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“A prudent person foresees danger and takes precautions.” 

– Proverbs 22:3 
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 FBC-QC SAFETY/SECURITY MISSION STATEMENT 
The core mission of the First Baptist Church – Queen City (FBC-QC) Courtesy Team is 

to provide an atmosphere of comfort, refuge, worship & learning.  The purpose of fulfilling 

this core mission is so that members and guests of FBC-QC can feel secure and be able 

to focus on the reason they are at church: to build a closer relationship with Jesus Christ.   

POLICY MANUAL 

This manual is not intended to be all inclusive.  Specific policies on team operations and 

situations will be determined by the pastor and courtesy team coordinator. 

OVERVIEW 

The Courtesy Team will consist of a Security Team and the First Impression Team.  The 

Security Team will be led by the Security Coordinator.  The First Impressions Team is 

responsible for welcoming people into the church but will also serve as a component of 

the Security Team. 

ROLE OF THE SECURITY TEAM  

The Security Team will be formed to assist with safety and security during Church 

activities.  The Church Leadership will ensure that the Security Team is properly 

screened, interviewed and trained prior to being assigned to the team. The overall 

operations, training and scheduling of the Security Team will be the responsibility of the 

Security Coordinator as appointed by the church. The Security Coordinator will report 

directly to the Senior Pastor of First Baptist Church – Queen City. 

MINIMUM REQUIREMENTS 

• Must be at least 21 years of age. 

• Must be a born-again Christian. 

• Must have been a member of FBC-QC for at least one year. 

• Must pass the screening process and national background check. 

• Must be physically able to perform safety and possible life saving duties. 

• Must commit to being on time and focused on the tasks at hand. 

• Must commit to at least one year of service on the team. 

• Must regularly attend safety/security meetings and training offered. 

• Must regularly attend church services. 

• Must have a License to Carry (LTC) or be a licensed Texas Peace Officer, if 

armed. 
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SCREENING PROCESS 

• Each Security Team member will be properly screened prior to being assigned. 

• An interview will be conducted by the pastoral staff and Security Team 

Coordinator or his/her designate. 

• Candidates must submit to a National Criminal History check. 

TRAINING 

Initial training will consist of four (4) hours minimum (at least two (2) hours in the 

classroom and two (2) hours on the firing range) on the following subjects:  

1. Use of Deadly Force and Texas Law 

2. Weapons and Safety 

3. Live Fire Training, Marksmanship, and Qualifications  

4. Defensive Tactics 

5. Weapon Retention  

A Qualified Firearms Training Instructor must conduct the firearms training. A qualified 

Firearms Training Instructor must prove that he or she holds a current firearms training 

instructor certificate from a recognized instruction course.    

Further training should include First Aid, CPR, AED usage, Self Aid/ Buddy Aid, 

evacuation and various other church security topics.  The church will strive to provide 

training when possible.  Security team members are encouraged to attend formal training 

at their expense if they so desire.   All team members should get a minimum of four hours 

of additional training each year. 

ORGANIZATION 

The Security Coordinator will lead the Security Team.  The Team will be split into four 

Squads, headed by Squad Leaders.  One Squad will be composed of at least the squad 

leader and four members.  One squad will be on duty each week, starting on Saturday.   

The squads will rotate weeks throughout the year.   A calendar will be maintained to 

keep track of the squad scheduling assignments. 

Squad members are expected to be available for all assigned duties during the week the 

squad is on.  If a member cannot be present during his assigned week, it is his 

responsibility to find a member of another squad to take his place.  He will also notify his 

squad leader of the replacement. 

All five squad members should be present for Sunday morning by 0900 and remain at the 

church until the majority of the congregants have left.   At least three squad members 
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should be present for AWANA, Sunday night worship and Wednesday night worship.  The 

Security Coordinator will determine how many squad members should be present for 

special events that occur during the squad’s week. 

  The First Impression Coordinator will lead the First Impression Team.  The coordinator 

will recruit members to the team, determine specific duty assignments and maintain a 

schedule for team members.  The coordinator will strive to schedule an adequate number 

of greeters for each service.  

RESPONSIBILITIES OF THE SECURITY TEAM 

Members of the security team are to observe and assess people and the environment 

continuously and purposefully. They should make a reasonable evaluation of any 

suspicious person or situation and the potential for disruption or harm. Appropriate action 

could range from verbal engagement to soliciting assistance from church staff. If the 

situation elevates to the possibility of ill intentions, the church leadership or security team 

leader will normally make the decision to call 911. But in an extreme emergency, any 

member may make that call. 

In addition to the responsibilities outlined above, the security team duties are: 

+ Patrol throughout the church building, specifically in their assigned areas. 

+ Check rest rooms. 

+ Turn off lights in unoccupied rooms. 

+ Check kitchen/fellowship area. 

+ Survey the parking lots for suspicious activity during patrol of building. 

+ Approach and verbally engage person(s) wandering through the building while                         

worship service/church activity is being conducted. 

+ Lock and unlock doors as shown in the attached schedule 

+ Other monitoring duties as assigned. 

COMMUNICATIONS 

Each squad member on duty should be equipped with a portable radio and a discreet 

earpiece.  Each member should also carry a cell phone.   A radio in the off position should 

be stationed near each greeter to be turned on and utilized if necessary.  The Security 

Coordinator should develop a series of phrases to be used for emergency situations that 

each team member knows and understands.  Otherwise, plain English should be used to 

eliminate misunderstandings. 
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CODE OF CONDUCT FOR MEMBERS AND GUESTS 

  First Baptist Church-Queen City expects Christian behavior from members and guests 

when they enter our facilities or attend First Baptist Church-Queen City events. Our code 

of conduct is based on our beliefs regarding biblical doctrine, and it reflects our biblically 

inspired belief that every person should treat their fellow man with love and respect just 

as they want to be treated. This includes obeying the laws of the land in which they reside 

as well as obeying other rules and regulations imposed upon them due to special 

circumstances.  

  We recognize that situations may arise which threatens the wellbeing of members, 

guests and/or First Baptist Church-Queen City itself. These situations must be dealt with 

firmly and promptly. Respecting the worth and dignity of everyone includes 

compassionately holding individuals responsible and accountable for their behavior. 

  The following outlined expectations of behavior are not intended to be judgmental in 

nature; however, they are intended to maintain a structured, organized, educational and 

worship environment while members, residents, and visitors are physically present on 

First Baptist Church-Queen City property and/or attend First Baptist Church-Queen City 

events, whether on First Baptist Church-Queen City property or offsite. 

 

+ Conduct, which includes both action and/or speech, should be in accordance with 

biblical standards. 

+ Actions and/or speech should be conducted in such a way as to help fulfill the core 

mission of the church, which is to provide an atmosphere of comfort, worship, 

refuge, and learning for all members and guests of First Baptist Church-Queen 

City  

+ All persons are expected to conduct themselves in a manner that is mindful of all 

other persons in attendance. 

+ Actions or speech that is dangerous or disruptive will not be tolerated and will be 

dealt with immediately. If disruptive behavior or speech is not stopped immediately, 

or if the behavior or speech is threatening or dangerous, the offender or offenders 

will be asked to leave the event and/or property. Failure to comply may result in an 

arrest. 
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FIRM BUT FRIENDLY ENGAGEMENT 

  If a situation arises, such as a disruptive individual in the worship service or suspicious 

persons/activities elsewhere in the church building or grounds, it should be dealt with in 

an assertive manner.  Engage quickly to determine if a security response is necessary.  

Two team members are better than one for this. 

  Do not react in a hostile, humiliating or excessively fearful way, but be professional and 

polite as questions posed to a disruptive or agitated individual can either increase or 

decrease the chances that the individual will calm down. Good, non-threatening questions 

that result in a response other than ‘yes’ or ‘no’ may provide tactical information about the 

individual(s) emotional or mental state. 

  Do not restrain an individual unless it is necessary to prevent injury to any person.  If a 

disruptive individual is trying to leave, get as much info about them as you can to report 

to law enforcement, but do not stop them from leaving unless they have committed a 

felonious act.  

DEADLY FORCE 

  Security team members should always follow Texas laws regarding use of Deadly Force.  

Members should have received training in this area during their LTC classroom time and 

should follow those guidelines.  Deadly force is the last option and should only be used 

when necessary to protect your life or that of another person.  The church is always full 

of people, so the decision to fire a round must be weighed carefully. 

APPEARANCE 

  Security team members will not wear uniforms or anything that identifies them as 

security.  The church should have a welcoming atmosphere and not that of armed 

fortress.  That being said, team members should always carry a sash or vest that can be 

quickly put on in the event of an emergency that identifies them as security.  Team 

members should keep in mind that responding law enforcement will not know them from 

a bad guy.  Relinquish control of the situation as soon as law enforcement arrives and do 

exactly what they tell you to do. 

 

 

 

 

VEHICLE/PARKING LOT SECURITY 



FBC-QC Courtesy Team Policy Manual  11/1/2019 

6 

  FBC-QC parking lots should be monitored during services.  The most effective deterrent 

to prevent theft and vandalism, as well as to identify other suspicious activity, is an 

informed and aware security team.  A security team member in the parking lot is the first 

line of defense. Persons encountered in the parking lot during services should be 

contacted and offered assistance.  The team member can then assess the person’s 

purpose for being in the parking lot. Any suspicious vehicle activity in the parking lots 

should be noted.  If possible, record a description of the vehicle, tag number and 

occupants. 

MEDICAL EMERGENCIES 

  First aid kits and AEDs will be kept in the nursery and FLC.   The kits and AEDs should 

be inspected quarterly.  Team members should receive CPR/First Aid training biennially.  

Team members should render aid to the extent that the situation allows.   Assistance from 

doctors, nurses and other medical personnel on the premises will be solicited in the event 

of a medical emergency.  Based on the severity of the medical emergency, 911 may be 

called. Security team members should keep persons not assisting in the emergency at a 

reasonable distance.   Team members should make sure that doors are open and there 

are no vehicles blocking any responding emergency personnel.  A team member should 

guide first responders to the person needing assistance. 

  Team members should carry a tourniquet at all times when on duty.  It is highly 

recommended to carry a first aid kit when practical, but at least have one close by and 

accessible.   

FIRE 

  If a team member discovers a fire, the fire alarm should be activated and 911 should be 

called.  If the fire is small and an extinguisher is available, you may attempt to put out the 

fire.  If there is a fire, security team members, church staff and greeters should work 

together to evacuate everyone from all church buildings.  Those evacuated should be 

asked to move to the areas designated in the attached evacuation plan and remain there 

so as not to interfere with responding fire personnel.  Team members should assist with 

disabled and elderly individuals.  No one should be allowed to re-enter the building until 

it is deemed safe to do so by the Fire Department.   

 

TORNADO 
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  In the event of a tornado warning, security team members should work with church staff 

and greeters to ensure the orderly movement of all persons in the church into the long 

hallway behind the sanctuary.  They should make sure that persons are away from doors 

and windows to the extent possible.  Team members should assist with disabled and 

elderly individuals.  Everyone should be instructed to crouch down as low as possible and 

to protect their face and head.  Shelter in place until the threat has passed. 

 

CHILD SAFETY 

  Children are the most vulnerable, but often least protected members of the church. 

Providing a safe and nurturing environment for children is an important component of 

sharing our faith and nurturing our community. Parents/guardians feel supported and able 

to attend church and focus on worship when their children are cared for in a safe manner.  

Most children activities are held in separate areas of the church.  For that reason, at least 

one squad member should always be in the vicinity of the children.  The safety of children 

and prompt and clear communication with parents/guardians shall be the top priority in 

the event of facilities problems, natural disasters, accidents, injuries, illnesses, missing 

persons, or the threat or incidence of terrorist activity.  

  FBC-QC will conduct a criminal background check on all paid staff and volunteers who 

are entrusted with the care and supervision of minors, or a person who directly oversees 

and/or exerts control or oversight over minors. All criminal background checks will be 

updated periodically.  

  In the event of any emergency, children are to follow the directions of staff members or 

other adult leaders present. In the event a child is injured or becomes ill during an event 

and requires medical attention, parents/guardians will be notified immediately. Minor 

injury or illness will be reported to the parents/guardians at the conclusion of the event. 

  In the case of an adult engaging in sexual contact, sexualized behavior or sexual 

harassment, that person’s behavior will be reported to law enforcement officials and the 

person will no longer be eligible to take part in events involving children.  

  In the event a child (or disoriented senior) becomes missing while on church property, 

family will be notified as soon as possible and all available security personnel, staff and 

volunteers will begin a coordinated search. The Security Team leader will serve as search 

coordinator.  911 should be called if the missing child isn’t located very quickly.    

ACTIVE SHOOTER 
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  An active shooter is an individual(s) actively engaged in killing or attempting to kill people 

in a confined and populated area, typically through the use of firearms.  The event is 

unpredictable, evolves quickly, and law enforcement is usually required to control and 

end the situation. 

   Call 911 when it is safe to do so.  Provide the following information: 

+ Location of the active shooter 

+ Number of shooters 

+ Description of shooter—physical features, clothing, race, gender 

+ Number and type of weapons held by shooter 

+ Number of potential victims and/or hostages at the location 

Response to Active Shooter: 

+ Evacuate members and guests to a safe location if at all possible.     

+ Shelter members and guests in room that can be locked and/or barricaded if 

evacuation is not possible. 

+ Engage the shooter to prevent harm to yourself and/or others. 

+ Team members should respond to predetermined locations such as the children’s 

area, the pastor, the rendezvous point etc.  

FIRST IMPRESSION TEAM 

  While the First Impression team is not primarily focused on church security, they are 

nonetheless valuable assets to the security team.  Since greeters are stationed at the 

entry points into the church, they are in the perfect position to be the eyes and ears of the 

security detail.  While fulfilling their role of welcoming people into the church, greeters can 

observe and assess people and situations.  Greeters should be careful not to base their 

actions on personal likes or dislikes about people or behaviors. Their actions can have 

an impact on the reputation and welfare of the entire church. When in doubt, get another 

opinion and assistance, unless the matter is an emergency. 

   

 

  Greeters should be aware and alert and ready to call for assistance.  Greeters should 

notify the security team if an individual’s behavior concerns them.  Greeters should not 

confront anyone on their own, except in emergency situations.   Get assistance rather 

than trying to handle a situation on your own. 
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* Greeters should not carry guns, pepper spray, tasers or other devices without first 
coordinating with the security team.   Those in possession of weapons must be trained 
and licensed to do so and the weapon or other device must be used within the law. 
 

Security activities of greeters should focus on: 

+ Observation: Observe people and the environment continuously and purposefully. 

+ Assessment: Make a reasonable evaluation of the potential for harm. 

+ Action: Get help, then warn and help others. You may be able to do something to 

prevent violence or keep it from getting worse, but you should first try to get help 

and warn and help others. 

 

SEE something?  HEAR something? ----------SAY Something!! 

FIRST IMPRESSION TEAM ORGANIZATION 
 

Contribute to the needs of the saints; extend hospitality to strangers. Romans 12:13 
 
   The First Impression team is a vital source of the church’s ministry.  They are the first 
people that a guest or a member comes into contact with at the church campus. Most 
guests decide in the first ten minutes whether they want to continue attending the church. 
  In order to achieve the optimum coverage of all entries into the church, the team will 
post a minimum of two people at each entry way.  During the early service, team members 
will stage in front of the sanctuary door with no less than two (2) people present to greet 
members and guests as they arrive. 
  For the 11:00 AM service the team will have a minimum of six (6) people participating. 
If staffing allows, there will be 2-4 people staging at the west entry way of the FLC, two 
(2) at the north entry way for those coming from Sunday School and two (2) in front of the 
Sanctuary directing guests towards the FLC. On low team participation day, First 
Impression Team members will locate at the primary entry ways at the West and North 
entries of the FLC.  
  Being knowledgeable of the campus is a must. Greeters must be willing to not only 
describe the location the guests are looking for but be willing to break a way and take 
them there. Greeters will also escort people into the service and find seats for them.  
  The First Impression Team will work in conjunction with the security team and be in a lot 
of the same locations. However, as part of a church team, greeters must be careful to not 
go outside guidelines they are given. The best way for greeters to fulfill their role is to be 
aware, alert and ready to get assistance. Going beyond that role can make a situation 
worse or get someone hurt in the case of a violent or threatening person.  
  The security team is tasked with keeping everyone safe during their stay on the campus. 
They are unable to maintain that task if they are doing the duties that fall on the First 
Impression Team members.   While everyone should be welcoming and helpful, focusing 
on assigned tasks will help fulfill the Courtesy Team’s overall mission. 
 
The tasks of the First Impression Team consist of: 
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1. Provide a warm welcome with a smile 
2. Provide information about the church (locations, seating, exits) 
3. Be knowledgeable about the church staff, members and most importantly the 

church mission. 
4. Distribute bulletins and other items that guests or members may need. 
5. Be willing to shake hands, deliver a hug, deliver a well-timed high five, and of 

course open doors. 
6. Assist those that are elderly, crippled, injured or unsteady. 
7. At the conclusion of the service be present at the exits to provide post service 

greetings and information as needed. 
8. Assist those that needed assistance into the service out of the service. 
9. Provide guest pamphlets and obtain information, if possible, from guests as they 

exit.  
10. Have a team member stationed at the guest kiosk located in the front foyer if 

staffing permits. 
11. Remember to SMILE! 

 
 
The First Impression team members should consist of both genders to take part in our 
mission of greeting. Husband and wife teams are encouraged.  Greeters should come 
from all age groups to help welcome a diverse group of guests. 



 

 

APPENDIX A 
SECURITY TEAM DOOR SCHEDULE 

 
 
       

Wednesday   (Staff)Unlock  (Team)Lock   Stationed 
Fellowship Hall Awning door:  5:30pm & 7:00pm 6:15pm & 7:20pm 
Education Wing Doors:   5:30pm & 7:00pm 6:15pm & 7:20pm 
Nursery Door:     5:15pm & 7:00pm 6:15pm & 7:20pm 
Sanctuary Doors    5:30pm  7:20pm 
Breeze Way Doors:    5:30pm  6:15pm & 7:20pm  
FLC Side Door (Breezeway):   5:30pm  6:15pm & 7:20pm  
FLC Front Doors:    5:30pm  5:30pm & 7:20pm 
Children’s Wing (red door):   5:30pm  6:15pm & 7:20pm 

 
Sunday AM    Unlock  Lock   Stationed 
Fellowship Hall Awning door:  9:00am  #10:15am & 12:30pm 
Education Wing Doors:   9:00am  10:15am & 12:30pm 
Nursery Door:     8:00am   #11:00am & 12:30pm Greeter 9:00am-12:00 
Sanctuary Doors:    8:00am  11:00pm 
Breeze Way Doors:    9:00am  12:30pm 
FLC Side Door (Breezeway):   9:00am  12:30pm  
FLC Front Doors:    9:00am  12:30pm 
Children’s Wing (red door):   9:00am  10:15am & 12:30pm 

 

 
Sunday PM   (Staff)Unlock  (Team)Lock   Stationed 
Fellowship Hall Awning door:  6:40pm   7:15pm  Greeter @6:30pm 
Education Wing Doors:   Do Not Unlock   
Nursery Door:     4:00pm & 6:30pm  5:45pm & 7:20pm Greeter 5-7:20pm 
Sanctuary Doors:    5:00pm  7:20pm    
Breeze Way Doors:    4:00pm  7:20pm 
FLC Side Door (Breezeway):   4:00pm  7:20pm 
FLC Front Doors:    4:00pn   7:20pm 
Children’s Wing (red door)   4:00pm  5:45pm & 7:20pm 

 
 
 
*Before leaving make sure every door is locked and all lights are off  
# Sanctuary doors and Front of Education Doors and Red Door will be locked after Sunday School on Sunday 
AM. All other doors will be left unlocked until we have panic bars installed on each door. At that time we 
will resume normal AM locking procedures 
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APPENDIX B 
EVACUATION GUIDE 

 
 
 

EXAMPLE ONLY 
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