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POLICIES AND PROCEDURES FOR
HOPE FELLOWSHIP CHURCH (HFC)
8350 CONANT AVE
KANSAS CITY, MO  64153

The HFC Policies and Procedures Manual (2nd Record Edition) represents the combined efforts of the 2015 HFC Advisory Board with the support and affirmation of the church membership. By developing this document and making these policies and procedures available on the HFC website (http://www.hfc-kc.org/), we hope to move away from the situation where only a few leaders or individuals, possessing rare paper copies, know what is, or should be done when faced with questions regarding the stewardship of God’s church. Our hope is that our officers will be familiar with what is contained within this manual and that all church members will at least browse this document. Our aim is to enable all of us to operate more sensibly, fairly, and, just possibly, more simply.

In Christ’s Service,

The 2015 HFC Advisory Board
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What is a Policies and Procedures Manual?

The HFC Policies and Procedures Manual is a reference guide to the functions and operations of the church. It lists routine duties and answers questions that arise as duties are performed. The procedures section gives step by step instructions for performing each task.

What Is A Policy?

A Policy is a statement that defines the authority required, boundaries set, responsibilities delegated, and guidelines, established to carry out a function of the church. In other words, policies tell who does the task, why it is done, and, under what conditions it is done. Policies answer questions that arise during unique circumstances. Policies provide uniform treatment of a situation, thus achieving continuity of operation. Policies take personalities out of the picture. Decisions are based on the church policy, not on the individual, and each situation is treated the same.

[bookmark: INTRO]Constitution and By-Laws

The HFC Constitution and By-Laws is the expressive document that articulates the policies of HFC. This manual is built around the Constitution and By-Laws. Revisions to the Constitution require presentation to the active membership 3/4 majority vote as described in the Constitution (C-001, 5.5). Revision to the By-Laws require presentation to the active membership and majority vote as described in the By-Laws (B-001, 5). All other items included in this manual are intended to supplement what is and has been our guiding principles since the establishment of HFC contained within the Constitution and By-Laws.

What Is A Procedure?

Procedures tell how a task is done. A detailed listing is made of each step taken to complete the process. A step by step description of the process is used to complete the job. 
[bookmark: ROC]
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	Number: PB-001
	Title: Hope Fellowship Mission Statement

	Date Established: 1988
	Responsible for Maintenance and Updating:  Membership thru Advisory Board

	Last Reviewed: 19 Mar 13
	




Our mission is:
To help people to know, love, serve, and share Jesus Christ while being a family beyond a family.
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	Number: PB-002
	Title: Hope Fellowship Statement of Beliefs

	Date Established: 1988
	Responsible for Maintenance and Updating:  Membership thru Advisory Board

	Last Reviewed: Revised April 2010
	



Statement of Beliefs


1.  	We believe the Bible is God’s Word given by divine inspiration, the record of God’s revelation of Himself to humanity (II Timothy 3:16).  It is trustworthy, sufficient, without error—the supreme authority and guide for all doctrine and conduct (I Peter 1:23-25; John 17:17; II Timothy 3:16-17).  It is the truth by which God brings people into a saving relationship with Himself and leads them to Christian maturity (John 20:31; I John 5:9-12; Matthew 4:4; I Peter 2:2).

2. 	We believe in the one living and true God, perfect in wisdom, sovereignty, holiness, justice, mercy and love (I Timothy 1:17; Psalm 86:15; Deuteronomy 32:3-4).  He exists eternally in three coequal persons who act together in creation, providence and redemption (Genesis 1:26; I Peter 1:2; Hebrews 1:1-3).

 	A.  The Father reigns with providential care over all life and history in the created universe; He hears and answers prayer (I Chronicles 29:11-13; Matthew 7:11).  He initiated salvation by sending His Son, and He is Father to those who by faith accept His Son as Lord and Savior (I John 4:9-10; John 3:16; John 1:12; Acts 16:31).

 	B.  The Son became man, Jesus Christ, who was conceived of the Holy Spirit and born of the virgin Mary (John 1:14; Matthew 1:18).  Being fully God and fully man, He revealed God through His sinless life, miracles and teaching (John 14:9; Hebrews 4:15; Matthew 4:23-24).  He provided salvation through His atoning death in our place and by His bodily resurrection (I Corinthians 15:3-4; II Corinthians 5:21; Romans 4:23-25).  He ascended into heaven where He rules over all creation (Philippians 2:5-11).  He intercedes for all believers and dwells in them as their ever-present Lord (Romans 8:34; John 14:23).

 	C.  The Holy Spirit inspired men to write the Scriptures (II Peter 1:21).  Through this Word, He convicts individuals of their sinfulness and of the righteousness of Christ, draws them to the Savior, and bears witness to their new birth (James 1:18; John 16:7-11; I Thessalonians 1:5-6); Romans 8:16).  At regeneration and conversion, the believer is baptized in the Holy Spirit (I Corinthians 12:13).  The Spirit indwells, seals and gives spiritual gifts to all believers for ministry in the church and society (Romans 8:9-11; Ephesians 1:13-14; Romans 12:5-8; I Peter 4:10).  He empowers, guides, teaches, fills, sanctifies and produces the fruit of Christlikeness in all who yield to Him (Acts 4:31; Romans 8:14; I Corinthians 2:10-13; Ephesians 5:18; II Thessalonians 2:13; Galatians 5:16, 22-23).

3. 	We believe God created an order of spiritual beings called angels to serve Him and do His will (Psalm 148:1-5; Colossians 1:16).  The holy angels are obedient spirits ministering to the heirs of salvation and glorifying God (Hebrews 1:6-7, 13-14).  Certain angels, called demons, Satan being their chief, through deliberate choice revolted and fell from their exalted position (Revelation 12:7-9).  They now tempt individuals to rebel against God (I Timothy 4:1; I Peter 5:8).  Their destiny in hell has been sealed by Christ’s victory over sin and death (Hebrews 2:14; Revelation 20:10)

4. 	We believe God created man in His own image to have fellowship with Himself and to be steward over His creation (Genesis 1:26-28).  As a result, each person is unique, possesses dignity and is worthy of respect (Psalm 139:13-17).  Through the temptation of Satan, Adam chose to disobey God; this brought sin and death to the human race and suffering to all creation (Genesis 3; Romans 5:12-21; 8:22).  Therefore, everyone is born with a sinful nature and needs to be reconciled to God (Romans 3:9-18, 23).  Satan tempts people to rebel against God, even those who love Him (Ephesians 4:27; II Corinthians 2:11; Matthew 16:23).  Nonetheless, everyone is personally responsible to God for thoughts, actions and beliefs and has the right to approach Him directly through Jesus Christ, the only mediator (Romans 14:12; I Timothy 2:5).

5. 	We believe salvation is redemption by Christ of the whole person from sin and death (II Timothy 1:1-10; I Thessalonians 5:23).  It is offered as a free gift by God to all and must be received personally through repentance and faith in Jesus Christ (I Timothy 2:4; Ephesians 2:8-9; Acts 20:21).  An individual is united to Christ by the regeneration of the Holy Spirit (Galatians 2:20; Colossians 1:27).  As a child of God, the believer is acquitted of all guilt and brought into a new relationship of peace (Romans 5:1).  Christians grow as the Holy Spirit enables them to understand and obey the Word of God (II Peter 3:18; Ephesians 4:15; I Thessalonians 3:12).

6. 	We believe the Church is the body of which Christ is the head and all who believe in Him are members (Ephesians 1:22-23; Romans 12:4-5).  Christians are commanded to be baptized upon profession of faith and to unite with a local church for mutual encouragement and growth in discipleship through worship, nurture, service and the proclamation of the Gospel of Jesus Christ to the world (Acts 2:41-42, 47; Luke 24:45-48).  Each church is a self-governing body under the lordship of Christ with all members sharing responsibility (Acts 13:1-3; 14:26-28).  The form of government is understood to be congregational (Matthew 18:17; Acts 6:3-6; 15:22-23).  

 	The ordinances of the church are baptism and the Lord’s Supper.  Baptism is the immersion of a believer in water in the name of the Father, and of the Son, and of the Holy Spirit (Matthew 28:18-20).  It is an act of obedience symbolizing the believer’s identification with the death, burial and resurrection of the Savior Jesus Christ (Romans 6:5).  The Lord’s Supper is the partaking of the bread and of the cup by believers together as a continuing memorial of the broken body and shed blood of Christ.  It is an act of thankful dedication to Him and serves to unite His people until He returns (I Corinthians 11:23-26).

 	To express unity in Christ, local churches form associations and a conference for mutual counsel, fellowship and a more effective fulfillment of Christ’s commission (Acts 15; I Corinthians 6:1-3).

7. 	We believe religious liberty, rooted in Scripture, is the inalienable right of all individuals to freedom of conscience with ultimate accountability to God (Genesis 1:27; John 8:32; II Corinthians 3:17; Romans 8:21; Acts 5:29).  Church and state exist by the will of God.  Each has distinctive concerns and responsibilities, free from control by the other (Matthew 22:21). Christians should pray for civil leaders, and obey and support government in matters not contrary to Scripture (I Timothy 2:1-4; Romans 13:1-7; I Peter 2:13-16).  The state should guarantee religious liberty to all persons and groups regardless of their religious preferences, consistent with the common good.

8. 	We believe Christians, individually and collectively, are salt and light in society (Matthew 5:13-16).  In a Christlike spirit, they oppose greed, selfishness and vice; they promote truth, justice and peace; they aid the needy and preserve the dignity of people of all races and conditions (Hebrews 13:5; Luke 9:23; Titus 2:12; Philippians 4:8-9; I John 3:16-17; James 2:1-4).

 	We affirm the family as the basic unit of society and seek to preserve its integrity and stability Genesis 2:21-25; Ephesians 6:1-4).

 	We believe the Bible teaches that marriage refers to the covenant relationship exclusively between one man and one woman, as instituted by God in the beginning (Genesis 2:20b-24; 1 Corinthians 7:2; Hebrews 13:4). 

9. 	We believe God, in His own time and in His own way, will bring all things to their appropriate end and establish the new heaven and the new earth (Ephesians 1:9-10; Revelation 21:1).  The certain hope of the Christian is that Jesus Christ will return to the earth suddenly, personally and visibly in glory according to His promise (Titus 2:13; Revelation 1:7; 3:11; John 14:1-3).  The dead will be raised, and Christ will judge mankind in righteousness (John 5:28-29).  The unrighteous will be consigned to the everlasting punishment prepared for the devil and his angels Matthew 25:41, 46; Revelation 20:10).  The righteous, in their resurrected and glorified bodies, will receive their reward and dwell forever with the Lord (Philippians 3:20-21; II Corinthians 5:10; I Thessalonians 4:13-18).
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	Last Reviewed: 19 Mar 13
	



Core Values of Hope Fellowship Church

We deeply value:

1. Bible-centered preaching/teaching. The Bible is the Word of God, and therefore, we use it as the basis for what we believe and how we live.

2. A welcoming and accepting atmosphere. We are excited to have visitors attend our services and have a desire for more and more people of our community to become part of our church family.

3. Praise and worship. We want people to meet God face-to-face at our services, to be molded and shaped by that meeting, and to express their joy, wonder and thanks to Him.

4. Prayer. In every aspect of personal life and ministry of the church, we want to seek God’s direction, will and power.

5. Godly servant leadership. We expect leaders of Christ’s church to reflect the life of Christ and to serve others just as He served.

6. A well-mobilized lay ministry. We want to help every believer develop and use their abilities and gifts so that we can fulfill God’s intention and effectively minister as the body of Christ.

7. Committed Christians. We seek to help every person keep growing spiritually and develop into healthy, mature followers of Christ.

8. Christian Education. We provided learning opportunities for people of all ages so that they may learn to understand the Bible and the Christian faith.

9. Community. We have been called by God to express love, genuine caring, encouragement and support to each other in the context of a family beyond the family.

10. Evangelism. We have the good news of Jesus Christ and must share it with lost people so that they can receive His forgiveness and eternal life.

11. Strong families. We provide ministries that encourage healthy relationships and provide support for individual families.

12. Financial responsibility. We are accountable to God and the church family for the use of every gift received and openly report all of our financial activities. 
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	Number: PB-004
	Title: HFC Statement on Marriage
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	Responsible for Maintenance and Updating:  Membership thru Advisory Board

	Last Reviewed: 19 Mar 13
	

	Reference: http://nabconference.org/about-us/our-beliefs  



STATEMENT ON MARRIAGE
Hope Fellowship Church
Kansas City, MO

Hope Fellowship Baptist Church of Kansas City, MO affirms the Christian Affirmation of Marriage document adopted by the North American Baptist Conference at their Triennial Conference held July 5-9, 2006 and adopts this document as its own affirmation of marriage.  (See copy below.)

Since we believe the term “marriage” should refer exclusively to the covenant relationship between one man and one woman:

We therefore resolve that members of the Hope Fellowship Baptist Church staff or clergy will be allowed to officiate at or co-officiate at a marriage only when it conforms to this statement.

We also resolve that the rental or use of our building or property for wedding ceremonies, celebrations of marriage, or wedding receptions will be allowed only for marriages that conform to this statement.  We reserve the right to rent or allow the use of our buildings or property only by individuals or groups not incompatible with our goals, values, and statements and for purposes which are not incompatible with our goals, values, statements, and policies.

North American Baptist Conference
A Christian Affirmation of Marriage

The ministers of our North American Baptist Conference welcome the privilege that our respective civil governments give them to solemnize marriages as a part of their Christian ministry.  Our convictions about the nature of marriage, however, are governed by the same biblical authority that informs all our teaching and ministry.  Therefore, our ministers will in good conscience only perform weddings consistent with the view of marriage expressed in the following “Christian Affirmation of Marriage”:

We believe . . .

That God’s intention for marriage is established throughout the scriptures of the Old and New Testaments
This is expressed in creation and the creation story, the Law of Moses, the wisdom literature, and in the prophetic tradition. The Divine establishment of marriage is confirmed by the words of Jesus and the New Testament authors. They provide guidance for perfecting marriage, and affirm its spiritual significance. Chaste singleness and marriage are both honored as faithful and holy lifestyles ordained by God.

That God ordained marriage as a voluntary union for life of one man and one woman
Our creation as man and woman, who are complementary to one another, has significance in revealing aspects of the image of God, and His relationship to humanity. The permanence of the marital bond mirrors God’s faithfulness, just as its monogamy reflects God’s singular devotion to his people and his people’s singular devotion to him.

That sexual intimacy is legitimate only within the bounds of marriage
The commands of God are clear. Sexual activity profoundly affects people emotionally and spiritually.  Sexual intercourse outside of marriage, promiscuity, common law relationships, adultery, homosexual acts, exploitation, incest and sexual perversion contradict God’s purpose for human sexuality.

That marriage is more than a contract between two persons:  It is a covenant before God
God is committed to every marriage between a man and a woman. In the covenant of marriage, God joins a man and a woman together “in one flesh,” and forbids anyone to break it. This covenant is unique, among human relationships, to marriage. God intends the married couple to recognize and celebrate His call to an irrevocable commitment to love, to cherish and remain faithful which transcends the quid pro quo of contracts.

That in Christian marriages, the Church acts as an agent of God’s blessing, as a primary witness and as a supportive community
The church declares the blessing of God but does not create that benefit. Therefore the church cannot confer the spiritual blessing of marriage on other relationships.

That a healthy marriage is the best foundation for families and the raising of children
The practical benefits of marriage are inherent to its form. A healthy marriage is a unique source of benefits for children including the stability of the family and the access of children to a mother and a father. God intended that children should receive nurture from a male and a female parent, and in turn learn to honor both. Neither the church nor anyone else can confer the innate benefits of marriage on other forms of relationships or unions. 

We believe . . .

That the Bible teaches that marriage is between one man and one woman only, and to recognize other unions as legitimate marriages would be contrary to our understanding of scripture within the North American Baptist Conference.

We affirm, in accordance to the North American Baptist Conference Statement of Beliefs, that each person is unique, possesses dignity, and is worthy of respect.

We also affirm that we are called to introduce each person to the loving, reconciling ministry of Jesus Christ and the life changing transformation described in scripture.

As Christians we seek to demonstrate God’s love to all people, but we will not compromise our convictions on marriage as defined by scripture.
Therefore, be it resolved that:

1. As a matter of belief, doctrine and religious practice, the North American Baptist Conference reserves the term “marriage” for the covenant relationship between one man and one woman to the exclusion of all others.

2. And that the North American Baptist Conference establishes the standard that all individuals, who are licensed to perform marriages, will not officiate at, or co-officiate at any marriage outside of the previously stated definition of marriage.

3. And that in the event that an individual licensed to perform marriages, officiates or co-officiates or participates as a pastor at a marriage that is outside of the previously stated definition of marriage, will be subject to disciplinary review and loss of license. 

4. And we recommend that all North American Baptist Conference churches adopt the above as a policy of their individual, local church, and review their “church use policies” to reflect the resolution as stated. 

5. And that the facilities of North American Baptist Conference churches will not be used for weddings or receptions where the marriage union is contrary to the provisions of this resolution. 
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NAB PURPOSE & PRIORITIES

Mission – Purpose – Vision – Core Priorities

Mission
The mission of the North American Baptist Conference of churches is to glorify God by making disciples of Jesus Christ at home and internationally.

Purpose
The purpose of our conference of churches is to combine the strength of all member churches into a team to more effectively and more broadly accomplish the mission.

Vision
The vision of our conference is to transform communities through healthy, Christ-centered churches that reach the lost for Jesus, develop godly leaders and multiply churches around the world.

Core Priorities
· Leadership Development
· Ministry Multiplication
· Best Cared for Missionaries in the World

NAB CORE BELIEFS

Baptists, since their beginnings, repeatedly have composed confessions, which expressed the doctrinal consensus among related churches. In principle, however, Baptists always have insisted that no statement of faith can be considered creedally binding even upon concurring congregations. The purpose of their doctrinal summaries was to explain to other Christians and to the larger society what Baptists believed and practiced. Within and among Baptist churches, statements of faith also provided a standard for instruction, counsel and fellowship.

We, as the North American Baptist Conference, presently feel the need to state more fully our Baptist understanding of the Christian faith. The purpose that guided us in writing and the use that we intend for this declaration are to:

1. further the sense of identity and the spirit of unity within our North American Baptist Conference by declaring our common doctrinal understanding
2. provide a basis for doctrinal instruction within our conference
3. provide a basis for doctrinal discussions in the hiring of conference personnel
4. serve as a reference point when opinions differ
5. provide a basis for doctrinal discussion in admitting new churches and new pastors into our various associations
6. provide a doctrinal guide for new churches
7. give a doctrinal witness beyond our conference

In continuity with our immediate forefathers and the larger fellowship of Baptists throughout history, we seek to practice and propagate by God’s grace the following convictions:

1. We believe the Bible is God’s Word given by divine inspiration, the record of God’s revelation of Himself to humanity (II Timothy 3:16). It is trustworthy, sufficient, without error—the supreme authority and guide for all doctrine and conduct (I Peter 1:23-25; John 17:17; II Timothy 3:16-17.) It is the truth by which God brings people into a saving relationship with Himself and leads them to Christian maturity (John 20:31, I John 5:9-12; Matthew 4:4; I Peter 2:2). 

2. We believe in the one living and true God, perfect in wisdom, sovereignty, holiness, justice, mercy and love (I Timothy 1:17; Psalm 86:15; Deuteronomy 32:3-4). He exists eternally in three coequal persons who act together in creation, providence and redemption (Genesis 1:26; I Peter 1:2; Hebrews 1:1-3).
· The Father reigns with providential care over all life and history in the created universe. He hears and answers prayer (I Chronicles 29:11-13; Matthew 7:11). He initiated salvation by sending His Son, and He is Father to those who by faith accept His Son as Lord and Savior (I John 4:9-10; John 3:16; John 1:12; Acts 16:31).
· The Son became man, Jesus Christ, who was conceived of the Holy Spirit and born of the Virgin Mary (John 1:14; Matthew 1:18). Being fully God and fully man, He revealed God through His sinless life, miracles and teaching (John 14:9; Hebrews 4:15; Matthew 4:23-24). He provided salvation through His atoning death in our place and by His bodily resurrection (I Corinthians 15:3-4; II Corinthians 5:21; Romans 4:23-25). He ascended into heaven where He rules over all creation (Philippians 2:5-11). He intercedes for all believers and dwells in them as their ever-present Lord (Romans 8:34; John 14:23).
· The Holy Spirit inspired men to write the Scriptures (II Peter 1:21). Through this Word, He convicts individuals of their sinfulness and of the righteousness of Christ, draws them to the Savior, and bears witness to their new birth (James 1:18; John 16:7-11; I Thessalonians 1:5-6; Romans 8:16). At regeneration and conversion, the believer is baptized in the Holy Spirit (I Corinthians 12:13). The Spirit indwells, seals and gives spiritual gifts to all believers for ministry in the church and society (Romans 8:9-11; Ephesians 1:13-14; Romans 12:5-8; I Peter 4:10). He empowers, guides, teaches, fills, sanctifies and produces the fruit of Christlikeness in all who yield to Him (Acts 4:31; Romans 8:14; I Corinthians 2:10-13; Ephesians 5:18; II Thessalonians 2:13; Galatians 5:16; 22-23).

3. We believe God created an order of spiritual beings called angels to serve Him and do His will (Psalm 148:1-5; Colossians 1:16). The holy angels are obedient spirits ministering to the heirs of salvation and glorifying God (Hebrews 1:6-7; 13-14). Certain angels, called demons, Satan being their chief, through deliberate choice revolted and fell from their exalted position (Revelation 12:7-9). They now tempt individuals to rebel against God (I Timothy 4:1; I Peter 5:8). Their destiny in hell has been sealed by Christ’s victory over sin and death (Hebrews 2:14; Revelation 20:10).

4. We believe God created man in His own image to have fellowship with Himself and to be steward over His creation (Genesis 1:26-28). As a result, each person is unique, possesses dignity and is worthy of respect (Psalm 139:13-17). Through the temptation of Satan, Adam chose to disobey God; this brought sin and death to the human race and suffering to all creation (Genesis 3; Romans 5:12-21; 8-22). Therefore, everyone is born with a sinful nature and needs to be reconciled to God (Romans 3:9-18, 23). Satan tempts people to rebel against God, even those who love Him (Ephesians 4:27; II Corinthians 2:11; Matthew 16:23). Nonetheless, everyone is personally responsible to God for thoughts, actions and beliefs and has the right to approach Him directly through Jesus Christ, the only mediator (Romans 14:12; I Timothy 2:5).


5. We believe salvation is redemption by Christ of the whole person from sin and death (II Timothy 1:9-10; I Thessalonians 5:23). It is offered as a free gift by God to all and must be received personally through repentance and faith in Jesus Christ (I Timothy 2:4; Ephesians 2:8-9; Acts 20:21). An individual is united to Christ by the regeneration of the Holy Spirit (Galatians 2:20; Colossians 1:27). As a child of God, the believer is acquitted of all guilt and brought into a new relationship of peace (Romans 5:1). Christians grow as the Holy Spirit enables them to understand and obey the Word of God (II Peter 3:18; Ephesians 4:15; I Thessalonians 3:12).

6. We believe the Church is the body of which Christ is the head and all who believe in Him are members (Ephesians 1:22-23; Romans 12:4-5). Christians are commanded to be baptized upon profession of faith and to unite with a local church for mutual encouragement and growth in discipleship through worship, nurture, service and the proclamation of the Gospel of Jesus Christ to the world (Acts 2:41-42, 47; Luke 24:45-48). Each church is a self-governing body under the lordship of Christ with all members sharing responsibility (Acts 13:1-3; 14:26-28). The form of government is understood to be congregational (Matthew 18:17; Acts 6:3-6; 15:22-23).

· The ordinances of the church are baptism and the Lord’s Supper. Baptism is the immersion of a believer in water in the name of the Father, and of the Son, and of the Holy Spirit (Matthew 28:18-20). It is an act of obedience symbolizing the believer’s identification with the death, burial and resurrection of the Savior Jesus Christ (Romans 6:3-5). The Lord’s Supper is the partaking of the bread and of the cup by believers together as a continuing memorial of the broken body and shed blood of Christ. It is an act of thankful dedication to Him and serves to unite His people until He returns (I Corinthians 11:23-26).
· To express unity in Christ, local churches form associations and a conference for mutual counsel, fellowship and a more effective fulfillment of Christ’s commission (Acts 15; I Corinthians 6:1-3).

7. We believe religious liberty, rooted in Scripture, is the inalienable right of all individuals to freedom of conscience with ultimate accountability to God (Genesis 1:27; John 8:32; II Corinthians 3:17; Romans 8:21; Acts 5:29). Church and state exist by the will of God. Each has distinctive concerns and responsibilities, free from control by the other (Matthew 22:21). Christians should pray for civil leaders, and obey and support government in matters not contrary to Scripture (I Timothy 2:1-4; Romans 13:1-7; I Peter 2:13-16). The state should guarantee religious liberty to all persons and groups regardless of their religious preferences, consistent with the common good.

8. We believe Christians, individually and collectively, are salt and light in society
(Matthew 5:13-16). In a Christlike spirit, they oppose greed, selfishness and vice; they promote truth, justice and peace; they aid the needy and preserve the dignity of people of all races and conditions (Hebrews 13:5; Luke 9:23; Titus 2:12; Philippians 4:8-9; I John 3:16-17; James 2:1-4).

We affirm the family as the basic unit of society and seek to preserve its integrity and stability (Genesis 2:21-25; Ephesians 6:1-4).

We believe the Bible teaches that marriage refers to the covenant relationship exclusively between one man and one woman, as instituted by God in the beginning (Genesis 2:20b-24; 1 Corinthians 7:2; Hebrews 13:4).

9. We believe God, in His own time and in His own way, will bring all things to their appropriate end and establish the new heaven and the new earth (Ephesians 1:9-10, Revelation 21:1). The certain hope of the Christian is that Jesus Christ will return to the earth suddenly, personally and visibly in glory according to His promise (Titus 2:13; Revelation 1:7; 3:11; John 14:1-3). The dead will be raised, and Christ will judge mankind in righteousness (John 5:28-29). The unrighteous will be consigned to the everlasting punishment prepared for the devil and his angels (Matthew 25-41, 46; Revelation 20;10). The righteous, in their resurrected and glorified bodies, will receive their reward and dwell forever with the Lord (Philippians 3:20-21; II Corinthians 5:10; I Thessalonians 4:13-18).

Adopted by the North American Baptist Conference delegates, August 10-15, 1982, Niagara Falls, NY. Section 8 amended by the delegates, July 15-19, 2009, Winnipeg, MB.
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[bookmark: Constitution1]HFC CONSTITUTION


[bookmark: C1]1.0	NAME - The name of this Church shall be Hope Fellowship Baptist Church of Kansas City, Missouri. TOC

[bookmark: C2]2.0	PURPOSE - The purpose of this Church shall be to glorify God.  We shall do this by helping the lost come to know Jesus Christ as their Savior, helping believers worship God and grow in their Christian faith so that it is demonstrated through consistent Christian living, and by helping to meet human needs. TOC

[bookmark: C3]3.0	AFFILIATION - The Church is affiliated with the Southwestern Association and with the North American Baptist Conference, Inc., Oakbrook Terrace, Illinois, and shall support their mission and ministry in spreading the gospel. TOC

[bookmark: C4]4.0	MEMBERSHIP - The membership of this Church shall consist of persons who have given a public profession of their faith in the Lord Jesus Christ, who have been baptized by immersion as believers, who are in agreement with the Church’s Statement of Beliefs, and who have been received into its membership. TOC

[bookmark: C41]	4.1	Purpose - Church membership is a way for believers to openly express their commitment, not to an institution, but to the local body of fellow believers with whom they have chosen to worship, fellowship, and serve.

[bookmark: C42]	4.2  	Procedure - Prospective members shall be recommended to this Church after having completed Membership Classes, having given testimony to their conversion and views of Christian faith and practice to the Pastor and the Board of Deacons, and having been baptized by immersion.
	Upon recommendation, the prospective members shall express their commitment to Christ and accept congregational affirmation at a business meeting.  They shall be added to the Church membership roll after being extended the right hand of fellowship on behalf of the Church.
		
[bookmark: C43]	4.3	Duties - Members are expected to faithfully live in accordance with the teachings of scripture; to faithfully attend the services of the Church; to regularly pray for the ministry of the Church; to financially support its ministry through faithful giving; and to give of themselves, their talents, and their time in active service for the work of God’s Kingdom.

[bookmark: C44]	4.4 	Membership Changes - A person’s name will be removed from the membership roll as follows: TOC

· By death
· By vote of the congregation upon request of the member
· By vote of the congregation upon the member joining another church
· As the final result of discipline (see section 4.6)
· As the final result of being an inactive or non-resident member (see section 4.5)

[bookmark: C45]	4.5 	Inactive and Non-resident Membership - If a member has been absent from the church services for a period of six (6) months without showing any interest by communication with the Church, the Deacons shall make a personal contact to determine the cause.  If, after a period of 90 days from that contact no interest is expressed, the member shall be placed on the Inactive List by action of the Board of Deacons.  Members placed on the Inactive Membership List shall be notified by official correspondence of this action.  This decision shall also be reported to the church membership at a regular business meeting.  Inactive membership shall be retained for a period of not more than one (1) year.  Inactive members shall not be allowed to vote or hold office until restored to active membership.  If no action is taken by the individual within the year to restore his active status, removal from membership shall be recommended to the congregation by the Deacons.
 	Members moving out of the ministry area of the Church will be expected to transfer their membership to another church of like faith as soon as feasible.  If a non-resident member has not transferred his membership within one (1) year after moving from the area, the Deacons shall recommend to the congregation that membership cease, except by request of the member and vote of the Deacons, due to unusual circumstances. TOC

[bookmark: C46]	4.6 	Discipline - Biblical church discipline will become necessary when a member persistently lives in open rebellion to the Word of God.  The Biblical guidelines found in Matthew 18:15-17; I Corinthians 5:7-11; II Corinthians 2:5-11; Galatians 6:1-10 shall be followed by the Deacons and Pastor.  The Biblical goal of restoring and building up the individual shall be pursued in every situation.  If these efforts fail to result in repentance and renewed commitment to Christ, the Board of Deacons shall recommend that the name of the person be deleted from the membership roll.  The church members shall then vote either for dismissal or further contact and counsel.
	The Church has the right and duty to restore excluded members who give evidence of repentance.   If, through counsel, the Board of Deacons is satisfied that the applicant has sincerely repented and intends to walk in obedience to Christ, they shall recommend to the Church that the member be reinstated by vote of the Church. TOC

[bookmark: C5][bookmark: C51]5.0  	GOVERNMENT OF THE CHURCH 

	5.1 	Authority – The government of the Church is vested in its voting members.  With Christ as the Head of the Church and His Spirit working within each member, unanimity in decision making is desired.    When that is not possible, a simple majority of those present and voting shall prevail, except when otherwise specified within the Constitution or Bylaws. TOC

[bookmark: C52]	5.2  	Officers [approved change – Oct 2013] – The officers of the Church shall consist of the Pastor, Ministerial Staff, Deacons, Trustees, Clerk, Treasurer, and Financial Secretary as provided for in the Bylaws.  Other offices many be created by the Church as it deems them necessary to effectively carry out the work of Christ. TOC

		5.2.1 [approved change – Oct 2013]     Ministerial Staff Selection Procedures - The selection of a Pastor or other ministerial staff members (ie, Director of Children’s Ministries, Worship Leader, etc) shall follow the procedures outlined within the By-Laws para 1.1 and 1.2. 

			5.2.2 [approved addition – Oct 2013]    Ministerial Staff Dismissal Procedures - The dismissal of a Pastor or other ministerial staff members (ie, Director of Children’s Ministries, Worship Leader, etc) will require an eighty percent (80%) majority of the members present (subject to quorum requirements as defined in By-Laws para 4.2.4), and shall take place only at a special business meeting called for that single purpose. 
[bookmark: C522]
 		5.2.3 [approved change – Oct 2013] Selection/Dismissal of Officers – All officers shall be members of this Church in good standing and shall be elected by written ballot at the annual business meeting.  All officers shall assume office at the beginning of the fiscal year of the Church.  Resignations of officers shall be in writing to the Church and shall be submitted, if possible, at least once a month prior to the suggested termination date.  When vacancies occur during the year, a replacement will be elected for the remainder of term at the next business meeting.		
	Officers may be dismissed from office by a 2/3 majority vote at a regular or special business meeting. 

[bookmark: C53]	5.3 	Church year - The fiscal year of the church shall begin on the first day of January and end on the last day of December. TOC

[bookmark: C54]	5.4    Finances - All financial decisions, apart from those granted to the Trustees and the Finance Committee in the Bylaws, including the adoption of a Church budget, the purchase or sale of any land or property, and the creating of any debts will require a 2/3 majority vote. TOC

[bookmark: C55]	5.5  	Revision of the Constitution - Changes or additions may be made to the Constitution at any regular or special business meeting of the Church by a 3/4 majority vote.  Proposed changes or additions shall be submitted to the members in writing at least one month prior to such a meeting. INTRO  TOC





[bookmark: Bylaws1]BY-LAWS


[bookmark: B1]1.0 	CHURCH STAFF

[bookmark: B11]	1.1 	The Pastor TOC

[bookmark: B111]		1.1.1 	Qualifications - The Pastor shall be an ordained Baptist minister (or be eligible for ordination) whose spiritual qualifications conform to I Timothy 3:1-7 and Titus 1:5-9, whose convictions are consistent with the Statements of Beliefs of this Church, and who is supportive of the mission and ministry of the North American Baptist Conference. TOC

[bookmark: B112]		1.1.2 	Selection - When it becomes necessary to call a pastor, the Church shall elect a Pulpit Committee of five members, including at least one deacon and one additional member of the Advisory Board.  This committee shall seek for recommendations from the Church membership, the North American Baptist Conference, and the Area Minister.  When, after prayerful consideration and study, a suitable man is found, the committee shall invite him to candidate.  The vote for calling a pastor shall occur at a regular or specially called business meeting.  Notice of such a meeting and its purpose shall be given from the pulpit for two Sundays previous to that meeting.  The vote shall be by written ballot. TOC

[bookmark: B113]		1.1.3 	Duties TOC

		a.	The duties of the pastor shall be those common to such office in North American Baptist Churches, including general oversight of the entire work of the Church.
		b.  	He shall be moderator of the church and preside at all church business meetings and serve as chairman of the Advisory Board.
		c. 	He shall be a voting member of the Advisory Board and an ex-officio member, without vote, of all other boards and committees.
		d. 	When possible, he shall represent the Church at Association meetings and triennial conferences of the North American Baptist Conference.  Expenses to attend these meetings shall be the responsibility of the Church.

[bookmark: B114]		1.1.4 	Tenure - The tenure of office shall be for an indefinite period.  A three month notice shall be given when terminated by either the pastor or the Church.  Any deviation from these procedures shall be by mutual consent. TOC

[bookmark: B115] 		1.1.5 	General Benefits - The salary and benefit package of the pastor shall be reviewed annually by the Advisory Board when the annual budget is being prepared, and the Board shall then make a recommendation to the Church.  The pastor shall be entitled to paid vacation as approved by the Church. TOC





[bookmark: B12]	1.2		[approved addition – Oct 2013]  Ministerial Staff Positions - As the need arises and after due consideration, the Advisory Board shall recommend to the voting membership the calling of ministerial staff to assist with the ministry of the church on a volunteer, part-time or full-time basis. Included in this recommendation shall be the qualifications, duties, tenure, general benefits, selection process and accountability of this individual. The vote for calling a ministerial staff person shall occur at a regular or specially called business meeting as determined by the Advisory Board. TOC

		1.2.1   	Selection Procedures - When it becomes necessary to call a ministerial staff person, the voting membership shall select a Search Committee of five members, including the Senior Pastor. The Search Committee shall investigate the merits of each person under consideration in regard to personal character, education, and vocational experience record. A background check shall also be done. 

When a suitable candidate (or candidates) is/are found, the Search Committee shall then invite the candidate(s) to visit the church and participate in various activities which could include (but not be restricted to) the following:

a.    Any variety of social events to become better acquainted with the candidate(s).
b.    A period of examination of the candidate(s) by the Search Committee.  
c.    The candidate(s) sharing their testimony with the voting membership. 

The Search Committee will continue this process until they have narrowed the list of applicants to the single, most suitable and best qualified candidate. 

At this time, the Search Committee will formally provide their recommendation to the voting membership during a special business meeting called for this single purpose. Notice of this special business meeting and its specific purpose shall be given from the pulpit at least one Sunday prior to the scheduled meeting. 

In order to provide a degree of anonymity and facilitate a deliberate and formal counting of votes during this special business meeting, this vote shall proceed by written ballot. A vote of eighty percent (80%) of members present at this special business meeting shall be necessary to formally extend the call to the recommended candidate (subject to quorum requirements as defined in By-Laws para 4.2.4).

If approved by the majority as described above, the Search Committee on behalf of the voting membership will formally extend the call to service as part of the Hope Fellowship Church ministerial staff. 

If the applicant accepts this call to service, this concludes the Search Committee’s obligation and it shall be disbanded at this point. However, if for whatever reason the recommended candidate withdraws their application the Search Committee shall continue its duties until the ministerial staff position is filled.
	
		1.2.2 	Duties – Duties are to be as outlined in a job description approved by the congregation. Current job descriptions for serving ministerial staff positions are provided in the Hope Fellowship Policy and Procedures Manual, Working Draft, in Section 3 – Ministerial, Administrative and Support Staff (MASS-01).

		1.2.3	Tenure - Unless otherwise agreed upon, the tenure of ministerial staff positions shall be for an indefinite period.  When circumstances necessitate removal or withdraw from these positions by either the staff member or the church, a minimum of three-months by written notice shall be given. Any deviation from these procedures shall be by mutual consent.
	
		1.2.4	General Benefits - The salary and benefit package of the ministerial staff shall be reviewed annually by the Deacon Board, and they shall then make a recommendation to the voting membership.  Full-time staff shall be entitled to paid vacation as approved by the church.

[bookmark: B13]	1.3  [approved addition – Oct 2013] Administrative and Support Staff - As the need arises, the Advisory Board may recommend to the church the hiring of administrative and support staff, on a volunteer, part-time or full-time basis, to assist with the ministry of the church.  Included in this recommendation shall be the qualifications, duties, tenure, general benefits, selection process and accountability of this individual. TOC

		1.3.1   	Selection Procedures - When it becomes necessary to call an administrative or support staff person, the serving Advisory Board will organize a Search Committee of three members, including the Chairman of the Trustees. The Search Committee shall investigate the merits of each person under consideration in regards to personal character, education, and vocational experience record. A background check shall also be done. 

When a suitable candidate (or candidates) is/are found, the Search Committee on behalf of the serving Advisory Board will formally provide their recommendation to the voting membership during any regularly schedule or special business meeting. 

A vote of eighty percent (80%) of members present at this special business meeting shall be necessary to formally extend the call to the recommended candidate (subject to quorum requirements as defined in By-Laws para 4.2.4).

If approved by the majority as described above, the Search Committee on behalf of the voting membership and Advisory Board will formally extend the call to service as part of the Hope Fellowship Church administrative or support staff. 

If the applicant accepts this call to service, this concludes the Search Committee’s obligation and it shall be disbanded at this point. However, if for whatever reason the recommended candidate withdraws their application the Search Committee shall continue its duties until the administrative or support staff position is filled.

			1.3.2 	Duties – Duties are to be as outlined in a job description approved by the congregation. Current job descriptions for serving administrative and support staff positions are provided in the Hope Fellowship Policy and Procedures Manual, Working Draft, in Section 3 – Ministerial, Administrative and Support Staff (MASS-01).

			1.3.3		Tenure – Unless otherwise agreed upon, the tenure of administrative or support staff positions shall be for an indefinite period.  When circumstances necessitate removal or withdraw from these positions by either the staff member or the church, a minimum of two weeks by written notice shall be given. Any deviation from these procedures shall be by mutual consent.
	
			1.3.4	General Benefits – The wage of the administrative and support staff shall be reviewed annually by the Advisory Board, and they shall then make a recommendation to the voting membership.  Full-time staff shall be entitled to paid vacation as approved by the church.

[bookmark: B2]2.0 	ELECTED OFFICERS

[bookmark: B21]	2.1 	Deacons TOC

		2.1.1 	Selection

		a.	Deacons shall be elected by the Congregation for a term of three years and may serve two consecutive terms.
		b.	There shall be two deacons for the first fifty members of the Church, and one deacon for each additional fifty members or fraction thereof.
		c.	A chairman shall be chosen by the deacons each year, and he shall serve as the Vice-Moderator of the church.
		d.	Election of members of the board shall be rotated so that all terms shall not expire in the same year.

		2.1.2 	Duties

		a.  	Meet regularly with the pastor for prayer and business.
		b.  	Provide general supervision of the spiritual work of the Church and, in cooperation with the pastor, schedule the regular and special services of the church.
		c. 	Prepare and distribute the elements of the Lord’s Supper.
		d. 	Make recommendations to the congregation, as outlined in the constitution, regarding candidates for membership and changes in membership status.
		e. 	Provide for pastoral supply in any absence of the pastor and determine the reimbursement for such services.
		f.  	Assist the pastor in the “shepherding” ministry of the church by visiting the members of the church family, especially in times of crisis or other special need.
		g. 	Serve on the Advisory Board

[bookmark: B22]	2.2	Trustees TOC

		2.2.1	Selection
				
		a. 	Trustees shall be elected by the congregation for a term of two years and may serve two consecutive terms.
		b. 	There shall be two Trustees for the first fifty members of the Church and one Trustee for each additional fifty members of fraction thereof, to a maximum of five Trustees.
		c.  	A chairman shall be chosen by the Trustees each year; he shall serve on the Finance Committee.  
		d. 	Election of the members shall be rotated so that all terms shall not expire in the same year.
 
		2.2.2 	Duties

		 a. 	Serve, as the legal officers of the corporation, holding in trust all property of the Church.
		 b. 	Provide for the protection, management, and upkeep of the physical plant, regularly inspecting the facilities to determine items needing attention or care.  Expenditures for these purposes that would exceed $1,000 must be authorized by the congregation.
		 c. 	Oversee and grant permission for the use of the church facilities or church property for special functions beyond the ordinary ministry of the church.
		 d. 	Serve on the Advisory Board.

[bookmark: B23]	2.3	Clerk TOC

		2.3.1	Selection - The Clerk shall be elected by the congregation for a term of two years and may serve two consecutive terms.

		2.3.2	Duties
		
		a. 	Keep accurate minutes of Advisory Board meetings and church business meetings.  An official copy of the minutes should be kept by the clerk, an additional copy given to the pastor, and one copy shall be posted on the church bulletin board.
		b.	Keep an accurate and updated record of church membership, including names, addresses, and telephone numbers.
		c.	Issue and request letters of transfer and dismissal as authorized by the church.			d. 	Conduct all official correspondence of the Church.
		e. 	Prepare annual reports to the denomination.
		f. 	Serve on the Advisory Board.

[bookmark: B24]	2.4  	Treasurer TOC

		2.4.1	Selection - The Treasurer shall be elected by the congregation for a term of two years and may serve three consecutive terms.  The term of office shall not expire during the same year as that of the Financial Secretary.

		2.4.2	Duties
				
		a. 	Manage the checking account after receiving record of deposits made to the Financial Secretary and make disbursements thereof as authorized by the Finance Committee.
		b. 	Manage all savings accounts in cooperation with the Financial Secretary.
		c. 	Prepare all withholding and income tax reports. 
		d.   Provide and oral and written financial report each quarter and annually for the Advisory Board and Congregation.
		e.	Submit records to the Auditing Committee annually for examination.
		f.  	Serve on the Advisory Board.
		g. 	Serve on the Finance Committee

[bookmark: B25]	2.5	Financial Secretary TOC

		2.5.1	Selection - The Financial Secretary shall be elected by the congregation for a term of two years and may serve three consecutive terms. The term of office shall not expire during the same year as that of the treasurer.

	     	2.5.2	Duties
	
		a.  	Insure that contributions received by the Church at any service are counted by at least two people and that the amount received is recorded.
		b.	Keep an accurate record of monies contributed to the budget or any special funds.  Deposit all monies received for these accounts and forward the respective deposit slips to the Treasurer.
		c. 	Provide a written quarterly and annual report of receipts to be included with the Treasurer’s financial report.
		d. 	Keep an accurate record of the identifiable contributions of each donor and provide annual statements of giving by the individual contributors as requested by them.
		e.	Provide contribution envelopes for the personal giving of individual donors as requested by them.

[bookmark: B26]	2.6	Coordinator of Women’s Ministries TOC
		
		2.6.1	Selection - The Coordinator of the Women’s Ministry shall be elected by the congregation for a term of two years and may serve two consecutive terms.

		2.6.2	Duties
			
		a. 	Promote the involvement of women in using their gifts to minister to others.
		b. 	Assist women in launching ministries of and for the women of the church by assuring that a coordinator is in place for each ministry.
		c. 	Encourage women to coordinate activities that create a bond and unity among the women in the church.

[bookmark: B3]3.0	BOARDS, TEAMS, AND COMMITTEES TOC

These boards, teams and committees, along with the ministerial staff and elected leaders, will provide the core leadership for the church in carrying out its mission.  Each group listed below may commission other teams to assist in carrying out their responsibilities.

[bookmark: B31]	3.1	Advisory Board TOC

		3.1.1	Membership - The Advisory Board shall be composed of the Ministerial Staff, Deacons, Trustees, Clerk, Treasurer, Coordinator of Women’s Ministries, and one member at large for each fifty members of fraction thereof.[footnoteRef:1]  Members at large shall be elected by the congregation for a term of one year and may serve two consecutive terms.  Ministerial staff shall serve as ex-officio members without a vote. [1:  Although the Financial Clerk is an elected officer, when the original By-Laws were written it was the judgment of the then acting Church Leadership that it was sufficient to have the Treasurer and Chairman the Trustees present for financial representation to the Advisory Board. ] 


		3.1.2	Duties

		a. 	Meet at least once quarterly.
		b. 	Be advisory in nature, except where otherwise specified in the Constitution or Bylaws.
		c. 	Hear reports from each standing team (those specified in the Bylaws), and then provide overall direction for the work and business of the church and make recommendations to the church at its annual, quarterly, or special business meetings, as the Board may deem advisable.
		d.	Elect chairmen of the standing teams as specified by By-laws, except the Nominating Committee, and approve the selection of the committee members.
		e. 	Under the direction of the Vice-moderator, serve as or appoint a committee to annually review and evaluate the ministry of the pastoral staff.
		f. 	Under the direction of the Vice-moderator, serve as, or appoint a committee to annually review the financial compensation for the pastoral staff and make a recommendation to the Finance Team concerning the next year’s compensation.
		g. 	Develop and recommend yearly goals for the Church.
		h. 	Attempt to anticipate and determine needs of the Church and community for the future.  “Dream” about future direction of the Church and its ministries and develop a long-range plan for the Church.  

[bookmark: B32]	3.2	The Music Ministries Team TOC

		3.2.1	Membership
			
		a.	The chairman shall be chosen by the Advisory Board for a term of one year and may be re-elected.
		b.	There shall be at least two additional members appointed by the chairman and the pastor and approved by the Advisory Board.

		3.2.2	Duties

		a.	Develop a schedule to provide special music for the worship services of the Church. 
		b.  	Provide for a pianist at each service of the Church.
		c.  	Oversee the Praise Team and its ministry.

[bookmark: B33]	3.3	The Worship & Special Services Team TOC

		3.3.1 	Membership 

		a.	The chairman shall be chosen by the Advisory Board for a term of one year and may be re-elected.
		b.	There shall be at least two additional members appointed by the chairman and the pastor and approved by the Advisory Board.

		3.3.2	Duties

		a.  	Help plan and evaluate the worship services of the Church.  Recruit members to assist with readings, drama, etc. as needed.
		b.	Help train and involve the congregation in the practice of worship.
		c.	Present ideas for special services to enhance the worship of the Church.

[bookmark: B34]	3.4	The Outreach Team TOC

		3.4.1	Membership	 
				
		a. 	The chairman shall be chosen by the Advisory Board from among its members for a term of one year and may be re-elected.
		b.	There shall be at least two additional members appointed by the chairman and the pastor and approved by the Advisory Board.


		3.4.2	Duties
				
		a. 	Develop ministries to help reach people for Christ and the Church.
		b.	Help train and educate the congregation concerning outreach and church growth.
	
[bookmark: B35]	3.5	The Missions & Community Ministries Team TOC

		3.5.1	Membership

		a. 	The chairman shall be chosen by the Advisory Board from among its members for a term of one year and may be re-elected.
		b.	There shall be at least two additional members appointed by the chairman and the pastor and approved by the Advisory Board.

		3.5.2	Duties

		     a.  	Encourage and facilitate the involvement of church members in ministries to the community, especially to people who have special needs.  Partnerships with existing ministries should be explored and encouraged when it seems desirable.  
		     b.  	Help train and educate the congregation concerning international missions.
		     c.  	Develop methods of providing regular communication with the missionaries the church supports financially.
		     d.  	Recommend the yearly financial support for missions.	

[bookmark: B36]	3.6	The Adult Education & Small Groups Team TOC	 

		3.6.1	Membership
				
		a.  	The Chairman shall be a member of the Deacon Board chosen by the Advisory Board for a term of one year and may be re-elected.
		b.  	There shall be at least two additional members appointed by the chairman and the pastor and approved by the Advisory Board.

		3.6.2	Duties
				
		a. 	Develop and promote ministries to help increase the Biblical knowledge and understanding of the adult members of the congregation, including, but not limited to, Sunday School and small groups.
		b.	Enlist and provide training for the educational workers of these ministries.
		c.	Evaluate and determine the curriculum to be used in these ministries.
	
[bookmark: B37]	3.7	The Youth Ministries Team TOC		 

		3.7.1	Membership

		a.  	The Chairman shall be the Youth Pastor; if that position is vacant, the chairman shall be chosen by the Advisory Board from among its members for a term of one year (or until the Youth Pastor position is filled) and may be re-elected.
		b.  	There shall be a member appointed by the pastor, one Deacon appointed by the Advisory Board, and at least three additional members appointed by the Youth Pastor (or Pastor, if there is not a Youth Pastor) and approved by the Advisory Board.

		3.7.2 	Duties

		a. 	Work with the Youth Pastor to provide oversight and direction to the ministries with Middle School and High School students.
		b.  	Complete the responsibilities outlined in the job description for this Team as designed by the Youth Pastor and approved by the Advisory Board.

[bookmark: B38]	3.8	The Children’s Ministries Team TOC			 

		3.8.1	Membership

		a.  	The Chairman shall be the Director of Children’s Ministries; if that position is vacant, the chairman shall be chosen by the Advisory Board from among its members for a term of one year (or until the Director of Children’s Ministries position is filled) and may be re-elected.
		b.  	There shall be a member appointed by the pastor, one Deacon appointed by the Advisory Board, and at least three additional members appointed by the Director of Children’s Ministries (or Pastor, if there is not a Director of Children’s Ministries) and approved by the Advisory Board.

		3.8.2	Duties

		a. 	Work with the Director of Children’s Ministries to provide oversight and direction to the ministries with children below Middle School age.
		b.  	Complete the responsibilities outlined in the job description for this Team as designed by the Director of Children’s Ministries and approved by the Advisory Board.
		 
[bookmark: B39]	3.9	The Finance Team TOC	 

		3.9.1	Membership

		a. 	The Treasurer shall serve as the chairman.
		b.	A member of the Trustee Board, as determined by that Board, shall serve as a member.  There shall be at least two additional members appointed by the chairman and pastor and approved by the Advisory Board.

		3.9.2	Duties
				
		a. 	Help educate the congregation concerning the financial needs of the Church and help train them to follow Biblical guidelines for giving.
		b.	Gather and consider budget requests from appropriate boards, committees, and groups within the Church and present a proposed budget to the Advisory Board in preparation for the annual meeting.
		c. 	Review on a quarterly basis the adopted Church budget and recommend any amendments that may be needed.
Meet monthly to authorize the payment of Church bills.
		d. 	Count contributions received by the Church at any service and record the amount received.  This may be done by any two committee members or by one member and the Financial Secretary.

[bookmark: B310]	3.10	The Technology Team TOC		
	
		3.10.1   Membership

		a. 	The chairman shall be chosen by the Advisory Board for a term of one year and may be re-elected.
		b.	There shall be at least two additional members appointed by the chairman and the pastor and approved by the Advisory Board.

		3.10.2	Duties
		    
		a. 	Oversee the purchasing and maintenance of equipment in the technology field, including but not limited to computers, printers, copiers, TVs, DVD players, video projectors.
		b.  	Assess the hardware and software needs of the church and make recommendations that will help it be most effective in its ministries.
						
[bookmark: B311]	3.11	The Nominating Committee TOC

		3.11.1	Membership - Three members shall be elected by the congregation for a term of one year.  The committee shall elect its own chairman from among its own members.

		3.11.2	Duties

		a. 	To identify, with God’s guidance, qualified individuals to fill the elected offices of the Church when each term of office has expired.
		b.	When possible, contact the potential nominees at least thirty days prior to the election and ask them to pray and think about running for a particular office.  A copy of the duties of the office should also be provided.	
		c. 	Make a second contact with potential nominees after one week to see if they are willing to run for the office.
		d.	Prepare a ballot to be presented to the Advisory Board and then the congregation from those who have consented to be nominated (current ballot is in OP-002).
		e.	Develop and maintain a list of interests, talents, and gifts of members.

[bookmark: B312]	3.12	Other Committees and Teams - Other committees and teams may be formed as is deemed necessary. TOC

[bookmark: B4]4.0	CHURCH MEETINGS TOC

[bookmark: B41]	4.1 	Worship - Services of worship shall be held every Sunday and at other times as determined by the Pastor and deacons.  Times of the weekly services shall be determined by the congregation.  The Lord’s Supper shall generally be observed the first Sunday of alternating months and at other times as determined by the Pastor and deacons.



[bookmark: B42]	4.2 	Business Meetings TOC

		4.2.1	Notice of Meetings - Notice of the time and purpose of any regular or special business meeting must be given to the congregation on the two Sundays preceding the business meeting.

		4.2.2	Regular Meetings

		a.	The annual meeting shall be held in January for the purpose of receiving annual reports, adopting a budget, and conducting other business as necessary.	
		b.	A spring meeting shall be held in April to conduct business as necessary.
		c.	A summer meeting shall be held in July to conduct business as necessary.
		d.	A fall meeting shall be held in Late October for the purpose of electing Church officers and conducting other business as necessary.	

		4.2.3	Special Meetings - Special business meetings may be called by the Pastor, a majority of the Advisory Board, or by written request of a quorum of the members.

[bookmark: B424]		4.2.4	Quorum - A quorum for all business meetings shall be 30% of all eligible voters.  Eligible voters shall be active resident members of the Church who are 16 years of age or older.

		4.2.5	Procedure - A spirit of Christian love and courtesy shall serve as the guide for conducting all business.  “Robert’s Rules of Order Newly Revised” shall be the standard in deciding all questions of parliamentary procedure.

[bookmark: B5][bookmark: OLE_LINK1][bookmark: OLE_LINK2]5.0	REVISION OF THE BY-LAWS - Changes or additions may be made to the Bylaws at any regular or special business meeting of the Church by a majority vote.  INTRO  TOC
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The Hope Fellowship Membership Covenant

Having received Christ as my Lord and Savior and been baptized and being in agreement with the Statement of Beliefs, Mission Statement and structure of HFC, I now feel led by the Holy Spirit to unite with the Hope Fellowship Church family.  In doing so, I commit myself to God and the other members to do the following to help fulfill the mission of this church:

1. I will promote the health of my church
	…by attending faithfully
	…by growing spiritually through regular Bible study and prayer
	…by living a godly life
	…by giving regularly

“Let us not give up meeting together. . . but let us encourage one another. . . “(Hebrews 10:25).

“But grow in the grace and knowledge of our Lord and Savior Jesus Christ…” (II Peter 3:18).

“Whatever happens, conduct yourselves in a manner worthy of the gospel of Christ” (Philippians 1:27).

“Now about the collection for God’s people:. . .  On the first day of every week, each one of you should set aside a sum of money in keeping with his income” 
(I Corinthians 16:1-2).

2. I will serve the ministry of my church
	…by developing a servant’s heart
	…by discovering my gifts and talents
	…by being involved in service

“Each of you should look not only to your own interests, but also to the interest of others.  Your attitude should be the same as that of Christ Jesus: Who..[took on] the very nature of a servant.”  (Philippians 2:4, 5, 7).

“Each one should use whatever gift he has received to serve others, faithfully administering God’s grace in its various forms.”  (I Peter 4:10)

1. I will share the responsibility of my church
	…by praying for its growth
	…buy building relationships with the unchurched and inviting them to attend
	…by warmly welcoming those who visit

“He [Jesus] told them, ‘The harvest is plentiful, but the workers are few.  Ask the Lord of the harvest, therefore, to send out workers into his harvest field” (Luke 10:2).

“On hearing this, Jesus said, ‘It is not the healthy who need a doctor, but the sick” (Matthew 9:12).

“Accept one another, then, just as Christ accepted you, in order to bring praise to God” (Romans 15:7).

2. I will protect the unity of my church
	…by acting in love toward other members in both words and actions
	…by fellowshipping with other believers
	…by supporting the leaders

“Be devoted to one another in brotherly love.  Honor one another above in brotherly love.  Honor one another above yourselves” (Romans 12:10).

“Do not let any unwholesome talk come out of your mouths, but only what is helpful for building others up according to their needs..” (Ephesians 4:29).

“They broke bread in their homes and ate together with glad and sincere hearts…” (Acts 2:46).

“Obey your leaders and submit to their authority.  They keep watch over you as men who must give an account.  Obey them so that their work will be a joy, not a burden, for that would be no advantage to you.” (Hebrews 13:17)
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Senior Pastor
See By-Laws, Para 1.1

Associate / Youth Pastor

Overall responsibility of the Youth/Associate Pastor: To carry out the mission statement of Hope Fellowship Church within the Youth Ministry. This shall be done in cooperation with the church leadership and in harmony with the overall life of the church.

Area of primary responsibility: Youth Ministry

· Give leadership to the Middle School and High School ministries
· Train and resource lay leaders to work with these groups
· Develop relationships with and interact on a one-on-one level with the Youth Group members
· Have direct involvement in teaching the Youth
· Develop a strong working relationship with the parents of students involved in the Youth Ministry
· Develop a ministry of outreach to Youth of the community
· Support youth in the development and use of their gifts, service to others in the name of Christ, and participation in evangelism and missions
· In cooperation with the Director of Children's Ministries, administer our Child Protection Policy

Areas of secondary responsibility Ministry areas consistent with giftedness, interest, and congregational need (possible areas include working with young adults, music, worship planning, small groups, discipleship, etc.)

· Preparing & delivering sermons on a periodic basis as arranged with the Senior Pastor and Deacon Board

Accountable to: Senior Pastor; will also work closely with the Deacons and Youth Leadership Team



Director of Children’s Ministries

Areas of responsibility: (to be carried out within the time restrictions of a part-time position)

1. Ministries with Children

· Provide oversight of all children’s ministries:
+  Nursery
+  Sunday School
+  Children’s Church
+  Vacation Bible School
+  Kansas Bible Camp
+  AWANA
+  Other special events or future ministries that specifically minister to children
· Evaluate ministries with children and help implement necessary changes
· Interact with children and strive to set a godly example for them and demonstrate God’s love toward them

2. Volunteers in Children’s Ministries

· Provide training and enrichment opportunities to resource volunteers
· Discover and recruit volunteers
· Be available to volunteers for listening, encouragement, or guidance
· Develop a team of children’s leaders to assist in leadership, decision making, and future planning

3. Parents of Children in our ministries

· Communicate regularly with parents
· Be available to parents for listening, encouragement, or guidance
· See that the church provides enrichment opportunities for parents

Time commitment:  An average of 20 hours per week—some periods will require more time than others.   

Accountable to: Senior Pastor, Children’s Ministries Team, and Congregation; Work directly with the Children’s Ministries Team and Pastor

Necessary qualifications:

· Commitment to Jesus Christ as Savior and commitment to grow in that relationship
· Love for children
· Ability to work well with others
· Ability to delegate
· Flexibility in scheduling
· Organizational skills
· Educational background in children’s ministries
· Agreement with Statement of Beliefs of Hope Fellowship Church  (We are affiliated with the North American Baptist Conference)



Desirable qualification:

· Past work experience as staff member in children’s ministries in a local church


Office Secretary
This is a working description under development and subject to additional review and refinement – comments and feedback from the membership are encouraged

RESPONSIBILITIES: (or Duties and Tasks) 

· To serve as official greeter in the church office for members, visitors, business representatives and help with needs they may have or route to the appropriate staff member. 
· To answer the phone for staff and route to appropriate persons. 
· To receive prayer requests on the phone and place on prayer list. To place hospital admissions on the prayer board. 
· To make lists/cards of hospital admissions for pastors to visit. 
· To book and update functions on the church calendar. 
· To post and/or pick up mail daily from the church mail box. 
· To process new Church members by adding them to computer and membership rolodex issue contribution envelopes and to the newsletter mailing list. 
· To complete all correspondence as needed by Ministerial Staff. 
· To aid in other duties as deemed necessary
· ????
· ????
· ????

For consideration – this is a list of other tasks/duties associated with secretary at other churches…some of these may be more appropriate to other positions of responsibility:

· To order flowers for members in hospital and upon deaths of members, spouses, children or parents. 
· To make arrangements with funeral home when funeral is to be held at Hope Fellowship Church. 
· To schedule weddings as well as rehearsals, receptions, etc. after approval from Church Council. 
· To schedule with custodial staff for room changes for scheduled meetings, weddings, dinners, banquets, special events. 
· To schedule baptismal services with pastor, notify candidates and baptismal committee of times, and make baptismal certificates. 
· To write baby dedication letters and certificates. 
· To notify members of meetings, make reservations for conferences, hotel rooms, rental cars, etc. 
· To take reservations and make a current list each week for the Wednesday Night Family dinners then phone the number of reservations to the church cooks. 
· To prepare Wednesday Night Update for Prayer meeting each week. 
· To prepare copies of all reports (business meeting minutes from church clerk, Treasurer’s report, Sunday School report plus the agenda for the moderator) for the Business Meeting the Wednesday following the second Sunday of each month. 
· To make notebooks each year for new Sunday School workers each year if needed. 
· To run Sunday School Outreach report each week of visitors, new members, drops, and transfers in Sunday School for the Outreach director and staff. 
· To compile Sunday School report for the month for the Sunday School Director for Business meeting 
· To process new Sunday School members by adding to the computer and membership rolodex, issuing contribution envelopes, and placing the new members on the newsletter mailing list, etc. 
· To prepare the roll sheets monthly for each Sunday School Class 
· To coordinate bus ministry. 
· To schedule monthly Berkshire Health Care Center Communion service with Minister of Senior Adults. 

Custodian
This is a working description under development and subject to additional review and refinement – comments and feedback from the membership are encouraged

PURPOSE OF POSITION:  To oversee and tend to maintenance and upkeep of church building and property daily including cleaning of classrooms, bathrooms and sanctuary; garbage, ordering and stocking of cleaning supplies, keeping of church grounds/property, and coordinating wedding cleanup.

RESPONSIBILITIES:

1. To identify and report general repairs needed throughout the building to the Chairman of the Trustees; i.e. plumbing, HVAC, electrical issues, etc.

2. To make sure all facilities are functional, safe, and clean to use; if necessary contact the Chairman of the Trustees for repairs are needed.

3. To notify the Chairman of the Trustees when light bulbs need replaced throughout the church.

4. To vacuum and clean the church prior to all scheduled services.

5. To clean and stock restrooms weekly as needed and check for leaking faucets and running commodes.

6. To empty trash.

7. Other cleaning as necessary:

 Cleaning baseboards
 Vacuuming corners, chairs, smoke detectors, HVAC return vents
 Cleaning windows and blinds
 Keeping storage rooms free of unwanted garbage

8. As necessary, coordinate cleanup after weddings – if custodian services are required post building use the deposit will be retained and paid directly to the custodian for their required services.

9. To coordinate with Treasurer to order and maintain stock of cleaning supplies, paper products for restrooms, light bulbs, vacuum cleaner bags or any other products that the church uses.
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	Senior Pastor Evaluation and Annual Performance Review
“And this is [our] prayer: that your love may abound more and more in knowledge 
and depth of insight”
Philippians 1:9



The senior pastor evaluation and annual performance review process is intended to be a positive and helpful experience, approached and handled with love, support, and honesty. It is assumed that the matters discussed in the process of the review will serve to enhance the pastor’s ministry effectiveness. 

The members of the advisory board are responsible to select three representatives to serve as the Performance Review Committee (PRC).

The PRC’s responsibility….

Effective use of this senior pastor evaluation and annual performance review process is founded upon a premise that the senior pastor and members of the advisory board are committed and accountable to the priority of servant leadership and have yielded personal agendas for the greater cause of Jesus Christ. A pastor review assumes members of the advisory board are motivated by love to affirm their senior pastor’s strengths, respectfully offer honest assessment of leadership concerns, and support their pastor by helping to identify opportunities and avenues for growth. We will prayerfully submit this review to the Lord, determining that He will be glorified in every way through what is discussed, learned and exchanged. Divergences and/or differences that this review may reveal between senior pastor and advisory board provide an opportunity to glorify the Lord by helping one another in a scriptural manner: “As iron sharpens iron, a friend sharpens a friend” Proverbs 27:17 (NLT). In a like manner, members of the advisory board must be open to review by and discussion of their leadership effectiveness with the senior pastor.

What to do with the results….

The senior pastor evaluation and annual performance review shall be conducted confidentially between the senior pastor and advisory board through selected representation known as the Performance Review Committee (PRC). Although church members and the congregation shall be invited to offer written input to the PRC through a senior pastor Feedback form, the evaluations and discussion specifics between the senior pastor, the PRC and the Board of Deacons shall not be divulged to members. At the conclusion of this process, the advisory board shall submit a statement to the membership verifying the review has been completed and the senior pastor’s call to serve has been reaffirmed. The advisory board shall also reaffirm their support for the senior pastor to the membership. Should this review reveal major conflict or irresolvable differences in evaluations and interpretations between the senior pastor and advisory board, the advisory board and/or the senior pastor shall consult with the North American Baptist (NAB) Southwest Association (SWA) executive director to request assistance. 

How to conduct the review….

The PRC will complete the review process as follows:

1. The PRC will solicit input for use during the evaluation and performance review from the membership, the congregation and the Senior Pastor using two contributing feedback instruments; 

a. Senior Pastor Feedback form (Appendix A). This tool provides the membership and the congregation the opportunity to express their praise and support of the senior pastor’s work and efforts, but also allows them to provide constructive feedback that may help the senior pastor become aware of concerns and/or areas that might help him focus his personal efforts during the coming year. 

b. Senior Pastor Self-Evaluation form (Appendix B). This tool provides the senior pastor the opportunity to express his vision for the church in the coming years, but also provides a means for him to share his successes, challenges, and/or burdens that may not be known to the advisory board, and by extension the church membership.

2. Once the two feedback instruments above are complete and available, the PRC will engage the following process:

a. Collect, review and aggregate results from the Senior Pastor Feedback forms.
b. Collect and review the Senior Pastor Self-Evaluation Feedback form.
c. Individually complete the Senior Pastor Review and Evaluation (Appendix C); subsequently complete a consolidated Senior Pastor Review and Evaluation for the PRC.
d. Schedule a time to meet with the senior pastor to discuss and review the PRC’s consolidated Senior Pastor Review and Evaluation form, the aggregated results from the Senior Pastor Feedback forms (from the membership and congregation), and the Senior Pastor’s Self-Evaluation.
e. During this meeting both the pastor and PRC are expected to identify areas of strength and areas where improvement is needed.
f. All inventories and the interview itself are to be held and treated with absolute confidentiality.

3. At the completion of the meeting with the senior pastor, the PRC will do the following:

a. Prepare a one-page summary of the review, including areas of strength, growth areas and recommendations for enhanced effectiveness, using input from the written evaluations and the interview.
b. Report the results to the Board of Deacons, submitting the signed and dated summary page.

Appendix A – Senior Pastor Annual Feedback Form (for membership and congregation)
Appendix B – Senior Pastor Self-Evaluation
Appendix C – Senior Pastor Evaluation and Annual Performance Review
Appendix D – Senior Pastor Annual Pastor Feedback Meeting Outline
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	Senior Pastor Annual Feedback TOCPlease place the completed form in the box on the office counter not later than Sunday, 4 Nov 12 – Thank You

“As iron sharpens iron, so one man sharpens another.” Proverbs 27:17



Feed back is an important way to encourage people and make them aware of their strengths, but also helps them understand areas that they might seek improvement. Please help our Senior Pastor become a more effective shepherd by completing this feedback tool as honestly as possible. If you have no knowledge of a particular area, please mark “Not Observed” and do not mark a score. If you do have knowledge of the area, please mark an appropriate score by placing an “X” in the proper column, from “0” meaning the pastor does not at all exhibit this characteristic, to “10” meaning that he does it in an outstanding fashion. The results of all forms will be aggregated for use in support of the Senior Pastor’s annual evaluation and will not be made public to anyone other than the Feedback Team and the Senior Pastor. Place the completed form in the provided envelop and return to the church as soon as possible. Please do NOT put your name on the form.
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Personal Comments and/or Suggestions:




 



 



 



 



 



 


 
Appendix A – Senior Pastor Feedback Form
A-2

	[bookmark: MS003AppB]Senior Pastor Annual Self-Evaluation TOC
“But let each one examine his own work, and then he will have rejoicing in himself alone, and not in another.”  
Galatians 6:4 (NKJV)



The desired outcome of this self-evaluation is a greater understanding and mutual appreciation between the senior pastor, the advisory board, the membership, and the congregation that includes a heightened awareness of the senior pastor’s successes, challenges and personal burdens experienced during service to our church. A consequence of this greater understanding and appreciation must lead to a fuller dependence upon each other through prayer, support and the Holy Spirit in the life of Hope Fellowship Church and the life of our Senior Pastor. We believe an open process of self-evaluation and performance review will strengthen the mission and ministry of the church and the relationships between the senior pastor, the advisory board, the membership and the congregation. The opportunity to reflect, at least annually, on our commitments to Christ, the church, and one another will ultimately build positive and fruitful relationships.

Please respond to the following as your self-evaluation

-----During the Last Year-------

1. What do you consider your most rewarding success (es) over the last year?


2. What do you consider your biggest challenge (s) over the last year?


3. What aspect of your work is most satisfying to you as the senior pastor: (Check more than one if you wish; rank order as appropriate, 1 being most satisfying)

___ The work itself			___ The people I work with 		___ Administration

___ The challenge of it	 	___ The opportunity to lead 		___ Planning

___ The physical environment 	___ Pastoral calling 			___ Evangelism

___ Preaching and preparation 	___ Small group leadership 		___Counseling

___ Working with new members	___ Mission projects			___Teaching

___ The sense that I know what I’m doing and doing it well

___ The opportunity to make an important contribution

Other things, such as:




4. In a perfect world, my daily/weekly priorities are: (Select 7 and rate 1—7, 1 being highest.)

___ preaching 		___ evangelism 		___ worship leadership

___ equipping 		___ teaching 			___ youth ministry

___ pastoral care 		___ adult education 		___ counseling

___ administration/programming 				___ other (explain)




5. How well did you manage these priorities this last year? What factor(s) affected these priorities?





6. In what areas would more support from the Advisory Board, the church membership, and/or the congregation have been helpful?

a.

b.


-----During the Next Year-------

1. In your view, the ministry of the church would be more effective if:

a.

b.


2. In the year ahead, my personal priorities are:

a.

b.






3. What are your top three goals for the church for the next 5 years?

a.


b.


c.

4. What needs to be done to accomplish these goals?

Goal a,

1)

2)

3)

Goal b,

1)

2)

3)


Goal c,

1)

2)

3)

5. What will you do to accomplish these goals?

Goal a,

1)

2)

3)




Goal b,

1)

2)

3)

Goal c,
1)

2)

3)

6. How can the Advisory Board, the church membership and/or the congregation help you accomplish these goals?

Goal a,

1)

2)

3)

Goal b,

1)

2)

3)

Goal c,

1)

2)

3)


7. I would like to have additional training and/or professional development in these areas:

a.

b.


8. Where do you see yourself in one year? In five years? In ten years?

One Year – 

Five Years – 

Ten Years – 



9. Feel free to add any additional comments that would be of interest or benefit to the Performance Review Committee, the Advisory Board and/or the Membership. Thank you for your service and participation.
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 “As iron sharpens iron, so one man sharpens another.” Proverbs 27:17



I. GENERAL INFORMATION 

_______________________________ 		_________________________________________ 
PASTOR’S NAME 				POSITION (e.g., Senior Pastor, Youth Pastor, etc.) 

_________________________________ 	FROM ______________ TO ________________ 
DATE OF EVALUATION 			EVALUATION PERIOD 

YEARS _____________ MONTHS ___________ 
LENGTH OF TIME IN POSITION 

_________________________________ 	________________________________________ 
PRESENT SALARY 				TIME SINCE LAST SALARY INCREASE 

I know this person:	____very well	____ well	____somewhat

II. PURPOSE OF EVALUATION 

The purpose of this form is to serve as a communication tool between the senior pastor and the Performance Review Committee (PRC) through candid review, reflection and discussion of the senior pastor’s performance and to find ways for growth and improvement. As you use this tool for this expressed purpose, please think in terms of how the pastor has been doing, not what he is potentially capable of doing. After the review (this form) is completed the PRC shall meet with the pastor as soon as possible to present a summary of the review process and this evaluation.

Upon completion of the review process to include meeting with the senior pastor, the PRC shall meet with and submit the results to the Board of Deacons for their consideration of salary and benefit recommendations to be presented to the church membership in support of the coming calendar year annual budget proposal. 

III. GUIDELINES FOR EVALUATION
 
♦ Duplicate this form for the PRC members to complete. 
♦ Compile a master copy with a summary of the average scores and comments, so that the information may be presented to the pastor. Comments should be initialed. 
♦ Please be objective, fair and realistic in your evaluation. Avoid anonymous comments. 
♦ Look for ways to affirm and encourage your Senior Pastor. Remember the Golden Rule. 
♦ Discuss and agree with your Senior Pastor a procedure for the annual Senior Pastoral review. 
♦ The results of this evaluation are to be first shared with the Senior Pastor and then the Board of Deacons. 
♦ Keep this evaluation confidential between the senior pastor, the PRC and the Board of Deacons. 

IV. OVERALL RATING KEY 
5 – Outstanding: performance is outstanding; makes significant contributions; superior performance. 
4 – Excellent: performance exceeds requirements; highly effective. 
3 – Acceptable: performance of duties is constant and effective. 
2 – Improvement Suggested: performance is sometimes less than satisfactory; a weak area. 
1 – Improvement Required: performance is consistently unsatisfactory; marked improvement is necessary.
0 – No Basis for Judgment
V. FEEDBACK CATEGORIES 

Please complete and score each characteristic objectively from your own knowledge based on the key above. Place the number which you believe best answers the question in the provided box. Also feel free to make any remarks after any or all questions and/or additional comments after each section in the space provided.

	
Category 1
Personal Characteristics
	Rating: 
5 – Outstanding
4 – Excellent
3 – Acceptable
2 – Improvement Suggested
1 – Improvement Required
0 – No Basis for Judgment
	Remarks and/or Comments


	1. Personal Integrity
Lifestyle shows the qualities of honesty, respectfulness, trustworthiness
	
	

	2. Personal Appearance
Appearance exhibits neatness, cleanliness, poise
	
	

	3. Tact and Courtesy 
Is considerate of other, demonstrates warmth, openness and sensitivity to people 
	
	

	4. Initiative 
Is self-motivated and goes beyond what is routinely expected without much prodding 
	
	

	5. Productivity 
Program improvement is constant. One can see growth in the person’s area of ministry. 
	
	

	6. Adaptability
Is open to new ideas and willing to give them a fair trial, is flexible and adjusts to new situations 
	
	

	7. Family
Gives adequate attention to his/her family and their needs
	
	

	8. Conflict Management
Is able to handle conflict and turn anger into constructive resolutions which can be acceptable to people’s self-esteem 
	
	

	9. Accepts Criticism
Is not defensive when one reacts to him on his ministry
	
	

	10. Punctuality
Is on time and ready for what is expected
	
	







	11. Judgment
Makes sound and logical decisions that are thought through and assesses consequences of actions for self
	
	

	12. Reliability
Has a dependable and consistent approach, follows through on commitments
	
	

	13. Teamwork
Works well with colleagues and/or co-workers
	
	



ADDITIONAL COMMENTS: 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

	
Category 2
Organizational and Administrative Ministry 
	Rating: 
5 – Outstanding
4 – Excellent
3 – Acceptable
2 – Improvement Suggested
1 – Improvement Required
0 – No Basis for Judgment
	Remarks and/or Comments


	1. Planning
Is effective in setting goals for himself and his area of ministry
	
	

	2. Organization
Divides objectives into manageable parts and assigns them appropriately, makes wise use of available leadership
	
	

	3. Enabling 
Motivates the laity to utilize their talents and spiritual gifts 
	
	

	4. Leadership
Works well with lay leaders, departments and yet gives general guidance 
	
	



ADDITIONAL COMMENTS: 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

	
Category 3
Pastoral Ministry 
	Rating: 
5 – Outstanding
4 – Excellent
3 – Acceptable
2 – Improvement Suggested
1 – Improvement Required
0 – No Basis for Judgment
	Remarks and/or Comments


	1. Counselor
Effective in counseling persons facing problems or decisions
	
	

	2. Visitation
Spends a proper amount of time calling on those related to his/her ministry
	
	

	3. Teacher
Has materials prepared, organized and is creative in study 
	
	

	4. Communicator
Does well communicating with clarity and vividness 
	
	

	5. Friendliness
Is sincerely interested in people, is at ease in conversation with people
	
	

	6. Theologian
Has a good grasp of scripture, communicates scripture well with relevancy
	
	



ADDITIONAL COMMENTS: 
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

OVERALL RATING AVERAGE: __________ 
(Add rating scores for each category then divided by number of categories for overall rating average) 

VI. SPECIFIC COMMENT AREAS

In what areas have you seen professional growth in the senior pastor in the last year? 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

In what areas have you seen spiritual growth in the senior pastor in the last year? 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

List the senior pastor’s qualities of strength and areas that are most effective: 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What areas would you offer the senior pastor for consideration of change or improvement?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What goals should be set for greater effectiveness of the senior pastor?
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

VII. SUMMARY

PLAN OF ACTION FOR GROWTH AND IMPROVEMENT: 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

PASTOR’S RESPONSE AND COMMENTS: 
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 

We have participated in a review of this evaluation and overall performance…. 


_________________________________________	______________________________________ 
PASTOR’S SIGNATURE 				PRC SIGNATURE

								______________________________________ 
								PRC SIGNATURE

								______________________________________ 
								PRC SIGNATURE

_________________________________________ 	______________________________________ 
DATE 							DATE 


MAKE TWOCOPIES OF THIS EVALUATION: 
[1] Board of Deacons Copy 
[2] Pastor’s Copy 
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 “Do not let any unwholesome talk come out of your mouths, but only what is helpful for building others up according to their needs, that it may benefit those who listen.” Ephesians 4:29 (NIV)




Purpose: To create a greater mutual appreciation and heightened awareness of successes and challenges, and as a consequence lead to a fuller relationship between the senior pastor and the membership of Hope Fellowship Church solely for the glory of God, Jesus Christ and the Holy Spirit. 

Key Points of Discussion:
· Opening Prayer
· Review App B_Annual Pastor Self-Evaluation
· Review App C_Performance Review Committee (PRC) Senior Pastor Review and Evaluation Summary
· Review App A_Annual Pastor Feedback from Membership and Congregation (consolidated)
· Questions and/or concerns about anything discussed
· Consideration of this review process and how to change or improve the process
· Closing comments and/or discussion
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	Number: MASS-003
	Title: Full-Time Staff Vacation-Compensatory-Personal Day Policy

	Date Established: 3 April 2008
	Responsible for Maintenance and Updating:  Membership thru Advisory Board

	Last Reviewed: 10 July 2013
	



VACATION, COMPENSATORY AND PERSONAL DAYS POLICY FOR FULL-TIME EMPLOYEES

VACATION DAYS:

Length of vacation per year shall be determined by years of ministry service:

1-5 years of service:		(2 weeks)  14 days, including up to 2 Sundays vacation
5-10 years of service:		(3 weeks)  21 days, including up to 3 Sundays vacation
10-20 years of service:	(4 weeks)  28 days, including up to 4 Sundays vacation 
Over 20 years			(5 weeks)  35 days, including up to 5 Sundays vacation 

The Deacon Board shall be responsible for overseeing and coordinating vacation schedules for the full-time staff members.  Staff members shall be responsible for providing an accurate account to the Deacons of vacation time taken.  

COMPENSATORY DAYS:

A staff member shall be given one (1) compensatory day for each consecutive five (5) day period and for each fraction of a period beyond five (5) days that he/she is away from home on church related business. The maximum number of compensatory days for any one period that a staff member is away from home shall be no more than three (3) days.

5 consecutive days away:			1 compensatory day
6-10 consecutive days away:			2 compensatory days
11 or more consecutive days away:		3 compensatory days

Compensatory days should be used within the first two weeks after being away and may not be taken on a Sunday. The Deacon Board shall be responsible for overseeing and coordinating the schedule for compensatory days to be taken by staff members.  Staff members shall be responsible for providing an accurate account to the Deacons of compensatory days taken.

In unusual situations, the Deacon Board may grant additional time for rest or personal recuperation.

PERSONAL DAYS:

In the event of family emergencies to include serious illness or death of an immediate or extended family member, the staff member will communicate with the Deacon board their intentions, requirements and request for absence in support of their family and themselves. Subject to agreement by all parties the full-time employee will be allowed up to five (5) days of absence from work with pay to assist with matters related to the family member’s illness or death. This period of time away from the church will not include normal time off such as weekends or holidays and these days will not count against the staff member’s vacation days.

If the situation leads to an extended absence beyond a period of greater than five days, the Deacon board with the staff member will discuss other options available to support the staff member while also maintaining good stewardship of the church. As appropriate, if more than five (5) days is needed the employee may need to use other types of paid leave such as accrued vacation days.
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	Number: ED-001
	Title: Sunday School Procedures

	Date Established: 2013
	Responsible for Maintenance and Updating:  Education Committee

	Last Reviewed: 24 March 2013
	



This is a working description under development and subject to additional review and refinement – comments and feedback from the membership are encouraged

A. In order to more effectively minister to the community, provide training in God’s Word, and to become more effective and efficient in outreach efforts, Hope Fellowship Church shall operate a Sunday School.

B. The Sunday School shall meet at the time and location designated by the church.

C. As many age-graded classes as deemed necessary by the church membership shall be maintained.

D. Promotion to the next appropriate age-graded class shall occur on the first Sunday in September of each calendar year.

E. All literature to be used in the Sunday School must be approved by the Senior Pastor and Board of Deacons.

F. It is to be recognized that the primary purpose of the Sunday School is outreach, and as such classes may be changed, added to, or mixed as deemed necessary by the church in order to achieve maximum effectiveness. There shall be no “private” Sunday School classes at Hope Fellowship Church.
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	Number: ED-002
	Title: Teacher Requirements

	Date Established: 2013
	Responsible for Maintenance and Updating:  Education Committee

	Last Reviewed: 24 March 2013
	



This is a working description under development and subject to additional review and refinement – comments and feedback from the membership are encouraged

A. Persons desiring to teach – whether it be Sunday School, Discipleship Training, or other authorized teaching opportunities – should ensure that they have been called by God to be a teacher. (This shall not preclude any person from being involved in a one-on-one discipleship activity, which is the responsibility of every Christian).

B. Teachers must ensure that the materials they use have been approved by the Senior Pastor and Board of Deacons. They shall not teach contrary to the doctrine and faith established by the church.

C. Teachers shall be responsible for the conduct of all scheduled classes to which they are assigned, whether regular Bible Study or special discipleship training classes. They should be in their assigned classroom at least 15 minutes prior to the scheduled start time of their class.

D. Teachers who have an assigned class room shall maintain that classroom in a neat and clean manner, to include periodic vacuuming and/or mopping of the floors. When teachers utilize a classroom that is not assigned to them, they shall be expected to clean up and restore the room to a ready condition at the end of each class period.

E. Teachers shall maintain a roster of assigned students, and shall visit with absent students (either inperson or by telephone) as possible. (In larger classes, care group leaders may be utilized to assist in this effort).

F. Teachers shall (unless providentially hindered) attend all scheduled teacher/worker training sessions.

G. Teachers shall notify the Senior Pastor as soon as possible upon realization that they will not be available for a scheduled class. They will inform the Senior Pastor of any actions taken to secure a substitute teacher.

H. Teachers shall spend adequate time in prayer, study, and preparation for each class, so as to “show themselves adequate and equipped” (2 Tim 3:17).

I. Teachers should be cognizant of and ready to respond to opportunities to present the plan of salvation to any of their students.
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	Number: ED-003
	Title: Teacher Training

	Date Established: 2013
	Responsible for Maintenance and Updating:  Education Committee

	Last Reviewed: 24 March 2013
	



This is a working description under development and subject to additional review and refinement – comments and feedback from the membership are encouraged

A. The Senior Pastor or Board of Deacons may periodically schedule Teacher Training Sessions for Sunday School, Discipleship Training, or Wednesday Evening Program teachers such as AWANA. The sessions will be announced sufficiently far in advance so as to allow adequate scheduling time for the teachers.

B. All assigned teachers will be expected to attend the training sessions, unless providentially hindered.

C. If a teacher will be unable to attend a particular training session, they should endeavor to ascertain if make-up or individualized training may be available.

D. If a teacher repeatedly fails to attend required training sessions, they may be removed from their teaching position, at the discretion of the Pastors and Deacons.
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	Number: ED-004
	Title: Member Training

	Date Established: 2013
	Responsible for Maintenance and Updating:  Senior Pastor

	Last Reviewed: 24 March 2013
	



This is a working description under development and subject to additional review and refinement – comments and feedback from the membership are encouraged

A. Since the root of the term disciple implies discipline and organization, it is incumbent upon Hope Fellowship Church to maintain an organized and planned program for providing training and instruction to the members.

B. Training opportunities shall be made available to the members (and attendees) in accordance with, but not limited to, the schedule established below:

1. Sunday School (9:00 am Sunday mornings)
2. Discipleship Training (various times)
3. Midweek Bible Study Service (6:30 pm Wednesday evenings)
4. Ladies Bible Studies (various times)
5. Men’s Bible Studies (various times)
6. Individual Discipleship (1 to 1 or 1 to 2, various times)
7. Special training conferences

C. Since there are many issues of primary importance to the faith, certain classes have been developed that will be offered as often as needed. These include, but are not limited to:

1. Pre-Baptism Training (mandatory for all Baptismal candidates)
2. Introduction to Church Membership
3. Introduction to Ministry
4. Introduction to Evangelism
5. Basic Discipleship (5-6 Weeks)
a. Survival Kit for New Christians
b. Lessons on Assurance
c. First Steps for New Christians
6. Intermediate Discipleship (24 Weeks) (Pathways to Spiritual Understanding)
7. Advanced Discipleship (24 Weeks) (MasterLife)

D. Special training is available on a one-to-one basis from the pastor to deal with recovery from specific life issues. These include, but are not limited to:

1. Family Dysfunction
2. Broken Relationships
3. Distorted Images of Self
4. Distorted Images of God
5. Addictions
6. Codependency
7. Abuse
8. Spiritual Abuse
9. Guilt
10. Bitterness
11. Shame
12. Workaholism
13. Depression
14. Fear
15. Loss

E. It is anticipated that as the church progresses in its training mission, certain levels of training shall be required to hold various positions within the church. For this reason, records of specific training received by members shall be maintained by the church.

F. In order to be good stewards of God’s resources, the church may request individuals to pay for training materials. However, the church must be ready to provide necessary materials at no cost to the individual when necessary. A lack of financial resources must never be a reason for an individual to forsake a particular training opportunity
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	Number: FM-001
	Title: Emergency Plan and Contact Information

	Date Established: 2013
	Responsible for Maintenance and Updating:  Board of Trustees

	Last Reviewed: 24 March 2013
	


	
This is a working description subject to significant continued development – comments and feedback from the membership are encouraged

Quick Guide For Emergency Shut Down Of Church Utility Systems

This reference is not a manual to repair. It is a guide to allow you to safely shut down
(as quickly as possible) the major power, water, gas, and safety systems of the church.

Important: If you determine it is necessary to shut down a system, you have then
accepted the responsibility for the system being returned to its proper operating
position.

Emergency Telephone Numbers
· Water: To report a water leak contact Kansas City Water Services Department, 311 or 816-513-1313.
· Gas: To report a gas leak contact Missouri Gas Energy, 816-756-5252. 
· Electrical: To report a power outage contact Kansas City Power & Light Co., 816-471-5275. 
· Fire: Full Fire Alarm
· To report a fire – 911

Items beyond this point are for example only and not applicable to our church as of this date – the Board of Trustees are working to adapt to HFC

Emergency Shut-Off Tools Required
Screwdriver – Bathroom water supply
Adjustable wrench – Gas Supply – located on wall above gas meter

Water 

Two main cut off valves:

1) Inside valve – Yellow handle under work bench on left side (as you enter
the room) inside Boiler Room in drive-thru (7). KEY TO BOILER ROOM IS
LOATED IN THIS NOTEBOOK. Yellow handle is identified as “Main Water Valve.”
Pull handle down to close valve.

2) Outside valve – Located in the sidewalk outside the Montessori entrance on
North Lewis Street. The lid to the valve is painted orange. To cut off the water
supply, lift lid and turn valve clockwise. (No tools required).

Electrical
• The main breaker is located in the old boiler room.. It is identified as “Main Breaker.”
• To turn power off for the entire building, activate breaker by pulling handle down.

Gas
• The main meter is located in the trash bin area (North Lewis Street). The valve is
painted orange.
• To turn off gas supply, turn valve (with adjustable wrench) clockwise.

Hot Water Heaters
• Main hot water heater is located in the Boiler Room in drive-thru (7). KEY TO
BOILDER ROOM IS INSIDE THIS NOTEBOOK. Cut off valve is identified as “HOT
WATER VALVE.” Turn valve clockwist to close.
• Secondary unit is located in the Janitorial Closet adjacent to the men’s restroom
(116) in the Gallant Building entrance. The cut off valve is identified as “HOT
WATER VALVE.” Turn valve clockwise.

Bathrooms – (Water leaks)
• Lavatories and commodes have valves located underneath.
• Turn valves clockwise to shut off water supply.
• Urinals have valves screws.
• Turn Valve screw ( with screwdriver or coin) clockwise to shut off water supply.
• In the gallant Building, the valve screws are encased in chrome cover (unscrew
cover, turning counter clockwise to remove and expose valve screws).
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	Number: FM-002
	Title: Building Access and Key Control

	Date Established: 2013
	Responsible for Maintenance and Updating:  Building Access Coordinator and Key Custodian

	Last Reviewed: 24 March 2013
	

	Business Website - http://jadealarm.com/ 




This procedure provides information related to building access and key control. 

Hope Fellowship Church has many members leading and serving in many different ministries of the church. When determined that an individual has a recurring need to access the church building independent of other individuals who have granted access, the following actions will be taken:

1. The individual requesting unaccompanied access will make their need known to the Chairman of the Trustees through a Ministerial Staff or Advisory Board member.

2. Once it is agreed that the individual requires unaccompanied access, the Building Access Coordinator will get the following information from the individual:

a. Full Name
b. Date of Birth
c. A Four Digit PIN number (unique to the individual)
d. Contact Phone Number

3. The Building Access Coordinator will provide this information to Jade Alarm Company in written form either by FAX or EMAIL. An example of a request for addition to the church access roster is attached.

4. Jade Alarm will send an instruction letter and Jade Alarm Company ID-Card to the church that will be placed in the Trustee distribution box. Once received, the Chairman of the Trustees or the Building Access Coordinator will issue a key, provide these items to the individual(s) and go over the alarm arming/de-arming procedures. 

5. It is important to understand the purpose of the Jade Alarm Company ID-Card. If there is a false alarm event while in the church, in order to prevent false dispatch of police or fire, an individual with granted access must immediately call Jade Alarm at the number on the ID card and give their ID number.  

6. Questions concerning this procedure should be directed to the current Building Access Coordinator, Andy Nocks. 






Example Letter Requesting Addition to Alarm Company Access Roster



[date]

TO:	JADE Alarm
	7636 Troost Avenue
	Kansas City, MO  64131
	816-444-5233 (Central Station)
	816-444-2425 (Central Station Fax)
jadefax@kc.rr.com

FROM:	Hope Fellowship Church
	Attn: Trustee – Andrew Nocks
	8350 North Conant Avenue
	Kansas City, MO  64153
	(816) 587-7400
	fax (816) 587-5563

Please add the following to our access roster as indicated. Each person will need a Jade ID card.

	Name
	PIN
	DOB
	Level of Access
	Home Phone

	John A. Buck
	1234
	1/1/2010
	9
	816-xxx-xxxx

	Jane B. Doe
	9876
	2/2/2010
	9
	816-xxx-xxxx



Thank you for your time.


				Respectfully,

	//original signed//
				xxxxxxxxxxxx
				Building Access Coordinator
				Hope Fellowship Church


**Levels of access are typically Level 1 (authorized to coordinate changes wih Jade Alarm) or Level 9 (simple access). The Senior Pastor and Board of Trustees are the only individuals needing Level 1 authority. Level 9 access should be coordinated for all other personnel**
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	Number: FM-003
	Title: Maintenance Procedures

	Date Established: 2013
	Responsible for Maintenance and Updating:  Board of Trustees

	Last Reviewed: 26 July 2015
	



1. In order to ensure that the church property is maintained in an appropriate manner, a Trustee will be assigned responsibility for each of the following areas as defined by the Church Building and the Church Grounds.

2. Periodic inspections and maintenance services will be performed in accordance with the attached maintenance schedules.

3. It shall not be the sole responsibility of the assigned trustee to perform all the work, but it shall be their responsibility to ensure that the task is accomplished.


Daily during wet or snowy days: Clean up water around entrances and on steps right after school starts, just before lunch, and just before dismissal.

Cold Weather Precautions:
o 	If heat is left on, check to see that it is still on.
o 	Pipes under sinks are usually on the outside walls.
o 	Open the cabinet doors so heat can get to these pipes.
o 	Use salt and shovel to clean a path on each set of steps when there is ice on the ground.
o 	Path should be next to the hand rail.
o  	Check all portable heating units to insure they:
	(1) are not a tripping hazard;
	(2) don't overload a circuit.

Weekly
· Check plumbing in all restrooms.
· Check all sinks for leaks.
· Pour water in bathroom floor drains.
· Check all stoves, hood filters, and cooking areas to insure they are properly cleaned to remove grease and inflammable waste.
· Check exit lights.
· Check all outside lights.
· Vacuum carpets (in heavy traffic areas, classrooms, offices, etc.).
· Pick up all trash around buildings.
· Clean up around dumpster.
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This is a working description subject to continued development – comments and feedback from the membership are encouraged

I. Because this church endeavors to be a good steward of God’s resources, it is desired that the maximum use be obtained from the facilities and equipment that belong to the church. For this reason, members of the church family may utilize the facilities and equipment for authorized purposes in accordance with the procedures outlined below.

A. Members of the church shall be automatically deemed eligible to use any and all facilities, in
accordance with the policies outlined below.

B. Non-member requests for use shall be evaluated on a case by case basis by the Pastor(s) and/or Deacons to determine appropriateness of use.

II. Request for use of Church facilities or equipment may be received by the Ministerial or Administrative Staff or a member of the Board of Trustees.  Once received the request(s) will be provided to the Board of Trustees for review, coordination, approval and scheduling subject to subsequent paragraphs of this procedure.

III. Use of Facilities

A. The Sanctuary, Social Hall (Kitchen), and Educational Space of the church plant may be used for approved activities by scheduling the space in advance. Approved activities may include, but are not limited to:

1. Weddings (see P&P FM-005)
2. Funerals (see P&P FM-005)
3. Luncheons or dinners
4. Parties
5. Extracurricular Bible Studies
6. Special events
7. Non-political meetings (see paragraph IIE of this procedure)

B. To be approved for use, the requested activity may not include:

1. Smoking or any other use of tobacco products
2. Use of alcoholic beverages (or chemical substances)
3. Extremely noisy, obnoxious, or dangerous behavior

C. To request the use of the facilities, the Building Use Request Form (see P&P FM-006) must be submitted to the Pastor or church secretary sufficiently far in advance to allow proper scheduling.

D. Upon completion of the activity, the facilities must be cleaned and restored to their normal
configuration and status.

E. Because of this church’s status as an IRS 501(c)3 organization, political meetings or rallies may not be held in church facilities. Allowing such activities could result in the loss of tax-exempt status.

IV. Use of Church Equipment 

A. Certain church equipment is appropriate for use off-campus. Such items may include, but are not limited to: 

1. Tables
2. Chairs

B. Certain church equipment will not be approved for use off-campus at any time. Such equipment may include, but is not limited to:

1. Musical instruments
2. Computers
3. Office machines such as copiers, fax, etc.

C. To request the use of church equipment, the attached Equipment Request form must be submitted to the Pastor or church secretary sufficiently far in advance to allow proper scheduling.

D. All equipment must be returned in a clean and operable condition. If any equipment is damaged in use, the responsible party must notify the Pastor or church secretary of such fact.

V. The Pastor(s), Deacons and/or Board of Trustees of this church shall have the authority to deny use of any of the facilities or church equipment based upon the nature of the request, past history of compliance of the requestor, or scheduling conflicts.


HFC Equipment Use Request Form

	Date Request Filled
	Date(s) Needed
	Time Needed

	Person Making Request (Church member or affiliation)
	Desired Date & Time of Pick-Up

	Address
	Telephone Number

	Equipment Needed (Be Specific)

	Activity or Purpose of Use

	Location to Be Used
	Desired Date and Time to Return Equipment

	By signing below, I attest that I have read and understand the applicable Church Policies and Procedures governing this request, and agree to comply with all requirements therein. I further agree to release and hold harmless the church and any and all members thereof for any accidents or injuries resulting from the use of said equipment.

	Signature of Requester
	Received By


Name of Trustee(s) Request Provided to
	Approved By


Date Approved
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This is a working description subject to continued development – comments and feedback from the membership are encouraged
	
I. Weddings

A. The church Worship Center shall be available for weddings for all members (and relatives of
members) of the church family at no cost.

B. If a non-member wishes to use the Worship Center for a wedding, a fee of $200.00 may be assessed. In addition, a cleaning deposit of $100.00 will be required, which will be returned if the facilities are left in an acceptable condition upon the conclusion of use. If additional cleaning is required the deposit will be retained and provided to the Custodian Team or Church Members as appropriate.

C. Any equipment or items owned by HFC appropriate for use in weddings (e.g. candelabra, unity candle stands, decorative arches, etc) will be made available at no additional cost.

D. Weddings conducted at HFC shall ordinarily be conducted by an ordained minister associated with HFC (to include ordained relatives of church members). Requests for weddings to be conducted by outside clergy shall be evaluated by the Senior Pastor and/or Deacons on a case by case basis. 

E. The church social hall is available for receptions. However, no alcoholic beverages shall be allowed, nor shall there be any use of tobacco products inside the building. Dancing shall be permitted if desired. 

F. No wedding will be conducted at HFC Church if one of the parties (bride or groom) is a Christian, while the other is not (this provision is subject to discussion and review by the advisory board).

II. Funerals

A. Funerals and/or memorial services may be conducted at HFC Church for any church members or non-members at no cost.

B. Funerals conducted at HFC shall ordinarily be conducted by an ordained minister associated with HFC (to include ordained relatives of church members). Requests for funerals to be
conducted by outside clergy shall be evaluated by the Senior Pastor and/or Deacons on a case by case basis.

C. The social hall shall be available for a luncheon/dinner following the service if so desired. No
alcoholic beverages shall be allowed, nor shall there be any use of tobacco products inside the building.
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Name of applicant: 	 ______________________________________
**Church member or affiliation: Yes / No
**if no, requesting individual is responsible to provide a $200 building usage fee and a $100 deposit IAW P&P FM-005, para I-B once approved and scheduled.

Address:		 ______________________________________
Telephone:		 ______________________________________
Date of the proposed use of the building: 		______________________
Time the building must be unlocked for use: 	______________________
Time the building must be locked after use: 	______________________
Estimated attendance: 				______________________
1. What is the purpose of the use of the building? 

2. Which areas of the church building will be used?

3. Will the kitchen be used? YES or NO

4. Will the sound system be used? YES or NO 
**If Yes, a sound technician from HFC will be required. A gift of appreciation for the sound technician’s time and effort is typically $10 per hour** 

REGULATIONS & DAMAGE POLICY:

1. Clean up following the activity is required, including removal of trash, and returning all areas used to their previous condition.
2. No alcoholic beverages are allowed on the premises.
3. No tobacco products are allowed in the building.
4. Use of additional sound equipment apart from what is in the building requires prior approval.
5. Attaching items to the walls or ceilings requires prior approval.
6. Use of the kitchen requires prior approval.

NOTE: Use of the building on Saturday - all areas of the building need to be cleaned and returned to previous condition no later than 10 pm.


I have read the above regulations and agree to follow them.
I accept full financial responsibility for damage to the building and/or its contents during the time of use for the above named activity. Additionally, I understand that return of the deposit is subject to post activity inspection. 

Signature __________________________		 Date: ____________________ 

Usage feed and deposit are due upon approval and scheduling of the activity.



FOR HFC USE
RECEIVED BY: 		_____________________________  	_____________________________
APPROVED BY:	_____________________________  	_____________________________
Sound Technician 	_____________________________
DEPOSIT: Amount: 	_____________________________	Date: _________  Check # ________
REFUND: Amount:  	_____________________________	Date: _________  Check # ________
Person responsible for evaluating the cleanliness and locking of the church post event is:  
____________________________________________________
Results of the inspection: 
Met standards  YES / NO (if yes, return deposit as agreed)
Required additional work by Custodian Team or Church Members  YES / NO (if yes, retain deposit as agreed – payment made to Custodian Team or Church Members as required)
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This is a working description subject to continued development – comments and feedback from the membership are encouraged
	
The assigned cleaning schedule for the paid church custodian shall be as follows:

Between Thursday morning and Saturday afternoon (prior to 5 pm):

Sanctuary: Check rear storage rooms for cleanliness; empty trash; damp mop if necessary.
Dust piano, organ, Lord’s Supper table, sound booth.
Clean the pulpit.
Check chairs for trash; reset Bibles and hymnals as necessary.
Check sanctuary walls and window sills for mold/mildew and clean if necessary.
Clean the doors.
Spot clean windows as necessary.
Vacuum sanctuary (and chairs, if needed).

Nursery: Dust and vacuum (both rooms).
Empty trash cans.

Rest Rooms: Restock (toilet paper and paper towels).
Empty trash cans.
Clean toilets and sinks.
Sweep and mop floors.

Fellowship Hall (Kitchen): Clean kitchen counters and ensure all dishes are put away.
Clean the microwave and refrigerator.
Wipe down tables and chairs as necessary.
Sweep and mop floor.
Sweep/clean the door mats.

Offices: Dust offices as necessary.
Empty trash cans.
Clean sink in pastor’s office.
Straighten up in Library.
Vacuum all rooms.


If a special activity is scheduled (Thursday, Friday, or Saturday): Check for general cleanliness, check rest rooms, empty trash, etc. prior to the scheduled activity.

Additional Duties to be Performed Monthly (schedule as desired):
Clean windows – main building/education building (alternate months).
Check air fresheners/change as needed.
Spot clean carpets where necessary.
Spot clean pew upholstery where necessary.

When it is noted that a repair or maintenance is needed, please advise the Chairman of the Trustees at the earliest opportunity.

The Custodian is NOT responsible for:

Cleaning/organizing the office storage closet.
Cleaning Sunday School classrooms, other than as already specified.
Cleaning desks/tables in the offices.
Changing/replacing light bulbs or tubes.
Cleaning any of the storage rooms.
Cleaning the refrigerator/microwave.
Checking or maintaining fire extinguishers.
Checking or maintaining heater/AC filters.
Cleaning or maintaining the grounds surrounding the church buildings.
Snow removal from walks/parking area.
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This is a working document subject to continued development


	Service
	Company
	Phone Numbers
	E-Mail and/or Website

	Alarm Service
	Jade Alarm CO
	Phone: 816-333-5233 
Fax: 816-444-2626
	jadefax@kc.rr.com
http://www.jadealarm.com/ 
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This is a working description subject to significant continued development – comments and feedback from the membership are encouraged

A. A collection of tithes and offerings will normally be taken at the Sunday morning worship service of the church. However, this will not preclude special offerings being collected at any service as circumstances dictate.

B. In order to fully comply with IRS regulations, offering envelopes will be made available to the members and attendees, and they will be encouraged in their use. In addition, envelopes will also be made available for any special collections, to ensure that the church is in compliance with contributor desires to the maximum extent possible.

C. Tithes and offerings, when given to Hope Fellowship Church, become the property of Hope Fellowship Church, and shall not be subject to return to the giver.

D. It is the policy of Hope Fellowship Church that designating funds for a specific purpose shall be considered suggestions only, and are not binding. The church body (or designees) may elect to change the proposed use of designated funds as outlined below.

1. If the amount available in the general fund becomes insufficient to pay routine bills, money may be transferred from a designated account (e.g. building fund, mortgage fund, savings account, etc) in accordance with the following schedule.

a. $100 or less: church treasurer may transfer on his/her own authority.
b. $101 - $500: requires approval of the Advisory Board.
c. $501 or greater: requires approval of the church body. 

2. The church as a whole may also decide to change the use of special funds. For instance, if an amount of money had been given to a building fund, but the Church determines that God is leading to rent property rather than buy and build, the Church may elect to utilize the monies in the building fund for that purpose.



E. Counting Procedures

1. At the end of the worship service, at least two persons will carry the offering into the church office to begin counting procedures.

2. The offering will be counted by the designated counters and entered into the computer database.

3. All envelopes will be retained and secured for filing by the church treasurer.

4. Designated counters will include the deacons and other individuals from the church who have been selected and trained.

5. To the maximum extent possible, the counters shall be rotated each week, so that no one person is able to discern giving patterns of any of the members.

E. The monies collected will be deposited into the bank as soon as practicable, using the night depository.

F. A record of all contributions made by individuals will be maintained by the financial secretary. The annual record of contributions will be provided to each individual as soon as possible after the end of the calendar year.

This list of actions was taken from another church’s P&P manual….might warrant consideration for addition to Financial Clerk responsibilities in the Constitution

· To post contribution records in the computer each week after the Counting committee has counted the offerings then file the empty envelopes for three years. 
· To make labels for offering envelopes for all contributors for the new year by December 15th and arrange for pick up by individuals. 
· To send statements of giving records for previous year for tax purposes by January 31st and arrange for pickup or mail. 
· To run a recap or summary of money for Accountant and fax to her. 
· To order offering envelopes by April 1st each year to receive discount. 
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HOPE FELLOWSHIP CHURCH CASH RESERVES (CR) POLICY

1. PURPOSE

a. The purpose of the Cash Reserves (CR) policy for Hope Fellowship Church (HFC) is to ensure Christ based fulfillment of the HFC mission through sustained and continuing ministry and missions programs. The CR policy will be implemented in concert with the other governance and financial polices of HFC and is intended to support the goals and strategies contained in these related policies and in strategic and operational plans.

b. The specially designated CR funds addressed within this policy support this purpose by providing resources above annual budgeted programs and requirements. The focus areas supported by the designated CR funds ensure the stability of the HFC mission and ministries, ensure resourcing for employment commitments to ministerial and administrative staff, sustain ongoing operations of the organization and provide for organizational emerging priorities such as unplanned building repair, planned building improvement, missions/ministries program expansion opportunities, and other capacity building requirements.

c. The remainder of the CR policy shall stipulate the minimum and maximum funding amounts for the Operating Reserve Fund (ORF) and the Capital Reserve Fund (CRF). 

2. DEFINITIONS AND POLICY GUIDANCE FOR INDIVIDUAL CR FUNDS

a. Operating Reserve Fund (ORF)

(1) The ORF is a designated amount of general fund assets established by the HFC Membership to ensure that adequate cash is on hand in the Church’s operating accounts to allow monthly operations to proceed, even if the monthly income is exceeded by the monthly expenses over a short term basis. The ORF provides an internal source of funds to ensure the operational needs of the Church and Church body are met as well as ensure the uninterrupted care and support of ministerial and administrative staff. This includes items such as a sudden increase in expenses, one-time unbudgeted expenses, and/or unanticipated loss or fluctuation in giving. The ORF may also be used for one-time, nonrecurring expenses that directly relate to the HFC mission. The ORF is not intended to replace a permanent loss of funds or eliminate an ongoing budget gap. It is the intention of HFC for the ORF to be used as necessary, but also be monitored and reported when monthly operating costs are being resourced from the ORF. The ORF policy will be implemented in concert with the Constitution and By-Laws of HFC and is intended to support the goals and strategies contained in the policies of HFC.

(2) The ORF accounts for historical low periods in cash fluctuation that stressed the ability of HFC to meet its monthly operating costs that includes all recurring, predictable expenses such as; (1) missions and ministries support and resourcing, (2) ministerial and staff salaries and benefits, and (3) building maintenance and monthly utilities. The amount of the ORF will be calculated each year after approval of the annual budget by the Finance Team (reference By-Laws Para 1.3.9). The maximum for this fund shall be an amount no more than 10% of the approved annual budget. Once determined, the ORF target maximum will be brought forward for discussion at the Winter Advisory Board (first in calendar year), and then presented as a proposal to the membership at the Winter Business Meeting. Once approved by the membership status of the ORF will be reported quarterly in the financial report. There is no minimum amount for this fund. However, if monthly expenses are being paid from the ORF, the Finance Team and Advisory Board will closely track giving versus need and alert the Membership as the ORF approaches 5% of the annual budget. 

(3) Normally, expenditures from this fund will be under the control of the Treasurer and the Advisory Board. Membership approval is required to use cash assets from the ORF for any reason other than the current operations of the Church (ie, use of the ORF assets for a major, one time additional expense). 

b. Capital Reserve Fund (CRF)

(1) The CRF provides funds for planned and unplanned capital improvements and deferred maintenance of the Church grounds. The CRF provides a ready source of funds for repair or acquisition of assets necessary for the effective operation of the HFC mission and ministry programs. The CRF is not for normal scheduled or unscheduled maintenance, which are included in the annual budget of the Church. Expenditures from this fund are to be for prioritized projects recommended by the Trustees and approved by the Membership. 

(2) The amount of the CRF target minimum will be calculated each year by the Trustees based on known or estimated future capital improvements, repairs and other needs. Once determined, the CRF target minimum will be brought forward for discussion at the Winter Advisory Board (first in calendar year), and then presented as a proposal to the Membership at the Winter Business Meeting. The posture of this fund and funding requirements shall be reported quarterly to the Membership. The Trustees have approval for expenditures up to $1000 for requirements consistent with the purpose of this fund. Membership approval is required to access this fund for known or anticipated expenditures greater than $1000 unless authority is released to the Trustees by the Membership. There shall be no maximum limit for this fund. 

3. FUNDING OF THE CASH RESERVE FUNDS

a. The ORF will be maintained as a means to monitor the minimum safe balance of the “General Fund” cash accounts. If the ORF approaches 5% of the annual budget, the Advisory Board will appeal to the Membership and Congregation through a designated capital campaign or similar appeal to restore the ORF to a higher balance not to exceed the 10% of the annual budget.

b. The CRF will be funded by setting aside funds received from any capital campaigns or similar appeals. The Membership may from time to time direct that a specific source of revenue be set aside for the CRF. Examples could include one-time gifts or bequests, special grants, or special appeals.

4. ACCOUNTING FOR RESERVES

a. Each of the CR funds will be recorded in the financial records as Member Designated [XXX] fund. Each fund will be funded and available in cash or cash equivalent funds. The ORF will be commingled with the “General Fund” cash accounts of HFC to provide ready and available access according to the purpose of the ORF. The CRF will be maintained in a segregated bank account, savings account or investment fund that allows reasonable and timely access as required and according to the purpose of the CRF. 

b. The status of each CR fund will be reviewed at the quarterly Advisory Board and reported to the Membership at the Quarterly Business Meeting using the following approach:

(1) The Finance Team will review the posture of the “General Fund” and “Cash Reserve Funds”  versus designated target funding; 
a. ORF (max is 10% of annual budget; concern is approaching 5% of annual budget remaining in general fund)
b. CRF (based on known or anticipated costs; reviewed and refined quarterly).
(2) The Finance Team will report the posture of each CR fund during the quarterly Advisory Board meeting.
(3) The Advisory Board will prioritize excess “General Fund” assets above targeted maximum amount of the ORF to the following priorities on a quarterly basis:
(a) Unforeseen and unbudgeted significant operating expenses.
(b) Contribution to and resourcing of the CRF based on quarterly review.
(c) Unforeseen opportunities directly tied to ministry, missions and the mission of the church.
(d) Additional payments towards major debt or obligations in support of other opportunities such as a “Mortgage Capital Campaign Fund” drive.

5. USE OF RESERVES

a. Use of the CR funds requires two steps:

(1) Authority to use CR funds.

(a) The Treasurer and Finance Team have the authority to use funds protected by the ORF to support weekly and monthly normal operating expenses. Use of these cash assets protected by the established ORF max/min amounts requires close monitoring and analysis of the reason(s) for the budget deficit and declining posture of the general fund (lower giving period, loss of major giving family or families, etc). If the ORF approaches 5% of the annual budget remaining, the Advisory Board shall present to the Membership a proposed plan-of-action to strengthen the ORF to an amount not to exceed the designated maximum in the interests of continued operations during the current budget year. 

(b) Use of the CRF fund requires verification of approved priorities, reporting of planned or unplanned expenditures to the Membership and evaluation of the time period that the funds will be required and replenished (as appropriate). The Trustees have approval for expenditures up to $1000 for requirements consistent with the purpose of this fund. Membership approval is required to access this fund for known or anticipated expenditures greater than $1000 unless authority is released to the Trustees by the Membership.

b. Reporting and monitoring  -- The Treasurer and/or Finance Team is responsible for ensuring that the CR Funds are maintained and used only as described in this policy. Upon approval for the use of CR funds, the Treasurer and/or Finance Team will maintain records of the use of funds and plan for replenishment (as appropriate). 

6. RELATIONSHIP TO OTHER POLICIES

The Advisory Board shall maintain the following board-approved policies, which may contain provisions that affect the creation, sufficiency, and management of the CR funds.

7. REVIEW OF POLICY

This policy will be reviewed every other year, at minimum, by the Finance Team, or sooner if warranted by internal or external events or changes. Changes to the Policy will be recommended by the Finance Team to the Advisory Board and approved by the Membership. 
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	Title: Current Advisory Board Members and Ministry Team Leaders

	Date Established: annually
	Responsible for Maintenance and Updating:  Senior Pastor and Board of Deacons

	Last Reviewed: 26 Jan 2016
	



	Senior Pastor
	Dr. Dennis Dewey
	

	Associate/Youth Pastor
	Pastor Jordan Bradley
	

	Director of Children’s Ministries
	Rebekah Canales, hired effective April 1, 2015
	

	Elected Officers

	Board of Deacons
	3-yr term; 2-term limit (reference By-Laws para 2.1)

	  Deacon (Chair)
	Andy Nocks
	2nd Term (2016-2018)

	  Deacon (Member, Youth Ministries Team)
	Curt Myers
	2nd Term (2015-2017)

	  Deacon (Chair, Adult Education)
	Chris Anthony
	1st Term (2014-2016)

	  Deacon (Member, Children’s Ministries Team)
	Kip Sloan 
	1st Term (2015-2017)

	Board of Trustees
	2-yr term; 2-term limit (reference By-Laws para 2.2)

	  Chair
	Mike Barnhart
	2nd Term (2016-2017)

	  Trustee
	Nick Cole
	2nd Term (2016-2017)

	  Trustee
	Jim Bales
	1st Term (2015-2016)

	  Trustee
	Paul LaVine
	1st Term (2015-2016)

	Clerk
	2-yr term; 2-term limit (reference By-Laws para 2.3)

	
	Cindy Helton
	2nd Term (2015-2016)

	Treasurer
	2-yr term; 3-term limit (reference By-Laws para 2.4)

	
	Trisha Cook
	2nd Term (2016-2017)

	Financial Secretary
	2-yr term; 3-term limit (reference By-Laws para 2.5)

	
	Norma Wehner
	1st Term (2015-2016)

	Coordinator of Women’s Ministries
	2-yr term; 2-term limit (reference By-Laws para 2.6)

	
	Jenn Anthony
	1st Term (2015-2016)

	Boards, Teams and Committees

	Advisory Board
	Consist of Ministerial Staff, Deacons, Trustees, Clerk, Treasurer, Coordinator for Women’s Ministries and one Board Member Large for each fifty members or fraction thereof.

	Board Members at Large
	1-yr term; 2-term limit (reference By-Laws para 3.1)

	
	Jeff Claunch
	2nd Term (2016)

	
	Nancy Cloud
	1st Term (2016)

	
	Dennis Price
	2nd Term (2016)

	Music Ministries Team
	Any member may serve as chair; 1-yr term; can be re-elected annually (reference By-Laws para 3.2)

	
	Terra Price
	

	Worship & Special Services Team
	Any member may serve as chair; 1-yr term; can be re-elected annually (reference By-Laws para 3.3)

	
	Church Staff
	

	Outreach Team
	Elected form advisory board for 1-yr term; can be re-elected annually (reference By-Laws para 3.4)

	
	Dennis Price
	2nd Term (2016)

	Missions and Community Ministries Team
	Elected form advisory board for 1-yr term; can be re-elected annually (reference By-Laws para 3.5)

	
	Nancy Cloud
	1st term (2016)

	Adult Education and Small Groups Team
	Deacon is Chair for 1-yr term; can be re-elected annually (reference By-Laws para 3.6)

	
	Chris Anthony
	1st term (2015)

	Youth Ministries Team
	Youth Pastor is Chair; otherwise elected form advisory board for 1-yr term; can be re-elected annually (reference By-Laws para 3.7)

	
	Pastor Jordan
	indefinite

	Children’s Ministries Team
	Director of Children’s Ministries is Chair; otherwise elected form advisory board for 1-yr term; can be re-elected annually (reference By-Laws para 3.8)

	
	Rebekah Canales
	indefinite

	Finance Team
	Treasurer is Chair (reference By-Laws para 3.9)

	
	Trisha Cook
	While serving

	Technology Team
	Any member may serve as chair; 1-yr term; can be re-elected annually (reference By-Laws para 3.10)

	
	Nick Cole
	2nd Term (2016)

	[2016] Nominating Committee
	Any active church member may serve on the nominating committee; serve for the entire year of election (reference By-Laws para 3.11)

	
	Wehner, Dan
	

	
	Chapman, Francy
	

	
	Claunch, Jeff
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[2015] ADVISORY BOARD

	Office
	Incumbent
	Terms Allowed
	Terms Served
	Term Length
	Term Expires

	Deacons
	Chris Anthony
	2
	1
	3-years
	2016

	
	Curt Myers
	2
	2
	3-years
	2017

	
	Andy Nocks
	2
	1
	3-years
	2015

	
	Kip Sloan
	2
	1
	3-years
	2017

	Trustees
	Jim Bales
	2
	1
	2-years
	2016

	
	Paul Levine
	2
	1
	2-years
	2016

	
	Nick Cole
	2
	1
	2-years
	2015

	
	Mike Barnhart
	2
	1
	2-years
	2015

	Treasurer
	Trisha Cook
	3
	1
	2-years
			2015

	Financial Secretary
	Norma Wehner
	3
	1
	2-years
	2016

	Clerk
	Cindy Helton
	2
	2
	2-years
	2016

	Coordinator for Women’s Ministries
	Jen Anthony
	2
	1
	2-years
	2016

	Board Member at Large
	Jeff Claunch
	2
	1
	1-year
	2015

	
	Katelin Duffie
	2
	1
	1-year
	2015

	
	Dennis Price
	2
	1
	1-year
	2015



[2015] POSITIONS FOR ELECTION

Deacon (1)			____________________		_____________________

	 			____________________		_____________________

Trustees (2)			____________________		_____________________

	 			____________________		_____________________

Treasurer (1)			____________________		_____________________

Board Member		____________________		_____________________
at Large (3)			
____________________		_____________________
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In order to maintain privacy of personal information this part of the P&P manual is maintained and controlled by the Senior Pastor and Board of Deacons.

A hard-copy is maintained in the master HFC P&P Manual binder located in the Secretary’s office.
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Information Sharing and Dissemination Phone Tree 		


In order to maintain privacy of personal information this part of the P&P manual is maintained and controlled by the Senior Pastor and Board of Deacons.

A hard-copy is maintained in the master HFC P&P Manual binder located in the Secretary’s office.
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CHILD AND YOUTH
ABUSE PREVENTION PROGRAM

HOPE FELLOWSHIP CHURCH
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To help protect children, HOPE FELLOWSHIP has adopted the following Child and Youth Abuse Prevention Program. It is important that all HOPE FELLOWSHIP paid staff and volunteers understand and implement these guidelines to help prevent abuse against children.
The following includes the Purpose and Definitions for these guidelines, the outlines of  protection and Prevention, and an Acknowledgement to be signed by those people working with
children.

Purpose

These procedures are designed to reduce the risk of abuse in order to:

• Provide a safe and secure environment for children, youth, adults, members, volunteers,
visitors, and paid staff.
• Assist HOPE FELLOWSHIP in evaluating a person's suitability to supervise, oversee,
and/or exert control over the activities of children and youth.
• Satisfy the concerns of parents and staff members with a screening process for paid staff
and volunteers.
• Provide steps to respond to alleged victims of abuse and their families, as well as the
alleged perpetrator.
• Provide steps to respond to misconduct or allegations of misconduct by adults who work
with youth and children
• Reduce the possibility of false accusations of abuse made against volunteers and paid
staff.

Definitions

The following terms used herein are defined as follows:

Paid Staff: Any pastor, minister, preacher, cleric, or employee who is paid.

Children/Youth/Minor: Any person who has not reached his/her 18th birthday or the age of majority as defined by state law.

Adult: Any person who has reached his/her 18th birthday or as defined by state law.

Volunteer: Any unpaid person engaged in or involved in activities and who is entrusted with the care and supervision of minors or a person who directly oversees and/or exerts control or oversight over minors or adults.

Abuse: As defined by the Revised Statutes in the State of Missouri [RSMO 210.110 pertaining to child protection] "abuse" is any physical injury, sexual abuse, or emotional abuse inflicted on a child other than by accidental means by those responsible for a child's care, custody, and control, except that discipline including spanking, administered in a reasonable manner, shall not be construed to be abuse.

Some examples of Child Sexual Abuse may include, but are not limited to:

▪ engaging in intercourse with a person under the age of consent
▪ any oral, genital or anal penetration
▪ prostitution or other form of sexual exploitation
▪ sexual touching, fondling, assault, or other intimate physical contact
▪ compelling, threatening, or encouraging a minor to engage in a sexual act
▪ providing or displaying pornographic materials to a minor
▪ allowing an underage person to witness sexual activity
▪ exhibitionism
▪ unwelcome sexual remarks, jokes, advances, leering, whistling, or sexual gestures
▪ obscene phone calls or messages

Some examples of Child Emotional Abuse may include subjecting a child
to harmful verbal and nonverbal behaviors, such as:

▪ rejecting, ignoring, displaying a cold and indifferent attitude towards him or her
▪ degrading communication, belittling, blaming, scapegoating
▪ humiliating or threatening conduct
▪ bullying

Neglect: As defined by the Revised Statutes in the State of Missouri [RSMO 210.110(12)
pertaining to child protection] "neglect" is failure to provide, by those responsible for the
care, custody, and control of the child, that proper or necessary support, education as
required by law, nutrition or medical, surgical, or any other care necessary for the child's
well being.
 
Child Abuse and Neglect Hotline (CA/NU Hotline): The Missouri Child Abuse and Neglect Hotline (1-800-392-3738) accepts confidential reports of suspected child abuse, neglect or exploitation. Reports are received by the Missouri Division of Family Services via a toll free 24-hour hotline. The hotline telephone number is 1-800-392-3738; the text number is 1-800-669-8689. For calls made from outside Missouri the number is 1-573-751-3448.

Mandated Reporters: Missouri law requires the following individuals who who have reasonable cause to suspect child abuse to report it: (1) Teachers, principals, and other school officials; (2) Health care professionals; (3) Mental health professionals; (4) Social workers; (5) Day care/child care workers; (6) Law enforcement officials; (8) Ministers; (9) Other persons with responsibility for care of children. Whenever such person is required to make a report in his or her official capacity, the person in charge (or a designated agent) shall be notified immediately. That person in charge (or a designated agent) shall then become responsible for immediately making or causing such report to be made to the Division of Family Services. This does not preclude any person from reporting abuse or neglect directly to DFS. (RSMo 210.110, RSMo 2110.115, RSMo 352.400)

Permissive Reporters: Permissive Reporters are not required to report abuse but may do so if they have reasonable cause to suspect that a child has been or may be subjected to abuse or neglect, or observes a child under conditions or circumstances which would reasonably result in
abuse or neglect. Examples of permissive reporters include friends, relatives, or neighbors
who do not otherwise qualify as Mandated Reporters. (RSMo 210.115)
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Volunteer and Employee Screening Procedures

The following screening procedures are to be used with paid staff and volunteers who are entrusted with the care and supervision of minors or a person who directly oversees and/or  exerts control or oversight over minors. All information collected should be maintained in  confidence.

1. Employment Application and Volunteer Application: Any paid staff and volunteers who
will work with a minor must complete the Employment Application and/or the Volunteer Application. The release statement attached to the Application must be signed by the individual completing the Application to apply for and qualify for service.

Our Employment Application includes questions regarding:

• Current and previous residence addresses.
• Current and previous employment, including addresses, dates, duties, titles and reasons
for leaving.
• Names and addresses of schools attended and degree(s) earned.
• References from previous employers and organizations that serve children.
• Pending criminal charges (where not prohibited by state law).
• Criminal history information.
• Driving record for those whose responsibilities include transportation of minors.
Our Volunteer Application includes questions regarding:
• Current address.
• Volunteer experience.
• Criminal history information.
• Driving record for those who volunteer to transport minors.
• Personal references.

Applications include a statement, which the applicant should acknowledge in writing, certifying that statements provided in the application are true and complete, and any misrepresentation or omission may be grounds for rejection of the applicant or for dismissal if he or she is employed. This statement authorizes HOPE FELLOWSHIP to contact any individual or organization listed in the application.

2. Application Review: A paid staff member shall review all statements made in the application, paying specific attention to any gaps in time and irregular employment patterns or unexplained absence. Pursue these gaps with employers listed and in a subsequent interview.

3. Interviews: A paid staff member accompanied by another HOPE FELLOWSHIP
representative will conduct interviews with qualified applicants. If detrimental information is
uncovered but the applicant remains desirable, discuss this information with the applicant. In
the event the applicant is ultimately hired or accepted as a volunteer, document the reasons
for overriding the prior information.

4. Reference & Employment Verification: For Paid Staff Applicants - Contact all listed references and employers for paid staff. Inquire as to the reason the applicant left and ask for any information that might help determine the applicant's suitability for the position. If a response is not received within a reasonable period of time, follow up and keep notes.
For Volunteer Applicants - Contact all listed references for volunteers. Contact each of the volunteer applicant's references and ask for any information that might help determine the applicant's suitability for the position. If a response is not received within a reasonable period of time, follow up and keep notes.

5. Criminal Background Check: HOPE FELLOWSHIP will conduct a criminal background check on all paid staff and volunteers who are entrusted with the care and supervision of minors or a person who directly oversees and/or exerts control or oversight over minors. All criminal background checks will be updated every other year.

6. Six-Month Rule: All volunteers will be required to have been a regular attender of worship services at HOPE FELLOWSHIP for at least six months, and an active participant in at least one adult spiritual growth activity (Sunday School, Wednesday night Bible study, small group, etc.) for a minimum of 3 months. Any exceptions must be approved by the Senior Pastor upon recommendation of the Youth Pastor and/or Children's Ministry Director. All volunteers must have reviewed and signed the Child and Youth Abuse Prevention Program.

Confidentiality

Information obtained through the screening, application, reference check, interview, and criminal background check will be kept in confidence, unless otherwise required by law. All information discovered or obtained through the above‑referenced means will be kept in a secure location  and access to it will be restricted. These materials will be sealed and archived.

Disqualification

No person may be entrusted with the care and supervision of minors or may directly oversee and/or exert control or oversight over minors who has been convicted of the offenses outlined below, been on a probated sentence or received deferred adjudication for any offense outlined below, or has presently pending any criminal charges for any offense outlined below until a determination of guilt or innocence has been made, including any person who is presently on deferred adjudication. 

The following offenses disqualify a person from care, supervision, control, or oversight of minors:

· Any offense against minors as defined by federal or state law, or municipal ordinance.
· A misdemeanor or felony offense as defined by state law that is classified as sexual assault,
· sexual misconduct, indecency with a minor or adult, assault of a minor or adult, injury to a
· minor or adult, abandoning or endangering a minor, sexual performance with a minor or
· adult, possession or promoting pornography, enticing a minor, contributing to the
· delinquency of a minor, bigamy, incest, drug‑related offenses, or family violence.
· A prior criminal history of an offense against minors.
· A prior criminal history of other serious offenses will be considered on a case by case basis.

Sexual Offender at HOPE FELLOWSHIP

HOPE FELLOWSHIP may allow a person known to be a sexual offender to remain or become a member of the congregation but that person must adhere to specific guidelines:

1. Protecting the children and youth of HOPE FELLOWSHIP must be our top priority. Therefore, the identity of any known sexual offender will be disclosed to the congregation.
2. A known sexual offender cannot participate in any of the child or youth programs in any way.
3. A known sexual offender shall never be permitted alone in the presence of minors inside the church building, on church property, or at any church sponsored activity or event. The offender must immediately vacate the room or leave the area when unaccompanied minors are present.

Behavioral Guidelines for Paid Staff & Volunteers

· All volunteers and paid staff will observe the following guidelines:
· Always be mindful of their duty to serve as positive Christian role models and strive to keep their personal lives unsullied.
· Never consume alcoholic beverages or use tobacco products in the presence of minors at any HOPE FELLOWSHIP sponsored children's or youth activity.
· Never provide alcoholic beverages, tobacco, drugs, contraband, or anything that is prohibited by law to minors.
· Never use uncivil, coarse or profane language in the presence of minors at any HOPE FELLOWSHIP sponsored children’s or youth activity.
· Never post, record, or display offensive materials or comments on the internet. 
· Maintain clear and appropriate boundaries in supervising, leading, teaching, and mentoring minors. Avoid even the appearance of inappropriate conduct or relationships
· with minors.
· If you recognize an inappropriate relationship may be developing between a minor and adult, notify the appropriate ministry leader immediately so that steps may be taken to protect both the minor and the adult. It is imperative that we hold each other accountable.
· Avoid any physical contact which may be interpreted as inappropriate touching of minors. All touching shall be based on the needs of the individual being touched, not on the needs or desires of the volunteer or paid staff.
· In the event a minor initiates physical contact and/or inappropriate touching, it is the adult's responsibility to inform the minor that such touching is inappropriate and complete an incident report.
· Never engage in physical discipline of a minor. Volunteers and paid staff shall not abuse minors in any way, including but not limited to physical abuse, verbal/mental abuse, emotional abuse, or sexual abuse of any kind.

Supervision Procedures

Unless an extenuating situation exists, the ministry leaders of HOPE FELLOWSHIP:

◦ Will have adequate number of screened and trained paid staff or volunteers present at events and activities involving minors. Supervision will increase in proportion to the risk of the activity.
◦ Will monitor facilities during activities involving children.
◦ To the extent possible, HOPE FELLOWSHIP events that are co-educational will have both male and female chaperones.
◦ Whenever possible, ensure that at least two paid staff or volunteers will be in the room when minors are present. Doors will be left fully open if one adult needs to leave the room temporarily and during arrival to the class or event before both adults are present.
◦ If one-on-one pastoral care is necessary, avoid meeting in isolated environments. When speaking with minors one-on-one, choose public settings where paid staff or volunteers are in sight of other people.
◦ Anyone who observes or has reason to suspect any possible abuse of a minor has occurred, or is about to occur, must take appropriate steps to immediately intervene and provide assistance.
◦ Any inappropriate conduct shall be reported to the proper authorities and the Senior Pastor of HOPE FELLOWSHIP for handling. (See the sections entitled "Response to Abuse or Allegations of Abuse" and "Response to Inappropriate Conduct or Allegations of Inappropriate Conduct".)

Travel Guidelines

For activities that take place away from HOPE FELLOWSHIP CHURCH property,
ministry leaders will:

Provide detailed information to parents and guardians regarding the trip.
Obtain written parental permission, including a signed medical treatment form and
emergency contacts, before taking minors on trips.
Verify that all drivers responsible for transporting minors (other than their own children) to
any event or activity possess a valid operator’s license and proof of motor vehicle insurance.
Avoid a staff member or volunteer transporting a minor alone in a vehicle. If unusual or
unplanned circumstances arise that may require such transportation, a parent or guardian will
be notified, if possible, prior to transporting the minor alone.
Encourage minors to use a "buddy system" whenever minors go on trips away from HOPE FELLOWSHIP property.
Screen all paid staff and volunteers and approve those individuals in advance for any
overnight activities.
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Response to Abuse or Allegations of Abuse

HOPE FELLOWSHIP will respond promptly to investigate any accusation of abuse. All accusations of abuse will be reported and documented on the Abuse Reporting Form. It is important to be appropriately respectful to the needs and feelings of those who allege abuse  and those who have been accused of abuse. When an act of abuse involving a minor is alleged, observed or suspected, the following guidelines should be followed:

1. Immediately report the incident to the senior pastor and appropriate authorities in accordance with the state mandatory reporting laws. The person calling the hotline should be prepared to provide the name of the child, the name of the parent(s), the name of the alleged abuser, and where the child can be located. 

These questions will also be asked by the hotline call-taker: 
· Is the child in a life-threatening situation now? 
· How do you know about the abuse? 
· Did you witness the abuse/neglect? 
· Were there other witnesses and how can they be contacted?

2. In the event that the senior pastor is the subject of the allegation, the deacon chair will be notified and assume responsibility for ensuring that an investigation is conducted.

3. If the alleged incident occurred on HOPE FELLOWSHIP property, involves a HOPE FELLOWSHIP paid staff member or volunteer, or took place at a HOPE FELLOWSHIP sponsored activity off-site, the Senior Pastor will notify the insurance carrier.

4. Cooperate with authorities and provide assistance when requested.

5. HOPE FELLOWSHIP may suspend (with pay for paid staff) the alleged offender while a confidential investigation is being conducted.

6. An official of HOPE FELLOWSHIP (and legal counsel or other consultants) may meet with the alleged perpetrator, the alleged victim, and any others with knowledge of relevant facts. However, care must be taken so as not to interfere with any on-going criminal investigation.

7. Regardless of the situation or outcome of the investigation, the HOPE FELLOWSHIP body must remain cognizant of our responsibility as Christians to minister to the needs of all parties involved and affected.

8. During the investigation, an official of HOPE FELLOWSHIP shall maintain contact with the alleged victim and his/her parents or legal guardian, and inform them of the actions taken and assist them in their process of healing.

9. The Senior Pastor, or his delegate (which may include legal counsel or other consultants) will keep the Deacons of HOPE FELLOWSHIP apprised of the status of the investigation and upon conclusion present a report on his final investigation, which will include findings and recommendations of actions.

10. After any required criminal investigation is complete, an official of HOPE FELLOWSHIP will meet with the alleged perpetrator and notify him/her of the results of the investigation and recommendations for actions. This meeting will be documented in writing and attached to the HOPE FELLOWSHIP Child and Youth Abuse Prevention Program (CYAPP) Incident Report.

11. An official of HOPE FELLOWSHIP will also meet with the alleged victim, along with his/her parents or guardians, and notify them of the results of the investigation and recommendations for actions. This meeting will also be documented in writing and attached to the Abuse Reporting Form.

12. All files pertaining to the completed investigation will be sealed and archived in a secure location.

13. The Senior Pastor (or his delegate) will assume responsibility for communicating with the insurance carrier, and/or any criminal and civil legal counsel representing HOPE FELLOWSHIP.

14. The Senior Pastor may designate a spokesperson to respond to media or prepare a  statement for the media, if the need should arise.

Response to Inappropriate Conduct or Allegations of Inappropriate Conduct
(Not Involving Abuse)

HOPE FELLOWSHIP ministry leaders will respond promptly to any accusation of inappropriate behavior involving paid staff or volunteers working with children and youth. It is important to be sensitive to the needs and feelings of those who allege misconduct, as well as those who have been accused of inappropriate conduct with minors. Establishing a process to receive and review allegations of inappropriate conduct is critical to maintaining spiritual discipline.

When inappropriate behavior of a volunteer or paid staff member is observed or suspected, the following guidelines should be followed:

1. Inappropriate behavior should be reported to the appropriate ministry director.

2. The ministry director receiving the report will document it and notify the Senior Pastor.

3. Depending on the seriousness of the allegations, the accused volunteer or paid staff member may be suspended from working with minors at the discretion of the appropriate ministry director or at the direction of the Senior Pastor.

4. The ministry director will arrange for a meeting with the Deacon Board to discuss the allegations. The accused will be invited to present his or her side of the story. Others with knowledge of the incident in question may also be interviewed at the Deacon Board's discretion. 

5. After reviewing the facts and careful deliberation, the Deacon Board and the ministry director will determine if any corrective action or policy changes are needed and notify the accused of their findings. The accused will be asked to sign the report acknowledging the outcome and
recommendations.

6. The results of the meeting will be documented on a HOPE FELLOWSHIP Child and Youth Abuse Prevention Program (CYAPP) Incident Report and archived. The person who originally reported the incident and the Senior Pastor will also be advised of the outcome.
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These guidelines have been designed to guide and assist you when working with minors. The information establishes general practices and guidelines and should not be construed in any  way  as a contract of employment or continued employment. HOPE FELLOWSHIP reserves the right to make changes in the content or application of this program and to implement those changes with or without notice.

The terms defined herein are defined for the purposes of the program and do not suppose or establish a legal relationship. These terms are not defined for the purposes of creating a legal relationship with the HOPE FELLOWSHIP or any related or associated entity and instead are to be used with this document.

I have received a copy of the HOPE FELLOWSHIP Child and Youth Abuse Prevention Program. I understand it is my responsibility to become familiar with and adhere to the information contained herein. I understand that these policies are the property of the HOPE FELLOWSHIP CHURCH.

______________________________________
Print Name

______________________________________
Signature

______________________________________
Date

______________________________________
Witness Signature

______________________________________
Date
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(To be completed by the Ministry Leader observing the incident or receiving the complaint)

Type of Complaint: ___Alleged/Suspected Abuse* ___ Alleged Inappropriate Conduct

Date(s) of Incident: ________________________ Time(s) of Incident: __________AM/PM
Exact Location of Incident: _______________________________________________________

Minor Involved (use reverse to list additional names):

Name: ______________________________________________________ Age: _______

Address: ______________________________________________________________________

Phone Number(s): ______________________________________________________________

Parent/Guardian of the Minor:

Name(s) ______________________________________________________________________

Address ______________________________________________________________________

Phone Number(s) _______________________________________________________________

Date & Time Parent/Guardian was notified and by whom: _______________________________

Witness Information(use reverse to list additional names):

Name(s) ______________________________________________________________________

Address ______________________________________________________________________

Phone Number(s) _______________________________________________________________

Person(s) Accused:

Name(s) ___________________________________________________ Age: _______

Address ______________________________________________________________________

Phone Number(s) _______________________________________________________________

Relationship to Minor(s) Involved: _________________________________________________

Details of the Incident (use reverse if necessary):



Notifications:

Date and Time Senior Pastor was notified: ___________________________________________

*If Abuse is suspected, were police and/or the Child Abuse Hotline notified? ____Y ____N

If so, list date, time and who was notified by whom: ___________________________________
Ministry Leader Signature: _______________________________________________________

Additional Minor Involved:

Name: ______________________________________________________ Age: _______

Address: ______________________________________________________________________

Phone Number(s): ______________________________________________________________

Parent/Guardian of the Minor:

Name(s) ______________________________________________________________________

Address ______________________________________________________________________

Phone Number(s) _______________________________________________________________

Date & Time Parent/Guardian was notified and by whom: _______________________________

Additional Witnesses:

Name(s) ______________________________________________________________________
Address ______________________________________________________________________

Phone Number(s) _______________________________________________________________

Additional Details of the Incident (continued from page 1):
____________________________________________________________________________

Post Investigation Summary:

[The Ministry Leader or Senior Pastor should indicate below all findings, obtain the accused signature (if possible)
acknowledging the outcome, and ensure this document is sealed and archived.]

Signature of Accused Date:___________________

Comments:
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Hope Soundboard and AV Procedures
26 January 2016
 (for questions call Andy Nocks – 816-805-5541)

These instructions are intended to assist a person with basic soundboard and projection system usage. If you follow these instructions you should be able to (1) use the microphone system, (2) use the projectors to display computer information to include (a) slide projection, (b) playing DVDs using the computer and (c) playing streaming videos from the internet (ie, Rightnow Media) and (3) play CDs using the CD player.

USING THE MICROPHONE SYSTEM

1 – get the soundboard key. The soundboard key hangs on the coat hooks behind the soundboard station. If the key is not there, there are more spares in the key box in the front office. 

2 – unlock the soundboard. Unlock the soundboard and open all the doors. There are small latches that are physically under the soundboard that you have to slip your finger in, release the latch and then you can open the front doors. Be careful when you open the top doors and be gentle when you lift them up and put them over the front edge of the soundboard. 

3 – turn on the soundboard. Once the case is open, under the left side of the soundboard are the amplifiers. There is one large green button towards the top right of the black components – this is the master power. Do not mess with anything else on this side of the soundboard.  

4 – prepare the microphones. The microphones and rechargeable batteries are kept in the bottom of the soundboard. There are eight batteries available. Simply put batteries in the microphones needed for the event or activity.

5 – open the soundboard channels required for use  and set the individual channel volumes. There are 21 channels on our soundboard and they are labeled at the top and bottom. The ones you should be most concerned with are (1) the colored markers that represent the respective remote microphone (#11-mint, #14-orange, #17-gray and #18-green), (2) the video channel (#16) that allows the DVD player to send its audio to the house speakers, (3) the CD Player channel (#23/24) that allows you to play CDs and (4) the computer audio (see instructions below). The diagram below pretty much lays out the controls for each individual channel.

[image: Soundboard Diagram.gif]

6 – use the microphones. (1) get the wireless microphones from inside the sound board, (2) put in the rechargeable batteries kept in the bottom area of the soundboard, (3) turn on the microphone (switch on bottom of microphone), (4) open the appropriate wireless microphone channel (color coded) (#11-mint, 14-orange, 17-gray and 18-green), (5) set the master volume at the top of the channel first – generally no more than set at the 12 o’clock position, then (6) use the slider volume at the bottom of the channel to make finesse adjustments to the volume.

USING THE PROJECTORS WITH THE COMPUTER SYSTEM

1 – get the soundboard key. The soundboard key hangs on the coat hooks behind the soundboard station. If the key is not there, there are more spares in the key box in the front office. 

2 – unlock the soundboard. Unlock the soundboard and open all the doors. There are small latches that are physically under the soundboard that you have to slip your finger in, release the latch and then you can open the front doors. Be careful when you open the top doors and be gentle when you lift them up and put them over the front edge of the soundboard. 

3 – turn on the soundboard (if you intend to use the computer to project audio to the house speaker system). Once the case is open, under the left side of the soundboard are the amplifiers. There is one large green button towards the top right of the black components – this is the master power. Do not mess with anything else on this side of the soundboard.  

4 – turn on projectors. There is a switch on the wall behind the soundboard. This must be turned on first! Once this switch is on, there are two actions necessary. 

· First, in the bottom right of the soundboard cabinet there is a projector router for the computer, DVD player and projector cabling. This component power is kept on so the computer can always be used. However, make the sure the power is on – you will see a green power indicator (the power switch) and other power indicators (red and lime green) to the right. Ensure Channel 1 is selected for computer projection and Channel 2 is selected for DVD player projection. 

· Second, the projectors should power up automatically when the wall switch is turned on, and also find the HDMI source input automatically. IMPORTANT – in the current setup the projectors will “mirror” whatever is displayed on the right computer monitor at the computer station. You can drag a “window” to the right screen or put a powerpoint presentation in [presentation mode] to check that the projectors are ready for operation. 

****If this does not happen you may need to select HDMI as the source. The projector remotes look like the one in the image below. The source button is to the top left of the remote. Simply point the remote at one projector at a time and press the input button until the HDMI source invocator shows at the bottom right of the screen****

[image: ]

These remotes set on the small shelf in the bottom right of the computer desk.

5 – access computer. First, you have to turn on the computer monitors. They will initially be in sleep mode which is evident by a white lite below the word SAMSUNG on each monitor. Find the monitor remote (in image above) which is kept in the bottom right of the computer desk and point in between both monitors. The remote controls both monitors so they both should turn on. At this point you should be able to log on the computer (left screen). The password to the computer is [ sanctuarypc ].  

9 – use computer for slides. Once the computer is up, (1) ensure the projectors are on, (2) set your slides as you want them on the left monitor, When you’re ready, select the presentation mode. The will cause the slides to display on the right computer monitor and simultaneously be display on the screens at the front of the sanctuary. When done, simply take the slides out of presentation mode.

If you want other things to be displayed from the computer to the front screens (ie, Internet Explorer for streaming video use), simply drag the window to the right computer monitor screen. You may have to use the window sizing command on most programs (the two overlapping boxes in the top right)….this takes the file from maximized to the current window to a view that allows you to move it within the window. When you have control of the file – drag it to the right screen and then (maximize) – it should then be presented on the front screen.

10 – use computer for streaming videos. Once the computer is up, (1) ensure the projectors are on, and (2) on the soundboard towards the top right, you will see a label that’s says Computer with an arrow toward a white control knob – turn this knob to provide audio from the computer to the house sound system (use this knob to adjust the volume as necessary), (3) Use Internet Explorer to access your web resource (ie, Youtube or Rightnow Media), (4) drag the Internet Explorer window to the right computer monitor and maximize to this monitor (you should see it on the front screens at this point), (5) play your streaming video as desired, (6) once complete select minimize and drag the Internet Explorer window back to the left computer monitor. **ensure you turn the computer volume knob back to full off position (counter clockwise) after use.
 
11 – play a DVD using the computer. 

Once the computer is up, (1) ensure the projectors are on, and (2) on the soundboard towards the top right, you will see a label that’s says Computer with an arrow toward a white control knob – turn this knob to provide audio from the computer to the house sound system (use this knob to adjust the volume as necessary), (3) insert your DVD in the computer CD/DVD tray, **this should initiate the computer’s DVD player program which should “pop-up” on one of the computer monitors, (4) drag the DVD player window to the right computer monitor and maximize to this monitor (you should see it on the front screens at this point), (5) play your DVD using the DVD player program as desired, (6) once complete select minimize and drag the Internet Explorer window back to the left computer monitor. **ensure you turn the computer volume knob back to full off position (counter clockwise) after use.

PLAY DVDs USING THE BLU-RAY DVD PLAYER

1 – play a DVD using the BLU-RAY player. (1) turn on the DVD player using the remote control – the DVD player is under soundboard on right side above the projector router….the remote control sits next to the DVD player….when on you will see a small white light on the top, front right corner of the DVD player, (2) change the projector router channel (indicated by a red light on the projector router….normally on channel 1 for computer projection, change to channel 2 for DVD use), (3) insert DVD – this is touchy – you have to touch the open/close selector on the top, front right of the DVD player, (4) use the DVD remote to manage the DVD selection and (5) open the DVD Player soundboard channel (16 – labeled Video) and adjust volume as necessary,  

PLAY CDs THROUGH HOUSE SPEAKER SYSTEM

1 – play a CD. (1) turn on the CD player – under soundboard on right side, (2) open the CD Player soundboard channel (23/24), and (3) adjust volume as necessary. 

The CD player has two main buttons – the CUE button and the PLAY > button. To move through tracks use the >> button. Once you are on the right track press the CUE button. When ready, press the PLAY > button.
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RECORD OF CHANGES TO CONSTITUTION AND BY-LAWS



January 26, 2016


FROM: 2013 Hope Fellowship Church (HFC) Advisory Board

TO: Current HFC Membership as of the Date of this Recommendation.

SUBJECT:  Proposed Changes and Additions to the HFC Constitution and By-Laws


In accordance with (IAW) the Constitution and By-Laws that govern Hope Fellowship Church, the 2013 Advisory Board respectfully submits the following proposed changes and additions to the HFC Constitution and By-Laws for consideration by the voting membership. 

Background – Several years ago after the Church went through the search process, selection and hiring of the Youth Pastor, the then serving Advisory Board documented this process for inclusion in the Constitution and By-Laws for future use and reference. However, this action was never formally completed.  As we initiated the process of developing the HFC Policy and Procedures Manual the advisory board felt it was appropriate to submit these previously developed recommended changes at this time.

References appropriate to this action:

· Constitution 	5.5  Revision of the Constitution – Changes or additions may be made to the Constitution at any regular or special business meeting of the Church by a 3/4 majority vote.  Proposed changes or additions shall be submitted to the members in writing at least one month prior to such a meeting.
· By-Laws 		4.2.4  Quorum – A quorum for all business meetings shall be 30% of all eligible voters.  Eligible voters shall be active resident members of the Church who are 16 years of age or older.
· By-Laws 		5.0  Revision of the By-Laws – Changes or additions may be made to the Bylaws at any regular or special business meeting of the Church by a majority vote.

Proposals are as follows:

CONSTITUTION [Proposed Changes and Additions] 

As Currently Written:

[bookmark: C521]5.2  	Officers - The officers of the Church shall consist of the Pastor, Deacons, Trustees, Clerk, Treasurer, and Financial Secretary as provided for in the By-Laws.  Other officers may be designated by the Church as it deems necessary to effectively carry out the work of Christ.

		5.2.1  	Pastoral selection - The selection or dismissal of a Pastor will require an eighty (80) % majority vote, and shall take place only at a meeting called for that purpose.  The selection of a Pastor shall follow the procedures outlined within the Bylaws.
		
		5.2.2	Selection of officers - All officers shall be members of this Church in good standing and shall be elected by written ballot at the annual business meeting.  All officers shall assume office at the beginning of the fiscal year of the Church.  Resignations of officers shall be in writing to the Church and shall be submitted, if possible, at least once a month prior to the suggested termination date.  When vacancies occur during the year, a replacement will be elected for the remainder of term at the next business meeting.		
	Officers may be dismissed from office by a 2/3 majority vote at a regular or special business meeting.

Proposed Changes and Addition:

		5.2.1 [proposed change]     Ministerial Staff Selection Procedures - The selection of a Pastor or other ministerial staff members (ie, Director of Children’s Ministries, Worship Leader, etc) shall follow the procedures outlined within the By-Laws para 1.1 and 1.2.

		5.2.2 [proposed addition]    Ministerial Staff Dismissal Procedures - The dismissal of a Pastor or other ministerial staff members (ie, Director of Children’s Ministries, Worship Leader, etc) will require an eighty percent (80%) majority of the members present (subject to quorum requirements as defined in By-Laws para 4.2.4), and shall take place only at a special business meeting called for that single purpose. 

 		5.2.3 [change to para number and title] Selection/Dismissal of Officers – no change to current description.

BY-LAWS [Proposed Additions]

As Currently Written:

This is an addition under 1.0 Church Staff

Proposed Additions:

1. CHURCH STAFF

[no change] 	1.1 	The Pastor

[addition] 		1.2		Ministerial Staff Positions - As the need arises and after due consideration, the Advisory Board shall recommend to the voting membership the calling of ministerial staff to assist with the ministry of the church on a volunteer, part-time or full-time basis. Included in this recommendation shall be the qualifications, duties, tenure, general benefits, selection process and accountability of this individual. The vote for calling a ministerial staff person shall occur at a regular or specially called business meeting as determined by the Advisory Board.

	1.2.1   	Selection Procedures - When it becomes necessary to call a ministerial staff person, the voting membership shall select a Search Committee of five members, including the Senior Pastor. The Search Committee shall investigate the merits of each person under consideration in regard to personal character, education, and vocational experience record. A background check shall also be done. 

When a suitable candidate (or candidates) is/are found, the Search Committee shall then invite the candidate(s) to visit the church and participate in various activities which could include (but not be restricted to) the following:

a.    Any variety of social events to become better acquainted with the candidate(s).
b.    A period of examination of the candidate(s) by the Search Committee.  
c.    The candidate(s) sharing their testimony with the voting membership. 

The Search Committee will continue this process until they have narrowed the list of applicants to the single, most suitable and best qualified candidate. 

At this time, the Search Committee will formally provide their recommendation to the voting membership during a special business meeting called for this single purpose. Notice of this special business meeting and its specific purpose shall be given from the pulpit at least one Sunday prior to the scheduled meeting. 

In order to provide a degree of anonymity and facilitate a deliberate and formal counting of votes during this special business meeting, this vote shall proceed by written ballot. A vote of eighty percent (80%) of members present at this special business meeting shall be necessary to formally extend the call to the recommended candidate (subject to quorum requirements as defined in By-Laws para 4.2.4).

If approved by the majority as described above, the Search Committee on behalf of the voting membership will formally extend the call to service as part of the Hope Fellowship Church ministerial staff. 

If the applicant accepts this call to service, this concludes the Search Committee’s obligation and it shall be disbanded at this point. However, if for whatever reason the recommended candidate withdraws their application the Search Committee shall continue its duties until the ministerial staff position is filled.
	
	1.2.2 	Duties – Duties are to be as outlined in a job description approved by the congregation. Current job descriptions for serving ministerial staff positions are provided in the Hope Fellowship Policy and Procedures Manual, Working Draft, in Section 3 – Ministerial, Administrative and Support Staff (MASS).

	1.2.3	Tenure - Unless otherwise agreed upon, the tenure of ministerial staff positions shall be for an indefinite period.  When circumstances necessitate removal or withdraw from these positions by either the staff member or the church, a minimum of three-months by written notice shall be given. Any deviation from these procedures shall be by mutual consent.
	
	1.2.4	General Benefits - The salary and benefit package of the ministerial staff shall be reviewed annually by the Deacon Board, and they shall then make a recommendation to the voting membership.  Full-time staff shall be entitled to paid vacation as approved by the church.

1.3  	Adminstrative and Support Staff - As the need arises, the Advisory Board may recommend to the church the hiring of administrative and support staff, on a volunteer, part-time or full-time basis, to assist with the ministry of the church.  Included in this recommendation shall be the qualifications, duties, tenure, general benefits, selection process and accountability of this individual.

	1.3.1   	Selection Procedures - When it becomes necessary to call an administrative or support staff person, the serving Advisory Board will organize a Search Committee of three members, including the Chairman of the Trustees. The Search Committee shall investigate the merits of each person under consideration in regards to personal character, education, and vocational experience record. A background check shall also be done. 

When a suitable candidate (or candidates) is/are found, the Search Committee on behalf of the serving Advisory Board will formally provide their recommendation to the voting membership during any regularly schedule or special business meeting. 

A vote of eighty percent (80%) of members present at this special business meeting shall be necessary to formally extend the call to the recommended candidate (subject to quorum requirements as defined in By-Laws para 4.2.4).

If approved by the majority as described above, the Search Committee on behalf of the voting membership and Advisory Board will formally extend the call to service as part of the Hope Fellowship Church administrative or support staff. 

If the applicant accepts this call to service, this concludes the Search Committee’s obligation and it shall be disbanded at this point. However, if for whatever reason the recommended candidate withdraws their application the Search Committee shall continue its duties until the administrative or support staff position is filled.

	1.3.2 	Duties – Duties are to be as outlined in a job description approved by the congregation. Current job descriptions for serving administrative and support staff positions are provided in the Hope Fellowship Policy and Procedures Manual, Working Draft, in Section 3 – Ministerial, Administrative and Support Staff (MASS).

	1.3.3	Tenure – Unless otherwise agreed upon, the tenure of administrative or support staff positions shall be for an indefinite period.  When circumstances necessitate removal or withdraw from these positions by either the staff member or the church, a minimum of two weeks by written notice shall be given. Any deviation from these procedures shall be by mutual consent.
	
	1.3.4	General Benefits – The wage of the administrative and support staff shall be reviewed annually by the Advisory Board, and they shall then make a recommendation to the voting membership.  Full-time staff shall be entitled to paid vacation as approved by the church.


These proposed changes will be voted on at the next quarterly scheduled business meeting to occur in October 2013. Please review and be prepared to discuss and share your thoughts as appropriate at that time.

Thanks you for your time, consideration and support.


					In Christ and on Behalf of the 2013 Advisory Board,


					Andy Nocks
					Deacon
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Area to Be Evaluated

The pastor is effectively leading our church.

The pastor’s preaching style holds my interest.

The pastor’s sermons are Biblically based.

The pastor’s sermons are practical and useful.

1am able to understand his teaching.

I feel | am growing through his teaching.

The pastor provides encouragement and support.

The pastor is concerned about winning souls.
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The pastor encourages evangelism.

10

The pastor is effective when giving an invitation.

11

The pastor does a good job leading in Communion.

12

The pastor does a good job conducting baptisms.

13

The pastor does a good job conducting weddings.

14

The pastor does a good job conducting funerals.

15

The pastor participates when work is done.

16

The pastor is concerned about missions.

17

The pastor is active in the community.

18

The pastor is active in prospect and member visitation.

19

The pastor is active in hospital & nursing home visitation.

20

The pastor is active in visiting our shut-ins.

21

The pastor relates well to the senior adults.

22

The pastor relates well to the adults.

23

The pastor relates well to the youth.

24

The pastor relates well to the children.

25

The pastor is able to provide effective counsel.

26

The pastor works well with boards/committees.

27

The pastor is effective in organizing the church.

28

The pastor keeps the church family informed.

29

The pastor shares leadership with others.

30

The pastor deals constructively with conflict.

31

The pastor is a man of integrity.

32

Ifeel | can trust the pastor.

33

The pastor presents a professional appearance.

34

The pastor is hospitable and easy to approach.

35

The pastor appears to truly love this church family.

Please provide any specific comments or suggestions that might help the pastor become more effective on the back of this

evaluation - thank you for your time and support.
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Check gauge on fire extinguishers.
Clean heating & air conditioning fiters.
Check smoke detectors.

Check hardware on all doors.

Check all storage areas to insure they are
clean, shelves are not overloaded, and heavy
objects are stored on lower shelves.

Every 3 months 1sTQIR 2ND QTR 3RD QTR aTHQTR
Change heating & air conditioning fiters.
Check fuses/breakers.

Check all window frames and glass for cracks.

Check window screens.
Check caulking on windows.

Check and clean out outside drains.

Check all painted surfaces to see if scraping
and painting are in order.

Trim shrubs.

Every 6 months WINTER-SPRING SUMMER-FALL
Remove and clean out P-traps.
Inspect roof.

Clean out gutters.

Check weather stripping on doors and
windows.

Check all trees for dead branches.

Yearly

Check roof drains.

Termite inspection/treatment (outside.
contractor).

Fire extinguishers checked (outside
contractor).

Clean entire heating/air condition unit
Check receptacles.

Clean carpets.
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floor)
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-4 edlightthe channelis closed; whenthe red lightis out
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Channel Volume Adjustment (white sliderknob) -thisis
the finesse forvolume inthe individual channel. (1) get the
mastervolume at the top set first then 2) use this knob to
gofrom completelyoffto as loud s it can be based on
where the master volume is set.
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