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Article I 

Name and Mission 

Section 1:   Name 

 

The Name of the Church shall be Baptist Temple Church of Victoria, Texas.  Herein referred to as 

"the Church". 

Section 2:   Mission Statement 

 

Our mission is to be a ministering body of Christ, worshipping, proclaiming, teaching, nurturing, 

and growing together in love and unity under the guidance of the Holy Spirit. 

Article II 

Church Government and Membership 

Section 1: Government 

This sovereign Baptist Church under the Lordship of Jesus Christ retains unto itself the exclusive 

right to the earthly life of this Church.  The membership reserves the exclusive right to determine 

who shall be members of this Church and the condition of such membership.  This Church is a 

democracy, its authority vested in its members, as set forth herein.  The Church is subject to the 

control of no other ecclesiastical body, but enjoys mutual counsel and cooperation with other 

churches of "like faith and order." 1  Insofar as is practical, this Church will cooperate with and 

support the Guadalupe Baptist Association, the Baptist General Convention of Texas, and the 

Southern Baptist Convention. 

Section 2: Candidacy 

Any person may become a candidate for membership in the Church.  All candidates desiring to 

become members of the church shall be presented to the church for election to membership at any 

regular church business meeting after review by the Pastor(s) and/or Deacons.  The candidate shall 

be presented for membership in any of the following ways: 

1.  By profession of faith and Baptism according to the policies2 of this Church; OR 

By promise of a letter of recommendation from another Baptist church of "like faith and order"; 

OR 

By statement of prior conversion experience and Baptism of "like faith and order" where no letter 

is obtainable; AND 

2.  The affirmative vote of the Church. 

Should there be any dissent as to any candidate becoming a member of the Church, the affirmative 

vote of ¾ of those members present at the Church business meeting shall be required to elect such 

candidate to membership. 

 

1. "like faith and order" means the meaning and the mode of the ordinance or doctrine is the same as the Church's 

meaning and mode of that ordinance or doctrine. 

2. Baptism policy (see Article IV, Church Ordinances of this Constitution) 
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Section 3: Rights, Duties and Responsibilities 

There are several rights, duties and responsibilities that come with church membership. 

1.  Participation and voting at any and all church conferences is reserved for those church members 

who are in attendance at said meeting or who have made prior arrangements for absentee voting. 

2.  Every member of the Church is responsible to obey the commands of God's Word in 

demonstrating a growing, maturing relationship with Christ; being actively involved in service to 

the Body with their respective gifts and abilities; faithfully and regularly bringing their tithes and 

offerings to support the local church; and aggressively seeking to evangelize and minister to a lost 

world. 

3.  Church members are responsible to abide by the consensus of the Church regarding matters of 

faith and practice as expressed in this Church Constitution and Bylaws and submit to the procedures 

duly developed in support of this Church Constitution and Bylaws. 

4.  It shall be the responsibility of all the members to care for those who are noticeably absent from 

the ministry and service of the church (Hebrews 10:23-25).  Attention should be given to them in a 

spirit of loving concern and attempts made to determine the reasons for their absence and restore 

him/her into the active ministry and service of the Church. 

Section 4: Termination of Membership 

Membership shall be terminated in the following ways: 

1.  death of the member, 

2.  dismission to another Baptist church, 

3.  exclusion by action of the Church (see Section 5), or 

4.  erasure upon request or verification of membership in a church of another denomination 

Section 5: Restoration of Church Members 

It shall be the practice of this Church to emphasize to its members that every reasonable measure 

will be taken to assist any troubled member.  The attitude of members toward one another shall be 

guided by a concern for restoration rather than punishment. 

Should a member become an offense to the Church by reason of immoral or unchristian conduct it 

shall be the responsibility of the Church to take steps to resolve the offense in accordance with 

Matthew 18:15-20 and I Corinthians 5:1-13. 

If during the process of Christian discipline the member withdraws membership voluntarily but 

continues in the identified sin, the Church shall be responsible to seek the sinning individual's 

restoration through the process outlined in Scripture above. 

If after removal of fellowship the sinning individual repents, he or she shall be joyfully restored 

back into fellowship. (II Corinthians 2:5-9) 

The actions described in this section must at all times be carried out with a gentle, loving and humble 

attitude with a sensitivity to God's timing, and with the ultimate goals of glorifying God, purifying 

the Church, and restoring the individual. 

Section 6: Dissolution Clause 

In the event that Baptist Temple Church Victoria, Texas ceases to exist any remaining assets shall 

be conveyed to a similar non-profit organization qualifying for tax exempt status under Section 

501(c)(3)of the Internal Revenue Code, as amended, or as they hereafter be amended. 
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Article III 

Church Officers and Staff 

Section 1: Church Officers 

The officers of this Church shall be the Pastor, the Ministerial staff, the Deacons, a Moderator, a 

Clerk, a Treasurer, and Trustees. 

1. Pastor 

The Pastor is responsible for leading the Church to function as a New Testament church.  The Pastor 

will lead the congregation, the organizations, and the Church staff to perform their tasks. 

The Pastor is leader of pastoral ministries in the Church.  As such he works with the Deacons and 

Church staff to: (1) lead the Church in the achievement of its mission, (2) proclaim the Gospel to 

believers and unbelievers, and (3) care for the Church's members and other persons in the 

community. 

Upon the recommendation of the Ministerial Staff Selection Committee (Article I, Section 4 BTC 

Policy Manual), the pastor shall be chosen and called by the Church.  The election shall take place 

at a meeting called for that purpose, of which at least one week's notice has been given. 

The Pastor's election shall be by ballot with an affirmative vote of 85% of those present being 

necessary for approval.  The Pastor, thus elected, shall serve until the relationship is terminated by 

his relinquishment or the Church's declaration as herein below provided. 

The Pastor may relinquish the office of Pastor by giving at least two weeks written notice to the 

Church of the resignation or the Church may declare the office of Pastor vacant for cause and the 

Pastor's employment terminated.  Such action shall take place at a meeting called for that purpose, 

which shall be called as and shall constitute a special business meeting.  The meeting may be called 

upon the recommendation of the majority of the Ministry Council or by written petition signed by 

not less than ¼ of the Church members on the active membership roll.  The moderator for this 

meeting shall be designated by the members present by majority vote, and that person shall be 

someone other than the Pastor.  The vote to declare the office vacant shall be by secret ballot, and 

the affirmative vote of 2/3 of the members present shall be necessary to declare the office vacant and 

the Pastor's employment thereby terminated.  Except in instances of gross misconduct by the Pastor, 

upon the Church declaring the office to be vacant, the Church will compensate the Pastor with no 

less than ¼ of his total annual compensation.  The termination shall be immediate and the 

compensation shall be rendered in not more than thirty days. 

2. Ministerial Staff 

The ministerial staff shall be called and employed as the Church determines the need for such 

offices.  A job description shall be written when the need for a staff member is determined.  

Upon the recommendation of the Ministerial Staff Selection Committee (Article I, Section 4 BTC 

Policy Manual), the staff member shall be chosen and called by the Church.  The election shall take 

place at a meeting called for that purpose, of which at least one week's notice has been given. 

The staff member's election shall be by ballot, an affirmative vote of 85% of those present being 

necessary for approval.  The staff member, thus elected, shall serve until the relationship is 

terminated by his relinquishment or the Church's declaration as hereinbelow provided. 

A staff member may relinquish the position by giving at least two weeks’ notice at the time of 

resignation or the Church may declare the position to be vacant for cause and the staff member's 

employment terminated at a meeting called for that purpose. The meeting shall be called upon 

recommendation of a majority of the Ministry Council or by written petition signed by not less than 
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¼ of the church members on the active membership roll.  The vote to declare the office of the staff 

member vacant shall be by secret ballot, and the affirmative vote of two-thirds of the members 

present shall be necessary to declare the office vacant and the staff member's employment thereby 

terminated.  Such vacancy shall be effective immediately unless otherwise so stated.  Except in 

instances of gross misconduct by the staff member, upon the Church declaring the office to be 

vacant, the Church will compensate the staff member with no less than ¼ of his total annual 

compensation.  The termination shall be immediate and the compensation shall be rendered in not 

more than thirty days. 

3. Deacons 

Deacons of the Church shall be ordained to provide spiritual leadership for and service to the 

fellowship of the Church.  They shall guard the unity of spirit within the Church, and shall 

recommend establishment of policies concerning the material interests of the Church and its 

ministries, subject to the will of the Church. 

In accordance with the New Testament, Deacons are to be servants of the Church.  The ministry of 

the Deacon is to serve with the Pastor(s) and shall be to carry out God's work in the Church and 

community in helping the Church members and others in the community any way they can.  Every 

Deacon of the Church is expected to seek out and occupy a chosen place of service in the Church 

program in addition to performing services as a Deacon. Providing they are physically able, all 

Deacons shall actively support, with time and finances, the work of the Lord through the various 

ministries of the Church; are expected to attend the Church worship services, Sunday School, and 

Discipleship Training as leaders or participants. 

The officers of the Deacons will be Chairman, Vice-Chairman, and Secretary.  They shall be elected 

by the Deacon body.  The Pastor(s) shall be an ex-officio member and other ministerial staff shall 

be notified of all Deacon meetings and invited to attend. 

Based upon the recommendation of the Ministerial Staff Selection Committee (Article I Section 4 

BTC Policy Manual), the church shall elect the number of Deacons desired by the Church from 

time to time.  Only those persons who meet the scriptural qualifications set forth in Acts 6:1-6 and 

I Timothy 3:8-13, and who have been members of the Church for at least one year shall be elected.  

Elections shall be by secret ballot after receiving the affirmative vote of 85% of the Church members 

present at a regular business meeting.  Other Deacon nominations may be made from the floor, but 

may not be voted upon until the next regular business meeting.  In the interim, the qualifications and 

willingness of the nominees to serve shall be verified.  Once elected, each candidate will go through 

an orientation period directed by the Pastor(s).  During this period the final decision may be made 

by the committee or candidate to be ordained or withdrawn.  After ordination, Deacons shall serve 

thereafter as long as they are faithful to their duties.  A Deacon may no longer serve if the Deacon 

becomes inactive until such time as the Deacon becomes faithful again, or if requested to separate 

from the Deacon body upon a majority vote by the Deacons present at a meeting of the Deacons 

with advance notice to the Deacon so voted upon. 

There shall be no obligation to recognize a Deacon who comes to this Church from another church 

of like faith, but after six months the Deacon may be considered by the Deacon body, recommended 

to the Church, and elected in the same manner as the other Deacons. 

4. Moderator 

A Pastor shall serve as Moderator, presiding over Church business meetings.  Another member of 

the Ministerial staff (appointed by a Pastor) shall serve as Moderator in the absence of the Pastor.  

In the absence of all Ministerial staff, the Clerk shall call the Church to order and preside for the 

election of an acting Moderator. 

In guarding and maintaining the fellowship of the Church, the aim of the Moderator must be to bring 

about unity among people of different views, ideas, and convictions.  The objectives of the 
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Moderator should be to maintain the spirit of Christian love while presiding, to be fair and courteous 

to all members, to help members understand parliamentary procedures (Robert's Rules of Order) 

without embarrassment to them, to insist that motions be stated and seconded before discussed, to 

suggest that a member make a motion by stating "A motion is in order to," to call on the person who 

makes a motion to discuss it first, to encourage full and free debate by leading members to talk 

through their disagreements and try to avoid trivial matters, to alternate discussions so as to bring 

out both sides of a question by giving a member who has not spoken preference over the one who 

has, to respect the minority who has a right to be heard even though the majority must prevail, and 

to always take the affirmative vote first and the negative vote second. 

The Moderator must maintain a neutral position while presiding.  If the Moderator wishes to debate 

a question under consideration, he should ask an assistant to preside. 

5. Church Clerk 

The Church shall elect a Clerk, upon recommendation of the Nominating Committee, as its clerical 

officer, who shall serve until a successor has been elected.  The Clerk shall be responsible for 

keeping a suitable record of all official actions of the Church and recording minutes of the Church 

business meeting, except as otherwise herein provided.  The Clerk or assistant must be present at all 

Church business meetings to record the results of all matters voted upon.  The Clerk shall record 

information on applicants for Church membership, other decisions, and follow through on all 

necessary correspondence related to the actions.  The Clerk shall be responsible for keeping a 

register of names of members with dates of admission, dismission, death, exclusion, or erasure, 

together with a record of Baptisms and applications of new members who respond to the invitations.  

The Clerk shall preserve on file all communications and written official reports, work with the 

Moderator in preparation of an agenda for Church business meetings, and give required notice for 

all meetings where notice is necessary, as indicated in these Bylaws.  The Clerk shall be responsible 

for preparing the annual letter of the Church to the local association. 

All Church records are Church property and shall be kept in the Church office.  The Clerk shall be 

responsible for the preservation of these records for present and future use by members of the 

Church. 

6. Church Treasurer 

The Church shall elect a Church Treasurer, upon recommendation of the Nominating Committee, 

as its financial officer who shall serve until a successor has been elected.  It shall be the duty of the 

Treasurer to receive, preserve, and pay out, upon receipt of vouchers approved and signed by 

authorized personnel, all money or things of value paid by or given to the Church, keeping at all 

times an itemized account of all receipts and disbursements.  It shall be the duty of the Treasurer to 

render to the Church at each regular business meeting an itemized report of the receipts and 

disbursements of the preceding period.  The Treasurer's report and records may be audited annually 

by an auditing committee or public accountant. 

The Treasurer shall serve on or work closely with the Ministry Council to develop and recommend 

to the Church adequate policies and procedures related to receiving, accounting, disbursing, and 

reporting Church moneys, and to maintain members' records of contributions and provide quarterly 

and annually reports of the same.  The accounting section of the Finance Committee shall assist the 

Treasurer. 

Upon rendering the annual account at the end of each fiscal year and its acceptance and approval by 

the Church, the records shall be delivered by the Treasurer to the church Clerk, who shall keep and 

preserve the annual account as a part of the permanent records of the Church. 
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7. Trustees 

The Church shall elect, upon recommendation of the Nominating Committee, four or more trustees 

to act for the Church in legal matters who shall serve until successors are elected.  They shall hold 

the Church property in the corporate name of the Church.  Upon specific vote of the Church in a 

Special Business Meeting (see Article IV, Section 4 BTC Policy Manual) authorizing each action, 

they shall have the power to buy, sell, mortgage, lease or transfer any Church property, but not 

otherwise.  When the signatures of the Trustees are required, any three or more shall sign legal 

documents involving the sale, mortgage, purchase, or rental of property, or other legal documents 

related to Church approved matters. 

8. Sunday School Director 

The Sunday School Director shall help grow the church membership with church training, 

spiritual guidance, and Bible study on Sunday mornings and help lead lost souls to Christ. 

The Sunday school Director will be asked to serve by Nominating Committee and elected by the 

church to serve for a three-year term. The Sunday School Director along with the Pastor and /or 

Ministerial Staff will provide training, motivation, and guidance for Sunday School teachers and 

workers. 

Working with the Pastor and/or ministerial staff, the Sunday School Director duties include: 

recruit volunteers to serve in Sunday School ministry, develop and implement a training program 

for Sunday School leaders (teachers and workers), obtain information on Sunday School curricula; 

inform teachers of selection; order curricula, oversee distribution of Sunday School material or 

store it in a designated location for easy access by leaders, recognize, encourage, and motivate 

Sunday School workers, communicate information regarding goals, special days, etc., oversee 

operation of Sunday School ministry (teachers on hand, lessons available, start/end on time, 

records & procedures followed/forms completed, etc.), coordinate with the Kitchen Team for 

Sunday morning breakfasts, and prepare an annual budget and recommend it to the Finance 

Committee. 

Section 2: Non-ministerial Staff 

The non-ministerial staff members shall be employed as the Church determines the need for their 

services. 

The Personnel Committee shall have the authority to employ and to terminate services of non-

ministerial staff members. Such employment and termination of services shall occur after 

consultation with the supervising staff members and, as appropriate, with the consultation of related 

committees of the Church. 

Article IV 

Church Ordinances 

A Church Ordinance is simply an act of man in obedience to God. 

Section 1: Baptism 

The Church may receive for Baptism all persons who have received Jesus Christ as their Savior by 

personal faith, who profess Him publicly at any worship service, and who indicate a commitment 

to follow Christ as Lord.  Baptism shall be by immersion in water.  The Pastor(s), or whoever the 

Church shall authorize, shall administer Baptism.  The In-reach Outreach Ministry Team shall assist 

in the preparation for and observance of Baptism.  Baptism shall be administered as an act of worship 

during any worship service of the Church.   
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Section 2:  Lord’s Supper 

The Church shall observe the Lord’s Supper as scheduled.  The Pastor(s) shall administer the Lord’s 

Supper.  The Kitchen Ministry Team shall be responsible for preparing the elements of the Lord’s 

Supper. 

Article V 

Amendments 

Changes in this Constitution may be made at any regular business meeting of the Church provided 

each amendment shall have been presented in writing at a previous business meeting and copies of 

the proposed amendment shall have been furnished to each member present at the earlier meeting 

or upon request.  Amendments to the Constitution shall be adopted by receiving the affirmative vote 

of 2/3 of the Church members present at a regular business meeting. 

  



 

Baptist Temple Church Constitution, By-Laws, and Policy Manual 
 

12/7/2020                                                                                                                                 

 

9 

 

 

Baptist Temple 

Church 

Policy Manual 

  



 

Baptist Temple Church Constitution, By-Laws, and Policy Manual 
 

12/7/2020                                                                                                                                 

 

10 

Baptist Temple Church Policy Manual 

Article I 

Committees  

The term “committee” in this article refers to groups of church members called and elected to serve 

from one to three years for the purpose of carrying out the permanent ministries of the church. The 

term “called” as used in this article is referring to Christians who have become members of this 

church in accordance with Article II, Section 2 of the BTC Constitution and Bylaws. Each 

committee member will be nominated by the Nominating Committee, elected by the church, and 

serve for a rotating one, two, or three-year term. Members shall be on a rotating basis to insure 

stability and experience.  

Section 1:  Ministry Committees 

The Ministry Committees shall be charged with particular duties designed to further the ministry 

of the church as a whole.  Ministry Committees shall be appointed by the Nominating Committee 

and shall only be comprised of church members. The Ministry Committees and their duties are as 

follows: 

A.  Nominating Committee 

The purpose of the Nominating Committee is to encourage and seek people to serve in various 

areas of the church. A minimum of three members shall serve on the Nominating Committee. Since 

the church body is made up of the various spiritual gifts, it should be the task of this committee to 

seek out leadership for the various committees, ministry teams, and church officers. After this is 

done, committee members shall be added. Often the chairperson may have people who will do a 

good job working with them. Seek their input as you go. Working with the Pastor and/or ministerial 

staff, the Nominating Committee has as its duties: 

1. The first act of the committee shall be to select the Sunday School Director who shall then 

be a member of the committee. 

 

2. Begin meeting in March of each year. Seek guidance and advice from the Pastor as well as 

other staff members who might know people who would fit into a particular position.  

 

3. Provide guidelines for each position filled. 

 

4. Recommendations should be made in the regular business meeting in September. 

 

5. Advise Committee Chairs, Team Leaders, Officers that they are responsible to prepare their 

budget and submit to the Finance Committee by October 10 of each calendar year 

B. Finance Committee 

The purpose of the Finance Committee is to oversee the financial operations of the church. A 

minimum of three members shall serve on the Finance Committee. The church Treasurer, along 

with the Pastor and/or ministerial staff, is an ex-officio member of this committee. Working with 

the Pastor and/or ministerial staff, the Finance Committee has as its duties: 

1. Oversee the administration of the adopted church budget 

 

2. Review and recommend the approval of the monthly financial statement before presentation 

to the church for approval 

 

3. When necessary, recommend the establishment of priorities for payment of certain 

expenditures or their delay 

 

4. Serve as the annual Budget Planning Committee 
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5. Seek input from organizational leaders, ministry team leaders, and committee chairs for 

budget requests 

 

6. Prepare annual budget and present to the church every December for approval 

 

7. Review and implement procedures to assure the safe handling of all funds entrusted to the 

church 

C. Vision Committee  

The purpose of the Vision Committee is to help the congregation and pastor see the vision for the 

church and facilitate them moving toward that. A minimum of five members shall serve on the 

Vision Committee. The Pastor and/or ministerial staff is an ex-officio member of this committee.  

D. Personnel Committee 

The purpose of the Personnel Committee is to serve BTC in searching out prospective staff 

positions as needed. A minimum of three members shall serve on the Personnel Committee with 

each person being asked to serve by the Nominating Committee and elected by the church to serve 

for a three-year term.  

Duties: Working with the Pastor and/or ministerial staff, the Personnel Committee has as its 

duties: 

1. Responsible for personnel management for staff level positions. (This does not include 

‘called’ staff positions.) 

 

2. Work with the Finance Committee to determine compensation for church approved positions. 

 

3. Work with committees or ministry teams directly affected by new hires to determine job 

duties and requirements. 

 

4. Evaluate positions as needed and recommend additions or deletions  

 

5. Develop performance standards and evaluation processes to be presented to the church for 

approval. 

 

6. Responsible to advise new hires of dress code, code of conduct, attendance policy, 

confidentiality of church information, email usage and workplace safety and security 

guidelines. 

 

7. Personnel committee meetings will be schedules as needed, called by the chair. No committee 

action can be taken without all members present to vote.  

Composition of Committee: 

1. This committee shall be composed of three members and one alternate elected annually upon 

the recommendations of the Nominating Committee. 

 

2. This committee should, if possible, include some church members who have experience in 

personnel matters in their secular work. 

 

3. Any member of the Personnel Committee who has a member of their immediate family that is 

employed by the church in any capacity shall abstain from discussion and/or voting on any 

issues related to their employment. Members of the Personnel should notify the committee 

immediately if any applicant is related so that no conflict of interest will take place in the 

discussion regarding hiring, dismissal, or benefits for that individual.  

Responsibilities of the Committee 

1. This committee is responsible for the personnel management for all staff level positions for 

Baptist Temple Church. This committee is not responsible for the management of called staff 

position. Ministerial staff is responsible to the pastor, who is accountable to the deacon body. 
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• Evaluate positions and recommend additions/deletions of positions putting these 

recommendations before the church for their approval. 

 

• Review, update, and develop job descriptions for positions needed and approved by 

the church. 

 

• Work with the Church Finance and Budget Committee to determine possible 

compensation for positions approved by the church. 

 

• Receive resumes from persons seeking positions with the church, with the exceptions 

of the office of pastor or any other ministerial staff positions that the church has 

charged specific committees with the responsibility for filling the position. 

 

• Work closely with the Pastor Search Committee and the Church Finance Committee 

to develop a package for prospective pastoral candidates and other staff positions. 

Interview and recommend qualified candidates for approved positions on the church 

staff as authorized. 

 

2. This committee shall provide to the congregation information and updates regarding 

personnel issues only as essential for the church to make a final decision regarding the hiring 

or dismissal of personnel. Confidentiality should be maintained at all times through this 

process. 

Policies: 

1. Compensation: This committee will work with the employees of the church to determine pay 

periods, the method to be used to record hours worked, overtime issues and payroll 

deductions. 

 

2. Workplace guidelines: This committee shall recommend to the church any policies related to 

personal appearance or dress code, office hours, attendance at staff meetings, tardiness or 

lateness, sexual or other forms of harassment, personal or romantic relationships, addictive 

behavior, outside employment and activities, use of church equipment, personal and ethical 

responsibilities, financial integrity, counseling sessions, confidentiality of church information, 

email usage, workplace safety and security. 

Benefits: 

1. This committee will recommend for church approval policies related to but not limited to the 

following: 

 

a. Vacation 

b. Holidays 

c. Sick days 

d. Retirement (annuity) participation * 

e. Social Security compensation as appropriate * 

f. Health care insurance and health care reimbursement as appropriate * 

 

2. This committee will work with the Budget and Finance Committee in the areas indicted with 

an “*”. 

Performance Standards: 

1. This committee shall recommend for church approval performance standards that are specific, 

measurable, attainable, realistic, and trackable. 

 

2. Position description will be used to determine the effectiveness of the employee or staff 

member in relation to their work.  
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3. The committee will develop a performance evaluation process that is to include an initial, 

there month, and a yearly evaluation to be approved by the church and used annually. This 

committee shall elect one member from their committee to conduct performance evaluation. 

The elected member will work with the pastor or senior staff member to set a time for 

performance evaluations. The committee will meet with the pastor or senior staff member 

before and after all evaluations. 

Committee meetings: 

1. This committee should meet monthly. Special meetings may be called by the Chair as needed 

to deal with employee or staff concerns.  

 

2. The Chair should develop an agenda for each meeting, and the committee should follow that 

agenda. Urgent or emergency items should be dealt with in a called meeting, as necessary.  

3. No action should be taken or recommendations made without a quorum present and voting. 

 

4. The committee should report to the church on a regular basis to keep the church informed of 

issues related to personnel. 

Section 2:  Ministry Council 

The Ministry Council shall be made up of the Chairpersons of the Ministry Committees, Leaders of 

the Ministry Teams, Sunday School Director, the Church Clerk, and the Chairperson of the Deacons.  

The Ministerial Staff shall serve as non-voting members of this council.  The Ministry Council shall 

meet the week before a Regular Business Meeting to plan items to present and discuss the next 

week. The primary functions of the council shall be to: 

A. Recommend to the congregation suggested objectives and church goals 

B. Review and coordinate program plans recommended by the church officers, organizations, and 

committees 

C. Recommend to the congregation the use of leadership, calendar time, and other resources 

according to program priorities 

D.  This Council shall have the authority to evaluate program achievements in terms of church 

goals and objectives, and to recommend, by a majority vote, the termination of ministerial staff 

(see Constitution and Bylaws Article III, Section 1). 

Section 3:  Other Committees 

A. Ministerial Staff Selection Committee 

The ministerial staff is defined as the pastor or other ministers who serve the church in a full-time 

capacity. The ministerial staff selection committee (MSSC) is a special committee only elected 

when it is needed and dissolved after its purpose has been served. It will be elected by the church at 

a business meeting on a Wednesday evening announced by notice and mailed at least one (1) week 

before such election.  Each voting member present shall vote by listing a maximum of 7 names on 

secret ballots from which the 7 names receiving both the most votes and containing at least two 

women and two men shall comprise the committee. No more than one member of an immediate 

family (related in the first degree by blood or marriage) shall serve on the Committee. 

The MSSC shall not offer a salary package to any candidate prior to receiving authorization 

regarding the budget or salary range authorized to the Committee as determined by the Finance 

Committee and approved by the membership. 

The MSSC shall recommend, by unanimous consensus, only 1 (one) candidate at a time. 

After a minimum of one week’s announced and written notice, the vote to call a candidate shall be 

on the Sunday evening subsequent to the delivery of a morning and evening message or other 

participation by the candidate.  The membership present shall vote by secret ballot.  An exception 

will be made for those who cannot return to the evening service by allowing them to vote following 
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the morning service.  The candidate must receive at least an eighty-five percent (85%) affirmative 

vote, of the votes cast, for the call to be extended. 

Article II 

Ministry Teams 

The term “team” in this article refers to groups of church members called to serve on a yearly basis 

for the purpose of carrying out the permanent ministries of the church. The term “call” or “calling” 

simply refers to the ministry to which God has called every Christian. The term “team” refers to 

church members and non-church members alike who belong to a ministry team of the church.  

The Ministry Teams shall be charged with particular duties designed to further the ministry of the 

church as a whole. Ministry Team Leaders shall be appointed by the Nominating Committee, elected 

by the church, and shall only be comprised of church members. The Teams are responsible for 

enlisting members to enable them in accomplishing their assigned duties as well as preparing and 

recommending a budget to the Finance Committee. This team functions as an open concept with 

team members being added or removed throughout the year with the approval of the team leader. 

The Ministry Teams shall have at least three members. The Ministry Teams and their duties are as 

follows: 

Section 1:  Missions Team  

The purpose of the Missions Team is to enable the church to fulfill the Great Commission, locally 

in cooperation with the Guadalupe Baptist Association (GBA), the Baptist General Convention of 

Texas (BGCT), the North American Mission Board (NMB), and internationally in cooperation with 

the International Mission Board (IMB) of the Southern Baptist Convention. The Pastor and/or 

ministerial staff is an ex-officio member of this team. Working with the Pastor and/or ministerial 

staff, the Mission Ministry Team has as some of its duties the following: 

A. Recommend to the church all mission offering goals and distribution to the various 

conventions, agencies, and areas of Baptist Temple Church’s own individual involvement 

 

B. Recommend to the church Cooperative Program percentages 

 

C. Provide mission education through appropriate organizations and boards 

 

D. Encourage prayer support for all Mission Team programs and workers 

 

E. Coordinate the planning and implementation of a comprehensive ministry for involving the 

congregation in missions 

 

F. Develop a year-round program of mission education for all ages so the congregation will be 

better informed and strongly committed to supporting the mission of making disciples for the 

transformation of the world 

 

G. Lead the congregation in celebrations of worship and fellowship to highlight missions in 

events like mission studies and speakers, observing World Communion Sunday, and regular 

opportunities for children, youth, and adults to engage in service projects 

Section 2:  Kitchen/Fellowship Team 

The purpose of the Kitchen / Fellowship Team is to assist in the provision of attractive and cost-

efficient food services in the support of various church ministries. Working with the Pastor and/or 

ministerial staff, the Kitchen Ministry Team has as some of its duties the following: 

A. Enlist volunteers for church wide fellowship activities 

 

B. Schedule church-wide meals 

 

C. Recommend major food service equipment purchases to the Finance Committee 
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D. Recommend guidelines and polices relating to food services 

 

E. Annually review the church’s food service operation in cooperation with the pastor and/or 

Ministerial staff 

 

F. Coordinate for family funeral meals 

 

G. Prepare for the Lord’s Supper 

 

Section 3 Music Ministry Team  

The purpose of the Music Ministry Team is to assist the Music Director in developing a music 

ministry program that reaches people for Christ. Working with the Pastor and/or ministerial staff, 

the Music Ministry Team has as some of its duties the following: 

A. Assist the Music Director in developing the music program and work together on plans, 

procedures, and programs 

 

B. Assist in providing pianists and choristers where and when needed 

 

C. Determine the need for and recommend the procurement and maintenance of musical 

instruments 

 

D. Promote an attitude of enthusiasm about the music ministry throughout the church family and 

community 

 

E. Encourage others to become involved in the music ministry as well as stay current on events 

in all areas of the music ministry 

 

F. Assist the Music Director in planning music events such as productions, 5th Sunday singings, 

etc… 

Section 4: Building and Grounds Ministry Team 

This Ministry Team performs God's work at the church through the upkeep and improvement of 

the church's facilities.  The ministry ensures that the church buildings and grounds are maintained 

and repaired as necessary, and it develops and implements policies and proposals for use of the 

buildings and grounds. Working with the Pastor and/or ministerial staff, the Building and Grounds 

Ministry Team has as some of its duties the following: 

A. Coordinate cleaning and upkeep of the building and grounds 

 

B. Performing routine maintenance jobs 

 

C. Coordinating outside contractors such as plumbers and electricians 

 

D. Managing major renovation projects 

 

E. Scheduling periodic clean up days for grounds and buildings 

 

F. Identifying smaller maintenance and repair tasks and bringing them to the attention of the 

congregation 

 

G. In charge of cleaning supplies inventory and obtaining such items when the replacements are 

needed 

 

Section 5: In-Reach / Outreach Ministry Team 

The In-reach/Outreach Committee shall be responsible for the evangelistic outreach of the church 

to members and non-members. New members should be encouraged to participate. Working with 
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the Pastor and/or ministerial staff, the In-reach / Outreach Ministry Team has as some of its duties 

the following: 

A. Make the total membership of the church aware of their responsibilities toward evangelism 

 

B. Responsible for the welcome and follow-up of all visitors, including membership matters 

and integration into the life of the church 

 

C. Responsible for informing the wider community of the activities of the church through 

the media, such as newspaper, television, radio, social media, and the church newsletter 

 

D. Enlist greeters for various areas of the church building to provide a warm friendly greeting to 

all who walk through our doors 

 

E. Provide information to persons concerning church services, programs, and facilities 

 

F. Distribute bulletins and record attendance 

 

G. Be alert to special needs before, during, and after services 

 

H. Be available to assist the pastor/ministry staff as needed 

 

I. Facilitate card ministry – member birthdays, get well, welcome, encouragement, etc… 

 

J. Prepare an annual budget and recommend it to the Finance Committee 

 

K. Assist with Baptisms 

Section 6: Prayer Ministry Team  

The purpose of the Prayer Ministry Team is to uphold the congregation and its ministries and also 

the community in prayer, and to educate, empower, and inspire the congregation in their prayer 

lives. Working with the Pastor and/or ministerial staff, the Prayer Ministry Team has as some of 

its duties the following: 

A. Receive and pray for concerns and requests from individuals in the congregation 

 

B. Cover the various ministry teams of the church with prayer and to receive any prayer concerns 

they may have 

 

C. Make a prayer room. Create it as a peaceful environment, supplied with prayer resources for 

anyone desiring a place to pray 

 

D. Purchase spiritual and prayer materials for the Prayer Room 

 

E. Develop and facilitate the prayer chain for the congregation 

 

F. Help plan and organize special prayer events in the church (prayer conferences, workshops, 

National Day of Prayer, etc…) 

 

G. Develop an information network to keep everyone informed of prayer concerns 

 

H. Serves as liaison between the church and other area churches in cooperative prayer efforts 

 

I. Prepare an annual budget and recommend it to the Finance Committee 
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Article III 

Church Meetings 

Section 1: Worship Services 

The Church shall regularly meet each Sunday morning for the worship of Almighty God.  Sunday 

and Wednesday evenings shall meet as scheduled.  Prayer, praise, preaching, instruction, and 

evangelism shall be among the ingredients of these services.  The Pastor(s) shall direct the services 

for all Church members and for all others who may choose to attend. 

Section 2: Special Services 

Revival services and any other Church meetings for the advancement of the Church’s objectives 

shall be held as recommended by the Pastor(s) and approved by the Church. 

Section 3: Regular Business Meetings 

The Church shall hold regular business meetings monthly on the second Wednesday except as 

otherwise rescheduled by the Ministry Council.   

Notice of any such rescheduled meeting shall be announced in advance during a Sunday morning 

worship service. 

Section 4: Special Business Meeting 

The Church may call special business meetings to consider matters of special nature and 

significance.  Notice of a special business meeting shall include the subject, the date, the time, and 

the place of the meeting, and be announced in both Sunday worship services and the Wednesday 

evening service of the Church immediately prior to the meeting on Sunday or Wednesday.  No 

business except that for which the meeting was called may be transacted. 

A special business meeting may be called by the Ministry Council or by written petition signed by 

not less than ¼ of the Church members on the active membership roll or as otherwise provided 

specifically in this Policy. 

Section 5: Quorum 

A quorum shall consist of those members who attend any regular or special business meeting. 

Section 6: Rules of Procedure 

The most recently Revised Version of Robert’s Rules of Order is the authority of parliamentary 

rules of procedure for all business meetings of the Church. 

Article IV 

Personnel  

Section 1:  Church Staff 

A.  Full-time 

1.  Ministerial 

2.  Non-ministerial 

B.  Part-time 

1.  Ministerial 

2.   Non-ministerial 

Section 2:  Working Schedule 

A. Full-time Ministerial Staff 

1. Ministerial hours are not always predictable, but the staff should keep 

the office advised as to where they are and when they can be expected 

back. 
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2. Each staff member will have one day off in addition to Saturday as 

coordinated with  a pastor's approval.  Sunday is considered a workday. 

B. Full-time Non-ministerial Staff 

1. The office will normally be open from 8:00a.m. to 4:30p.m. Monday 

Thursday and other times as needed. 

i. One hour will be allowed for lunch.  

ii. The office will be closed on scheduled holidays 

2. Work schedules for the support staff will be established by the office 

administrator and/or a full-time supervising staff member. 

3. Overtime compensation for salaried employees whose pay is based on a set 

number of hours per week will be time off in lieu of pay.  Comp time hours 

should be turned in to the office administrator on the Monday following the 

overtime worked. Comp time should be used in close proximity to the 

occurrence. 

4. Overtime compensation for employees whose pay is based on the actual 

number of hours worked will be paid at one and one-half times their regular 

rate of pay.  These employees are required to fill-out a time sheet and turn it in 

one working day prior to the end of the pay period. 

C. Part-time Ministerial Staff 

1. The hours for work will be established by a pastor or the 

supervising staff member. 

2. There will be no paid days off for part-time ministerial staff.  Any time off 

must be cleared with the supervisor or pastor. 

D. Part-time Non-ministerial Staff 

1. The hours for work will be established by the pastor or the supervising staff 

member. 

2. There will be no paid days off for part-time non-ministerial staff.  Any time 

off must be cleared with the supervisor or pastor. 

Section 3: Absences and Pay Periods 

A. Absences 

1. Any absence, planned or emergency, shall be brought to the attention of 

the immediate supervisor, as soon as possible. 

2. Any injury or illness must be reported to the immediate supervisor 

promptly. 

3. Request for time off for urgent personal business must be cleared 

and approved by the employee's immediate supervisor. 

4. Personal errands, such as shopping and routine appointments, shall be 

other than church working hours, except for emergencies. 

i. Full-time church staff may be granted time off with pay when 

unable to work because of allowed absences. Allowed absences 

include: illness (employee, children, or spouse), personal business 

leave (maximum of two days per year), death in family (maximum 

of four days), maternity leave, jury duty, and military leave 

(remuneration from both military and church will not be less than 

the church salary) 
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5. The Pastor and/or Chairman of Deacons must approve any time off for an 

employee to serve as an election judge, school board member, convention 

delegate, or in other offices requiring occasional absences from work. 

B. Pay Periods 

Pay periods will normally be bi-monthly for salaried employees and hourly employees. 

Exceptions can be made upon request by the employee with the approval of the full-time 

supervising staff member. 

Section 4: Holidays 

A. The following ten days are recognized as paid holidays:  (These are in addition to 

regular days off.) 

1. New Year's Day (1) 

2. Good Friday (l) 

3. Memorial Day (1) 

4. Independence Day (1) 

5. Labor Day (1) 

6. Floating Holiday (i.e. Monday after Easter) 

7. Thanksgiving Day (2) 

8. Christmas Day (2) 

Section 5: Vacation 

A.  The vacation year is January 1 - December 31 

B. Vacations will be given to full-time employees. The amount of vacation will be earned in 

accordance with the following service times: 

7 - 12 months    1 week 

1 - 6 years    2 weeks 

7 - 12 years    3 weeks 

12+ years    4 weeks 

After the first year, the employee will be vested in the vacation on January 1 of the year in 

which the anniversary date results in change in eligibility. 

1. Full credit will be given to the ministerial staff for continuous fulltime 

ministry service at prior locations up to ten years for determining vacation 

eligibility.  During the first year at the new location, the amount of vacation 

taken during that year will be prorated as to the number of months served. 

2. Normally a maximum of five days of vacation time can be carried over to the 

next year.  Exceptions will be determined by the office administrator. 

3. An employee will not receive pay in lieu of vacation time not taken except in 

cases of termination of employment. 

4. Normal workdays off and holidays occurring during vacation will not be 

counted against vacation time. 

Section 6:  Remuneration Package 

The package can be allotted between salary, housing allowance and car expense at the 

discretion of the staff member and upon vote of the church. 

Section 7:  Insurance Benefits 

A. Workman's Compensation Insurance for all employees 
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B. Medical insurance 

1. Medical insurance on full-time ministerial and custodial staff and families as agreed at 

employment. 

2. Medical insurance on full-time non-ministerial staff and families as agreed at 

employment. 

 

C. Term life insurance as agreed at time of employment. 

 

D. Additional insurance offerings are available at employee's expense. 

Section 8: Retirement Payments 

A. The church makes retirement payment on the full-time ministerial staff equal to 10% of 

the staff member's compensation (salary, housing, and auto) as agreed at time of 

employment. 

B.  A self-employment tax reimbursement equal to one half of the self- employment tax rate 

on salary only will be paid to ordained, licensed, or commissioned staff members who pay 

self- employment tax.  Their tax is calculated on salary and housing. This reimbursement is 

considered taxable income. 

Section 9: Time Away 

       A maximum of four weeks (not more than three Sundays missed) will be allowed for 

the following: revivals, conferences, retreats, conventions, or other approved activities. 

Section 10: Employment Procedures 

A. Hiring of full-time ministerial staff (see Church Constitution, Article III, Section 

1 & 2)   

Job descriptions for full-time ministerial staff shall be developed by a special 

committee selected through the nominating committee procedure as needed and 

reviewed and updated as needed. Moving expenses for full-time ministerial staff 

shall be determined at the time of employment. 

 

B. Hiring of Interim Pastor  

When the office of pastor becomes vacant, a special committee selected through the 

nominating committee procedure shall be responsible for securing an interim 

pastor or pulpit supply. 

 

C. Hiring of full-time non-ministerial staff (see Church Constitution, Article III, 

Section 2 ) 

Job descriptions for full-time non-ministerial staff shall be developed by a special 

committee selected through the nominating committee procedure and reviewed and 

updated as needed. 

 

D. Hiring of part-time ministerial staff  

This shall be done by vote of the church and upon the recommendation of the 

ministerial staff.  The ministerial staff member who will be the immediate 

supervisor shall develop the job descriptions for part-time ministerial staff. 

 

E. Hiring of part-time non-ministerial staff shall be done by the full-time staff 

member who will be the employee's immediate supervisor. The full-time 

supervising staff member shall develop the job descriptions for part-time non 

ministerial staff. 

 

F. Hiring of any other staff person not specifically mentioned above will be done 

on case-by-case bases.  The full-time ministerial staff and the Administrative 

Committee shall collaborate in these situations and report to the church at the 

next regular business meeting. 
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G. A national criminal background check is required for all employees (regardless of 

position). 

 

Before a background check is run, prospective workers will be asked to sign an 

authorization form allowing the church/synagogue/meeting to run the check. If an 

individual declines to sign the authorization form, s/he will not be considered for 

employment. 

A disqualifying offense that will keep an individual from working with children will be 

determined by Sunday School Director on a case-by-case basis in light of all the surrounding 

circumstances. Convictions for offenses involving violence, dishonesty, illegal substances, 

indecency, and any conduct contrary to our mission will be disclosed to the Personnel 

Committee, and employment will be considered on a case-by-case basis.  Failure to disclose a 

criminal conviction on the application form will be a disqualifying event.  

The background check authorization form and results will be maintained in confidence on file 

at Baptist Temple Church. 

Article V 

Child Protection 

Baptist Temple Church seeks to provide a safe and secure environment for the children who 

participate in our programs and activities. To this end, any report of inappropriate behaviors or 

suspicions of abuse will be taken seriously and will be reported, in accordance with this policy and 

state law, to the Sunday School Director and the Police Department, Child Protective Services, or 

other appropriate agency.  

An element of the safe environment referenced above includes the fostering of a culture of 

reporting relevant information to a supervisor or church staff member. Because sexual abusers 

‘groom’ children for abuse, it is possible a staff member or volunteer may witness behavior 

intended to ‘groom’ a child for sexual abuse.  Staff members and volunteers are asked to report 

‘grooming’ behavior, any policy violations, or any suspicious behaviors to a supervisor church 

staff member. 

By implementing the below practices, our goal is to protect the children of Baptist Temple Church 

from incidents of misconduct or inappropriate behavior while also protecting our staff and 

volunteers (workers) from false accusations. 

For purposes of this policy, the terms “child” or “children” include all persons under the age of 

eighteen (18) years. The term “worker” includes both paid and unpaid persons who work with 

children. The term “volunteer” means anyone involved in a day care or school, in overnight 

activities involving minors, in counseling of minors, or in one-on-one mentoring of minors. 

Section 1: Selection of Workers 

All persons who desire to work with the children participating in our programs and activities will 

be screened. This screening includes the following: 

A. Training 

Baptist Temple Church will provide training on this child protection policy to all new childcare 

workers and will strive to provide opportunities for additional training classes or events on an 

annual basis. All workers are strongly encouraged to attend these training events. Training will be 

renewed every two years. All workers must also read and sign this policy. 

B. Six Month Rule 

No person will be considered for any volunteer position involving contact with minors until she/he 

has been involved with Baptist Temple Church for a minimum of six (6) months. This time of 

interaction between our leadership and the applicant allows for better evaluation and suitability of 

the applicant for working with children. 

C. Written Application 
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All persons seeking to work with children must complete and sign a written application in a form 

to be supplied by us. The application will request basic information from the applicant and will 

inquire into previous experience with children, previous Baptist Temple Church affiliation, 

reference, and employment information, as well as disclosure of any previous criminal 

convictions. The application form will be maintained in confidence on file at the Baptist Temple 

Church. 

D. Personal Interview 

Upon completion of the application, a face-to-face interview may be scheduled with the applicant 

to discuss his/her suitability for the position. 

E. Reference Checks 

Before an applicant is permitted to work with children, at least two of the applicants’ references 

will be checked. These references should be of an institutional nature as opposed to personal or 

family references, preferably from organizations where the applicant has worked with children in 

the past. Documentation of the reference checks will be maintained in confidence on file at Baptist 

Temple Church. 

F.  Criminal Background Check 

A criminal background check is required for all “volunteers” as defined above.  

Before a background check is run, prospective workers will be asked to sign an authorization form 

allowing the church/synagogue/meeting to run the check. If an individual declines to sign the 

authorization form, s/he will be unable to work with children. 

A disqualifying offense that will keep an individual from working with children will be 

determined by Sunday School Director on a case-by-case basis in light of all the surrounding 

circumstances. Generally, convictions for an offense involving children and/or for offenses 

involving violence, dishonesty, illegal substances, indecency and any conduct contrary to our 

mission will preclude someone from being permitted to work with children. Failure to disclose a 

criminal conviction on the application form will also be a disqualifying event.  

The background check authorization form and results will be maintained in confidence on file at 

the Baptist Temple Church. 

Section 2: Two Adult Rule 

It is our goal that a minimum of two unrelated (when possible) adult workers will be in attendance 

at all times when children are being supervised during our programs and activities. Some youth 

classes may have only one adult teacher in attendance during the class session; in these instances, 

doors to the classroom should remain open and there should be no fewer than three students with 

the adult teacher. We do not allow minors to be alone with one adult on our premises or in any 

sponsored activity unless in a counseling situation. If an unusual circumstance occurs and a 

worker finds themself alone with a single child, they are to take the child to a room or building 

occupied by others, or to a location easily observed by others. (Example: if a child is the last in a 

class to be picked up by a parent, move to an adjoining room where other staff members or 

volunteers are present.) 

Section 3: Child Abuse Definitions 

For purposes of this policy, “child abuse” is any action (or lack of action) that endangers or harms 

a child’s physical, psychological, or emotional health and development. Child abuse occurs in 

different ways and includes the following:  

A. Physical abuse – any physical injury to a child that is not accidental, such as beating, 

shaking, burns, and biting.  

B. Emotional abuse – emotional injury when the child is not nurtured or provided with love 

and security, such as an environment of constant criticism, belittling and persistent teasing.  
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C. Sexual abuse – any sexual activity between a child and an adult or between a child and 

another child at least four years older than the victim, including activities such as fondling, 

exhibitionism, intercourse, incest, and pornography. 

D. Neglect – depriving a child of his or her essential needs, such as adequate food, water, 

shelter, and medical care. 

Childcare workers may become aware of abuse or neglect of the children under our care. In the 

event that an individual involved in the care of children at this church becomes aware of suspected 

abuse or neglect of a child under his/her care, this should be reported immediately to authorities as 

mandated by state law including reporting to the Sunday School Director. 

Section 4: Responding to Allegations of Child Abuse 

In the event that an incident of abuse or neglect is alleged to have occurred at this church or during 

our sponsored programs or activities, the following procedure shall be followed: 

A. The parent or guardian of the child will be notified.  

B. The worker or church member alleged to be the perpetrator of the abuse or misconduct 

will immediately be placed on leave pending an investigation and instructed to remain away from 

the premises during the investigation.  He or she should be instructed to have no contact with the 

victim or with witnesses.  

C. All allegations of abuse should be reported to the civil authorities by the childcare worker 

making the allegation, and the organization will comply with the state’s requirements regarding 

mandatory reporting of abuse as the law then exists. The organization will fully cooperate with the 

investigation of the incident by civil authorities.  

D. The insurance company will be notified, and the organization will complete an incident 

report. Any documents received relating to the incident and/or allegations will immediately be 

forwarded to the insurance company.  

E. The organization will designate a spokesperson to the media concerning incidents of 

abuse or neglect. The advice of legal counsel will be sought before responding to media inquiries 

or releasing information about the situation to the congregation. All other representatives of the 

organization should refrain from speaking to the media.  

F. A pastoral visit will be arranged for those who desire it.  This should be for the purpose 

of providing pastoral support during the time of crisis and not for the purpose of investigating the 

incident or influencing the investigation.   

G. Any person who is not found innocent of the alleged abuse or misconduct will be 

removed from their position working with children or youth.  

H. No person shall attempt to conduct a detailed investigation either through examination or 

interrogation of the child, the accused person, or a witness. It is acceptable to obtain a reasonable 

amount of information to have cause to believe a child has been abused or neglected. 

I. Interview shall be conducted only by authorized officials of the agency to whom the 

suspected crime has been reported, or, when appropriate, by legal counsel or persons representing 

the church in an official capacity. All employees and volunteers of the church shall cooperate with 

the official investigation as requested. 

Section 5: Reporting Violation of Policy 

In order to maintain a safe environment for our children, Baptist Temple staff members and 

volunteers must be aware of their individual responsibility to report any questionable 

circumstance, observation, act, omission, or situation that is a violation of these policies.  All 

questions or concerns related to inappropriate, suspicious, or suspected grooming behavior should 

be directed to an immediate supervisor in the ministry area or the Pastor 

Section 6: Open Door Policy 

Classroom doors should remain open unless there is a window in the door or a side window beside 

it. 
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Section 7:  Teenage Workers 

We recognize that there may be times when it is necessary or desirable for babysitters (paid or 

volunteer) who are themselves under age 18 to assist in caring for children during programs or 

activities. The following guidelines apply to teenage workers: 

A. Must be at least age 14. 

B. Must be screened as specified above. 

Must be under the supervision of an adult and must never be left alone with children. 

Section 8: Check-in/Check-out Procedure 

At any time that a child has been entrusted to Baptist Temple Church staff members or volunteers, 

the Church incurs responsibility for the safety and well-being of the child.  Staff members and 

volunteers must act to ensure the appropriate supervision and safety of children in their charge. 

Children’s Ministries staff members or volunteers are responsible for releasing children in their 

care only to parents, legal guardians, or other persons designated by parents or legal guardians at 

the close of services or activities. 

It is presumed a person who drops off a child or student has authority to pick up the child. 

In the event that staff members or volunteers are uncertain of the propriety of releasing a child, 

they should immediately locate or contact their immediate supervisor or the Pastor before 

releasing the child. 

Section 9: Sick Child Policy 

It is our desire to provide a healthy and safe environment for all of the children at Baptist Temple 

Church. Parents are encouraged to be considerate of other children when deciding whether to 

place a child under our care. In general, children with the following symptoms should NOT be 

dropped off: 

A. Fever, diarrhea, or vomiting within the last 48 hours; 

B. Green or yellow runny nose; 

C. Eye or skin infections; and/or 

D. Other symptoms of communicable or infectious disease. 

Children who are observed by our workers to be ill will be separated from other children and the 

parent or guardian will be contacted to request that the child be picked up for the day.  

Section 10: Medications Policy 

It is the policy of Baptist Temple Church not to administer either prescription or non-prescription 

medications to the children under our care. Medications should be administered by a parent at 

home. Parents are reminded of our sick child policy. 

Exceptions to the medications policy may be granted to parents of children with potentially life-

threatening conditions (such as asthma or severe allergic reactions). Parents of such children 

should address their situation with Sunday School Director to develop a plan of action. 

Section 11: Discipline Policy 

It is the policy of Baptist Temple Church not to administer corporal punishment, even if parents 

have suggested or given permission for it. There should be no spanking, grabbing, hitting, or other 

physical discipline of children. Workers should consult with Sunday School Director if assistance 

is needed with disciplinary issues. 

Section 12: Physical Contact 

Baptist Temple Church is committed to protecting children in its care.  To this end, Baptist 

Temple has implemented a ‘physical contact policy’ which promotes a positive, nurturing 

environment for our Children’s Ministries while protecting children.  The following guidelines are 

to be carefully followed by anyone working in Children’s Ministries programs: 
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● Hugging, pats on the back and other forms of appropriate physical affection between staff 

members or volunteers and children are important for children’s development and are 

generally suitable in the church setting. 

● Inappropriate touching and inappropriate displays of affection are forbidden.  Any 

inappropriate physical contact, touching or displays of affection should be immediately 

reported to an immediate supervisor or the Pastor. 

● Physical contact should be for the benefit of the child and never be based upon the emotional 

needs of a staff member or volunteer. 

● Physical contact and affection should be given only in observable places or when in the 

presence of other children or children’s staff members and volunteers.  It is much less likely 

that touch will be inappropriate or misinterpreted when physical contact is open to 

observation. 

● Physical contact in any form should not give even the appearance of wrongdoing.  The 

personal behavior of staff members or volunteers in Children’s Ministries must foster trust at 

all times.  Personal conduct must be above reproach. 

● Do not force physical contact, touch, or affection on a reluctant child.  A child’s preference 

not to be touched must be respected. 

● Children’s staff members and volunteers are responsible for protecting children under their 

supervision from inappropriate or unwanted touch by others. 

● Any inappropriate behavior or suspected abuse by a staff member or volunteer must be 

reported immediately to an immediate supervisor or the Pastor 

Section 13: Restroom Guidelines 

Children five years of age and younger should use a classroom bathroom if one is available. If a 

classroom bathroom is not available, workers should escort a group of children to the hallway 

bathroom. They should always go in a group, never taking a child to the bathroom alone. The 

workers should check the bathroom first to make sure that it is empty, and then allow the children 

inside. The workers should then remain outside the bathroom door and escort the children back to 

the classroom. If a child is taking longer than seems necessary, the worker should open the 

bathroom door and call the child's name. If a child requires assistance, the workers should prop 

open the bathroom door, and leave the stall door open as they assist the child.  

For children over the age of five, at least one adult male should take boys to the restroom and at 

least one adult female should take girls. The worker should check the bathroom first to make sure 

that the bathroom is empty, and then allow the children inside. The worker should then remain 

outside the bathroom door and escort the children back to the classroom.  

For the protection of all, workers should never be alone with a child in a bathroom with the door 

closed and never be in a closed bathroom stall with a child. Parents are strongly encouraged to 

have their children visit the bathroom prior to each class. 

Section 14: Accidental Injuries to Children 

In the event that a child or youth is injured while under our care, the following steps should be 

followed: 

A. For minor injuries, scrapes, and bruises, workers will provide First Aid (Band-Aids, etc.) 

as appropriate and will notify the child’s parent or guardian of the injury at the time the child is 

picked up from our care. 

B. For injuries requiring medical treatment beyond simple First Aid, the parent and/or 

guardian will immediately be summoned in addition to the worker’s supervisor. If warranted by 

circumstances, an ambulance will be called. 

C. Once the child has received appropriate medical attention, an incident report will be 

completed in the case of injuries requiring treatment by a medical professional. 
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Section 15: Parental Contact and Involvement 

Parents who leave a child in the care of Baptist Temple Church staff members and volunteers 

during church services or activities will be contacted if their child becomes ill, injured, or has a 

severe disciplinary problem while participating in Children’s Ministries programs. 

 

Parents are encouraged to visit any and all services and programs in which their child is involved 

at Baptist Temple Church.  Parents have an open invitation to observe all programs and activities 

in which their child is involved.  However, parents who desire to participate in or have continuous, 

ongoing contact with their children’s programs at Baptist Temple will be required to complete the 

volunteer application and screening process. 

Article VI 

Property & Building Usage 

Baptist Temple Church’s facilities are the house of God, and its facilities and equipment shall be 

used with dignity and respect. The utilization of the facilities by any person(s) or organization other 

than those recognized as a church-related organization entity must be approved in advance. For the 

purpose of definition, a non-program activity includes weddings, receptions, rehearsal dinners, 

showers, birthday parties, and the like. Since these activities are considered private affairs, even if 

all attendees are church members, the use of the church facilities and equipment may have costs or 

fees associated with its use. Profit organizations that may use the church’s facility or equipment are 

by invitation only. 

Section 1: Facility Use 

For non-program church activities, the facilities are available Monday through Friday between the 

hours of 8am and 4:30pm. Regular scheduled ministry programs and activities will take precedence 

over all other use of the facility. Days and hours outside the prescribed times are to have special 

approval. 

Use of the church facility for non-regular church program activities will be arranged with the church 

secretary. The church secretary is responsible for maintaining a calendar that tracks all non-regular 

church program activities. In support of this policy, the following conditions apply: 

A. No material will be taped or affixed to walls, doors, or windows or any other equipment or 

structure without authorized approval. 

B. No furniture or equipment may be moved, relocated, or modified without authorized approval. 

C. The musical instruments are the responsibility of the Music Ministry Team. Use of these items 

must have their authorization. 

D. Outside areas must be orderly and kept clean. 

E. Parking lot use for other than parking must be approved by authorized personnel. 

F. Nursery use must be approved by authorized personnel. 

Section 2: Facility Fees 

The Building use fee for non-members and members who have been a member of Baptist Temple 

Church for less than one year must be paid at the time of reservation. Check is to be made out to 

Baptist Temple Church. Building use fee does not include the Building and Grounds fee. The 

Building Superintendent fee is chargeable to members and non-members alike. The Building 

Superintendent fee includes facility expenses of janitorial and utility costs. Building use and 

Superintendent fees are as follows: 

A. Sanctuary: 

1. Members over 1 year – no fee 

2. Members less than 6 months –less 10% of non-church member fee 
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3. Members more than 6 months, but less than 1 year –less 25% of non-member fee 

4. Non-members - $300 

 

B. Fellowship Hall 

1. Members over 1 year – no fee 

2. Members less than 6 months –less 10% of non-church member fee 

3. Members more than 6 months, but less than 1 year – less 25% of non-member fee)= 

4. Non-members - $250 

C. Kitchen 

1. Members over 1 year – no fee 

2. Members less than 6 months – less 10% of non-church member fee 

3. Members more than 6 months, but less than 1 year –less 25% of non-member fee 

4. Non-members - $150 

D. Building Superintendent fee 

1. Members - $25 per hour 

2. Non-members - $25 per hour 

Section 3: Equipment & Material: 

It will be the policy of this church that the material and equipment used away from the church will 

be scheduled and checked out through the church office. In support of this policy, the following 

conditions apply.  

A. The Building Team Leader or a Pastor must approve material used from the kitchen. 

B. Audio, video or musical equipment must be approved by the Music Director or Music Team 

Leader. 

C. Equipment and material are not to be used for the purpose of profit. 

D. Other materials and equipment are to be approved by a staff member. 

E. Nursery items are to be approved by a staff member. 

F. Person(s) or organization desiring to use material or equipment away from the church must 

complete a “Material & Equipment Use form” (see attached). 

G. A designated individual must assume responsibility for the security and return of material and 

equipment. 

Section 4: Church Van 

It will be the policy of this church to arrange for or provide appropriate and safe vehicle assets in 

support of the ministries and programs of the church. Drivers are approved in advance by 

authorized personnel. In support of this policy, the following conditions apply: 

A. All drivers used in ministry support activities must be a licensed Texas driver and be 

approved as a safe driver* by the church’s insurance company.   All drivers must comply with 

all conditions of the church’s insurance company policy. 

B. Drivers must be between the ages of 25 and 67 years of age, except for paid staff members. 

C. Authorized drivers will complete an inspection prior to use and after using vehicle and will 

not discrepancies or problems on the “Vehicle Request form”. 
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D. Drivers are responsible for the safe operation of the vehicle. This includes conforming to all 

traffic regulations, the management of persons riding in the vehicle, and the safe loading and 

use of the vehicle. 

E. In the event of an accident the driver must contact the church office and report any damages 

and injuries. 

F. The driver is responsible for returning the vehicle clean and in the same condition it was 

borrowed. 

*No more than two moving violations in a three-year period or one accident in a three year 

period.  One accident and one moving violation disqualifies one from driving.  There are other 

violations that may disqualify one from driving that are not previously mentioned.   

Section 5: Security and Safety 

It will be the policy of this church that adequate and appropriate measures will be taken to provide 

for the safety and security of all persons who use the church facilities and property. All fiscal and 

physical assets of the church will be managed in a way, which promotes personal safety. In support 

of this policy, the following conditions apply: 

A. The Building and Grounds Team and designated persons who possess expertise in insurance 

matters will conduct an annual review of the insurance requirements and coverages provided. 

B. The Building and Grounds Team will review the Property Usage portion of this policy (Article 

IV BTC Policy Manual) periodically and will create a Task Force if required to amend the 

policy. 

C. All keys issued are to be reported and logged. 

D. Designated personnel will cooperate fully with all local, state and federal safety requirements 

as they are determined to apply to our situation. This includes, but is not limited to: asbestos, 

air quality, hazardous material and compliance with recommendations of the fire marshal, other 

government and insurance inspectors. Where written documents are required, they will be 

generated and made available to all persons who are authorized to have access to them. 

E. Church personnel must be sensitive to safety discrepancies. Immediate correction of electrical 

hazards, the care of entrances and walks during inclement weather, and the removal of spills 

and other hazards are typical examples of items of safety that must be corrected as they are 

noticed. 

F. Concealed carry only will be permissible on Baptist Temple Church property. Pursuant to 

section 30.07, penal code (trespass by license holder with an openly carried handgun), a 

person licensed under subchapter H, Chapter 411 government code (handgun licensing law) 

may not enter this property with a handgun that is carried openly. Enforcement of church 

policy on open carry will be handled on a case-by-case basis by way of both a verbal and 

written warning. 

a. An exception will be made for law enforcement. 

b. “Open Carry of Handguns Prohibited” sign shall be displayed at entrance of the 

church. 

G. All person(s) or organizations must complete a “Waiver of Liability” when using Baptist 

Temple Church’s facilities. 
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Article VII 

Emergency Clause 

In the event of an emergency being defined, but not limited to, any disaster situation which prohibits 

the face-to-face meeting together of the church or church council. Decisions needing to be made, 

may be made by means of telephone communication, email, and/or virtual meeting spaces for the 

purpose of financial and administrative decisions which may include the following: 

A. Take actions necessary to ensure that the Church complies with all federal and state 

requirements or regulations that are not directly contrary to biblical commands, including but 

not limited to requirements or regulations regarding the size of gatherings;  

B. Make any necessary staff changes in order for the church to continue to function during the 

pendency of the emergency and until an election may be held at an appropriate date after the 

conclusion of the emergency;  

C. Postpone any required meetings of the membership during the pendency of the emergency to 

an appropriate date after the conclusion of the emergency;  

D. Adopt additional emergency bylaws necessary for the continued operation of the church;  

E. Modify the call, notice, and quorum requirement for meetings of the council during the 

pendency of the emergency;  

F. Make provision for real-time electronic meetings of the council and the ability to take action 

via votes conducted through electronic mail; and 

G. Make temporary decisions relating to our facilities, ministry events, and meetings to ensure that 

the church can continue to function in a safe manner during the pendency of the emergency 

The church council along with the pastor will have the authority to make such decisions without 

face-to-face meetings. The pastor will be responsible for communicating with the other members of 

the church council and, as possible, the rest of the congregation any decision that is to be made. In 

the absence of a pastor the deacon chairman would assume this responsibility. The members of the 

council affirm that all provisions of the existing bylaws consistent with these emergency bylaws 

continue to be in force and that all of their actions shall be taken in good faith on behalf of the 

Church, exercising all fiduciary duties incumbent upon the council. 

Article VIII 

Marriage 

Marriage is a biblical institution established by God as described by scripture. It is the sincerely 

held religious belief of Baptist Temple Church that marriage can only occur between one 

biologically born male and one biologically born female, in covenant commitment.  This concept 

is first mentioned in Genesis 2:20-25. It is God’s unique gift to provide for the man and woman in 

marriage the framework for: intimate companionship, the channel for sexual fulfillment, and the 

means for procreation within a safe environment conducive to raising children. Marriage also 

illustrate the union between Christ and His church. We believe that Ephesians 5:21-33 is the 

normative expression of Marriage. Accordingly, this church’s pastors and staff whether volunteer 

or paid will not officiate or participate in same-sex unions or same sex marriage, nor will its 

property or resources by used for such purposes. 

The Bible teaches that legitimate sexual relations are exercised solely within marriage between one 

biologically born male and one biologically born female. Hence, this Church opposes all forms of 

sexual immorality, including premarital sex, extramarital behavior, homosexual behavior, and 

pornography. 

This policy may be amended and voted on at any time without notice. 
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BAPTIST TEMPLE CHURCH 

Building & Equipment Use Form 

Item(s) Description: 

 

 

 

Serial No.      Model No. 

Reason For Use: 

 

 

 

 

 

Name:        Telephone No. 

 

Date:        Estimated Value: 

 

Approved By: 

 

I understand that I am responsible for these items and assume responsibility for costs of damages or replacement of 

equipment or materials if needed. I also agree to return this material(s) or equipment in the same condition as 

borrowed. 

Signature Of Borrower: 

Date: 

Return Date: 

Condition Of Item: 
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Policies and Procedures Statement of Acknowledgement and 

Agreement 

 
The goal behind the policies and procedures of Baptist Temple Church is to 

provide a safe and nurturing environment for every child that is involved in 

our programs.  

 

I have read and understand the Baptist Temple Church protection policy and 

understand that my services as a volunteer worker at Baptist Temple Church is 

dependent on my strict adherence to these policies.  

 

I understand that my references and contacts from prior church or non-church work 

with children, student, will be contacted and that an appropriate criminal 

background check will be conducted. I specifically authorize the church to 

undertake a criminal background check of my past. 

 

I understand that Baptist Temple Church has a policy of ZERO TOLERANCE 

FOR ABUSE and we will take all allegations of abuse seriously.  I further 

understand that Baptist Temple Church cooperates fully with the authorities to 

investigate all cases of alleged abuse.  Abuse of any kind is grounds for immediate 

dismissal from my volunteer position. 

 

 

Signature:__________________________________________________________ 

 

Printed Name:_______________________________________________________ 

 

Date:_________________________________ 
 

 


