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COMMITTEE AND TEAM DESCRIPTIONS 

UPDATED 11/17/21  
 
Abuse Prevention Team: 
Purpose:  The purpose of the Abuse Prevention Team is to reduce the risk of abuse, be it 
physical, sexual, or emotional, in the church, by creating an awareness of it and providing 
insights and tools for the prevention of it for volunteers, staff, and leaders in child and youth 
programs of the church. 

Description and Responsibilities: 

1. This team will be comprised of four (4) members. 
2. Members of this team shall be knowledgeable in signs and symptoms of sexual abuse in 

children and current Texas law. 
3. It will review applications for volunteer and/or staff positions that will be working with 

children in determining eligibility. 
4. It will develop training regarding signs of sexual and/or physical abuse. 
5. It will develop and help educate volunteers regarding protocols for dealing with children 

who make an outcry of sexual and/or physical abuse. 
6. The team will periodically review and update the Abuse Prevention Team Policies & 

Procedures Manual as needed for the safety of our children. 
7. The team will assist with the review of criminal background results for eligibility of 

ministry service as requested by staff. 
8. Each team member shall sign a confidentiality agreement. 

 
 
 
Benevolence Team 
Purpose: This team is to help meet the needs of church families and community members. This 
might be through clothing, food, finances, etc.  
 
Description and Responsibilities: 

1. This team will make a thorough study of all needs for assistance.  
2. It will determine what kind and how much assistance is to be provided with a range of        

$50 minimum to $200 maximum per family per year except in the event of extenuating 
circumstances.  

3. It will involve church members in benevolent ministries when possible.  
4. It will research and utilize available community agencies that provide various types of 

assistance.  
5. The team will consider guidelines when receiving requests for help. 
6. Each team member shall sign a confidentiality agreement.  
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Bus and Van Team  
Purpose: This team will oversee the bus and van and their use. 
 
Description and Responsibilities:  

1. The team will be responsible for keeping the vehicles in good condition.  
2. A special check is to be made before the vehicles are taken on a trip.  
3. The team will get church approval for large expenditures.  
4. The team will oversee a program of preventive maintenance.  
5. It will recommend policies for the use of church vehicles.  
6. It will ensure that the state inspection sticker is up to date.  
7. The team will maintain a service record for vehicles.  

 

Children’s Ministry Advisory Team  
Purpose: This team will assist with children’s ministry and work in cooperation with the Children’s 
Ministry Director. 
 
Description and Responsibilities:  

1. The team will be composed of the following members: 
a. the Awana Commander, 
b. an Awana Director, 
c. two Route 56 Directors (one male and one female), and 
d. two parents. 

2. The team will provide input to the Children’s Ministry Director on potential projects and 
processes. 

3. The team will assist with curriculum choices for the children’s ministry.  
 
Courtesy Team  
Purpose: This team is to help provide a welcoming atmosphere while also providing security 
and refuge for those attending worship. 
 
Description and Responsibilities: 

1. The Courtesy Team will consist of the Security Team and the First Impressions Team. 
2. The First Impressions Team is responsible for welcoming people into the church, 

providing them with bulletins or other literature, and assisting guests and members in 
finding seating. 

3. The First Impressions team coordinator will strive to schedule an adequate number of 
greeters for each service. 

4. The Security Team will assist with safety and security during Church activities. 
5. Members of the Security Team are to observe and assess people and the environment 

continuously and purposefully and intervene should an intruder(s) with harmful intent 
enter the building or come upon church grounds. 

6. Both teams will abide by the Courtesy Team Manual found in the Church Policy and 
Procedures Manual and shall update the Courtesy Team Manual as needed. 
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Decorations Team  
Purpose: This team shall “set the tone” for a beautiful, welcoming environment at the church 
that is aesthetically pleasing to our Lord, members, and guests. 
 
Description and Responsibilities: 

1. This team shall lead in making decisions regarding the interior and exterior décor of 
the existing church property. 

2. It shall create or purchase floral arrangements and buy decorative materials as 
needed. 

3. The team shall change arrangements, wreaths, and other decorative items by seasons 
and for special occasions. 

 
Hospitality Team 
Purpose: This team will serve during churchwide fellowships and will coordinate with grieving 
families to provide a meal the day of the service whether at the church or in their home. 
 
Description and Responsibilities: 

1. The team will coordinate with the staff liaison for church fellowships and funeral 
services. 

2. It will be responsible for operational oversight of facility preparation, use and clean-up 
including the preparation of meals and the purchasing of food, if needed. 

3. The team will coordinate the meal with active church families (excluding shut-ins) either 
at the church or in their home. 

 
Insurance Team  
Purpose: This team serves to advise the church on its insurance needs. 
 
Description and Responsibilities:  

1. The team is composed of three members.  
2.  It is to be aware of all current insurance needs and policies in force.  
3.  It will regularly evaluate needed insurance coverage for the church.  
4. The team will recommend to the church insurance policies, coverage, and agents as 

insurance needs arise.  
5. The team will recommend the annual insurance budget to the Stewardship Committee.  

 
Ladies Ministry Team 
Purpose: This team will coordinate Bible studies, fellowship events, and assistance for ladies in the 
church and community. 
  
Description and Responsibilities: 

1. With staff approval, this team shall select the curriculum used for ladies’ Bible studies. 
2. It shall coordinate fellowship events aimed to strengthen relationships between ladies within 

our church and to reach out to ladies in the community. 
3. The team shall coordinate with other teams and committees (as applicable) to meet the needs 

of widows and single ladies in our church and community. 
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Long Range Planning Committee 
Purpose: The purpose of the Long Range Planning Committee is to identify and promote the 
long-range needs and goals of the church specifically in relation to the building of a new 
sanctuary. 
 
Description and Responsibilities: 

1. The committee will clarify and identify the overall vision and mission of the proposed 
church building. 

2. It will work together with the architect and other construction contractors throughout the 
planning stage and building process to ensure adherence to the church plan. 

3. The committee will regularly report progress on the structure to the church body. 
4. It will be responsible for inspecting the construction work and approving payment 

drawdowns during construction. 
5. The committee will ensure that all requirements of the building contract are met before 

approving the final payments to the construction contractors. 
 
Mission Action Fund Team 
Purpose: This team shall oversee, administer, coordinate and account for line item 109 funds. 
 
Description and Responsibilities: 

1. The team will be composed of 7 members nominated and elected in a regular 
business meeting.  

2. The team will screen and approve funding requests submitted in writing for mission 
activities. 

3. It will review receipts or other documentation to ensure that funds were properly 
expended.  

4. It will prepare a budget request each year. 
5. The team will be actively looking for mission opportunities in which the church can be 

involved. 
6. The team, along with the staff, will develop a mission strategy for the church and help 

the church implement that strategy through local, regional, and global missions. 
 
Nominating Committee  
Purpose: This committee, with the assistance of the staff liaisons, serves to recruit members to 
fill needed volunteer positions in the church.  
 
Description and Responsibilities: 

1. The committee is composed of five (5) members with each serving a three-year term.  
2. For the Personnel, Stewardship, and Policy and Procedures Committees, the 

Nominating Committee shall consider a potential member’s active church service and 
prior experience on other church committees or teams when nominations are made. 
For the personnel committee potential members, the nominating committee shall also 
consider the potential member’s familial relations with any current paid employee of the 
church including church staff, nursery workers, and instrumentalists.  

https://churchesbydaniels.com/church-construction/
https://churchesbydaniels.com/church-construction/
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3. The committee will recruit church officers, Sunday School teachers, the Awana 
Commander and directors, committee members, and other volunteer leaders needed 
for the church. 

4. The committee will annually present a list of volunteer workers to the church for 
election.  

5. Each team member shall sign a confidentiality agreement.  
 
 
Ordinance Team 
Purpose: This team will assist the church in the observance of the Lord's Supper and assist 
candidates in preparing for baptism.  
 
Description and Responsibilities: 

1. This team should be composed of at least 2 female and 2 male members. 
2. It shall maintain an adequate inventory of materials and supplies.  
3. It shall determine equipment needs and make recommendations to the church 

concerning the needs.  
4. This team will see that all equipment and materials are available and in place prior to 

each observance of the Lord's Supper.  
5. It shall see that all equipment is gathered, cleaned, and stored after each observance 

of the Lord's Supper.  
6. It shall see that all necessary baptismal equipment and facilities are available and in 

order prior to each baptismal service. This step includes being sure the baptismal pool 
is properly filled with the temperature at the desired level. Instructions are to be given 
to the appropriate person regarding lighting levels in the pool and auditorium.  

7. Members of this team shall meet the candidates at the appointed time, show them the 
dressing rooms, and provide each candidate with a robe and a towel.  

8. The team will assist the candidates in and out of the pool and take them back to their 
dressing rooms after baptism.  Each candidate should be given as much privacy as 
possible, and team members should remain in the area until all those who have been 
baptized are dressed and ready to leave.  

 
Outreach Team  
Purpose: This team will promote activities to reach the lost in our community, to minister to the 
needs of our community, and to foster a greater awareness of First Baptist Church of Queen 
City in our community. 
 
Description and Responsibilities:  

1. The team will organize outreach efforts. 
2. It will promote visitor follow-up to encourage and welcome people to our church.  
3. It will distribute lists of visitors as prospects for Sunday School classes. 
4. The team will encourage all church members to participate in outreach. 
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Personnel Committee  
Purpose: The committee shall assist the pastor and the church in all matters that relate to 
employed personnel administration and management.  
 
Description and Responsibilities: 
 1. This committee shall be composed of five (5) members. 

2. The committee will maintain current job descriptions for all employed personnel.  
3. It will survey and recommend the needs for additional staff positions.  
4. It will recommend prospective employees to the church with the pastor's approval.  
5. It will develop and recommend salaries and benefits for the employed personnel.  
6. It will make recommendations to the Stewardship committee in salary matters.  
7. It will develop church policies and procedures for employed personnel.  
8. It will evaluate each salaried and employed personnel annually.  
9. Whenever needed, this committee will serve as a grievance group and shall make   

recommendations to the church. 
10. Each team member shall sign a confidentiality agreement.  
 
 
 

 
Policy and Procedures Committee  
Purpose: This committee shall oversee the documentation of policy in the church policy manual 
and all other applicable documents.  
 
Description and Responsibilities: 

1. This committee shall be composed of six (6) people:  
a. a member from the stewardship committee serving a one-year term with no 

restriction on serving another one-year term as long as this member is still on the 
stewardship committee 

b. a member from the personnel committee serving a one-year term with no 
restriction on serving another one-year term as long as this member is still on the 
personnel committee 

c. a member of the deacon body serving a one-year term, and 
d. three (3) members serving three-year terms. 

2. It shall receive policy recommendations, and upon the church’s approval of the policy, 
oversee its incorporation into the church policy and procedure manual. 

3. It shall annually review church policy and recommend updates as needed. 
 

Properties Team  
Purpose: This team will assist the church in the care and use of all property, and to study and 
recommend the use of facilities as it relates to church programs and activities. It shall 
recommend policies regarding use of properties and equipment.  
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Description and Responsibilities: 

1. This team shall be composed of five (5) people. Members of this team should be 
knowledgeable in property and equipment maintenance related to their area of work.  

2. It shall establish and maintain regular inspection of all properties and equipment of 
the church including the buildings, parking lots, and equipment.  

3. It will develop and maintain a program of preventive maintenance for all properties 
that might call for service maintenance or replacement.  

4. It will provide supervision and inspect all work done by outside contractors related to 
facilities and report completion and approval to the whole team and church.  

5. It will develop policies for the use of church facilities and equipment by church 
members and outside groups.  

6. It will determine budget needs for new equipment and operational needs for current 
equipment to be presented to the Stewardship Committee when the budget is being 
prepared.  

7. It will work with the pastor or appropriate staff member concerning any purchasing, 
remodeling, or adjustment in any equipment or facility. 

 
 
Stewardship Committee  
Purpose: This committee is responsible for church stewardship, budget planning, and budget 
administration.  
 
Description and Responsibilities: 

1. The committee shall be composed of five (5) members: 
a. Three (3) members each serving 3-year terms. 
b. One member from the personnel committee serving a one-year term, and 
c. One member from the deacon body serving a one-year term. 

2.  It will study the record of giving and potential giving of the church.  
3.  It will analyze current budget strengths and weaknesses.  
4.  It will evaluate budget requests from organizations within the church.  
5.  It will direct annual budget preparation.  
6.  It will present the budget to the church for adoption.   
7.  It will make stewardship materials available to church members.  
8.  It will promote the budget in the church.  
9.  It will recommend to the church the expenditure of funds not included in the church 

budget for approval.  
10. It will review expenditures periodically in terms of budget allocations.  
11. The committee will implement any changes needed for a continuing, adequate   

financial system. 
12. After the budget is prepared, it will be presented by the committee to the church in 

November or December.  
13. This committee shall meet at least on a quarterly basis. 
14. Each team member shall sign a confidentiality agreement.  
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Tech Team 
Purpose: The tech team shall develop and implement a team to oversee the audiovisual 
ministry of the church. 
 
Description and Responsibilities:  

1. The team will train others in the tasks necessary to carry out each person’s 
responsibility. 

2. It will work with the Worship Pastor to evaluate the current and future needs of the 
church.  

3. It will assist the Worship Pastor in coordination of teams for services and other 
activities.  

4. The team will assist the Worship Pastor (or staff member responsible) in developing 
an annual budget. 

 
 
Vision 2020 Fund Raising Team  (expires December 31, 2021) 
Purpose: This team will be responsible for fund-raising activities associated with the financing 
of a new sanctuary. 
 
Description and Responsibilities:  

1. The team will host public events to spread the vision, build community, and cultivate 
stewardship among members, as needed. 

2. The team will invite participation through publicity, announcements, and activities 
during or after services.  

3. The team will mail newsletter(s) and pledge cards about campaign activities and 
stewardship. 

4. The team will celebrate and recognize campaign success with the church body. 


