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Grace Hills Baptist Church

Constitution and By-Laws

Constitution

Preamble:  

We declare and establish this constitution to preserve and secure the principles of our faith and to govern the body in an orderly manner.  This constitution will preserve the liberties of each individual church member and the freedom of action of this body in relation to other churches.

Article I.  Name:  

This body shall be known as Grace Hills Baptist Church of  Appomattox County Virginia.

Article II.  Objectives and Purpose:  

This mission of Grace Hills Baptist Church is to enable its members to live lives of commitment to Jesus Christ through worship, education, fellowship, evangelism, and missionary endeavor.

Article III.  Statement of Faith:


We believe in the one true and living God – Father, Son, and Holy Spirit.

We believe that the Scripture of the Old and New Testament are the work of God and are the only sufficient rule of faith and practice.  We believe that the Scriptures are most perfectly interpreted by the life of Christ, the Living Word of God.

We voluntarily band ourselves together as a body of baptized believer in Jesus Christ personally committed to sharing the good news of salvation.  The ordinances of the church are believer’s baptism and the Lord’s Supper.


Article IV.  Church Covenant:

Having been led as we believe by the Spirit of God to receive the Lord Jesus Christ as our Lord and Savior and on the profession of our faith, having been baptized in the name of the Father and the Son and of the Holy Spirit, we do now in the presence of God and this assembly most solemnly and joyfully enter into covenant with one another as one body in Christ.


We engage, therefore, by the aid of the Holy Spirit to walk together in Christian love; to strive for the advancement of this church in knowledge, holiness, and comfort to promote its prosperity and spirituality; to sustain its worship, ordinances, doctrines, and discipline; to contribute cheerfully and regularly to the support of the ministry, the expenses of the church, the relief of the poor, and the spread of the gospel through all nations.
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We also engage to maintain family and private devotions; to religiously educate our children; to seek the salvation of our kindred and acquaintances; to walk circumspectly in the world; to be just in our dealings, faith in our engagements, and exemplary in our conduct; and to be zealous in our efforts to advance the kingdom of our Savior.  We further engage to watch over one another in brotherly love; to remember one another in prayer; to aid one another in sickness and distress; to cultivate Christian sympathy in feeling and Christian courtesy in speech; to be slow to take offense, but always ready for reconciliation and mindful of the rules of our Savior to secure it without delay.

We moreover engage that when we remove from this place we will as soon as possible unite with some other church where we can carry out the spirit of this covenant and the principles of God’s word.

Article V.  Polity:

Persons duly received by the members shall constitute the membership.  The government 

of this church is vested in its voting membership, those members fifteen years old or older.  All internal groups created and empowered by the church shall report to and be accountable only to the church.
Article VI.  Affiliation:

This church is subject to the control of no other ecclesiastical body, but it recognizes and sustains the obligation of mutual counsel and cooperation which are common among Baptist churches.  Insofar as is practical, this church will cooperate with and support the Baptist General Association of Virginia.

Article VII.  Amendments:

Changes in this constitution may be made at 
regular church business session provided each amendment shall have been presented in writing at the previous regular business session and copies of the proposed amendment shall have been made available to the membership through the church bulletin or newsletter.  Amendments to the constitution shall be by two-thirds vote of the voting members present.
An official, up-to-date copy of the constitution shall be maintained by the church clerk.
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By-Laws

Article I – Membership

Section 1 – General:

This is a sovereign and democratic Baptist church under the Lordship of Jesus Christ.  The membership retains unto itself the exclusive right of self-government in all phases of the spiritual and temporal life of this church.


The membership reserves the exclusive right to determine who shall be members of this church and the condition of membership.

Section 2 – Reception of Members:

Any person may be a candidate for membership in this church.  All such candidates shall be presented to the church for affirmation at any regular worship service.  Such church action is to be recorded in the minutes of the next regular church business session.

A candidate may gain membership in any of the following ways:

1. By profession of faith and baptism according to the policies of the church.

2. By promise of a letter from another Baptist church; or a church of another denomination practicing believers baptism.

3. By statement of acceptance of Christ as personal Savior and who has experienced baptism by immersion in a church of like faith and order or upon satisfying evidence of prior conversion.

In case of physical disability and by specific two-thirds vote of the voting members present, baptism may be by some means other than immersion.

Section 3 – Rights of Members:

1. Every member of the church who is fifteen years old or older is entitled to vote at all elections and on all questions submitted to the church in business session, provided the member is present.

2. Every member of the church is eligible for consideration by the membership as a candidate for elective offices in the church, except as stated elsewhere in the By-Laws.

3. Every member of the church may participate in the ordinances as administered by the church.

Section 4 – Associate Members:

Persons who, for whatever reason, wish to retain their membership in other churches but who express a desire to become a genuine part of the worshipping community of and fellowship of Grace Hills Baptist Church shall be welcomed as associate members.  Associate members shall be recognized as non-voting members under the watch-care of the church.
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Section 5 – Conclusion of Membership:

Membership shall be concluded in the following ways: (1) death, (2) transfer of membership, (3) by request of the member, (4) exclusion by action of the church.

Section 6 – Discipline:

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 pastor, other member of the church staff, and deacons are available for counsel and guidance.  The attitude of members toward one another shall be guided by a concern for redemption rather than punishment.

Should some serious condition exist which would cause a member to become a liability to the general welfare of the church, the pastor and the deacons will take reasonable measure to resolve the problem in accord with Matthew 18.  If it becomes necessary for the church to take action to exclude a member, a two-thirds vote of the voting members present is required and the church may proceed to declare the person to be no longer in the membership of the church.

The church may restore to membership any person previously excluded, upon request of the excluded person and by vote of the church upon evidence of the excluded person’s repentance and reformation.

Article II – Ordinances

Section 1 – Baptism:

Baptism is a symbolic act of obedience following Christ’s example.  The church shall receive for baptism any person who has received Jesus Christ as Savior by personal faith, who professed him publicly, who indicates a commitment to follow Christ as Lord, and who is affirmed into membership by the church.

(1) Baptism shall be by immersion in water, except in cases of physical disability requiring a specific two-thirds affirmation by the voting members present.

(2) The pastor, or whomever the church shall authorize, shall administer baptism.

(3) Baptism shall be administered as an act of worship during any worship service of the church.

Section 2 – The Lord’s Supper:


The Lord’s Supper is a symbolic act of obedience whereby all Christians, through partaking of the bread and fruit of the vine, commemorate the death and resurrection of Jesus Christ.

(1) The Lord’s Supper shall be observed the first Sunday of each quarter and as otherwise scheduled.

(2) The pastor and deacons shall be responsible for the administration of the Lord’s Supper.

(3) All believers in Christ are invited to participate in the Lord’s Supper ordinance.
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Article III – Church Meetings

Section 1 – Worship Services:

The church shall meet regularly each Sunday morning for Sunday School and Worship Service and at other times as directed by the church.

Section 2 – Special Services:

Revival services and any other church meetings which may be deemed essential in the promotion of the objectives of the church shall be placed on the church calendar by the Church Council and approved by the church.

Section 3 – Business Sessions:

(1) Regular Business Sessions: Regular business sessions shall be on the second Sunday of each month immediately following the worship service.
(2) Special Business Sessions: A specially called business session may be held to consider matters of significant nature.  A one-week’s notice of the subject, date, time, and location for the specially called business session must be made available to the membership through the church publications.
(3) Quorum: The quorum for a business session consists of the voting members who attend the business session, provided it is a stated meeting or one that has been properly called.
(4) Parliamentary Rules: Robert’s Rules of Order, Revised is the authority for the parliamentary rules of procedure for all business sessions of the church.
Article IV – Church Programs

Section 1 – General:

All programs of the church shall be under church control, all officers being elected by the church and reporting regularly to the church.  Any programs or organizations may be initiated that are approved by the church for the further training of its members, the promotion of missions, or in any way building up the body of Christ for the furtherance of His Kingdom.


Section 2 – Sunday School:

There shall be a Sunday School divided into departments and classes for all ages and conducted under the direction of the Sunday School Director for the study of God’s Word.

The tasks of the Sunday School shall be to teach the Biblical revelation, to reach persons for Christ and church membership, to perform the functions of the church within its constituency and to provide and interpret information regarding the work of the Church.

Section 3 – Mission Programs:

(1) Adults on Mission – There shall be an Adults on Mission organization with such officers as needed.  The task of the Adults on Mission shall be to equip, enable, and encourage its members to follow God’s call to missions’ awareness and involvement locally and around the globe and to be mission advocates in the church and community.
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(2) Youth on Missions – There shall be a Youth on Missions organization with such officers as needed.  The task of the Youth on Missions shall be to equip, enable, and encourage its members to follow God’s call to missions awareness and involvement locally and around the globe and to be mission advocates in the church and community

(3) Children on Missions – There shall be a Children on Missions organization with such officers as needed.  The task of the Children on Missions shall be to equip, enable, and encourage its members to follow God’s call to mission awareness and involvement locally and around the globe and to be mission advocates in the church and community.

Section 4 – Church Music Program:

There shall be a church music program under the direction of a music director.  Such officers and / or organizations shall be included as needed.

Article V – Church Officers

Section 1 – General:

All persons who serve as officers of the church shall be members of the church.  The officers of this church shall be the pastor, the chairperson of the deacons, the moderator, the clerk, the treasurer, the assistant treasurer, the trustees, and such other officers as shall be required for the work of the church in any of its departments or organizations.

Section 2 – Pastor:

The pastor shall be the spiritual leader of the church as minister of the Gospel of Jesus Christ.  He shall preach on the Lord’s Day; administer the ordinances, visit members of the church - - especially the sick, aged, and bereaved; counsel with those desiring church membership; and perform such other duties as usually pertaining to this office.  He shall be ex-officio member of all committees and councils.

The pastor shall support and work with the affiliate organizations of the church.

All responsibilities of the pastor will be performed in a spirit of Christian love and understanding.

The personnel committee shall develop and maintain, with church approval, policies for the selection of, the specific duties of, and the terms of employment of the pastor.

Section 3 – Chairperson of the Deacons:

The deacon chairperson is elected annually by the deacon body.  The chairperson shall officiate at deacon’s meetings, serve on the church council, and act as vice-moderator for the church.

Section 4 – Moderator:

The moderator shall be elected annually by the church to preside over the church business sessions with this person not serving more than three (3) consecutive years.  In the absence of the moderator, the Deacon Council chairperson shall preside; or in the absence of both, the clerk shall call the church to order and preside for the election of an acting moderator.
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Section 5 – Clerk:

The clerk shall be elected annually.  It shall be the duty of the clerk to attend or be responsible for representation at all church business sessions, to keep an accurate record of all business transactions, to prepare the annual church letter, and to notify all officers, members of committees, and messengers of their election or appointment.  The clerk shall preserve all papers and valuable letters and records that belong to the church and preserve a true history of the church.  It shall also be the duty of the clerk to maintain an accurate membership roll with dates and methods of admission and dismissal, to make any change in names, to correct mailing addresses, and to maintain other pertinent information.

The church may delegate some of the clerical responsibilities to the church administrative assistant who will assist the elected clerk.  All church records are church property and shall be maintained in the church office.

Section 6 – Treasurer:

The church shall elect annually a church treasurer.  It shall be the duty of the treasurer to receive, preserve, and pay out as directed in the budget or by authorized personnel all money given to the church and to keep at all times an itemized account of all receipts and disbursements.  It shall be the duty of the treasurer to submit to the church a monthly itemized report of all receipts and disbursements for the preceding month.  The treasurer’s report shall be audited annually.  The treasurer shall be bonded.

Section 7 – Assistant Treasurer:

The church shall elect annually an assistant treasurer who shall act in the place of the treasurer when the treasurer is unavailable and shall assist the treasurer in carrying out the duties as outlined in Article V, Section 6 of the By-Laws.  The assistant treasurer shall be bonded.

Section 8 – Trustees:

The church shall elect annually three trustees to serve as legal officers of the church.  The trustees shall hold in trust the property of the church.  They shall have no power to buy, sell, mortgage, lease, or transfer any property without a specific vote of the church authorizing each action.  It shall be the function of the trustees to affix their signatures to all legal documents involving the sale, mortgage, purchase, lease, or rental of property and any other documents requiring the signature of the trustees.

Section 9 – Assistant Clerk:

An assistant clerk will add to the list of Church Officers to fill in when the Clerk is not available and have the same duties.
Article VI – Church Directors

Section 1 – Music Director:

The music director shall be responsible for providing worshipful music at all church services and directing the choir or choirs in practice and public singing.  The music director is to cooperate with the pastor and other leaders in selecting suitable music and devising appropriate musical programs for all occasions upon which such services are needed.
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Section 2 – Sunday School Director:

The duties of the Sunday School Director shall include coordinating with the Church Council and Nominating Committee in structuring the organization of the Sunday School, providing a full and accurate monthly report of the work of the Sunday School in the regular business session of the church, ordering and dispensing Sunday School literature requested by classes, and planning and providing church outreach training.

Section 3 – Youth Director:

The youth director shall plan, promote, and supervise activities for the youth of the church in cooperation with the youth and children’s ministry committee.

Section 4 – Missions Director:

The Missions Director shall seek to promote the works of the missions programs as outlined in Article IV, Section 3 – Missions Programs of the By-Laws in teaching missions, engaging and supporting local, state and global missions.

Section 5 – Vacation Bible School Director:

The duties and responsibilities of the Vacation Bible School Director shall be to plan, promote, and supervise the Vacation Bible School using appropriate curriculum.

Article VII – Councils

Section 1 – Church Council:

The Church Council shall serve the church by leading in planning, coordinating, conducting, and evaluating the ministries and programs of the church and its organizations.

The primary functions of the church council shall be to recommend to the church suggested objectives and church goals; to review and coordinate ministry and program plans recommended by church officers, organizations, and committees; to recommend to the church the use of leadership, calendar times, facilities, and other resources according to program priorities; to evaluate achievements in terms of church objectives and goals.

The Church Council shall be composed of the Pastor, Sunday School Director, Missions Director, Chairperson of the Deacons, Music Director, Youth Director, Children Director, Chairperson of the Community Ministry Council, Chairperson of the Stewardship Committee, Chairperson of the Hospitality Committee and two at-large members.  The Pastor shall serve as the chairperson of the Church Council.  In the absence of the Pastor, the chairperson of the Deacons shall serve as chairperson of the Church Council.

Section 2 – The Deacon Council:

In accordance with the meaning of the work and practice of the New Testament, deacons shall be servant-ministers who assist the pastor in ministering to the needs of the church family and the community.  As pastoral-care ministers, the deacon council shall administer the Benevolence Fund of the church and shall assist the pastor in administering the ordinance of The Lord’s Supper.

The deacon council shall meet monthly and at other times as necessary.  Deacons shall elect annually a deacon chairperson and other officers as necessary.

Procedures for selection of deacons shall be included in the Church Operations Manual.
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Section 3 – Youth Council:

The Youth Council shall be composed of Sunday School teachers and assistant teachers of the youth classes plus members-at-large not to exceed ten (10) members.  This council shall be responsible for ensuring there are ongoing church youth programs including evaluating needs, establishing ministry goals, and managing the ministry budget.

Section 4 – Children Council:

Children’s Council for age five (5) through grade five (5) shall be composed of the Children’s Sunday School teachers and assistant teachers as well as members-at-large not to exceed ten (10) members.  This council shall be responsible for ensuring there are ongoing church programs including evaluating needs, establishing ministry goals, and managing the ministry budget.

Section 5 – The Community Ministry Council:

The purpose of the Community Ministry Council is to coordinate the ministry programs of the Church, permute positive communications and publicize the activities and ministries of Grace Hills Baptist Church.

The Community Ministry Council shall be composed of the Pastor, Missions Director, a representative from the Deacon Council, a representative from the Stewardship Committee, a representative from the Hospital Visitation Committee, a representative from the New Members Committee, a representative from the Prayer Ministries Committee, and three members at-large.  The Chairperson of this council shall be appointed by the Nominating Committee.

This council shall have the primary responsibility for designing, promoting and publicizing appropriate brochures / publications detailing Grace Hills Baptist Church opportunities and ministries.  The Community Ministry Council shall network closely with other councils and committees, to promote various Church ministries.

Section 6 – The Grace Hills Early Learning Center Council:

The Grace Hills Early Learning Center Council will be the governing body for the Grace Hills Early Learning Center.  This Center will be a ministry of the Church.  This council will approve, adopt and abide by a child-friendly organization and policy manual.  Priority will be given to a quality early childhood learning center with philosophy and theory including spiritual, physical, emotional, social and educational growth.  The council has the responsibility to assure adequate resources are available to attain the highest level of standards.

Members of Grace Hills Early Learning Council shall be nominated and approved annually by the Church.  Membership on this Council shall include individuals who have a child in the Grace Hills Early Learning Center:  at least two at-large members of Grace Hills Baptist, (preferably someone who has had experience or a strong interest in the field of education), Pastor and / or designee, Director of the Center, one additional staff member to serve as a liaison to the Center, Treasurer, Stewardship Committee Chairperson, one representative from the Nursery Committee or Preschool Sunday School teachers, and one parent who is not a member of Grace Hills Baptist Church.  A total of nine (9) members will form the Grace Hills Early Learning Council.  The Council will elect a chairperson from the council members annually.  Any other officers shall be determined by the council.

Revised February 10, 2008
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Section 7 - The Grace Hills Good Neighbor Information and Help Center Council
The Good Neighbor Information and Help Center will be a ministry of the church. The Grace

Hills Good Neighbor Information and Help Center Council will be the governing body for the

Center and will adopt and abide by policy approved by the membership of the church. The

council is responsible for assuring the center meets operational and sustainability requirements

related to the site and has adequate resources to meet the goals and objectives of this mission.

A minimum of five (5) and a maximum of nine (9) members will form the council. Council

members shall be nominated and approved annually by the church except as noted herein. The

council will be composed of at least three members of Grace Hills Baptist Church who will be

selected by the Nominating Committee; the pastor and/or designee; the center director, and at

least one representative from the Grace Hills Community Ministry Council. Up to three

additional community leaders who may or may not be members of the church will be chosen by

the council. An Advisory Committee will also be designated by the council to provide suggestions and recommendations.

















Added May 20, 2012
Article VIII – Committees

Section 1 – General:

The committees of this church shall be those committees listed herein and any  other standing and special committees as the church authorizes.  Additional standing committees may be added by the amendment procedures prescribed within these by-laws.  
All standing committee members must be members of the church.  All committee members shall be recommended by the church Nominating Committee on an annual basis, and elected by the church with no member serving more than three (3) consecutive 
years.  Each committee shall meet at least quarterly and minutes shall be kept of each meeting.  A copy of these minutes shall be maintained in the church office.
Section 2 – Standing Committees:

Descriptions and duties of standing committees shall be recorded in the Church Operations Manual and maintained by the church council with church approval.

The standing committees of the church shall be the Church Ordinance Committee, Constitution and By-Laws Committee, Flower Committee, History Committee, Hospital Visiting Committee, Hospitality Committee, Music and Worship Committee, New Member Committee, Nominating Committee, Nursery Committee, Prayer Ministries Committee, Personnel Committee, Property Committee, Senior Ministries Committee, Special Events Committee, Stewardship Committee, Teller Committee, Library Committee, and Usher Committee.

Section 3 – Special Committees:

Special committees may be authorized by the church each for a specific task.  Special committee members are to be recommended by the nominating committee and elected by the church.  In the event that a situation requires immediate action, prior notice will not be required if such action is to take place at a regular meeting of the church.
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Article IX – Church Staff

The personnel committee shall, with church approval, employ such staff members as deemed necessary for the success of church programs and maintenance of church property.  It shall be the duty of the personnel committee to develop and maintain, with church approval, church staff position descriptions and specific terms of employment.

Article X – Church Operations Manual

The Constitution and By-Laws Committee shall develop, with church approval, a Church Operations Manual to include church policies and procedures and organization charts depicting lines of responsibility in the administration of the church as well as church budgeting and accounting procedures and descriptions and duties of committees and church messengers.  The manual shall be kept by the church clerk, and copies make available for each committee and any member of the church who desires a copy.  The Church Clerk along with the Church Council shall revise the manual annually with authority to recommend changes for the church to consider.  Any church member or church organization may initiate suggested changes in the manual.

Article XI – Amendments

Changes in the By-Laws may be made at any regular business session provided each amendment shall have been presented in writing at the previous regular business session and copies of the proposed amendment shall have been available to the membership through the church bulletin or newsletter.  Amendments to the by-laws shall be by acceptance of the majority of voting members present.  An official, up-to-date copy of the By-Laws shall be maintained by the church clerk.
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Policy and Procedures Manual

Grace Hills Baptist Church

4320 Pumping Station Road

P.O. Box 807

Appomattox, VA  24522

(434) 352-8847

INTRODUCTION

   The purpose of preparing an Administrative Manual for Grace Hills Baptist Church is to enable the organization to operate efficiently and effectively.  Paul exhorted the Christians to “Do all things decently and in order”.  The importance of the mission and work of the church demands efficiency and productivity in relation to man’s best God-given ability.

   Since circumstances change, an Administrative Manual must periodically be evaluated and revised if it is to serve continually as an effective administrative tool.  It is out of this background that this manual has been prepared and submitted for consideration and approval.

PREFACE

   We became aware of the need for policy guidelines as physical property and activities involving them increased.  Our desire is to improve efficiency and alleviate conflicts and misunderstandings in the decision-making process.  A Manual of Administrative Policies is a guide or statement of policies to follow in administrating the activities of Grace Hills Baptist Church.
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PERSONNEL MANUAL FOR EMPLOYEES AND MINISTERIAL STAFF OF GRACE HILLS BAPTIST CHURCH, APPOMATTOX, VIRGINIA

GENERAL INFORMATION

Staffing:

Requests for the creation of new positions or the elimination of and/or redefining job responsibilities of existing positions must be presented to the Personnel Committee for consideration.

Offers of Employment:

Offers of employment to new staff members other than the pastor will be made by the Personnel Committee in writing.  Such offers of employment shall outline the duties of the office, its compensation, and all relevant conditions set forth in these personnel policies.  All recommendations of the Personnel Committee concerning staffing and employment will be presented to the entire church for consideration.

Acceptance of Offers of Employment:

Acceptance of offers must also be presented in writing to the Personnel Committee.  Such acceptance shall imply acceptance of the terms of employment and the intention to abide by all conditions set forth in these personnel policies.  The working relationship between Grace Hills Baptist Church and employee is an “at will” relationship.

Employee Relations:

All employee performance reviews will be administered by the Personnel Committee.  If the need arises, based on the performance review, the Personnel Committee will be responsible for recommending any additional training.  Resignation by the employee shall be given to the Personnel Committee in writing at least two weeks prior to the expected resignation date.  The employee is free to resign from Grace Hills Baptist Church at anytime for any reason.  Each employee must understand there is no contract for employment.  Employment is terminable at the will of Grace Hills Baptist Church.

Termination proceedings must be initiated by the Personnel Committee and communicated to the employee and then communicated to Grace Hills Baptist Church.  No termination is final without approval by the church.  In addition, if immediate action is needed, the Personnel Committee has the authority to suspend, pending church action.

CHURCH PHILOSOPHY AND STAFF RELATIONS

Ministry belongs to the whole church.  All Christians are called to be ministers, so it is the privilege of every Christian, by words and actions, to proclaim the Gospel of God’s redeeming love.  It is the members of the church who, by individual and corporate action, call others into the new life of the kingdom.  They will nurture one another in faith, and train one anther to Christian virtue and behavior.
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A Church staff is employed to assist in implementing the church program.  The staff is not to minister for, or in place of, the members, but to minister to them in order that members may more effectively carry out their ministry in the world.  It is the duty of the ministerial staff to lead, guide, instruct, initiate, assist, act and supply resources as agents in the execution of church policies and programs.
Within the framework of the employed staff, the pastor will be the administrative leader.  The staff will be responsible to the pastor for the quality of their work.  In the event situations arise that cannot be handled by the Pastor and Staff; such situations will be referred to the Personnel Committee.

COMPENSATION AND BENEFITS

The offer of employment shall include a complete statement of all items of compensation.  Salary (including any tax-free allowances in the case of ordained ministers), and all fringe benefits will be specified.  Performance review and compensation package shall be approved by the Personnel Committee, the Stewardship Committee and the church as a whole before the office of employment can be extended.

All staff shall have their performance review and compensation packages reviewed periodically by the Personnel Committee.  Any recommendations must be made to the Stewardship Committee who will review them for overall budget considerations and include recommended adjustments in the proposed budget.  Final approval of the budget with any compensation adjustments is voted upon by the church before the beginning of the fiscal year.

Pay Periods:

The church payroll is paid out monthly.

Guest Speakers: 

The Pastor will secure guest speakers in his/her absence.

CONFIDENTAIL PERSONNEL FILE

Each employee of the church shall have confidential personnel file kept in the church office and maintained by the Church Administrative Assistant.  Only the Administrative Assistant, Pastor, Personnel Committee and Treasurer shall have access to any personnel file.  Each employee will have access to his/her own file.

In this file shall be kept the written offer of employment, written acceptance of employment, Permanent Personnel Record, Request for Vacation/Leave, Job Description and any other documents relating to that employee.  At the time of termination, either notice of termination, or the employee’s letter of resignation shall be included.  The Confidential Personnel File of every employee of the church shall be retained in the files for at least ten years following cessation of employment.

PASTORIAL COVENANT

The professional relationship between the pastor and the Church shall be described in a written Covenant.  The Covenant should include, but not limited to salary, benefits, housing, transportation, insurance, retirement, severance pay, holidays, vacation, time off, professional leave, personal leave, and jury duty.
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GRACE HILLS BAPTIST CHURCH

Job Description

Pastor

PRINCIPAL FUNCTIONS

The pastor is responsible for leading the church in functioning as a New Testament Church.  The pastor will lead the congregation, the organizations and the church staff in performing their tasks.  A major concern of the pastor is to perform shepherding responsibilities.  The pastor is the leader of worship, proclamation, education, pastoral ministry, and administration.

RESPONSIBLE TO:  The Church

ADVISOR/SUPERVISOR:  Personnel Committee. Any request for vacation and/or leave of absence should be submitted to the Personnel Committee.
RESPONSIBILITIES:

1. Proclaim the Gospel formally and informally through preaching, personal witnessing, and personal lifestyle.

2. Lead in visitation of church members in an ongoing ministry of caring and in-reach for members in the church.

3. Lead in visitation of the sick at the hospital and in homes, the shut-ins, church members in times of personal crisis or celebration and prospective or inactive members.

4. Provide leadership in planning and conducting worship services in consultation with the Church Council.

5. Lead and help train church members in an ongoing ministry of caring and outreach for persons in the church community.

6. Provide personal counseling by request and referring to other professional resources when deemed appropriate.

7. Conduct weddings and funerals as requested and deemed appropriate and provide counseling and follow-up ministry to those ministered to in these ways.

8. Serve as chairperson of the Church Council and lead in planning, organizing, directing, coordinating and evaluating the total church program.

9. Work with the deacons, church officers, church program leadership and church committees as they perform their assigned responsibilities serving as an ex-officio member of all organizations and committees in the church.

10. Train and equip the deacons in a comprehensive team-ministry approach to carry out the mission and objectives of the church.

11. Cooperate with associational and state agencies.  

12. Write the weekly bulletin and monthly newsletter.

13. Represent the church and its interests in ecumenical and civic activities.

14. Provide input for the Personnel Committee regarding evaluation of the Administrative Assistant and Property Committee regarding the Custodian.

15. Work harmoniously with other paid staff members in order for each person to bring to the church’s ministry his/her individual gifts, talents, leadership, and desires and maximize each for the good of the ministry, the church and the individual employees.

16. Provide input for the Administrative Assistant and Custodian evaluations.

3

Other Employment Provisions:

A. Vacation:
Year’s service as pastor


Days of vacation

0-5  





12
6 and over




18
Note:  This is based on total number of years in the pastorate and not just years served at Grace Hills Baptist Church.

B. Holiday Schedule:
Date



Days




New Year


   2





Easter



   1





Memorial Day


   1





Independence Day

   1





Labor Day


   1





Thanksgiving


   2





Christmas


   2





Total


 10

C. The church recognizes the fact that the Pastor is on call 24 hours a day, seven days a week while he is on the church field and acknowledges that the Pastor needs periodic retreats for renewal and refreshment.  Therefore, should a church member die while the Pastor is away on vacation, the deacons will make every effort to encourage the family members of the deceased to enlist the services of the Appomattox Baptist Association Director of Missions or another local minister.  Should the family insist that the Pastor return for the funeral, the Church should provide the Pastor with a round-trip airline ticket or compensate the Pastor for any special expenses (housing deposits, etc.) incurred as a result of having to cut his vacation short.
D. The personnel committee will conduct performance evaluations annually.  It shall be a policy of the personnel committee to recommend a raise for the Pastor each year unless the Stewardship Committee should determine that the financial condition of the church will not permit such a raise.

E. Any other provisions as spelled out in the Church Personnel Section of the Church Operations Manual.
F. The Pastor will be subject to a 90 day probationary period.
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GRACE HILLS BAPTIST CHURCH

Job Description

Music Director

PRINCIPAL FUNCTIONS

The Music Director is responsible for the development and promotion of the music program of Grace Hills Baptist Church.

RESPONSIBLE TO:
Grace Hills Church Personnel Committee, with the Pastor acting as their advisor/supervisor. Request for vacation and/or should be submitted to the Pastor. In the absence of the Pastor, submit to the Personnel Committee. 
Job Description/Responsibilities:

1) Direct the planning, organizing, conducting and evaluating of a comprehensive music program including choirs and/or instrumental ensembles.

2) Direct the adult choir.

3) Serve as a member of the Church Council; coordinate the music program with the organizational calendar and emphasis of the church.

4) Assist the Pastor in planning all services of worship.

5) Arrange and provide music for special projects, ministries and other community and church related activities upon request.

6) Update and maintain music library, materials, supplies, special instruments and other equipment.

7) Keep informed of music method, materials, promotion, and administration.

8) Prepare an annual music budget for approval and administer the approved budget.

9) Work with Music Committee in planning, implementing, and evaluating the music ministry of the church.  The Music Committee shall serve as a liaison between the church and the Music Director and serve in an advisory and support capacity to him/her.

Work Schedule/Condition of Employment

Workweek:

1) The workweek shall consist of Thursday evening choir rehearsals, Sunday services, and other periodic services, rehearsals, and functions as requested.

2) Other Employment Conditions:

As spelled out in the Church Policy & Procedure Manual.
Compensation:

Compensation will be as recommended by the Personnel Committee and approved by the Church.

Vacation:

Year’s service as music director

Days of vacation

0-5  





12
6 and over




18
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Holiday Schedule:

Date



Days




New Year


   2





Easter



   1





Memorial Day


   1





Independence Day

   1





Labor Day


   1





Thanksgiving


   2





Christmas


   2






Total


 10

Employee Reviews:

The employee shall have an annual performance and salary review each year in time to insure any change is ready for input to the Stewardship Committee, in September, for the new year’s budget.  These issues will be a function of the Personnel Committee and the Pastor and the review will be presented by the Chairman of the Personnel Committee and the Pastor.
Termination of Employment:
A. Grounds for dismissal:

1) A breach of any of the above.

2) Any impropriety with church members.

3) Failing to perform duties as agreed to.

B. Dismissal will only occur after a thorough examination by the Personnel Committee and a recommendation of dismissal brought to the church and a vote of dismissal from the congregation.

C. The employee will be subject to a 90 day probationary period.
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GRACE HILLS BAPTIST CHURCH

Job Description

Pianist

PRINCIPAL FUNCTIONS

The Church Pianist’s primary role will be to support the music ministry of Grace Hills Baptist Church.

SUPERVISION:

The Music Director will serve as the Pianist’s immediate supervisor.  The Director of Music shall direct the supervision of the Pianist(s) work/schedule with the Personnel Committee of the Church as the final authority, recommending needed changes in job description or employment or dismissal to the church. Request for vacation and/or leave of absence should be submitted to the Music Director.
Job Description:

A. Piano Ministry

1) Be responsible for playing at the Sunday morning worship service.

2) Be responsible for playing at special evenings such as Revival, Homecoming, etc.

3) Be responsible for playing at Thursday evening choir practice.

4) Work with the Music Director to insure a smooth and pleasing music program.

B. Other Duties

1) Work with Music Director and Choir as requested in the planning and implementing of Grace Hill’s music ministries.

C. Non-Requirements

1) Weddings and funerals are not required functions of Grace Hills Baptist Church and will not be compensated by the Church.  As has been the standard, the musician, THOUGH NOT REQUIRED, may play for these events at their own convenience and set fee.
Work Schedule:

The Music Director will direct and schedule the appropriate person(s) for all worship services and special events and turn in a time sheet to the treasurer to ensure they get paid.

Compensation:

Compensation will be per service as recommended by the Personnel Committee and approved by the Church.  

Vacation:

Year’s service as pianist


Days of vacation

0-5  





12
6 and over




18
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Holiday Schedule:

Date



Days




New Year


   2





Easter



   1





Memorial Day


   1





Independence Day

   1





Labor Day


   1





Thanksgiving


   2





Christmas


   2






Total


 10

Employee Reviews:

The employee shall have an annual performance and salary review each year in time to insure any change is ready for input to the Stewardship Committee, in September, for the new year’s budget.  These issues will be a function of the Personnel Committee and the Pastor and the review will be presented by the Chairman of the Personnel Committee and the Pastor.

Termination of Employment:

A. Grounds for dismissal

1) A breach of any of the above.

2) Any impropriety with church members.

3) Failing to perform duties as agreed to.

B. Dismissal will only occur after a thorough examination by the Personnel Committee and a recommendation of dismissal brought to the church and a vote of dismissal from the congregation.

C. The employee will be subject to a 90 day probationary period.
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GRACE HILLS BAPTIST CHURCH

Job Description

Administrative Assistant

PRINCIPAL FUNCTIONS

The Administrative Assistant will assist the Pastor and other church staff members in all church related clerical and business matters.  As a representative of the church, the Administrative Assistant will be aware that the work is a ministry and will constantly be aware of their impact on the view of the church held by its members and the community.

I.  Responsible To:


The employee will be responsible to the Personnel Committee. The Pastor will be the Administrative Assistant’s immediate supervisor. Request for vacation and/or leave of absence should be submitted to the pastor. In the absence of the pastor, submit to the Personnel Committee. 
II. Job Description/Responsibilities:
1. Serve the church cheerfully, courteously and with the best Christian attitude possible.  Confidentiality must also be observed in all happenings and discussions which take place in the performance of their duties.

2. Church Telephone: Answer all calls, transfer if necessary, take message if necessary, assist caller in any way possible.

3. Church Word Processing: Assist the Pastor with weekly bulletins, process weekly material, type and layout as required the bulletin, then fold and distribute in the church as necessary.  See that the bulletins are mailed each week to each person on the mailing list.  Assist the Pastor with newsletter.

4. Maintain church membership rolls including homebound, assisted living and hospitalized members.

5. Assist the Financial Secretary in accounts payable.

6. Type, file and mail ministry related correspondence for the Pastor, committees, church organizations, weekly sermons and church program printed material.  

7. Assist in the labeling of church offering envelope boxes and their distribution to the Sunday School classes.

8. Organize, update and maintain a central file system, including employee files.

9. Maintain office and church supplies at adequate levels.  Order materials as approved by Pastor.

10. Keep all sensitive church documents and correspondence confidential.

11. Establish and maintain Church web page and e-mail correspondence.

12. Any new responsibilities are to be reviewed and approved by the Personnel Committee.
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III. Work Schedule/Condition of Employment:


Workweek will be mutually agreed upon among employee, Pastor and Personnel 


Committee.

IV.  Compensation:


Compensation will be mutually agreed upon between employee and Personnel


Committee.

Vacation:

Year’s service as administrative assistant
Days of vacation

0-5 12

6 and over




18

Holiday Schedule:

Date



Days




New Year


   2





Easter



   1





Memorial Day


   1





Independence Day

   1





Labor Day


   1





Thanksgiving


   2





Christmas


   2






Total


 10


     Sick Leave 

The Administrative Assistant will earn one (1) by month with a maximum of thirty days.
V.  Employee Reviews:


The employee shall have an annual performance and salary review each year in time to insure any change is ready for input to the Stewardship Committee, in September, for the new year’s budget.  These issues will be a function of the Personnel Committee and the Pastor and the review will be presented by the Chairman of the Personnel Committee and the Pastor.

Termination of Employment:

A. Grounds for dismissal

1) A breach of any of the above.

2) Any impropriety with church members.

3) Failing to perform duties as agreed to.

B. Dismissal will only occur after a thorough examination by the Personnel Committee and a recommendation of dismissal brought to the church and a vote of dismissal from the congregation.

C. The employee will be subject to a 90 day probationary period.
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Protocol for Committees Regarding the Administrative Assistant

The Administrative Assistant works with committees to accomplish certain important tasks as noted in the job description.  Your assistance in maintaining the following protocol will help the Administrative Assistant in planning her weekly work agenda and to meet your needs in a timely and accurate fashion.

1. Submit minutes of each committee meeting to the office within one week following the date the meeting.  Minutes may be submitted as handwritten or typed.

2. For assistance in typing agendas or other meeting related items or copying materials needed for committee meetings, please provide the information to the Administrative Assistant one week in advance of the meeting.

3. For mailings, preparation of materials for Sunday meetings, or voting ballots, which may be needed by committees to distribute to all church members, please inform the Administrative Assistant as early as possible regarding this request.  A notice of at least 2 weeks prior to the mailing date is desirable.

4. Whenever possible, committee chairpersons and members should place phone calls and manage correspondence with and on behalf of their committees.  

5. Committees should maintain responsibility of set-up of rooms or the fellowship hall for events.  This is not a typical duty of the Administrative Assistant.

6. Bulletin information is due in the GHBC office by 5 pm every Wednesday. 

Times- Virginian information must be in by 12 pm Friday of every week. 

GHBC Newsletter/Calendar is due by 5pm the Wednesday before the last Sunday of the month, unless that Sunday is a holiday--then, the information would be due at 5pm on Wednesday, 2 weeks before the last Sunday. Calendar information is helpful if submitted on the calendar at the church council meeting the month prior to the event.  
Appomattox Baptist Association newsletter information is due by the 15th of each month.
7. Please notify the office as soon as possible if a scheduled event or meeting is cancelled.  

8. If assistance is needed in entering the building on the day of a committee meeting, please contact the Administrative Assistant early in the day by email or phone.

9. For heating and cooling concerns, please contact the chairperson of the Property committee.
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GRACE HILLS BAPTIST CHURCH

Job Description

Facilities Supervisor
INTRODUCTION

Keeping the cleanliness, attractiveness, and maintenance of the

church and grounds at an optimal level is an expected standard of Grace

Hills Baptist Church. To maintain this standard and to give direction to the

Facilities Supervisor, specific job tasks are included. Coordination of job

activities between Facilities Supervisor and Chairman of the Property

Committee will give additional support and clarity.

Duties and responsibilities included in this job description shall not

limit other necessary and appropriate tasks for this assignment. Since the

present Facilities Supervisor is a member of the church, as well as a

volunteer, the partnership will provide an added advantage for both parties.

JOB TASKS: GENERAL PROCEDURES FOR CHURCH PROPERTY

1. Responsible for opening and closing the Church for Sunday,

Wednesday night service, funerals, and weddings.

2. Contact snow removal services when needed for roadways and parking

lots.

3. Removal of snow and ice from walkways.

4. Be available to any contractor while on Church premises.

5. Assure neat and clean landscape of church property by mowing grass,

weed-eating, mulching, cleaning flower beds, watering plants, trimming

bushes, raking leaves and removing dead limbs.

MAIN BUILDING/CHURCH SANCTUARY: WEEKLY TASKS

1. Vacuum carpet, including pulpit, and choir areas.

2. Vacuum and dust mop entrance areas.

3. Dust all furniture in all rooms.

4. Pick up trash and straighten out hymnal racks.

5. Clean all floors (wet mop, scrub and /or vacuum as needed).

6. Clean all bathrooms commodes, sinks, etc. and keep supplied with
    toilet tissue, paper towels, soap, and air freshener.

7. Wipe tables and chairs.

8. Check kitchens and wipe counters, stoves, refrigerators, and

appliances.

9. Empty all trash cans.

10. Buff the floors.
ALL DOOR AND ENTRANCES/EXITS (INCLUDING MAIN BUILD

ING): WEEKLY TASKS

1. Clean hand prints and soils, etc.

2. Clean nicks and walls with Mr. Clean eraser or touch-up paint.

3. Sweep off porches/steps and keep clean of dirt and trash, etc.
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ALL BUILDING: PERIODIC TASKS

1. Hand clean chandeliers, light fixtures, venation blinds, door and window

frames, etc. once a month.

2. Remove cobwebs from walls, ceilings, and floors as needed.

3. Shampoo all carpets once a year (more, if needed).

4. Wax and buff tile floors twice a year.

5. Clean baptistery as needed.

6. Clean windowpanes and windowsills (inside) as needed.

7. Clean windowpanes (outside) twice a year.

8. Clean all baseboards twice a month.

9. Paint interior walls of church as needed.

10. Check and replace HVAC filters periodically.

HOLIDAY SCHEDULE

Date                  

Days
New Year             

   2

Easter                   

   1

Memorial Day         

   1

Independence Day                  1

Labor Day                               1

Thanksgiving           

   2

Christmas                                2

Total                           10

Employee Reviews

The employee shall have an annual performance and salary review each

year in time to insure any change is ready for input to the Stewardship

Committee, in September, for the new year's budget. These issues will be

a function of the Personnel Committee and the Pastor and review will be

presented by the Chairman of the Personnel Committee and The Pastor.

Termination of Employment

A. Grounds for dismissal

1. A breach of any of the above.

2. Any impropriety with church members.

3. Failing to perform duties as agreed to.

B. Dismissal will only occur after a thorough examination by the

Personnel Committee and a recommendation of dismissal brought to the

church and a vote of dismissal from the congregation.









Added 05/20/12
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GRACE HILLS BAPTIST CHURCH

Job Description

Summer Ministry Intern

The Summer Ministry Intern is responsible for ministerial endeavors as stipulated in the

Collegiate Congregational Internship Expectation Agreement and in specific areas of

children/youth ministry

A supervisory special committee consisting of the Pastor (or designee in absence), the

Youth Director, and the Children's Director

Job Description/Responsibilities
Children’s Duties

1) Serve as assistant Vacation Bible School director,, including collaboration in

planning and conducting VBS.

2) Teach children's church twice

3) Teach children's Sunday School once a month

Youth Duties

1) Teach youth Sunday School once a month

2) Assist with Impact Virginia

3) Attend youth events (lake trip, gardening deliveries, etc.)

4) Create/lead a Bible study or discipleship group for middle school-aged youth

1) Attend meetings as required by the CBF Collegiate Congregational Internship

program (including business meetings, committee meetings, deacons'

meetings)

2) Assist in planning and leading worship

3) Preach 1-2 times

4) Join pastor in hospital/nursing home visits

5) Other duties as assigned by the pastor

Workweek:

The Summer Ministry Intern will be expected to work approximately 20 hours per

week; this schedule is flexible due to the changing nature of church ministry from

week to week

Principal Functions:
Responsible To:
Other Ministry Duties

Work Schedule/Conditions of Employment
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Compensation:
Absences caused by illness or personal time should be covered in consultation

with the Pastor and/or Supervisory Subcommittee
Per the Collegiate Congregational Internship expectations agreement,

compensation will consist of:

-  $600 from CBF (plus pre- and post-internship training)

- $600 from Grace Hills

-  Provision of a place to live and assistance with living expenses

This will break down with the following categories by Grace Hills:

-  $600 salary

- $400 living expenses

- Provision of an attached apartment

-  Provision of full/partial tuition for Church Administration course
:
Added 05/20/12
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PROCEDURES FOR CHURCH OPERATIONS

Deacon Selection Process:

There shall be six (6) active deacons for the first one hundred members and then three (3) additional deacons for each additional fifty members.  A person must have been a member of Grace Hills Baptist Church for one year before being nominated to serve as deacon.  Deacon shall be elected from among those members who have proven themselves to have spiritual and ethical qualifications.  Deacon shall be elected for a term of three years with one-third of the number being elected each year.  After the completion of a full three-year term, no deacon shall be eligible for re-election until the lapse of one year.

Active deacons shall be elected by the eligible voting membership of the church through a balloting process to begin during the month of June.  Each year the assigned term of office of one third of the number of deacons shall expire; and elections shall be held to fill vacancies and to add to the deacons such members as the church size warrants.  In case of death or removal or incapacity to serve, the church may elect a deacon to fill the unexpired term.  The church shall have at least two weeks notice before starting the nomination process for election of regular term deacons.  The first balloting is to secure nominations for the office.  Each voting church member in attendance on the announced date and time will be provided a ballot to nominate the number of deacons required by the church for a particular year.  Such nominees should meet the qualifications and express a willingness to serve as deacons.  The ballots are to be counted by the Teller Committee.  The final number of nominees who meet the qualifications and have expressed a willingness to serve as deacons and receive the highest number of votes shall be the number required to fill the deacon vacancies plus at least three (3) other but not more than twice the number required to fill the deacon vacancies unless there are ties.  The names of the nominees shall be published in the following week’s newsletter or bulletin along with an announcement as to the date and time of the final election.  The final election date and time are to be set by the moderator and may take place one week, but not more than two weeks, after the nomination results have been published.  Each name on the final ballot must have the consent of the nominee.  Each voting member may select as many names that are equal to the number of required vacancies.  Ballots with more than the required number of vacancies shall be discarded and not counted.  The persons receiving the highest number of votes shall be elected.  In case of a tie, there shall be a run-off election involving those who are tied.  The person or persons receiving the highest number of votes shall be added to the names of those who have been elected.  Results of the election shall be announced as soon as the final balloting has been tabulated and candidates notified.

Ordination services for newly-elected first-time deacons shall be placed on the church calendar by the pastor.  Ordination shall take place at a regular worship service of the church between the time of the deacon election and the beginning of the term of service.
The Church Year:

The Grace Hills Baptist Church fiscal year shall be from January 1 through December 31.

The church program year shall be from September 1 through August 31.
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Church Financing:

Church officers and committees shall submit written budget requests to the Stewardship Committee no later than October 1 of each year.  The Stewardship 
Committee shall prepare and submit a proposed annual budget to the church membership through church publications at least one week prior to the December regular business session.  During the December regular business session, the Stewardship Committee shall present the budget for discussion and / or amendment.

A special business session shall be called the following Sunday immediately after the close of the Sunday morning worship service for church vote – with no additional discussion – on the proposed budget.  
The church will provide offering envelopes for members’ use.  Only funds for ministries in the church budget and any other programs approved by the church shall be accepted for the church treasury.

Amendments to the Church Operations Manual:

Changes to the Church Operations Manual may be made at any regular or called church business session provided each amendment shall have been presented in writing at the previous regular business session and copies of the proposed amendment shall have been available to the membership through the church bulletin or newsletter.  Amendments to the Church Operations Manual shall be by acceptance of the majority of voting members present.

An official, up-to-date copy of the Church Operations Manual shall be maintained by the church clerk.
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COMMITTEES

   The committees of the church shall be those committees listed herein and any such other regular and special committees as the church authorizes.  Additional regular committees may be added by the amendment process prescribed within the church by-laws and church operations manual.  All church committee members shall be recommended by the church nominating committee and elected by the church unless otherwise specified within the by-laws.  Committee members shall serve on a three-year rotation basis with one-third to be elected each year, except as otherwise stated in the By-Laws and Church Operations Manual.

--No person shall serve on more than two standing committees during the church year.
--Each committee shall meet at least quarterly and minutes shall be kept of each meeting.  A copy of these minutes shall be given to the church clerk.

The Nominating Committee shall consist of at leave five (5) members.  This committee shall meet and recommend a person to be the Sunday School Director by the May business meeting of the church.  Upon election of a Sunday School Director this person then becomes an ex-efficio member of the nominating committee to make recommendations concerning Sunday school positions.  This committee shall be responsible for nominating candidates for all church elected positions filled by volunteers, including vacancies which occur during the year.  The committee shall present to the church by the August business session nominations for Moderator, Clerk, Treasurer, Assistant Treasurer, Trustees, Mission Director, Youth Council Chairperson, Children’s Council Chairperson, Sunday School Officers and Teachers, Standing Committee Members and Chairperson for each standing and special committee.  Any special committee needed during the year shall be presented to the church by the Nominating Committee.

The Personnel Committee shall consist of five (5) members.  This committee shall assist the church in matters related to employed personnel.  This committee shall prepare and maintain, with church approval, the section of the Church Operations Manual dealing with procedures for selection of pastors as well as job descriptions, terms of employment, and annual evaluation of pastors and other paid personnel.  This committee shall review annually the personnel section of the Church Operations Manual and recommend any necessary changes to the church.

The Personnel Committee shall develop, at the time of selection of a new pastor, a written church / pastor covenant, clearly defining the relationship to exist between the pastor and church.

The Personnel Committee shall recruit, interview, and recommend non-ministerial and part-time of temporary ministerial employees to the church in consultation with the pastor and appropriate supervisors.  If needed, the Personnel Committee shall recommend to the church termination of services of any paid employee.

Further, the Personnel Committee shall administer the funds in the budget for visiting speakers, greet visiting speakers, explain the order of service, and introduce visiting speakers to the church.  In this capacity, the Personnel Committee shall recommend to the Stewardship Committee needed expenditures for pulpit supply.

The Property Committee shall have five (5) members.  The responsibilities of this committee shall be to maintain all properties owned or used by the church, including grounds, facilities, furnishings, and equipment.  Further, in cooperation with the Stewardship Committee and with approval of the church, the Property Committee shall secure and maintain adequate insurance coverage.
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The Stewardship Committee shall consist of five (5) members including the church treasurer.  The committee shall develop and recommend an overall stewardship plan and unified church budget.  The annual budget shall be presented to the church as prescribed within the “Church Financing” section of the Church Operations Manual.  The Stewardship Committee shall advise and recommend the administration of the gifts of church members and others, using sound principles of financial management.  This committee shall take steps to ensure that sound procedures are used for receiving, counting, depositing, recording, and auditing church funds. The committee or person designated by the committee shall monitor the monthly cash flow of the Church. Request for non-routine expenditures in excess of $1,000.00 must have prior approval of the committee or its designee.
The Church Ordinance Committee shall consist of four (4) members, two (2) men and two (2) women.  The committee shall assist with preparations for observance of the two ordinances of the church – baptism and The Lord’s Supper.  For the observance of baptism, Church Ordinance Committee members shall be responsible for filling and emptying the baptistery, assisting baptismal candidates before and after their baptisms, and assisting the pastor as needed in administering the ordinance.  The committee shall prepare the Lord’s Supper at least once quarterly and at such other times that the church determines.  The committee shall purchase and keep on hand materials and supplies and shall recommend to the Stewardship Committee any equipment needs for the budget year.  Committee members shall see that all equipment and materials, including tablecloths, are gathered, cleaned, and stored after each observance.

The Usher Committee shall consist of eighteen (18) members.  This committee shall be responsible for greeting people as they enter the church building for Sunday School and worship.  They shall help distribute bulletins and assist individuals in any way necessary; they shall be especially concerned with the greeting of visitors to the church.  The Ushers shall collect offering during the worship services.

The Teller Committee shall consist of six (6) members.  This committee, under the direction of the Stewardship Committee, shall be responsible for counting, depositing, and reporting to the church treasurer funds received each week from the church offering.  The tellers shall be responsible for giving the emptied offering envelopes to the church financial secretary.  There shall be at least two (2) persons present – one of whom may be the treasurer – whenever funds are received and counted.  Teller Committee members shall also serve as tellers when needed during the regular and called church business sessions.

The Flower Committee shall consist of three (3) members.  Its duties are to recommend policies and procedures for obtaining, arranging, and disposing of flowers for congregational services; to secure, place, and dispose of flower arrangements; to care for all church-owned floral equipment; to administer funds budgeted for church flower arrangements; and to recommend to the Stewardship Committee needed expenditures.

The Hospitality Committee shall consist of six (6) members.  The duties of this committee shall be to provide food services for church functions upon request, including Vacation Bible School, homecoming, and revivals; to purchase needed equipment for the kitchen and supplies for all church social activities provided for in the budget; to recommend to the Stewardship Committee budget needs for supplies and equipment; to supervise the upkeep and maintain the cleanliness of the church kitchen; and to develop and maintain with church approval the “Kitchen Use Policies” section of the Church Operations Manual.
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The Music and Worship Committee shall be composed of the church music director, the directors of all church choirs, the church musicians, the president of the adult choir, and at least one member at large.  The committee shall plan and promote the total music program of the church; plan, schedule, and present special music programs; select and purchase music supplies; recommend to the Stewardship Committee music budget needs; and place on the calendar scheduled music events.  This committee shall assist the pastor in planning and promoting special worship events and in evaluating the effectiveness of existing services.

The Youth and Children’s Committee shall be composed of the Sunday School teachers of the children’s and youth departments along with the Sunday School Director and the Vacation Bible School Director.  The committee shall be responsible for ensuring that there are ongoing church youth and children’s programs.  The committee shall be in charge of the overall youth and children’s ministry programs – evaluating needs, establishing ministry goals, and managing the ministry budget.

The Senior Ministries Committee shall consist of six (6) members.  The committee shall plan, organize, publicize, and conduct special activities for senior adults.

The Nursery Committee shall consist of three (3) members.  They shall purchase necessary equipment as provided by the budget; recommend to the Stewardship Committee budget needs; plan and supervise the schedule for nursery workers during all worship services; inspect regularly the nurseries for cleanliness and safety; and formulate and maintain, with church approval, the Church Operations Manual guidelines for nurseries to guarantee the safety of children.

The History Committee shall consist of three (3) members.  This committee shall collect and safeguard church records, make a summary of the church progress at the end of each church year which shall become a part of church history; publish an addendum to the church history every ten years; use historical facts and documents to challenge the church to accomplish its mission; and develop and maintain, with church approval, Church Operations Manual policies and procedures regarding church historical materials.  The committee shall administer the funds budgeted to preserve historical records. 

The Library Committee shall consist of five (5) members.  This committee shall catalog and care for all books, publications, other printed media and visual aids belonging to the church, maintain orderliness of the library, select and order media materials and equipment, publicize the rules and policies that govern the library after submitting such matter before the church for approval, keep usage records of all library items, publicize new library materials, and submit a proposed budget to the Stewardship Committee.  It shall be a responsibility of this committee to notify the family of any deceased member when a memorial item has been placed in the library.

The Prayer Ministries Committee shall consist of six (6) members.  This committee shall be responsible for encouraging the ministry of prayer at Grace Hills Baptist Church by developing unique prayer programs and opportunities to involve a wide spectrum of church members.  The committee chairperson will serve on the Community Ministries Council.
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The Interim Ministry Committee is comprised of the elected active deacons.  Responsibilities for Interim Ministry and Interim Pastor/s will be executed by the elected active deacons.  The Interim Ministry Committee shall have the authority to recommend to the church a contract with the prospective Interim Pastor.  This committee’s function and interim ministry will cease upon the arrival of a new full-time minister.

Purpose and Philosophy of an Interim Ministry is to affirm the church staff, elected leaders and congregation of the biblical role of pastoral leadership and for renewing congregational fellowship and responsibility.  It is a time for celebrating the mercies of God upon His people in the past, for focusing on the future and for reflecting upon the core values and mission of the church with faith and hope.  It is the time for honoring the role of the pastor and for putting into place a spiritually minded and responsible Search Committee to review the biblical role of the New Testament pastor and to seek out and bring to the church, through much prayer, a person they believe He has chosen to fill this vital role in their church.

Role of the Interim Pastor is to encourage the congregation and its pastor search committee in their effort to find and call the minister of God’s choosing and to seek to prepare the church to receive him/her well.  Interim responsibility will be negotiated to include one of the two levels of responsibility:
Level 1: The interim pastor shall have full responsibility for pastoral leadership at all services, including Sunday worship, midweek services, funerals, weddings, and seasonal services.  The interim pastor shall assume responsibility for visiting member of the congregation who are in the hospital or who are terminally ill at home.  It should be the interim’s responsibility to meet with the deacons and certain committees as requested to do so.  He/she should be available for consultation with the church staff.

Level 2: The interim pastor would have less responsibility under Level 2.  The major responsibilities would be to provide pastoral leadership at the regular church services on Sunday morning, midweek services, and to be on call to conduct funerals and weddings when requested by the families involved.  The interim pastor should not be expected to be involved in visitation and counseling except as it relates to crisis ministries.  Administrative duties and general office hours would not be expected of the interim pastor.
Compensation for the interim should be based on the level of responsibility undertaken and should include a set salary plus an expense reimbursement.

Under Level 1, the church should provide an interim salary approximately 50% of the last pastor’s salary plus travel reimbursement.

Under Level 2, the salary should be approximately 25% of the last pastor’s salary plus travel reimbursement.

Under either Level, special arrangements should be negotiated with the Interim Pastor for disbursing compensation in a way in which it will be in the best interest of the church and Interim Pastor.
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The Constitution and By-Laws Committee shall consist of three (3) members:


One (1) to be elected each year for a three year term except the initial election, which shall designate members: for either a three (3) year, two (2) year or one (1) year term.
Its responsibility shall be to aid the Church in keeping its Constitution and By-Laws a useful and workable instrument,

To study recommendations for changes to the constitution and By-Laws,

To prepare the wording for recommended changes, and

Bring the proposed changes to the Church in accordance with Article VII- Amendments to the Constitution 

Or, Article XI- Amendments of the By-Laws. 
7

Pastor Search Committee Procedures

Election of the Committee

The primary philosophy for a Pastor Search Committee will be first of all praying and seeking God’s will in fining the pastor God has called to God’s church.  The search process can never be seen as just a personnel selection process.  Human reasoning can never be adequate for spiritual tasks.  Regular praying by both the committee and the congregation keep the right spirit among the people and the right tasks before the search committee.

A charge to the committee in its search process involves four (4) very distinct aspects for both the committee and the congregation.  First, this should be a very spiritual experience.  Second, this should be an educational experience.  Third, this should be a confidential experience.  No matter how well intentional and harmless it may seem to share your information, it will be very important that your word stays within the committee.  Fourth, this should be a deliberate experience seeking the Lord’s direction.

The size of the committee will be five (5) people with two alternates, who should sit in on the meetings at the church to keep abreast of the committee’s progress, but they are not to travel with the committee, participate in neither discussion nor vote.

The Pastor Search Committee needs to be made up of active members who support the mission and work of the church, are representative of the church’s membership and are respected, trusted congregational leaders.  Effective search committee members will also be team players, able to maintain confidentiality, have the freedom to attend meetings, travel, and have no agenda based on self interest.

The Pastor Search Committee shall be nominated and elected by the congregation using secret ballots during each process.  Once elected the Pastor Search Committee shall report to the congregation.  The Pastor Search Committee nominees are to be approached to determine their willingness and availability to serve prior to being nominated.  The nomination date shall be announced by the moderator at least two (2) weeks before the vote is to take place.  A ballot with five (5) blank lines shall be presented to each member present and eligible to vote.  Each member may write in the names of as many as five (5) individuals whom he/she believes would serve well on the Pastor Search Committee.  After receiving the write-in nominations, the ten (10) nominees with the highest number of votes shall be considered as candidates provided that each has received at least five (5) votes and who are willing to serve.  This slate of candidates will be presented to the church for election after at least one week’s notice has been given prior to the election date.  Only members present at date and place of election may vote.  The five (5) candidates who receive the highest number of votes will comprise the Pastor Search Committee.  The next two (2) candidates on the list receiving votes will serve as first and second alternates, who will only become a member when a vacancy occurs.

The five (5) persons comprising The Pastor Search Committee shall meet and elect a chairperson, vice-chairperson, and secretary to lead the committee.  (The moderator or chairman of the Deacon Council may call The Pastor Search Committee to order and facilitate the election of a chairperson.)
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The committee chair contacts the Field Strategist on the Virginia Baptist Mission Board’s Empowering Leaders Team at 800-255-2428, ext. 5292 to request the Pastoral Transition and Pastor Search Handbook.  A committee orientation and training session will be requested from the Virginia Baptist Mission Board Field Strategist or the Appomattox Baptist Association’s Director of Missions.  The committee will then begin to outline and agree on the path that they feel God is leading the committee to pursue.

The committee shall bring to the consideration of the church only one name at a time.  Election of the candidate shall be by secret ballot, an affirmative vote of three-fourths (3/4’s) of those eligible members present being necessary for a choice.

The Pastor Search Committee in consultation and agreement with the Stewardship Committee and Personnel Committee shall recommend the salary and benefit package to the church.  The nomination of the candidate shall include the salary and benefit package.

Persons wishing to suggest a possible pastor may contact The Pastor Search Committee.  The Pastor Search Committee’s function will cease upon the arrival of the new full-time pastor.
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Grace Hills Baptist Church Family Life Center
Policies and Procedures
Mission Statement:  The Grace Hills Baptist Church Family Life Center is dedicated to providing church members and their guests opportunities for fellowship, health and wellness, and recreation in an atmosphere which promotes Christian values.

Participation: 

1) Grace Hills Baptist Church and its sponsored organizations have priority in reserving the Family Life Center (FLC).

2) The FLC may be reserved for personal / family activities of a church member (birthday parties, family reunions, anniversaries, 
weddings, etc.).  Occupancy is limited to 290.

Scheduling:

1) Church-sponsored activities have priority in scheduling and may preempt other scheduled events with not less than a six-
week notice.

2) Major church events such as Christmas plays, Easter festivals, etc., will be given no less than one full week 
scheduling for set-up, tear-down, etc.

3) Any scheduling of the FLC other than for church activities or weddings is limited to a maximum of six months in advance.

4) For all events not sponsored by the church, the FLC is available on a first-come, first-served basis.

Reservations:
1) All reservations of the FLC must be made through the Grace Hills Administrative Assistant only!
2) A reservation is added to the facilities calendar only after completed forms (obtainable from the Administrative Assistant) and 
any applicable deposits / fees are submitted to the Administrative Assistant.  [Note: The forms vary for church use 
versus members’ private use; fees do not apply for church use.]
Facility Use:

1) The FLC building, furnishings, and grounds are to be treated with respect.

2) The FLC floor must be swept / dust mopped prior to set-up for an event.

3) Event sponsors are responsible for set-up of tables, chairs, athletic equipment, etc., for their event.

4) The FLC must be cleaned by event participants following an event and all tables, chairs, or other equipment returned to their 
locations prior to the event.

5) Groups not church-sponsored are responsible for any damages or lost or misplaced items.

6) FLC tables, chairs, or other items of equipment are not to be removed from the facility for private use.

7) Participants should remain in the immediate FLC area (which includes the lobby and restrooms) and not enter other areas of 
the building. Children’s and nursery rooms are not available for FLC events.   

8) FLC thermostats will be set by church designees only and should not be changed by FLC participants.

Conduct / Dress:
1) Leaders of church-sponsored events or members sponsoring personal / family events are responsible for enforcing all FLC 
policies and maintaining a Christian atmosphere at all times.

2) The following items are not allowed on church property at any time:  alcoholic beverages, illegal drugs, anything 
considered to be a weapon, or anything that detracts from a Christian atmosphere.

3) Tobacco products are not to be used on church property.

4) No gum, food, or beverage is allowed in the FLC during athletic activities.

5) No unsportsman-like conduct, cursing, or vulgar language is permitted at any time.  (Following a first warning, repeat 
offenders should be asked to leave church property immediately.)
6) No hanging or climbing on the basketball rims, nets, volleyball nets or supports will be tolerated. 

7) Appropriate shoes for the gym floor during recreational activities include tennis, running, basketball, and other soft soled 
shoes.  No leather or dress shoes will be allowed during athletic activities.  Shoes should be clear of sand, dirt, and 
debris.  Roller skates, roller blades, or “heelies” (shoes with wheels) are not allowed anywhere in the Grace Hills 
Church buildings.
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8) Dress should be appropriate for a family environment; athletic attire should be of modest taste and should 
appropriately cover 
the body.  

· Shirts and shoes must be worn at all times.

· Shorts should be a reasonable length (no more than 4 inches above the knee, please).

· Spandex shorts or leotards must be covered by shorts.

· No mid-drift tops are allowed.

· Any other clothing that detracts from a Christian, family environment will not be allowed.

9) No personal sports equipment may be brought into the FLC.  Equipment is available in the FLC storage 
area.

10) Inappropriate public displays of affection are strictly prohibited.

11) Stereo devices, other than walkmans, are prohibited.

12) Animals are not allowed in the FLC.

Food / Food Service:

While food is not permitted in the FLC during athletic activities, the FLC may be reserved specifically for dinners, parties, receptions, etc.  Any events requiring use of the kitchen may require the presence of a Grace Hills Hospitality Committee member and may create an additional fee.  Following its use, the FLC kitchen must be thoroughly cleaned. 

Decoration:

All decoration must be specified in the reservation form and must meet the approval of the Grace Hills Special Events Committee.  All decorations must be removed immediately following an event.  Storage is not available for items left behind.

Fees / Deposits:  

1) Fees are not applicable for church-sponsored events.

2) The fee for member-sponsored athletic events will be $10 / hour, used to off-set the operations cost.
3) The fee for wedding receptions, family gatherings, etc., will be determined according to the Wedding Policy Fee 
Schedule 
found in the Grace Hills Church Operations Manual.

4) Should a group not sponsored by a church member be granted permission by the Special Events Committee and the church 
body to use the FLC, a deposit will be required and fees will be determined by the Special Events Committee.

Cancellation:

1) Should an event be cancelled, the sponsoring member should notify the Administrative Assistant as soon as possible.

2) Should an event be cancelled due to unexpected events such as loss of power or fire or weather damage, Grace Hills 
Baptist Church accepts no liability for any loss incurred as a result of the cancellation.

Liability / Accident and Emergencies:

1) The use of the FLC equipment and facilities will be at the risk of the participant.  Grace Hills Baptist Church does not make 
any expressed or implied warranty of the premises, equipment, machinery, fixtures, or furniture.

2) Any accident or emergency must be reported to the sponsoring member or the leader of a church-sponsored event.  First aid 
supplies are available in the FLC equipment storage room; a list of local emergency numbers is posted in the storage 
room as well.

3) Any incident that requires paid professional medical care and/or transport will be the responsibility of the participant.

Lost and Found:
1) Grace Hills Baptist Church assumes no responsibility for lost or stolen items. 

2) Found items will be kept in the church office and will be returned to owners when requested and properly identified.

3) Items unclaimed after one month will be donated to charity.

Interpretation of Policies: 

1) The leader of a church-sponsored event or the church member sponsoring a private event is responsible for the enforcement 
of the FLC policies and procedures.

2) This FLC Policies and Procedures guide is part of the Grace Hills Baptist Church Policy Manual and is subject to review and 
amendment by the procedures defined therein.
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Grace Hills Baptist Church

Church Use Guidelines for Weddings

The facilities of Grace Hills Baptist may be used by members* and non-members for wedding rehearsals, wedding ceremonies, rehearsal dinners and parties, and wedding receptions. (*To be considered “members”, either the bride or groom or a parent of the bride or groom must be a member of Grace Hills Baptist Church.)

The facilities of Grace Hills Baptist Church belong to god and are set apart for worship and fellowship.  All functions held on Grace Hills Baptist Church property must be conducted in a manner that shows respect for our Lord and the facilities.  Participation in the marriage ceremony is one of the most significant events in life; the church has a long tradition of honoring and sanctifying marriage.  The Christian marriage ceremony is a worship service before Almighty God, having a profound meaning both for the couple being married and for those in attendance.  The ceremony conducted in the church sanctuary is, indeed, a worship event to be regarded with the deepest of reverence and respect.

The attached schedule lists required fees for use of church facilities by wedding parties.  Facilities will be reserved upon receipt of completed application and all applicable fees.

The church will be responsible for paying the custodian from the fees submitted.

The following policy guidelines will apply to non-members:

1. Non-members must be sponsored by an active member who will be responsible for church use.

2. Non-member applications must be submitted to the Grace Hills Special Events Committee for approval and confirmation of church use.

The following policy guidelines will apply to both members and non-members:

1. The Grace Hills Pastor will conduct all wedding ceremonies held at the church, exceptions being permitted at the discretion of the Pastor.

2. The Grace Hills Church musician will play for all wedding ceremonies, exceptions being permitted at the discretion of the musician.  The music selected for the ceremony should be appropriate religious wedding music, focusing on God and Christian living in love.  All accompaniments will be by live instrumentation only.

3. Sanctuary furnishings are to be moved by representatives of the church only.  Neither the piano nor the choir rail may be moved.

4. Since the Christian marriage ceremony is a worship event and suffers from distractions such as photography and use of other recording devices, these guidelines should be observed:

a. Photographs may be made before and after the ceremony, but no pictures may be taken during the service itself.  Professional photographers and guests are to be informed of the “no pictures during the ceremony” policy, guests as they arrive or through notice printed in the wedding program.
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b. A single stationary video camera may be placed in the rear of the sanctuary for the purpose of recording the ceremony.

5. Couples are encouraged to engage a qualified, experienced wedding director.  If not, a wedding director will be provided by the Grace Hills Special Events Committee.  (See attached fee schedule.)

6. No flowers or decorations of any kind may be placed on or attached to the sanctuary piano.  Any questions concerning the fastening of decorations to church furnishings or walls must be directed to a representative of the Special Events Committee.  Protective plastic sheeting must be placed on the sanctuary floor beneath any lighted candles.

7. Wedding parties should use bird seed only outside the building; rice is not permitted.

8. No alcoholic beverages or other controlled substances are permitted on the church premises at any time.  Use of tobacco products is not allowed inside the building at any time.  Profanity will not be tolerated on the church property.

9. Use of the church facilities is to be confined to the days of the wedding rehearsal and the wedding.

10. The kitchen is to be left clean and orderly by those responsible for the rehearsal dinner and/or wedding reception.

11. The church nursery may be engaged for use for the wedding ceremony only.  Should the nursery be used, the wedding party must provide at least one (1) adult worker (18 years old or older) for every five (5) children.  The nursery is to be left clean and orderly.

12. The church sound system is to be operated only by a designated church member.

13. No animals are allowed in any area of the church facility.

14. Wedding parties must use a changing room in areas designated by representatives of the Special Events Committee.

15. Given the residential nature of the church setting, live bands and dances are inappropriate for rehearsal parties or wedding receptions held on church property.
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GRACE HILLS BAPTIST CHURCH
4320 Pumping Station Road
Appomattox, Virginia  24522

(434) 352-8847

Job Application for ______________________________position.

__________________________________________________________

Name









Phone Number

__________________________________________________________

Address






Chronological history of education ending with highest training and/or degree.

            Name of School


Degree/Training


Year
	
	
	

	
	
	


Employment history beginning with current position and completing in descending order.

        Name of Business


        Position


    Dates of Service
	
	
	

	
	
	


List membership in community/volunteer organizations including leadership experiences.

   Organization



Contributions to Group

Dates of Service
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Within the allotted paragraph, kindly tell us why you are qualified for this position.

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Provide three (3) references/addresses.  Do not include relatives.

Name




Address




Phone Number

1.______________________________________________________________________________
2.______________________________________________________________________________

3.______________________________________________________________________________
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Application for Wedding to be Scheduled at Grace Hills Baptist Church

4320 Pumping Station Road (P.O. Box 807), Appomattox, VA  24522   

434-352-8847

Bride’s Name ______________________________________________________

Present Address ____________________________________________________

Home Phone _______________________  Cell Phone ______________________

Groom’s Name ______________________________________________________

Present Address _____________________________________________________

Home Phone _______________________  Cell Phone ______________________

Is either the bride or groom a member of Grace Hills? _____________

Is a parent of either the bride or groom a member of Grace Hills? ____________

If non-members, which active member will serve as sponsor? __________________________

Facilities needed:  (Check all that apply)

         Sanctuary for rehearsal _____
Fellowship Hall/Kitchen for rehearsal dinner _____

         Sanctuary for wedding ______
Nursery (day or wedding only) ________

        Fellowship Hall for reception ______
Dressing areas for wedding _______

Wedding date and time _________________________________________

Rehearsal date and time ________________________________________

Officiating Minister _____________________________________________

Wedding Director ______________________________________________

Florist ______________________________    Caterer _______________________________

Photographer _________________________________________________

We agree to comply with the policies of Grace Hills Baptist Church regarding church weddings, rehearsals, and receptions.  We also agree to be responsible for damages incurred by those participating in or attending the wedding rehearsal, ceremony, and/or reception.
The use of equipment and facilities will be at the risk of the participant.  Grace Hills Baptist Church assumes no responsibility.
Bride’s Signature _____________________________________   Date _________________

Groom’s Signature ____________________________________  Date _________________

Church facilities will be reserved only after a completed form with all applicable fees has been returned to the church office; couples must schedule appointments with the Grace Hills minister and with a representative of the Grace Hills Special Events Committee.
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	Fee Schedule



	
	         Members*


	        Non-Members**

	Use of sanctuary for rehearsal and

wedding


	       $     50.00
	      $    250.00

	Use of church fellowship hall for

reception


	       $     50.00
	      $    100.00

	Use of fellowship hall and kitchen

for rehearsal dinner


	       $     50.00
	      $    100.00

	Use of nursery – day of the 

wedding only


	       $     50.00
	      $    100.00

	Honorarium - - - Church Musician


	       $   100.00
	      $    100.00

	Honorarium - - - Wedding Director

(if supplied by the church)


	       $   100.00
	      $    100.00


* Either the bride or the groom or a parent of the bride or groom must be a member of Grace Hills for these fees to apply.

** In addition to the fees listed, non-members must submit a refundable $500.00 damage deposit for the use of any portion of the Grace Hills facilities.
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Application for use of the Family Life Center

 Grace Hills Baptist Church

4320 Pumping Station Road 

(P.O. Box 807)

 Appomattox, VA  24522   

434-352-8847

Name ______________________________________________________

Present Address ____________________________________________________

Home Phone _______________________  Cell Phone ______________________

Member of Grace Hills? _____________

Is a parent a member of Grace Hills? ____________

If non-member, which active member will serve as sponsor? __________________________

Date and time needed _________________________________________

We agree to comply with the policies of Grace Hills Baptist Church regarding the policies and procedures of the church.  We also agree to be responsible for damages incurred by those participating in or attending.

The use of equipment and facilities will be at the risk of the participant.  Grace Hills Baptist Church assumes no responsibility.
Signature _____________________________________   Date _________________

Church facilities will be reserved only after a completed form with all applicable fees has been returned to the church office. 
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EXPENDITURE APPROVAL FORM
To:   Monica Ewers                                              Date: _________________

Payable to: ___________________________________________________

Committee: ___________________________________________________

Expenses for : _________________________________________________



   _________________________________________________



   _________________________________________________



   _________________________________________________

Committee Chairman Signature: __________________________________

Date Paid _____________________   


Check # ____________
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