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I. PERSONNEL POLICIES 

A. Church Employee Categories 

Ministry Staff: Full-Time and Part-Time/Bi-Vocational employees. These positions relate to the primary 

ministries of the Church. They include, but are not limited to: 

1. Senior Pastor 

2. Student Pastor 

3. Worship Pastor 

4. Missions Pastor 

5. Outreach Pastor 

 

Support Staff: Full-Time and Part-Time employees. These positions relate to the support of the 

ministry. They include, but are not limited to: 

1. Secretaries 

2. Pianist  

3. Nursery Workers 

4. Custodians/Maintenance 

5. Kitchen Employees 

 

Terms and Conditions: The following terms and conditions of employment shall apply to all 

employees except the Senior Pastor: 

1. Probationary Period: A period of ninety (90) days shall apply to new employees. 

2. Regular Employee: Employees who have been on paid staff more than ninety (90) days and 

who work a forty (40) hour week. 

3. Fixed Schedule Part-Time/Bi-Vocational Employee: Employees who have been on paid staff 

more than ninety (90) days and who regularly work at least twenty (20) hours per week but less 

than a Full-Time schedule. These employees work a fixed schedule of days and hours and may 

be either hourly or salaried.  

4. Flex Schedule Part-Time/Bi-Vocational Employee: Employees who have been paid staff more 

than ninety (90) days and who regularly work at least twenty (20) hours per week but less than a 

Full-Time schedule. These are salaried employees and work a flex schedule of days and hours. 

5. Temporary Part-Time Employee: Employees who do not normally work on a regular schedule or 

who may be employed for a relatively short period of time.  

Federal and State Forms: The following records are required by federal and state law: 

All employees, both Full-Time and Part-Time/Bi-Vocational, are required by federal and state law to 

have the following completed forms on file with the Church: W-4, G-4, I-9. Any change in withholding 

status should be reported to the Church Treasurer. 

All new employees shall complete a Georgia New Hire form which will be submitted to the state by the 

Church Treasurer. 

Employees receiving a housing allowance as part or all of their employment compensation shall 

complete a Housing Allowance form which will be kept on file by the Church Treasurer. The employee 

shall update this form as their housing criteria changes.  
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B. Employment Procedures 

Establishing a New Staff Position:  A new staff position may be established in one of two ways: 

1. Included in the new proposed church budget and approved by the Church in conference. 

2. Recommended by the Church Council. The following sequence shall occur: 

a. A recommendation may be made to the Church Council or the Church Council may 

initiate the proposal. If approved, the recommendation will be passed to the Personnel 

Committee. 

b. The Personnel Committee will: 

i. Investigate and validate the need for the position. 

ii. Prepare a position description for the new position. 

iii. Determine a maximum salary and submit it to the Finance Committee for 

approval. 

iv. Present the proposal to the Church in conference. 

Filling a Staff Position: 

The Personnel Committee shall: 

1. Recruit for each vacant position with the exception of the Senior Pastor. 

2. Review and/or amend the position description as appropriate. 

3. Develop a selection criteria based on the job, experience, and educational requirements of the 

position. 

4. Conduct a pay/benefit study, if needed. 

5. Advertise the position as appropriate. 

6. Review all applicants/applications. 

7. Interview the applicants. 

8. Select the best applicant.  

9. Set a salary appropriate for the selected applicant up to the amount approved by the Church. 

10. Conduct a background check. 

11. Offer job and hire the selected applicant. 

Note: The Personnel Committee has the authority to hire without presenting the applicant to the Church 

for approval. 

C. Conditions of Employment 

1. In accordance with our Christian beliefs, based on God’s Holy Word, no candidate shall be 

considered for a staff position who is engaged in any activity which is biblically prohibited. This 

shall include, but shall not be limited to: adultery, bestiality, bisexual conduct, criminal activity, 

drunkenness, fornication, homosexual behavior, incest, sexual immorality, use of illegal or illicit 

drugs, or use of pornography. (Leviticus 18:1-30; Romans 1:26-29; 1 Corinthians 6:9; 1 

Thessalonians 4:1-8; Hebrews 13:4) 

2. All employees are expected to have a personal relationship with the Lord Jesus Christ, because 

staff positions at Union Baptist Church are called upon on occasion to offer Christian ministry 

and encouragement to visitors, committee members, and/or church members.   
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3. All employees and volunteers shall sign a statement affirming agreement with the Statement of 

Faith of Union Baptist Church, and with the standards of conduct found in the Covenant, 

Constitution, and By-Laws of Union Baptist Church.  

4. All ministry staff shall be members of Union Baptist Church effective upon the hiring date. 

D. Termination Procedures 

Employment at Will 

Employment at Union Baptist Church is “at will,” which means the employee has the right to terminate 

employment at any time; and likewise, Union Baptist Church may terminate the employment of any 

employee at any time, with or without cause. No oral or written promises are, or can be, made 

regarding the terms or conditions of employment. 

Nothing contained in these Church Policies is intended to create, comprise, or define, nor should it be 

construed to constitute any type of oral or written employment contract, promise, or guarantee, 

expressed or implied, between Union Baptist Church and any one or all of its employees. Nothing in 

these Church Policies is intended to provide any assurance of continued employment. 

Termination of Staff other than the Senior Pastor 

Any employee may be terminated by the Senior Pastor with the approval of the Personnel Committee. 

Staff employees will be paid any unused accrued annual leave. They may be given up to three (3) 

months’ severance pay as determined by the Personnel Committee. 

Termination of the Senior Pastor 

1. Complaints or allegations against the Senior Pastor shall be thoroughly investigated by the 

Deacon Body. If the complaints or allegations are found to be valid, the Deacons shall meet with 

the Senior Pastor and seek to resolve the issue(s). If this is unsuccessful, the Deacons shall 

take appropriate action. 

2. If the issue is a serious moral failure that has or will cause damage to the reputation of Union 

Baptist Church or its ministries, the Deacons shall take the matter before the Church in 

conference with a recommendation for termination of employment. If this is to occur at a 

regularly scheduled conference, notification shall be made at all worship services on the Sunday 

preceding the conference. 

3. If the Deacons bring a recommendation to the Church in conference, two-thirds (2/3) of those 

present and voting shall be required to dismiss the Senior Pastor. 

4. If the Church votes to dismiss the Senior Pastor, he will be paid any unused accrued annual 

leave. He may be given up to three (3) months’ severance pay as determined by the Deacon 

body. 

5. A motion to terminate the Senior Pastor may only come from the Deacon Body. 

6. All of these actions shall be conducted with much prayer and in a spirit of Christian love and 

kindness following the examples of our Lord and Savior.  

E. Other Employment and Interim Positions 

1. A Ministry Staff Full-Time employee may not be employed in another job (inside or outside the 

Church) without the written consent of the Senior Pastor. 
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2. The Senior Pastor may not be employed in another job without the written consent of the 

Deacons.  

3. The Personnel Committee and the Senior Pastor may employ an interim or supply staff worker 

in the event that a staff position is vacated. 

F. Pay Policies 

1. Full-Time employees will be paid weekly by direct deposit.  

2. Part-Time/Bi-Vocational employees will be paid weekly or monthly by direct deposit. Pay 

periods will end on Saturday for those paid weekly and on the last day of the month for those 

paid monthly. 

3. Federal Withholding taxes, Social Security, Medicare, and State Withholding taxes will be 

deducted from all employees’ salaries, as they qualify, except ordained ministers who elect to 

exempt themselves or pay these taxes on their own.  

4. Workers Compensation insurance will be provided for all employees as required by law. 

5. Raises and benefits for the Senior Pastor will be reviewed at least annually by the Deacons and 

a recommendation made to the Finance Committee by October 15th. Recommendations may be 

made at other times as appropriate. 

6. Raises and benefits for all other staff will be reviewed annually by the Senior Pastor and 

Personnel Committee and recommendations presented to the Finance Committee by October 

15th. 

7. The Church Treasurer will ensure W-2 Earning Statements are prepared for all employees as 

required by law. 

G. Benefits for Full-Time Staff 

Regular Days Off 

1. Ministry Staff members will be allowed two (2) days off per week, not to include Sunday. Only 

one day will be taken between Monday and Friday and must be scheduled on a permanent 

basis with exceptions being scheduled at least one (1) week in advance. Days off may not be 

accumulated. 

2. Support staff members will be scheduled off Saturday and Sunday each week. 

Annual Leave 

1. Annual Leave is earned and used for the calendar year, January 1st-December 31st. 

2. Annual Leave is accrued by the month. A change in leave status during a month is effective the 

following month.  

3. Annual Leave is accrued based on length of service as follows: 

a. Up to 1 Year: 6 days (1/2 day per month). 

b. 1-5 Years: 12 days (1 day per month). 

c. 5-15 Years: 18 days (1-1/2 days per month). 

d. 15+ Years: 24 days (2 days per month). 

4. Annual Leave may be used in half-day increments, if desired. 

5. A maximum of twenty (20) days Annual Leave may be carried over to the next year. 

6. Annual Leave may be used before it is earned. However, only the amount of Annual Leave that 

will be earned that year, plus any carryover leave, may be used during the year. 
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7. Use of Annual Leave must be approved in advance by the Senior Pastor. 

8. Use of Annual Leave by the Senior Pastor must be approved in advance by the Deacons. 

9. Those hired for full-time ministry staff will be credited for previous paid ministry staff experience 

in the following manner: 

a. Those with previous Full-Time service will be credited 1 to 1. (One year/month credit for 

each year/month employed in a previous paid ministry staff position.) 

b. Those with previous Part-Time/Bi-Vocational service will be credited ½ to 1 (1/2 

year/month credit for each year/month employed in a previous paid ministry staff 

position.) The Senior Pastor, however, will be given 1 to 1 credit for previous bi-

vocational service as a pastor. 

Sick Leave 

1. Sick Leave is to be used for illness of the employee or the employee’s immediate family. 

2. Sick Leave is earned at a rate of 12 days per year (1 day per month) regardless of length of 

service. 

3. Sick Leave may be used before it is earned; however, only the amount of Sick Leave that will be 

accrued that year may be used during the year. 

4. Sick Leave may be used in half-day increments, if desired. 

5. Use of Sick Leave must be approved by the Senior Pastor for staff. 

6. Use of Sick Leave by the Senior Pastor must be approved by the Deacons. 

7. Unused Sick Leave may not be carried over to the next year. 

8. Unused accrued Sick Leave will not be paid to the staff member upon termination.  

Holidays 

The following holidays will be given each year and the church office will be closed these days. When 

the holiday falls on a Saturday or Sunday, adjustments will be made for day-in-lieu-of for that holiday.  

New Year’s Day 
Good Friday 
Memorial Day 
Independence Day 

Labor Day 
Thanksgiving Day and the following Friday 
Christmas Eve (Support Staff only) 
Christmas Day 

 

Retirement Plan 

All employees are eligible to participate in the Union Baptist Church approved retirement plan.  

Health Insurance 

Health Insurance coverage may be offered to full-time employees. 

Life Insurance 

Life Insurance coverage may be offered to full-time employees. Coverage will be provided for the 

Senior Pastor, his wife, and children under age 21 still at home. 
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Speaking Engagements 

Each year, four (4) weeks, including Sundays, may be taken by the Senior Pastor for speaking 

engagements, with approval by the Deacons. Unused time cannot be carried over to the following year. 

All speaking engagements by Ministry Staff must be approved by the Senior Pastor. 

Military Leave 

Military Leave (paid leave), not to exceed two (2) weeks, will be granted for service in the National 

Guard or Reserves. 

Maternity Leave 

A leave of absence up to twelve (12) weeks may be granted for the birth or adoption of a baby. No 

salary will be paid during the leave of absence. However, any leave taken as Sick Leave and/or Annual 

Leave will be paid. Additional time with or without pay may be granted by the Personnel Committee. 

Bereavement Leave 

Employees may be allowed to take up to three (3) days leave with pay in the case of death in the 

immediate family, if approved by the Senior Pastor for the staff and by the Deacons for the Senior 

Pastor.  

Jury Duty 

Employees are encouraged to cooperate in civic responsibilities. Employees on Jury Duty will receive 

full pay in addition to jury compensation. 

H. Benefits for Part-Time Staff 

NOTE: For purposes of leave, one week is defined as the number of days worked per week, consisting 

of the number of hours regularly worked per day.  

a) Staff with Fixed Schedule 

Annual Leave 

1. Annual Leave is earned and used for the calendar year, January 1st-December 31st. 

2. Annual Leave is accrued by the month. A change in leave status during a month is effective the 

following month.  

3. Annual Leave is accrued based in length of service as follows: 

a. Up to 1 Year: 3 days (1/4 day per month). 

b. 1-5 Years: 6 days (1/2 day per month). 

c. 5-15 Years: 12 days (1 day per month). 

4. Annual Leave may be used in half-day increments, if desired. 

5. A maximum of ten (10) days Annual Leave may be carried over to the next year. 

6. Annual Leave may be used before it is earned. However, only the amount of Annual Leave that 

will be earned that year, plus any carryover leave, may be used during the year. 

7. Those hired for Part-Time ministry staff will be credited for previous paid ministry staff 

experience in the following manner: Those with previous Full-Time or Part-Time/Bi-Vocational 
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service will be credited 1 to 1. (One year/month credit for each year/month employed in a 

previous paid ministry staff position.) 

8. Use of Annual Leave must be approved in advance by the Senior Pastor. 

9. Any unused accrued Annual Leave will be paid to the staff member upon termination. The 

payment rate will be: monthly salary + monthly housing ÷ 30 × number of day of unused leave - 

taxes. 

Sick Leave 

1. Sick Leave is to be used for illness of the employee or the employee’s immediate family. 

2. Sick Leave is earned at a rate of 6 days per year (1/2 day per month) regardless of length of 

service. 

3. Sick Leave may be used before it is earned; however, only the amount of Sick Leave that will be 

accrued that year may be used during the year.  

4. Sick Leave may be used in half-day increments, if desired. 

5. Use of Sick Leave must be approved by the Senior Pastor. 

6. Unused Sick Leave may not be carried over to the next year. 

7. Any unused accrued Sick Leave will not be paid to the staff member upon termination.  

Holidays 

The following Holidays will be given each year and the church office will be closed these days. When 

the holiday falls on a day the employee is scheduled off, there will be no day-in-lieu-of given for that 

holiday. 

New Year’s Day 
Good Friday 
Memorial Day 
Independence Day 

Labor Day 
Thanksgiving Day and the following Friday 
Christmas Eve (Support Staff only) 
Christmas Day 

 

Retirement Plan 

All employees are eligible to participate in the Union Baptist Church approved retirement plan. The 

amount of participation will be withheld from salary and sent to the appropriate provider each month.  

Health Insurance 

No health coverage provided. 

Life Insurance 

No life insurance coverage. 

Military Leave 

Military leave (paid leave), not to exceed two (2) weeks, will be granted for service in the National 

Guard or Reserves. 
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Maternity Leave 

A leave of absence up to twelve (12) weeks may be granted for the birth or adoption of a baby. No 

salary will be paid during the leave of absence. However, any leave taken as Sick Leave and/or Annual 

Leave will be paid. Additional time with or without pay may be granted by the Personnel Committee. 

Bereavement Leave 

Employees may be allowed to take up to three (3) days leave with pay in the case of death in the 

immediate family, if approved by the Senior Pastor. 

Jury Duty 

Employees are encouraged to cooperate in civic responsibilities. Employees on Jury Duty will receive 

full pay in addition to jury compensation. 

b) Bi-Vocational Staff 

Bi-Vocational staff may establish their own work hours with approval of the Senior Pastor. However, 

these employees are expected to be in attendance at all regular Bible Study and Worship times 

(Sundays and Wednesday nights), as well as times their areas of responsibility are scheduled to meet 

(example: choir practice for Worship Pastor). Additionally, these employees are expected to be present 

for special events scheduled by the Church. These occasions will be determined by the Senior Pastor. 

Annual Leave 

1. Annual Leave is earned and used for the calendar year, January 1st-December 31st. 

2. Annual Leave is accrued based on length of service as follows: 

a. Up to 1 Year: 2 days 

b. 1-5 Years: 4 days 

c. 5-15 Years: 6 days 

d. 15+ Years: 8 days 

3. Use of Annual Leave must be approved in advance by the Senior Pastor. 

4. Annual Leave may not be carried over to the next year. 

5. Annual Leave may used before it is earned. However, only the amount of Annual Leave that will 

be earned that year may be used during the year. 

6. Those hired for Bi-Vocational ministry staff will be credited for previous ministry staff experience 

in the following manner: Those with previous Full-Time or Part-Time/Bi-Vocational service will 

be credited 1 to 1. (One year/month credit for each year/month employed in a previous paid 

ministry staff position.) 

Sick Leave 

1. Sick Leave is to be used for illness of the employee or the employee’s immediate family. 

2. Sick Leave is earned at a rate of 3 days per year (1/4 day per month) regardless of length of 

service. 

3. Use of Sick Leave is based on a typical two (2) day work week at church (Sunday and 

Wednesday). To be absent for illness any Sunday or Wednesday would require use of 1 day 

Sick Leave. Days on which special events are scheduled by the Church, as determined by the 
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Senior Pastor, would also require use of Sick Leave to be absent for reason of illness. Leave 

may be used in half-day increments on Sunday. 

4. Sick Leave may be used before it is earned; however, only the amount of Sick Leave that will be 

accrued that year may be used during the year. 

5. Use of Sick Leave must be approved by the Senior Pastor. 

6. Unused Sick Leave may not be carried over to the next year. 

7. Any unused accrued Sick Leave will not be paid to the staff member upon termination.  

Holidays 

No holidays granted. 

Retirement Plan 

All employees are eligible to participate in the Union Baptist Church approved retirement plan. The 

amount of participation will be withheld from salary and sent to the appropriate provider each month. 

Health Insurance 

No health coverage provided. 

Life Insurance 

No life insurance coverage provided.  

Jury Duty 

Employees are encouraged to cooperate in civic responsibilities. Employees on Jury Duty will receive 

full pay in addition to jury compensation. 

Military Leave 

Military leave (paid leave), not to exceed two (2) weeks, will be granted for service in the National 

Guard or Reserves. 

Maternity Leave 

A leave of absence up to twelve (12) weeks may be granted for the birth or adoption of a baby. No 

salary will be paid during the leave of absence; however, any leave taken as Sick Leave and/or Annual 

Leave will be paid. Additional time with or without pay may be granted by the Personnel Committee. 

Bereavement Leave 

Employees may be allowed to take up to three (3) days leave with pay in the case of death in the 

immediate family, if approved by the Senior Pastor.  

 

 

 



12 
 

I. General Policies for All Employees 

Personal Leave of Absence 

A leave of absence without pay for a staff member may be granted if approved by the senior Pastor. A 

leave of absence may not be granted for more than 45 days, unless otherwise stated in these policies. 

A leave of absence without pay for the Senior Pastor may be granted if approved by the Deacons. A 

leave of absence may not be granted for more than 45 day, unless otherwise stated in these policies. 

Continuing education for a ministry staff member during normal working hours may be approved by the 

Senior Pastor. 

Continuing education for the Senior Pastor during normal working hours may be approved by the 

Deacons. 

Dress Code 

The dress code for staff members will be determined by the Senior Pastor. 

Performance Review 

An annual performance review will be conducted of each staff employee. The Senior Pastor will 

perform the review for all staff, except the paid musicians, which will be performed by the Worship 

Pastor in conjunction with the Senior Pastor. The performance review of the Senior Pastor will be 

conducted by the Deacons. These reviews will be done in conjunction with, but separate from, the 

annual review of salary and benefits which is to be presented to the Finance Committee by October 

15th each year. 

Employee Background Checks 

A background check shall be conducted for any potential employee before employment. 

Personal Conduct 

All employees are to display the highest moral and ethical character. Their lives should be 

characterized by Christian standards in both personal and public arena. 

 

II. SEXUAL HARASSMENT POLICY 

Purpose 

All employees of Union Baptist Church have the right to work in an environment free from conduct 

which can be considered harassing, coercive, or disruptive, including sexual harassment. The position 

of Union Baptist Church is that sexual harassment is a form of misconduct that undermines the integrity 

of the employment relationship. 
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Responsibility 

It is the responsibility of the Senior Pastor, each employee, and the Chairman of Deacons to ensure full 

compliance with this policy. 

Definition 

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a 

sexual nature constitute sexual harassment when: 

1. Submission to such conduct is made either explicitly or implicitly a term or condition of an 

individual’s employment; 

2. Submission to or rejection of such conduct by an individual is used as the basis for employment 

decisions affecting such individual; or 

3. Such conduct has the purpose or effect of unreasonably interfering with an individual’s work 

performance or creating an intimidating, hostile, or offensive working environment. 

Policy 

No employee, whether male or female, shall be subject to unsolicited or unwelcome sexual overtures or 

conduct, either verbal or physical. Such behavior may result in disciplinary action up to and including 

dismissal. 

Complaints Procedure 

1. Complaints of sexual harassment should be brought to the attention of the Senior Pastor or 

Chairman of Deacons. 

2. The employee may also make the complaint directly to any ministry staff. 

3. Ministry staff receiving a complaint of sexual harassment shall immediately contact the Senior 

Pastor or Chairman of Deacons. 

4. After notification of the employee’s complaint, a confidential investigation will be initiated 

immediately by the Deacon Body and uninvolved ministry staff. 

5. After the investigation has been completed, a determination will be made regarding the 

resolution of the complaint by the Deacon Body and uninvolved ministry staff.  

6. The Church will cooperate fully with law enforcement officials in a criminal investigation.  

Non-Retaliation 

This policy prohibits retaliation against employees who bring, in good faith, sexual harassment charges 

or assist in the investigation of such charges. Any such employee shall not be adversely affected in 

terms and conditions of employment, nor discriminated against or discharged because of such activity. 

Non-Employees 

In addition to the above, any complaints of sexual harassment by an employee against vendors or other 

non-employees who do business with Union Baptist Church or any complaints by a vendor or other 

non-employee against an employee of Union Baptist Church shall be reported and investigated in the 

same manner as stated in this sexual harassment policy. 
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III. JOB DESCRIPTIONS 

Ministry staff are members of the Church Council.  

SENIOR PASTOR 

The Senior Pastor is responsible for living out 1 Timothy 3:1-7 before the Church and community. He is 

the under-shepherd to Christ, Who is head of the Church, and therefore is responsible for the pulpit and 

the well-being of the Church in every aspect. 

Spiritually, the Senior Pastor is responsible for the equipping, growth, and maturity of the body, as well 

as its witness. The Senior Pastor will encourage the membership in their walk, minister to them in their 

needs, and rejoice with them at all times. The Senior Pastor will work to establish partnerships with 

other parts of the Body of Christ in order to fulfill the Great Commission.  

Administratively, the Senior Pastor is responsible for the supervision of all paid staff, moderating of 

church business meetings, and the general health of the Church as a corporation. He shall serve as 

“ex-officio” member of all church organizations and committees. The Senior Pastor has a vote, along 

with the Missions Director, Associate Missions Director, and Missions Pastor, to determine by 

unanimous decision the disbursement of missions funds.  

This is a ministry position. 

STUDENT PASTOR 

The Student Pastor is responsible for the oversight of the student ministry program, to include but not 

limited to, middle and high school students, grades 6-12. The Student Pastor will organize studies, 

events, and activities to equip students to become more mature followers of Jesus Christ. The Student 

Pastor interacts and coordinates with other program leaders to promote the overall ministry of the 

Church. 

Responsibilities include, but are not limited to: 

1. Select and train leaders to connect, disciple, and mentor students effectively. 

2. Plan and format a program to evangelize and disciple students to spiritual maturity. 

3. Provide ministry and missions opportunities for students to apply the truths and discipleship 

training that they receive. 

4. Encourage students to become leaders. 

5. Work with parents of students to educate them in biblical parenting skills and discipleship. 

6. Offer opportunities for parents to connect with other parents.  

7. Prepare and submit an annual budget request to the Finance Committee by October 15th. 

8. Perform other duties as assigned by the Senior Pastor. 

This is a ministry position.  

MISSIONS PASTOR 

The Missions Pastor is responsible for the oversight of the missions program. The Missions Pastor 

interacts and coordinates with other program leaders to promote the overall ministry of the Church.  
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The Mission Pastor has a vote, along with the Missions Director, Associate Missions Director, and the 

Senior Pastor, to determine by unanimous decision the disbursement of missions funds. 

Responsibilities include, but are not limited to: 

1. Promote missions giving and educate the congregation about local, national, and international 

missions. 

2. Coordinate mission trips and activities. 

3. Prepare and submit an annual budget request to the Finance Committee by October 15th. 

4. Perform other duties as assigned by the Senior Pastor.  

This is a ministry position.  

WORSHIP PASTOR 

The Worship Pastor is responsible for the oversight of the music programs of the Church, to include, 

but not limited to: choirs, ensembles, instrumentalists, praise team, and soloists. The Worship Pastor 

interacts and coordinates with other program leaders to promote the overall ministry of the Church. 

Responsibilities include, but are not limited to: 

1. Lead and oversee the worship in all services of the Church. 

2. Direct the planning, organizing, conducting, and evaluating of a comprehensive music program 

including, but not limited to: choirs, vocal and/or instrumental ensembles, and praise team. 

3. Supervise the maintenance of the music library, materials, supplies, musical instruments, and 

other equipment. 

4. Purchase new music for all musicians as needed. 

5. Work with other music leaders in the Church to assist with children’s choirs, youth, praise 

teams, etc. 

6. Oversee all personnel, equipment, and materials to facilitate worship. 

7. Supervise musicians and multi-media directors. 

8. Prepare and submit an annual budget request to the Finance Committee by October 15th.  

9. Approve music and musicians for weddings. 

10. Perform other duties as assigned by the Senior Pastor. 

This is a ministry position. 

OUTREACH PASTOR 

The Outreach Pastor is responsible for the oversight of the outreach program of the Church, to include, 

but not limited to: organized church-wide visitation, collecting and maintaining visitor information, and 

follow-up visitor contacts. The Outreach Pastor interacts and coordinates with other program leaders to 

promote the overall ministry of the Church.  

Responsibilities include, but are not limited to: 

1. Organize church-wide outreach events into our community. 

2. Ensure appropriate outreach materials are available. 

3. Ensure that visitor cards are collected and appropriate follow-up procedures administered. 

4. Prepare and submit an annual budget request to the Finance Committee by October 15th. 
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5. Perform other duties as assigned by the Senior Pastor. 

This is a ministry position. 

CHURCH SECRETARY 

The Church Secretary is responsible for the secretarial and administrative functions of the Church. 

Because the Church Secretary may be called upon to offer Christian ministry and encouragement to 

visitors, team members, and/or church members, the Church Secretary is expected to have a personal 

relationship with the Lord Jesus Christ. 

Responsibilities include, but are not limited to: 

1. Receive guests who visit the church during office hours. 

2. Receive and route incoming calls and messages. 

3. Update automatic phone messages as needed. 

4. Distribute incoming and process outgoing postal mail. 

5. Handle all written and e-mail correspondence as requested. 

6. Maintain current and historical records for the Church. 

7. Create and maintain church lists: membership, attendance, contacts, baptisms, Deacon Family 

Ministry, leadership, etc. 

8. Complete and submit required forms to the Southside Baptist Network, Georgia Baptist 

Convention, and Southern Baptist Convention. 

9. Create and publish the weekly bulletin, as well as any other communications requested by the 

Pastors. 

10. Maintain the church website. 

11. Maintain church calendar of events and activities. 

12. Purchase and stock office supplies. 

13. Provide Notary Public services to the church staff and membership. 

14. Provide research assistance for church staff, as requested. 

15. Perform other duties as assigned or requested by the Senior Pastor. 

16. Delegate duties to other secretarial staff or volunteers as necessary and approved by the Senior 

Pastor. 

17. Serve as Church Clerk. 

a. Attend all Church Conferences and Church Council meetings. 

b. Record, report, and maintain Church Conference minutes. 

This is not a ministry position.  

 

CHURCH CLEANING CREW 

Weekly cleaning requirements: 

1. Vacuum all carpeted areas (Worship Center, classrooms, hallways, offices, gym). 

2. Dust all furniture and fixtures. 

3. Dust window sills in hallways and classrooms. 

4. Sweep and mop tile floors in foyer and restrooms. 
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5. Pick up miscellaneous litter in the Worship center. 

6. Empty all the trash cans/baskets in classrooms, offices, and restrooms. 

7. Clean restrooms and restock paper products and soap dispensers. 

8. Sweep the outside to all entrances into the building. 

9. Clean tabletops in classrooms as needed. 

10. Clean glass in entrance doors, classrooms, and offices as needed. 

Use your own initiative if something not listed here needs cleaning. Worship Center, classrooms, and 

restrooms should be clean, neat, and ready for services before Sunday of each week. Cleaning is to be 

accomplished on Thursday, Friday, or Saturday. 

 

IV. DIRECTORS 

OVERVIEW: All Directors shall be tithing members of this Church. All Directors shall be subject to a 

background check. The term for Directors shall be one (1) year and they may be nominated and 

elected to serve consecutive terms. Directors shall: 

1. Be responsible and accountable to the Church for their ministry area. 

2. Select, train, and communicate with workers, as needed, to accomplish the ministry. 

3. Organize the workgroup as needed. 

4. Manage the budget of the ministry area. If unexpected expenses occur that would exceed the 

ministry budget, Director must justify a request for additional funds to the Church Council, who 

will validate the request and present it to the Finance Committee.  

5. If an emergency arises and additional monies are needed quickly, Directors, along with the 

Senior Pastor and the Finance Committee Chairman shall seek to resolve the matter. 

6. Prepare and submit a budget request for the following year to the Finance Committee by 

October 15th. 

7. Give a report of the activity of the ministry area in regularly scheduled Church Conference. 

8. Ensure all workers in youth and children’s ministries have a background check on file. 

9. Abstain from the use of alcoholic beverages and illegal or illicit drugs. 

Job descriptions and areas of responsibilities for each Director: 

Audio Director 

1. Oversee all audio equipment and ensure equipment is in good repair. 

2. Operate sound system at all scheduled church events. 

3. Perform any aspect of moving or relocating sound equipment. 

4. Work under supervision of the Worship Pastor to enhance the worship service. 

Awana Director 

1. Oversee weekly events; plan and coordinate theme nights, annual Grand Prix, awards 

ceremonies, and flag ceremonies. 

2. Order curriculum, uniforms, and supplies. 

3. Assist leaders in Council Time and Book Time as needed. 
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4. Plan summer mission emphasis program during the months of June and July. 

5. Attend Church Council meetings. 

Baptism Director 

1. Ensure the baptistry is ready for use by cleaning, filling, and monitoring water temperature. 

2. Assist candidates for baptism before and during the baptism service. 

3. Ensure robes and towels are clean and available. 

4. Drain and ensure baptistry is clean. 

Benevolence Director 

The Benevolence ministry is administered by the Deacon Body and the chairman of Deacons serves as 

the Benevolence Director. 

1. Receive Benevolence requests that come to the Church. 

2. Research, document, and validates each request. 

3. Meet with a quorum of the Deacon Body and present the request. 

4. If approved, request a check from the Church Treasurer. If a bill is to be paid, provide a copy of 

the bill. 

5. Ensure delivery of the check or other forms of help to the appropriate place. 

Building Director 

1. Maintain the general care, upkeep, and repair of the church building, 

2. Ensure that mechanical equipment is adequate, safe, and usable. 

3. Perform routine maintenance on filters and lights. 

4. Attend church Council Meetings. 

Children’s Church Director 

1. Select appropriate material or write lesson plans that teach Bible stories or principles. 

2. Schedule workers in pairs; however, not husband and wife teams. 

3. Provide a worker’s schedule, for workers and for inclusion in church publications.  

4. Contact workers prior to their scheduled day of service. 

5. Provide plans and materials to workers three to five days in advance. 

6. Provide approved substitute worker in event of an absence. 

7. Ensure room is prepared and ready for use each Sunday morning (select video, make copies, 

etc.) 

8. Attend Church Council meetings. 

Church Cleaning Director 

1. Oversee the cleaning schedule of the church interior. 

2. Provide a schedule for workers/teams and for inclusion in church publications.  

3. Ensure cleaning supplies are obtained as needed. 

4. Ensure the cleaning equipment is serviced and in working order. 

5. Provide substitutes for cleaning crew in event of an absence. 
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Church Photography Director 

The purpose of the Church Photography Director is to ensure photographs are made to record church 

events, projects, ministries, missions activities, etc. for use in church publications, both print and 

electronic, including the website. A completed permission form will be required from the parent or 

guardian of a minor before publication of any photograph of said minor from a non-public church event 

or activity. 

1. Secure one or more photographers to make photographs at church events, projects, ministries, 

missions activities, etc. 

2. Submit photographs, in electronic and/or print form, to the church secretary for storage, future 

use, and/or historical records.  

3. Photographs made on behalf of the church are for church use only, and may not be used for 

personal use without permission. 

4. Making of photographs should be discreet and shall not interfere with the event or activity being 

photographed.  

FAITH Riders Director 

1. Oversee rides, ministry events, and activities. 

2. Lead a monthly business meeting. 

3. Coordinate with community organizations and other FAITH Riders’ groups. 

4. Fill in as chaplain when needed. 

5. Lead Bible studies when needed. 

6. Ensure chapter remains in compliance with national FAITH Riders organization. 

7. Attend Church Council meetings.  

Fall Festival Director 

1. The purpose of the Fall Festival is to share the Gospel of Jesus Christ with our community 

through a safe, family-friendly event on October 31st. 

2. The Fall Festival Director, in consultation with the Senior Pastor, shall manage, plan, prepare, 

and facilitate all aspects of the Fall Festival.  

3. Director shall attend Church Council meetings near the time of the event to keep the church 

leadership informed of the plans for the event. 

Fellowship Director 

1. Supervise and be responsible for the use of the church kitchen and fellowship area when used 

for scheduled church events, and when used by church members or private groups. 

2. Organize and oversee weekly meals and special church dinners, to include ordering groceries 

as needed.  

3. Coordinate bereavement meals. 

4. Maintain a par stock of food and supplies for the operation of the Church.  

5. Ensure the safety and sanitation of the church kitchen, food service areas, and the fellowship 

area. 

6. Present dates for events to the Church Council for approval and entry on the church calendar. 

7. Attend Church Council meetings. 
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Greeter Director 

1. Provide a worker’s schedule for workers and for church publication. 

2. Contact workers prior to their scheduled day of service. 

3. Provide approved substitute in the event of an absence. 

Grounds Director 

1. Maintain the general care, upkeep, and repair of the church grounds. 

2. Ensure outdoor, recreational, and lawn maintenance equipment is adequate, safe, and usable. 

3. Ensure routine maintenance is performed on all equipment. 

4. Attend Church Council Meetings. 

Marquee Director 

1. Update sign to reflect current events as requested. 

2. Perform general maintenance on sign. 

Media Director 

1. Create a schedule to cover each worship service. 

2. Provide approved substitute in the event of an absence. 

3. Create all slides for worship services. 

4. Verify the accuracy of the slides at least 25 minutes prior to each worship service. 

5. Responsible for all media presentations during all scheduled worship services. 

6. Work under the supervision of the Worship Pastor to enhance the worship service. 

Men’s Discipleship Director 

1. In accordance with Matthew 28:18-20, the Men’s Discipleship Director will facilitate the 

discipleship process among men who seek to disciple other men, or who wish to be discipled.  

2. Director shall be a biological male.  

3. Director will follow the approved discipleship process, using materials approved by the Senior 

Pastor, and in consultation with and under the direction of the Senior Pastor.  

Men’s Ministry Director 

The Men’s Ministry Director shall be responsible for the planning, preparing, and coordinating of 

activities and events that promote encouragement fellowship, and spiritual growth among the men of 

Union Baptist Church in accordance with Hebrews 10:25. 

1. Director shall be a biological male.  

2. Director shall attend Church Council meetings. 

3. Materials used for instruction shall be reviewed and approved by the Senior Pastor.  

Missions Director 

1. Promote and coordinate the missions activity of the Church. 

2. Select a missions leadership team to coordinate the various missions activities of the Church. 

3. Calendar, plan, and facilitate monthly meetings. 

4. Create an agenda for each meeting. 
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5. Invite missionary speakers and/or other participants to share with the missions organization. 

6. Oversee the yearly calendaring of missions activities and events of the Church.  

7. Lead the missions organization in the planning and promotion of the of the Church’s annual 

“Season of Giving.” (Season of Giving is the Church’s collection of contributions to State, 

National and International missions. The contribution period is November through February.) 

8. Promote missions through special activities such as banquets and/or other church-wide events.  

9. Has a vote, along with the Associate Missions Director, Missions Pastor, and Senior Pastor, to 

determine by unanimous decision the disbursement of missions funds.  

10. Attend Church Council meetings. 

Associate Missions Director 

1. Work in conjunction with Missions Director and Missions Pastor to accomplish the missions 

objectives of the Church. 

2. Assume the duties of the Missions Director in his absence. 

3. Has a vote, along with the Missions Director, Missions Pastor, and Senior Pastor, to determine 

by unanimous decision the disbursement of missions funds. 

Nursery Director 

1. Organize and prepare materials needed for workers. 

2. Maintain a safe and healthy environment for all children in Nursery care. 

3. Provide a worker’s schedule for workers and for church publication.  

4. Contact workers prior to their scheduled day of service. 

5. Provide approved substitute in the event of an absence. 

6. Select and purchase appropriate, age-related toys, books, video, etc.  

7. Ensure Nursery is prepared for use for each church event. 

8. Attend Church Council meetings. 

Open/Close Church Director 

1. Director shall arrive early to open the church, unlock the doors, adjust temperature controls, and 

turn on the lights for regularly scheduled services and events. 

2. Director shall ensure doors are locked, temperature controls are adjusted properly, lights are off, 

and security system is enabled after regularly scheduled activities and events. 

3. Director shall be available and/or make arrangements with individuals managing other approved 

activities and events to enter the building, and to secure the building after said events.  

Recreation Director 

1. Supervise and be responsible for the use of recreation areas of the Church. 

2. Oversee purchasing of recreational equipment. 

3. Organize and/or approve all church team sports. 

4. Obtain waivers for insurance purposes as appropriate. 

Senior Adult Director 

1. Plan and promote regular opportunities for fellowship for the Senior Adults. 
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2. Make reservations, arrangements, etc., as required for speakers, trips, outings, and other 

events.  

a. Set up reservations for trips and meals. 

b. Schedule transportation and a driver. 

c. Be aware and sensitive to the needs of participants. 

3. Has overall responsibility for decisions during Senior Adult activities. 

4. Attend Church Council meetings.  

Set-Up Director 

1. Responsible for setting up tables and chairs for events and meals. 

2. Be available and assist with other set-up needs upon request.  

Small Groups Director 

1. Director must be a biological male.  

2. Oversee the ordering of approved Small Group literature.  

3. Ensure that only approved subjects are taught. 

4. Keep small group attendance records and give report to the church office. 

5. Provide approved substitute in the event of a teacher absence. 

6. Ensure the proper spiritual atmosphere is maintained for learning and growth. 

7. Greet visitors and direct them to the appropriate classes.  

8. Ensure appropriate supplies are available for the small group program. 

9. Be prepared to teach a class in the event a teacher is absent. 

10. Attend Church Council meetings. 

Transportation Director 

1. Ensure church vehicles are in good mechanical condition and safe for operation. 

2. Maintain a regular interval of standard vehicle maintenance. 

Twenty-Something’s Director 

The Twenty-Something’s Director shall be responsible for the planning, preparing, and coordinating of 

ministry to young adults (age 18-29) who have graduated high school. This ministry shall complement 

the faith and values of Union Baptist Church.  

1. Director must be a biological male.  

2. Director shall attend Church Council meetings. 

3. Materials used for instruction shall be reviewed and approved by the Senior Pastor.  

Usher Director 

1. Provide a worker’s schedule for workers and for church publication. 

2. Contact workers prior to their scheduled day of service. 

3. Provide approved substitute in the event of an absence. 

Vacation Bible School (VBS) Director 

1. Manage the overall VBS program. 
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2. Obtain VBS materials. 

3. Promote and publicize the VBS. 

4. Organize commencement program. 

5. Ensure facilities are restored to normal condition and ready for regular use after VBS ends. 

Video Director 

1. Oversee all video equipment and ensure equipment is in good repair. 

2. Operate video system at all scheduled church events and record as appropriate. 

3. Make recorded copies available upon request. 

4. Obtain needed supplies. 

5. Work under the supervision of the Worship Pastor to enhance the worship service. 

Website Director 

Director shall manage and update the website for Union Baptist Church in a timely manner. 

Wedding Liaison 

A wedding Liaison will be assigned to each wedding party. The duties of the Liaison are: 

1. Serve as the couple’s main point of contact with the Church. 

2. Explain and enforce the policies and use of Union Baptist Church facilities. 

3. Assign rooms for the bridal party. 

4. Approve (or disapprove) and direct the rearrangements or movement of all music instruments 

and furnishings. 

5. Consult with the Audio/Video Technician. 

6. Set up an appointment for the bride with the Worship Pastor. 

7. Work closely with the wedding director selected by the wedding party. 

8. Collect and distribute fees for all Union Baptist Church individuals who are providing services for 

the wedding. 

9. Coordinate the scheduling of all Union Baptist Church personnel required for the wedding. 

10. Be present during the rehearsal and the wedding and available at all times the church facility is 

in use. 

11. Meet with the photographer/videographer prior to the wedding. 

12. Open and close the church facility for the wedding party. 

13. Inspect facility after the event and complete inspection form. 

Women’s Discipleship Director 

1. In accordance with Matthew 28:18-20, the Women’s Discipleship Director will facilitate the 

discipleship process among women who seek to disciple other women, or who wish to be 

discipled.  

2. Director will follow the approved discipleship process, using materials approved by the Senior 

Pastor, and in consultation with and under the direction of the Senior Pastor.  
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Women’s Ministry Director 

The Women’s Ministry Director shall be responsible for the planning, preparing, and coordinating of 

activities and events that promote encouragement fellowship, and spiritual growth among the women of 

Union Baptist Church in accordance with Hebrews 10:25. 

1. Director shall attend Church Council meetings. 

2. Materials used for instruction shall be reviewed and approved by the Senior Pastor.  

  

V. TEACHERS 

Overview 

1. All teachers shall be tithing members of this Church. 

2. Teachers shall abstain from the use of alcoholic beverages and illegal or illicit drugs. 

3. Teachers are subject to a background check. 

4. Teachers may only teach church-approved material. (Materials must be submitted to the Small 

Group Director or the Senior Pastor for approval.) 

5. Teachers will be selected annually by the Nominating Committee and included in the 

Nominating Committee’s report for approval by the vote of the Church. 

6. Small Group Teachers are directly accountable to the Small Group Director and are expected to 

attend any meetings or trainings throughout the year. 

7. All other Teachers are directly accountable to the Senior Pastor. 

It is the policy of Union Baptist Church, for all classes above youth, that men will teach men’s classes, 

women will teach women’s classes, and any co-ed classes will be taught by men. 

 

VI. FINANCIAL POLICIES 

Accountable Reimbursement Policy 

In accordance with IRS regulations 1.162-17 and 1.274-5T(f), Union Baptist Church establishes a 

reimbursement policy for all ministers and employees with the following terms and conditions: 

1. The Church will reimburse only reasonable ministry-related business expenses incurred by a 

minister or employee. Subject to budget limitations, such expenses will include: 

a. Business use of automobile, up to the current IRS standard mileage rate; 

b. Business travel away from home: transportation, lodging, and meals on overnight trips; 

c. Convention, conference, and workshop expenses; 

d. Education expenses if otherwise qualified as an itemized deduction and within IRS limits; 

e. Subscriptions, books, digital or recorded materials, if related to ministry or employment; 

f. Entertainment/hospitality expenses, if business connection requirement is met; 
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g. Cell phone charges if cell phone is required by the Church and not used for personal use 

by the minister or employee. 

2. The minister or employee will account for each allowable expense in writing at least every 60 

days. Documentation will include the amount, date, place, business purpose, and business 

relationship of each expense. A receipt will accompany the documentation. 

3. The minister or employee will return advances that exceed actual business expenses within 120 

days. 

Under this accountable arrangement, the Church will not report amounts as taxable income on the 

minister’s or employee’s Form W-2. The minister or employee should not report reimbursed amounts as 

income on Form 1040. 

Credit Card Policy 

Union Baptist Church may elect to obtain a business credit card for use in conducting business matters 

of the Church. The following requirements shall apply to the use of such credit cards: 

1. Those authorized to make purchases on behalf of the Church will be given access to the church 

credit card.  

2. People in the following positions will be issued a church credit card to keep in their possession: 

Building Director, Grounds Director, Fellowship Director, and Church Treasurer. 

3. All those granted signature authority to use the church credit card shall be members of Union 

Baptist Church. 

4. The church credit card shall only be used for church-related expenditures. 

5. No purchases for any personal use shall be made with the card. 

6. All receipts shall be promptly submitted to the Church Treasurer with a notation of the budget 

area to be charged. 

7. The Church Treasurer will pay the credit card bill in a timely manner each month so as to avoid 

interest charges. 

8. People in the above positions who were not issued a credit card will be able to obtain one from 

the church office as they have need. This card may be picked up shortly before the need for use 

and must be returned to the church office as soon as practical after use, along with all receipts.  

9. Any person who has been issued a credit card shall surrender it to the church office upon 

completion of their term of service in the position for which it was issued. 

The Church Secretary shall insure the names of people in the above positions, and only those names, 

are current with the card issuing authority. 

Any violation of this policy by anyone authorized to use the card will result in automatic removal of 

approval for use of the card for a period of at least one (1) year.  

Church Business Accounts Policy 

Authorized persons of Union Baptist Church may elect to enter into business accounts with companies 

through which the Church does regular business. These accounts may allow the Church to receive 

goods or services and be billed on a regular business cycle. The following rules shall apply to the use 

of such accounts: 
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1. Only authorized persons from the Church may obtain merchandise from such accounts. 

(Example: Directors or their designee.) 

2. These accounts shall be used only for church-related expenditures. 

3. No purchase for any personal use shall be made through these accounts. 

4. All receipts shall be submitted to the Church Treasurer with a notation of the budget area to be 

charged. 

5. The Church Treasurer will pay the account bill in a timely manner each month so as to avoid 

interest charges. 

6. Any violation of this policy will result in an automatic removal of approval to use the account for 

a period of one (1) year. 

Flower Policy 

Guidelines to be used in sending flowers for a funeral from Union Baptist Church: 

1. Cost: Not to exceed $150.00. 

2. Flowers will be sent for: 

a. Death of a church member. 

b. Ministry opportunities, as appropriate. 

3. If requested by the family, money may be sent as a memorial gift in lieu of flowers, equal to the 

amount for flowers. 

4. An account will be established by the Church at a local florist with the amount established for a 

funeral. The florist will bill the Church directly. Persons authorized to order flowers on this 

account are: Secretary, Staff, and Chairman of Deacons. It shall be primarily the responsibility 

of the Secretary to place orders for flowers.  

IRS Compliance for 403(b)9 Retirement Plan 

In accordance with IRS regulations regarding 403(b)9 Retirement Plans, effective January 1, 2009, 

Union Baptist Church will maintain in its files an Eligibility and Contribution Schedule which defines 

what income sources are considered compensation, which employees are eligible to participate in the 

retirement plan, and what contributions the Church will make on behalf of its employees. In addition, the 

Church will maintain a written plan document that describes all material plan provisions. {This plan 

document is available for printing at www.guidestoneretirement.org. Select “403(b) regulations,” then 

“church affiliated with SBC,” then select “403(b)(9) Retirement Plan for Southern Baptist Churches 

(pdf).” The case-sensitive password is: GuideStone.} The Chairman of the Finance Committee shall be 

the designated Compliance Officer for the Church. The Eligibility and Contribution Schedule will be 

reviewed annually by the Compliance Officer to determine any necessary changes to the document. 

Wednesday Night Meal Policy 

The purpose of the Wednesday Night Meal is to provide a ministry in the following manner: 

1. Ease the burden of preparing a meal at home and then getting to church for those who work. 

2. Provide an outreach tool for the unchurched in our community. 

3. Provide a time of fellowship around a meal. 

4. Provide a nutritious, balanced, and tasty meal at a reasonable price. 

http://www.guidestoneretirement.org/
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Reasonable efforts will be made for this to be a financially self-sustaining program; however, it is 

understood that may not always be attainable. Making a profit will not be a goal of this ministry. The 

organization of this ministry will be accomplished as follows: 

1. The Fellowship Director will provide the menu at least eight (8) days in advance for church 

publication.  

2. Reservations are required by close of business on Monday. 

3. If a reservation is made and not canceled prior to the meal, payment is expected. This may be 

waived by the Fellowship Director for unusual circumstances. 

4. Food purchase receipts will be submitted to the Church Treasurer. 

5. Sales receipts from the meal will be deposited in the church depository safe for deposit into the 

general fund of the Church. The Church Treasurer will maintain accounting of the Wednesday 

Night Meal income and expenditures. 

6. A food purveyor may be engaged for certain loaned equipment and for bulk and par stock 

purchasing. 

7. Visitors and guests are welcome. A few extra portions will be prepared to accommodate these. 

8. “Free Meal Tickets” may be available for use in the Outreach program. 

9. Disposable items will be used for the meal when practicable. 

10. The pricing structure for the meals will be determined by the Church Council with 

recommendation from the Fellowship Director. 

Designated Funds Policy 

Contributions may be solicited by the Church for designated ministries/activities. However, the 

designated fund must be established before the Church receives cash or cash equivalent designated 

contributions. 

If a designated contribution is a gift of property (not cash or cash equivalent), then the Church reserves 

the right to use the property for purposes established by the Church. Every effort will be made to honor 

the intent of the donor, but authority is reserved to use or dispose of the property in a way that best 

fosters the ministries of the Church. 

A designated fund shall be established in the following manner: 

1. Any member of the Church may request the establishment of a designated fund by verbal or 

written request to a member of the Finance Committee, Church Council, or staff. 

2. The establishment of the designated fund must be accomplished before any donations are 

received into the fund. 

3. The Church or Finance Committee must approve the establishment of the requested designated 

fund. 

4. Failure to obtain approval for the fund from the Finance Committee and the Church Council 

signifies that the fund cannot be established and the Church will not receive contributions for 

that purpose. 

5. A list of contributors and their contributions will be maintained for IRS recordkeeping 

requirements. 

6. The newly established designated fund shall be reported to the Church at the next regular 

business meeting and recorded in the church minutes. 
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The Finance Committee shall be responsible to see that the established designated fund meets the 

following requirements in writing: 

1. The purpose of the fund and how it furthers the mission of the Church. 

2. The procedure on how the fund will be spent. 

3. The procedure on how the fund can be closed. 

4. The policy must state how to disburse any money left should the fund be closed. 

5. The new designated fund shall be included in the Church Policies document. 

 

ESTABLISHED DESIGNATED FUNDS 

Benevolence Fund 

The Church, in exercise of its religious and charitable purposes, has established a Benevolence Fund 

to assist persons in financial need. The Church welcomes contributions to the fund. The administration 

of the fund, including all disbursements, is subject to the exclusive control and discretion of the 

Benevolence Committee or Church. The Benevolence Committee may consider recommendations from 

anyone, but the committee is not bound in any way to honor the recommendations. Donors will not be 

permitted to recover a contribution because the committee failed to honor the donor’s recommendation. 

The Church recognizes that assisting persons in financial need is a continuing mission of the Church 

and has established this fund as an ongoing fund. Should at any time in the future the Church vote to 

close this fund, all money in the fund at that time will go into the general budget of the Church. 

The Benevolence Committee or the Church should record the required IRS documentation for 

benevolence requests. The following documentation should be recorded for accurate recordkeeping: 

1. A complete description of the assistance. 

2. The purpose for which the aid was given. 

3. The Benevolence Committee or the Church’s objective criteria for disbursing assistance under 

the Benevolence Fund. 

4. How the recipients were selected. 

5. The name, address, and amount distributed to each recipient. 

6. Any relationship between a recipient and officers, directors, or key employees or substantial 

contributors to the Church. 

Building Fund 

The Church, in exercise of its religious purposes, has established a Building Fund to provide for the 

future needs of the Church for major repairs, major remodeling, expansion, construction of facilities, 

purchase of equipment, building loan mortgage payment, or debt retirement for the Church. The Church 

welcomes contributions to the fund. The administration of the fund, including disbursements, is subject 

to the control and discretion of the Finance Committee or the Church. The Finance Committee or the 

Church may consider recommendations from anyone, but in no event is the Finance Committee or the 

Church bound in any way to honor the recommendations. Donors will not be permitted to recover a 

contribution on the grounds that the Finance Committee or the Church failed to honor the donor’s 

recommendation. 
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The Church recognizes that planning for future needs is a practice of good stewardship and has 

established this fund as an ongoing fund. Should at any time in the future the Church vote to close this 

fund, all money in the fund at that time will go into the general budget of the Church.  

Building and Grounds Maintenance Fund 

The Church, in exercise of its religious purposes, has established a Building and Grounds Maintenance 

Fund to maintain the church building, grounds, and equipment. The Church welcomes contributions to 

the fund. The administration of the fund, including disbursements, is subject to the control and 

discretion of the Church Council and the Building and/or Grounds Director, or the Church. The Church 

Council and the Building and/or Grounds Director, or the Church may consider recommendations from 

anyone, but in no event is the Church Council, Building and/or Grounds Director, or Church bound in 

any way to honor the recommendations. Donors will not be permitted to recover a contribution on the 

grounds that the Church Council, the Building Director, the Grounds Director, or the Church failed to 

honor the donor’s recommendation. 

The Church recognizes that maintaining the church building, grounds, and equipment is a practice of 

good stewardship and has established this fund as an ongoing fund. Should at any time in the future 

the Church vote to close this fund, all money in the fund at that time will go into the general budget of 

the Church.  

FAITH Riders Fund 

The Church, in exercise of its religious purposes, has established a FAITH Riders Fund to provide for 

special projects of the Church. The Church welcomes contributions to the fund. The administration of 

the fund, including disbursements, is subject to the control and discretion of the FAITH Riders Director 

and the Church Council, or the Church. The FAITH Riders Director, the Church Council or the Church 

may consider recommendations from anyone, but in no event is the FAITH Riders Director, the Church 

Council, or Church bound in any way to honor the recommendations. Donors will not be permitted to 

recover a contribution on the grounds that the Church Council, the FAITH Riders Director, or the 

Church failed to honor the donor’s recommendation. 

The Church recognizes that ministry is a vital part of the Church’s purpose and has established this 

fund as an ongoing fund. Should at any time in the future the Church vote to close this fund, all money 

in the fund at that time will go into the general budget of the Church. 

Ministry Fund 

The Church, in exercise of its religious purposes, has established a Ministry Fund to provide resources 

for the Church and its various ministries. The ministries include, but are not limited to: Adult Ministry, 

Agape House, Children’s Ministry, Evangelism, Men’s Ministry, Music Ministry (including choir), Radio 

Ministry, Recreation Ministry, Senior Adult Ministry, Sunday School/Small Group Ministry, and Women’s 

Ministry. The Church welcomes contributions to the fund. The administration of the fund, including all 

disbursements, is subject to the control and discretion of the Church Council or the Church. The Church 

Council or the Church may consider recommendations from anyone, but in no event is the Church 

Council or the Church bound in any way to honor the recommendations. Donors will not be permitted to 

recover a contribution on the grounds that the Church Council or the Church failed to honor the donor’s 

recommendation.  
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The Church recognizes that ministry is a vital part of the Church’s purpose and has established this 

fund as an ongoing fund. Should at any time in the future the Church vote to close this fund, all money 

in the fund at that time will go into the general budget of the Church. 

Missions Fund 

The Church, in exercise of its religious purposes, has established a Missions Fund to provide resources 

for the Church, church members, or other worthy persons or organizations spreading the Gospel of 

Jesus Christ. The fund can also provide resources to church members or other worthy individuals for 

short-term mission trips or in support of long-term missions. The Church welcomes contributions to the 

fund. The administration of the fund, including all disbursements, is subject to the control and discretion 

of the unanimous decision of the Missions Director, Associate Missions Director, Missions Pastor, and 

Senior Pastor, or the Church. The aforementioned group or the Church may consider recommendations 

from anyone, but in no event is the group or the Church bound in any way to honor the 

recommendations. Donors will not be permitted to recover a contribution on the grounds that the 

aforementioned group or the Church failed to honor the donor’s recommendation. 

The Church recognizes that spreading the Gospel is the primary purpose of the Church and has 

established this fund as an ongoing fund. Should at any time in the future the Church vote to close this 

fund, all money in the fund at that time will go into the general budget of the Church. 

Love Offering Fund 

The Church, in exercise of its religious purposes, has established a Love Offering Fund. The purpose of 

the Love Offering Fund is to honor laborers in the field with a financial gift. The Church welcomes 

contributions to the fund. However, the love offering will be considered taxable income to the recipient. 

The administration of the fund, including all disbursements, is subject to the control and discretion of 

the Finance Committee or the Church. The Finance Committee or the Church may consider 

recommendations from anyone, but the Finance Committee or the Church is not bound in any way to 

honor the recommendations. Donors will not be permitted to recover a contribution because the 

Finance Committee or the Church failed to honor the donor’s recommendation. 

The Church recognizes that the Love Offering Fund is part of the continuing mission of the Church and 

has established this fund as an ongoing fund. Should at any time in the future the Church vote to close 

this fund, all money in the fund at that time will go into the general budget of the Church. 

Youth Fund 

The Church, in exercise of its religious purposes, has established a Youth Fund to provide resources 

for the youth ministry. The Church welcomes contributions to the fund and donations may be requested 

for a specific area of youth ministry. The administration of the fund, including all disbursements, is 

subject to the control and discretion of the Student Pastor or the Church. The Student Pastor or the 

Church may consider recommendations from anyone, but in no event is the Student Pastor or the 

Church bound in any way to honor the recommendations. Donors will not be permitted to recover a 

contribution on the grounds that the Student Pastor or the Church failed to honor the donor’s 

recommendation. 
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The Church recognizes that ministry is a vital part of the Church’s purpose and has established this 

fund as an ongoing fund. Should at any time in the future the Church vote to close this fund, all money 

in the fund at that time will go into the general budget of the Church. 

 

VII. USE OF CHURCH FACILITIES POLICY 

Union Baptist Church’s facilities were provided through God’s benevolence and by the sacrificial 

generosity of church members. The Church desires that its facilities be used for the fellowship of the 

Body of Christ and to bring God glory. The purpose of Union Baptist’s facilities is to expose participants 

and guests to the Gospel of Jesus Christ; to help teach boys/men to live and act in a manner consistent 

with the Bible’s teaching concerning boys/men and to help teach girls/women to live and act in a 

manner consistent with the Bible’s teaching concerning girls/women; to promote Godly living in all 

aspects of life; to expose participants and guests to Godly examples and role models; to make disciples 

of Jesus Christ among all nations and peoples; and, all recreational, social, physical, or other benefits 

associated with the use of Union Baptist’s facilities are secondary to the religious training purposes of 

Union Baptist and without religious training purposes of the use of Union Baptist’s facilities, the Church 

would not be willing to allow use of its facilities. 

Facility use will not be permitted to persons or groups holding, advancing, or advocating beliefs or 

practices that conflict with the Church’s faith or moral teachings, which are summarized in, among other 

places, the Church’s Covenant, Constitution, and By-Laws. Nor may church facilities be used for 

activities that contradict, or are deemed inconsistent with, the Church’s faith or moral teachings. The 

Senior Pastor is the final decision-maker concerning use of church facilities.  

This facility use policy is necessary for two important reasons. First the Church may not in good 

conscience materially cooperate in activities or beliefs contrary to its faith. Allowing facilities to be used 

for purposes that contradict the Church’s beliefs would be material cooperation with that activity, and 

would be a grave violation of the Church’s faith and religious practice. (2 Corinthians 6:14; 1 

Thessalonians 5:22.) 

Second, it is very important that the Church presents a consistent message to the community, and that 

the church staff and members conscientiously maintain that message as part of their witness to the 

Gospel of Jesus Christ. Allowing facilities to be used by groups or persons who express beliefs or 

engage in practices contrary to the Church’s faith would have a severe, negative impact on the 

message the Church strives to promote. It could also cause confusion and scandal to the church 

members and the community because they may reasonably conceive that by allowing use of our 

facilities, the Church agrees with the beliefs or practices of the persons or groups using its facilities. 

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

advocate, or engage in practices that contradict the Church’s faith use any church facility. Nor may 

church facilities be used in any way that contradicts the Church’s faith. This policy applies to all church 

facilities, regardless of whether the facilities are connected to the Church’s worship center, because the 

Church sees all of its property as holy and set apart to worship God. (Colossians 3:17.) 
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Approved Users and Priority of Use 

The Senior Pastor must approve all uses of the church facilities. Generally, priority shall be given to 

church members, their immediate families, and organized groups that are part of the ministry, 

organization, or sponsored activities of Union Baptist Church. Church facilities and equipment will be 

made available to non-members and outside groups meeting the following qualifications: 

Groups or persons requesting facility use must affirm that their beliefs and practices and planned uses 

of the facilities are consistent with the Church’s faith and practice. 

The group or person seeking facility use must be willing to take responsibility for the facilities and 

equipment used and must agree to abide by the Church’s rules of conduct for facility use, as stated 

below and as described in any additional instructions by church staff. A person authorized by a 

ministerial staff member must be present to oversee the event. 

Those Who Will Not Be Considered for Use of Facilities 

1. Groups or individuals advocating election of specific public officials. 

2. Groups that are attempting to fund ministries not consistent with the purpose and mission of 

Union Baptist Church. 

3. Groups, individuals, or business concerns seeking personal profit or gain (garage sales, home 

parties such as Avon, Mary Kay, Pampered Chef, Tupperware, etc.) 

4. Any group, individual(s), or business concern whose purpose would put at risk the tax exempt 

status of Union Baptist Church. 

Scheduling Events 

Facility use requests shall be made to the Church Office. The event will be reserved and placed on the 

church calendar only when the Senior Pastor approves the use. 

Fees 

No fees are charged for use of the church facility; however, donations to offset costs of operations are 

accepted. 

Specific Guidelines for Use of Church Facilities 

1. Union Baptist Church is a place of worship of the Lord Jesus Christ, and users of church 

facilities will conduct themselves accordingly. 

2. Music and programs should be in keeping with the sacredness and dignity of the Church.  

3. Audio/Visual equipment may only be operated by persons having been authorized to do so. 

4. The group making the arrangements is responsible for cleaning facilities it uses and leaving all 

furniture and equipment exactly as it was found. 

5. Kitchen facilities are available, but must be reserved separately. See “Kitchen Guidelines” 

below. 

6. Decorations or other material should not be attached to the furniture or walls in any manner that 

will cause damage. Stapling, nailing, and gluing are strictly prohibited. Painter’s tape is allowed, 

as are floral pins on the sides of chairs. All decorations must be removed immediately after use 

of facilities. 
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7. Youth and children must be supervised at all times. This includes in the church building, 

playground, church grounds, and parking lot areas. 

8. No alcoholic beverages or illegal or illicit drugs may be served or consumed on church property 

at any time.  

9. No person under the influence of alcoholic beverages or illegal or illicit drugs will be permitted to 

enter or use church facilities. Abusive or foul language, violent behavior, alcohol use, or illegal 

or illicit drug use is strictly prohibited on church premises. Any person exhibiting such behavior 

will be required to leave the premises.  

10. Use of tobacco is not permitted on church property. 

11. Dancing is permitted in the Worship Center only when approved for ministry purposes. 

12. Dancing is permitted in the Fellowship Hall. Dancing must be in keeping with the values and 

morals of the Church.  

13. Church facilities and equipment are not to be moved from one location to another without proper 

approval. 

14. Use of facility is confined to the specific areas listed in the application. 

15. Outside organizations and non-members using the facilities agree to hold harmless the Church, 

the church pastors, and church members for any injuries or damage, or expenses arising out of 

any injury or damage occurring during the facility use by the organization and guests. Outside 

organizations or non-members using the facility may be required to obtain liability insurance of a 

minimum of $1,000,000, naming Union Baptist Church as an additional insured. If required, 

Certificate of Insurance must be presented to the Church at least seven (7) days prior to the 

event. Outside organizations or non-members using the facilities agree to assume responsibility 

for all damages to the facilities and their contents resulting from use. 

Kitchen Guidelines 

1. If the kitchen is used, it must be cleaned and left in at least the same condition as it was found. 

(See checklist posted in kitchen for cleaning requirements.) 

2. Paper products and other consumables in the kitchen and pantry are for church use only. Other 

groups must provide their own supplies. 

Worship Center 

In general, the Worship Center is not available unless coordinated directly with the Senior Pastor. If 

permission to use the Worship Center is obtained, the following guidelines apply: 

1. The Worship Center is to be used primarily for religious activities. Exceptions must be approved 

by the Senior Pastor. 

2. No food or drink is allowed in the Worship Center. 

3. No furnishings in the Worship Center, including the piano, may be moved, covered, or altered in 

any way from their intended purposes without permission of the Senior Pastor. 

Use of Church Furnishing and Equipment Away from Church Property 

1. Certain church furnishings and equipment may be taken off church property when needed for a 

church event or ministry. The approval of the Senior Pastor is required.  

2. Certain church furnishings and equipment may be loaned to approved ministries and 

organizations. 
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3. Arrangements to borrow items are to be made through the church office. The borrower is 

responsible for returning items in the same condition as when borrowed. 

4. In general, no furniture or equipment may be taken off church property for personal use (non-

church function) by any member, non-member, or outside organization. 

Security of Buildings 

The church building will be kept locked when not in use and the security system activated. Keys and 

access codes will be assigned to those who have a need to regularly enter the building. Others who 

need access to the building during closed periods will need to coordinate with the church office. 

 

VIII. WEDDING POLICY 

Because God ordained marriage and defined it as the covenant relationship between a man, a woman, 

and Himself, Union Baptist Church will only recognize marriages between a biological man and a 

biological woman, Further, Pastors and staff of Union Baptist Church shall only participate in weddings 

and solemnize marriages between one man and one woman. Finally, the facilities and property of 

Union Baptist Church shall only host weddings between one man and one woman.  

Who Can Be Married at Union Baptist Church 

 Members of Union Baptist Church 

 Children of Union Baptist Church members (includes children for whom you have served as 

guardian). 

 Friends of Union Baptist Church (non-members who attend regularly and who support the 

ministries of this church with their presence, prayers, talents, and finance). 

 In rare circumstances, at the discretion of the Senior Pastor, members of another church with a 

recommendation from the current pastor of that church. 

Requirements  

The following requirements apply to all couples who are candidates for marriage at this church: 

1. Must be a Christian and be prepared to share your personal testimony with the pastor.  

2. Must attend pre-marital counseling that is provided by Union Baptist Church or approved by the 

Senior Pastor of this church. 

3. Couples must not be engaged in pre-marital sexual relations. 

4. Request for the use of the Church should be made at least six (6) months in advance of the 

wedding ceremony. Exceptions to the six-month advance notice may be granted. 

5. Weddings, rehearsals, and receptions will not be scheduled on Sundays, Holidays, Christmas 

Eve, Christmas Day, or any previously scheduled church commitment dates. 

Officiating 

The ceremony may be performed by any of our pastors. If the couple wishes another pastor to 

participate, the invitation must be approved and extended by the Senior Pastor. The wedding service 

shall be under the sole direction of the officiating pastor. 
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Wedding Liaison 

After the couple’s initial meeting with a pastor and the selection of a wedding date, the couple will be 

assigned a Wedding Liaison. The purpose of the Union Baptist Wedding Liaison is to coordinate the 

events of the wedding events as they relate to Union Baptist Church, not direct the wedding. The 

Wedding Liaison will provide answers to questions concerning facilities, procedures, rehearsals, 

decorations, and custodial services. If the rehearsal dinner and/or reception are to be held at Union 

Baptist Church, the Wedding Liaison will be available for planning and information concerning the use 

of the facilities. 

The Union Baptist Church Wedding Liaison will be present during all events held at the Church and will 

supervise any moving or rearranging of furniture and/or fixtures. (Note: No furniture or fixtures may be 

moved in any part of the Church without approval of the Wedding Liaison.) 

The Couple’s Responsibility 

It is the couple’s responsibility to review these Wedding Guidelines and Policies. Discuss them with all 

of the members of the wedding party, as well as the florist, photographer, caterer, and other vendors or 

participants so there will not be any misunderstandings or deviations from them. Any violation of these 

Wedding Policies may result in forfeiture of the deposit. 

Conduct 

The immediate wedding party will be responsible for the conduct of all participants and guests. The 

following must be strictly complied with:  

1. Intoxicants, in any form, are not permitted in the building, parking area, or church grounds. No 

one will be allowed to participate in any rehearsal or wedding while under the influence of 

intoxicants. 

2. Smoking or use of tobacco products is not permitted in the Church or on the church property.  

3. Dancing is permitted in the Fellowship Hall. Dancing must be in keeping with the values and 

morals of the Church.  

4. All music must be approved in advance by the Pastoral Staff. 

5. Only birdseed may be used, and it may not be thrown inside the church building. Bubbles may 

be used outside the building only. 

6. Use of glitter or confetti is prohibited. 

7. Children are to be monitored by an adult at all times. 

Responsibilities 

1. It is expected that proper attire be worn during the rehearsal and ceremony. 

2. The Church is not responsible for personal items, and is not liable if such items are lost, stolen, 

or damaged. 

3. All personal items should be removed from the rooms used by the bridal party following the 

wedding.  

4. The Church nursery will not be available for use and nursery workers will not be provided. 
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Marriage License 

The marriage license may be procured from the Office of the Probate Judge in any county. It should be 

given to the Union Baptist Wedding Liaison at the rehearsal. The officiating pastor is responsible for 

signing it and returning it to the issuing officer. To obtain a certified copy of the completed license to 

use as permanent record of the marriage, contact the Probate Officer of the county and state that 

issued the marriage license approximately two or three weeks after the wedding. 

Decorations 

1. Nails, tacks, screws, or any fastener that causes marks, holes, discoloring, or sticky residue are 

not to be used to fasten decorations on any furniture or any part of the building. 

2. Seasonal church holiday decorations, particularly Christmas and Easter decorations will not be 

removed for weddings. 

3. The placing of flowers, greenery such as ferns, etc., candles, or anything decorative on the 

piano is not permitted. 

4. Candles must be drip-less and protective floor covering must be used wherever candles are 

placed. 

5. If potted plants are used, the flooring must be protected from moisture. 

6. Only artificial flower petals may be used by flower girls. 

7. All decorations, flowers, plants, and other equipment are to be removed from the Worship 

Center immediately following the ceremony. 

Music 

Because a wedding is a worship service, the music for the wedding should be appropriate for the 

worship of God and expressing the faith of the Church. 

1. All music, whether instrumental, recorded, or vocal, must be approved by the Union Baptist 

Church Worship Pastor at least four (4) weeks prior to the wedding. The Union Baptist Wedding 

Liaison will make an appointment for the couple with the Worship Pastor to review the music. 

2. Recorded music should be given to the Union Baptist Wedding Liaison at least one (1) week 

prior to the ceremony. 

3. Arrangements to use the church musical instruments must be made with the Union Baptist 

Wedding Liaison. 

Sound Equipment 

1. The Union Baptist Church Audio/Visual Team will be responsible for operating the sound and 

lighting for all weddings. 

2. No member of the wedding party should enter the sound booth or adjust any equipment in any 

way. 

3. A Union Baptist Church Audio/Visual Team member will be present for rehearsal as well as the 

ceremony, and will be available one hour prior to the time of the wedding for a sound check. 

4. All technical requests (sound, lighting, video, and audio recording) should be given to the 

Wedding Liaison at least thirty (30) days prior to the wedding date. 

5. Audio recording is available and a church video technician may be available to provide live 

video and/or recording. Notify the Wedding Liaison to arrange these technical services. 
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6. The wedding party is responsible for providing and operating sound equipment for the 

Fellowship Hall. 

Photography and Videography 

The wedding at Union Baptist Church is a service of Christian worship. While photographs of the 

wedding and wedding party are important to the couple and their families, the solemnity of the 

ceremony should not be marred by indiscriminate picture-taking. Reverence for the Worship Center and 

the wedding ceremony is expected. The photographer/videographer will be required to meet with the 

Union Baptist Wedding Liaison prior to the ceremony. 

Church Facility 

1. The relocation of any item in the Worship Center must be approved by the Union Baptist 

Wedding Liaison. 

2. The Wedding Liaison will assign rooms to the wedding party, and only those rooms may be 

used. 

3. Care must be taken by the bridal party to protect the building and furnishings. All church 

facilities must be left in the condition in which they were found. 

Fees 

No fees will be charged to use the facilities of Union Baptist Church. However, the following amounts 

are for the compensation of those who will assist in making the wedding day special: 

1. $250 deposit is required at the time of reservation of the wedding date to cover damages or 

policy violations during the wedding activities. This will be returned if policies are followed and 

no damage has occurred. 

2. $200 for clean-up after the wedding (Worship Center, rooms used by the wedding party, 

restrooms, and hallways). 

3. $150 for the Wedding Liaison. 

4. $100 for the sound technician. 

5. $100 if a video technician is utilized. (Note: we are not professional videographers.) 

6. $150 for clean-up if the rehearsal dinner is held in the Fellowship Hall. * 

7. $150 for clean-up if the reception is held in the Fellowship Hall. * 

8. All fees must be paid to the Church prior to the wedding. 

* This amount may be waived by the Wedding Liaison if clean-up as required by the Church is provided 

by the wedding party. 
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CHURCH FACILITY RESERVATION REQUEST AND AGREEMENT 

Name of person or organization requesting use of facilities: 

 _________________________________________________________________________________  

Please state whether you are a:    ____Non-member        ____Non-Member Group/Organization 

Contact Information:  

Address: __________________________________________________________________________  

Phone Number(s): __________________________________________________________________  

Email address: _____________________________________________________________________  

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

organization’s purpose and mission: ____________________________________________________  

 _________________________________________________________________________________  

 _________________________________________________________________________________  

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

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

 _________________________________________________________________________________  

 _________________________________________________________________________________  

 _________________________________________________________________________________  

Regardless of type of user, please describe which church facilities you are requesting use of and the 

purpose for which you intend to use the facilities: __________________________________________  

 _________________________________________________________________________________  

 _________________________________________________________________________________  

If you are requesting use of the church’s facilities for a wedding and/or wedding reception, please list 

the names and contact information of the bride and groom: 

Bride:  ________________________________  Groom:  _________________________________  

 ______________________________________  ________________________________________  

 ______________________________________  ________________________________________  

 ______________________________________  ________________________________________  

Please list the name, contact information, and religious affiliation of the person officiating the wedding:   

 _________________________________________________________________________________  
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Please describe the marriage counseling undertaken by the bride and groom:  ___________________  

 _________________________________________________________________________________  

 

I affirm that: 

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

faith or by persons or groups holding beliefs that contradict the church’s faith. 

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

will not contradict the Church’s faith, and I commit to promptly disclose any potential conflict of 

which I am aware or become aware to the church staff. 

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

is requesting use of the church’s facilities that contradict the beliefs of the Church. I agree to 

promptly disclose any potential conflicts in belief to the church staff. 

4. I understand that upon approval of my wedding use request, I will need to provide a security 

deposit in the amount of $250, and may need to submit other fees, insurance, or documentation 

required by the Church. 

5. I understand that the Church does not allow its facilities to be generally available to the public, 

and that my use of these facilities is subject to the Senior Pastor’s approval, which is 

conditioned in part on my agreement to the requirements in the “Use of Church Facilities Policy” 

and/or “Wedding Policy”, a copy of which I have read and understood. 

6. I understand that I will be responsible for any damages to the church facilities resulting from this 

proposed use of facilities. 

7. Union Baptist Church believes disputes are to be worked out between parties without recourse 

to the courts. (Matthew Chapter 18; 1 Corinthians Chapter 6.) Accordingly, users of the facility 

agree to attempt resolution of any disputes through Christian mediation. 

 

 _________________________________________________________________________________  

Name / Date 
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IX. USE OF CHURCH VEHICLES POLICY 

1. Vehicles shall be parked on church premises when not in use. 

2. Persons under the age of 21 shall not drive church vehicles under any circumstances. 

3. A valid driver’s license is required for any person driving any church vehicle.  

4. Completion of additional forms may be required by the Church’s insurance provider. 

5. Request for the use of church-owned vehicles shall be made to the Church Secretary and 

added to the church calendar on a first-come, first-served basis. 

6. Church-owned vehicles will be available for use by all Union Baptist Church organizations.  

7. Use of church-owned vehicles shall be limited to eight (8) consecutive calendar days without 

prior approval. 

8. The Church will budget and pay expenses in conjunction with the operation of church-owned 

vehicles. 

9. Organizations using church-owned vehicles shall be responsible for removing all trash from the 

vehicle. Reasonable effort shall be made to clean the seats and insides of windows, if 

warranted. 

10. Use of tobacco products in any form is not permitted on church-owned vehicles. 

11. Alcoholic beverages, illegal substances, unauthorized weapons, and any other items which may 

reasonably be considered dangerous are prohibited and will be confiscated by chaperones. Any 

person(s) found in violation of the above shall not be allowed on church-owned vehicles. 

Privileges may be restored by the Senior Pastor and ministry director of the ministry involved. 

12. Chaperones who are not members of Union Baptist Church shall be informed of rules governing 

use of vehicles prior to service as a chaperone. 

13. On trips that will exceed 200 miles round trip, more than one qualified driver is recommended. 

14. Maintenance of the church-owned vehicles, including mechanical performance and appearance, 

shall be the responsibility of the Transportation Director. However, prior to use, drivers should 

make a visual inspection of tires and exhaust system, and check fluid levels. 

15. Under no circumstances shall any person be allowed to accompany the trip by paying for 

transportation and thus become a paid passenger. Funds given to defray expenses of the trip 

shall be considered contributions and not as transportation fees. 

16. When not required for use by Union Baptist Church, church-owned vehicles may be made 

available to other Christian churches or groups who agree with the faith and values of Union 

Baptist Church. Such use must be approved by the Senior Pastor, in consultation with the 

Transportation Director.  

 

X. CHILD ABUSE POLICY 

1. Anyone working with children or youth who suspects any type of abuse will report the abuse 

immediately to the ministry staff or Chairman of Deacons, who will respond in accordance with 

Georgia State Laws.  

2. All workers will have a “Workers with Children and Youth” form, or similarly named form, on file 

with Union Baptist Church.  

3. Each worker will have a background check on file with Union Baptist Church. 
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4. Union Baptist Church will cooperate fully with law enforcement officials in a criminal 

investigation.  

 

XI. GENERAL RULES 

These Church Policies of Union Baptist Church may only be amended in Church Conference with a 

recommendation from the Church Council and with a majority vote of those present and voting. The 

conference may be scheduled or called, and advanced notice or reading is not required in a regularly 

scheduled conference. Suggested changes from any member of this Church shall be submitted to the 

Church Council for consideration.  

A copy of the Church Policies document shall be given to every new staff member when hired. 
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WORKERS WITH CHILDREN AND YOUTH 

This form shall be completed by all who work with children and youth. If the role changes substantially a 

new form shall be completed. Copies should be retained by the worker, and the Church. 

Name of worker:___________________________________________________________________  

Name of group or ministry you will work with (ex. Small Group Bible Study): 

__________________________________________________________________________________  

When and where the group/ministry meets:  _____________________________________________  

Age range of group/ministry participants: _______________________________________________  

Person to whom you are immediately responsible (ex. Student Pastor):  

 ________________________________________________________________________________  

Work you will be doing with this group/ministry:  __________________________________________  

 ________________________________________________________________________________  

Why are you requesting to work in this area?  ____________________________________________  

 ________________________________________________________________________________  

What is your most recent church membership/attendance before coming to this church?  

 ________________________________________________________________________________  

Location:  ________________________________________________________________________  

Would you be willing for us to contact that church for a recommendation?  _____________________  

If no, please explain.  _______________________________________________________________  

 ________________________________________________________________________________  

Do you have any previous experience working in this capacity? _____________ If yes, please explain.  

 ________________________________________________________________________________  

Have you ever been convicted of a felony?  _____________________________________________  

Have you ever been convicted of a crime involving a minor?  ________________________________  

Are you willing for Union Baptist Church to conduct a background check?  _____________________  

To be completed by the worker with children/youth:  I understand the nature of the work I am to do 

with children/youth. I have read the guidelines produced by the Church for the protection of children 

and youth. I understand it is my duty to protect the children and youth with whom I come into contact. I 

know what action I am to take if I become aware of abuse. 

 

Signed:  ____________________________________________________ Date:  _______________  

 

Signed by Program Director or Pastor:  

___________________________________________________________ Date:  _______________  


