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MANUAL OF PROCEDURE 

This policy manual is presented in the mutually agreed upon manner in which the Charleston 

Baptist Association will operate. It seeks to describe and/or define the function(s) and 

responsibility(ies) of the officers, program directors, and committees of the Association, all of 

whom shall be active members of a church affiliated with the Charleston Baptist Association. All 

paid associational staff job descriptions, benefits, policies and lines of supervision appear in the 

Staff Manual. 

 

PROCEDURE GUIDELINES: 

1. Nominating Committee and Committee on Committees designates chairperson unless 

otherwise stated. 

 

2. All committees are requested to send a report of their meetings to the associational office 

for record and information. 

 

3. Each committee or program director shall have the authority to spend the funds budgeted 

for that committee or program provided that funds are available. 

 

4. The Moderator shall serve as an ex-officio member of all committees and programs. 

 

5. The Director of Missions serves as an ex-officio member of all committees and programs. 

 

6. Ex-officio membership in the association shall mean membership of a Board, Committee 

or Program by virtue of selected office or position, but without vote. 

 

7. Exception to any and all policies of the association shall originate with the appropriate 

committee or program and shall receive approval from the Executive Board as 

appropriate. 

 

 

REVISION OF MANUAL 

 

All changes in the Manual of Procedure must be considered by the Executive Board upon 

recommendation in writing from any of the following: the Personnel Committee, the 

Associational Council, the Executive Committee or the Director of Missions. All changes will be 

approved by a majority vote of the Executive Board. 
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OFFICE MANUAL 

 

OFFICE MANAGEMENT POLICY 

 

1.  Office Hours: 

 

 a.   The Association Office will normally be open week-days, 9:00 AM to 12:00 PM 

       and 1:00 PM to 4:00 PM. 

 

 b.   Holidays and Office Closed Days as listed in Associational Calendar are exceptions to    

            these hours. 

 

 c.   The office will be closed an appropriate amount of time on days of Associational    

            Meetings (Annual/Mid-Year, etc.) 

 

2. Holidays: 

 

The Associational Office will observe the following holidays:  New Year’s Day, Easter  

(Good Friday), Memorial Day, Independence Day, Labor Day, Thanksgiving Day and the day 

following, Christmas Eve, Christmas and appropriate days between Christmas and New Years as 

determined by the Association in the Associational Calendar. 

 

SCHEDULING WORK THROUGH ASSOCIATION OFFICE 

 

All work requests to the Association Office shall be scheduled through the Director of Missions 

and/or the Secretary. 

 

The Association Office is designed to serve the functional needs of the staff and the programs of 

work directed by staff and volunteer leadership. Because of the broad nature of the work of the 

association and the large number of volunteer leadership involved, the following guidelines are 

suggested. 

 

 1. Work to be done in the association office must be processed by the secretary  

  under the supervision of the Director of Missions. 

 2. Letters or other material to be handled by the office secretary should be submitted 

  in written form whenever possible. 

 3. All work scheduled in the associational office will be prioritized by the secretary.  

  Any adjustments to the priority rating must have the approval of the Director of  

  Missions. 

 4. No list of churches or list of pastor/staff may be released without the approval of  

  the Director of Missions. 
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CAMPGROUND POLICIES AND PROCEDURES 

 

CHARLESTON BAPTIST ASSOCIATION 

POLICY FOR ASSOCIATION FACILITIES 

 
1. STATEMENT OF FAITH 

 

We affirm the 2000 Baptist Faith and Message, the statement of faith of the Southern 

Baptist Convention.  We believe that it summarizes well our beliefs regarding 

the Bible and its authority, the nature of God as expressed by the Trinity, the spiritual 

condition of man, God's plan of grace and salvation, the purpose of the local 

church, ordinances, evangelism, Christian education, interaction with society, religious 

liberty, and the family. 

 

1.1. Statement on Marriage, Gender and Sexuality 

 

We believe that God wonderfully and immutably creates each person as male or female. 

These two distinct, complementary genders together reflect the image and nature of God. 

(Gen. 1:26-27.) Rejection of one’s biological sex is a rejection of the image of God 

within that person. 

 

We believe that the term “marriage” has only one meaning: the uniting of one man and 

one woman in a single, exclusive union, as delineated in Scripture. 

(Gen. 2: 18-25.) We believe that God intends sexual intimacy to occur only between a 

man and a woman who are married to each other. (1 Cor. 6:18; 7: 2-5; Heb. 13:4.) We 

believe that God has commanded that no intimate sexual activity be engaged in outside of 

a marriage between a man and a woman. 

 

We believe that any form of sexual immorality (including adultery, fornication, 

homosexual behavior, bisexual conduct, bestiality, incest, and use of pornography) is 

sinful and offensive to God. (Matt. 15:18-20; 1 Cor. 6: 9-10.) 

 

We believe that in order to preserve the function and integrity of the Charleston Baptist 

Association (henceforth “the Association”) and to provide a biblical role model to the 

Association churches and the community, it is imperative that all persons employed by 

the Association in any capacity, or who serve as volunteers, agree to and abide by the 

Statement on Marriage, Gender, and Sexuality. (Matt. 5:16; Phil. 2:14-16; 1 Thess. 5: 

22.) 

 

We believe that God offers redemption and restoration to all who confess and forsake 

their sin, seeking His mercy and forgiveness through Jesus Christ.  

(Acts 3:19-21; Rom. 10: 9-10; 1 Cor. 6: 9-11.) 

 

We believe that every person must be afforded compassion, love, kindness, respect, and 

dignity. (Mark 12:28-31; Luke 6:31.) Hateful and harassing behavior or attitudes directed 
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toward any individual are to be repudiated and are not in accord with Scripture nor the 

doctrines of the Association. 

 

1.2. Statement of Final Authority for Matters of Faith and Conduct  
 

The statement of faith does not exhaust the extent of our beliefs.  The Bible itself, as the 

inspired and infallible Word of God that speaks with final authority concerning truth, 

morality and the proper conduct of mankind, is the sole and final source of all that we 

believe. (2 Timothy 3:16-17) For purposes of the Association’s faith, doctrine, practice, 

policy and discipline, our Executive Board is the final interpretive authority on the 

Bible’s meaning and application. 
  

1.3. Statement on the Sanctity of Human Life 
 

We believe that all human life is sacred and created by God in His image. Human life is 

of inestimable worth in all its dimensions, including pre-born babies, the aged, the 

physically or mentally challenged, and every other state or condition from conception 

through natural death. We are therefore called to defend, protect, and value all human 

life. (Ps. 139) 

 

2. FACILITY USE POLICY 

 

Purpose Statement 
 

 The Association’s facilities are provided through God’s benevolence and by the 

 sacrificial generosity of its member churches. The Association desires that its 

 facilities be used for the fellowship of the Body of Christ and to bring God glory. 

 Although the facilities are not generally open to the public, we make our facilities 

 available to approved non-members as a witness to our faith, in a spirit of  Christian  

charity, and as a means of demonstrating the Gospel of Jesus Christ in practice. 
 

But facility use will not be permitted to persons or groups advancing, or advocating 

beliefs or practices that conflict with the Association’s faith or moral teachings.  Nor may 

Association facilities be used for activities that contradict or are deemed inconsistent 

with, the Association’s faith or moral teachings. Nor may Association facilities be used 

for weddings, wedding receptions or wedding renewal ceremonies.  The Director of 

Missions, or his official designee, is the final decision-maker concerning use of 

Association facilities. 
 

 This restricted facility use policy is necessary for two important reasons. First, the 

 Association may not in good conscience materially cooperate in activities or beliefs that  

are contrary to its faith. Allowing its facilities to be used for purposes that contradict the  

Association’s beliefs would be material cooperation with that activity, and would be a 

grave violation of the Association’s faith and religious practice. (2 Cor. 6:14; 1 Thess. 

5:22.)  
 

Second, it is very important that the Association present a consistent message to the 

community, and that the Association staff and member churches conscientiously maintain 
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that message as part of their witness to the Gospel of Jesus Christ.  Allowing facilities to 

be used by groups or persons who express beliefs or engage in practices contrary to the 

Association’s faith would have a severe, negative impact on the message that the 

Association strives to promote. It could also cause confusion and scandal to Association 

member churches and the community because they may reasonably perceive that by 

allowing use of our facilities, the Association agrees with the beliefs or practices of the 

persons or groups using the facilities. 
 

 Therefore, in no event shall persons or groups who advance, or advocate  

 beliefs, or advance, advocate, or engage in practices that contradict the   

 Association’s faith use any Association facility. Nor may Association facilities be 

 used in any way that contradicts the Association’s faith. This policy applies to all  

 Association facilities because the Association sees all of its property as holy  

 and set apart to worship God. (Col. 3:17.) 
 

Approved Users and Priority of Use 
 

 The Director of Missions or official designee must approve all uses of Association 

 facilities. Generally, priority shall be given to Association member churches and  

organized groups that are part of the ministry, organization, or sponsored activities of the 

Association. Association facilities and equipment will be made available to non-members 

or outside groups meeting the following qualifications: 
 

 1.  Groups or persons requesting facility use must affirm that their beliefs and         

     practices and planned uses of the facilities are consistent with the Association’s 

      faith and practice. 
 

 2.  The group or person seeking facility use must submit a signed “Facility  

Reservation Request and Agreement” form. 
 

 3.  The group or person seeking facility use must be willing to take responsibility 

      for the facilities and equipment used and must agree to abide by the         

           Association’s rules of conduct for facility use, as stated below and as described 

      in any additional instructions by Association staff. 
 

Facility Use Hours 
 

 Facilities are available between the hours of 9:00 a.m. and 4:00 p.m. Use outside 

 these hours may be approved by the Director of Missions or official designee. 
 

Scheduling Events 
 

Facility use requests shall be made to the Association Office by submitting the “Facility 

Reservation Request and Agreement” form. The event will be reserved and placed on the 

Association calendar only when the Director of Missions approves the use.  
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Fees 
 

Use of Association facilities is subject to a use and maintenance fee presented in the 

Association’s “Facility Use Rates” to pay for the upkeep of Association facilities.  
 

Facility Use Guidelines  
 

 1.  Alcohol Policy: No alcohol may be served or consumed on Association  

     premises.  
 

 2.  Smoking Policy: Smoking in any indoor Association facilities is prohibited. 
 

 3.  Groups are restricted to only those areas of the facility that the group has 

      reserved. 
 

 4.  Food and beverages may only be consumed in the Dining Hall/Kitchen unless  

otherwise permitted by the Director of Missions.  
 

 5.  Church equipment, such as tables and chairs, must be returned to original  

       placement, unless arranged otherwise prior to the event. 
 

6.  Upon departure, all lights must be turned off, doors locked and thermostats    

      returned to normal settings. 
 

7. Clean up: floors should be swept and trash placed in the outdoor dumpster.  Spills 

should be mopped with a cleaning solution of vinegar and water only.  Otherwise, 

tiled floors will be mopped by the Association’s custodian. 
 

 8.  Abusive or foul language, violent behavior, and drug or alcohol abuse are      

           strictly prohibited on Association premises. Any person exhibiting such        

           behavior will be required to leave the premises. 
 

 9.  Any person or group must sign the “Facility Reservation Request and  

                 Agreement” form prior to reservation of Association facilities. 

 

Insurance 
 

 For all non-Association-sponsored events, the group or person using the facilities  

must submit proof of one of the following: (1) liability insurance coverage in the amount 

of at least $1,000,000; or (2) event insurance of at least $1,000,000; or (3) certificate of 

insurance with similar limits listing the Association as additional insured.  The 

Association will contact the insurer for written confirmation of appropriate insurance 

coverage.  The user must also sign a “Facility Use and an Indemnity and Hold Harmless 

Agreement. 
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CHARLESTON BAPTIST ASSOCIATION 

Facility Reservation Request and Agreement 

 

 

Name of person or organization requesting use of facilities:_____________________ 

 

_____________________________________________________________________ 

 

 

__ Association member Church     __ Association/Church-Sponsored Ministry    

  

__ Non-Association Southern Baptist Church      

 

__ Non-Association/Non-Southern Baptist Church/Group/ Organization 

  

Contact Information: 

 

Address:_____________________________________________________________ 

 

Phone Number:________________________________________________________ 

 

E-Mail Address: _______________________________________________________ 

 

If the requested use is by an organization not affiliated with the Association, please briefly 

state the organization’s mission and purpose:  

       

_____________________________________________________________________ 

 

      _____________________________________________________________________ 

 

     Please list the organization’s website, if any:__________________________________ 

 

     Please list the names of the organization’s office-holders and leaders:______________ 

 

     ______________________________________________________________________ 

 

     ______________________________________________________________________ 

 

     ______________________________________________________________________ 

 

    Regardless of type of user, please describe which Association facilities you are        

     requesting use of and the purpose for which you intend to use the facilities:_________ 

 

     _____________________________________________________________________ 

 

     _____________________________________________________________________ 
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 What date(s) and time(s) are you requesting to use the facilities:____________________ 

 

  _______________________________________________________________________ 

 

 ________________________________________________________________________ 

 

 ________________________________________________________________________ 

 

    I affirm that: 
 

 1.  I understand that the Association does not allow its facilities to be used in a  

      way that contradicts its faith or by persons or groups advocating beliefs  

     that contradict the Association’s faith. 
 

 2.  To the best of my knowledge the purpose for which I am requesting use of  

      Association facilities will not contradict the Association’s faith, and I commit  

      to promptly disclose any potential conflict of which I am aware or become       

                 aware to Association staff. 
 

 3.  I am not aware of any beliefs that are professed by me or the organization I  

      represent and which is requesting use of the Association’s facilities that        

                 contradict the beliefs of the Association. I agree to promptly disclose any 

      potential conflicts in belief to Association staff. 
 

 4.  I understand that upon approval of my facilities use request, I will need to        

                 provide a security deposit (The amount is listed in the “Facility Use Rates”);    

     proof of insurance for at least $1,000,000 of liability coverage or event  

     insurance or a certificate of insurance; and any other fees required by the    

     Association. 
 

 5.  I understand that the Association does not allow its facilities to be generally 

      available to the public, and that my use of these facilities is subject to the       

                 Director of Missions’ approval, which is conditioned in part on my agreement 

      to the requirements in the “Association Facility Use Policy,” a copy of which 

      I have read and understood. 
 

 6.  I understand that I will be responsible for any damages to the Association        

                 facilities resulting from this proposed use of facilities. 
 

7.  The Association believes disputes are to be worked out between parties without        

     recourse to the courts. See, generally, Matthew Chapter 18 and 1 Corinthians        

                 Chapter 6. Accordingly, users of the facility agree to attempt resolution of any 

      disputes through Christian mediation. 

 
 ____________________________________   _____________________________

 Name         Date  
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1. The pool will be reserved for three hours under this schedule: 

 

a. Monday through Saturday; 9-12; 12-3; 3-6; 6-9. Sunday: 12-3 and 3-6. 

 

b. No use of the swimming pool will be permitted after 6:00 p.m. on Sunday. You 

are  expected to vacate the pool at the end of your time period. A $5.00 charge 

will be made  for each pool booking. 

 

2. No alcoholic beverages or fireworks permitted at any time. 

 

3. Christian attitude, actions and dress will be the acceptable standard at all times. 

 

4. All activities on campgrounds will cease by 10:00 p.m. 

 

5. If you arrive early, and another group is using the area that you have reserved (e.g. 

Swimming Pool), wait in another area of the grounds until the other group has vacated 

the area. 

 

6. No church can schedule the pool on Friday night, Saturday, or Sunday more than once in 

a month. This constitutes a week-end schedule. 

 

7. The following safety rules will be enforced at the pool: 

 a.  NO food or drinks in pool area. 

 b.  NO swimming without adult supervision. 

 c.  NO running or horseplay in pool area. 

 d.  NO unauthorized persons in pool area. 

 e.  PROPER swimming apparel will be worn. 

 f.  Pool MUST BE LOCKED when unattended. 

 

8. Each church will be issued one key to pool. It is church’s responsibility to lock pool 

before leaving. 

 

9. Buildings and Grounds will be inspected daily. If damage results from your group’s   

activities, you will be expected to pay the costs. You should check the facilities before 

your activities begin, report any damages that you discover so that your group will not be 

charged for it. 
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STAFF MANUAL 

 

1.  Relationships 

 

  (1) Churches: As the staff positions reflect direct needs in the local churches and the  

  local area, the work of the associational staff should relate to and benefit directly  

  or indirectly the churches comprising the Association. 

  (2) The Association: Staff members are employed to serve and be resource persons  

  for the Association’s Executive Board committees and program organizations,  

  and are responsible through the director of missions to the Association. 

  (3) The Missouri and Southern Baptist Convention: 

 

    (a)  Knowledge of and cooperation with convention programs and   

   activities related to each work or program is expected. 

    (b)  Attendance at such retreats, conferences, and conventions as pertain to 

   the work shall be encouraged and permitted as schedule and finances  

   permit. 

    (c)  Close cooperation with convention personnel related to the position is  

   encouraged. 

 

2.  Staff Supervision 

 

  (1)  All of the Association’s employed staff are to be supervised in their work by the 

 Director of Missions. 

 

  (2)  The Association maintains a Personnel Committee whose responsibilities include: 

 recommending staff policies, salary and benefit schedules, developing job descriptions; 

 and serving to counsel with those employees who desire this or with who it becomes 

 necessary.  

 

3. Employment 

 

  The Association’s Staff are all employees of the association. 

 

4.  Vacation 

 

  (1)  Vacation is for full-time salaried personnel. Part-time personnel may request leave 

 without pay.  The amount of leave shall be at the discretion of the Personnel Committee. 

 

  One week of vacation will be granted after first year of service. Two weeks will be 

 granted after two years of service and three weeks after ten years of service. 

  Vacations will not be taken during camp times.  Vacation time cannot be accumulated 

 from year to year. Exceptions may be granted with the approval of the Personnel 

 Committee or Director of Missions. 

 

 



2016 Edition 
 

11 
 

  (2)       Ministerial Staff Vacation:  Entrance experience will be determined by the   

  Association upon recommendation of the Personnel Committee and is based upon 

   previous relevant work experience. The weeks of vacation will be determined by  

  using the following chart. 
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Years With the Association 
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  (3)  Vacation may not be accumulated for a subsequent year, except under unusual 

 circumstances and the approval Associational Committee. 

 

 

5.  Holidays 

 

  Associational employees will observe the following holidays: New Year’s Day, Easter 

 (Good Friday), Memorial Day, Independence Day, Labor Day, Thanksgiving and the day 

 following, Christmas Eve, Christmas Day and appropriate days between Christmas and 

 New Year’s as determined by the Association in the Association Calendar. 

 

6.  Sick Leave 

 

  (1)  Sick leave is for full-time salaried personnel. Part-time personnel may request leave 

 without pay. The amount of leave shall be at the discretion of the Personnel Committee. 

 

  One day per each calendar month of service to a maximum of thirty days. In the event the 

 illness exceeds the leave time, it shall be referred to the Personnel Committee. This 

 provision is to meet genuine need and is not to be considered as vacation time. 

 

  (2)  Sick leave for a ministerial staff shall be accumulated at one day per month of service 

 with a maximum of ninety days. In the event the illness extends leave time, it will be 

 referred to the Personnel Committee and/or the Executive Board. Such leave will not be 

 considered as vacation time. 

  (3)  Sick leave shall be granted for bona fide illness, medical, dental or optical 

 appointments. Sick leave is also authorized when a member of the employee’s immediate 

  family is ill and requires care and other provisions cannot be made. 

  (4)  Any accumulated sick leave will be canceled upon termination of employment. 

 

7. Personal Leave 

 

 Full-time salaried personnel will be allowed to take off one day, without pay, per month for 

personal reasons. Personal leave must be scheduled in advance with the Director of Missions. 

 

8.  Benefit Schedule 

 

 1. Salary: 

 

 The salary for each employee shall be established upon recommendation of the Personnel 

Committee and approved by the Executive Board and/or the Association in Annual Session. 

 

 The Director of Missions and Secretary shall schedule with the Treasurer the timetable for 

salary disbursements. All part-time employees will be paid their salary upon submittal of 

their time sheet to the treasurer. 
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 2.  Retirement: 

 

 The Association shall fund ten per cent of the annual base salary and housing for a retirement 

program for the Director of Missions. Other eligible full-time associational employees may 

also be included in a retirement program after five years of service; the Association will 

contribute twice the amount the member contributes, up to $600.00. The retirement plan will 

be that provided by the Southern Baptist Convention Annuity Board. 

 

 3.  Hospitalization: 

 

 A major medical hospital insurance plan will be provided by the Association for the Director 

of Missions and dependents. 

 

 4.  Workman’s Compensation: 

 

 Workman’s Compensation is provided in a plan covering all associational employees. 

 

 5.  Social Security: 

 

 Social Security taxes will be paid for each employee required by Federal Law. 

 The Association’s share will be provided to the Director of Missions. 

 

9.  Study and Conference Leave: 

 

 1.  Full-time salaried personnel are encouraged to schedule one study or training conference 

away from the association. Maximum time away from the office would be three days. The 

Association would reimburse for expenses incurred. Study or training conferences time must 

be approved by the Director of Missions. 

 

 2.  Ministerial Staff is permitted up to four weeks of personal study or training conferences 

away from the association. They are expected to attend job related denominational 

conferences and conventions on state and SBC levels. Conference and convention expenses 

will be covered up to the amount set in Associational Budget. 

 

10.  Termination: 

 

 The Charleston Baptist Association anticipates the staff persons will have a happy and 

successful tenure as part of the association. Every effort possible will be made to assure that 

each staff person is satisfied with his position. Through frequent conferences, counseling, 

and evaluations, staff persons are assisted in their personal development to achieve maximum 

results from their gifts, skills, and talents. It is recognized that there will develop those 

situations and circumstances wherein employees terminate their work at their own initiative, 

or termination is initiated by appropriate staff and/or committee. 
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  (1)  Termination at the Employee’s Initiative: 

 

  The employee will be expected to submit written notice to his supervisor, making clear 

 his reasons for leaving, and the effective date of leaving. Maximum notice is desired. At 

 least two weeks is required. Unused vacation, with approval of personnel committee, may 

 be considered as part of the two-week notice. Payment will be made for unused vacation. 

 

  The employee will: 

 

 1.   Explain reason for leaving. 

 2.   Arrange for his work to continue with minimum interruption. Notes relative to the 

 position should be given to his supervisor. 

 3.   Remove personal items from desk, walls, and cabinets. 

 4.   Assist in training a replacement if desired. 

 

Turn over all keys and associational belongings to supervisor. 

 

Termination of Employment by the Association: 

 

Termination of an employee will occur only after every effort possible has been made to 

encourage the employee to achieve an acceptable standard of performance in his position, 

through counseling, close supervision, and personal improvement opportunities. Recognizing 

that there are cases where the termination of an employee’s services becomes necessary, the 

following is a list of reasons for a decision of this nature. 

 

 1.  A continual demonstration of incompetence and inability to handle the job. 

 2.  Disruptive influences on work processes, unresolved interpersonal relations or public  

      relations. 

 3.  Conduct and behavior incongruous with principles and stated objectives of the          

                 Association. 

 4.  Habitual violation of the policy or procedure. 

 5.  Unwillingness to personally improve skills and/or a desire to accomplish tasks. 

 

Normally, the terminated employee will be given two weeks’ notice. The person may take 

unused pro-rated vacation and personal leave during this period. Payment will be made for 

unused vacation. 
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(3) EXCEPTIONS 

 

 1.   OTHER PERSONEL:  In case of refusal to perform duties, or gross misconduct  

  such as obvious theft, willful destruction of the Association’s property or public 

  Wrongdoing, an employee can be terminated immediately without warning or  

  notice. Payment will be made for unused vacation but not for personal leave. Two 

  weeks’ severance pay shall be provided by the Personnel Committee. 

 

 

 2. DIRECTOR OF MISSION’S:  The director of missions may be terminated only if 

  Executive Board members receive written notification fourteen days in advance of 

  the meeting at which termination discussions will be held.  The Executive Board  

  shall establish the severance provisions. 

 

 

 

Rules and Procedures for Eligibility and Contribution 

 

With this document the Charleston Baptist Association (“Association”) sets forth its rules and 

procedures under the provisions of the 403(b) (9) Retirement Plan for Southern Baptist Churches 

(“Plan”). The Plan incorporates these rules and procedures under the Basic Plan Document. 

 

Words that are capitalized in this document are defined terms, which have the same meaning as 

used in the Basic Plan Document. 

 

The effective date of these rules and procedures is January 1, 2009. These rules and procedures 

remain in effect until they are changed by the Association. 

 

Only employees who receive W-2 income are eligible to participate in the Plan. 

 

Section 1 --- Compensation 

 

The following items shall be considered as compensation for purposes of determining 

contributions to the Plan. 

 

 1.  Regular pay as reported on Form W-2 

 2.  Overtime pay as reported on Form W-2 

 3.  Bonus pay as reported on Form W-2 

 4.  Minister’s housing allowance 

 

Section 2 - - - Employee Contributions (from their own pay) 

 

All employees will be eligible to make tax sheltered contribution and/or paid contributions, 

including Roth Elective Deferrals. 
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An eligible employee can begin participation in the Plan on the first day that the employee meets 

the Plan’s eligibility requirements as delineated in Section 3. 

 

While employed with the Association, an eligible employee may make tax sheltered contribution 

to the Plan. 

 

In addition to tax sheltered contributions, eligible employees may also make Roth Elective 

Deferrals and Tax Paid Contributions. 

 

Section 3 - - - Employer Contributions 

 

Only employees who regularly work 20 hours or more per week will be eligible to receive 

employer-provided contributions to the Plan. 

 

A non-matching employer-paid contribution will be provided to eligible employees each month 

as approved in the Association’s Annual Budget. 

 

No additional requirements exist to receive employer contributions. 

 

Section 4 - - - Current and Former Investment Providers and Vendors Approval for Contract  

  Exchanges 

 

GuideStone is the sole investment provider under the Plan. 

 

This means that no contributions will be made, were ever made, and/or funds ever transferred to 

a 403 (b) investment provider or vendor than GuideStone for any participant in the Plan after 

December 31, 2004. In addition, no contract exchanges can be permitted by the Association. 

 

Rules and Procedures 

 

By signing below, the Association by its duly authorized officer or other representative hereby 

agrees to the rules and procedures and investment providers of the Association as indicated 

above. The Association, by its duly authorized officer or representative has executed this 

document, on this 19
th

 day of January, 2009. 

 

Name of association:  Charleston Baptist Association 

 

Authorized officer or representative signature: ______________________________________ 

 

Printed name: ________________________________________________________________ 

 

Title: _______________________________________________________________________ 
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POSITION DESCRIPTION 

 

 

 

Title: Director of Missions 
 

Recruited by:  The Personnel Committee and Additional Members 

 

Employed by:  Charleston Baptist Association Executive Board 

 

Supervisor:  The Personnel Committee/Executive Board 

 

Principal Function:  The Director of Missions is responsible for providing administrative 

leadership for the Association, its Executive Board, its programs, staff, committees, and 

facilities. 

 

Responsibilities: 

 

 1.   Plan, conduct, evaluate, research, and study projects to discover and meet needs  

       within the Association and update associational programs in keeping with needs. 

 2.   Assist churches in planning and accomplishing their objectives. 

 3.   Assist pastors and churches in need of counsel and guidance. 

 4.   Work with churches as needed and requested in their search for a pastor or other staff            

                  members. 

 5.   Lead in planning and coordinating a calendar and budget for the Association. 

 6.   Provide leadership in locating and developing new work in areas of need as well as        

                  mission and ministry needs. 

 7.   Serve as associational and denominational communication/contact agent. 

 8.   Provide assistance to Nominating Committee in the enlistment of leaders for program       

                  organizations, committees, and officers, etc. 

 9.   Inform the people of the work of the association; publish an associational newsletter. 

 10. Provide an orientation session on the association for new church staff members and       

                  their wives.  

 11. Work with the Annual Meeting Program Planning Committee to develop, publicize,        

                  and coordinate annual session’s programs. 

 12. Serve as chairperson of the Association Council and ex-officio member of all     

                  Committees. 

 13. Shall be responsible for employment and dismissal of office personnel in consultation 

       with Personnel Committee. 

 14. Work with appropriate committees, directors and camp programs, and Buildings and       

                  Grounds Committee in the care of facilities for the associational camp. 

 15. Perform any other duties necessary to the smooth and efficient operation of the       

                  Association. 
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Relationships and Qualifications: 

 

 1.  Responsible to work with the staff and agencies of the Missouri Baptist Convention        

                 and the Southern Baptist Convention. 

 2.  Should be a committed Christian with a call to missions and evangelism. 

 3.  Should have experience in an knowledge of the Southern Baptist Convention         

                 churches, doctrine, programs, and relationships. 

 4.  Education should be adequate to function at a high level of efficiency capable of       

                 dealing with the constituency of the association. 

 5.  Have experience and demonstrated involvement in associational work and an ability to 

      plan, conduct, and evaluate the work of the association. 

 

Title:  Secretary 
 

Recruited by:  Director of Missions 

 

Employed by: Director of Missions in consultation with Personnel Committee 

 

Supervisor:  Director of Missions 

 

Principal Function:  Serve as secretary for the director of missions and provide secretarial 

support for associational program. 

 

Qualifications: 

 

 A.  An active Christian and membership in one of the local churches in the Charleston       

                  Baptist Association. 

 B.  Efficient in secretarial skills and operation of office equipment. 

 C.  Have the ability and attitude to keep confidential matters. 

 D.  An attractive personality, able to work with people and meet general public. 

 

Responsibilities: 

 

 A.  Director’s Secretary:  The Director’s Secretary will: 

 

  1.  Be an assistant to the Director. Relieves the Director of details. Be loyal and  

       discreet. 

  2.  Maintain a bureau of information. Maintain annuals, mailing lists, resource  

       books, and calendar and audio-visual lists, to be of assistance to those needing  

       such information. 

  3.  Serve as personal secretary to Director. 

  4.  Maintain correct copy of Associational Calendar and Director’s Calendar. 

  5.  Receive and dispatch telephone calls and messages. 

  6.  Serve as office receptionist, making appointments and receiving visitors. 

  7.  Perform other duties as requested by Director. 
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 B.  Office Manager:  The Office Manager will: 

 

  1.  Supervise any volunteer, part-time help. 

  2.  Prepare and distribute Informer. 

  3.  Schedule work and materials for organizational leaders, committee chairman. 

  4.  Be responsible for maintaining office supplies and schedule routine machine  

       maintenance. 

  5.  Write checks for current bills to be signed by treasurer. 

  6.  Make deposits of funds and credit appropriate accounts. 

  7.  Maintain Associational Books and Reports, preparing monthly and annual  

       records. 

 

 C. Accountability: 

 

  1.  Shall be accountable to Director of Missions. 

  2.  Shall have recourse to Personnel Committee of unresolved problems. 

 

Title:  Caretaker 

 

Recruited by:  Director of Missions 

 

Employed by: Director of Missions in consultation with Personnel Committee 

 

Supervisor:  Director of Missions 

 

Principal Function:  To serve as general caretaker of campground through maintenance and 

upkeep. 

 

Qualifications: 

 

 A.  An active Christian and membership in one of the local churches in the Charleston  

       Baptist Association. 

 B.  Basic knowledge in operating machinery 

 C.  Basic maintenance skills 

 D.  Physical condition that will allow routine labor and outside work. 

 

Responsibilities: 

 

 A.  Ground upkeep including mowing as needed, trimming, picking up limbs, trash and  

       other debris. 

 B.  Pool service including cleaning, chlorination, filling, back flushing, and emptying. 

 C.  Touch-up painting, minor carpentry, electrical and plumbing repairs, and changing       

                  lights. 

 D.  Cleaning dining hall, dormitories and tabernacle as needed. 

 E.  Winterize building, equipment and grounds as needed. 
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 F.  Supervision of other repairs. 

 G.  Provide reports to Director of Missions and Building and Grounds Committee as to       

                  condition of campgrounds and needs. 

 

Title:  Custodian 
 

Recruited by:  Director of Missions 

 

Employed by: Director of Missions in consultation with Personnel Committee 

 

Supervisor:  Director of Missions 

 

Principal Function:  To provide general custodial service for office. 

 

Qualifications: 

 

 A.  An active Christian and membership in one of the local churches in the Charleston     

                  Baptist Association. 

 B.  Basic knowledge in custodial responsibilities. 

 C.  Available to work after 4:00 PM on Fridays or Saturday when the office is closed. 

 

Responsibilities: 

 

 A.  General cleaning of offices, workroom, restrooms, conference room, reception area    

                  and halls. 

 B.  Each week will:  Vacuum, dust, clean restrooms, empty and burn trash, sweep porch      

                  and sidewalk, clean sink and wash dishes. 

 C.  As needed will:   Mop, wax floors, clean windows. 

 D.  Check all paper supplies in restrooms and workroom. 
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TASK DESCRIPTION FOR EXECUTIVE BOARD MEMBERS 

 

A.  Election: 

 

 Each Executive Board member shall be elected by his/her local church and ratified by the 

 Association at the Annual Meeting. The board will include: (a) the elected officers of the 

 Association; (b) the chairperson of the Association’s standing committees, department 

 directors; (c) the pastor, staff member, and a lay member from each member church, and 

 mission church pastors. 

 

B.  Qualifications: 

 

 An Executive Board member shall be: 

 

 1.  An active member of a church affiliated with the Association. 

 2.  Selected by the local church that person represents. 

 3.  Should be committed to and supportive of the Association and its work. 

 4.  Should be willing to attend meetings of the Executive Board. 

 

C.  Responsibilities: 

 

 1.  Attend at least 60 percent of the meetings of the Executive Board. 

 2.  Be willing to support the programs, plans, and activities of the Association. 

 3.  Serve on any committee as requested. 

 4.  Report the activities, programs, and plans of the Association to the church that the     

                 member belongs to. 

 

D.  Meetings, Records, and Reports: 

 

 1.  The Associational Executive Board shall meet quarterly and at other times as it deems     

                 necessary. The moderator may call special meetings of the Executive Board as    

                 specified by the Constitution. 

 2.  Records. Detailed records of the meetings of the Executive Board members shall be    

                 kept in the associational office. 

 3.  Reports. A summary of action taken by the Executive Board shall be made at the    

                 annual meetings. 
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TASK DESCRIPTION OF THE EXECUTIVE COMMITTEE 

OF THE EXECUTIVE BOARD 

 

A.  Membership: 

 

 This committee shall be composed each year of the Moderator, Vice-Moderator, Clerk, 

 Treasurer and Director of Missions. If any of these shall be paid employees of the 

 Association, the Executive Board shall elect a corresponding number of its members to 

 serve as members of the committee. 

 

B.  Duties: 

 

 The Executive Committee of the Executive Board: 

 

 1.  Shall act for the Executive Board in the transaction of general business between    

                 meetings of the Executive Board. 

 2.  Shall serve as Advisory Committee in regard to modification and changes in the    

                 Policy Manual and make appropriate recommendations to the Executive Board. 

 

C.  Meetings, Records and Reports: 

 

 The Executive Committee of the Executive Board: 

 

   1.  Shall meet at the call of the Moderator or Director of Missions. 

   2.  Shall meet at such other times as is necessary to perform duties. 

   3.  Shall report to the Executive Board. 
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TASK DESCRIPTION FOR THE MODERATOR 

 

A.  Election: 

 The moderator shall be nominated by the Nominating Committee and elected by the 

 Association in the Mid-Year Meeting, and installed at the closing session of the Annual 

 Meeting. The moderator may serve for two years, consecutively, and shall not succeed 

 himself. 

 

B.  Qualifications:  The Moderator: 

 1.  Should be a person of outstanding spiritual maturity and commitment. 

 2.  Should be cooperative and supportive of the work of the Association and the     

                 denomination as a whole. 

 3.  Should be familiar with the structure of the Association and have a working     

                 knowledge of parliamentary procedures. 

 

C.  Responsibilities:  The Moderator: 

 1.  Shall support, promote, and give leadership to the ministries of the Association by      

                 whatever appropriate means are available to him. 

 2.  Shall preside over meetings of the Association and Executive Board. 

 3.  Shall be ex-officio member of all committees and the Associational Council. 

 4.  Shall appoint, at least six months before the Annual Meeting of the Association, a    

                 Committee on Committees composed of five members. 

 5.  Shall appoint committees that the Association or Executive Board deem necessary,    

                 including the Memorial, Resolution and Time, Place, Preacher Committees. 

 6.  Shall serve as one of the persons authorized to sign checks and withdrawals in the     

                 name of the Association. 

 7.  Shall serve as chairman of the Executive Committee. 

 

TASK DESCRIPTION FOR THE VICE MODERATOR 

 

A.  Election: 

 The vice-moderator shall be nominated by the Nominating Committee and elected by the 

 Association at the Mid-Year Meeting, and installed at the closing session of the Annual 

 Meeting. 

 

B.  Qualifications:  The Vice-Moderator: 

 1.  Should be a person of outstanding spiritual maturity and commitment. 

 2.  Should be cooperative and supportive of the work of the Association and the    

                 denomination as a whole. 

 3.  Should be familiar with the structure of the Association and have a working     

                 knowledge of parliamentary procedure. 
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C.  Responsibilities:  The Vice-Moderator: 

 1.  Shall support and promote the ministries of the Association by whatever appropriate       

                 means are available to him. 

 2.  Shall assist the moderator and be ready to assume the responsibilities of moderator as    

                 may be required. 

 3.  Shall serve on the Associational Council and Executive Committee. 

 

 

TASK DESCRIPTION FOR THE CLERK 

 

A.  Election: 

 The clerk shall be nominated by the Nominating Committee and elected by the 

 Association at the Mid-Year Meeting and installed at the closing session of the Annual 

 Meeting with the right of succession. 

 

B.  Qualifications:  The Clerk: 

 1.  Should have an aptitude for keeping and preserving records. 

 2.  Should have a cooperative and supportive spirit concerning the work of the        

                 Association and denomination. 

 

C.  Responsibilities:  The Clerk: 

 1.  Shall support and promote the ministries of the Association by whatever appropriate    

                 means are available. 

 2.  Shall record and preserve all transactions of the Association and the Executive Board. 

 3.  Shall notify the proper persons of needed actions or considerations relating to actions  

      taken by the Association or Executive Board. 

 4.  Shall distribute annual church letter forms and request reports to the member      

                 churches, committees, and program councils to be used in compiling statistical     

                 records and reports. 

 5.  Shall supervise the preparation, publication, and distribution of the annual minutes. 

 6.  Shall supervise the registration of messengers for the annual sessions and member    

                 attendance of the Executive Board. 

 7.  Shall serve as a member of the Associational Council. 

 8.  Shall serve as one of the persons authorized to sign checks and withdrawals in the    

                 name of the Association. 
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TASK DESCRIPTION FOR THE ASSISTANT CLERK 

 

A.  Election: 

 The Assistant Clerk shall be nominated by the Nominating Committee and elected by the 

 Association at the Mid-Year Meeting and installed at the closing session of the Annual 

 Meeting with the right of succession. 

 

B.  Qualifications:  The Assistant Clerk: 

 1.  Should have an aptitude for keeping and preserving records. 

 2.  Should have a cooperative and supportive spirit concerning the work of the   

      Association and denomination. 

 

C.  Responsibilities:  The Assistant Clerk: 

 1.  Shall support and promote the ministries of the Association by whatever appropriate        

                 means are available. 

 2.  Shall assist the clerk and be ready to assume the responsibilities of clerk as may be    

                 required. 

 

 

TASK DESCRIPTION FOR THE TREASURER 

 

A.  Election: 

 The treasurer shall be nominated by the Nominating Committee and elected by the 

 Association at the Mid-Year Meeting and installed at the closing session of the Annual 

 Meeting with the right of succession. 

 

B.  Qualifications:  The Treasurer: 

 1.  Shall possess competence in basic good business practices, accounting procedures and 

      skills. 

 2.  Should have a cooperative and supportive spirit concerning the work of the     

                 Association and denomination. 

 

C.  Responsibilities:  The Treasurer: 

 1.  Shall support and promote the ministries of the Association by whatever appropriate    

                 means are available to him/her. 

 2.  Shall be responsible to have all funds received, deposited and disbursed, keeping    

                 accurate records of such transactions. 

 3.  Shall sign necessary legal documents as Treasurer of the Corporation. 

 4.  Shall serve as one of the persons authorized to sign checks and withdrawals in the    

                 name of the Association. 

 5.  Shall serve as ex-officio member of the Budget Committee. 

 6.  Shall serve as a member of the Associational Council. 
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TASK DESCRIPTION FOR THE ASSISTANT TREASURER 

 

A.  Election: 

 The Assistant treasurer shall be nominated by the Nominating Committee and elected by 

 the Association at the Mid-Year Meeting and installed at the closing session of the 

 Annual Meeting with the right of succession. 

 

B.  Qualifications:  The Assistant Treasurer: 

 1.  Should possess competence in basic good business practices, accounting procedures    

                 and skills. 

 2.  Should have a cooperative spirit concerning the work of the Association and      

                 denomination. 

 

C.  Responsibilities:  The Assistant Treasurer: 

 1.  Shall support and promote the ministries of the Association by whatever appropriate             

                 means are available to him/her. 

 2.  Shall assist the Treasurer and be ready to assume the responsibility of treasurer as may            

                 be required. 
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FINANCIAL POLICIES AND PROCEDURES 

 

1.  The Administrative Team shall develop an annual associational budget after soliciting input    

     from the ministry teams and committees.  The Administrative Team shall recommend the  

     proposed budget to the Association for approval at the Annual Meeting.  Following adoption  

     by the Association, this budget shall guide the expenditure of the Association’s funds during     

     the new fiscal year. 

 

     The associational budget may be amended at any time during the fiscal year upon the   

      recommendation of the Administrative Team and the approval of the Executive Board. 

 

2.  Expenditures will be made by the Treasurer or other authorized representative in accordance  

     with the adopted budget. 

 

3.  The Treasurer, Assistant Treasurer and Bookkeeper shall be authorized to sign checks for   

     expenditures on behalf of the association.  Two signatures shall be required on each check  

     unless written authorization is granted by the Director of Missions for one signature only. 

 

4.  At the close of the fiscal year, all budget account balances shall be transferred into the  

     operating fund unless other designations are proposed by the Administrative Team and   

     approved by the Association. 

 

5.  Financial reports will be generated monthly and given to the Executive Board and the    

     Administrative Team.  Summary reports will be given at the Mid-Year and Annual Meeting    

     Sessions. 

 

6.  The Administrative Team shall be responsible for conducting an annual audit of the  

     Association’s financial records.  In addition, the Administrative Team shall enlist the services   

     of a professional accounting firm to conduct a full audit of the Association’s financial records  

     and practices no less often than every five years. 

 

7.  The fiscal year of the Association shall be October 1 through September 30. 

 

8.  The Executive Board or the Association meeting in Mid-Year or Annual Sessions must  

     authorize major expenditures that are not provided for in the budget. 
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9.  The use of the Association’s credit card shall be governed by the following guidelines: 

 

 a.  Only those individuals authorized by the Association or the Executive Board may be  

                 eligible to use the credit card. 

 b.  The credit card shall only be used for the Association’s purchases.  No personal  

                 purchases may be placed on the Association’s credit card. 

 c.  All credit card receipts shall be submitted to the Bookkeeper within 30 days of any  

                 transactions. 

 d.  All credit card transactions shall be made in compliance with the Association’s        

                 approved budget. 

 e.  Should the Association’s credit card be lost, stolen or otherwise subject to fraudulent  

                activity, the credit card company should be immediately notified after discovery of the  

                problem. 

 

 

ASSOCIATION SPENDING POLICY 

 

In order to monitor the cash flow on a monthly basis within the budget of the Charleston Baptist 

Association the following spending policy will be in place: 

 

1. All budgeted purchases up to $1000 will require a purchase order/acknowledgement  

            secured from the Associational office (by means of written order or written  

            acknowledgement from DOM or assistant).  Purchases must also have Ministry Team  

            Co-leaders approval prior to purchase.   

 

2. Missouri state sales tax is not to be paid because the Association is tax-exempt in 

Missouri only.  Copies of the Missouri tax-exempt letter are available in the Association 

office.  If a receipt is turned in for reimbursement and the tax-exempt letter  

            has not been used, only the amount minus the sales tax will be reimbursed or in the  

            case of a credit card charge the charging party will be responsible for the tax. 

 

3. Exceptions to this policy are as follows: 

a. Utilities 

b. Debt Retirement 

c. Cooperative Program and Missions 

d. Breakdown in Mechanical Equipment 

e. Payroll Checks 

 

4. Items from $1001 to Budget line amount will require purchase order and  

            Administrative Team affirmation. 

 

5. Non-budgeted items of $1000 or less will require DOM and appropriate Ministry Team  

            Co-leader affirmation and a purchase order/acknowledgement.  Funds also must be  

            secured from another Ministry team’s funds to balance the budget. 
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6. Non-budgeted items over $1000 must be approved by the DOM, the Administrative 

Team and either the Association or the Executive Board. 

 

7. No binding contracts for the Association may be made without the approval of the 

Administrative Team and the DOM. 

 

8. Funds can be transferred between Ministry Teams provided the involved Ministry Team 

Co-leaders and the Administrative Team agree to this. 

 

9. The Administrative Team may establish subgroups to facilitate spending, cash flow, 

budget formation, audits, etc. 

 

 

 

    


