All Ministerial Staff shall become members of the Church. 

 

Selection: When the need for an Associate Ordained Ministerial Staff position is determined, a job description and 

financial package will be submitted by the Personnel Committee, with an approval vote of the financial package 

by the Finance Committee, then presented to the Church for approval by a majority vote in a Regular or Special 

Called Church business meeting. When such a need is identified, the church will approve the Nominating 

Committee to interview and establish a Search Committee of five (5) members and two (2) alternates to serve. 

The members are to represent the church body (i.e., Young, Old, New/Older tenure members, members with 

children, etc.). and should involve at least two (2) members that are engaged in the ministry that the committee 

will be seeking a staff member to serve.  Any Church member may propose members of the Search Committee to 

the Nominating Committee by written submission to the church office for the Chair of the Nominating 

Committee. 
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A Search Committee shall seek candidates that will uphold the Church’s mission as well as the Articles of Faith 

as provided in the Church Constitution and live in a manner consistent with New Testament guidelines for 

overseers. Candidates may not be required to be ordained ministers, depending on the position requirements that 

the personnel committee has deemed necessary for the vacancy. The Search Committee will bring one candidate 

to the Church at a time for consideration. Voting on that candidate will be at a Regular or Special Called Church 

business meeting and must be by an affirmative vote by written ballot of three-quarters majority of those members 

present and voting. Such a meeting must include a quorum. Any changes in ministerial responsibilities must be 

approved by the Personnel Committee. 

 

Termination: The term of service for Associate Ministerial Staff members will be indefinite with both the staff 

member and the Church having the right to terminate the relationship by giving thirty-day notice with or without 

cause for termination. The thirty-day notice may be waived upon mutual agreement of the staff member and the 

Personnel Committee. Any recommendation to terminate a member of the Ordained Ministerial Staff can be made 

by the Church Council to the Personnel Committee for review; the Personnel Committee will then recommend 

further action with final approval by the Church with a simple majority vote in a Regular or Special Called 

Church business meeting.  

 

Ordaining and Licensing: Any present or former member of Seagrove Baptist Church now serving in ministry at 

Seagrove Baptist Church or at another location, who has given evidence that he is called of God to the work of the 

ministry and by a vote of at least three-fourths (3/4) of the members present at any Regular or Special Called 

Church Business meeting, may be ordained, or licensed by the church to Christian ministry service. If a candidate 

meets these requirements and makes a request to be ordained or licensed by Seagrove Baptist Church, the Senior 

Pastor or Chairman of Deacons may assemble an ordination or licensing council of ordained ministers of the 

Gospel of like faith and deacons of like faith to examine the candidate.  Upon at least three-fourths (3/4) 

affirmative vote from the ordination or licensing council, the candidate will be presented to the Church in a 

service specifically designed for ordination or licensing the candidate by the church.  

 

Ministerial Staff Directors 

When the church finds the need for leadership for various functions, the church may elect lay members to serve as 

Directors. Selection of the staff directors will be made by the Ministerial staff with conjunction of the personnel 

and finance committee for description of duties and compensation determined for the position.  

 

Ministerial Administrative Staff 

Selection and Termination: Ministerial Administrative staff shall be the responsibility of the Personnel Committee 

to oversee and review. The Personnel Committee shall have authority to hire and terminate Ministerial 

Administrative staff upon recommendation by the Ordained Ministerial Staff. The Personnel Committee will be 

responsible for the terms of service and termination procedures for professional and support staff members. 

 

202.2 CHURCH COUNCIL:  

Role and responsibilities: The primary role of the Church Council is the coordination of the performance of tasks 

specifically set forth in the Church Bylaws, serving as counsel to the pastor, planning and recommending future 

directions of the church and guarding the purity of church doctrine.  

 

• The Church Council shall participate in the annual budget process. 

• When issues arise within and/or between standing committees of the Church and are brought before the 

Church Council, the Church Council will be responsible for mediating with the parties toward a 

resolution. 

• The Church Council serves to ensure community of purpose and communication between the established 

committees of the Church. The Church Council is not a decision-making body over the committees but 

stands as an asset through communication between committees.  

• In the absence of a Senior Pastor, the Church Council shall coordinate with the Ordained Ministerial Staff 

to fulfill the roles and responsibilities until a new Senior Pastor is in place. 
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• The Church Council shall oversee a policy and procedure manual which shall describe how various duties 

and responsibilities will be accomplished. In the absence of a clear policy or responsibility description for 

decisions to be made for the Church, they may make recommendations for Church vote when deemed 

necessary for the furtherment of the Church to minister to the community. 

• As necessary, the Church Council will recommend a Long-Range Planning Committee to the church for 

approval. The Committee will consist of five (5) members who will review past long-range plans and 

propose plans to guide the church in the future. 

• The Church Council will recommend, for church approval, a Constitution & Bylaws committee which 

will review and update its present Bylaws every five (5) years. Year to year modifications (Amendments) 

may be recommended to the church by the Church Council and is subject to church approval. 

 

Qualifications: Church Council members must be members of the Church who are committed to the Church’s 

mission, regular financial contributors and regular participants in worship and Bible study. Church Council 

members will be expected to support the Articles of Faith as provided in the Church Constitution and live in a 

manner consistent with New Testament guidelines for overseers. 

 

Composition and Term: The Church Council shall consist of Treasurer, Clerk, chairs of all standing committees 

or an appointed member of the committee, Ordained Ministerial Staff, and chair of Deacons, as voting members. 

The Senior Pastor shall serve as Chair. Other than the Ordained Ministerial Staff, voting members may not be 

employees of the Church.  

 

Meetings: The Church Council shall meet routinely, usually once a month subject to the discretion of the 

chairman, but at least once a quarter. Regular meetings shall be open to the church members to attend. 

 

Selection of Officers: The Church Council shall elect a Vice-Chairman who shall conduct meetings in the 

chairman’s absence. The Clerk shall serve as secretary responsible for taking minutes of the meeting. Minutes of 

each meeting will be filed with church appropriately for record. 

 

202.3 DEACONS:  

Role and responsibilities: In accordance with the meaning of the work and the practice of the New Testament, 

DEACONS ARE TO BE SERVANTS OF THE CHURCH. They shall provide pastoral care and counsel to the 

Ordained Ministerial Staff pertaining to the welfare and ministry of the church. They may organize themselves as 

their wisdom may direct for efficiency in service. 

 

Composition: The Church Council shall set the initial number of active Deacons based on membership at the time 

of the adoption of these by-laws. The goal is to provide a ratio of one active deacon to 10-20 member households. 

Each year the active Deacon ministry shall recommend the number of active Deacons needed to provide pastoral 

care for the church for the next year.  

 

Eligibility and Selection: To be eligible to be elected as an active Deacon, a man must hold active membership in 

this church for at least one (1) year continuously prior to his election and must be in good standing and full 

fellowship with the church. The man will be ordained before taking office. He must be twenty-one (21) years of 

age or older and strive to meet the qualifications given in the third chapter of First Timothy and Acts 6:3.  

Furthermore, he must be a man of integrity and of good Christian character. Aspirations of spiritual maturity and 

a life that is consistent with the teachings of the scriptures should be a goal of every Deacon. He should be found 

faithful in spiritual matters and a consistent contributor financially to his church. A man who has been ordained as 

a Deacon in another Church of like Faith and was still in good standing upon joining this church shall be eligible 

to be elected to the active Deacon ministry upon their approval for active membership in this church.  An 

Associate Member that has been ordained as a Deacon in another Church of like Faith and approved by the Active 

Deacons may serve during their local residency in assisting the Deacon ministry.  

 

Resignation: If a Deacon becomes incapable of active service because of health, occupation, or any other reason, 

he will be expected to resign as an active Deacon. If an active Deacon is deemed in violation of the eligibility 

requirements in scripture or the churches leadership covenant by the Ordained ministerial staff, then they will be 

asked to resign. 
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Term: Active Deacons will be elected for three-year terms [one (1), two (2) and three (3) year terms initially] 

determined by the rotation system schedule and church membership growth. The term of the Deacon will be 

defined as one (1) calendar year, January 1 – December 31. 

 

Election of Deacons: During the month of September, the Ministerial staff and current Deacon Fellowship 

compose an eligible list of candidates to be nominated to the church for Deacon elections.  In the month of 

October, the Deacon chairman and pastor will screen all nominees that are willing to serve to make sure they fit 

the criteria in scripture for service. The final list of names will then be voted on by the church at the regular 

Church business meeting or at a special called business meeting in fall of that current year. The Deacon chairman 

will present a list of the eligible nominees to the congregation for a vote. Each church member present at this 

meeting may cast one (1) vote for the nominated Deacons. If there are vacancies during the calendar year, the 

Deacon Fellowship may appoint inactive Deacon(s) to fill the vacancies for the remainder of the current calendar 

year if they are needed to minister to the Church adequately. All deacon elections shall be by written ballot. If it is 

deemed necessary by the Ordained ministerial staff and Deacon fellowship that there is a need for more active 

Deacons before an election is scheduled to take place, they may ask inactive Deacons to become active to fill the 

need for congregational care. 

 

Ordination of Deacons: If the church, at a regular or Special Called Church business meeting, shall elect a 

member or members to the scriptural office of Deacon and they are not previously ordained, the church shall 

authorize and direct the Senior Pastor and/or Deacon Chairman to assemble an ordination council for 

examination. The ordination council will be comprised of ordained ministers of the Gospel of like faith and order, 

Deacons of this church, and visiting Deacons of like faith and order to perform the ceremony of ordaining the 

candidate or candidates to the office of Deacon. 

 

202.4 OFFICERS:  

The corporate officers of the church shall be as follows (Clerk, Treasurer, and Trustees) and shall be elected by 

the congregation, except as otherwise provided in this Constitution and By-Laws. When the Senior Pastor position 

is vacant, all officers, committees, and leadership roles will remain in place to establish continuity. However, if 

there is a vacancy in a leadership position that is vital to the operations of the church during this time and 

determined necessary by the Church Council, the Nominating Committee may nominate a candidate to the church 

for approval. The Church Officers may serve consecutive terms, except otherwise provided in this Constitution 

and By-Laws. 

 

CLERK 

The church shall elect a Clerk. The Church Clerk shall serve a three (3) year term, the term will be defined as 

being a calendar year, January 1 – December 31. The Church Clerk shall keep a suitable recording of all actions 

of the church, except as otherwise herein provided. The Clerk shall be responsible for a register of the names of 

members, with dates of admissions, dismissals, or deaths, together with records of baptisms. The Clerk shall issue 

letters of dismissal voted by the church, preserve on file all communications and written official reports, including 

all yearly reports to the Southern Baptist Convention, and co-ordinate all pertinent information with the Ministry 

Assistant for proper distribution.  

 

TREASURER 

The church shall elect a Treasurer. The Church Treasurer shall serve a three (3) year term, the term will be 

defined as being a calendar year, January 1 – December 31. The Church Treasurer will not exceed two (2) 

consecutive three (3) year terms.  At the end of their term, they must take at least a one (1) term without serving in 

the Treasurer or Assistant Treasurer role. The church Treasurer is to be a committed follower of Jesus Christ and 

dedicated to the mission/ministry of Seagrove Baptist Church.  They are to exhibit a willingness to work cordially 

with people and to be fair minded. The character of the treasurer should reflect the highest Christian integrity.  

This person’s experience and background should give confidence to the church members that the financial affairs 

of the church will be carried on in a fair and trustworthy manner.  A working knowledge of accounting procedures 

or the willingness to learn them is essential. The church Treasurer should be a regular giver to Seagrove Baptist 

Church, setting the example for church members to follow.   
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Additionally, the church Treasurer must understand that all giving records should be handled with the strictest 

confidentiality. The principal function of the church Treasurer is to be responsible to the church for the proper 

receipt, accounting, safeguarding, and disbursement of church funds within policies established by the church for 

adequate financial control. The Treasurer is also responsible for maintaining the financial relationships such as 

bank accounts, investments, and lending arrangements with external parties. 

 

A. Responsibilities: 

• Work with and oversee the financial secretary in keeping accurate records in appropriate financial journals 

of all monies received and disbursed. Reconcile bank statements monthly and correct ledgers as needed. 

• Sign checks in accordance with church policies and procedures, always verifying supporting data for each 

check request. 

• Work with the financial secretary in submitting accurate financial records for Financial Report according to 

church policy. Produce monthly and annual reports (Statement of Assets, Schedule of Support, and 

Expenses) to the church and Finance Committee.  

• Work with the Financial Secretary in providing records of individual contributions. 

• Suggest possible investment opportunities; if requested. 

• Train an Assistant Treasurer when one is elected by the church. 

• Manage Tax Compliance: work with outside professionals where necessary to make sure that the Church’s 

obligations are met in a timely manner. 

 

B. Relationships: 

• Serve as ex-officio voting member of the Finance Committee. Confer with this committee in recommending 

and establishing policies related to the receiving, safeguarding the accounting, and disbursing of church 

monies. 

• Receive copy of deposit slip and summary of receipts record from the counting team after each deposit. 

• Confer with the church staff members and Church Council to maintain communication in financial matters 

of the church. 

• Work with staff, officers, and organizations in administering financial detail of church projects, for 

example, as receipts fall above or below budgeted funds. 

• At the request of the Finance Committee, serve as advisor to various requesting committees in preparing 

and maintaining their budget. 

• Serve as an active member of the Church Council. Advise the Church Council and various committee 

chairpersons about available funds and budgeted funds. 

 

TRUSTEES 

The Trustees shall consist of at least three (3) members who shall be elected to serve for an indefinite time. Upon 

a specific vote of the Church authorizing each action, the Trustees shall have the power to buy, sell, mortgage, 

lease or transfer any Church property.  When the signature of the 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.   

 

Addition of a Trustee: When the church finds itself with the need of increasing the number of trustees, it may do 

so with a recommendation from the Ordained Ministerial staff and by church vote with majority approval at a 

regular or special called business meeting. 

 

Replacement of a Trustee: When the church finds itself within need of replacing a trustee, it may do so with the 

Nominating Committee bringing a candidate to the church for a vote at a regular or special called business 

meeting. 

 

Removal of a Trustee: When the church finds itself with the need of removing a trustee, it may do so by bringing 

a recommendation for removal to the church for a vote at a regular or special called business meeting. The 

recommendation may come from the Ordained Ministerial staff after discussion with the Church Council for 

guidance on the need for removal. 
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202.5 OTHER CHURCH POSITIONS:  

 

MODERATOR 

The Moderator shall be elected by the church to serve. The Church Moderator shall serve a three (3) year term, 

the term will be defined as being a calendar year, January 1 – December 31. It shall be the duty of the Moderator 

to keep an up-to-date account of parliamentary procedures (Roberts Rules) and moderate all business meetings of 

the church. If the Moderator is not available, then the Vice-Chairman of the Church Council will serve as 

Moderator. 

 

FINANCIAL SECRETARY 

The Financial Secretary is classified as Administrative Staff and shall work as an assistant to the church 

Treasurer. The Financial Secretary will typically be responsible for posting contributions, mailing contribution 

statements, accounts payable, payroll, and preparing monthly financial reports.  Maintaining the church financial 

records confidentially for all giving records is essential for this position. Despite this assignment of the duties, the 

church Treasurer still has the legal and fiduciary responsibility for these functions. 

 

ASSISTANT TREASUER 

The Assistant Treasurer shall be appointed by the Church Treasurer and Finance Committee. They will be voted 

by the Church on an annual basis to serve in the absence of the Church Treasurer with the responsibilities to learn 

and assist with the role.  

 

202.6 CHURCH  MINISTRY TEAMS:  

Role and Responsibilities: The primary role of a Ministry Team is to minister. Unlike a committee, it does not 

concentrate primarily on administrative responsibilities. A team is a small group of people assigned to a common 

ministry purpose or goal. Teams can be established in the short term to perform a specific ministry or may be on-

going in nature. Each team will have a ministry position description developed at the start of the ministry team to 

describe the anticipated duties and responsibilities. 

 

Establishing: To establish a new ministry team the person(s) must present their ministry concept need to the 

church ministerial staff for approval, guidance, & organization.  

 

Funding: If the new ministry needs funding, they may get approval from the Finance Committee. If the Finance 

Committee finds that money needed for this ministry team is not currently available in the current budget year 

allocation, then the finance committee may in conjunction with the ministry team bring a request to the church at 

a regular or special called business meeting. 

 

Organization and dissolvement: The church Ordained Ministerial Staff or the Church Council may recommend 

reorganizing, removing, and establishing a ministry team once a need arises and oversight given from these two 

organizations that it fits the overall vision and direction of the church. 

 

Composition: Church Ministry Teams shall consist of no more than seven (7) members. A team may gain 

approval from the Ordained Ministerial staff to exceed this amount if it is deemed necessary to meet the ministry 

needs of the Church.  

 

202.7 – COMMITTEES: 

Committees of the church will consist of two (2) types: Administrative Committees and Special Committees. To 

be eligible to be a committee member, the person is to be a committed follower of Jesus Christ and dedicated to 

the mission/ministry of Seagrove Baptist Church. They are to exhibit a willingness to work cordially with people 

and can be fair minded. All committees shall create and maintain written or electronic minutes of all meetings and 

provide a copy to the church office for official record keeping. Committees shall consult with the Finance 

committee for any requests that involve spending that is not included in the current budget. 
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ADMINISTRATIVE COMMITTEES 

Administrative Committees shall consist of a rotational membership. One third of all administrative committee 

members shall rotate off each year. Committees must have present or by remote access the majority membership 

to conduct their tasks as a committee. Committee membership shall be limited to one (1) Administrative 

committee and one (1) “Special” committee except in unusual circumstances. A committee member shall not be 

reelected to the same administrative committee for a period of one (1) year following a three (3) year term unless 

under an emergency circumstance that consists of being vital for the overall work of the committee or ministry of 

the Church. In this manner the Nominating Committee has the authority to recommend their reelection for an 

additional one (1) year exception. Administrative Committees include the following: 

 

Finance Committee 

The Finance Committee shall consist of at least five (5) rotating members and the church Treasurer. The Finance 

Committee has the authority to approve up to five (5%) percent more than the current year budget without Church 

action, provided funds are available from unrestricted cash on hand accounts. If funds are not available, then 

Church action is required. A chairman or co-chairs will be selected from among the rotating members of the 

committee.  

 

The Finance Committee has the overall responsibility of monitoring the church’s financial activities, reviewing 

accounts and expenditures to ensure the financial policies and procedures of the church are being followed and 

revising the policies and procedures if necessary. The Finance Committee will work with the Treasurer to 

establish policies related to the receiving, safeguarding, disbursing, and accounting for Church monies.  

 

Responsibilities:  

• Engage the Church leadership (Ministerial staff, Committees, Ministry Teams) in the development of an 

annual budget draft for determining their funding needs for the upcoming year. 

• As appropriate, request the Treasurer to serve as an advisor to various committees in preparing and 

maintaining their budgets. 

• Work with the Personnel Committee to develop recommendations for salaries, benefit packages, and 

raises during the annual performance review process and approve the final recommendations.  

• Develop, plan, and present the annual budget for adoption by the Church.  

• To the extent that they do not affect the overall annual approved budget, except as noted above (5%), they 

may make budget adjustments throughout the current year. 

• Review and approved monthly financial reports prepared by the Treasurer. 

• Monitor accounts expenditures, cash flow, and approve all expenditures throughout the year. 

• Coordinate financial input from church leadership for emerging needs.  

• Coordinate with a stewardship ministry team when one is appointed, to find funding for new ministry 

activities. If funding is not available within the current budget, along with the ministry team, bring a 

request to the Church to fill the need.  

• In the event, during the fiscal year, the Church is not meeting budget, the Finance Committee will meet 

with the ministerial staff and develop a plan of action. 

• In an emergency, authorize expenditures without the Church’s prior approval. 

• Conduct periodic financial reviews (oversee/establish/recommend) using outside experts where 

appropriate, to test the validity of the Church’s financial records and to ensure that the financial policies 

of the church are being followed. 

• With the Treasurer, appoint an Assistant Treasurer to learn the Treasurer role and provide continuity 

when the Church needs a new Treasurer. 

 

Nominating Committee 

The Nominating Committee shall consist of at least five (5) rotating members. Their principal function is to 

reasonably vet and recommend appropriate nominees for the staffing of all church-elected volunteer positions. 

The nominees should be presented to the church for approval for the following year during the fourth quarter of 

the year at a regular or special business meeting. A chairman or co-chairs will be selected from among the rotating 

members of the committee. 
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Property Committee 

The Property Committee shall consist of at least five (5) rotating members. It shall be the duty of this committee 

to generally oversee all maintenance and improvements of church owned buildings and property, unless stated 

otherwise in these By-Laws, and to recommend needed changes to the church. This committee will also be 

responsible for maintenance, servicing, and the operations of all church-owned vehicles. This committee shall 

select and appoint properly licensed and qualified drivers and shall tolerate no unlawful operations on the 

highway. The committee shall make recommendations to the church as it deems advisable concerning the 

transportation and its use and operation. A chairman or co-chairs will be selected from among the rotating 

members of the committee. 

 

Personnel Committee 

The Personnel Committee shall consist of at least (5) rotating members. It shall be the duty of this committee to 

deal with any problems concerning employees, and to promote harmonious Christian relationships between 

members of the staff, the membership, and the pastor. They shall interview and make recommendations for all 

employee positions. The Personnel Committee shall have direct responsibility, in cooperation with and with input 

from Church Council and the Deacon Ministry, for managing the annual performance review process of the 

Senior Pastor, Ministerial Staff, Directors, and all paid employees. They shall make recommendations on the 

salaries and raises of all paid employees with the approval of the Finance Committee. All grievances, either from 

or about employees, shall be directed to this committee for investigation and recommendation. A chairman or co-

chairs will be selected from among the rotating members of the committee. 

 

Missions Committee 

The Missions Committee shall consist of at least five (5) rotating members. Their principal function is to bring 

awareness of mission efforts, establish mission partnerships with Acts 1:8 strategy (Jerusalem, Judea, Samaria, 

and Ends of Earth) as a guide, and set policies and procedures for accomplishing a Biblical and church vision for 

missions. This is to be accomplished by reasonably vetting and recommend appropriate mission endeavors which 

include but not limited to, mission related offering goals, trips, and fundraisers, input for an annual church 

mission’s budget, conferences, and events that keep with the vision of the church. (LMCO, AAEO, OCC, 

Association, Cooperative Program, NAMB, & IMB). A chairman or co-chairs will be selected from among the 

rotating members of the committee. 

 

SPECIAL COMMITTEES 

Special Committees shall serve for an indefinite period according to the need of their purpose and apart from the 

Search Committee, may be appointed or elected. When the church is without an ordained Ministerial Staff 

member, the Nominating Committee shall nominate a Search Committee whose duties shall be to locate, 

investigate, and make a recommendation to the church.  

 

300. WORSHIP SERVICES: 

 

The main services for worship and for the preaching of the Word shall be held regularly every Sunday morning 

and at such other times as may be decided on by the church. Midweek worship services shall be held every 

Wednesday night. Any deviation from this policy shall require the ordained Ministerial Staff and the Church 

Council make a recommendation for approval to the church. The Pastor with input from the Ordained Ministerial 

staff will be afforded the opportunity to cancel or provide another delivery method for worship on these scheduled 

days provided in this document instead of in person gathering at his discretion for the safety and well-being of the 

congregation. i.e., inclement weather, pandemic, or other circumstances. 

 

301 – CHURCH ORDANIANCES: 

The Church adheres to the ordinance of Baptism and the Lord’s Supper. These are called ordinances because 

Jesus ordained them for the church to do. The ordinances are vitally important for the church in obedience to our 

Lord who called us to keep them. They are also important because both are related to the gospel. 
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301.1 - THE LORD’S SUPPER: 

The Lord’s Supper shall be regularly and duly commemorated no less than once each quarter where practical. The 

Pastor may deem it necessary to commemorate the Lord’s Supper at other times which he may do at his 

discretion. 

 

301.2 - BAPTISM: 

Baptism will be observed at the discretion of the Ministerial staff when it is deemed necessary. The Ministerial 

staff may provide for an alternative location (i.e., beach, lake, pool) for observing Baptism if the baptism is still in 

accordance with scriptural baptism that is described in the Baptist Faith and Message 2000 and fits within the 

Churches beliefs. 

 

302 – BUSINESS MEETING: 

 

302.1 – SCHEDULE AND ANNOUNCMENT PROCEDURE: 

Quarterly business meetings shall be held on the last Wednesday evening of the first month of each quarter (i.e., 

Jan, April, July, and October). On individual occasions only, the day of the week for these business meetings may 

be changed by Ministerial staff or Church Council with announcement of the change being consist with the below 

methods of a Special Called Business Meeting. A Special Called Business Meeting may be called by the Pastor, 

the Church Council, or a representative number of at least ten percent of the active members of the church 

provided that prior announcement is made via at least two of the following methods: at a regular scheduled 

meeting of the church by verbal announcement, by church bulletin, by Church newsletter or email statement.  

 

302.2 – VOTING PROCEDURE: 

All questions shall be settled by a majority vote, except as otherwise provided in these Bylaws. At a regularly 

scheduled business meeting, those present shall conduct the business of the church. 

 

302.3 – CONDUCTING OF MEETINGS PROCEDURE: 

In the conduct of the meetings of this church, informal, fair, and democratic procedure is preferred to legalistic 

formality whenever practical; but the rules contained in Robert’s Rule of Order shall guide the meetings in all 

cases to which they are applicable, and in which they are not inconsistent with the Bylaws of the church. 

 

302.4 – QUORUM PROCEDURE: 

At least twenty-five (25) active members shall be present at a Regular or Special Business Meeting duly noticed 

and called to constitute a quorum of the membership for the transaction of business. A quorum shall be tested one 

(1) time, at the beginning of all meetings. If a quorum cannot be quantified, then business may be discussed but 

no votes may be taken. The meeting will then be rescheduled for within a two-week period from the original 

scheduled meeting. 

 

400. FINANCE 

 

This church shall be supported by the tithes and offerings of the members.  Donations may also be accepted from 

other individuals and organizations interested in the spiritual welfare of the church. All funds, for any and all 

purposes, shall pass through the hands of the Treasurer and be properly recorded on the books of the church. 

400.1 - BUDGET: 

All organizations and committees shall review their expenditures annually and shall submit a proposed budget to 

the Finance Committee for the following year no later than November 1st of each year. The Finance Committee 

will draft a proposed budget for the next year and present it for a vote at a Special Called Business Meeting in 

December of each year. All proposed requests shall be itemized to reflect their intended purpose in the presented 

budget. 
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400.2 - CONTRACTS AND EXPENDITURES: 

The following rules shall govern church contract and expenditures: 

 

• No contract for supplies, materials, or services shall be made except after approval of funds by the 

Finance Committee and authorized by direct vote of the church. 

• All contracts must have a scope of work and responsible commitments listed for review. Each contract 

must be reviewed by the chairman of the committee and one of the following (Executive Pastor, Church 

Treasurer, Chairman of Finance Committee) before being signed by a Trustee to assure the church is 

being a good steward while entering the contract. 

• All committees and organizations may purchase supplies and general items with proper issuance of a 

purchase order request that has been approved by the Finance Committee.  

• If during any fiscal year the church is not meeting budget, the Finance Committee will meet and develop 

a plan of action with the ministerial staff. 

• Items of an emergency nature may be handled by the Finance Committee without church’s approval. 

• The church fiscal year shall be from January 1st through December 31st. 

• Any contracts entered into by Seagrove Baptist Church must be signed by a Church Trustee.  The original 

contract must be kept with the Church office records and must include a W-9 and a copy of the company 

or individuals’ proof of insurance. 

• During any fiscal year, if the Finance Committee deems it necessary to borrow money or to access pre-

approved lines of credit, Church approval is required. 

• If a committee, ministry team, or ministry leader has financial needs outside of their approved budget or 

the approved funds for a project, the committee or ministry must take their request to the Finance 

committee for approval of availability of the additional funds before taking their request to the Church for 

final approval. 

 

400.3 - AUDIT: 

The Finance Committee shall provide an audit not to exceed every five (5) years from an outside professional 

accounting service. A financial review will be held of all procedures and accounts annually. 

 

400.4 – DESIGNATED GIFTS: 

The Church recognizes the wish of some members to designate the way in which some specific contributions are 

used. However, the Church also recognizes that all that we have comes from God and should be used to further 

His Kingdom.  Therefore, the Church may accept gifts and contributions that are intended for a designated 

purpose. However, unless the designation on the gift or contribution is to an existing Designated Fund of the 

Church, the designation shall be deemed advisory only (versus mandatory).  In such an instance, the Church 

through its Finance Committee may choose to use the gift in accordance with the designation, or it may choose to 

use the gift elsewhere. All donors to the church recognize the necessity and propriety of this discretion. The 

Finance Committee’s discretionary authority includes the right to refuse to accept any gift at any time for any 

reason.  The Finance Committee shall create a policy for establishing any designated fund. 

 

500. DISCIPLINE 

 

The church recognizes that there are times when the need arises to practice church discipline. If this need arises it 

will be handled in accordance with the Scriptures.  

 

501 – CHURCH MEMBERSHIP DISCIPLINE: 

• Resolution: Should any unhappy differences arise between members, the aggrieved member shall follow, 

in a tender spirit, the rules given by our Lord in Matthew 18:15-19. 

• Public Scandal: Should any case of gross breach of covenant or of public scandal occur, the deacons shall 

endeavor to remove the offense.  If such efforts fail, the Deacons shall report the case to the church. 

• Complaint-Accusation: If the church votes to entertain a complaint (which must be made in writing), it 

shall appoint a reasonable time and place of hearing and notify the person in question thereof, furnishing 

him with a copy of the charges. 
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• Defense: At such hearings, the accused member may call to his aid any member of the church as counsel. 

If he shall not present himself at the time appointed or give satisfactory reasons for his neglect to do so, 

the church may proceed in his absence. 

• Conduct: All such proceedings shall be pervaded by a spirit of Christian kindness and forbearance, but 

should an adverse decision be reached, the church may proceed to admonish or remove the offender from 

the membership of the church. 

• Outside Guidance: In case of grave difficulty, the church, if requested, will seek the advice of an 

acceptable council from neighboring churches or our denominational representatives. 

 

600.  BIBLICAL DISPUTE RESOLUTION 

 

The church recognizes that there may be personal disputes between members. These disputes will be handled in 

accordance with the Scriptures. Understanding that church congregations are made up of human beings—each of 

whom were born with a sinful, self-centered nature—the church recognizes that disputes among members (as well 

as disputes between members and the church staff) are inevitable.  The parties shall use their best efforts to settle 

such disputes, claims, questions, or disagreement as befits Christians and they shall consult and negotiate with 

each other in good faith; recognizing their mutual interests not to disgrace the name of Christ and seeking to reach 

a just and equitable solution.   

 

To that end, all disputes, claims, questions, or disagreements arising out of or relating to these bylaws—or any 

other church matter— shall be subject to the dispute resolution framework set forth herein. Moreover, the 

members of this church expressly waive any and all rights in law and equity to bringing any civil disagreement 

before a court of law, except that any judgment upon an award rendered by an arbitrator may be entered in any 

court having jurisdiction thereof.  In an effort to follow the scripture’s mandates regarding actions at law against 

fellow-believers—while simultaneously preserving the right to have one’s dispute heard and decided—the 

membership of this church agrees to handle all intra-church disputes in the following manner:        

 

600.1 – PERSONAL ATTEMPTS: 

When any dispute arises between one or more members of this church, the involved member(s) will take time to 

pray about the basis for the dispute as well as the other members involved. After such prayer, the member(s) will 

approach the other member(s) with whom they have the disagreement and attempt to work through the dispute, in 

a spirit of love and understanding.  If the attempt to address the dispute directly does not result in a resolution, one 

or more of the members involved will approach the head of the deacon body or the pastor and explain the dispute.  

The Chairman of the deacons or the pastor will discuss the dispute and select an appropriate church leader to meet 

with the disputing members separately. If this effort does not result in a resolution of the dispute, the members 

involved will proceed to follow the formal dispute resolution procedure set forth below.  

 

600.2 – SUBMISSION TO MEDIATION: 

Should the dispute resolution steps found above not lead to a full and complete resolution of the issues in dispute, 

the parties shall submit any remaining dispute to mediation.  Such mediation shall take place within thirty (30) 

days from the date any member involved in the dispute issues a demand for mediation (but not before the 

procedure set forth above has been completed).  The mediation shall be conducted and facilitated by a neutral 

third-party, chosen by the parties to the dispute.  Should the parties not be able to agree upon a mediator, the 

Pastor—provided he is not a party to the dispute—shall pick a mediator to facilitate the resolution discussions. 

Should the Pastor be a party to the dispute, the person to select a mediator will be the first in the following list to 

not be involved in the dispute: Church Council (minus the Pastor), Personnel Committee. The basic process for 

conducting the mediation shall be as adopted by the Pastor and/or the deacons                     

 

600.3 – NOTICE OF ARBITRATION 

If dispute is not resolved through the procedure set forth above within a period of sixty (60) days, then either party 

may notify the other party(ies) of their desire to submit the disputes, claims, questions, or differences to binding 

arbitration.  
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600.4 – LIMITATIONS OF ARBITRATION DECISIONS: 

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

whether the procedures for church discipline were followed. 

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

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

 

600.5 – ARBITRATION PROCEDURES: 

The Procedures for Arbitration shall be as adopted by the pastor and/or the deacons. 

PROCEDURES FOR MEDIATION AND ARBITRATION 

 

SECTION 1—MEDIATION 

Once the demand for mediation has been made by any party to a dispute and a mediator has been selected 

(pursuant to section 12.01 above), the parties and the mediator shall select a date, time, duration (either a half or a 

full day) and neutral location for the mediation.  The parties will endeavor to schedule the mediation as soon as 

possible, but in no event later than thirty (30) days from the date the demand for mediation was made. Upon the 

day of the mediation, the parties and the mediator shall meet together and commence the mediation at the agreed-

upon time.  The parties shall have the right to bring legal counsel if they so choose—but legal counsel shall not be 

required.  Any other procedural details and requirements shall be left to the sole discretion of the mediator.      

 

SECTION 2—RESULTS OF MEDIATION 

The outcome of any mediation shall be strictly confidential unless all parties unanimously agree otherwise. No 

recording of the mediation shall be made and no notes or other documents containing communications made 

during the mediation shall be made public by any participant.  The mediator—along with all participants in the 

mediation—shall not make public any information learned during the mediation and shall be held to the standards 

of conduct and confidentiality set forth in Chapter 44, Florida Statutes.   

 

SECTION 3—SCOPE OF ARBITRATION 

The parties must, prior to the selection of arbitrators, agree to the scope of the matters to be considered by the 

arbitrators.  In doing so the parties must conduct themselves with the utmost courtesy as befits believers in Jesus 

Christ.  If the parties cannot agree upon the scope of the dispute for arbitration, the scope shall be determined by 

the arbitrators. 

 

SECTION 4—SUBMISSION TO ARBITRATION 

(A)  The parties, having agreed, according to Article 12 of the church bylaws, to submit disputes to binding 

arbitration, and to waive any legal right to take the dispute to a court of law, will refer and submit any and all 

disputes, differences, and controversies whatsoever within the agreed scope of arbitration to a panel of three 

arbitrators, to be selected as follows: 

 

 1. All arbitrators must be born-again Christians of good reputation in the community and who  

  affirm the church’s Statement of Faith in its entirety. 

 2. Each party shall submit a list of three proposed arbitrators to the other party, and the other  

  party will choose one of the three proposed arbitrators to serve on the panel.   

 3. The third arbitrator will be selected by mutual agreement of the other two arbitrators. 

 4. In selecting the arbitrators, each party shall act in good faith in choosing Christian   

  arbitrators who have no prior knowledge of the facts leading up to the dispute, are not related to  

  or close friends with the selecting party, and who will act impartially and with fundamental  

  fairness. 

 5. No arbitrator may be employed or ever have been employed by, or under the authority of,  

  either party or any other arbitrator. 

 6. The arbitrators will be selected as soon as possible but no later than 30 days after the parties  

  have agreed to the scope of the arbitration. 

 7. The arbitration will be held at a neutral site agreed to by the arbitrators. 
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(B) The arbitrators shall, subject to the provisions of these procedures, arbitrate the dispute according to the 

 terms of these procedures, the Bible as interpreted by the church’s Statement of Faith, and any applicable 

 church  documents. 

(C) Each party may be represented by counsel throughout the process at the party’s own expense.   

 Discovery will be allowed as needed, as determined in the discretion of the arbitrators. Formal rules of 

 evidence shall not apply. 

 

SECTION 5—TERMS AND CONDITIONS OF ARBITRATION 

(A) The arbitrators shall have full power to make such regulations and to give such orders and directions, as 

 they shall deem expedient in respect to a determination of the matters and differences referred to them. 

(B) The arbitrators shall hold the arbitration hearing as soon as possible, but no later than thirty (30) days 

 after the selection of the third arbitrator.   

(C) There shall be no stenographic record of the proceedings, and all proceedings shall be closed to the media 

 and any other individuals not directly involved in the proceedings. 

(D) Normally, the hearing shall be completed within three (3) hours.  The length of the hearing, however, may 

 be extended by the arbitrators in their discretion or an additional hearing may be  scheduled by the 

 arbitrators to be held promptly. 

(E) There will be no post-hearing briefs. 

(F) The arbitrators are to make and publish their award, in writing, signed by each of them concerning the 

 matters  referred, to be delivered to the parties no later than 48 hours from the conclusion of the hearing, 

 unless otherwise agreed by the parties.  The arbitrators may, in their discretion, furnish an opinion. 

 

SECTION 6—CONDUCT AND RULES OF HEARING 

(A) The arbitrators may, in their absolute discretion, receive and consider any evidence they deem relevant to 

 the dispute, whether written or oral, without regard to any formal rules of evidence. 

(B) The parties and their respective witnesses must, when required by the arbitrators, attend, and submit to 

 examination and cross-examination under oath as to all or any of the matters referred to in the 

 proceedings and to produce and deposit with the arbitrators all or any evidence within their possession or 

 control concerning such matters. 

(C) If a party defaults in any respect referred to in Subsection 6(B), above, the arbitrators may proceed with 

 the arbitration in their discretion as if no such evidence were in existence, insofar as it may be favorable 

 to the party in default. 

(D) All presentations shall be controlled by the arbitrators.  Any disputes regarding procedure shall be decided 

 solely by the arbitrators. 

 

SECTION 7—DUTIES OF ARBITRATORS 

(A) The arbitrators are to receive all evidence, prayerfully consider such evidence in an impartial manner, and 

 render a decision which, based upon Scriptural principles, is fair to all parties. 

(B) The arbitrators have full power to order mutual releases to be executed by the parties, and either of the 

 parties failing, such orders shall have the effect of a release, and may be duly acknowledged as  such. 

(C) In the event that either party or a witness for either party shall fail to attend the arbitration hearing, 

 after such written notice to such party as the arbitrators shall deem reasonable, the arbitrators may 

 proceed in the absence of such party or witnesses without further notice. 

 

SECTION 8—DECISION OF ARBITRATORS 

(A) It is preferred that the arbitrators reach a unanimous decision, but if a unanimous decision cannot be 

 obtained, a majority decision will be accepted.  The written decision of a majority of the arbitrators 

 shall be final and binding on all parties, and judgment upon the award rendered by the arbitrators  may be 

 entered in any court having jurisdiction thereof.  There is no appeal from the decision of the 

 arbitrators. 

(B) The decision of the arbitrators is to be kept confidential by all parties for a period of one year.  For 

 purposes of these procedures, the church membership may be informed of the decision if the church 

 or any church pastors, officers, trustees, employees, or board members were a party to the 

 proceeding. 
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(C) Should any party commence legal proceedings against another party with respect to the agreed scope of 

 the dispute or the binding decision of the arbitrators, with the exception of an action to enforce the 

 decision of the arbitrators, that party shall pay to the other party all expenses of said proceedings, 

 including reasonable attorneys’ fees.  In the event it becomes necessary for one party to commence legal 

 proceedings to enforce the decision of the arbitrators, the non-prevailing party must bear all of the costs of 

 said proceedings, including reasonable attorneys’ fees. 

 

SECTION 9—PARTIES TO COOPERATE 

 No party shall unreasonably delay or otherwise prevent or impede the arbitration proceedings.  No party 

 will involve the news media in the dispute in any way.  No party shall publicize the dispute in any way to 

 anyone not a party to the proceedings, except as permitted by the arbitrators and except that a party may 

 disclose the proceedings of this arbitration to his or her spouse, legal counsel, accountants, insurance 

 carrier, and as otherwise required by law.  

 

SECTION 10—COSTS AND EXPENSES 

 Each party shall pay his or her own costs and expenses related to presenting the party’s case to the 

 arbitrators.  The costs of the arbitration, including any fees for the arbitrators is to be shared equally by 

 both parties. 

 

SECTION 11—AMENDMENTS 

 These Procedures for Arbitration may be revised or amended by a majority vote of the board of deacons 

 present and voting at any regular board meeting. 

 

SECTION 12—ADOPTION 

(A) These Procedures for Arbitration were adopted by a majority vote of the board of deacons at which 

 a quorum was present. 

(B) These Procedures for Arbitration supersede any other Procedures for Arbitration previously adopted 

 by the board of deacons, if any exist. 

 

700.  DISSOLUTION 

In the event of the dissolution of the Seagrove Baptist Church of Seagrove Beach, Florida, Inc., all assets will be 

transferred to the Florida Baptist Convention or its designee. 

 

800.  DISTRIBUTION 

One copy of this Constitution and By-Laws shall be kept in the church clerk’s current record book and at least one 

copy shall be kept with the church records. These shall be made available to any member for inspection on 

request. Each family shall be provided with one copy. 

 

900.  FACILITY USAGE 

The use of church facilities, assets and other resources shall be used in a manner which is consistent with the Holy 

Scriptures and the Baptist Faith & Message 2000.  This policy shall be implemented so as to ensure that any use 

of all or part of the church grounds or facilities will be done in a manner consistent with our beliefs as a Church.  

Regular, recurring services and events shall be as established from time to time by the Church in regular business 

meetings. Special and one-time events shall be subject to approval by the Ordained Ministerial Staff or Church 

Council, after reviewing a completed application by a Member or Associate Member of the Church. Moreover, all 

use of church property shall be sufficiently documented and memorialized to protect the church from unnecessary 

exposure to liability. The Property Committee will develop appropriate procedures, fees and other matters 

required for any use.    
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1000.  INSPECTION OF RECORDS, REPORTS, AND DOCUMENTS 

Every member of the Church shall have the right to inspect certain records, reports, documents, and the physical 

properties of the Church. They shall only receive the right to inspect or review their own personal contribution 

statements. Such inspection shall be accomplished in accordance with applicable Florida Statutes.  In accordance 

with existing law, the Church may restrict and limit the number of inspections or establish an orderly manner for 

such to be conducted. All general records consisting of Church regular or special called business meeting minutes, 

Committee meeting minutes, Insurance Documents, Contracts, Church Policy and Procedures, Attendance, and 

the Church Constitution and Bylaws will be kept with the Church records under the supervision of an Executive 

Pastor and Office Secretary. All financial records consisting of Banking statements, Banking Documents, 

Contribution Statements, Paid Invoices, and Completed and filed requisitions will be kept in the Finance office 

under the supervision of the Church Treasurer, Finance Chairman, and Finance Secretary. 

 

1100.  INDEMNIFICATION 

Should any member(s) of the Senior Church Staff, Church Ministry Staff, or Church officers, and corporation be 

faced with actual or threatened litigation because of the performance of their proper and normal duties, the Church 

will provide a sufficient and appropriate legal defense and/or indemnify such staff member(s) for costs and 

expenses relating to such actual or threatened litigation.  This obligation to indemnify and/or provide a defense 

shall cease if at any time it is discovered that the staff member(s) in question acted contrary to Holy Scripture, in 

violation of law or otherwise acted in any way that was dishonest, willful misconduct or lacking complete candor. 

 

1200.  ORGANZATIONAL MANUAL 

The Church Council shall oversee the development of an organizational manual for the operations of the church. 

This manual shall include, but not be limited to, duties and responsibilities and job descriptions for all offices, 

positions, staff and committees, ministry teams, not specifically identified in these bylaws. All organizational 

policies, procedures, operational manuals, job descriptions must go to the church for approval by Church vote.  

 

1300.  EMERGENCY POWERS 

An “emergency” exists for the purposes of this section if a quorum of the members cannot readily be obtained 

because of some catastrophic event. In the event of an emergency, the Staff and Officers may: (1) modify lines of 

succession to accommodate the incapacity of any officer, employee, or agent; and (2) relocate the principal office, 

designate alternative principal offices or regional office, or authorize officers to do so. During an emergency, 

notice of a meeting of the members only needs to be given to those members for whom such notice is practicable. 

Reasonable action taken in good faith during an emergency binds the Church and may not be the basis for 

imposing liability on any officer, employee, or agent of the Church on the ground that the action was not 

authorized.  

 

The Church Ministerial Staff or Officers may also adopt emergency bylaws, subject to amendments or repeal by 

the full membership, which may include only provisions necessary for managing the Churches’ operations during 

an emergency including: (1) procedures for calling a meeting of the members and (2) quorum requirements for the 

meeting. The emergency bylaws shall remain in effect during the emergency and not after the emergency ends. 

One or more officers of the corporation present (either physically or via real-time telecommunication) at a 

meeting of the Ministerial staff may be deemed to be directors for the meeting, in order of rank and within the 

same rank in order of seniority, as necessary to achieve a quorum; and the director or directors in attendance at a 

meeting, or any greater number affixed by the emergency bylaws, constitute a quorum. 

 

1400.  AMENDMENT 

The Bylaws may be amended in whole or in part. A three-quarters (75%) super-majority will be required for any 

revisions to the Constitution. A two-thirds (66.67%) majority vote will be required for any revisions to the 

Bylaws. Each of these voting thresholds shall be measured by assessing the valid votes cast by the membership 

present and voting. Prior to such votes, the membership shall be provided notice and a written version of the 

proposed change two (2) weeks prior to the vote by at least two of the following methods: at a regular scheduled 

meeting of the church by verbal announcement, by church bulletin, by Church newsletter or email statement. This 

Constitution and these Bylaws make void any previous action of the church if such action is not in agreement with 

them. 
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1500.  CONFLICT OF INTEREST CLAUSE 

The purpose of the Conflict-of-Interest Policy is to protect the interests of Seagrove Baptist Church when it is 

considering entering into a transaction or arrangement that might benefit the private interest of any church 

member or might result in a possible excess benefit transaction. This policy is intended to supplement, but not 

replace, any applicable state and federal laws governing conflict of interest applicable to nonprofit organizations. 

In connection with any actual or potential conflict of interest, an interested person has a duty to disclose the 

existence and nature of the financial or other interest and be given the opportunity to disclose all material facts to 

the appropriate governing body which is considering the proposed transaction or arrangement. 

 

• A person has a financial interest if the person has, directly or indirectly, through business, investment, or 

family: 

• An ownership or investment interest in any entity with which Seagrove Baptist Church has a transaction 

or arrangement, 

• A compensation arrangement with Seagrove Baptist Church or with any entity or individual with which 

Seagrove Baptist Church has a transaction or arrangement. 

• A potential ownership or investment interest in, or compensation arrangement with, any entity or 

individual with which Seagrove Baptist Church is negotiating a transaction or agreement. Compensation 

includes direct and indirect remuneration as well as gifts or favors that are not insubstantial. 

• A financial interest is not necessarily a conflict of interest. A person who has a financial or other interest 

has a conflict of interest only if the appropriate governing body or committee decides that a conflict of 

interest exists. 

 

After disclosure of the financial interest and all material facts, and after any discussion with the interested person, 

the appropriate body or committee members shall decide if a conflict of interest exists. 

 

If a more advantageous transaction or arrangement is not reasonably possible under circumstances not producing 

a conflict of interest, the governing body or committee shall determine whether the transaction or arrangement is 

in Seagrove Baptist Church’s best interest, for its own benefit, and whether it is fair and reasonable. In conformity 

with its determination that a conflict of interest does, or does not exist, it shall make its decision as to the whether 

to enter the transaction or arrangement.] 

-- 

Constitution and Bylaws revised and adopted by the church on (Date of Business Meeting will be placed here)  
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Operational Manual             Seagrove Baptist Church              
           SECTION C: Personnel Policy and Procedures             
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Purpose of Policy: To help achieve a clear direction, to build confidence and unity within Seagrove Baptist 

Church (SBC), to ensure wise stewardship decisions of the finance/staff, to keep ministerial staff and ministerial 

administrative staff informed of personnel policies and procedures. It is not expected that this manual will cover 

all matters connected with the subject, neither does it presume that those items covered will not require special 

interpretation (and exception) if unusual circumstances arise. It is understood, however, that no major additions, 

deletions, or revisions to this policy will be made without approval of the Personnel Committee. 

 

Policy Changes: Every personnel need or decision cannot be fully known or covered through Policies. The 

Personnel Committee, therefore, may recommend changes to the Church for approval, with input from the Senior 

Pastor and Executive Pastor, by a two-thirds approval vote of the committee.  

 

Structure: The Personnel Committee is determined by the Bylaws of SBC. The Committee should meet 

minimum quarterly with minimum two-thirds for quorum. The Committee shall decide on the Leader and the 

Secretary to keep Minutes for all meetings.  
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Senior Pastor 

 

Principal Function: 

 

The Pastor is the Shepherd/Overseer of the Church (I Timothy 3:1-7) and is responsible to lead the Church to 

Love God (Matthew 22:37) and to fulfill the Great Commission (Mt 28:19-20). The Pastor is to demonstrate a 

clear knowledge and ability to communicate God's Word from the pulpit and other teaching venues. (2 Timothy 

4:1-2). 

 

Responsibilities: 

 

• Prepare and deliver God's Word each week with conviction and preparation while cooperating with 

Worship Pastor and staff. 

• Care for membership of the church through pastoral care duties (I Peter 5:2) and through the active 

supporting Deacon Ministry. 

• Give direction, through delegation to the Executive Pastor, to Ministerial Staff, including regular staff 

meetings and annual planning. 

• Provide pastoral counseling to members and guests with the aim to help them know the Lord and follow 

His will. The Pastor will have the discretion to refer person(s) to other professionals as he discerns. 

• Conduct outreach to the community, visitors, and others to foster knowledge and connection to the church 

and the Kingdom, through personal visits, phone calls, public participation, and social media. 

• Vision Casting – Lead the church in a specific direction, continually refreshing and recasting. 

• Oversee and lead New Member classes and encourage active church service. 

• Oversee and lead Baptism and Communion. 

• Serve as Chairman of the Church Council to provide support and communication in the accomplishment 

of the Church mission. 

• Train and guide the Deacon ministry; Assist in volunteer training. 

• Cooperate with the Association and Denomination in matters related to the vitality of Seagrove Baptist 

Church. 

• Assign and be responsible for guest speakers and pulpit time. 

 

Personal Responsibilities: 

 

• Maintain the heart of Ministry (Proverbs 4:4) by diligently seeking the Lord and His Word. 

• Support and lead by example financially (Malachi 3:10) and in the overall ministry of the Church. 
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Executive Pastor 

Administration, Education, and Families 

 

Principal Function: 

  

The Executive Pastor reports to the Senior Pastor and is administratively responsible for the overall leadership 

and direction of the church staff. He is to provide direction and planning for discipleship that strengthens families 

and encourages them in their walk with Christ.  

 

Responsibilities: 

 

• Administer all church operations, manage, disciple staff, and oversee all communications. 

• Coordinate staff function through weekly staff meetings.  

• Prepare and maintain a church calendar encompassing all church functions to provide clear 

communication for staff and church membership.  

• Maintain a work environment that reflects our trust and faith in the Lord Jesus Christ.  

• Oversee daily church operations to ensure facility readiness.  

• Coordinate with ministry teams to make church activities flow seamlessly.  

• Serve as a mentor to the Worship and Generational Pastors as well as the Directors of both Nursery/Pre-

school and Children, giving guidance in their ministries.                  

• Oversee the discipleship programs and direct the educational needs of the church.  

• Assist with leading adult Sunday School as well as recruit and train leaders to accommodate growth. 

• Develop a systematic approach for church outreach and programs that increase all families’ involvement 

in church life.  

• In the Senior Pastor’s absence, carry out the duties of preaching, teaching, and pastoral care. 

• Serve as a Liaison to a church committee at the direction of the Senior Pastor. 

• Perform other duties as assigned by the Senior Pastor. 

 

Personal Responsibilities: 

 

• Maintain the heart of Ministry (Proverbs 4:4) by diligently seeking the Lord and His Word. 

• Support and lead by example financially (Malachi 3:10) and in the overall ministry of the Church. 
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Worship Pastor 

Music & Media 

 

Principal Function: 

 

The Worship Pastor reports to the Executive Pastor and is responsible to lead the church’s worship programs and 

teams, churchwide communication, and media. Goals will be achieved through understanding and promoting the 

vision of the church, the pulse of the church culture, and by leading, training, and pastoring all worship and media 

ministry participants.  

 

Responsibilities: 

 

• The Worship Pastor reports directly to the Executive Pastor and coordinates with the Senior Pastor with 

regards to worship services. 

• Plan, lead, and organize worship services in coordination with the Senior Pastor. 

• Through music, prepare the congregation in worship for the message.   

• Contact, engage, and organize singers and all musicians for services.  

• Organize and distribute music for all services. 

• Engage members outside of the music program to build church-wide fellowship. 

• Create and maintain a system for direct communication to all music volunteers. Follow up and minister to 

them regularly.   

• Engage members outside of the music program to build church-wide fellowship. 

• Arrange, film, produce, and edit media and announcements for services, social media, and the church 

website including slides, backgrounds, images, videos, ministry content, and sermon power points.  

• Lead and organize age graded music programs. Participate in youth and children’s activities sharing the 

heart of church leadership to all generations.    

• Arrange and assist with planning and implementation of special events such as weddings, funerals, special 

projects, ministries, and other church-related activities. 

• Prepare and monitor annual budgets relating to both music and media.  

• Maintain a music library, supplies, instruments, and all audio-visual equipment.   

• Stay informed on music methods and trends, materials, and promotions.  

• Manage and maintain all streaming services, the church website, social media, and newsletter 

communication. 

• Research and maintain all software systems for the church. 

• Attend weekly meetings and Church Council meetings.  

• Serve with humility and remain teachable through God’s leading. 

• Serve as liaison to a church committee assigned by the Executive and Senior Pastors. 

• Perform other duties as assigned by the Executive and Senior Pastors. 

 

Personal Responsibilities: 

 

• Maintain the heart of Ministry (Proverbs 4:4) by diligently seeking the Lord and His Word. 

• Support and lead by example financially (Malachi 3:10) and in the overall ministry of the Church. 
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Generational Pastor 

Students, Discipleship, & Missions 

 

Principal Function: 

 

The Generational Pastor reports to the Executive Pastor for the development, implementation, and leadership of 

the ministry for grades 6-12. It is also the duty of the Generational Pastor to work alongside parents and families 

to create and foster an environment where children may learn to love and serve God.   

.  

Responsibilities:  

 

• Prepare a relevant curriculum for the youth ministry by utilizing multiple resources and staying up to date 

with current trends and culture.  

• Work alongside the volunteer coordinator to staff Sunday School and worship services for youth 

ministries, discipleship training, and mission activities. 

• Serve as lead teacher and oversee additional teachers and volunteers for youth ministries on Sunday 

mornings and Wednesday evenings. 

• Plan, implement, and lead regularly scheduled events for youth ministries including camps, retreats, 

mission activities and trips, and social events.   

• Coordinate involvement with ministry pastors and team leaders to share the heart of the church to all 

generations. 

• Research, create and maintain systems for communication with youth and their families.  

• Communicate the goals and objectives of the youth ministries with parents and students, including 

programs for the families’ direct involvement in activities.  

• Implement follow-up systems for both youth and their families (both members and attendees) including 

activities, absences, and participation.   

• Engage with members outside of the youth ministry to build church-wide fellowship.  

• Plan and implement a systematic approach of discipleship within the student ministries that can be 

expanded into all ministries of the church. 

• Prepare input for annual budget needs of the youth ministries and discipleship. 

• Coordinate with the Executive Pastor, Director of Preschool, and Director of Children to develop training 

policies and procedures.  Review and adjust annually or as needed.  

• Adhere to the safety policies and procedures regarding all work with children.  

• Attend weekly meetings and Church Council meetings. 

• Serve with humility and remain teachable through God’s leading.   

• Serve as a Liaison to a church committee assigned by the Executive and Senior Pastors. 

• Perform other duties as assigned by the Executive and Senior Pastors. 

 

Personal Responsibilities: 

 

• Maintain the heart of Ministry (Proverbs 4:4) by diligently seeking the Lord and His Word. 

• Support and lead by example financially (Malachi 3:10) and in the overall ministry of the Church. 
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Director of Children’s Ministries 

 

Principal Function: 

 

The Director of Children’s Ministries reports to the Executive Pastor for planning, coordinating, directing, and 

evaluating the children ministries and activities (K-grade 5) of the church. 

 

Responsibilities: 

 

• Supervise volunteers for the Children’s Ministry Sunday School operations. 

• Supervise, lead, and maintain coverage and programs for Wednesday night Children’s Ministry services 

and as requested, Church-wide events. 

• Supervise and coordinate volunteers for Children’s Ministry. 

o Enlist and train Children Ministry volunteers regarding all policies and procedures. 

o Maintain a list of Children Ministry volunteers with completed background checks.  

• Develop and coordinate outreach events, mission events, or parent training events quarterly. 

• Develop a teaching plan for the Fall, Spring, & Summer semesters for Wednesday night programs. 

• Develop a regular monthly calendar of Children’s Ministry events that has at least one event not on a 

Wednesday night. 

• Lead or supervise as volunteer director for Vacation Bible School each year. 

• Lead or supervise volunteers for Children’s Camp each Summer. 

• Plan, implement, and lead regularly scheduled events for Children’s Ministries including camps, retreats, 

mission activities and trips, and social events.  

• Coordinate involvement with Ministry Pastors and team leaders to share the heart of the Church to all 

generations. 

• Coordinate with the Executive Pastor regarding the annual preparation of a new budget for the finance 

committee and overseeing the use of yearly budget. 

• Maintain weekly communication, attend weekly staff meetings, and attend Church Council meetings. 

• Serve as a Liaison to a Church Committee assigned by the Executive and Senior Pastors. 

• Perform other duties as assigned by the Executive and Senior Pastors. 

 

Personal Responsibilities: 

 

• Maintain the heart of Ministry (Proverbs 4:4) by diligently seeking the Lord and His Word. 

• Support and lead by example financially (Malachi 3:10) and in the overall Ministry. 
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Director of Nursery and Preschool Ministries 

 

Principal Function: 

 

The Director of Nursery and Pre-school Ministries reports to the Executive Pastor for planning, coordinating, 

directing, and evaluating the Pre-school Ministries (birth through kindergarten) of the Church. 

 

Responsibilities: 

 

• Supervise the nursery and pre-school Sunday School operations. 

• Supervise and maintain coverage and programs for Wednesday night services and events. 

o Nursery 

o Pre-school 

• Supervise and coordinate volunteers; enlist, train, and schedule monthly. 

o Enlist and train volunteers on policies and procedures. 

o Maintain a list of volunteers with complete background checks. 

o Any other Churchwide function which requires extended childcare. 

o Send text and email reminders to volunteers of when they are scheduled. 

• Develop and coordinate outreach events quarterly for nursery and pre-school. Examples include: 

o Parent’s Night Out 

o Moms of Pre-schoolers 

• Make weekly contact with visitors and attendees that have not attended recently via email, phone call, 

notes, and cards to parents and kids. 

• Coordinate with Pastor(s) regarding the annual budget and oversee use of the budget. 

• Maintain weekly communication with other staff members and Church office. 

• Disinfect nursery and pre-school area and equipment weekly. 

• Maintain a secure check in; check out system for Sundays and Wednesdays. 

• Maintain a multi-week schedule for volunteers to assure all programs are staffed. 

• Send weekly reminders for volunteers. 

• Make sure all teachings and curriculum are Biblically and Doctrinally aligned with the Baptist Faith and 

Message 2000. 

• Preform other duties as assigned by the Senior or Executive Pastor. 

• Serve as the Churchwide Volunteer Coordinator. 

• Serve as a Liaison to a church committee assigned by the Executive and Senior Pastors. 

• Perform other duties as assigned by the Senior Pastor or Executive Pastor. 

 

Personal Responsibilities: 

 

• Maintain the heart of Ministry (Proverbs 4:4) by diligently seeking the Lord and His Word 

• Support and lead by example financially (Malachi 3:10) and in the overall ministry of the Church 
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Ministry Assistant 

Office Secretary 

 

Principal Function: 

 

The Office Secretary reports to the Executive Pastor and is responsible to support the church’s Ordained 

ministerial staff through the efficient performance of clerical duties as well as keeping a cheerful and pleasant 

disposition as the first personal contact for many members and guests. 

 

Ministerial Responsibilities: 

 

• Demonstrate a clear Christian testimony and be an active member of a local Church. 

• Maintain the heart of Ministry (Proverbs 4:4) by diligently seeking the Lord and His Word 

• Support and lead by example financially (Malachi 3:10) and in the overall ministry of the local Church 

• Be a faithful witness to others of the testimony of Gospel and God’s ongoing work of Grace in their life. 

• Be faithful and trustworthy keeping all confidential information private. 

• Maintain a people-friendly personality with an ability to limit conversation with professionalism. 

 

Responsibilities: 

 

• Have a working knowledge of all office equipment and computer software used by the church. 

• Maintain copies of all church records.  

• Cooperate with church staff and lay leaders to ensure the smooth flow of committee work and church 

meetings.   

• Coordinate and manage third party facility usage, keys, credit cards, and collection of applicable fees if 

required. 

• Assist with maintenance of the church membership data base, updating the church directory, outreach log, 

in reach needs, and the Churchwide prayer list. 

• Proofread all church communication (letters, emails, bulletins, newsletter, etc.) and distribute these 

materials in a timely manner. 

• Maintain first impression Ministry for Sundays and Wednesdays by making sure visitor packets, guest 

cards, offering envelopes are provided and in their proper places. 

• Assist the Deacon Ministry by alerting Deacons of any Ministry needs for their families and provide them 

with accurate timely information of new additions to families they are assigned. 

• Maintain a prospect list for outreach and assist in providing new members with accurate new member 

information upon joining the church. 

• Assist church leadership and Ministry leaders in finding replacements, volunteers, and fill-ins for the 

Ministries to run smoothly. 

 

Personal Responsibilities: 

 

• Demonstrate a clear Christian testimony and be an active member of a local Church. 

• Be faithful and trustworthy keeping all confidential information private. 

• Maintain a people-friendly personality with an ability to limit conversation with professionalism. 
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Ministry Assistant 

Finance Secretary 

 

Principal Function: 

 

The Finance Secretary reports to the Treasurer while performing duties relating to the financial ministries of the 

church. Despite the assignment of the duties, the Church Treasurer still has the legal and fiduciary responsibility 

for these functions. 

 

Ministerial Responsibilities: 

 

• Demonstrate a clear Christian testimony and be an active member of a local Church. 

• Maintain the heart of Ministry (Proverbs 4:4) by diligently seeking the Lord and His Word 

• Support and lead by example financially (Malachi 3:10) and in the overall ministry of the local Church 

• Be a faithful witness to others of the testimony of Gospel and God’s ongoing work of Grace in their life. 

• Be faithful and trustworthy keeping all confidential information private. 

• Maintain a people-friendly personality with an ability to limit conversation with professionalism. 

 

Responsibilities: 

 

• Posting all contributions given to the church. 

• Mail and distribute contribution statements on a yearly basis. 

• Pay all accounts payable in a timely manner to avoid late fees. 

• Prepare monthly payroll. 

• Prepare monthly financial reports for the Finance Committee. 

• Prepare quarterly financial reports for business meetings. 

• Maintain the church financial records with monthly reconciliation of all accounts. 

• Maintain the highest confidentiality for all personal contributions.  

• Maintain a clean and orderly office area. 

• Perform other duties as assigned by the Senior Pastor or Executive Pastor. 
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Principal Accompanist 

 

Principal Function: 

 

The music accompanist reports to the Worship Pastor for serving as organist and/or pianist of the church and 

assisting in the Music Ministry. 

 

Ministerial Responsibilities: 

 

• Demonstrate a clear Christian testimony and be an active member of a local Church. 

• Maintain the heart of Ministry (Proverbs 4:4) by diligently seeking the Lord and His Word 

• Support and lead by example financially (Malachi 3:10) and in the overall ministry of the local Church 

• Be a faithful witness to others of the testimony of Gospel and God’s ongoing work of Grace in their life. 

• Be faithful and trustworthy keeping all confidential information private. 

• Maintain a people-friendly personality with an ability to limit conversation with professionalism. 

 

Responsibilities: 

 

• Play for all services of the church, both regular and special. 

• Serve as accompanist for choirs, ensembles, and soloists in regular and special rehearsals and 

performances, as assigned. 

• Play for weddings, and funerals, as requested, and with the approval of the Director of Music. 

• Assist in planning Worship services, choir rehearsals, and special music events with direction from the 

Director of Music. 

• Perform other related responsibilities as assigned by the Director of Music. 

• Perform other duties as assigned by the Senior Pastor or Executive Pastor. 
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Ministry Intern 

Children Ministries 

 

Principal Function: 

 

The Ministry Intern reports to the Executive Pastor and the Director of Children’s Ministries for planning, 

coordinating, and directing events/programs involving the Children’s Ministry. 

 

Ministerial Responsibilities: 

 

• Demonstrate a clear Christian testimony and be an active member of a local Church. 

• Maintain the heart of Ministry (Proverbs 4:4) by diligently seeking the Lord and His Word 

• Support and lead by example financially (Malachi 3:10) and in the overall ministry of the local Church 

• Be a faithful witness to others of the testimony of Gospel and God’s ongoing work of Grace in their life. 

• Be faithful and trustworthy keeping all confidential information private. 

• Maintain a people-friendly personality with an ability to limit conversation with professionalism. 

 

Responsibilities: 

 

• Plan, coordinate, direct, and evaluate the Children’s Ministries with the Director. 

• Be available Sunday mornings no later than 8:30 a.m. to teach Sunday School Bible Study Class. 

• Participate in accountability of children in the Children’s Ministry on a weekly basis. 

• Monday morning check Sunday School rolls and contact absent children’s parents by Wednesday.   

• Wednesday Night Check attendance and contact absent children by Friday. 

• Plan at least one monthly event for the children to attend for fellowship and growth. 

• Prepare input for annual budget needs of the Children’s Ministry and provide recommendations when 

appropriate. 

• Be present on Wednesday nights for children that may be present and if children are not in attendance 

assist with the Student Ministry. 

• Plan and teach Children’s Church as needed. 

• Perform other duties as assigned by the Senior Pastor or Executive Pastor. 
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Ministry Intern 

Student Ministries 

 

Principal Function: 

 

The Ministry Intern reports to the Executive Pastor and the Generational Pastor for planning, coordinating, and 

directing events/programs involving the student Ministry. 

 

Ministerial Responsibilities: 

 

• Demonstrate a clear Christian testimony and be an active member of a local Church. 

• Maintain the heart of Ministry (Proverbs 4:4) by diligently seeking the Lord and His Word 

• Support and lead by example financially (Malachi 3:10) and in the overall ministry of the local Church 

• Be a faithful witness to others of the testimony of Gospel and God’s ongoing work of Grace in their life. 

• Be faithful and trustworthy keeping all confidential information private. 

• Maintain a people-friendly personality with an ability to limit conversation with professionalism. 

 

Responsibilities: 

 

• Plan, coordinate, direct, and evaluate the Student Ministries with the Generational Pastor. 

• Be available Sunday mornings no later than 8:30 a.m. to teach Sunday School Bible Study Class. 

• Participate in accountability of students in the Student Ministry on a weekly basis. 

• Monday Morning check Sunday School rolls and contact missing students by Wednesday. 

• Wednesday Nights check attendance sheet and contact absent students by Friday. 

• Plan at least one monthly event for the students to attend for fellowship and growth. 

• Prepare input for annual budget needs of the Student Ministry and provide recommendations to the 

Generational Pastor. 

• Study new materials, programs, curriculum, and educational methods for students and make 

recommendations when appropriate. 

• Maintain one-on-one contact with individual students in all phases of the work through social media, 

email groups, text groups, and the church monthly newsletter. 

• Oversee and direct the Wednesday night student program at 6:30 p.m. 

• Perform other duties as assigned by the Senior Pastor or Executive Pastor. 
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Personnel Policies and Procedures 

 

100. CLASSIFICATION 

All employees are to be professing Christians and in good standing with their church. Seagrove Baptist has the 

expectation that every employee is actively walking with the Lord Spiritually, by sharing their faith, attending 

church/church events regularly, and participating in personal Bible Study. 

 

Staff positions are classified according to the following description: 

 

100.1 Ordained Ministerial: May be permanent full-time* or part-time** salaried staff positions in professional 

ministry areas. The Senior Pastor and Ordained ministerial staff are called and employed under the guidelines set 

forth in the church constitution and bylaws. 

 

100.2 Non-Ordained Ministerial Staff: May be permanent full-time* or part-time** salaried/hourly staff 

positions, such as secretaries, custodial, food service or musicians. 

 

*Full time employment will consist of 32 hours and above 

**Part time employment will consist of 31 hours and below 

 

100.3 Administration 

The Personnel Committee will assist the staff and church in securing and maintaining an adequate staff according 

to the procedures outlined in the church by-laws and this manual. The committee is responsible for developing 

and administering these personnel policies.  

 

100.4 Interns 

Intern(s) may be recruited by the Minister needing the assistance. The candidate will be interviewed by at least 

two ministerial staff members after completing a standard application. Before a commitment is made, a 

background check and reference check will be performed, the intern will meet with any necessary ministry teams, 

and a job description will be provided. Upon completion of preliminary procedures, the Personnel Committee and 

Finance Committee will be informed of the candidate by the ministerial staff member to whom he/she is 

responsible.  If there is a need for financial compensation for the intern(s) the Personnel Committee and Finance 

Committees will provide approval before the intern(s) are presented to the church for final approval.  

 

101. IMPLEMENTATION OF PERSONNEL POLICIES 

 

101.1 Personnel Problems 

Should problems occur or conflicts arise, they are to be brought to the attention of the immediate supervisor. If 

conflicts cannot be resolved, the employee and supervisor should meet with the Senior Pastor who will seek to 

resolve the conflict. The Personnel Committee will handle matters of major consequence or if there is a need for 

them to handle the matter due to a conflict of interest or unresolved issues.  

 

101.2 Working Condition Policies 

A church staff is a ministry team working together to accomplish the purposes of Christ through a local 

congregation. As such, the staff has a responsibility to reflect the highest standards both of vocational competence 

and personal commitment to assigned tasks. This witness is enhanced by creating and maintaining a climate for 

work compatible both with a Christian lifestyle and with the best practices of office management. There are two 

primary components in achieving this goal. 

 

A.  Personal – Each staff member is a personal representative of the Seagrove Baptist Church. The following 

guidelines are suggestive of work patterns that commend the staff both to its members and to the wider 

community. 
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• Conduct: No use of tobacco, alcohol, or non-medical drugs is permitted on the premises, which 

means outside and inside of buildings. No obscene language, including derogatory ethnic references, 

or taking the Lord’s name in vain is permissible. 

• Appearance:  Dress in the office, and when representing the church in public, should approximate the 

clothing customarily worn by those in comparable positions in the leading business and professional 

offices in Seagrove Beach and appropriate for the required tasks and ministries. Clothing should not 

be distracting to fellow workers or to those for whom ministry is being provided. Grooming should be 

modest yet tasteful, avoiding faddish extremes. 

• Commitment:  As a general principal, the church office facilities are provided to assist in carrying out 

assigned duties. Therefore, staff members should not generate intrusions and involvement unrelated 

to work while on the job.  

 

B. Environmental – Our church facilities are noted for their beauty and dignity; thus, staff work areas should 

be compatible with this deserved reputation. First impressions are crucial to guests in forming an opinion 

of our church. The setting in which we work should immediately suggest a commitment to quality work 

pursued in an atmosphere of quiet efficiency. 

 

• Responsibility: Each staff member is responsible for the overall appearance of assigned  

      working space, including desk, files, and other furnishings.  

• Relationships:  Office areas are designed for assigned duties, thus staff members while on the  

       job should avoid excessive social contact with other staff members (for which breaks, and         

       lunch hours are provided). 

 

C. Policy Regarding Harassment - Any form of harassment related to an individual’s race, color, sex, 

national origin, citizenship status, age, physical condition, handicap, disability, or marital status, is a 

policy violation for all employees of Seagrove Baptist Church. Harassment includes but is not limited to 

slurs, jokes, and other verbal, graphic, or physical conduct that is offensive to another employee or church 

member. Harassment also includes sexual advances, request for sexual favors, offensive touching, or any 

other conduct unwelcome by another employee or church member. 

 

• Experienced Harassment - If you believe you have been harassed by another employee or church 

member, or if you observe another employee or church member being harassed, you are obligated to 

report it immediately to the Senior Pastor or the Executive Pastor. The Senior Pastor and the 

Executive Pastor are obligated to report all harassment matters that come to their attention to the 

Personnel Committee immediately. Any such matter will be thoroughly investigated. Where 

appropriate, local law enforcement will be contacted and disciplinary action, including the possibility 

of termination, will be taken. 

• Reporting Harassment - You will not be penalized in any way for reporting an incident of harassment. 

Do not assume that church leadership is aware of any such harassment of which you know. It is your 

responsibility to bring your concerns to the attention of the church leadership so steps can be taken for 

corrective action. Failure to report your knowledge of a specific incident of harassment is a policy 

violation for all employees of Seagrove Baptist Church. 

   

D. Continuing Education for Ministerial Staff - Continuing education is encouraged. Request for entrance in 

a degree program, courses taken that require time away from the office or other responsibilities, and 

extended study leave must be made to and approved by the Senior Pastor and the Personnel Committee. If 

funding for tuition and books is requested, it will require approval from the Personnel Committee and 

approval of those funds from the Finance Committee. 
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E. Internet Policy - The internet is provided to the employee as a resource for ministry and communication. 

Any violation of this could result in a disciplinary action that could include but not limited to the 

suspension of internet privileges or termination in severe circumstances. A violation could include but is 

not limited to written or graphic content that is offensive to another employee or church member in 

emails, downloads, social media, or housed on church property. If a complaint is brought forth, the 

Personnel Committee will determine action that needs to be taken on a case-by-case basis. 

 

102. EMPLOYMENT PROCEDURES 

 

102.1  New Employment: 

Staff vacancies are filled in one of two ways: through an application and hiring process for Ordained and         

non-Ordained ministerial staff or through a search and call process for ministerial staff.    

(*See Bylaws Section 200 Organization on pages 6, 7, 8 for point of clarification and questions) 

 

102.2 Ministerial Ordained and non-Ordained staff: 

A. Calling Ordained ministers:  The ministers will be employed by the church through a process that will 

begin with a Search Committee and end with a church vote. When the church is without a Ministerial 

Staff member, the Nominating Committee shall nominate a Search Committee whose duties shall be to 

locate, investigate, and make a recommendation to the church. 

 

B. Once a Search Committee chooses a candidate, it is recommended, but not limited, that he and his spouse 

will be asked to make two (2) visits. The first will be a non-binding visit. They will meet with the Search 

Committee, the ministerial staff, and tour the church and city. A written job description and any church 

information deemed necessary will be given to the candidate at this time. If the first visit is positive, then 

a second visit will be planned. 

 

Between visits contact should be made with the candidate concerning salary, benefits, and any other details which 

would help him, and his family prepare further for a possible move. The second visit will be the “view of call” 

visit. The Search Committee will plan as many meetings as necessary to introduce the prospective minister to 

appropriate committee(s) and organizational leaders. The candidate will then attend the worship services and 

perform any duties which would involve him in the service. A church fellowship should take place during this 

visit for the purpose of introducing the candidate and his family. 

 

Voting on the candidate will then take place at a Regular or Special Called Business meeting by written ballot and 

accordance with the church bylaws. (*See Bylaws Section 200 Organization on pages 6, 7, 8) 

 

• Travel expenses and lodging will be paid for by the church for selected candidates and their families 

coming from out of town.  

• In the event of a dismissal, such action shall go through the Personnel Committee and in accordance with 

the church Bylaws.  (*See Bylaws Section 200 Organization on pages 6, 7, 8) 

 

102.3 Non-Ordained Ministerial staff: 

• When a vacancy occurs for non-Ordained ministerial staff, the designated staff supervisor of the vacant 

position will interview candidates, with final approval of the candidate being made by the Personnel 

Committee and with the Finance Committee approving the salary package for the position. 

• In the event of a dismissal, such action shall go through the Personnel Committee and in accordance with 

the church Bylaws. (*See Bylaws Section 200 Organization on page 8) 

 

102.4  Entrance Interview/Orientation: 

Orientation will be provided for new staff members by the appropriate supervisor. This should include an 

introduction to fellow staff members, overview of policies and procedures, all benefits and financial obligations 

presented to new staff member, by-laws, personnel manual, and job description, overview of staff organization, 

familiarization of work area and office, and all church buildings. 
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102.5 Job Reviews: 

• New staff members will participate in a job review after being employed for (90 days for ministerial staff) 

and (60 days for ministerial administrative staff). 

• All ministerial staff will participate in job reviews with their immediate supervisor, Personnel Chairman, 

and one designated member of the Personnel Committee at least annually.  

• The review will discuss strengths, effectiveness, and areas for improvement. Employees are encouraged 

to discuss needs that will help them in their area of responsibility or in the work environment. 

• Any recommendations from a job review are to be documented and placed in the individual’s personnel 

file and a copy of the review given to the employee. 

• Any recommendations for improvement or reprimands must be documented with a specific action plan 

and a timeline for correction so that the employee will have an opportunity to meet the job description and 

expectations required by Seagrove Baptist Church. 

 

102.6  Personnel Records: 

• The Personnel Committee will be responsible for setting up and maintaining a confidential personnel file 

on each staff member. The file is to include a brief biographical sketch, salary agreement, and other 

pertinent records. 

• All vacation, sick/personal days, and comp time records will be kept by the church administrator and 

reported monthly to the ministry assistant for finance and annually to the Personnel Committee chairman 

for accurate record keeping. 

 

102.7  Termination Policy: 

• Employee initiated – A staff member is expected to give at least a two (2) week notice prior to leaving. 

• Church initiated – each case will be considered on its own merit, and the affected staff member will have 

the opportunity to meet with the Personnel Committee. 

(*See Bylaws Section 200 Organization on pages 6, 7, 8 for point of clarification.) 

 

102.8  Exit Interview: 

An Exit interview will take place with each Terminated Employee whether Employed initiated or Church 

initiated. The exit interview will be with the Personnel Chairman and one other designated member of the 

Personnel Committee and will include but not be limited to the following items. 

• Final compensation owed 

• Final inventory of any assets the Employee is allowed to take with them 

• Final inventory of any assets the Employee must return to the Church 

• Termination agreement signed for Personnel file 

• Any questions or concerns by employee 

 

102.9  Pre-Employment Procedures: 

All potential employees who are seeking employment with the church will be required to take a background 

check, financial Credit check, and a drug test at church expense, before being employed. 

 

103. WORK POLICIES 

 

103.1 Work Hours: 

• Regular daily work hours will be maintained Monday through Friday for all full-time Ordained and    

non-Ordained ministerial staff with office responsibilities. Any staff member may be called upon 

occasionally to work longer hours to carry on the church program. These hours will be accepted as part of 

the responsibility of each position. 

• The Ordained ministerial staff, both full and part-time, will be required to maintain certain office hours 

during the timeframe of the regular office schedule of operation to accomplish the ministries of the 

church. Upon establishing a schedule, the church will be made aware of the scheduled availability of the 

staff.  
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• All non-Ordained ministerial staff should be at their assigned workstations at the designated time in the 

morning and after lunch. If a staff member is to be unavoidably late to work, the office or member of the 

ministerial staff should be notified. However, a pattern of excessive lateness or early leaving will be 

addressed by leadership. 

• Church office hours – The offices of the church are open Monday - Friday from  8:00 A.M. to 3:00 P.M. 

All non-Ordained ministerial staff are to adhere to these office hours. 

• Break periods are not designated, but we encourage small breaks middle of the morning and middle of the 

afternoon, taking caution to not abuse. 

• All employees should schedule all personal appointments after work hours. 

• All Accompanist employees will be expected to play all regular and special services.  They will also be 

required to serve for all practices deemed necessary by the Worship Pastor to fulfill this expectation. 

Primary work hours include Sunday and Wednesday, but other days may be added when necessary. 

 

103.2 Absences: 

A. Personal/Sick Leave 

• Seven (7) paid days of personal/sick leave will be given to all full-time Ordained ministerial staff per year 

on January 1st. Personal/Sick leave are cumulative up to thirty (30) paid days.  

• Five (5) paid days of personal/sick leave will be given to all full-time non-Ordained ministerial staff per 

year. Personal/Sick leave are cumulative up to ten (10) paid days. 

• An illness requiring absence from regularly assigned duties should be reported to the supervisor no later 

than 8:00 a.m. on the first day of absence on a weekday.  

• If a long period of excessive personal/sick leave will be required, and all personal/sick days/vacation days 

exhausted then the Personnel Committee will determine what actions will be taken. 

• Part-time non-Ordained ministerial staff will be given three (3) days personal/sick leave per year. 

Personal /Sick leave are cumulative up to five (5) paid days. 

• Part-time Ordained ministerial staff will be given three (3) paid days personal/sick leave per year. 

Personal/Sick leave are cumulative up to five (5) paid days.  

• Principal Accompanists will be given three (3) paid days of Personal/sick leave per year. There is no 

accumulation of days for accompanists.  

• When an employee initiates termination they will be compensated personal sick leave days. 

• Paid interns will be classified for personal/sick leave in the same category as the part-time Ordained 

ministerial staff with the exception that any unused days in the calendar year issued are forfeited. 

• Unexpected family illnesses will be dealt with on a case-by-case basis. 

 

B. Other Absences 

• Death/Serious illness in the immediate family (spouse, parent, sibling, grandparent, child) – The staff 

member will be paid for absences from work for a period not to exceed five (5) paid days, including travel 

time. Approval and arrangements in such matters shall be made with the Pastor, and in consultation with 

the Personnel Committee if more time is requested for the absence. 

• Death/Serious illness of other relatives – Time off will require the employee to use their personal/sick 

days or vacation days. Time off will be granted on a case-by-case consideration for unexpected extreme 

family illness.  

• Jury/Witness Duty – The staff member will receive full pay for an absence for jury or witness duty. 

• Miscellaneous engagements (speaking, etc.) – Recognizing the quality of our ministerial staff, they will 

be expected to participate in certain denominational and civic affairs if there is no conflict with the 

regular church program. Sundays away are to be kept to a minimum. 

• Paid interns will be allowed one (1) Sunday and one (1) Wednesday in a calendar year to be available for 

revivals, pulpit supply, and to lead conferences without any deduction of regular compensation. The 

Personnel Committee may grant more absences for these items at their discretion if requested by the 

employee.  
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C. Days Off  

• Ordained Ministerial staff have two (2) days off per week. Each minister will choose one (1) day between 

Monday – Friday to serve as one day off and Saturday would be considered the other day off during the 

week. General workdays for ministerial administrative staff are Monday through Friday. Ministerial staff 

workdays will consist of five (5) primary days a week, which include Sunday and Wednesday. To provide 

proper coverage of church ministries and activities, it is requested that each ministerial staff member 

choose a different day. The staff may switch their days when needed if it does not interfere with the 

overall ministry of the church. The ministerial staff may continue with their regular scheduled weekly day 

off in the same week that a holiday is observed. If the holiday is observed on the normal weekly day off, 

then the ministerial staff member may choose another day to have as a day off in addition to the holiday 

observed for that week. The staff may receive permission to work from home when the church is closed 

due to weather or when the office is not able to be in use. 

 

D. Leave of Absence – Such a request must be presented to the Pastor and the Personnel Committee for 

approval. Each request will be considered on a case-by-case basis, and would include such events as 

maternity, marriage, and personal needs. Restrictions, responsibilities, and privileges will be determined 

at the time of each request.  

 

E. Extended Absences – All extended absences will be reviewed by the Personnel Committee on a case-by-

case basis. 

 

F. Compensatory time for ministers and ministerial administrative staff can be provided at the discretion of 

the Pastor, Executive Pastor, or immediate supervisor. It must be provided in written form with the 

following details of the amount, reason given, and original date given. It must be used with in the month 

pay period it is granted, or it is revoked. 

 

103.3 Vacation: 

A.  Ordained Ministerial Staff 

Vacations are to be scheduled as early in the calendar year, when possible, with at least a month’s notice to avoid 

any conflicts. Preferences, when a conflict arises, will be resolved on a case-by-case basis. All vacations are 

coordinated through the Executive Pastor or Senior Pastor and reported to the ministry assistant office secretary 

for documentation.  

 

Full time ordained ministers will be allotted vacation time according to total years in the ministry following either 

their time of licensing or ordination (whichever came first). Vacations should be taken in the calendar year in 

which they are earned; otherwise, up to five (5) paid days may be carried to the next year. When a minister leaves 

the church, they will be entitled to compensation for any unused vacation days earned. Compensation will be 

conditioned on proper notice being given by the minister. The following guidelines will be used to determine 

vacation time: 

 

Full-time ministerial staff: 

• Less than ten (10) years in the ministry: The minister will be given ten (10) paid days per year.  

• Ten (10) years or more in the ministry:  The minister will be given twenty (20) paid days per year. 

 

Part-time ministerial staff: 

• Less than ten (10) years in the ministry: The minister will be given five (5) paid days per year.  

• Ten (10) years in the ministry: The minister will be given ten (10) paid days per year.  

 

Interns will be given five (5) paid days per year.  

 

* Vacation for Ordained Ministerial staff will be determined when they are hired by the following guidelines: It 

takes 2 (two) years of Part-time service to equal 1 (one) full-time year of service. All Full-time service will stand 

as it is for determination purposes for all new hires. 
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Stipulations: 

• Vacations during the first year of service with Seagrove Baptist Church will be taken not more than five 

(5) paid days at a time unless approval from their immediate supervisor. No vacations will be taken 

during the first six (6) months of service (employment) unless approved by the Personnel Committee. 

• No vacations will be taken one (1) week prior or one (1) week after Revivals, Vacation Bible School, or 

other major functions without permission. 

• A maximum of ten (10) paid days may be taken consecutively without prior approval from the Executive 

Pastor or immediate Supervisor.  

• Sundays away are to be kept to a minimum. 

• Schedule for ministerial vacation will be such that normal church activities or programs will have 

continued supervision, and that adequate ministers will be available. 

• Vacation days must be clearly documented as vacation days on the church calendar. Days that are not 

documented will result in loss of vacation days for that calendar year. 

• It is the intent of the church that vacation for ministers is used as a time for rest, relaxation, and diversion. 

Therefore, the ministerial staff is urged to not accept any engagement for service that would be contrary 

to such a policy. 

B. Non-Ordained Ministerial staff 

• After the completion of six (6) months of Full-Time employment, the employee shall be entitled to five 

(5) paid days of vacation per year effective immediately.  

• After the completion of five (5) full years of Full-Time employment (effective on the anniversary date), 

the employee shall be entitled to ten (10) paid days of vacation per year which becomes active on the next 

calendar year.  

• After the completion of six (6) months of Part-Time employment, the employee shall be entitled to three 

(3) paid days of vacation per year effective immediately. 

 

C. Principal Accompanist 

• After the completion of six (6) months of employment, the accompanist employee shall be entitled to 

three (3) paid days of vacation per year effective immediately.  

 

103.4 Holidays: 

The following paid holidays will be observed:  

New Year’s (2 days)  MLK Day    Good Friday 

Memorial Day   Independence Day   Labor Day 

Veteran’s Day                         Thanksgiving (3 days)   Christmas (4 days) 

 

When a holiday falls on Sunday or Saturday, the following Monday or previous Friday will be observed. Holiday 

time off and work schedules may be staggered to maintain church activities and programs.  

 

103.5 Revivals, Conferences, Conventions: 

The ministerial staff may receive a maximum of three (3) weeks each year for leading revivals, conferences, 

clinics, training schools, etc. Absence on Sunday is to be avoided whenever possible. Scheduling must be 

coordinated with the ministerial staff to avoid any conflicts.   

• The ministerial staff must prepare a request for any conference for the upcoming year with all financial 

requests and benefits for their ministry during the budget planning time. If the conference is not planned 

during this time a request may be made to the Finance Committee for the allowance and approval of 

funds. 

• It will be the responsibility of the Pastor and the Associate Pastor of Worship & Media to select 

appropriate, qualified supply for times of absences. Compensation to be made in accordance with 

approved budget and established policy by Personnel Committee.  

• Compensation for qualified fill in supply guest Pastors and Directors of Music will be $150.00 per 

Wednesday services and $200.00 per Sunday services unless the individual has greater travel distance 

round trip is over 100 miles, then the compensation will be $300.00 per Sunday and $200.00 per 

Wednesday service. Guests requiring compensation beyond the above guidelines will be handled in 

conference with Finance Chairman for appropriate compensation. 
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103.6 Minimum responsibilities of guest pastors: 

• Wednesday night service:  Prepare, lead, and deliver Bible study and prayer service.  Coordinate order of 

service with the Worship Pastor and other applicable staff. 

• Sunday morning service:  Prepare, lead, and deliver Sunday morning worship.  Coordinate the order of 

service with the Worship Pastor and other applicable staff no later than Wednesday prior to Sunday’s 

service.  Allow time with church staff to get a brief overview of the church and membership. 

 

103.7 Minimum responsibilities of guest music directors: 

• Wednesday night service: Choose 1-2 songs for Wednesday night service; email to Church Secretary as 

early as possible on Wednesday morning.  Ensure that the Principal Accompanist receives the music 

information.  Coordinate with Church Secretary to ensure that the music slides are available to the tech 

team for the service. Lead the music portion of the service. 

• Sunday morning service: Coordinate with the Pastor and choose songs for the service.  Provide the music 

choices to the Church Secretary by Wednesday morning for the Order of Worship.  Ensure that the 

Principal Accompanist and Organist receives the music information. Coordinate with Church Secretary to 

ensure that the music slides are available to the tech team for the service. Rehearse with the Praise Team 

(and tech team) at least 45 minutes prior to Sunday School. Lead the music portion of the service.   

 

103.8 Sabbaticals: 

After ten (10) years of faithful service to Seagrove Baptist Church, all full time Ministerial staff will be eligible 

for four paid week’s leave of absence for study, prayer, family, and rest, in lieu of ten (10) days paid vacation. 

Such leave must be planned well in advance and is subject to final approval by the Sr. Pastor and the Personnel 

Committee. Such leave should not be used for teaching conferences, revivals, or any other service other than its 

intended purpose. 

 

103.9 Compensation: 

• Compensation packages shall be recommended to the church by the Personnel Committee. The 

recommendation will be based on the individual’s qualifications, experience, responsibility, merit, and 

education. A recommendation shall be made by the Personnel Committee to the Finance Committee, prior 

to a recommendation to the church for final approval. 

• Payroll checks will be issued monthly (Issued to staff employees on the last Wednesday of the month). 

The Church Treasurer may issue payroll checks earlier if deemed necessary. 

• Salary packages shall be reviewed annually by the Personnel Committee in conjunction with the Finance 

Committee and the preparation of the church budget. 

• Housing Allowance: We recognize that the IRS allows ministers to designate a portion of their salary as 

housing allowance. Seagrove Baptist Church has adopted this procedure for our ministers that meet the 

qualifications of the “Knight Test”.  Ministers should direct their request to the Church Treasurer. 

• Compensation for office temporary help for Ministerial administrative staff when they are out is set at 

$75.00 per day. The Personnel Committee has discretion to adjust this as needed. 

 

104. MISCELLANEOUS CHURCH POLICIES 

 

104.1 Reporting Job-Related Injuries: 

The State of Florida Workers Compensation Act requires that you report any illness or injury on the job, no 

matter how slight. Please contact your supervisor for assistance. If you fail to report an injury, you may jeopardize 

your right to collect worker’s compensation payments as well as health benefits. Any medical treatment should be 

authorized in advance by a member of the Ministerial Staff. If you observe any health hazards which might be 

present on the job, please notify your immediate supervisor so it can be investigated, and corrective action taken if 

deemed necessary. 

 

104.2 Loss or Theft of Personal Items: 

The church cannot assume any responsibility for loss or damage to personal property of any employee. Personal 

belongings are not necessarily safe when left at the office.  
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104.3 WORKING WITH COMMITTEES: 

Members of the ministerial staff will be assigned as staff resource to committees with duties within their sphere of 

work when deemed necessary. As such, they will seek to coordinate committee policies and goals. The staff 

resource role is viewed as for advising (non-voting) and coordination. 

 

104.4 OUTSIDE EMPLOYMENT: 

Ordained and Non-Ordained Ministerial staff whether full-time or part-time may accept outside employment, 

when the following guidelines are met: 

• Employees must adhere to activities which are consistent with the church’s doctrinal teachings/beliefs. 

• Employees will perform all expected church duties according to those outlined in their job description and 

personnel policies. 

• Outside employment by part-time ordained and non-ordained ministerial staff members must be approved 

by the Personnel Committee. The nature of work and its reflection on the church and its ministry will be 

considered. 

• Full-time ordained or non-ordained ministerial staff may not accept outside employment that interferes 

with their responsibilities and duties at Seagrove Baptist Church. 

 

104.5 Miscellaneous: 

• The Personnel Committee may recommend each year, in conjunction with approval of funds from the 

Finance Committee, a financial bonus. This will be based on overall health of the church finances and the 

individual’s annual review. The Personnel Committee can adjust the bonus amounts on an individual 

basis with input from Annual review documents and Ministerial staff.   

*Bonuses for Interim staff at the church will be handled on an individual basis. 

• Anniversary Recognition – To recognize the employee's length of service, the Personnel Committee may 

recommend for all full-time employees to receive a monetary anniversary gift of at least five (5) percent 

of their compensation package and formal recognition every five (5) years of employment pending 

approval of funds from the Finance Committee. 

• Accountable Reimbursement – The church reimburses its ministers and church ministerial administrative 

staff for reasonable and necessary business expenses of the ministry as defined in the church 

budget.*Please see Finance section on “Accountable Reimbursement Policy” for guidelines 

• The Personnel Committee is responsible of establishing and setting all Pastor appreciation activities 

during the calendar year. 

 

104.6 Ministerial Staff Health/Pandemic/Virus Policy: 

All employees of Seagrove Baptist Church will be required to adhere to the policy and procedures put in place 

that are deemed necessary for the future for the health and wellbeing protection of church members. The church 

will adopt these policies at the time of need on a case-by-case situation, by using the recommendations from the 

governing bodies of the nation, state, county, and local school districts.  In many cases the church will operate for 

virus and health situations with the same protocols that the local school district uses for its employees and 

students. The Pastor or Executive Pastor has the right to make a discerning decision regarding the church 

employees for their health and safety until the time can come that the Personnel Committee can evaluate and put 

in place the proper policies and procedures. 

 

If a staff member becomes ill at work, they must immediately go home and, if the illness continues, they must 

stay out of the office and away from church activities until they are free from symptoms for 24 hours. (i.e., 

vomiting, fever, excessive runny nose, excessive cough).  

 

If the illness that the staff member is experiencing lasts longer than 24 hours, then the staff member will need to 

use their time accrued (personal/sick or vacation). 
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Operational Manual             Seagrove Baptist Church 

                                                                          SECTION D: Financial Policy and Procedures 
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100. GENERAL ACCOUNTING SYSTEM 

 

100.1 Basis of Accounting: 

The Seagrove Baptist Church Finance Committee will maintain the Church’s financial records in accordance with 

Generally Accepted Accounting Principles (GAAP) unless otherwise directed by the Church Council.  

 

100.2 Fiscal Year: 

The fiscal year will begin on January 1 and end on succeeding December 31. 

 

100.3 Unrestricted (General Operating Budget): 

SBC members are encouraged to support the ministry of the church through regular gifts and offerings to the 

church’s general operating budget, which is a comprehensive spending plan for the church’s ministries. SBC shall 

maintain reserves of cash flow out of the general operating fund (SEE: SECTION E: Cash Management). 

 

100.4 Designated Gifts/Restricted Funds: 

Designated offerings are for specific purposes that usually occur annually and are endorsed by the church. The 

money is collected and distributed as collected. Designated offerings may not be used for other than the stated 

purpose. They are funded through special offerings. 

 

Current Designated Funds & Established Church Offerings: 

• Annie Armstrong Fund (SBC National Missions Offering) 

• Lottie Moon Fund (SBC International Missions Offering) 

• Samaritan’s Purse Operation Christmas Child 

• Baptist Children’s Home 

• Building Fund 

• Missions 

• SBC Nursery 

• World Hunger 

• Youth 

• Children 

 

All requests for designated offerings not currently endorsed by the church are to be presented to the Finance 

Committee with input from the Church Council and recommendation of the Senior Pastor. 

 

100.6 Designated Fund Set-up Policy: 

Church Procedure for Establishing and for Canceling Designated Funds: 

The Church may elect from time to time to receive gifts for designated purposes. The church shall first receive 

approval for such designated fund in the following procedure: 

 

• Any active member may request to establish a Designated Fund of the Church shall be submitted in 

writing to The Church Council with a detailed explanation of its intended purposes and criteria. 

• The Church Council will review and consider any written request to establish a designated fund and 

may approve or deny such request as the Church Council deems in the best interest of the Church. 

• If the Church Council approves the request, they will submit it to the Finance Committee for its review 

and consideration. 

• The Finance Committee shall determine when and how such a Fund can be established. 

• A Designated Fund must have been established before any funds may be accepted for its purpose. 

• If the Finance Committee has valid concerns about the viability of such a Fund, then Finance and the 

Church Council shall meet to decide actions to be taken.  This should occur after enough time has 

passed to understand the amount of funds flowing through the account and the desires and motivations 

of the individuals contributing to it. 

• Designated Funds survive fiscal years and budgets and remain in effect until allocated for the purpose 

established. 
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Should for any good reason the church, in a regular or called business meeting, decide that the Designated Fund 

purpose no longer is in the best interest of the church’s mission, by church business rules and vote, the church 

may cancel the Designated Fund and reallocate any funds remaining to the General Operating account. The 

Church Council shall attempt in good faith to use the remaining funds as much as is practical for the most closely 

related purpose that was for the Designed Fund. 

 

Should the church cancel such a Fund before expending any of the funds received, the church shall post a notice 

for 30 days from the date of the vote stating that anyone who contributed to the Designated Fund and who wishes 

to be refunded for such donation, shall submit a written request to the Finance Committee within the 30- day 

period. If any such request is not received within the 30- day period, those donated funds are released to the 

General Operating account without further action required. 

 

100.6-1 Designated Fund Establishment, Operating Scope, and Procedures: 

• BUILDING FUND 

Date Initiated: 2008 

Date to be Closed (If applicable): NA 

• Date Church Approved Establishment of Fund: 2008 (or earlier) 

• Purpose/Intent: To collect money for major capital facilities related needs. Normal and regular minor 

repairs and maintenance are not part of this fund. 

• Sources of Funds: Funds may be sourced through the following methods:  

• Any contributions designated specifically to this fund.  

• Capital stewardship and Fund-raising campaigns 

• Individual and periodic contributions. 

• At least one-yard sale each year and other church-sponsored and designated activities. 

• Funds may be used for the following purposes: Uses may include, but not limited to, planning, design, 

engineering, architecture, construction, renovations, interiors, and other activities as needed related to 

capital needs for facilities projects. Debt service for a loan outstanding from a church-approved project 

may be a budgeted annual budget expense from the Fund. Funds for Land acquisition may also be used. 

• Procedures: Pastor, Finance Committee and/or Properties Committee may recommend a Capital Project to 

be presented for approval by the church. Preliminary due diligence investigations, planning and related 

efforts including architectural/ engineering studies and budget estimating may be funded from the Fund 

regarding the potential project prior to presenting to the church. The Finance Committee shall determine 

any amount that is to be budgeted within the annual church budget. The Finance Committee, in 

consultation with the Building Committee (if existing) may recommend replenishment of fund through 

the approved Sources above as the fund is used.  

• Administration of the Fund: 

• Building Committee shall regularly monitor funds needed and available. 

• Finance Committee, with recommendations by Building Committee/Task Force, when one is in 

existence for a project. 

• Stewardship Committee shall designate any specifically allocated event and proceeds from such. 

 

100.6-2 BENEVOLENCE FUNDS: 

Donations that are received for the purpose of assisting people in financial need will be deposited in the Caring 

and Sharing account for up to one year. The Pastors and others may request that some of these contributions be 

used for specific individuals subject to the approval of the Finance Committee. Any funds that remain at the end 

of each calendar year will be donated to Caring & Sharing. 

 

 

100.6-3 MEMORIAL FUND: 

The Church welcomes memorial contributions in memory of loved ones.  As contributions to this category are 

extremely infrequent, donors will be asked to choose an existing designated fund to receive the contribution. The 

names to donors will be made available to families of the deceased, but not the amounts contributed.  
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100.7 Church Special Offerings Policy: 

Individuals or organizations proposing special offerings must follow this Church Procedure for authorizing a 

Church Offering outside of our regular offerings (i.e., mission organizations, established partnerships outside of 

our regular ministries). They will be required to following the steps provide below before promotion to the 

church. 

 

• Discuss the date/time/general information of the need/desire to take up a special offering with the 

finance chairman. *This is to ensure that it is a good time to take the offering for stewardship purposes. 

• The organization/mission group will need to provide a copy of their charitable non-profit status. 

• The organization/group will need to provide a 501-(c) (3) status determination letter for taxable 

gifts to be deductible for the giver. 

• The organization/group will need to provide governing documents (i.e., Bylaws/Doctrine 

Statement) 

• The organization/group will need to provide organizational leadership/board members 

• The organization/group will need to provide a summary of need/work the monies will be used for. 

• The organization/group will be asked to provide a post report of the work (i.e., pictures/statement) 

• If at any time this practice deviates from policy, the Finance Committee shall have sole authority to take 

corrective action. 

 

100.8 Tax Deductible Gifts/Contributions:  

Donations will not be tax deductible for the giver if the recipient organizations/groups/projects do not have proper 

charitable non-profit status. (i.e., 501(c)(3) status). Donations can still be accepted for these 

organizations/groups/projects, but it must be clearly stated during the promotion of these offerings that the monies 

collected will not be tax deductible unless the recipient is a 501(c))3) charitable organization. Checks should be 

made out to the recipient, not to Seagrove Baptist Church.  

 

According to the IRS, if a person wants to give a contribution to a church and get a tax deduction, the donor must 

relinquish control and allow the church to use the contribution however the church decides.  

 

Donor Designates the Contribution for a Particular Person (i.e., special offerings) If contributions to the church 

are earmarked by the donor for a particular individual, they are treated, in effect, as being gifts to the designated 

individual and are not deductible. Such gifts are not acknowledged (receipted) by the church as charitable 

contributions. However, a deduction will be allowable where it is established that a gift is intended by a donor for 

the use of the organization and not as a gift to an individual. The test in each case is whether the organization has 

full control of the donated funds, and discretion as to their use, to insure they will be used to carry out its function 

and purposes. (IRS Revenue Ruling 62-113)  

 

Designating a contribution to a visiting missionary could qualify as a tax-deductible contribution if the donation is 

sent to the missionary’s missions’ agency who retains full control and discretion over the funds and is a qualified 

501(c)(3) organization. 

 

101. BUDGET 

 

101.1 Preparation of Church Budget: 

All organizations and committees shall review their expenditures annually and shall submit a proposed budget to 

the Finance Committee for the following year no later than November 1 of each year. If no budget request is 

submitted, the Finance Committee will use its discretion to determine an appropriate amount to include in the 

proposed budget. The Finance Committee will draft a proposed budget for the next fiscal year based on the 

requests and present it for a vote at a special called business meeting in December of each year. All proposed 

requests shall be itemized to reflect their intended purpose in the presented budget. 

 

101.2 Approval of the Church Budget: 

Copies of the proposed budget shall be made available to the general church membership at least one-week prior 

to the scheduled meeting at which it is to be adopted. 



P a g e  | 51 

 
 

During the meeting at which the proposed budget is submitted to the church, an opportunity shall be afforded for 

any reasonable questions concerning the proposed budget and time allowed for a general explanation thereof. The 

budget shall then be adopted or rejected by majority vote. If rejected, the proposed budget shall be returned to the 

Finance Committee for reconsideration and resubmission in a timely fashion. 

 

101.3 Administration: 

The Finance Committee shall have overall responsibility for the administration of the budget.  The direct 

administration of any account in the budget requested by staff or other committees should be under the immediate 

direction of the staff member, team, or committee making the request.  

 

Regular reports shall be prepared that compare the budget with actual revenues and expenses. Such reports shall 

include sufficient detail of the differences to allow evaluation of the state of the budget. Annual Budgets and 

monthly budget summaries will be provided to any church member of SBC within fourteen (14) days of an initial 

request.  Periodic audits will be performed in accordance with the Bylaws.   

 

All other financial requests should be forwarded to the Treasurer. The Treasurer will forward all requests 

regarding personnel matters (i.e., salaries, benefits, evaluations, etc.) to the Chairperson of the Personnel Team for 

follow-up with the member. 

 

The Finance Committee may determine at any time that there should be an amendment to the budget, based on 

changed circumstances or changed outlook. Any such amendment shall follow the approval process provided for 

in the Bylaws. 

 

101.4 Emerging Projects – Capital and O&M: 

Occasionally, there will be spending needs that were not known at the time of budget development and approval. 

These should be infrequent and address necessary spending priorities. 

 

These projects may be capital or operational (O& M) in nature. They might derive from unforeseen equipment 

breakdowns, regulatory change, acts of nature, or other unplanned/unforeseen circumstances. 

 

In these cases, the Finance Committee has the authority under the Bylaws to approve a onetime spending increase 

of up to five percent of the overall budget. Any amounts above five percent of budget require the approval of the 

Finance Committee and approval of the Church body. Approvals are for the specific projects or needs originally 

requested, and any unused funds must be returned to the accounts of origin and may not be diverted to other 

purposes. 

 

If an emerging project is approved, the financial system and resulting reports will be updated to show an 

additional income line for “Restricted Funding” and the budget for the line item that will be accepting the 

additional charges will be increased by the approved amount. 

 

The source for the restricted funding should be designated funds if appropriate and available. That is, if the project 

is a building modification or improvement, the designated building fund should be used before using funds from 

general current asset accounts. Other types of projects should be handled in similar fashion depending on their 

nature and availability of funds. 

 

These adjustments will maintain the integrity of the financial reports, allow tracking of the additional project 

against its approved budget, and document the Church’s approval process. 

 

102. CONTRIBUTIONS 

 

102.1 Confidentiality of Giving Records: 

Records shall be password protected and only the Financial Secretary will have access to these records. SBC will 

not sell, rent, or lease personal information. All givers will be kept confidential, and use of giver information will 

be limited to the internal purposes of SBC and only to further the ministry activities. 
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102.2 General Record Keeping for Contributions and Donors: 

The amounts of all cash gifts (coins, currency, checks, money orders, whether electronic, online, internet, etc.) 

shall be posted to the church’s financial software system. Documents detailing the specifics of the transactions 

will be securely maintained as hard copies. 

 

Credit card information is used only for donation or payment processing and is not retained for other purposes. 

Annually, all donors will be sent a statement of contributions which discloses each gift received by its date, 

purpose, and amount. Statements can also be sent out at any time at the request of the donor.  

 

All non-cash gifts (securities, tangible personal property, real estate, trusts, insurance policies, and other in-kind 

gifts) shall be recorded on the church’s books in an asset account entitled “Non-Cash Gifts” at their fair market 

value on date of receipt. Additionally, an acknowledgement meeting IRS requirements of non-cash gifts should be 

mailed to each non- cash donor within 14 days of the gift’s date of receipt. 

 

Seagrove Baptist Church has the right of refusal of any cash or non-cash gift if it proves to not be in the best 

interest of the church. Gift’s-in-kind will be reviewed to ensure that acceptance will not involve financial 

commitments in excess of budget items or otherwise be counter to the best interests of Seagrove Baptist Church. 

 

102.3 Receiving the Money: 

Money may come into the church financial system from several sources. The treasurer should be able to identify 

the source of the contribution and any use for which it is designated. Accuracy is important here. It is suggested 

that the treasurer keep records of the amount of money entering the financial system from the various avenues. 

This information could be important during the budget preparation process.  The church may receive monies 

through: 

 

• Worship services: Members and guests typically give through worship services. These may be regularly 

scheduled worship services, revival services, or special worship events. Ushers are responsible for 

receiving and safeguarding these monies. 

• In the mail: Members and non-members may mail their contributions to the church. The church secretary 

is responsible for receiving these monies and placing them upon receipt into the drop box. 

• Online: Members and non-members can make online contributions. These funds are electronically 

deposited to the church account. 

• Other sources such as: special gifts, in-kind, purchase income. These gifts usually have different tax 

implications and should be directed to the church treasurer/finance committee for assistance. 

 

In order to protect the integrity of those persons involved with receiving, counting, safeguarding, and depositing 

church funds, there should always be a minimum of two (2) unrelated persons present while handling church 

funds. 

 

102.4 Church Counting Team: 

The number serving on this team may vary according to the size of the church membership; however, it should be 

large enough so that at least two non-related members will always be present to assist in counting the gifts 

received during the Sunday services. For proper internal control, the financial secretary and the treasurer should 

not serve on the counting team. 

 

102.5 Responsibilities of the Church Counting Team: 

The church counting team should be responsible for counting all monies received during all church services. After 

the count has been made, the team prepares detailed deposit slips, makes bank deposits, and forwards copies of 

the deposit slips and the summary of receipts record to the treasurer. The team should also mark and arrange 

members offering envelopes in alphabetical order, or as previously decided, for the financial secretary or other 

person responsible for recording member’s gifts. 
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• Separate loose offering from the envelopes. 

• Count the loose offering and record the amount. 

• Separate budget offering envelopes from any special offering envelopes. 

• Open each envelope, remove the money, and verify the amount enclosed with the amount on the face of 

the envelope.  If there is a discrepancy or if the figures are not legible, record the amount in red on the 

upper right corner of the envelope. 

• Add the amounts on the budget offering envelopes, using the corrected amount where applicable, and 

record total. 

• Add the amounts on the special offering envelopes and record the total. 

• Checks not enclosed in envelopes should have an envelope prepared for the person who signed the check. 

This will ensure the amount being credited to the individual’s record (only) 

• Separate the cash from the checks and fill out a deposit slip. (Note: The counting team should not “cash” 

checks to accommodate members that are made out to the church. If checks are cashed, they should be 

made out to “cash”. Some people dishonestly use canceled checks made to a church as a receipt for 

charitable contributions for income tax purposes.) 

• Stamp all offering checks “for deposit only” when endorsing them. This will help to safeguard the 

offerings and ensure that the checks will only be deposited to the church’s bank account. 

 

A.  Envelope Arrangement: 

• If numbered envelope packages are not used, arrange envelopes alphabetically by families. 

• Arrange all special offering envelopes and miscellaneous offering receipts alphabetically.  

 

B.  Depositing: 

• After counting the money, make deposit slips in duplicate. This is a safety procedure. Make copies of the 

checks received. 

• Complete offering reports. Forward offering data to finance committee chairman and church treasurer. 

• The money with the original deposit slip should be taken to the bank and deposited. At least two (2) 

members of the counting team should make the deposit. 

• The duplicate deposit slip should be given to the financial secretary. 

• Never take the receipts home. Never place the receipts in a safe at the church. 

• Consider using a tamper evident disposable locking deposit bag available from local bank or office 

supply store.  

 

C. Contributions Received in Mail: 

Two persons will open all incoming mail that isn’t addressed to an individual or that isn’t apparent 

business correspondence such as an invoice or sales material. The contributions will be counted, and the 

amount written on the envelope. Both folks will initial the envelope and be placed in the safe for counting 

by the count team. 

 

D. Crypto Currency: 

Seagrove Baptist Church may establish a cryptocurrency wallet, directly or through another party, to 

accept cryptocurrency donations should someone wish to make them.  The cryptocurrency account will be 

managed by the Treasurer and Financial Secretary like a traditional currency account except that 

cryptocurrency will be converted to traditional currency as soon as possible, and no longer than 30 days 

after receipt. The donor will receive a tax deduction credit equal to the traditional currency value at the 

time of donation. 

 

103. CASH DISBURSEMENTS 

 

103.1 Accountable Reimbursement Policy: 

In accordance with IRS Regulations 1.162-17 and 1.274-STC (f) the Seagrove Baptist Church hereby establishes 

an accountable reimbursement policy for all ministers and employees with the following terms and conditions: 
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A. The minister or employee will be reimbursed by the church for ordinary, necessary, reasonable, 

 substantiated, authorized, and ministry-related expenses incurred on behalf of the church. Subject to 

 budget limitations, such expenses will include: 

• Travel Expense: Ministry travel away from home including travel, lodging and meals on overnight 

ministry trips. (IRS Publication 463) 

• Entertainment/Hospitality Expense: Reimbursed only if ministry connection requirement is met.  (IRS 

Publication 463) 

• Transportation Expense: Mileage reimbursement for local ministry use of personal automobile, at the 

current IRS mileage rate. (IRS Publication 463) 

• Training Expense: Convention, conference and ministry related workshop fees. 

• Educational Expense: Reimbursed only if otherwise qualified as an itemized deduction and in accordance 

with IRS guidelines. 

• Subscriptions Expense: Periodicals, books and tapes will be reimbursed if ministry or employment 

related, and ownership does not transfer to employee. 

• Cell Phone Expense: Reimbursed only if provided primarily for “substantial business reasons.” (Church 

requires access 24/7) Notice 2011-72@IRS.gov. Non-compensatory business reasons – detailed records 

not needed if reimbursement is reasonable. 

 

B. The minister or employee will substantiate each allowable expense in writing within 7 days including the 

following documentation with the original receipt: ** 

• What: Amount, itemized amount requested for reimbursement 

• When: Time/Date of expense 

• Where: Place/Location of expense 

• Why: Ministry purpose/description of expense 

• Who: Name and Ministry relationship…(meals and entertainment expense) 

 

C.  The minister or employee will return to the church finance office any amount received (advances) in 

excess of the substantiated expenses within seven (7) days. 

 

D. Under this accountable reimbursement plan, the church will not report any properly substantiated 

reimbursement payments as income on any Form W-2. Additionally, any employee should not report 

properly reimbursed amounts as income on Form 1040. * Sample copy of Purchase Order/Expense 

Request can be found in the appendix 

 

103.2 Expense Policy: 

A.  The annual church budget is the financial plan for ministry in the current year. It is the guideline by which 

everyone in the church is to adhere. The Finance Committee is charged, just as is every church member, 

to be a good steward of the duties and responsibilities delegated to it by the church.  

 The Finance Committee is limited to authorizing expenses and reimbursement to the budgeted line items 

with the following exceptions: 

 

• Emergency repairs 

• Unexpected expenses authorized by the Church Council and that can be reassigned from the 

Contingency funds or General Offering account. 

• Church approval of an unbudgeted expense. 

 

B. Ministerial Staff are provided allowances in the budget for their church-related expenses. They have the 

responsibility of using those allowances with due care and prudency. They may use these allowances as 

their ministries require. Their respective budgeted line items cannot be exceeded without making a 

presentation to the Finance Committee and relating to one of the Exceptions above. 

 

 

 

mailto:2011-72@IRS.gov
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C. Committees and Ministry Teams: Each Committee/ Team will meet with the Finance Committee during 

the budget planning effort and prepare its financial plan for the upcoming year; therefore, the Committee/ 

Team can expend funds within its approved budget line item(s) as needed to meet its budgeted needs 

during the fiscal year, as funds are available. No Committee/ Team can exceed its budgeted amounts 

without making a presentation for advance approval to the Finance Committee. 

 

D. Primary responsibility for requesting, authorizing, and tracking Committee or Ministry Team- related 

expenses for the year is vested in the Chair of each respective committee/ team. The Chair must plan for, 

request in advance estimated expenses, and report the final expenses for each purchase request, as 

follows: 

 

• Complete an Expense Request form prior to incurring expense. 

• Significant expenses for events, repairs, and the like should be well known and planned well in advance 

of the expense needed. 

• A general request with best estimate and description shall be filed with the Finance Committee using the 

Expense Request form. 

• A recap and final reconciliation shall be filed within 7 days of the final expense occurring. 

• Any exception must be presented to the Finance Committee to request any modification, prior to the 

expenses being incurred. 

• NOTE: It is incumbent upon the Chair to carefully consider the control of expenses BEFORE delegating 

any purchasing assignments being incurred by others on the committee/ team and particularly for any “ad 

hoc” persons assisting. It is the responsibility of the Chair to maintain control of ALL expenses of that 

committee. 

 

E. At the beginning of each fiscal year, the Finance Committee will offer themselves to conduct an 

orientation for Committees, Ministries, or teams to explain the expense policy 

 

103.3 Expense Procedure: 

• All purchases must be pre-approved before a check or credit card is given to the requestor. Money spent 

without the approval of the Finance Committee in accordance with this policy and these procedures will 

not be reimbursed by the Church Treasurer. 

• Each Committee Chair or Ministry Team Leader is responsible for making sure they and their members 

are fully oriented to the policies and procedures for expenses and purchases. 

• A purchase order request must be completed, signed, and placed in the finance office requisition file. A 

member of the Finance Committee must sign off on the requisition. In urgent situations, approvals may be 

given via phone or email. 

• It is the responsibility of the requestor and the Committee Chair/ Ministry Team Leader responsible to 

verify that there are adequate funds remaining in the respective budget line item before submitting the 

request. Do NOT just check the box that it is a budgeted item. A member of the Finance Committee will 

verify funds are available prior to approving the request. 

• Prior to publishing or announcing any event, the Committee Chair or the Ministry Team Leader must 

submit it to the Church Council to be sure adequate funds are available. The Church Council and then the 

ministry teams/committees decide how they want to spend authorized budgets under their purview. The 

Finance Committee’s role is to verify that adequate funds remain in the budget line item. A copy of the 

budget and updated (as often as practical) will be available for reference in the requisition folder. 

• No one can override or exceed their budgeted line item without approval from the Finance committee. 

The Committee will review and decide if it funds are available from the contingency fund and if the 

request for overage is reasonable. 

• The requestor must utilize the tax-exempt certificate for every purchase. If the form is not presented to the 

vendor, then the sales tax amount will not be reimbursed for taxes on any receipt. The tax-exempt 

certificate is available for copying in the Finance office. 
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104. OTHER DISBURSEMENTS 

 

104.1 Church Issued Credit Cards: 

SBC may provide a “church credit card” for each of the ministerial staff members. Each card will be set with a 

predetermined credit limit set by the Finance Committee. The credit card is to be used only for the purchase of 

items solely for the purpose of SBC. No personal use of the card is allowed. Statements and receipts must be 

submitted to the church financial secretary. 

 

104.2 Automobile Mileage Reimbursement: 

All requests for mileage reimbursements for the use of an employee's personal automobile used for church related 

activity, shall be made by completing a Monthly Ministry Mileage Log. 

Mileage reimbursement shall be made at the standard mileage rate as allowed by the IRS. The use of their 

personal vehicle for ministry purposes must be substantiated at the completion of each trip. Reimbursement for 

mileage incurred over 60 days prior to submission will not be paid. Proper substantiation will be as follows: 

 

• Date - Date of trip 

• Destination - Name of hospital, restaurant, family, etc. that was traveled to 

• Purpose of trip - Visitation, planning meeting or other ministry-related reason for trip 

• Miles driven - Actual number of miles driven 

 

105. CASH MANAGEMENT 

 

105.1 Petty Cash: 

This fund is to assist staff in making minor ministry purchases and obtaining reimbursement for minor out-of-

pocket expenses. The finance secretary is responsible for the oversight of this fund. This fund has been 

established with a balance of $300 and is recorded as an asset on the church’s balance sheet.  The petty cash much 

be kept in the safe. All cash draws from this fund must be documented on a petty cash voucher form that records 

the amount of the draw, date draw was given, reason for the draw, which account to charge expense to, and the 

name of person receiving the draw. A receipt must be obtained from the employee in the exact amount of the 

draw and stapled to the back of the petty cash form. 

When the actual petty cash funds become low, it is the finance secretary’s responsibility to complete a Petty Cash 

Reimbursement form. In completing this form, the finance secretary should: record all individual draws made 

from the fund for the period covered, reconcile the cash remaining in the cash bag to the form, sign the form, and 

attach all petty cash vouchers and receipts to the back of the form and submit for processing. A check in the 

amount of the reimbursement will then be issued, made payable to the finance secretary, who is responsible for 

the fund. 

 

105.2 Liquidity and Financial Position Objectives: 

Operating Reserves: At least six-months of operating cash expenses plus current liabilities will be maintained in 

the case of emergency or temporary budget shortfall. If a portion of the cash reserve is needed for current 

expenditures, priority shall be given to replenishing the reserve to the desired level as soon as possible. Debt 

Service Costs/Reserves: In the event the Church enters into a long-term debt obligation, it will immediately 

establish a reserve equal to at least one year of debt service costs.  In addition, debt service costs will be limited to 

not more than 30% of the average of the most recent three-year period of undesignated contributions. 

 

 105.3 Investments: 

Management of Seagrove Baptist’s cash and investment positions are primarily the responsibility of the Church 

Treasurer.  The Finance Committee has an obligation to work with the Treasurer to make sure that the Church’s 

financial assets are protected, preserved and readily available for Kingdom work. Therefore, the investment of 

assets will generally be limited to cash and cash equivalent bank products, US Treasury obligations, high-grade 

corporate and municipal bonds, or managed investment funds that primarily invest in these asset categories. The 

Treasurer should regularly monitor the investment portfolio performance and report the results to the Church 

Council at least semiannually. To that end the Finance Committee provides the following investment objectives, 

presented in priority order: 
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A. Safety / Risk Minimalization – the investment principal should be protected from as much risk as 

 possible through the choice of investment vehicle, use of insured accounts, selection of multiple, 

 experienced advisors and managers, and other things.  

B.  Liquidity – the investment criteria should be established with a view toward the future use of funds so as 

 to reduce the complexity and costs associated with easily converting an investment into cash when 

 needed. 

C.  Yield – the investments should seek the highest yield possible, consistent with the two other priority 

 objectives above. 

 

106. RISK MANAGEMENT 

 

106.1 Overall Mitigation: 

It is important to the security of Seagrove Baptist Church that financial and operating risks: 

 

• Are identified and assessed as to likelihood of occurrence and severity. 

• Are prioritized. 

• That Staff has determined the extent to which identified risks have been mitigated and that appropriate 

steps are taken to reduce identified risks to acceptable levels 

 

To that end, the Finance Committee will provide resources to Staff and Committees that highlight various 

activities within the Church and the costs in potential litigation, ongoing insurance premiums, or other costs 

resulting from failing to mitigate their associated risks. 

 

106.2 Insurance: 

As part of its role in overseeing the adequacy of risk mitigation, the Finance Committee, at least every three years, 

review the church’s current insurance coverage with respect to applicable risk areas. Specific coverage types to 

evaluate should include, but not be limited to: 

• General liability; Director and Officer liability; Property and casualty; 

• Business interruption; 

• Data security, including cybersecurity; 

• Employee theft; 

• Employment practices (discrimination, wrongful termination, sexual harassment) 

• Fiduciary 

• Key-Man life 
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Operational Manual             Seagrove Baptist Church 
SECTION E: Missions Policy and Procedures 
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This policy and procedure document outlines the principles by which the Missions Committee operates at 

Seagrove Baptist Church. It is designed to guide the Missions Committee in its deliberations but is not intended to 

dictate decisions. For good and sufficient reasons, the Missions Committee may find it advisable to make 

exceptions. The Mission’s Committee is under the supervision of the Senior Pastor. This policy manual, and any 

future changes, revisions, deletions or additions, or amendments shall become effective upon approval of the 

Pastor and Missions Committee, and when approved at a church ministry meeting. 

 

100. General Mission Information 

 

100.1 Mission Committee Mission 

The fulfillment of the Great Commission (Matthew 28:19-20; Acts 1:8; Matt 9:36-38) through 

evangelism, discipling, church planting and church development with like-minded organizations and/or 

members of SBC with the purpose to make Jesus Christ known and helping those who believe to fully 

follow Him.  

 

100.2 Purpose of the Mission Committee’s Policy & Procedures  

• To help achieve a clear sense of direction. 

• To build confidence and cohesion in the total church ministry. 

• To avoid making decisions on an emotional or haphazard basis. 

• To promote efficiency, consistency, understanding, and encouragement in the administration of 

 world  

 missions at SBC. 

• To ensure optimum stewardship of human and financial resources. 

• To assist new members of the Mission’s Committee with the policies and procedures. 

• To ensure all missionaries/agencies supported are above reproach in character and meet all 

 requirements to become a missionary. 

 

100.3 Policy Changes 

Wherein every mission need/decision cannot be fully known or covered through Policies. The Mission 

committee, therefore, may recommend changes to the church by two-thirds vote.  

 

100.4 Committee Structure 

The Mission Committee is determined by the Bylaws of SBC. Team should meet minimum quarterly with 

minimum two-thirds for quorum. Team shall decide on the chairperson and secretary/minutes for all 

meetings. 

 

100.5 Responsibilities of Mission Committee Members 

 Each member of the Mission’s Committee is expected to: 

• Faithfully attend the committee meetings. 

• Participate in carrying out responsibilities of the Mission’s Committee. 

• Pray regularly for supported missionaries of SBC, their agencies, and other supported ministries. 

• Be familiar with the mission policies and procedures of SBC. 

• Recommend support or removal of missionaries or mission agencies. 

• Prepare and administer the Mission’s budget. 

• Administer and evaluate the Missions Program. 

• Serve as a source of mission information to the congregation. 

• Participate in mission trips when possible. 

• Participate in fundraising projects when possible. 

 

100.6 Committee Members Term of Service: 

The term of service is three years.  Committee members are to be staggered so that there is no gap in 

experienced leadership on the committee.  Persons may serve for more than three years if approved by the 

Nominating Committee. 
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100.7 Recommendations for Financial Mission Support: 

The SBC Team will recommend missionaries, volunteers, agencies, projects, partnerships, short-term 

trips, etc. to receive financial support beyond the established Mission Support of SBC (Cooperative 

Program/ECNC) consistent with Southern Baptist life.  

 

100.8 Financial Guidelines for Annual Missions Budget: 

Submit a budget recommendation annually to Seagrove Baptist Church, (Careful annual planning of all 

mission experiences to foresee expenses), recommend to Pastor/Staff financial support related to 

missionary needs, short term trips, speakers, etc.  Seek alternative methods to raise financial support. 

 

100.9 Short-Term Missions 

The Missions Committee recommends member involvement in short term mission 

experiences/opportunities. The Pastor/Team can provide guidance in selecting mission experiences. 

Application (enclosed) to the Mission Committee must be no less than 3-6 months in advance of 

trip/experience.  

 

100.10 Recommendations for Short-Term Candidates: 

• Active Member of SBC (special cases reviewed by Mission Committee) 

• Evidence of sincere Christian walk 

• Obtained approval from Mission agency, parental, etc. 

• Demonstrates qualification for the mission 

• Complete application/Training required to share Faith in Christ 

 

100.11 Special Mission Projects:  

The SBC Mission Committee may present special mission needs above the budget or annual plan to SBC. 

The Pastor/Staff will approve these special mission projects and make any recommendations to 

accomplish them.  

 

100.12 Establishment of Partnerships: 

The SBC Mission Committee may present recommendations/selections for Mission partnerships to the 

Pastor/Staff for approval that keep with the vision of Seagrove Baptist and Southern Baptist Convention. 

 

101. Funding 

101.1 Source and Availability of Funds for Mission Trips: 

     A.    Funds for support of SBC mission trips are derived from two sources: 

 

•  Regular budgeted fund accounts stipulated for mission trips. 

•  Designated fund accounts received from special donations and stipulated as being available for 

 support of mission trips. 

 

     B.   All grants for support of persons involved in mission trips are subject to the availability of funds on  

       hand within the specified annual church budget period. 

 

     C.   Any exception to policies regarding source and availability of mission trip support funds must be  

            approved in advance by the Missions Committee. 

 

       D.   Individuals requesting to participate on a mission trip must fulfill the following qualifications. 

 

• Must regularly attend Sunday school, and worship services. 

• Must be able to express their salvation experience. 

• Must be a member of SBC for no less than 3 months. Non-members may participate with prior 

 approval of the Mission Committee.  

• Non-members, if applicable, must sign church doctrinal statement.  
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101.2 Definition of An Official “Seagrove Baptist Mission Trip” 

A proposed mission trip to be sponsored by SBC may be originated in one of four ways: 

 

• In response to a written request from an agency of the Southern Baptist Convention (such as the 

North American Mission Board, or the International Mission Board). 

• In response to a written request from an evangelistic association or other recognized missions’ 

organization. 

• In response to a written request by an individual member of SBC who desires to lead a Mission 

Committee 

• By the Missions Committee in response to a perceived need or opportunity. 

 

  101.3 Number of Persons Participating in An International Mission Trip 

The Missions Committee reserves the right to limit the number of persons on a proposed trip. The 

makeup of international Mission Committees will be determined annually subject to project needs, funds 

available, and the number of projects scheduled per year. 

 

101.4 Funding of Seagrove Baptist Mission Trips 

A. The term “SBC member” refers to persons, who have been members of the church for at least 

 three months, including pastors and/or members of local mission churches sponsored by Seagrove 

 Baptist Church, completed the membership process, and signed the church covenant. 

B. First priority for mission trip funding is given to SBC members who have not received previous 

 financial assistance for a mission trip during the current budget period. 

C. Second priority for mission trip funding is given to SBC members who are applying for financial 

 assistance for a subsequent mission trip during the current budget period, provided that the 

 Missions Committee is confident that adequate funds are available to meet the request of 

 qualified first-time mission trip participants during the current budget period. 

D. Third priority for mission trip funding is given to persons who are members of other Southern 

 Baptist churches (1) who possess special skills needed for a particular SBC mission trip and (2) 

 who have been  invited in advance by the Missions Committee to participate in the trip on a 

 partnership basis. 

E. The Mission’s Committee DOES NOT PROVIDE FINANCIAL SUPPORT for people who are 

 not members of SBC except by special invitation from the Missions Committee. 

F. Any exception to policies regarding financial support for mission trips must be approved in 

 advance by the Missions Committee. 

 

101.5 Funding of Seagrove Baptist Church Mission Trips 

• Student  mission trips are proposed by the Generations Pastor in cooperation with the Staff 

 Liaison and Pastor and must be approved in advance by the Missions Committee. 

• The source and extent of support funds for youth mission trips (with reference to Student Funds 

 and/or Mission Funds) are subject to approval by the Missions Committee. 

• Student mission trips outside of the continental United States must be approved by the Missions 

 Committee and are limited to youth that are at least Juniors in high school.  

• Student Mission Committees need a youth to adult ratio of at least 6:1. 

• Any exception to policies regarding Student mission trips must be approved in advance by the 

 Missions Committee. 
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101.6 Eligible Expenses for Financial Support of Mission Committee Members 

Only eligible expense items are used in determining the total trip expenses for team members, and SBC 

financial support is based upon the total of these expenses. Eligible expenses for individual team members 

include: 

 

• Travel expenses to and from the mission field, including the cost of airline tickets, airport taxes, 

 meals, layover hotel cost, tips, visas, trip insurance, etc. 

• Travel expenses on the mission field. 

• Housing accommodations on the mission field. 

• Food expenses on the mission field. 

• Other essential expenses that are related to the transportation and maintenance of the individual 

 team members while on the mission trip. 

 

Funds are not provided by SBC for gifts, souvenirs, personal purchases, or sightseeing unrelated to the 

purpose of the mission trip, passport, passport, or visa photos, required vaccinations, and preventative 

medications. 

 

Any exception to policies regarding financial support of Mission Committee members must be approved 

in advance by the Missions Committee. 

 

101.7 Eligible Expenses for Support of General Team Ministries on the Field 

Seagrove Baptist  support may be provided for part or all essential expenses for general team ministries 

on the field. Eligible expenses related to the Team ministry on the field include: 

 

• Materials and supplies for Vacation Bible Schools, backyard Bible studies, etc. 

• Bibles and tracts for evangelistic witnessing. 

• Supplies, materials, and equipment for evangelistic crusades. 

• Supplies, materials, and equipment for leadership training, discipleship training, and other related 

 training activities. 

• Supplies and equipment for medical projects. 

• Supplies and equipment for disaster relief and/or other humanitarian ministries. 

• Supplies, materials, and equipment for building projects. 

• Cost of translators necessary for the effectiveness of the Mission Committee. 

• Other general expenses that are essential for the specific ministry of the Mission Committee. 

 

All expenses related to general team ministries on the field must be approved in advance by the Missions 

Committee.  Any exception to the policies regarding financial support for general team ministries on the 

field must be approved in advance by the Missions Committee. 

 

101.8 Amount of Individual Financial Support for Mission Trip 

Individuals going on mission trips are encouraged to provide as much of their personal expenses as 

possible.  This will allow church funds to be available for assisting persons who feel led by God to go on 

a mission trip but who need financial assistance to participate.  For those who need assistance, financial 

support may be provided for any qualified church member going on a mission trip sponsored by SBC in 

accordance with the following guidelines: 

 

• Through the “SBC Mission Budget” up to 25% ( cap of $750.00 per person) of the estimated 

 individual cost as defined in Section VI) will be provided for any church member who goes 

 on a short-term mission  trip sponsored by SBC.  This financial support DOES NOT INCLUDE 

 any provision for the cost of general ministries on the field as defined in Section VII).  
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• Request for financial support for Seagrove Baptist  mission trips must be submitted to the church 

 office on a Form MS-01* at least three months prior to the time that the funds are needed. 

•  The mission trip must be approved by the Missions Committee prior to the provision of any 

 financial support. 

• Any exception to policies regarding mission trips sponsored by SBC must be approved in 

 advance by the  Missions Committee. 

 *Note:  Necessary forms may be obtained from the church office. 

 

Table A 

Selected Samples of Individual Financial Support for SBC Mission Trips  

 

Estimated Cost of 

Trip  

For the Individual 

25 Percent of Cost 

Provided by  

SBC Mission 

75 Percent of Cost  

Provided by the  

Team Member 

 

$500 

 

$125 

 

$375 

 

$1,000 

 

$250 

 

$750 

 

$1,500 

 

$375 

 

$1125 

 

$2,000 

 

$500 

 

$1500 

 

$2,500 

 

$625 

 

$1875 

 

$3,000 

 

$750 

 

$2250 

   

 

A. Special Individual Support for SBC Ministerial Staff Members and Seminary Students 

1) All current SBC ministerial staff members leading the trip receive 100% of funding for all 

 mission trips approved by the Missions Committee.   

2) Wives of staff members will receive 50% of the total cost (as defined in Section VI).  

3) Seminary students who are eligible will receive 50% of the total cost (as defined in Section VI), 

 who are members of SBC or recent members of SBC.   Under special provision (depending on the 

 availability of funds) seminary students may be able to receive as much as 100% of the cost of a 

 SBC sponsored mission trip.  The purpose of these special provisions is to make it possible for 

 seminary students to have a shared experience and exposure to the missionary work without 

 undue financial burden.  

 

B. Emergency Funding for Seagrove Baptist Team Members 

1) At the discretion of the Missions Committee & Finance Committee, emergency loan funds may be made 

available to a member of SBC in the event of financial emergency after the purchase of air tickets for a 

designated mission trip. 

2) Any SBC member who receives normal financial support for a mission trip and who is unable to provide 

the final amount of his or her required portion of necessary expenses after the air tickets have been 

purchased may submit to the church office a letter of request for a special “emergency advance” to 

provide necessary funds to complete the trip. 

3) If the request is granted by the Missions Committee, the team member will be responsible for repaying 

the special advance within six months after return from the trip.  All such advances must be repaid prior 

to the person applying for additional funds for a subsequent mission trip. 

4) Any exception to the policies regarding emergency fund advances for Mission Committee members must 

be approved in advance by the Missions Committee. 
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102. Medical and Liability 

 

Any person who goes on a mission trip sponsored by SBC or who receives financial support from SBC for any 

mission trip (regardless of sponsorship) must submit a “Medical Information and Liability Release” at least 

two months prior to the trip. 

 

No support funds will be provided by the Missions Committee prior to receipt of the “Medical Information and 

Liability Release” form. 

 

*Note:  Necessary forms may be obtained at the church office. 

 

103. Reporting and Celebration 

 

Each person who receives financial support for a mission trip (whether sponsored by SBC or by another person 

or organization) is expected to provide to the Mission Committee a “Mission Trip Evaluation  Report” within 

two weeks following completion of the trip. 

 

In addition, each person is expected to be available upon request to present a brief oral report to the  church 

congregation and/or special groups or classes. 

 

*Note:  Necessary forms may be obtained from the church office. 
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Operational Manual             Seagrove Baptist Church 
SECTION F: Property and Procedures 
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100. General Property Information 

 

100.1 Purpose of Property Policy:  

To help achieve a clear direction, to build confidence and unity within SBC, to ensure wise stewardship decisions 

of finance/staff, to keep ministerial staff and support staff informed of facility policies and procedures. It is not 

expected that this manual will cover all matters connected with the subject, neither does it presume that those 

items covered will not require special interpretation (and exception), if unusual circumstances arise. It is 

understood, however, that no major additions, deletions, or revisions will be made without action by the Property 

Committee. 

 

100.2 Property Policy Change Procedure:  

Wherein every property need/decision cannot be fully known or covered through Policies. The Property 

Committee, therefore, may recommend changes to the Church/Pastor by two-thirds vote.  

 

100.3 Property Structure:  

The Property Committee is determined by the Bylaws of SBC. The Committee should meet minimum quarterly 

with minimum two-thirds for quorum. The Committee shall decide on Leader and Secretary to keep Minutes for 

all meetings.  

 

100.4 Facilities:  

The use of church facilities, assets and other resources shall be used in a manner which is consistent with the Holy 

Scriptures and the Baptist Faith & Message, 2000. This policy shall be implemented to ensure that any use of all 

or part of the church grounds or facilities will be done in a manner consistent with our beliefs as a Church.  

Regular, recurring services and events shall be as established from time to time by the Church in regular business 

meetings. Special and one-time events shall be subject to approval by the Ministerial Staff or Church Council, 

after reviewing a completed application by a Member or Associate Member of the Church. Moreover, all use of 

church property shall be sufficiently documented and memorialized to protect the church from unnecessary 

exposure to liability. The Property Committee will develop appropriate procedures, fees and other matters 

required for any use.    

*Note: All church activities will take priority over all outside organizations 

 

100.5 Property Committee Policy for Usage:  

Members and Associate members may use the facility and property within the guidelines and procedures that are 

approved by the church body. They are to uphold the integrity of the mission and vision of the church. Outside 

organizations may request use of the facility and property, but MUST be sponsored by a church member, church 

staff member, or the church Council. The use of property relating to equipment, tables, and chairs will be 

approved through the church office or by the chairman of the property committee. The use of all vehicles that the 

church owns must follow the guidelines, procedures, and approval by the church staff or property committee. 

 

100.6 RESERVING THE FACILITY 

1. Complete the Event Activity Form online at our website or from the church office. 

2. Once the reservation is approved and cleared for calendaring purposes, you will be notified of approval.  

Publicity for an event should be withheld until you are notified of pending approval.  

3. Pay the fees for use and other items outlined in this policy at least one week prior to your event. 

4. We ask that you complete this process at least one month prior to your event.  This will not only assist in 

availability but also in the coordination with other ministries and events.  

5. All outside organizations must have a Church member sponsor the event. 

 

While we try to accommodate the needs of everyone, we cannot assure the availability of the facility for last 

minute or poorly planned events.  
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102. FACILITY CARE 

 

102.1 GUIDELINES FOR FACILITY USE: 

The use of church facilities, assets and other resources shall be used in a manner which is consistent with the Holy 

Scriptures and the Baptist Faith & Message 2000.  This policy shall be implemented to ensure that any use of all 

or part of the church grounds or facilities will be done in a manner consistent with our beliefs as a Church.  

Regular, recurring services and events shall be as established from time to time by the Church in regular business 

meetings. Special and one-time events shall be subject to approval by the Ordained Ministerial Staff or Church 

Council, after reviewing a completed application by a Member or Associate Member of the Church. Moreover, all 

use of church property shall be sufficiently documented and memorialized to protect the church from unnecessary 

exposure to liability. The Property Committee will develop appropriate procedures, fees, and other matters 

required for any use.    

 

Further examples and explanation of current prohibited actions of our Facility usage policy.  
1. Alcoholic beverages on church property 7. Use of ANY KIND of tape on the facility wall 

2. Smoking on church property 8. Use of non-dripless candles 

3. Food in the Worship Center 9. Glitter, confetti, or similar materials 

4. Taking church equipment from the premises for 

personal use  

(Includes all tables and chairs without prior permission) 

10. Use of any instrument that will leave holes or 

remove paint from the walls or doors                      

(Unless approved by church staff) 

5. Moving of furniture, furnishings, and musical 

instruments without permission 

11. Commercial use entailing sales, bazaars, fundraisers, 

etc.… (Unless approved by church staff) 

6. DUCT TAPE on the flooring 12. Use of inappropriate music and dancing 

 

*If you will utilize non-worship music for your event, please submit a list of songs/lyrics for approval at least a 

week prior to your event).  

The applicants shall be responsible for the repair of any damages to facilities caused by their employees or 

equipment. 

 

102.2 SET-UP & CLEAN-UP 

1. The facility and its furnishings should be left in the same arrangement as it is found.  Tables, chairs, and 

other equipment should be returned to its proper placement. 

2. All trash should be taken to the dumpster. 

3. If food and/or beverages were used, please wipe down all tables. 

4. Ensure that all equipment (TVs, coffee pots, etc.) are turned off and emptied.  

5. Ensure that all exterior doors are locked, and lights are turned off. 

 

102.3 PARKING LOT DURING THE EVENT 

1. The parking lot is to be kept clean 

2. No holes may be placed in the parking lot for any reasons unless approved by church staff. 

3. Parking lot lights need to be manually placed on override on events that are on other days besides 

Wednesday nights for the front section and manually turned on for the rear section of the parking lot.  

*The rear section must be MANUALLY turned off! 

4. No vehicles may be left overnight from the event (unless in an emergency) 

 

102.4 PLAYGROUND 

1.  Adult supervision is always required. 

2. The playground equipment is to be dry for use and may not be used when it is wet. 

3. There is to be no pushing, shoving, or rough play while in the fenced playground area. 

4. There is no glass items allowed in the fenced playground area. 

5. There is to be no climbing or playing on the fence surrounding the playground area. 

6. All equipment in the fenced playground area is to be used in the appropriate way it is intended and built.  

i.e., no climbing on the very top of the structures. 

7. Signs will be posted with the rules and warning, “Use of playground equipment is at your own risk”. 
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102.5 FURNISHINGS & EQUIPMENT 

1. All church furnishings must be checked out through the church office for use off church grounds or 

regarding a loan to another church or ministry. 

2. All church furnishings must be approved by church staff for use off campus by another ministry. 

3. No tables and chairs may be taken off church grounds unless approved by church staff. 

4. All church furnishings become the responsibility of the applicant in charge of event that was approved for 

items to be used at and is responsible for all damages to furnishings occurring in and during transportation 

to and from event as well as during event.  Church furnishings consist of: Example: Tables, Chairs, Event 

Items, Projectors, Computers, etc.… 

5. If a sound technician is needed, please speak with the Office Secretary to enlist one of Seagrove’s 

approved sound techs.  This is also the case for multi-media needs.  Fees apply. 

 

103. PARKING LOT 

 

103.1 GENERAL PARKING LOT POLICY 

The Property Committee will oversee the use and practices of all parking areas on the church property.  The 

primary use of the parking lot is to provide parking for church attendees (members, associate members, and 

guests).  The secondary use is for non-members with a church member sponsorship or other church organizations 

with approval of the church staff. 

 

103.2 Guidelines 

For groups/individuals, not included in the above primary use statement, to use the parking lot they must be 

sponsored by a member or an associate member.  The exception to this policy is a group/individual that is directly 

related to a church organization then usage may be granted by the ministerial staff. 

 

103.3 Permission Granted Case: 

In the case the group/individual meets the above-mentioned criteria (sponsorship) to receive permission to use the 

parking lot, then a copy of their driver license and wavier form must be completed.  A parking pass will be 

provided to the vehicle owner and is to be placed in the front windshield for visibility.  

 

103.4 Non-Permission Case: 

In the case of a vehicle being left in the church parking lot without permission, then the ministerial staff or church 

security team will notify the church secretary.  The secretary will attempt to contact the owner of the vehicle by 

leaving a note on the vehicle, and then proceed to contact the local authorities, if necessary, in attempt to have it 

removed from the premises. 

 

104. FEES 

 

104.1 GENERAL FACILITY FEES SCHEDULE 

Payment of fees must be received in the church office at least ONE week prior to the event. 

Fees are payable to Seagrove Baptist Church. These fees are to only provide a form of recouping the cost of 

cleaning and setting up the building from usage. The church only allows approved media, sound, and 

accompanists use our equipment. If the individual or organization using the facility requires use of sound, media, 

or accompanists. The responsible party will be required to pay the honorariums recommended and must have 

prior approval for proper scheduling for the event. 

 

Required Fees: 

 Usage Fee:   Worship Center     $200 (per day) 

    Fellowship hall/Kitchen    $100 (per day) 

 Cleaning Fee:  Worship Center     $50 (per event) 

    Fellowship Hall/Kitchen   $50 (per event) 

 

*Honorariums are normally provided for Sound Technicians, Accompanists, & Multi-media Technicians in the 

range of $100.00 per person-per event. 
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105. WEDDINGS 

 

105.1 Who may be married at Seagrove Baptist church: 

The Seagrove Pastoral Staff reserves the right to deny use of its facilities for any marriage that they deem violate 

our facility usage policy found in our bylaws so that we do not allow events/marriages that are unbiblical or 

dishonoring to Christ. Believing that God has ordained marriage and that every wedding performed at Seagrove 

Baptist Church should be Christ-honoring, the following polices have been established regarding weddings. 

 

105.2 STEPS TO PLANNING A WEDDING AT SEAGROVE BAPTIST CHURCH: 

1. Contact the Church office to fill out an Event Activity Form and receive the wedding policies.  If you 

have questions regarding the availability of a particular facility, feel free to contact the church Office. 

2. Once the reservation is approved and cleared for calendaring purposes, you will be notified of approval.  

Planning for your wedding (such as invitations) should be withheld until you are notified of pending 

approval. 

3. Schedule and meet with the Office Secretary to discuss the final details for the reception and/or rehearsal 

dinner and the fee schedule if necessary. 

4. Schedule and meet with the Senior Pastor to discuss your wedding plans and needs.  Even if another 

minister has been approved, the initial meeting with Seagrove’s Senior Pastor is required. 

5. Pay the fees as outlined in this policy. Once your fees are paid, the reservation will be complete. 

6. We ask that you complete this process at least three months prior to your event.  This will not only assist 

in availability but also in the coordination with other ministries and events.  

*While we try to accommodate the needs of everyone, we cannot assure availability of the facility for last minute 

or poorly planned events.  

 

105.3 SCHEDULING 

Due to the demands upon the facilities and the normal weekend schedule at Seagrove which demands preparation 

for our worship service on Sunday morning, weddings will be scheduled no less than three months and no more 

than eight months in advance of the proposed date. 

 

The following dates/days are NOT AVAILABLE for weddings: Sunday; Good Friday; Easter weekend; Labor 

Day weekend; Memorial Day; Independence Day; two weeks prior to Thanksgiving and the weekend following; 

New Year’s Eve; New Year’s Day. There are very few weddings scheduled in December because of the church’s 

schedule.   

*To specifically use one of the above-mentioned dates, it must be approved by the Senior Pastor. 

 

Weddings with receptions at Seagrove Baptist Church may begin no later than 6:00PM, due to clean up. Clean up 

by the wedding party is to be completed by 9:00PM. The time allotted for the use of all facilities from the 

beginning of the wedding ceremony to the end of the wedding reception is three hours.  

 

If the Fellowship Hall is needed for a rehearsal dinner, it must be scheduled through the Church Office. 

Wedding set-up times, a day or two prior to the ceremony, are subject to change if it is necessary to schedule a 

funeral during that time. Weddings may not be scheduled in conflict with any service or ministry event which 

involves the church membership. 

 

105.4 DECORATIONS/EQUIPMENT 

All decorating for the wedding and reception is to be done following our wedding policies.  A definite time for 

decorating must be scheduled with the Office Secretary prior to the rehearsal.  All decorations must be removed 

by the wedding party and the Fellowship Hall restored to its original condition immediately following the event. 

 

Florists are asked to confer with the Office Secretary prior to decorating any part of the church building for the 

ceremony or reception.  Care is to be taken against defacement of church property by decorations.  No nails, 

tacks, staples, pins, adhesives, or anything that will mark woodwork or furniture may be used.  
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No church furniture or equipment may be removed or rearranged.  It will be coordinated with our Music Director 

if there is a need to clear the stage for the event.  The sound technician will be responsible for the placing of all 

sound equipment and related items after the wedding.   

 

Please prepare all foliage in such a way as not to soil church carpets or furniture.  All foliage and decorations used 

on church wedding equipment or pews is to be removed by the florist or family immediately following the 

wedding.   

 

Seasonal or other decorations/motifs being used by the church will remain in place for weddings scheduled during 

these times. ONLY dripless candles may be used! 

 

105.5 DRESS 

It is requested that discretion be used in the choice of clothing for the wedding party.  Necklines and hemlines 

should be tastefully chosen to complement that church’s purpose that the wedding be a worship experience. 

 

105.6 MINISTERS 

Only ministers of Seagrove Baptist Church will perform wedding ceremonies on Seagrove Baptist Church 

Property.  Any exceptions must be approved by the Senior Pastor. All Seagrove pastors will require a minimum of 

three pre-marital counseling sessions for weddings.  Their desire is to provide each couple with the healthiest and 

most beautiful wedding and marriage possible.  

 

105.7 MUSIC 

Music played during the ceremony should be in keeping with the dignity of a worship service.  A list of all 

desired pieces of music will need to be submitted to the Office Secretary and/or Pastoral Staff two weeks prior to 

the wedding for approval. An accompanist for all weddings can be arranged through the Director of Music or 

other member of Pastoral Staff. If an outside accompanist is engaged, a complete list of instrumental and vocal 

music must be provided for review. 

 

105.8 PHOTOGRAPHY/VIDEOGRAPHY/MULTIMEDIA 

No flash photography may be taken during the ceremony except for the entrance and exit of the bridal party. 

The ceremony is considered to be a worship service and is to be treated as such by the wedding party, guests, 

photographers, videographers, and others involved in the ceremony.  Our desire is to accommodate the securing 

of memories for the couple without infringing upon the worship aspect of the service. If a sound technician is 

needed (as most weddings require), the wedding couple should speak with the Office Secretary to enlist one of 

Seagrove’s approved sound technicians.  This is also the case for multi-media needs. 

 

105.9 WEDDING OR OTHER RECEPTIONS 

The Office Secretary will provide pertinent initial information regarding scheduling a wedding reception at 

Seagrove Baptist Church. If you would like to utilize the Fellowship Hall and/or Kitchen for either your rehearsal 

dinner or reception, you will need to schedule a meeting with our Church Office within one month of your 

reservation’s approval.  She can provide you with all specifics including equipment available, set-up, and clean-

up for these facilities.  No food may be left in the refrigerators.  Garbage must be put in the dumpster 

outside.*For use of the Fellowship Hall/Kitchen, please make the request known to the Office Secretary. 

 

105.10 WEDDDING REHEARSAL 

A wedding rehearsal is usually scheduled on the evening prior to the wedding ceremony.  All members of the 

wedding party and parents are to be present and on time for rehearsal. It is strongly recommended that you have a 

wedding coordinator who will conduct the rehearsal in coordination with any pastors who are present.  It is also 

recommended that at least one member of the wedding couple and the wedding coordinator meets the pastor who 

will officiate the ceremony the week of the wedding.  This gives the involved parties a chance to clarify the needs 

of the ceremony and ensures a smoothly run rehearsal.   

 

Decorations on the pulpit area should be set up before the rehearsal. The sound/media technician hired/retained 

will be present if requested for use at the rehearsal and will be available to rehearse with the soloist(s).  
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105.11 WEDDING RESTRICTIONS 

No smoking or any use of tobacco is permitted on church campus. No use of any intoxicants is permitted during a 

wedding rehearsal, ceremony, or reception. Intoxicants may not be brought onto the church property. No member 

of the wedding party who is under the influence of an intoxicant will be permitted to participate in the rehearsal or 

the wedding.  The leadership of Seagrove Baptist has the authority to ask such persons to leave the premises or to 

refrain from participating in the wedding activities. No rice may be thrown inside the church buildings or on 

church grounds. Bird seed may be used outside the church buildings in the parking areas. Silk rose petals may be 

dropped on the bride’s aisle, but the use of confetti and other similar materials is prohibited. Only dripless candles 

are allowed in the Worship Center and Fellowship Hall. Food and Beverages are to be confined to the Fellowship 

Hall and kitchen areas. Due to insurance liabilities, no childcare may be provided at Seagrove Baptist Church for 

weddings. 

 

105.12 WEDDING FEE SCHEDULE 

Damage Deposit   $100 

Worship Center    $200 

Fellowship Hall/Kitchen  $100 

 Facility Coordinator   $100 

Cleaning Fee:     Worship Center    $50 (per day) 

      Fellowship Hall/Kitchen  $50 (per day) 

 

*Honorariums are typically provided for the following people assisting in the wedding: 

• Minister $100 - $200 

• Vocalists $100-$150 

• Accompanists, Sound/Media Technicians $75.00-$100.00 

 

106. TRANSPORTATION 

 

106.1 VEHICLE USAGE POLICY 

1. The church vehicles are available for use by members and associate members of Seagrove Baptist Church 

for Church approved and related functions ONLY. Other Christian related organizations may receive 

permission to use the van by the Ordained ministerial staff, providing that all policy and insurance 

requirements have been met. This type of usage will be handled on a case-by-case situation with all of our 

current requirements being met and proof of organizational insurance coverage being provided. 

 

2. The requirements to drive the vehicle are as follows:  

a. A copy of the individual’s driver license must be provided. 

b. The insurance company must provide approval of the individual’s driving record. 

c. A criminal background check administered by the church secretary. 

d. A basic driver overview of the vehicle by ministerial staff or van ministry team member. 

e. Each approved driver must sign a consent form that they understand and will abide by the 

guidelines established by the church for vehicle use. 

f. The driver must be at least 25 (twenty-five) years old and not more than 70 (seventy) years old.  

*Exception to max age limit is a physician’s written approval of health that is filed at the church office. 

*Ministerial staff must be at least 21 (twenty-one) years of age to be qualified to be an approved driver. 

• All approved drivers must complete the vehicle “check list” before and after each trip. 

• All drivers must complete the vehicle “trip sheet” and return it to the church office. 

• All drivers will check out the keys for the vehicle from the church office and return them the next 

business day the office is open. 

 

106.2 Reservations of Vehicle 

• The van must be reserved through the church office. The van will be reserved on a first come first serve 

basis. 

  



P a g e  | 72 

 

Operational Manual             Seagrove Baptist Church 
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The following Policies will serve as guidelines that the committee will use for vetting candidates for church 

elected volunteer positions on Committees, Ministry Teams, and other positions that the Nominating Committee 

may be tasked with to help complete the mission of the church.  

 

100. GENERAL POLICY 

 

100.1 Policy Standards: 

• The Nominating Committee shall not place candidates that are family members into service on the same 

committee. 

• The Nominating Committee members may not nominate themselves or spouses for positions of leadership 

in the church. 

• A candidate’s frequency of church involvement such as church attendance and previous positions will be 

considered to not overload a candidate and to measure current commitment to the church. 

• The whole church membership is to be considered with the intention to have a mix of older/younger and 

new/established members. 

• A candidate’s previous experiences in leadership at Seagrove, other churches, and professional careers are 

to be taken into consideration. 

• A candidate that is an Associate Member may be considered to serve on in a church-elected leadership 

position, but the following will be considered frequency of church attendance, availability, and type of 

leadership position that the candidate is being asked to serve in for the betterment of the church mission. 

• The Nominating Committee will make every effort to not place a member that has completed their 

original 3-year service on a committee on the same committee without a clear explanation to the church 

council and ministerial staff approval. The goal is to disciple the whole church into leadership and service 

not to keep the same people in leadership and service. The bylaws allow for a member to serve if 

approved for 1 additional year. 

• The Nominating Committee will make every effort to not place a member that has completed their 

original 3-year service on a committee on another committee for a period of 1 year, so they can have a 

year of rest. 

• The Nominating Committee is to help establish leadership and a heart for service among our church 

through their nominations for church elected volunteer positions. 

• The Nominating Committee may stagger terms of nominated committee members when necessary. 

• The candidates for nomination must be a member in good standing with the church for 1 year before 

being able to be considered for a position on a committee. 

*The Nominating Committee reserves the right to adjust a policy in rare emergency incidences that may arise 

with Ministerial Staff approval and a clear vote of the church at a business meeting of approval of the one-year 

revision for the emergency. 

 

100.2 Basic Qualifications that candidates should possess to be nominated: 

• Committed growing believer through study and obedience of the Scripture. 

• Committed to attend church services and ministry events as regularly as possible.  

• Committed to the mission of Seagrove Baptist Church. (Love God, Love Others, Make Disciples)  

• Willing to pray regularly for the members of our church and follow the policies set forth by the church. 

• Committed to personal growth and having an openness to the whole membership. 

• Be dependable, consistent, and committed to your task. 

• Be a Member of Seagrove Baptist Church for at least 1year. 

• Be willing to commit to the Seagrove Baptist Church leadership code of conduct. 
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101. SCHEDULE-TIMEFRAME GUIDE 

 

101.1 Schedule 

 

In August 

• Set a meeting to discuss upcoming leadership needs 

o Ask current positions that do not have a set time of service if they are willing to continue to serve. 

o Ask current committees if they know of any names of people that they would like for the 

Nominating committee to consider for open leadership positions. 

o Establish a worksheet of leadership openings and review current positions held by members. 

o Take time to brainstorm a pool of names to pray over for consideration. 

In September 

• Set a meeting to begin discussing pool of names and pray over the names  

o Send out Nominee information request form & spiritual gift assessment survey. 

 

In October 

• Set a meeting to review returned information and begin evaluation process for open leadership positions 

o Set names for each position with primary nominee and one back up nominee for each position. 

o Divide up the positions and take time to pray over the nominees and then make contact asking 

them if they would serve in the position the committee has placed them as a primary to serve on. 

o If they do not wish to serve, then ask the back up for that position. If they do not wish to serve, 

then meet as a committee and discuss new candidates for the positions.  

 

In November 

• Set a meeting to review status of all leadership positions for the upcoming year. 

o If there are still openings, then continue in the same manner as previously until positions are 

filled. 

o Once all positions are filled then place the names in the regular format for presentation at the 

December special called business meeting for a church vote. 
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A minor is considered anyone that is 18 years of age and under for the purposes of all Ministry Policy and 

Procedures. Volunteers are classified in three (3) categories of tiers: First tier, an adult volunteer is anyone 18 

years old or older. Second tier,  a youth volunteer is anyone 15 years of age to 18 years of age. Third tier, a youth 

that is 10 years of age to 15 years of age. All Volunteers must be an active member in good standing for at a 

minimum of 6 months before being able to be considered to become a volunteer. 

 

100. APPLYING TO BECOME A VOLUNTEER:  

 

100.1 Written Application:  

• Anyone seeking to work directly with minors must complete and sign a written application in 

a form to be supplied by Seagrove Baptist Church. The application will request basic 

information from the applicant and will inquire into previous experience with minors, previous 

church affiliation, reference, and employment information, as well as disclosure of any 

previous criminal convictions. The application form will be maintained in confidence on file at 

the Seagrove Baptist Church.  

• Before an applicant is permitted to work directly with minors, at least two of the applicants’ 

references will be checked. Documentation of the reference checks will be maintained in 

confidence on file at Seagrove Baptist Church.  

• Seagrove Baptist Church will conduct a background check using the services of a public data 

screening firm to check the background of all volunteers and employees for possible criminal 

history and/or registered sex offender information.  

• Criminal Background Check: A national criminal background check is required for all 

employees (regardless of position) and for the following categories of volunteers:  

 

1. Those who will be involved in overnight activities with minors. 

2. Those counseling or regularly teaching minors.  

3. Those involved in one-on-one mentorship of minors. 

4. Those having occasional one-on-one contact with minors.                                                 

(Such as, church sponsored vehicle drivers)  

 

• Before a background check is run, prospective volunteers will be asked to sign an 

authorization form allowing Seagrove Baptist Church to run the check. If an individual 

declines to sign the authorization form, he/she will be unable to work with minors.  

• The background check authorization form and results will be maintained in confidence on file 

at Seagrove Baptist Church.  

 

100.2 Disqualifying Events for an individual to not serve as a volunteer:  

 

• Individuals who have been arrested for, charged with, deferred adjudicated or sentence 

probated, or have been convicted of sexually oriented or sex-related crimes, either 

misdemeanor, felony, or crimes of violence regardless of a victim’s age cannot serve in any 

area of ministries that have direct contact with  minors are present and should not enter these 

age graded ministry areas under any circumstances.  

• Failure to disclose a criminal conviction on the application form will be a disqualifying event.  

• Individuals who refuse to submit to a background check. 

 

 

100.3 Interviews:  

All volunteers must be willing to submit to an interview by a director of the ministry to which they are 

applying.   
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101. CHILD ABUSE PREVENTION/REPORTING PROCEDURE: 

101.1 Definition of Child Abuse:  

For purposes of this policy, “child abuse” is any action (or lack of action) which endangers or harms a 

minor physically, psychologically, or emotionally their health and development. Child abuse occurs in 

different ways and includes the following: 

 

• Physical abuse – any physical injury to a minor that is not accidental, such as beating, shaking, 

burns, and biting.  

• Emotional abuse – emotional injury when the minor is not nurtured or provided with love and 

security, such as an environment of constant criticism, belittling, and persistent teasing.  

• Sexual abuse – any sexual activity between a minor and an adult or between a minor and 

another child at least four years older than the victim, including activities such as fondling, 

exhibitionism, intercourse, incest, and pornography.  

• Neglect – depriving a minor of his or her essential needs, such as adequate food, water, shelter, 

and medical care.  

 

101.2 Reporting Structure:  

Volunteers may become aware of abuse or neglect of the minor under our care. If an individual involved 

in the care of minors at this church becomes aware of suspected abuse or neglect of a minor under his/her 

care, this should be reported immediately to the age graded minister in charge of the ministry for further 

action including reporting to authorities as may be mandated by state law.  

 

101.3 Reporting Procedures:  

In the event an incident of abuse or neglect is alleged to have occurred at Seagrove Baptist Church or 

during our sponsored programs or activities or at a sponsored program or activity away from our church 

campus (such as, Summer Camp), a serious incident report form should be filled out immediately and the 

following procedures shall be followed:  

 

• The appropriate church staff directly overseeing the specific ministry area should be notified 

immediately unless the alleged abuse involves the direct church staff member.  

• The parent or guardian of the minor will be notified unless the alleged abuse involves the parent 

or guardian.  

• The abuse hotline will be contacted or if it is not available to the individual reporting the 

incident then it will be reported to the civil authorities. 

• The Senior staff at the church will be notified of the reporting unless they are the alleged 

abuser.  

• The individual reporting the abuse will document a summary of the incident. 

• The alleged perpetrator of the abuse or misconduct will immediately be placed on leave from 

their duties pending an investigation and instructed to remain away from the premises during 

the investigation.  

• Any person who is not found innocent of the alleged abuse or misconduct will be permanently 

removed from their position working with minors.  

 

In the event an alleged abuse is discovered during ministry or counseling, volunteers are required to 

consider the abuse as serious and report to the authorities as required by whatever law exists at the time.  

• Volunteers are considered mandatory reporters should notify Civil authorities through the abuse 

hotline or by filing a report with law enforcement.  

• Volunteers should notify the parent or guardian of the alleged abuse unless the alleged abuse 

involves the parent or guardian.  

• Volunteers should notify Seagrove Baptist Church staff of the report.  

• Seagrove Baptist Church and their representatives will cooperate with any investigations and 

ensure the needs of the minors and their families including Biblical counseling and if possible 

physical needs.  
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In the event it is discovered a minor’s desire to harm themselves or is participating in illegal activities 

volunteers are to consider the activity as serious.  

 

1. The following must be reported to the Age-graded minister and then the staff member with the 

adult volunteer that witnessed the event will notify the parents/guardians. 

a. A minor indicated they are planning or have harmed themselves. (i.e., suicide,         

drug abuse, self-injury) 

b. A minor is planning or has harmed another person.  

c. A minor is participating in any kind of illegal activity              

                                 

2.   Volunteers with minors should follow these procedures when reporting.  

a. Notify the appropriate abuse Hotline/Civil Authority regarding the illegal 

behavior/activities.  

b. Notify the parents or guardians unless the alleged activity involves them.  

c. Notify the minister over this ministry unless the alleged activity involves this minister.  

d. In the event the activity does not occur at Seagrove’s campus or during a sponsored 

activity, the reporting should be handled the same way with mandatory reporting to 

the abuse hotline/Civil Authority. 

 

102. AUTHORIZED ADULT POLICY: 

Only parents, age-graded ministry volunteers, potential volunteers who are accompanied by church staff are 

allowed in the age graded ministry areas. All other adults should be asked for identification and immediately 

escorted out of the age graded ministry Areas. If there are any questions or concerns associated with a stranger in 

the area, a staff member or security team member should be notified immediately to question the stranger. 

102.1 Overnight-Event Procedures: 

 In the events where overnight stays are required, the following procedures should be followed:  

• Males and females shall be segregated during sleeping time.  

• A minimum of two adults, the same sex as the minors or youth being chaperoned, shall sleep in 

each room.  

• There must be a minor to adult ratio of 1 adult for every 10 minors .  

• All overnights must be approved by a staff member and have a signed and dated 

permission/release form from a parent/legal guardian.  

• No overnights are allowed on Seagrove Baptist Church property unless done so as a part of a 

ministry sponsored event.  
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102.2 Two-Adult Policy  

• A minimum of two adult volunteers will be present when minors are being supervised during 

our programs and activities.  

• If the two adult volunteers’ policy cannot be met, doors to the classroom should remain open 

and there should  be no fewer than three minors with the adult teacher.  

• Seagrove Baptist Church does not allow minors to be alone with one adult on our premises or 

in any sponsored activity unless in a counseling situation. In the event counseling is needed and 

the conversation needs to remain confidential, the adult and minor must remain in sight of 

another adult. Adults and minors should never be in a closed room or out of a direct line of 

sight with other adult volunteers.  

• Any person who is observed to disappear behind a closed door with a minor should be reported 

to the appropriate minister immediately.  

• The two adult policy includes the areas of serving with media and sound and worship. This 

includes places such as sound booths or any area where technical assistance is needed. Adults 

should never be in the same private room or other enclosed space as a minor where they are the 

only people. Adults need to make sure there is another person present who is 12 years of age 

and older.  

 

103. PHYSICAL CONTACT, VERBAL INTERACTION, AND DIGITAL COMMUNICATION POLICY 

103.1 Physical Contact Policy:  

Seagrove Baptist Church is committed to protecting minors in its care and recognizes appropriate touch is 

part of a positive, nurturing environment in a healthy age graded ministry. It is our goal the following 

guidelines are carefully followed by Seagrove Baptist Church age graded ministry Volunteers:  

 

• Physical contact in any form should be above reproach. The personal behavior of volunteers 

must always foster trust.  

• Do not force physical contact, touch, or affection on a reluctant child, except in cases of 

necessary restraint for the protection of themselves, for the protection of their classmates or 

teachers, or to prevent disruption of the class. A minor’s preference not to be touched must be 

respected.  

 

103.2 Physical Contact Policy:  

The following descriptions are to provide clarity for appropriate physical touch in ministry with minors. 

 

1. An arm around the shoulder 

2. Short congratulatory or greeting hugs 

3. A brief, assuring pat on the back or shoulder  

4. Handshakes, high-fives, and fist bumps  

 

• The following actions a worker should NEVER take:  

1. Never touch a minor in anger or disgust  

2. Never touch a minor in any manner that may be construed as sexually suggestive 

3. Never touch a minor between the navel and the knee 

4. Never touch a minor private part 

5. Never place hands beneath a minor’s clothing to pet, rub, or otherwise comfort a child  
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 103.3 Verbal Interactions Policy:  

• Verbal interactions between volunteers and minors should be positive and uplifting. Seagrove 

Baptist Church employees and volunteers should strive to keep verbal interactions encouraging, 

constructive, and mindful of their mission of aiding parents in the spiritual growth and 

development of minors  

• To this end, volunteers should not talk to minors in a way that is or could be construed by any 

reasonable observer as harsh, threatening, intimidating, shaming, derogatory, demeaning, or 

humiliating.  

 

103.4 Digital Communication Policy:  

As digital communication is commonplace in our society and especially among minors, the following are 

guidelines to ensure any communication is above reproach. Text messages and social media messages 

should seek to encourage and uplift minors and their families.  

• Text messages 

• Should be primarily about the ministry at Seagrove Baptist Church or efforts to minister  to 

minors and families 

• Should follow the same guidelines regarding verbal interactions. 

• Should be Christ honoring in nature and not include any of the following: 

 

1. Crude or inappropriate material 

2. Any messages which could be sexually suggestive in nature, including memes, 

pictures, or videos 

3. Any content which yourself or others are in revealing clothing 

4. Any messages which seek to harm or discredit the reputation of another 

 

• Examples of appropriate messages include: 

1. Giving information about sponsored events for Seagrove Baptist Church 

2. Congratulating accomplishments or birthdays 

3. Obtaining information about extracurricular activities so one can attend and encourage 

minors and families.  

4. Checking in on minors regarding attendance, concerns, or following up on a 

conversation 

 

• Age graded ministry volunteers should have clear boundaries regarding communication 

with minors and parents.  

1. Messages should be sent between the hours of 7AM and 9PM and should seek to 

respect the schedules of the recipient (I.e., school or work hours). Due to the 

schedules at camp or retreats, messages may be sent during appropriate wake hours at 

the camp.  

2. Messages should not be excessive and should strive to be free from ambiguity.  
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• Social Media 

• Social media should be leveraged to honor Christ and promote one’s lifestyle in a positive 

manner. Social media should follow these guidelines 

 

1. Do not post inappropriate content which includes vulgar language or is sexually 

suggestive in nature 

2. Do not post or share content which appears to promote a lifestyle which is 

contradictory to the teachings of scripture 

3. Do not post content in which a worker or minor is wearing revealing clothing 

 

• Content and posts should not disparage minors or be perceived as aggressive, harmful, or 

bullying in any way.   

• Age-graded ministry volunteers should not contact minors through direct messages on 

social media platforms. 

 

104. MEDICAL PROCEDURE POLICY: 

 

104.1 Medical Procedures:  

The following procedures should be followed in the event of an injury to a minor.  

 

• Minor injuries can be treated with standard first aid and can be administered by an age-graded 

ministry worker. A first-aid kit will be in the age graded ministry areas.  

• For more serious accidents, an “Accident Report Form” should be completed and signed by the 

worker for the following: any bleeding or bumps to the head. 

• Parents should be notified if an “Accident Report Form” needs to be filled out.  

• All “Accident Reports Forms” should be turned into the appropriate age-graded ministry and 

will be kept on file.   

• Volunteers are not authorized to dispense over the counter or prescription medications without 

written permission.  

• A written permission form which outlines the times, dosages, and methods of delivering 

medication should be filled out and provided to the responsible worker by the parent of a minor 

regarding prescription medications.  

 

104.2 Serious Injuries: 

It is our goal that injuries involving broken bones, convulsions, fainting, unconscious- ness, or other 

serious injury be treated as follows:  

 

• Do not move the injured child. 

• Quickly notify the appropriate ministry director and security personnel 

• Stay calm and comfort the child while another worker cares for the others.  

 

105. INDIVIDUAL’S BEHAVIOR 

 

Drawing minors and their families closer toward their walk with God is paramount in the age-graded 

ministries. However, there are times when a minor’s behavior will negatively impact ministry work 

and/or the safety of others. 
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In the event a minor participates in any of the following activities during an activity or retreat the 

individual may be removed immediately  

• If a minor brandishes a weapon with the intent to harm another peer or worker. 

• If a minor engages in a physical altercation with anger or malicious intent another peer or 

worker. 

• If a minor engages in a prank which causes harm to another peer or worker physically or 

psychologically. 

• If a minor is attempting to harm themselves  

• If a minor brings or uses illegal substances (I.e., drugs, prescription pills) 

• If a minor is outright belligerent and uncooperative to the point of disruption of the activity. 

 

If it is determined a minor is in violation of one the above actions the following actions will ensue. 

• Ministry leaders attending the event will meet to discuss the behavior and whether continuing 

to allow the minor to participate will hinder the activity 

• If it is determined the minor is too disruptive one of the following measures will happen. 

 

1. The minor’s parent or guardian will be required to retrieve the individual from the 

activity at their own expense or may be asked to reimburse the church for the expense 

incurred. 

2. The minor will be placed with an adult leader for the duration of the event and be 

forced to sit out the remainder of any activities.  

 

• The parents or guardians will be contacted to discuss the severity of the infraction and the 

proposed plan of action.  

• In the event the minor’s actions require law enforcement, the age-graded minister over that 

ministry will contact law enforcement and they will determine the appropriate course of 

action.  

 

Since a  goal of ministry is reconciliation, a minor may continue to participate in future ministry activities 

after a violation. Before proceeding back into normal activities, the following actions must take place.  

• The parents, the minor, the appropriate age-graded minister, and any other affected parties 

will meet to discuss the violation, the need for repentance, and if necessary, the need for 

forgiveness, and if necessary, any reparations that are appropriate. 

• In the event of especially egregious offenses, the offended party may meet with the 

appropriate age-graded minister separately to discuss the process of restoration.  

• The minor and parents/guardians will sign a written agreement outlining the offense and any 

prohibitive measures to be put in place. The measures should not be indefinite and should 

include an expiration (i.e., 3 or 6 months) so full restoration can take place. If reparations are 

needed a payment plan will be put in place as well.  

 

During this probationary period, minors may be prohibited from participating in certain activities, which 

may include but not be limited to distance or duration. (I.e., no overnight trips or activities more than 1 

hour away) It may also be a requirement the parent or guardian must attend the event for the minor to be 

eligible.  
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Position 

Church Trustee 

 

Responsible to 

Church Body 

 

Goal of Position 

To ensure that upon specific vote of the Church authorizing each action according to the church governing 

documents, the Trustees shall have the power to buy, sell, mortgage, lease or transfer any Church property.  When 

the signature of the Trustees are required, they shall sign legal documents involving the sale, mortgage, purchase 

or rental of property, or other legal documents such as contracts related to Church-approved matters. The Trustee 

after reviewing documents, if they have found an issue of concern, they are to gather the other Trustees to discuss 

the issue. If deemed necessary, confer with a local lawyer the church has a relationship or the Florida Baptist 

Convention lawyer for guidance of how to proceed with the specific goal of protecting the church. 

 

Qualifications for Church Trustee: 

• Committed growing believer through study and obedience of the Scripture. 

• Committed to attend church services and ministry events as regularly as possible.  

• Have a heart for people and what God can do in and through them. 

• Committed to the mission of Seagrove Baptist Church. (Love God, Love Others, Make Disciples)  

• Willing to pray regularly for the members and matters of our church. 

• Be willing to take the time to read over and review the documents that are requested of them to sign. 

• Be dependable, consistent, and committed to your task. 

• Be a Member of Seagrove Baptist Church for at least 1 year.  

 

Time required 

Various times. Be available when requested, if possible, to attend a meeting or sign a document for the church.  

 

Length of commitment 

Members that are chosen to serve will be elected for an indefinite time of commitment. At any time if they wish 

to be removed from the position, they will just request removal from in writing to the church office. 

 

Beneficial Skills 

It’s vital a Trustee takes care of their own spirituality, spending time in scripture, prayer, and worship. 

Additionally, a trustee should have a background in business, as to be able to understand the documents that they 

are required by the church governing documents to review before signing them on behalf of the church. 

 

Benefits to this position 

A Trustee will likely experience some challenges, but the blessings are more abundant.  

Things to expect: 

• Be affirmed in your gifts 

• Develop lasting friendships with other members and servants of the church  
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Position 

Church Treasurer 

 

Responsible to 

Church Body (They work with the Finance Committee) 

 

Goal of Position 

The church Treasurer is responsible to the church for the proper receipt, accounting, safeguarding, and 

disbursement of church funds within policies established by the church for adequate financial control. 

 

Qualifications for Treasurer: 

• The church shall elect annually a Treasurer. The church Treasurer is to be a committed follower of Jesus 

Christ and dedicated to the mission/ministry of Seagrove Baptist Church. They are to exhibit a 

willingness to work cordially with people and have the ability to be fair minded. The character of the 

treasurer should reflect the highest Christian integrity. This person’s experience and background should 

give confidence to the church members that the financial affairs of the church will be carried on in a fair 

and trustworthy manner. A working knowledge of accounting procedures or the willingness to learn them 

is essential. The church Treasurer should be a regular giver to Seagrove Baptist Church, setting the 

example for church members to follow. Additionally, the church Treasurer must understand that all giving 

records should be handled with the strictest confidentiality. Be a Member of Seagrove Baptist Church for 

at least 1 year.  

 

Time required 

Typically, monthly Finance meeting and monthly review of bank reconciliation and weekly review of financial 

requests/expenditures. 

  

Length of commitment 

Members that are chosen to serve will then commit to serve for a 3-year commitment as the Church Treasurer. At 

any time if they wish to be removed from the church treasurer position, they will submit by written request to be 

removed to the church office. 

 

Training Provided 

New Treasurer will meet with the current Treasurer to discuss the procedures in place for them to be prepared to 

serve the church. 

 

Qualifications or Special Skills 

It’s vital a church treasurer takes care of their own spirituality, spending time in scripture, prayer, and worship. It 

is important for them to have a background in business/accounting. Additionally, the church treasurer should be a 

team player, flexible, open to learning, have a positive attitude, love working with people and use their 

experiences to help the church with is mission. 

 

Benefits to this position 

A Treasurer will likely experience many challenges, but the blessings are more abundant.      

Things to expect: 

• Be affirmed in your gifts 

• Develop lasting friendships with other members and servants of the church  
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Church Treasurer Specific Duty and Responsibilities  

• Work with and oversee the financial secretary in keeping accurate records in appropriate financial journal 

of all monies received and disbursed. 

• Reconcile bank statements monthly and correct ledgers as needed. 

• Sign checks in accordance with church policies and procedures, always verifying supporting data for each 

check request. 

• Make monthly and annual reports (Statement of Assets, Schedule of Support and Expenses) to the church 

and Finance Committee.  

• Work with the Financial Secretary in providing records of individual contributions. 

• Suggest possible investment opportunities, if requested. 

• Instill and preserve high financial morale throughout the congregation. 

• Work with the financial secretary in submitting accurate financial records for Financial Report according 

to church policy.  

• Train an Assistant Treasurer when elected by the church. 

•  Tax Compliance. 

 

Relationships: 

• Serve as ex-officio voting member of the Finance Committee. Confer with this committee in: 

  

 a.    Recommending and establishing policies related to the receiving,  

safeguarding the accounting and disbursing of church monies. 

b. Developing the annual church budget and coordinating the annual stewardship campaign. 

c. Providing a continuing program of stewardship education for the church. 

 

• Receive copy of deposit slip and summary of receipts record from the counting team after each deposit. 

• Confer with the church staff members and Church Council to maintain communication in financial 

matters of the church. 

• Work with staff members, officers, and organizations in administering financial detail of church projects, 

for example, as receipts fall above or below budgeted funds. 

• At the request of the Finance Committee, serve as advisor to various requesting committees in preparing 

and maintaining their budget. 

• Serve as an active member of the Church Council. Advise the Church Council and various committee 

chairpersons about available funds and budgeted funds. 
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Position 

Church Assistant Treasurer 

 

Responsible to 

Church Body (They work with the Finance Committee) 

 

Goal of Position 

The assistant church Treasurer is responsible to the church for the proper receipt, accounting, safeguarding, and 

disbursement of church funds within policies established by the church for adequate financial control. 

 

Qualifications for Assistant Treasurer: 

• The church shall elect annually an assistant Treasurer. The assistant church Treasurer is to be a committed 

follower of Jesus Christ and dedicated to the mission/ministry of Seagrove Baptist Church. They are to 

exhibit a willingness to work cordially with people and have the ability to be fair minded. The character 

of the assistant  Treasurer should reflect the highest Christian integrity. This person’s experience and 

background should give confidence to the church members that the financial affairs of the church will be 

carried on in a fair and trustworthy manner. A working knowledge of accounting procedures or the 

willingness to learn them is essential. The assistant church Treasurer should be a regular giver to 

Seagrove Baptist Church, setting the example for church members to follow. Additionally, the assistant 

church Treasurer must understand that all giving records should be handled with the strictest 

confidentiality. Be a Member of Seagrove Baptist Church for at least 1 Year.  

 

Time required 

Typically, monthly Finance meeting and monthly review of bank reconciliation and weekly review of financial 

requests/expenditures. 

  

Length of commitment 

Members that are chosen to serve will then commit to serve for an annual commitment as the Assistant Church 

Treasurer. At any time if they wish to be removed from the position, they will submit by written request to be 

removed to the church office. 

 

Training Provided 

The assistant Treasurer will meet with the current Treasurer to discuss the procedures in place for them to be 

prepared to serve the church. 

 

Qualifications or Special Skills 

It’s vital an assistant church Treasurer takes care of their own spirituality, spending time in scripture, prayer, and 

worship. It is important for them to have a background in business/accounting. Additionally, the assistant church 

Treasurer should be a team player, flexible, open to learning, have a positive attitude, love working with people 

and use their experiences to help the church with is mission. 

 

Benefits to this position 

An assistant Treasurer will likely experience many challenges, but the blessings are more abundant.      

Things to expect: 

• Be affirmed in your gifts 

• Develop lasting friendships with other members and servants of the church  
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Assistant Treasurer Specific Duty and Responsibilities 

• Work with Treasurer and the financial secretary in keeping accurate records in appropriate financial 

journal of all monies received and disbursed. 

• Assist the Treasurer with the reconciling of bank statements monthly and correcting ledgers as needed. 

• Assist the Treasurer with signing checks in accordance with church policies and procedures, always 

verifying supporting data for each check request. 

• Assist the Treasurer with monthly and annual reports (Statement of Assets, Schedule of Support and 

Expenses) to the church and Finance Committee.  

• Assist the Treasurer by working with the Financial Secretary in providing records of individual 

contributions. 

• Assist the Treasurer by suggesting possible investment opportunities, if requested. 

• Assist the Treasurer with instilling and preserving high financial morale throughout the congregation. 

• Assist the Treasurer with working with the financial secretary in submitting accurate financial records for 

Financial Report according to church policy.  

• Assist the Treasurer with any Tax Compliance situations. 
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Position 

Church Clerk 

 

Responsible to 

Church Body  

 

Goal of Position 

To ensure that suitable and accurate recording of all actions of the church, except otherwise provided by the 

church that will help further the mission of the Church.  

 

Qualifications for Church Clerk: 

• Committed growing believer through study and obedience of the Scripture. 

• Committed to attend church services and ministry events as regularly as possible.  

• Have a heart for people and what God can do in and through them. 

• Committed to the mission of Seagrove Baptist Church. (Love God, Love Others, Make Disciples)  

• Willing to pray regularly for the members of our church. 

• Committed to personal growth as a member of leadership as the Church Clerk. 

• Be dependable, consistent, and committed to your task. 

• Be a Member of Seagrove Baptist Church for at least 1 year.  

 

Time required 

Attend and take minutes at the quarterly business meetings and periodically special called business meetings.  

 

Length of commitment 

Members that are chosen to serve will then commit to serve for a 3-year commitment as the Church Clerk. At any 

time if they wish to be removed from the position, they will just request removal in writing to the church office. 

 

Training Provided 

New Church Clerk will meet with the current Church Clerk to discuss the procedures in place for them to be 

prepared to serve the church or they may meet with a staff member if desired. 

 

Qualifications or Special Skills 

It’s vital a church clerk takes care of their own spirituality, spending time in scripture, prayer, and worship. 

Additionally, a church clerk should be a team player, flexible, open to learning, have a positive attitude, love 

working with people and use their experiences to help the church meet its mission. 

 

Specific Duty and Responsibilities 

• Have direct responsibility to accurately register names of members, with dates of admissions, dismissals, 

or deaths, together with record of baptism. The Clerk with assistance from the church office will issue 

letters of dismissal voted on by the church, preserve on file all communications and written official 

reports, and provide with assistance all yearly reports to SBC and to church for proper disbursement 

before Business meetings. 

• Have direct responsibility to report/present minutes for approval at church business meetings. 

• Have direct responsibility to maintain a copy of all minutes that they are involved with compiling and 

official documents in the church office.  

 

Benefits to this position 

A Church Clerk will likely experience many challenges, but the blessings are more abundant. Things to expect: 

• Be affirmed in your gifts 

• Develop lasting friendships with other members and servants of the church  
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Position 

Moderator 

 

Responsible to 

Church Body  

 

Goal of Position 

To ensure that church business is within the actions of the church Bylaws and Roberts Rules of Order, except 

otherwise provided by the church that will help further the mission of the Church.  

 

Qualifications for Moderator: 

• Committed growing believer through study and obedience of the Scripture. 

• Committed to attend church services and ministry events as regularly as possible.  

• Have a heart for people and what God can do in and through them. 

• Committed to the mission of Seagrove Baptist Church. (Love God, Love Others, Make Disciples)  

• Willing to pray regularly for the members of our church. 

• Committed to personal growth as a member of leadership as the Church Clerk. 

• Be dependable, consistent, and committed to your task. 

• Be a Member of Seagrove Baptist Church for at least 1 year.  

 

Time required 

Attend and lead at the quarterly business meetings and periodically special called business meetings.  

 

Length of commitment 

Members that are chosen to serve will then commit to serve for a 3-year commitment as the Church Moderator. 

At any time if they wish to be removed from the position, they will just request removal in writing to the church 

office. 

 

Training Provided 

A New Church Moderator will meet with the current Church Moderator to discuss the procedures in place for 

them to be prepared to serve the church or they may meet with a staff member if desired. 

 

Qualifications or Special Skills 

It’s vital a church Moderator takes care of their own spirituality, spending time in scripture, prayer, and worship. 

Additionally, a church Moderator should be a team player, flexible, open to learning, have a positive attitude, love 

working with people and use their experiences to help the church meet its mission. 

 

Specific Duty and Responsibilities 

Have direct responsibility to keep an up-to-date account of parliamentary procedures (Roberts Rules) and 

moderate all business meetings of the church. If the Moderator is not available, then the Vice-Chairman of the 

Church Council will serve as Moderator. 

Benefits to this position 

A Church Clerk will likely experience many challenges, but the blessings are more abundant. Things to expect: 

• Be affirmed in your gifts 

• Develop lasting friendships with other members and servants of the church  
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Position 

Personnel Committee Member 

Responsible to 

Ministerial staff assigned as liaison for the committee and ultimately to the Church Body. 

Goal of Position 

To ensure that any HR issues between any ministerial staff/employees or church membership and staff/employees 

are dealt with in an appropriate and biblical manner that will help further and not hinder the mission of the 

Church.  

 

Qualifications for Personnel Committee Members: 

• Committed growing believer through study and obedience of the Scripture. 

• Committed to attend church services and ministry events as regularly as possible.  

• Have a heart for people and what God can do in and through them. 

• Committed to the mission of Seagrove Baptist Church. (Love God, Love Others, Make Disciples)  

• Willing to pray regularly for the members of our church. 

• Committed to personal growth as a member of the committee, having an openness to the whole 

membership. 

• Be dependable, consistent, and committed to your task. 

• Be a Member of Seagrove Baptist Church for at least 1 year.  

 

Time required 

Monthly meetings starting in August - November for employee evaluations and personnel financial 

recommendations for the new budget and periodically other meetings when a need arises.  

 

Length of commitment 

Members that are chosen to serve will then commit to serve for a 3-year commitment. At any time if they wish to 

be removed from the committee, they will just request removal from the committee. 

 

Training Provided 

New Committee members will meet with the committee chair to discuss the procedures in place for them to be 

prepared to serve the church through the committee or they may meet with a staff member if desired. 

 

Qualifications or Special Skills 

It’s vital a committee member takes care of their own spirituality, spending time in scripture, prayer, and worship. 

Additionally, committee members should be team players, flexible, open to learning, have a positive attitude, love 

working with people and use their experiences to help the committee meet its goal.  

 

Specific Duty and Responsibilities 

• Make Recommendations for all church employee positions. 

• Have direct responsibility to incorporate input from ministerial staff and committees when evaluating 

annual performance reviews and make recommendations on salary increases with Finance Committee 

approval. 

• Handle all grievances, either from or about employees, for investigation and recommendation. 

• Make sure to follow the policies and procedures provided for the committee to fulfill their goal. 

 

Benefits to this position 

A Personnel Committee member will likely experience many challenges, but the blessings are more abundant.     

Things to expect: 

• Build relationships with the families in the church 

• Be affirmed in your gifts 
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Position 

Finance Committee Member 

Responsible to 

Ministerial staff assigned as liaison for the committee and ultimately to the Church Body. 

Goal of Position 

To ensure that the coordinating of the church’s financial activities, monitoring of accounts/expenditures, and 

financial policies/procedures are being followed so that they will help further and not hinder the mission of the 

Church.  

 

Qualifications for Finance Committee Members: 

• Committed growing believer through study and obedience of the Scripture. 

• Committed to attend church services and ministry events as regularly as possible.  

• Have a heart for people and what God can do in and through them. 

• Committed to the mission of Seagrove Baptist Church. (Love God, Love Others, Make Disciples)  

• Willing to pray regularly for the members of our church. 

• Committed to personal growth as a member of the committee, having an openness to the whole 

membership. 

• Be dependable, consistent, and committed to your task. 

• Be a Member of Seagrove Baptist Church for at least 1 year.  

 

Time required 

Typically, monthly meetings. There are periodically other meetings when a need arises. 

  

Length of commitment 

Members that are chosen to serve will then commit to serve for a 3-year commitment. At any time if they wish to 

be removed from the committee, they will just request removal from the committee. 

 

Training Provided 

New Committee members will meet with the committee chair to discuss the procedures in place for them to be 

prepared to serve the church through the committee or they may meet with a staff member if desired. 

 

Qualifications or Special Skills 

It’s vital a committee member takes care of their own spirituality, spending time in scripture, prayer, and worship. 

Additionally, committee members should be team players, flexible, open to learning, have a positive attitude, love 

working with people and use their experiences to help the committee meet its goal. 

 

Specific Duty and Responsibilities 

• Recommend policies/procedures and maintain accurate records/reports to be provided to the church. 

• Have direct responsibility to incorporate input from ministerial staff and committees when planning and 

presenting the annual budget. 

• Have direct responsibility to monitor accounts expenditures and cash flow, make adjustments as needed 

to the annual budget, conduct periodic financial reviews, and make sure all records are up to date. 

• Make sure to follow the policies and procedures provided for the committee to fulfill their goal. 

 

Benefits to this position 

A Finance Committee member will likely experience many challenges, but the blessings are more abundant.      

Things to expect: 

• Build relationships with the families in the church 

• Be affirmed in your gifts 
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Position 

Missions Committee Member 

Responsible to 

Ministerial staff assigned as liaison for the committee and ultimately to the Church Body. 

Goal of Position 

To ensure the church has an awareness of missional efforts, establish policy/procedures for all mission 

partnerships with an Acts 1:8 strategy as a guide, engage members in missional service that will help further the 

mission of the Church.  

 

Qualifications for Missions Committee Members: 

• Committed growing believer through study and obedience of the Scripture. 

• Committed to attend church services and ministry events as regularly as possible.  

• Have a heart for people and what God can do in and through them. 

• Committed to the mission of Seagrove Baptist Church. (Love God, Love Others, Make Disciples)  

• Willing to pray regularly for the members and mission of our church. 

• Committed to personal growth as a member of the committee, having an openness to the whole 

membership. 

• Be dependable, consistent, and committed to your task. 

• Be a Member of Seagrove Baptist Church for at least 1 year.  

 

Time required 

Typically, monthly meetings. There are periodically other meetings when a need arises. 

Length of commitment 

Members that are chosen to serve will then commit to serve for a 3-year commitment. At any time if they wish to 

be removed from the committee, they will just request removal from the committee. 

Training Provided 

New Committee members will meet with the committee chair to discuss the procedures in place for them to be 

prepared to serve the church through the committee or they may meet with a staff member if desired. 

 

Qualifications or Special Skills 

It’s vital a committee member takes care of their own spirituality, spending time in scripture, prayer, and worship. 

Additionally, committee members should be team players, flexible, open to learning, have a positive attitude, and 

love working with people. A member should have a heart for missions so that they may help the committee meet 

its goal. 

 

Specific Duty and Responsibilities 

• Recommend and develop policies that will guide the church to accomplish the mission from Acts 1:8 

strategy & a great commission mindset Matt. 28:19-20. 

• Have direct responsibility to incorporate input from ministerial staff and committees when developing 

financial support, policies/procedures, an annual missions’ calendar, and promotion for missions 

throughout the church. 

• Make recommendations for mission speakers, conferences, and financial support that keeps with SBC 

doctrine, mission, and vision. 

• Make sure missions has a whole year emphasis and has various opportunities for all ages of our church. 

 

Benefits to this position 

A Missions Committee member will likely experience many challenges, but the blessings are more abundant.      

Things to expect: 

• Build relationships with the families in the church 

• Be affirmed in your gifts 

 

 

 



P a g e  | 94 

 
Position 

Property Committee Member 

Responsible to 

Ministerial staff assigned as liaison for the committee and ultimately to the Church Body. 

Goal of Position 

To ensure that all church owned buildings, property, and church owned vehicles are provided with regular 

maintenance, improvements, and any changes that will help further and not hinder the mission of the Church.  

 

Qualifications for Property Committee Members: 

• Committed growing believer through study and obedience of the Scripture. 

• Committed to attend church services and ministry events as regularly as possible.  

• Have a heart for people and what God can do in and through them. 

• Committed to the mission of Seagrove Baptist Church. (Love God, Love Others, Make Disciples)  

• Willing to pray regularly for the members of our church. 

• Committed to personal growth as a member of the committee, having an openness to the whole 

membership. 

• Be dependable, consistent, and committed to your task. 

• Be a Member of Seagrove Baptist Church for at least 1 year.  

 

Time required 

Typically, Monthly, or bi-monthly meetings. There are periodically other meetings when a need or project arises. 

  

Length of commitment 

Members that are chosen to serve will then commit to serve for a 3-year commitment. At any time if they wish to 

be removed from the committee, they will just request removal from the committee. 

 

Training Provided 

New Committee members will meet with the committee chair to discuss the procedures in place for them to be 

prepared to serve the church through the committee or they may meet with a staff member if desired. 

 

Qualifications or Special Skills 

It’s vital a committee member takes care of their own spirituality, spending time in scripture, prayer, and worship. 

Additionally, committee members should be team players, flexible, open to learning, have a positive attitude, love 

working with people and use their experiences to help the committee meet its goal. 

 

Specific Duty and Responsibilities 

• Oversee and make recommendations for all church buildings/property maintenance and improvements. 

• Have direct responsibility to incorporate input from ministerial staff and committees when evaluating 

annual building usage, beautification, and growing needs of the congregation. 

• Make recommendations and provide the church for proper and appropriate usage of facilities and 

property. 

• Make sure to follow the policies and procedures provided for the committee to fulfill their goal. 

 

Benefits to this position 

A Property Committee member will likely experience many challenges, but the blessings are more abundant.      

Things to expect: 

• Build relationships with the families in the church 

• Be affirmed in your gifts 
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Position 

Nominating Committee Member 

Responsible to 

Ministerial staff assigned as liaison for the committee and ultimately to the Church Body. 

Goal of Position 

To ensure that the church-elected volunteer positions are filled with a cross section of the church body and that 

the names that are nominated are vetted with qualities that will help further the mission of the Church.  

 

Qualifications for Nominating Committee Members: 

• Committed growing believer through study and obedience of the Scripture. 

• Committed to attend church services and ministry events as regularly as possible.  

• Have a heart for people and what God can do in and through them. 

• Committed to the mission of Seagrove Baptist Church. (Love God, Love Others, Make Disciples)  

• Willing to pray regularly for the members of our church. 

• Committed to personal growth as a member of the committee, having an openness to the whole 

membership. 

• Be dependable, consistent, and committed to your task. 

• Be a Member of Seagrove Baptist Church for at least 1 year.  

 

Time required 

Monthly meetings starting in August - November for electing new leadership and periodically other meetings 

when a need arises.  

 

Length of commitment 

Members that are chosen to serve will then commit to serve for a 3-year commitment. At any time if they wish to 

be removed from the committee, they will just request removal from the committee. 

 

Training Provided 

New Committee members will meet with the committee chair to discuss the procedures in place for them to be 

prepared to serve the church through the committee or they may meet with a staff member if desired. 

 

Qualifications or Special Skills 

It’s vital a committee member takes care of their own spirituality, spending time in scripture, prayer, and worship. 

Additionally, committee members should be team players, flexible, open to learning, have a positive attitude, love 

working with people and use their experiences to help the committee meet its goal. 

 

Specific Duty and Responsibilities 

• Make Recommendations for all church elected volunteer positions. 

• Have direct responsibility to incorporate input from ministerial staff and committees when vetting and 

evaluating potential candidates for positions.  

• Make sure to follow the policies and procedures provided for the committee to fulfill their goal. 

 

Benefits to this position 

A Nominating Committee member will likely experience many challenges, but the blessings are more abundant.     

Things to expect: 

• Build relationships with the families in the church 

• Be affirmed in your gifts 
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Operational Manual             Seagrove Baptist Church 
SECTION J: Ministry Team Job Descriptions 
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Position 

A/V Media Ministry Team Member 

 

Responsible to 

Worship Pastor  

 

Goal of Position 

To successfully operate all equipment to the best of your ability to support all worship services. 

 

Qualifications of AV Crew:  

• Be supportive of the goal of the Church.  

• Be able to listen and observe things going on during service. (Music, sermon, changes to order)  

• Be flexible. Sometimes things don’t go as planned.  

• Be able to learn and listen and teach others around you serving.  

• Be a regular attendee of Seagrove Baptist Church. 

 

Time required 

Wednesday services, 6:15 - 7:30PM. Sunday services, *8:15AM - 12:15PM. *depending on position. 

 

Length of commitment 

At the moment we don’t have any official term limits. We do try and rotate team members and are cognizant of 

you time. We love having you volunteer but also, we want you to have time off to be ministered too. 

 

Training Provided  

Training is as needed. In the tech world things are always changing. Training is available any time it is needed. 

Some of the best training is on-the-job. 

 

Qualifications or special skills  

You don’t have to be “tech-y” to be involved with the audio/video team. If you can operate a computer or smart 

phone, you can easily do a lot of things with the tech team. 

 

Benefits to this position 

You do get a “behind-the-scenes” feel when serving with the tech team. The greatest benefit is being a part of the 

“hands and feet” of making worship happen. Worship is at the core of who we are as Christians. Your 

“instrument” be either a computer, sound board, or live stream camera, is just as vital as the piano, guitar, or 

drums. We couldn’t have the level of worship that we have without the AV Team. 
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Position 

Worship Ministry-Praise Team Member 

 

Responsible to 

Worship Pastor  

 

Goal of Position 

To assist in leading of worship with singing and/or playing instruments. 

 

Qualifications of AV Crew:  

• Be supportive of the goal of the Church. Be a born-again Christian.  

• Be a team player and supporter of other singers and musicians.  

• Be flexible. Sometimes things don’t go as planned.  

• Be able to learn and listen and teach others around you serving.  

• Be a regular attendee of Seagrove Baptist Church.  

• Be able to proficiently sing and play is required for these positions. 

 

Time required 

Wednesday services, 7:30-8:00PM. Sunday services, 8:15AM - 12:15PM. 

 

Length of commitment 

At the moment we don’t have any official term limits. We do try and rotate team members and are cognizant of 

you time. We love having you volunteer but also, we want you to have time off to be ministered too. 

 

Training Provided  

Training is available any time it is needed. Some of the best training is on-the-job. 

 

Qualifications or special skills  

We don’t want anyone to be embarrassed when it comes to singing or playing in front of a large audience. Being 

on the worship team does come with some skill and talents needed. Yes, we want to make a joyful noise but also 

not be a distraction to those around us worshiping. An audition with Pastor Dennis is required when serving on 

the Praise Team. 

 

Benefits to this position 

Pastor Dennis is not the only worship leader on stage. We are all worship leaders, and we should have an attitude 

of worship when serving. An open heart and a heart that is willing and ready to serve the Lord is a must when 

preparing to worship. 
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Operational Manual             Seagrove Baptist Church 
SECTION K: LEADERSHIP COVENANT OF EXPECTATIONS 
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Leader Covenant 

Scripture tells us plainly that in whatever we do, whether we eat or drink, in our words or deeds we are to do all 

things for the glory of God (1 Corinthians 10:31, Colossians 3:17), and our conduct should serve as a witness to 

the Gospel.  This means that we aggressively pursue conformity to Christ in all aspects of our character.   

 

All our leadership positions – nominated and elected - on committees and offices - teachers within Seagrove 

Baptist Church are ministry positions with the goal to bring Glory to Jesus and service unto the Lord.  Before any 

work is done or even discussed, each member should be focused on how this ministry will serve Christ and serve 

the body.  No one is the focus of a committee or office but the Lord Jesus Christ.  All work done by committees 

or offices should be done to serve. 

 

Therefore, we expect our Christian leaders to commit to the following standards in this Leadership Covenant that 

we hold to at Seagrove Baptist Church. 

 

a. Conduct yourself in a way that treats all people of the Church, including those engaged in Church 

activities and programs, with respect, courtesy, honesty, and fairness, and have proper regard for their 

spiritual walk, interests, rights, safety, and welfare. Do not take property belonging to others, including 

intellectual property (copyright). Do not knowingly make false, misleading, deceptive, or defamatory 

statements about anyone. Disclose to the Church leadership if he/she is in the process of or have been 

investigated for any criminal offences or have any knowledge of serious criminal activity. 

b. Participate in church activities such as regularly scheduled worship services, classes/activities, and special 

events. 

c. Keep a strong relationship with God for growing spiritually by committing to personal study of scripture 

and prayer. 

d. Abstain from illegal drugs and drunkenness. 

e. Avoid behaviors that could be interpreted by others as bullying, emotional abuse, harassment, physical 

abuse, spiritual abuse, sexual abuse, or any kind of sexual misconduct, be sensitive to the needs and 

vulnerability of children and young people.  

f. Avoid conflicts of interest whenever possible. Ensure personal or financial interests do not conflict with 

Church related roles and responsibilities to be undertaken or in which a leader is involved.  Manage and 

declare any conflict between personal interests and Church duty. Where possible conflicts of interest 

arise, seek the support of the relevant Committees/Leaders, and ensure they are managed transparently 

and with the highest level of integrity.  

g. As a leader or prospective leader willing to serve at SBC, if they are/begin to experience personal issues 

(i.e., Divorce, Separation, Public Scandal, Criminal Activity) in their private life they must notify the 

Senior Pastor. The Senior Pastor with counsel from staff will set determination as to the suitability of the 

leader to continue to serve or if they will be required to take a period of time away from leadership for the 

issue to be resolved and restoration. The only exception is if the member is serving as a Deacon of 

Seagrove Baptist Church, then they will be asked to take a period away from the position. 

h. Leaders shall uphold the sanctity of the marriage covenant. Leaders shall not approach another with 

sexual advances, engage in homosexual activity, or pornography. Such shall be grounds for immediate 

dismissal from the church position(s) held. Senior Pastor shall then attempt to arrange for counseling of 

the accused. 

i. Leaders shall not meet alone with a church member of the opposite sex that is not in public view. 

Examples would be in the person’s residence, car, boat, etc., where just two people are present. 

j. Leaders shall treat any personal or sensitive information as confidential. If in doubt, do not disclose. Do 

not share information other than as required by law or where proper authorization is given. Adhere to 

legal requirements, policies, and all other lawful directives regarding the use of personal or sensitive 

information but only use personal information for the purpose stated or understood when the information 

is gathered. 
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What Are the Disciplinary Procedures? 

 

Because Scripture teaches us that we are to seek one another’s growth as well as restore one another when we 

stumble (Hebrews 10:24, Galatians 6:1), as a community of honor it is the responsibility of every leader and 

church member to protect the entire community.  Therefore, anyone witnessing conduct contrary to these 

standards has a responsibility to inform the appropriate person.  The witness and/or the appropriate SBC 

personnel also has the responsibility to inform the Sr. Pastor of the infraction so that the appropriate discipline can 

be carried out.    

 

It is encouraged where concerns have been identified, they are dealt with quickly to ensure that the matter does 

not become more complex. Disciplinary procedures are characterized by Christian love, for the purpose of 

redemption and wholeness.   
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Operational Manual             Seagrove Baptist Church 
SECTION L: Teacher JOB DESCRIPTIONS (Small Group/Discipleship) 
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Position 

Adult Sunday School Teacher 

Responsible to 

Executive Pastor  

Goal of Position 

To ensure God’s Word is proclaimed to learners for the purpose of Faith Development. The primary goal in 

learning will be for adults to “know Him more and love Him more”. Adults should be challenged to live out their 

faith in accordance with the commands of Scripture. The learning space should be a safe place to discover, 

struggle, and be encouraged to apply principles found in the Bible.  

 

Qualifications of teachers: 

• Committed growing believer. 

• Committed to the study and obedience of the Scripture.  

• Have a heart for people and what God can do in and through them. 

• Committed to the mission of Seagrove Baptist Church. (Love God, Love Others, Make Disciples)  

• Look for ways to connect with visitors, members, and prospects outside of the church.  

• Willing to pray regularly for the adults in your class. 

• Committed to personal growth as a teacher/ attend meetings and trainings.  

• Be dependable, consistent, and committed to your task. 

• Be a Member of Seagrove Baptist Church for at least 1 year.  

 

Time required 

One hour on Sunday Mornings plus two to three hours a week of preparation time.  

 

Length of commitment 

Potential teachers will meet with the staff person overseeing the position for an interview and spiritual gifts 

assessment. Teachers will be given opportunities to shadow to gauge interest. Teachers will then engage in a “free 

pass” time in which they commit to teach for 3 months with no expectation of commitment. To develop a loving 

and caring relationship with the visitors, members, prospects of the class, teachers must be willing to commit for 

more than one season. Preference would be for at least a two-to-three-year commitment. 

 

Training Provided 

Ongoing training will include going over each quarter’s scope and sequence, bi-annual training, and access to 

helpful articles and/or videos for improving skills, knowledge, and classroom management.  

 

Qualifications or special skills 

It’s vital a Sunday School teacher takes care of their own spirituality, spending time in scripture, prayer, and 

worship. Additionally, teachers should be team players, flexible, open to learning, have a positive attitude, love 

working with people and know how to have fun, laugh, and enjoy life. 

 

Benefits to this position 

A Sunday School Teacher will likely experience many challenges, but the blessings are more abundant. Things to 

expect: 

• Help people in their faith development 

• Build relationships with the families in the church 

• Growth in your own faith journey 

• See God work through this ministry in the lives of families 

• Be affirmed in your gifts 
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Position 

Youth Sunday School Teacher 

Responsible to 

Associate Pastor to Students 

Goal of Position 

To ensure God’s Word is proclaimed to learners for the purpose of Faith Development. The primary goal in 

learning will be for students to “know Him more and love Him more”. Students should be challenged to live out 

their faith in accordance with the commands of Scripture. The learning space should be a safe place to discover, 

struggle, and be encouraged to apply principles found in the Bible.  

 

Qualifications of teachers: 

• Committed growing believer. 

• Committed to the study and obedience of the Scripture.  

• Have a heart for teenagers and what God can do in and through them. 

• Committed to the mission of Seagrove Baptist Church. (Love God, Love Others, Make Disciples)  

• Look for ways to connect with students outside of church. Events, Messages, Etc.  

• Willing to pray regularly for the students in your class. 

• Committed to personal growth as a teacher/ attend meetings and trainings.  

• Be dependable, consistent, and committed to your task. 

• Be a Member of Seagrove Baptist Church for at least 1 year.  

 

Time required 

One hour on Sunday Mornings plus two to three hours a week of preparation time.  

 

Length of commitment 

Potential teachers will meet with the staff person overseeing the position for an interview and spiritual gifts 

assessment. Teachers will be given opportunities to shadow to gauge interest. Teachers will then engage in a “free 

pass” time in which they commit to teach for 3 months with no expectation of commitment. To develop a loving 

and caring relationship with the students, teachers must be willing to commit for more than one season. 

Preference would be for at least a two-to-three-year commitment. 

 

Training Provided 

Ongoing training will include going over each quarter’s scope and sequence, bi-annual training, and access to 

helpful articles and/or videos for improving skills, knowledge, and classroom management.  

 

Qualifications or special skills 

It’s vital a Sunday School teacher takes care of their own spirituality, spending time in scripture, prayer, and 

worship. Additionally, teachers should be team players, flexible, open to learning, have a positive attitude, love 

working with students and know how to have fun, laugh, and enjoy life. Those serving in any ministry program to 

minors will be required to submit to a background check. 

 

Benefits to this position 

A Sunday School Teacher will likely experience many challenges, but the blessings are more abundant.  

Things to expect: 

• Help students in their faith development 

• Build relationships with the students in the church 

• Growth in your own faith journey 

• See God work through this ministry in the lives of students and their families 

• Be affirmed in your gifts 
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Position 

Children Sunday School Teacher 

Responsible to 

Associate Pastor of Children & Families 

 

Goal of Position 

To ensure God’s Word is proclaimed to learners for the purpose of Faith Development. The primary goal in 

learning will be for children to “know Him more and love Him more”. Children should be challenged to live out 

their faith in accordance with the commands of Scripture. The learning space should be a safe place to discover, 

struggle, and be encouraged to apply principles found in the Bible.  

 

Qualifications of teachers: 

• Committed growing believer. 

• Committed to the study and obedience of the Scripture.  

• Have a heart for children and what God can do in and through them. 

• Committed to the mission of Seagrove Baptist Church. (Love God, Love Others, Make Disciples)  

• Look for ways to connect with families of the children outside of church. Events, Messages, Etc.  

• Willing to pray regularly for the children in your class. 

• Committed to personal growth as a teacher/ attend meetings and trainings.  

• Be dependable, consistent, and committed to your task. 

• Be a Member of Seagrove Baptist Church for at least 1 year.  

 

Time required 

One hour on Sunday Mornings plus two to three hours a week of preparation time.  

 

Length of commitment 

Potential teachers will meet with the staff person overseeing the position for an interview and spiritual gifts 

assessment. Teachers will be given opportunities to shadow to gauge interest. Teachers will then engage in a “free 

pass” time in which they commit to teach for 3 months with no expectation of commitment. To develop a loving 

and caring relationship with the students, teachers must be willing to commit for more than one season. 

Preference would be for at least a two-to-three-year commitment. 

 

Training Provided 

Ongoing training will include going over each quarter’s scope and sequence, bi-annual training, and access to 

helpful articles and/or videos for improving skills, knowledge, and classroom management.  

 

Qualifications or special skills 

It’s vital a Sunday School teacher takes care of their own spirituality, spending time in scripture, prayer, and 

worship. Additionally, teachers should be team players, flexible, open to learning, have a positive attitude, love 

working with children and know how to have fun, laugh, and enjoy life. 

 

Those serving in any ministry program to minors will be required to submit to a background check. 

 

Benefits to this position 

A Sunday School Teacher will likely experience many challenges, but the blessings are more abundant. Things to 

expect: 

• Help children in their faith development 

• Build relationships with the families of the children in the church 

• Growth in your own faith journey 

• See God work through this ministry in the lives of children and their families 

• Be affirmed in your gifts 
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Position 

Preschool Sunday School Teacher 

Responsible to 

Nursery & Preschool Minister 

 

Goal of Position 

To ensure God’s Word is proclaimed to learners for the purpose of Faith Development. The primary goal in 

learning will be for the preschoolers to “know Him more and love Him more”. Preschool age children (3–4-year-

olds) should be challenged to learn the basic Bible stories and scriptures to build a biblical foundation for their 

future faith development. The learning space should be a safe place to discover and be encouraged by principles 

found in the Bible.  

 

Qualifications of teachers: 

• Committed growing believer. 

• Committed to the study and obedience of the Scripture.  

• Have a heart for preschool age children and what God can do in and through them. 

• Committed to the mission of Seagrove Baptist Church. (Love God, Love Others, Make Disciples)  

• Look for ways to connect with families of preschool age children outside of the church.  

• Willing to pray regularly for the preschoolers in your class. 

• Committed to personal growth as a teacher/ attend meetings and trainings.  

• Be dependable, consistent, and committed to your task. 

• Be a Member of Seagrove Baptist Church for at least 1 year.  

 

Time required 

One hour on Sunday Mornings plus two to three hours a week of preparation time.  

 

Length of commitment 

Potential teachers will meet with the staff person overseeing the position for an interview and spiritual gifts 

assessment. Teachers will be given opportunities to shadow to gauge interest. Teachers will then engage in a “free 

pass” time in which they commit to teach for 3 months with no expectation of commitment. To develop a loving 

and caring relationship with the preschoolers of the class, teachers must be willing to commit for more than one 

season. Preference would be for at least a two-to-three-year commitment. 

 

Training Provided 

Ongoing training will include going over each quarter’s scope and sequence, bi-annual training, and access to 

helpful articles and/or videos for improving skills, knowledge, and classroom management.  

 

Qualifications or special skills 

It’s vital a Sunday School teacher takes care of their own spirituality, spending time in scripture, prayer, and 

worship. Additionally, teachers should be team players, flexible, open to learning, have a positive attitude, love 

working with preschool age children and know how to have fun, laugh, and enjoy life. Those serving in any 

ministry program to minors will be required to submit to a background check. 

 

Benefits to this position 

A Sunday School Teacher will likely experience many challenges, but the blessings are more abundant. Things to 

expect: 

• Help people in their faith development 

• Build relationships with the families of preschool age children in the church 

• Growth in your own faith journey 

• See God work through this ministry in the lives of families 

• Be affirmed in your gifts 
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Position 

Nursery Sunday School Teacher 

Responsible to 

Nursery & Preschool Minister  

Goal of Position 

To ensure God’s Word is proclaimed to learners for the purpose of Faith Development. The primary goal in 

learning will be for the nursery children to “be shown the characteristics of God”. Nursery age children (Birth-2-

year-olds) should be presented with the basic Bible stories, scriptures, and praise songs to build a biblical 

foundation for their future faith development. The learning space should be a safe place to discover and be 

encouraged by principles found in the Bible.  

 

Qualifications of teachers: 

• Committed growing believer. 

• Committed to the study and obedience of the Scripture.  

• Have a heart for nursery age children and what God can do in and through them. 

• Committed to the mission of Seagrove Baptist Church. (Love God, Love Others, Make Disciples)  

• Look for ways to connect with families of nursery age children outside of the church. 

• Willing to pray regularly for the nursery children in your class. 

• Committed to personal growth as a teacher/ attend meetings and trainings.  

• Be dependable, consistent, and committed to your task. 

• Be a Member of Seagrove Baptist Church for at least 1 year.  

 

Time required 

One hour on Sunday Mornings plus 1 hour a week of preparation time.  

 

Length of commitment 

Potential teachers will meet with the staff person overseeing the position for an interview and spiritual gifts 

assessment. Teachers will be given opportunities to shadow to gauge interest. Teachers will then engage in a “free 

pass” time in which they commit to teach for 3 months with no expectation of commitment. To develop a loving 

and caring relationship with the nursery age children of the class, teachers must be willing to commit for more 

than one season. Preference would be for at least a two-to-three-year commitment. 

 

Training Provided 

Ongoing training will include going over each quarter’s scope and sequence, bi-annual training, and access to 

helpful articles and/or videos for improving skills, knowledge, and classroom management.  

 

Qualifications or special skills 

It’s vital a Sunday School teacher takes care of their own spirituality, spending time in scripture, prayer, and 

worship. Additionally, teachers should be team players, flexible, open to learning, have a positive attitude, love 

working with preschool age children and know how to have fun, laugh, and enjoy life.Those serving in any 

ministry program to minors will be required to submit to a background check. 

 

Benefits to this position 

A Sunday School Teacher will likely experience many challenges, but the blessings are more abundant. Things to 

expect: 

• Help people in their faith development 

• Build relationships with the families of nursery age children in the church 

• Growth in your own faith journey 

• See God work through this ministry in the lives of families 

• Be affirmed in your gifts 
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Position 

Adult Small Group Leader (Discipleship) 

Responsible to 

Executive Pastor  

Goal of Position 

The Small Group Leader will emphasize Authentic Relationships, Genuine Faith, and Spiritual Disciplines 

primarily in a small group setting. SGLs will focus on leading discussions to encourage participants to “know 

Him more and love Him more”. SGLs will place emphasis on developing trust with participants and be available 

as needed. The Small Group setting will be a safe place to discover, struggle, and be encouraged to apply 

principles found in the Bible.  

 

Qualifications of SGL: 

• Committed growing believer. 

• Committed to the study and obedience of the Scripture.  

• Committed to the mission of Seagrove Baptist Church. (Love God, Love Others, Make Disciples)  

• Look for ways to connect with participants outside of church. Events, Messages, Etc.  

• Willing to pray regularly for the participants in your class. 

• Committed to personal growth as a teacher/ attend meetings and trainings.  

• Be dependable, consistent, and committed to your task. 

 

Time required 

It will take time to study and meet with the group plus participation in Ministries of Seagrove Baptist Church 

when their schedule permits.  

 

Length of commitment 

Potential SGLs will meet with the staff person overseeing the position for an interview and spiritual gifts 

assessment. Leaders will be asked to commit for the duration of the study. 

 

Training Provided 

Specific training will be provided, and ongoing support will be offered during the length of the study/small group.  

 

Qualifications or special skills 

It’s vital a Small Group Leader takes care of their own spirituality, spending time in scripture, prayer, and 

worship. Additionally, SGLs should be team players, flexible, open to learning, and have a positive attitude. 

Those serving in any ministry program with minors being present will be required to submit to a background 

check. 

 

Benefits to this position 

An SGL will likely experience many challenges, but the blessings are more abundant. 

Things to expect: 

• Help students in their faith development 

• Build relationships with the students in the church 

• Growth in your own faith journey 

• See God work through this ministry in the lives of students and their families 

• Be affirmed in your gifts 
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Position 

Youth Small Group Leader 

Responsible to 

Associate Pastor to Students  

Goal of Position 

The Small Group Leader will emphasize Authentic Relationships, Genuine Faith, and Spiritual Disciplines 

primarily in a small group setting. SGLs will focus on leading discussions to encourage students to “know Him 

more and love Him more”. SGLs will place emphasis on developing trust with students to be available for 

Biblical Counsel as needed. The Small Group setting will be a safe place to discover, struggle, and be encouraged 

to apply principles found in the Bible.  

 

Qualifications of SGL: 

• Committed growing believer. 

• Committed to the study and obedience of the Scripture.  

• Have a heart for teenagers and what God can do in and through them. 

• Committed to the mission of Seagrove Baptist Church. (Love God, Love Others, Make Disciples)  

• Look for ways to connect with students outside of church. Events, Messages, Etc.  

• Willing to pray regularly for the students in your class. 

• Committed to personal growth as a teacher/ attend meetings and trainings.  

• Be dependable, consistent, and committed to your task. 

 

Time required 

One hour on Wednesday evenings plus participation in Student Ministry Events and student’s extracurricular 

activities/hobbies.  

 

Length of commitment 

Potential SGLs will meet with the staff person overseeing the position for an interview and spiritual gifts 

assessment. Leaders will be given opportunities to shadow to gauge interest. SGLs will then engage in a “free 

pass” time in which they commit to teach for 3 months with no expectation of commitment. To develop a loving 

and caring relationship with the students, teachers must be willing to commit for more than one season. 

Preference would be for at least a two-to-three-year commitment. 

 

Training Provided 

Ongoing training will include going over each quarter’s scope and sequence, bi-annual training, and access to 

helpful articles and/or videos for improving skills, knowledge, and classroom management.  

 

Qualifications or special skills 

It’s vital a Small Group Leader takes care of their own spirituality, spending time in scripture, prayer, and 

worship. Additionally, SGLs should be team players, flexible, open to learning, have a positive attitude, love 

working with students and know how to have fun, laugh, and enjoy life. Those serving in any ministry program to 

minors will be required to submit to a background check. 

 

Benefits to this position 

An SGL will likely experience many challenges, but the blessings are more abundant. Things to expect: 

• Help students in their faith development 

• Build relationships with the students in the church 

• Growth in your own faith journey 

• See God work through this ministry in the lives of students and their families 

• Be affirmed in your gifts 
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Position 

Children Small Group Leader 

Responsible to 

Associate Pastor of Children & Families  

Goal of Position 

The Small Group Leader will emphasize Authentic Relationships, Genuine Faith, and Spiritual Disciplines 

primarily in a small group setting. SGLs will focus on leading discussions to encourage children to “know Him 

more and love Him more”. SGLs will place emphasis on developing trust with children to be available for 

Biblical Counsel as needed. The Small Group setting will be a safe place to discover, struggle, and be encouraged 

to apply principles found in the Bible.  

 

Qualifications of SGL: 

• Committed growing believer. 

• Committed to the study and obedience of the Scripture.  

• Have a heart for children and what God can do in and through them. 

• Committed to the mission of Seagrove Baptist Church. (Love God, Love Others, Make Disciples)  

• Look for ways to connect with students outside of church. Events, Messages, Etc.  

• Willing to pray regularly for the students in your class. 

• Committed to personal growth as a teacher/ attend meetings and trainings.  

• Be dependable, consistent, and committed to your task. 

 

Time required 

One hour on Wednesday evenings plus participation in the Children’s Ministry Events and the children’s 

extracurricular activities/hobbies.  

 

Length of commitment 

Potential SGLs will meet with the staff person overseeing the position for an interview and spiritual gifts 

assessment. Leaders will be given opportunities to shadow to gauge interest. SGLs will then engage in a “free 

pass” time in which they commit to teach for 3 months with no expectation of commitment. To develop a loving 

and caring relationship with the children, teachers must be willing to commit for more than one season. 

Preference would be for at least a two-to-three-year commitment. 

 

Training Provided 

Ongoing training will include going over each quarter’s scope and sequence, bi-annual training, and access to 

helpful articles and/or videos for improving skills, knowledge, and classroom management.  

 

Qualifications or special skills 

It’s vital a Small Group Leader takes care of their own spirituality, spending time in scripture, prayer, and 

worship. Additionally, SGLs should be team players, flexible, open to learning, have a positive attitude, love 

working with the children and know how to have fun, laugh, and enjoy life. 

 

Those serving in any ministry program to minors will be required to submit to a background check. 

 

Benefits to this position 

An SGL will likely experience many challenges, but the blessings are more abundant. Things to expect: 

• Help the children in their faith development 

• Build relationships with the children in the church 

• Growth in your own faith journey 

• See God work through this ministry in the lives of the children and their families 

• Be affirmed in your gifts 
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