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I.  ELECTION AND DUTIES OF CHURCH OFFICERS
A. Ministerial Staff
[bookmark: OLE_LINK1]CALL:  Whenever the church determines there is a need for additional ministerial staff members, he/she shall be called by the church to serve until the relationship is dissolved at the request of either the ministerial staff member or the church.  In either case, at least thirty (30) days’ notice shall be given of termination of the relationship, unless otherwise mutually agreed upon, with both the staff member and the church seeking to follow the will of God through the leadership of the Holy Spirit.  

The call of ministerial staff shall take place at a meeting especially set for the purpose of which at least one-week public notice shall be given, upon the recommendation of the Personnel Committee.  Election shall be by secret ballot with an affirmative vote of three-fourths of those members present and voting necessary for an extension of a call.  

Job descriptions for all Ministerial staff will be filed electronically and in the church office.  The Personnel Committee will review job descriptions yearly to up-date as needed.  The Personnel Committee will also remove and develop job descriptions as the need arises for eliminated and/or new positions.

B. Non-Ministerial Staff (Secretary, Treasurer, Organist, Pianist, Custodial, etc.)
CALL:  Whenever the church determines there is a need for additional non-ministerial staff members, he/she shall be called by the church to serve until the relationship is dissolved at the request of either the non-ministerial staff member or the church.  In either case, at least thirty (30) days’ notice shall be given of termination of the relationship, unless otherwise mutually agreed upon, with both the staff member and the church seeking to follow the will of God through the leadership of the Holy Spirit.  

The call of non-ministerial staff shall take place at a meeting especially set for the purpose of which at least one-week public notice shall be given, upon the recommendation of the Personnel Committee.  Election shall be by secret ballot with an affirmative vote of three-fourths of those members present and voting necessary for an extension of a call.  

[bookmark: OLE_LINK2]Job descriptions for all non-Ministerial staff will be filed electronically and in the church office.  The Personnel Committee will review job descriptions yearly to up-date.  The Personnel Committee will also remove and develop job descriptions as the need arises for eliminated and/or new positions.  


C. Other Church Officers
All church officers are subject to annual election shall be elected during the month of August. 

In addition to those named in the body of the constitution, the other officers of the church shall be the Small Group Secretary, Director of the Baptist Men, Director of the Woman's Missionary Union, and such other officers as may be necessary and desirable.  All officers of the church and its organizations, unless otherwise specified, shall be elected for a term of one year, and upon the recommendation of the Nominating Committee.

· Small Group Secretary - The Director of the Sunday school shall see that a full, accurate, and written report is made of the work of the Sunday school in the regular business meetings of the church.  The Small Group secretary will also collect all moneys and open all class/departmental report envelopes, verifying amount inside envelope, tabulating money, passing the class/departmental envelop on to the counting committee.

· Director of Baptist Men - The Director of the Baptist Men shall promote the work of Baptist Men as outlined by the Southern Baptist Convention, seeking to enlist the men and boys of the church in mission training, giving and activity programs for Christ.  He shall see that a full, accurate, and written report is given at the regular business meeting of the church.

· Director of Women’s Missionary Union - The Director of the WMU shall seek to enlist all the girls and women of the church in a program of missionary training, giving, and activity according to plans promoted by the WMU Auxiliary to the Southern Baptist Convention.  She shall see that a full, accurate, and written report is given at the regular business meetings of the church.

II. COMMITTEES
Refer to the Pilot Baptist Church Constitution and By-Laws for the requirements, selection, and guidance of committees.  Committees may be added or disbanded based on the needs of the church as determined by the Nominating Committee.  

A. Audio Visual Committee
This committee shall study and recommend the appropriate sound system and other needs in audio-visual equipment.  
Duties:
· The committee shall see to the operation of the sound system and provide a maintenance program for the upkeep of the equipment. 
· They shall recommend any changes in the AV equipment after a thorough study of the needs and available equipment considering the availability of funds according to church policies and procedures and make recommendations to the Budget and Finance Committee for each year's needs.

B. Baptismal Committee
This committee will be made up of at least two adults’ one male and one female.
Duties:  
· Be on hand when a baptismal service is held so that the men can help with the men and boys and ladies can help with the ladies and girls. Make necessary arrangements (water in baptistery) for service.

C. Budget and Finance Committee
The Treasurer and four other members - two each year as recommended by the Nominating Committee.  No member shall serve more than two years in succession.
Duties:  This committee has the responsibility for developing the church's budget.  In doing so, several areas need to be considered.  They are: 
· the record of giving and potential giving of church members, the analyzing of current strengths and weaknesses, evaluating budget requests, preparing the budget, and presenting the budget to the church for adoption. 
· The committee is responsible for having the church records audited, by an outside firm, when there is a change in the Senior Pastor/Interim Pastor and/or the Treasurer position.  The committee is also responsible for conducting yearly internal audits.  These audits should be performed by two members of the Budget and Finance Committee.  Items to be considered are:  approve budget expenditures, reviewing expenditures in terms of budget allocation, recommending needed adjustments in the budget, recommending an adequate financial system. 
· Once a budget has been planned and adopted by ballot, the committee has the responsibility for administering the budget.  This committee should also promote stewardship education in the church.  

Submitting Yearly Budget Items
Each organization and committee are to submit to the Finance Committee his or her budget requests for the coming year. These requests are to be submitted during the month of October.  Each request is to contain the yearly amount needed and an explanation of how the money will be disbursed.

Any committee or individual church member may submit items not included in the present budget.  The procedure for an individual making such a request is as follows:
The request is to be submitted to the Budget & Finance Committee in October to be included in the next calendar year budget.  The request is to be made in writing using the format below:
· A description of proposed ministry and how it relates to the mission of the church.
· Why ministry is needed.
· The costs to the church in the coming budget year in detail.
The Budget and Finance Committee will notify the person making the request as soon as a decision has been made.

D. Building and Grounds Committee
The committee shall assist the church in the care of all property, buildings, and facilities.  The committee shall study and recommend to the church projects of benefit and improvement dealing with furnishings, facilities, buildings, and space.
Duties: 
· The committee shall look after the total properties of the church and assure proper maintenance of all church equipment.  
· This committee shall keep the buildings and furnishings in readiness and repair and be responsible for the overall attractiveness of the church grounds.  
· They shall operate within the framework of the budget and work with the Budget and Finance Committee in determining each year's budget needs.  
· Wherein, if there is any vital changes or major improvements needed that would affect the buildings or appearance of the church facilities, then this shall be done by approval of the church membership. 
· Take inventory of all church property holdings, etc., at least every three years.


E. Children’s Council
The Children's Council shall serve in an advisory capacity to the Minister of Youth/Children.  
Duties:
· They should assist in the planning, implementing, and promoting the entire children's program of the church. 
· The Children's Council shall present basic budgetary requests each year to the Budget and Finance Committee.  Unbudgeted funds needed during the year will be requested through the Budget and Finance Committee

F. Church Council
The Council shall coordinate the church calendar with established long-range plans as they relate to the overall church calendar and promote the fellowship of the church through a well-organized and functional church calendar.
The Council shall consist of the Pastor, Chairman of Deacons, & Chairpersons of committees.

G. Daycare Committee
This committee has the responsibility of liaison between the church and the Director of Weekday Education and to assist in determining salaries, policies, and agreements that will aid the daycare in its mission.  
Duties:
· This committee shall develop an annual budget for the daycare that shall take into consideration fees, salaries, staff benefits, equipment purchases, and other items as may be needed in the operation of the daycare.  
· This committee shall ensure the budget is followed and funds are available for the operation of the daycare.  
· The committee shall work with the Director in assuring that lesson plans will include Christian examples and the children will experience a Christian environment daily.  
· This committee shall recommend to the Personnel Committee any salary increases for the Director. 

H. Flower Committee
The Flower Committee shall provide flowers in keeping with church policy.  This committee will be made up of at least three people.
Duties:  
· Maintain floral and/or plant arrangements in the church auditorium and in other parts of the church building, as occasions require.
· Secure, arrange and dispose of all floral arrangements used in the church.  Select and care for all containers, candle, and supplies necessary to carry out the duties of this committee.
· Death of a church member -- The Flower Committee will be contacted through the church office when the death of a church member occurs.  A flower should be sent to the church members family.


I. Hostess Committee
The church Hostess Committee shall provide supervision in special events involving meals and/or refreshments.  
This committee will be made up of at least four people.
Duties:
· To keep a regular check on the kitchen, always keeping in stock necessary items.
· To be responsible for various suppers, receptions, and other functions at the church that would involve food and fellowship.
· Enlist persons to host ministers for evening meals during revivals.

J. Money Counting Committee
The Committee shall provide the church with an accurate and systematic accounting of all funds given to the church in accord with church policy. 
This committee shall consist of a member of the Budget and Finance Committee and three members nominated by the Nominating Committee.  
Duties: 
· The Committee shall be responsible for making deposits in local banks or financial institution as directed by the church.  No less than two people shall make up deposits and the amount of each deposit shall be recorded in the weekly cash receipts journal.

Confidentiality should be foremost in the minds of this committee regarding the individual giving.  Individuals shall contact the church office if they need contribution envelopes.

K. Music Committee
The Music Committee shall work with the music leaders in planning and promoting the music ministry of the church.
The committee shall consist of at least 4 adult choir members, Minister of Music, pianist/organist
Duties:
· Plan, promote, and coordinate the entire music ministry of the church.  
· Be alert to musical needs of our people in all age groups.  
· Operate within the framework of the budget item "Music Ministry".

L. Nominating Committee
The Nominating Committee shall enlist and recommend to the church all volunteer workers that are church elected (except Deacons) and special and occasional committees. This is a committee of five (5) persons nominated by the current Nominating Committee.

The Nominating Committee will include the Pastor and five others, serving two-year terms with a rotation of two one year then three the following year.  Each year the Committee will recommend persons to fill these vacancies.  These persons must be active members of Pilot Baptist Church for a minimum of three years.  The committee will insure through their selection that equal representation of the church body is maintained.  No member shall serve more than two years in succession.  They are eligible to serve again after one year's absence.   This committee will begin its work to nominate officers and teachers for the church and its organizations for the next year by the last Sunday in March.  The nominating committee must agree as a committee on the recommendations for each position being filled.  No one committee member or staff member may fill a vacancy without the approval of the entire committee.  Positions should be filled with qualified individuals.  If there are not 5 qualified individuals for a committee, with nominating committee with the Pastor and chairman of deacons may agree to fill the committee with less than 5 members.
Duties:  
· Select and enlist each church program organization leader, general church officers, Small Group officers and teachers and committee personnel.  
· Screen volunteers before they are invited to serve.  
· Distribute voluntary leadership according to priority needs.  
· Serve as resource from which leaders of any organization can get assistance in discovering potential workers.  Also establish/combine Small Group classes when necessary.

Guidelines for the selection of church officers:
· A person must be a member of Pilot Baptist Church to hold an elected office.
· The church through the Nominating Committee is to notify officers, committee members and Council members that they are elected to a particular position.

M. Outreach Committee
Outreach ministry is the practice of looking beyond yourself to the people around you and sharing the love of Christ as you serve and connect with your community.  The Outreach Committee will include 5 members of the church working with the pastor and church membership.
Duties:
· The Outreach Committee will promote activities that foster a greater awareness of Pilot Baptist Church in the community. 
· The committee will oversee advertising and marketing of the church, 
· Greet and distribute information materials to first time visitors every Sunday, 
· Promote visitor follow-up to welcome people to Pilot
· Encourage all church members to participate in outreach
· Prepare annual Outreach budget to be submitted to the Budget Finance Committee

N. Pastor Search Committee  
This committee remains inactive until the need arises for the church to call a Pastor.  This committee, which has been approved by the church, is to seek out and nominate as Pastor a minister of the gospel whose Christian character and qualifications fit him for the office.  The committee shall bring only one name at a time for the consideration of the church and no nomination shall be made except by the committee. This committee will be elected by the church Nominating Committee and consist of five members.  
Should the minister recommended by the committee fail to receive a three-fourths vote, the committee will be instructed to seek out another minister and the meeting at which the vote taken shall be adjourned without debate.
This committee shall make arrangements for moving a new Pastor into the community and getting him started in the church and community.
O. Personnel Committee
To assist the church in matters related to employee personnel administration.  
Duties
· To join the Pastor in cooperative effort to seek out and recommend to the church well-qualified persons to fill such vacancies (except Pastor) on the church staff as may be authorized by the church.
· To deal with any personnel problem in cooperation with the Pastor, as may arise on the staff.
· To share with the Pastor the general supervision of all members of the staff authorized by the church toward performing their duties in keeping with job descriptions.
· To recommend salary increases, as they deem necessary to the Budget and Finance Committee.
· To keep in touch with all staff persons and be sure that any questions or special problems are answered.
· To draw up guidelines recommending for church approval the amount of vacation, sick leave, special privileges, and opportunities that may be available to the members of the church staff.
· Prepare and update all job descriptions as needed.
·  Study and make recommendations to the church for changes in the Constitution and By-Laws and adopted by ballot.

P. Recreation Committee
[bookmark: OLE_LINK15]The committee shall correlate a program of recreational opportunities for the church membership in a Christian environment.
Duties:  
· Plan, promote, and carry out all recreational activities of the church. 
· Keep up all recreational equipment and facilities. 
· Develop and enforce rules for multiuse recreational facility. 
· The committee shall keep an inventory of all recreational equipment belonging to the church. 
· The committee shall seek out places for practice and games as needed.  
· The committee shall have in mind as a committee and to communicate to the players, that in representing the church, they are representing Christ.  If players not of our church are enlisted for team play, the foremost cause for this enlistment should be to influence such persons for Christ and second, his or her team play.  Church members should be given first opportunity for church team related sports.

Q. Security Committee
The purpose of the Pilot Baptist Church (PBC) security team is to establish a system to provide a secure place for the gathering of its members and guests. Furthermore, the objective of the Team is to secure PBC worship services, holiday activities, and all other PBC approved events. 
Duties:
· The PBC Security Team will monitor all buildings and parking lots during any PBC events. 
· The PBC Security Team will alert the Local Law Enforcement, Fire Department and or EMS as needed.


R. [bookmark: OLE_LINK17]Transportation Committee
The committee shall oversee the use and maintenance of all church owned vehicles.  All Church vehicles will be parked in a designated area for security.
Duties:
· Responsible for the maintenance of each vehicle including routine maintenance and special maintenance needs 
· Develop and enforce rules for use of the church owned vehicles
· Inspect vehicles after use to ensure they are properly cleaned and maintained
· Develop and manage yearly budget for vehicle maintenance 

S. Youth Council
Under the leadership of the Minister of Youth, the Youth Council shall be responsible for helping in planning the activities of the youth of the church.

The objective of the Youth Council shall be to encourage the deeper commitment of finer participation of young people in the program of the church and to coordinate and promote activities for all our young people, which will provide opportunities for Christian service, fellowship, and growth.

The Youth Council shall present basic budgetary requests each year to the Budget and Finance Committee.  Unbudgeted funds needed during the year will be requested through the Budget and Finance Committee.

T. Special Committees
These committees shall function at the discretion of the church and as the needs of the church so dictate. (Constitution and By-Laws/Policy and Procedures, Nursery, Hanging of the Greens Service, etc.)

[bookmark: OLE_LINK9]III.POLICIES

A. Memorial Gifts 
Memorial gifts to Pilot Baptist Church shall be used for any current church projects and/or budgeted item.

A letter of appreciation should be sent to the individual giving the gift.  Also, the family of whom the memorial gift has been given shall be notified.

The Church Secretary shall keep a record of such gifts and ensure a note of appreciation is sent to the giver.

B. Church Flowers 
Flowers add beauty to the sanctuary, and should be used for special services, church-wide receptions for staff members, etc. always keeping within the set budget.

Deaths:  Flowers are sent when the deceased is a member of Pilot Baptist Church or a previous or current staff member.  Arrangements for sending flowers are made by the Flower Committee.

Memorial/Honor Flowers: Flowers may be given for regular worship service in memory/honor of an individual or family.  The family giving the flowers may take them after they have served their purpose at the church or may leave them for the church to distribute.  Please advise the Flower Committee of your intentions.

Memorial flowers should be noted in the church bulletin and give proper mention of the family giving them.

Person wishing to give memorial/honor flowers should contact the Flower Committee so that arrangements can be made for appropriate flowers.
[bookmark: OLE_LINK12]
IV. GUIDELINES FOR USE OF CHURCH FACILITIES, EQUIPMENT, FURNITURE/FIXTURES, BUS & VAN
Church functions always take precedence over social events.

[bookmark: OLE_LINK16]The facilities of Pilot Baptist Church are owned by the membership and are dedicated to the glory of God in the service of His people.  In order to assure that these facilities are maintained in good condition and that they are used fully and fairly in the ministries of the church, the guidelines in this document have been adopted.  The church staff, acting with the advice and support of the Building and Grounds Committee and the Pastor, is assigned the specific responsibility to act for the church in scheduling events related to the general church program and for approving or disapproving specific requests for use of church facilities which come from those outside the usual program.

Fees for use of Church facilities for non-Church members
Fees:
Church	Sanctuary				$1,000.00
Family Life Center				$1,000.00
Custodial Cleaning 				 Renter is responsible for hiring their own custodian
$250 deposit is required to reserve any facility.  If the facility is left clean and in order, the $250 deposit will be refunded after building inspection by individual appointed by the church office.

Approval for use of church facilities by outside groups will normally be confined to non-profit, service oriented or community-type groups.  Clubs, professional groups, and organizations that are commercial in nature, will not normally be granted permission to use church facilities.  All outside groups that use church facilities must designate a responsible representative who, under normal circumstances, will be a member of Pilot Baptist Church.
· We reserve the right to decline the request of any person to use Pilot Baptist Church facilities or property for a ceremony when, in our judgment, there are significant concerns that one or both applicants may not be qualified to enter the sacred union of marriage for theological, doctrinal, moral, or legal reasons.
· We reserve the right to decline the request of any person to use Pilot Baptist Church facilities or property to host or house any group, function, or event inconsistent with the biblical standards for marriage and this policy on Marriage and Human Sexuality.


A. Process for reserving church facilities
The church secretary will maintain a calendar for the purpose of scheduling all church events and all approved functions of outside groups as well as reservations for the church bus and/or van.  Scheduling will be handled on a first-come, first-served basis in accordance with the priorities established below:
General Guidelines:  Use of church facilities is assigned priority in the following order:
· Activities which are congregational in nature.
· Activities of groups that are a part of the congregation.
· Activities of groups that include a member or members of the congregation.
· Activities of outside groups that have no relation to the congregation.

[bookmark: OLE_LINK11][bookmark: OLE_LINK20]Active church members who desire to use the any of the church facilities, church bus or church van must call the office and make the reservation giving information regarding type of occasion, date, time & which facility and/or room, bus, van they would like to reserve.  A completed facilities reservation form must be submitted.  This form will be provided by the church office along with a copy of the Facility Reservation Policy, Rules, and Regulations.  The reservation will be scheduled with regards to any other church function that will be considered first.   

Non-church members may reserve facilities based on availability and for the fees noted above. Non church members may not reserve the church bus or van.  Non-church members will be given a facilities reservation form and a copy of the Facility Reservation Policy, Rules, and Regulations.  The completed reservation form and deposit must be submitted to secure a date.  The form along with a copy of the Facility Reservation Policy and Facility Rule and Regulations will be provided by the church office.   The reservation will be scheduled with regards to any other church function that will be considered first.   

Being listed on the membership roll of the church constitutes membership.  The membership rolls include the resident church membership.

B. [bookmark: OLE_LINK10]Rules and Regulations for facility use (Church facilities include:  the Sanctuary, Family Life Center, Annex building, Picnic Shelter and Multi use Recreation Area)
· The facilities are to be maintained in a clean and orderly manner.  All trash accumulated is to be placed in the appropriate containers and removed from the premises.  A clean trash bag should be placed in each container.
· Please sweep and mop all floors following any events or activities
· You will be responsible for providing your own linens, dishtowels, trash bags, dishwashing liquid, etc. for cleaning after each function.  If you are using a caterer, please make sure they are aware of this responsibility.
· All church dishes, utensils and linens should be washed and put back in the proper places.
· All dishes, tables, and chairs that belong to the Family Life Center will remain in the Family Life Center.
· You are asked to cover all tables when in use with linen, paper, or plastic table coverings. 
· Please properly clean all equipment used.
· Please remove any food from your event from the freezer and refrigerator upon departure.
· No decorations can be put on the walls or ceilings.
· No confetti, birdseed, etc. may be thrown inside or outside any church building
· No alcohol is allowed on the premises.
· No smoking is allowed on the premises.
· All items brought in for use in and function are to be removed at the conclusion of the function
· No flowers or decorations shall be attached directly to church furniture or in any way or to church walls.  Under no circumstances shall decoration be attached to the pews or other furnishings in the sanctuary or chapel by pinning, taping, tacking, gluing, nailing, stapling, or wiring.
· Any moving of pews, piano, organ, or any fixed item in the church is strictly forbidden, since such moving about could well damage acoustical wiring, sound systems, or furniture.    
· Any candles used must be "Chase" candles or dripless candles.
· All rules posted for the multi- use recreational facility must be followed.  Rules are determined and posted by the Recreation Committee.
· Please leave heat/air at the following levels:
· Heat at 50 degrees
· Air at 85 degrees
[bookmark: OLE_LINK3]The building will be inspected after each function, by individual appointed by the church office, to ensure all the above rules are followed and proper cleaning has been provided.

C. Rules and Regulations for Church Bus and Van
1.  All persons using church vehicles must always display Christian behavior.
1. Use of the church van/bus by any Pilot Baptist Church group will be granted on first come first serve basis.
1. Calendar, key, and travel logs for the church van/bus will be maintained in the Church office by the Church Secretary.
1. When using church van/bus each group will be responsible for the cleanup and gasoline.  All charged gas tickets must be approved by group leader and or organization director and turned in with the travel log and key after each trip.  A travel log will be maintained for each trip on vehicles and turned in to the Church office.  Fill vehicle with gas & check oil before keys and log are turned into the church office.
1. The Transportation Committee will be responsible for the maintenance of each vehicle.  All Church vehicles will be parked in a designated area for security.
1. Any driver of either van/bus must be listed as a driver on the Church Insurance Policy and be a member of Pilot Baptist Church.  A class “C”, CDL license or higher with a “P” Endorsement for passengers will be required to drive the bus.
1. Twelve (12) or more passengers are required to use the bus unless prior approval has been granted by the Transportation Committee.
1. It will be the responsibility of the person receiving permission for use of the van or bus to see that these guidelines are observed.
1. Do not drive the vehicle over the posted speed limit.

[bookmark: OLE_LINK8]V. WEDDING POLICY
[bookmark: OLE_LINK24]The wedding policy and application will be provided to anyone requesting use of the Sanctuary or Family Life Center for wedding related activities.

A. Policy Regarding Marriage and Human Sexuality
We believe marriage is a monogamous, heterosexual union instituted and ordained by God (Genesis 2:18-25; Ephesians 5:22-33).  As such, it is to be an exclusive covenantal union of one man, born a man, and one woman, born a woman, for the purpose of a lifetime of mutual commitment and companionship.  A civil government’s sanction of a union will be recognized as a legitimate marriage by this church only to the extent that it is consistent with this belief.

We reserve the right to decline the request of any person to use Church facilities or property to perform or participate in any wedding ceremony inconsistent with the biblical standards for marriage and this policy on Marriage and Human Sexuality.  
B. Applicants
· Applicants desiring to have a ceremony performed by a pastor, or to use the facilities of the church, shall affirm their agreement with the doctrinal statement and Marriage and Human Sexuality Policy of PILOT BAPTIST CHURCH, and shall conduct themselves in a manner consistent therewith.
· Applicants shall receive the necessary premarital counseling as required by Pilot Baptist Church before a ceremony may be performed by a pastor.
· If in agreement with all policies, a facilities reservation form must be completed along with a Wedding reservation form and submitted to the Church Secretary. You will be contacted to confirm availability of the facilities.
· Please refer to Facility Reservation Policy, Rules and Regulations and Wedding Policy for details on fees and requirements for facility use.

C. Arrangements
As soon as the couple has determined that they want to have their ceremony at PILOT BAPTIST CHURCH, they should contact the secretary to discuss the availability of possible dates for the ceremony.  You must discuss the availability of the Pastor directly with him.

Pre-Marital Counseling by the officiating minister or his designee is required prior to the wedding.

D. Clergy  
· Only licensed or ordained pastors shall officiate at marriage ceremonies conducted on church property.
· Clergy not employed by Pilot Baptist Church may officiate at weddings on church premises only after agreeing to follow the marriage beliefs and policies of Pilot Baptist Church, including this document.  Such clergy need the approval of the Senior Pastor or his designee before officiating at any wedding.
· Pastors shall not officiate at a same sex or trans-gender marriage ceremony regardless of where it is held.

E. Music
All Music should be appropriate to Christian worship. It is the responsibility of the couple to secure musicians who will participate in the service and to negotiate their fees. The minister of music and/or music committee members will approve all music used in weddings and receptions.

F. General Expectations:  
The wedding party and those participating in the wedding should be informed of all rules and regulations in place for use of church facilities – refer to Guidelines for use of Church facilities.  It is the responsibility of the wedding couple/member to notify the entire wedding party of these expectations.

Wedding guidelines are subject to change.

Repair or replacement of any damaged items is the responsibility of the wedding couple.  In the event of damaged items, you will be billed accordingly. All facility deposits shall be paid by separate checks to the Church Secretary no later than two weeks prior to the wedding.  Failure to meet the deadline may result in cancellation of your reservation of our facilities.

G. Other Services/Fees:
It is the responsibility of the wedding couple/member to contact ministers, wedding directors, musicians, or any other service providers they deem necessary.  Negotiation of fees and payment for these or any other services is the responsibility of the wedding couple/member.

[bookmark: OLE_LINK5]VI. GUIDELINES FOR AUTOMATED CALLING, EMAIL AND TEXTING SYSTEM 
Pilot Baptist Church will use the automated calling, email, and texting system for the following:
· Announcement of special activities and opportunities
· Special programs (Easter, Christmas, Children’s, Youth, Senior Citizens, etc.)
· Promotion of new Bible studies and small group opportunities
· Timing to be determined based on type of announcement
· Donation reminders for special offerings only 
· Call should be made the Thursday prior to the Sunday of the special offering
· Death of Church members and immediate family of church members (mother, father, brother, sister, children, grandchildren)
· The family must agree in advance of the call
· Call will be made the same day the church office is notified of the death
· Prayer request for church members and immediate family of church members (mother, father, brother, sister, children, grandchildren) as requested.  
· Calls will be made when requested by the church member.  Note:  The family should verify approval before a call is made.
· Call will be made at the time of the request.
To ensure the information is relayed to the membership in a timely manner, there will be three people with access to the system.
· Primary responsibility – Church secretary
· Secondary responsibility  
· Youth minister/associate pastor
· Pastor or designated church member
A. Scripts for specific calls.
1. Announcements of activities, opportunities, and events
Important update from Pilot Baptist church.  This is a reminder that our (name of event) is happening soon and we want you to be there!  Please join us on (date) at (time) for (name of event).  Your presence will help to make it a great time of fellowship.  We look forward to seeing you there.

2. Donation reminder for special donations
Important update from Pilot Baptist church. There will be a special offering taken on (date). We ask that you prayerfully consider contributing to this special need as we come together in support as a united church fellowship.  Please designate for “Special Offering” on your check or offering envelope.  Note:  if the offering is going to a specific ministry, it is ok to mention that ministry in the call.

3. Death of church member
Important update from Pilot Baptist church.  Our heartfelt sympathy goes to the (Church Member’s full name) family in (his/her) death. (Church members name) passed away on (date of death). The celebration of life service will be held on (date), at (time) in (location). Please remember the family in your prayers as they grieve. 

4. Death of church member’s immediate family
Important update from Pilot Baptist church.  We express our deepest sympathy to (Church members name) in the death of (his/her) (father, mother, brother, sister, child, grandchild). The celebration of life service will be held on (date), at (time) in (location). We pray God’s grace and peace during the days and weeks ahead.

5. Prayer request
Important update from Pilot Baptist church.  It always gives us a sense of overwhelming joy to help someone who is in need by praying for them and watching God do the work. We have a special request for prayer today.  Please join us as we pray together for (church member’s name), asking for God’s healing power.
[bookmark: OLE_LINK6]VII. RULES OF ORDER FOR THE CONDUCT OF CHURCH BUSINESS
Regular Business Meetings

A. Items usually considered in a regular business meeting are:
· Prayer and meditations.
· Reading of minutes of previous meeting.
· Report of church treasurer.
· Reports of other, church officers or any other organizations.
· The granting of letters of transfer.
· Unfinished business - A motion to consider is not necessary.  The matter is before the church and should be acted upon unless a motion to postpone is acted upon.
· Report of committees - These reports should be adopted, together with any amendments that may be made, unless a motion to postpone is carried.  In such case, such reports remain as unfinished business for the next meeting.
· New Business - It is the privilege of any member to present any matter that, in his or her judgment should claim the attention of the church.
· Motion made to adjourn.

All business meetings will be conducted following the current edition of Robert's Rules of Order.

[bookmark: OLE_LINK7]VII.ADOPTION AND AMENDMENTS
These Policies and Procedures shall be considered adopted and in immediate effect if, and when two-thirds of the members present at the business meeting, at which the vote is taken, shall vote in favor of the same.  This vote shall be taken not less than seven days after formal presentation of the Policies and Procedures to the church.

The Policies and Procedures may be amended by three-fourths majority of members present voting in a regular/called business meeting of the church, provided, however, that such an amendment, or correction, shall be given to the church membership in writing, thirty (30) days prior to the time the vote is taken.













1
PP
image1.jpeg




