
First Baptist Church 
 

Policies 
 

TABLE OF CONTENTS 
 

Policies 
A.   Personnel/Staff Policies 

1.   Employment 
a.   Pastoral Staff 
b.   Ministerial Staff 
c.   Support Staff 
d.   Contracted Labor and Services 

2.   Work Hours 
a.   Pastoral Staff 
b.   Other Full-Time Staff 
c.   Holidays 

3.   Absences 
a.   Sick Leave 
b.   Maternity Leave 
c.   Bereavement 
d.   Vacation 

4.   Evaluation 
5.   Termination 

a.   Pastoral Staff 
b.   Ministerial Staff 
c.   Support Staff 

6.   Compensation  
B.   Facilities, Furnishings and Equipment 

1.   Use of Space, Furnishings and Equipment 
2.   Weddings 
3.   Showers 

a.   Wedding 
b.   Baby 

4.   Funerals 
5.   Maintenance of Building and Grounds 
6.   Disposal of Property 
7.   Emergency Plans 

C.   Business and Financial Management  
1.   Budgeting 
2.   Accounting of Funds and Property 

a.   Collection and depositing money 
b.   Budgeted and non-budgeted funds 
c.   Tax-deductible contributions 
d.   Annual Audit 

3.   Investment of Funds 



4.   Purchasing 
a.   Authorization and process 
b.   Credit Cards 
c.   Charge Accounts 

5.   Banking 
a.   Safety Deposit Box 

6.   Fundraising 
7.   Records and Document Maintenance 
8.   Property and Liability Insurance 
9.   Business Meetings 

D.   Transportation 
1.   Van and Bus Usage 

E.   Family Ministry 
1.   General Policies 
2.   Teacher and Worker Requirements 
3.   Forms 
4.   Divorce/Separation/Custody/Visitation 
5.   Restroom Procedures 
6.   Appropriate Discipline 
7.   Physical Touch Policy (Caregiver to Child) 
8.   Physical Touch Policy (Child to Child) 
9.   Food/Drink Policies 
10.  Well Child Policies 
11.  Sick Child Response 
12.  Universal Precautions (Human Body Fluids) 
13.  Child Abuse Response Plan 
14.  Caring Response 
15.  Documentation 
16.  Confidentiality 



 
A. Personnel/Staff Policies 

The responsibility of maintaining personnel/staff policies shall be the duty of the pastor 
and/or the personnel committee. 
 
1. Employment 

The responsibility of hiring and/or terminating all personnel/staff shall be the duty of the 
church in accord with the recommendation of pastor, personnel committee, and/or church 
appointed special committee. 
 
 a. Pastoral Staff 

The pastor shall devote himself to prayer and the ministry of the Word (Acts 6:1-6) in 
order to shepherd the flock of God entrusted to him (1 Peter 5:1-4) so that he may present every 
member mature in Christ (Colossians 1:28-29). The pastor shall engage in pastoral care and 
provide administrative leadership in all areas of church life and function to perform its tasks as a 
New Testament church. 
 

A pastor shall be chosen and called by the church whenever a vacancy occurs. It is a full-
time position. 
 

The selection process begins with a church business meeting in which plans are made for 
establishing a pastor selection committee. The makeup of the committee in regard to the number 
of members, gender, age, and other qualifications shall be determined. Giving at least one week’s 
notice, a date will be set for a business meeting to elect the pastor selection committee. 
Nominations of committee members and voting shall be done by church members writing 
proposed pastor selection committee members’ names on a secret ballot. The number of names 
written will be up to the number of members to be on the selection committee. Those receiving 
the most votes shall become members for the pastor selection committee. Deacons shall count 
the votes and announce the results after securing acceptance to serve from those with the most 
votes. 
 

The committee shall elect its own chairman. It shall seek and evaluate applicants. The 
committee shall bring to the consideration of the church only one candidate at a time. Prior to 
recommending an applicant to the church, background and credit checks shall be conducted on 
the applicant. Election shall be by secret ballot, an affirmative vote of 80% of those present being 
necessary for a choice. 
 

The qualifications, supervision, and duties of the pastor are more completely set forth in 
the job description for such office as set forth in the Church Handbook. 
 
 b. Ministerial Staff 

Ministerial staff shall be called and employed as the church determines the need for such 
offices. A job description shall be written when the need for a staff member is determined and 
such job description shall be a part of the Church Handbook. Those staff members of whom the 
church requires evidence of a personal call of God to minister shall be recommended to the 



church by a selection committee selected by the church members and called church action. The 
selection process shall be the same as described for a pastor. 
 
 c. Support Staff 

Non-ministerial staff members shall be employed as the church determines the need for 
their services. The personnel committee has the authority to employ non-ministerial staff. As 
immediate supervisor of support staff, the pastor shall be involved in seeking, screening, 
interviewing, and he shall make recommendations for employment. A background check shall be 
conducted. 
 
 d. Contracted Labor and Services 

Labor and services shall be contracted as the church determines the need for their 
services. The committee descriptions outline what committees have authority to contract labor 
and services. Relevant committees and/or staff members shall make recommendations for 
employment. Appropriate checking shall be conducted. 
 
2. Work Hours 

The offices of the church will be open from 8:00 am to 12:00 pm and 1:00 pm to 4:00 
pm, Monday through Thursday and from 8:00 am to 12:00 pm on Fridays. It should be the goal 
of the staff to have someone in the church office at all times during these hours. If the secretary 
is out of the office, if possible, other church staff or volunteers shall be secured to maintain the 
office in the secretary’s absence. 
 

The doors of the church building will be unlocked at least thirty minutes before scheduled 
events and then locked following their conclusion. 
 
 a. Pastoral Staff 

Pastoral staff should maintain office hours as regularly as possible. The secretary should 
be informed of their location when they are not in the office and how to contact them. Pastoral 
staff should take a regularly scheduled day off each week. 
 
 b. Other Full-Time Staff 

Other full-time staff should try to maintain office hours in keeping with the scope of their 
job descriptions. 
 
 c. Holidays 

The church offices will be closed to observe the following holidays: 
New Year’s Day, Memorial Day, Independence Day, Labor Day, Day before 
Thanksgiving, Thanksgiving Day, Day after Thanksgiving, Christmas Eve, 
Christmas Day 

 
If a holiday falls on Saturday, the holiday will be observed on the last working day before 

the holiday. If a holiday falls on a Sunday, the holiday will be observed on the first working day 
after the holiday. 
 
 



3. Absences 
It is understood that those compensated by this church will need to be absent from time to 

time. The desire of each staff member shall be to take seriously the stewardship of serving God 
in the context of this local church. The following categories represent common protocol, but 
under special circumstances, exceptions may be granted by the personnel committee according to 
the recommendation of the pastor. 
 
 a. Sick Leave 

Absence due to illness should be reported and recorded as soon as possible. Illness of a 
member of the immediate family may be classified as sick leave. For the purposes of these 
policies immediate family includes the employee’s spouse, children, parents, grandparents, 
grandchildren, brothers and sisters. Full-time employees will be allowed fourteen days of sick 
leave for each year from their date of hire. These days are non-accruing and have no cash value 
upon termination of employment. 
 
 b. Maternity Leave 

Absence due to pregnancy and childbirth will be allowed for female, full-time employees 
for up to three months. This leave will be without pay. 
 
 c. Bereavement 

Absence due to the death of an immediate family member will be allowed for full-time 
employees for up to three days away from work, with pay, to arrange and/or attend the funeral. 
Employees who require more than three days away from work may request an extension from 
the personnel committee. 
 
 d. Vacation 

Full-time employees will be granted vacation based on the following table: 
After full years of service: 
1-5 years  10 days 
6-10 years  15 days 
After 11 years  20 days 

 
The vacation year will be based on the employee’s date of hire. Vacation time that is 

unused by the employ within that year of service will not accrue and cannot be forfeited for 
additional pay. Vacations should be scheduled in such a way so as not to conflict with special 
pre-scheduled church events. Only one staff member should be absent at a time. 
 
4. Evaluation 

The purpose of evaluation is to give staff members reinforcement for things done well 
and information that may lead to improvements. The evaluation by the personnel committee is 
not a process to consider the staff member’s continued employment. 
 

Staff members shall be observed informally throughout the year by the pastor. 
Suggestions and reinforcement may occur throughout the work year. Each staff member will 
meet with the pastor, specifically for the evaluation, in June. Prior to the June evaluation by the 



pastor, each staff member shall conduct a self-evaluation. From that meeting the pastor may 
make recommendations to the personnel committee. 
 

The personnel committee shall meet each July with each staff member. The personnel 
committee chairperson will talk with the pastor to determine if he would prefer to meet with the 
committee before or/and during the evaluation session of staff members in order to serve as an 
advisor to the personnel committee as it carries out its task of evaluating other staff members. 
 

The staff member’s job description and the pastor’s evaluation shall be the basis of that 
meeting. It is recommended that the ministerial staff member maintain a calendar or log book of 
some kind that records activities related to his position with comments about quality and 
suggestions for improvement if the activity is to be repeated. Committee members may give the 
staff member written evaluation if they so choose. 
 

Following the evaluation session, committee members will determine if additional 
sessions are needed. If after additional sessions and consultation with the pastor, the committee 
believes an improvement plan is needed, one will be written specifying improvements, timelines, 
and assistance given to help the person improve. Should improvement not occur, the committee 
will make recommendations in accordance with the church bylaws. 
 
5. Termination 

The church or the employee may terminate employment at any time and for any reason. 
An exit interview may be conducted if deemed necessary by the personnel committee and/or the 
pastor. The exiting employee may also request an interview with the pastor. 
 
 a. Pastoral Staff 

The pastor may relinquish the office as pastor by giving at least two weeks’ notice during 
a church service. At which time, the resignation shall be submitted in writing and shall be filed 
with the church minutes. If a written resignation cannot be secured, a statement shall be written 
by the chairman of deacons and/or the church clerk to describe the oral resignation and it shall be 
filed with the minutes. There shall be no vote to accept a resignation. It will be announced in one 
or more church services after it occurs. Should a pastor resign and then withdraw a resignation 
for just cause, as determined by the personnel committee and deacons, the withdrawal shall be 
voted on in a business meeting. 
 

Should any accusation be made against the pastor, the instruction of 1 Timothy 5:19-21 
will be followed in its entirety.  
 

The church has the right to declare the office of pastor to be vacant. Such action shall 
take place at a meeting called for that purpose, of which at least one week’s public notice has 
been given. The meeting may be called upon the recommendation of a majority of the personnel 
committee and deacons acting as a joint body or by written petition signed by not less than one-
fourth of the church’s membership. The moderator for the meeting to consider action on the 
recommendation shall be the chairman of the deacons, or in his absence, the deacon vice-
chairman. The vote to declare the office vacant shall be by secret ballot; an affirmative vote of 
two-thirds of the members present shall be necessary to declare the office vacant. Except in 



instances of gross misconduct by the pastor so excluded from office, the church will compensate 
the pastor with not less than one-twelfth of his total annual compensation. The termination shall 
be immediate and compensation shall be rendered in not more than thirty days.  
 
 b. Ministerial Staff 

Should a member of the ministerial staff resign, at least two weeks’ notice shall be given 
to the church. The church may vote to vacate such positions upon the recommendation of the 
personnel committee, such termination being immediate and the compensation conditions being 
the same for the pastor, except that the amount shall relate to the individual’s compensation. 
 
 c. Support Staff 

The personnel committee has the authority to terminate non-ministerial staff. Termination 
of services shall be with the recommendation of the supervising staff member and, appropriate, 
with the consultation of related committees of the church. 
 
6. Compensation 

It shall be the responsibility of the personnel committee to recommend the adjustment of 
salary and other benefits to the stewardship committee in connection with the planning of the 
annual budget. The stewardship committee will then access the availability of funds for those 
recommendations and then present their recommendation to the church at the appropriate time. 
 

B. Facilities, Furnishings, and Equipment 
1. Use of Space, Furnishings, Equipment 

Church facilities are available for use by church members. Events will only be scheduled 
at the discretion of the pastor and/or the property committee. There is no fee for use of church 
facilities. Those using the facilities will clean up after the event and return the rooms to their 
original condition. 
 

The church will have some tables available for off-campus use at the discretion of the 
pastor and/or the property committee. Tables should be checked out by the property committee 
chairman. No other equipment is to leave the campus. 
 
2. Weddings 

Weddings may be conducted for church members and their children and grandchildren. 
 
3. Showers 

a. Wedding 
Wedding showers may be conducted for church members and their children and 

grandchildren. 
 
 b. Baby 

Baby showers may be conducted for church members and their children and 
grandchildren. 
 
 
 



4. Funerals 
Funerals may be conducted for all people upon approval of the pastor and/or the property 

committee. 
 
5. Maintenance of Building and Grounds 

The property committee will oversee the maintenance of building and grounds. 
 
6. Disposal of Property 

The property committee shall decide upon and oversee the disposal of damaged and/or 
obsolete property that has a replacement value of less than $1,000. Items over $1,000 shall be 
approved by the church before disposal. 
 
7. Emergency Plans 
 

C. Business and Financial Management 
1. Budgeting 

The fiscal year for the church is the calendar year. The budgeting process is carried out 
under the leadership of the stewardship committee with final approval from the church. For 
budgeting procedures, see the duties of the stewardship committee located in bylaws, ARTICLE 
II, Section 3. Committee Descriptions. 
 
2. Accounting of Funds and Property 

The goal of the church is to have a well planned accounting system that provides the 
church with procedures that produce accurate and reliable financial statements and at the same 
time safeguard the assets, financial resources and integrity of every person charged with the 
responsibility of handling money or property. To provide adequate internal accounting control 
double entry bookkeeping is to be utilized. 
 

a. Collecting and Depositing Money 
Primarily, money is collected during Sunday School, and the Sunday morning, and 

Sunday evening church services. These funds are collected by individuals appointed by the 
church to collect, count, record, and deposit funds to assure accuracy and security of the funds. 
Using the banks’ night/weekend depository, funds are deposited in a timely manner to avoid 
monies being left at the church building. The church secretary records all deposits in the 
electronic accounting system. Monies mailed or delivered to the church office during the week 
are counted, recorded and secured by the church secretary. 
 

b. Budgeted and Non-Budgeted Funds 
All funds, budgeted and non-budgeted, are accounted for in the electronic accounting 

system. Funds designated as member tithes are budgeted by the stewardship committee and 
approved by the church as the general budget. Other funds also may be included in the general 
budget (i.e., contributions from other churches and associations for Hispanic ministry, bank 
interest, etc.). Non-budgeted funds constitute a small portion of church funds that are designated 
for a specific purpose. The designated funds are temporarily restricted funds and are spent 
specifically for the purpose that they were given. Quarterly financial reports are presented to the 
church and include both budgeted and non-budgeted funds. 



c. Tax-Deductible Contributions 
Only monetary gifts to the budget and the approved designated accounts shall qualify as 

tax-deductible contributions to the church. The current approved designated accounts are: 
(1) Annie Armstrong Easter offering for the North American Mission Board 
(2) Lottie Moon Christmas offering for the International Mission Board 
(3) Special missions supported by the church (i.e., mission trips, disaster relief, 

Choices Pregnancy Center, etc.) 
(4) Benevolence 
(5) Building fund 

 
Gifts of money and/or property designated to a purpose other than as provided in 

currently approved non-designated and designated funds shall be brought before the church by 
the church treasurer and the stewardship committee with the conditions under which the money 
was given. A special business meeting shall be called with a statement of its purpose after at least 
one week’s notice has been given. The church will decide if the designated purpose is acceptable 
and consistent with the church’s Constitution, Bylaws, and Mission. The recommended 
expenditure shall require a majority vote of approval by the members present. If the designated 
purpose is not acceptable by the criteria stated above, the church treasurer and the stewardship 
committee shall seek the permission of the donor or his/her representative to apply the gift to 
either an approved designated account, or as a non-designated gift. If such permission is not 
granted, the gift will not be accepted. 
 

d. Annual Audit 
An annual audit will be conducted under the oversight of the stewardship committee. 

 
3. Investment of Funds 

Church funds may be invested by the treasurer through the recommendation of the 
stewardship committee with approval from the church. Any investments of church funds shall be 
reported on the quarterly financial statement. 
 
4. Purchasing 

Each individual who is authorized to spend church funds should give careful 
consideration before purchases are made. Every effort should be made to seek the best price for 
items and services. 
 
a. Authorization and Process 

Church staff and volunteer committee chairpersons (or their designee) are authorized to 
make purchases within the line item budget approved by the church for their department or 
program. Prior to purchasing, individuals are responsible for checking with the church secretary 
to determine that funds are available for their program. The church credit card and tax-exempt 
card may be used for purchasing and may be checked out through the church secretary. Receipts 
for all purchases must be turned into the church secretary. 
 
b. Credit Cards 

Credit cards may be issued to the church staff. Volunteers may checkout credit cards 
through the church secretary. All individuals making purchases must turn in receipts for all 



purchases to the church secretary. The monthly credit card statement is reconciled by using 
charges and receipts to enter purchases to the appropriate line item in the budget or designated 
funds. Individuals are held accountable for the amount of any purchase they make that is not 
covered by a receipt. 
 
c. Charge Accounts 

Charge accounts may be set up with local merchants to provide goods and services that 
are needed on a regular basis. Church staff and committee chairpersons may request a charge 
account be set up, giving detailed information to show the need. However, the church secretary, 
with approval of the pastor, will set up the charge accounts. Individuals are held accountable for 
the amount of any purchase they make that is not covered by a receipt. 
 
5. Banking 

All bank accounts containing church funds shall be reported on the quarterly financial 
statement. All opening, closing, and/or altering of bank accounts shall come through the 
recommendation of the stewardship committee and the treasurer and shall require the approval of 
the church. 
 

a. Safety Deposit Box 
The church secretary, treasurer, and assistant treasurer are signatures for the safety 

deposit box. All valuable church documents and papers shall be placed in the safety deposit box. 
 
6. Fundraising 

Effort is made to budget for all church expenditures. Fundraising is discouraged. 
Sponsoring children, youth, or others for the cost of mission trips, camps, retreats, etc. is 
acceptable. Also children, youth, and others may do work sponsored by the church to raise 
money to finance activities. Such fundraising must be approved by the committee that relates to 
the group. All other fundraisers require church approval. 
 
7. Records and Document Maintenance 

Certain documentation must be retained for a specified length of time. The following is 
the timetable for retention. 
 Contribution envelopes:   Three years after year-end 
 Contribution records:    Five years 
 Paid invoices and bank statements:  Five years after last payment 
 Digital financial records:   Five years 
 Physical membership records:  Permanently 
 Digital membership records:   Permanently 
 
8. Property and Liability Insurance 

The property committee will be responsible for choosing the insurance carrier and the 
amount of insurance coverage for church buildings and property. 
 
 
 
 



D. Transportation 
Van and Bus Usage Guidelines 

(1) Legally, the driver is in charge of the van/bus; the adult rider monitors passengers’ 
behavior. 

(2) Number of riders is limited to the factory-regulated number of passengers to be 
transported at any given time. If necessary, the van/bus shall make more than one trip 
to pick up the riders. 

(3) All occupants must wear seatbelts at all times. 
(4) Occupants are to display courtesy and good behavior at all times. 
(5) Occupants shall remain seated—no moving around, horseplay, etc. while on the 

van/bus. 
(6) Food or drink shall not be consumed on the van/bus, except on activity trips, and then, 

the group using the van/bus shall clean the van/bus at end of the trip. 
(7) The van/bus is to be respected as church property. No destructive behavior is allowed 

on the van/bus.  
(8) Drivers are to read these rules to all riders in order that each will be aware of 

expectations. 
(9) Riding the van/bus is a privilege; riders who do not comply with the rules may lose 

van/bus riding privileges. 
 

E. Family Ministry 
The family ministry of First Baptist Church consists of four departments with one 

mission: 
1. Preschool Ministry (newborn through 4 years old) 
2. Primary School Ministry (kindergarten through 2nd grade) 
3. Upper Elementary School Ministry (3rd through 5th grade) 
4. Youth Ministry (6th through 12th grade) 

 
The mission of the Family Ministry is to glorify God in all things by teaching the whole 

Bible, partnering with parents, modeling the Christian life, stewarding children and families, all 
while relying on the Holy Spirit. 
 
1. General Policies 

Unless otherwise noted, these policies apply to the entire family ministry (0-12th grade). 
The children’s physical safety and well-being are of utmost concern, therefore the family 
ministry shall: 

1. screen all workers; 
2. require initial training for all workers, and additional training as needed when policies 

and procedures are updated; 
3. utilize child check-in/check-out policies for preschool, primary School, and upper 

elementary school ministries, which requires the same parent/guardian who checked in 
the child to check out the child, unless otherwise notified; 

4. equip each area with a first aid kit and inform the parent/guardian of any injury or 
problems related to their child; 

5. educate our workers how to recognize child abuse and report any known or suspected 
abuse to the authorities and/or church officials; 



6. adhere to a “well child” health policy for admittance to preschool and elementary 
school classes and routinely sanitize toys, tables, etc. in preschool areas; 

7. adhere to a policy of at least two workers per room, one of whom shall be a woman; 
8. ensure that workers are not in isolated settings with children; 
9. ensure that workers do not serve exclusively with a spouse or a relative; 
10. provide visibility into all classrooms (windows, open full or half doors); 
11. allow only approved and scheduled workers in classrooms during class times. Parents 

of infants will be allowed to feed their child(ren) in the nursing room. 
 
2. Teacher & Worker Requirements 

To ensure safe and quality care, all workers shall meet the following criteria in order to 
work with our children, therefore workers shall: 

1. be members of the church; 
2. be at least 18-years-old; 
3. undergo a background check every other year; 
4. undergo required volunteer orientation; 
5. teach in accordance with the church’s statement of faith; 
6. be ready to receive children 15 minutes prior to the start of any session; 
7. stay until the last child is picked up (preschool through upper elementary school 

ministries); 
8. refrain from using personal electronic devices, except for emergencies. 

 
If there are any reservations about a worker’s suitability to work with children, the pastor, 

family minister, and nursery and children’s committee shall be consulted. The privilege to work 
with children may be denied if it is in the best interest of the church as a whole. In such an event, 
the person shall be encouraged to participate in a more suitable ministry of service. 
 
3. Forms 

To ensure safe and quality care, parents/guardians with children participating in First 
Baptist Church activities shall complete the following forms: 

1. Family Registration Form. Each regularly attending child shall have a completed 
family registration form on file, which will be updated each fall; 

2. Visitor Information Form. Visitors to the family ministry shall complete a visitor 
information form when checking in to the appropriate class; 

3. Weekly Sign-in Form. The parent/guardian shall sign his/her child(ren) in with a 
teacher each class meeting. The parent/guardian shall list any pertinent information 
(medical conditions, allergies of which workers should be aware, as well as bottle, 
nap, diaper, and restroom instructions); 

4. Transportation Ministry Sign-in Form. Each van/bus driver will have one family 
ministry volunteer recording each child’s name, checking them in and out. This 
volunteer is also responsible for ensuring an adult knows and approves of the 
child/(ren) getting on the van/bus; 

5. Transportation Liability Waiver Form. This form gives permission for the child to ride 
on the First Baptist Church church van/bus; 

6. Special Event Permission and Release Form. This form provides medical, emergency 
contact information and addresses liability issues, and will be required for each event. 



4. Divorce/Separation/Custody/Visitation 
In a situation with a divorced or separated parent/guardian, the worker, unless otherwise 

notified, shall release the child to the parent who brought the child(ren). If the unauthorized 
parent attempts to check the child(ren) out, the teacher or caregiver shall contact the family 
minister, who may in turn contact the police and ask for their presence. The family minister shall 
ask the police to wait until all necessary parties are present before releasing the child(ren) to the 
police, or to the parent/guardian approved by the police. 
 

Should a parent come in with a court order for visitation/custody demanding that the 
family ministry release the child(ren) to him/her, the police must also be present and the family 
ministry shall still release the child(ren) into police custody. 
 

In either circumstance, the workers shall also immediately contact the family minister, 
who will in turn contact the pastor, as well as the parent who first brought the child to church. 
 
5. Restroom Procedures 

1. All children and workers using or assisting in the restroom shall wash hands with soap 
and water when finished. 

2. Workers shall wear gloves when assisting children (nursery age only) with anything 
other than clothing. 

3. When assistance is needed in the restroom, children shall be assisted by women only. 
4. Elementary school children shall be sent to the appropriate restroom on their own. 

Normally, a hall monitor shall be available for supervision outside the restroom, as 
needed. 

 
6. Appropriate Discipline 

All workers are responsible for providing a loving, respectful, and orderly atmosphere in 
which children can learn, play, and interact with others. Workers shall set and maintain high 
standards, thus modeling the goodness of God and Godly authority. The family ministry expects 
children (beginning with toddlers) to begin learning to listen during story time, to share with 
each other, to take turns, and to treat others with respect. The family ministry expects workers to 
be obeyed. 
 
Family Ministry workers shall: 

1. give brief, yet firm instructions to direct children proactively and positively toward 
acceptable activities; 

2. never yell at, ridicule, spank, or hit a child; 
3. remind the children of appropriate biblical truths, teaching honor and respect for 

authorities; 
4. discuss perpetual disobedience or classroom disruption with the parent/guardian and 

family minister. If a child continues to disobey, the teacher and family minister will 
discuss appropriate consequences with the child’s parent/guardian. 

 
Family Ministry Children shall: 

1. show respect toward their peers and those in authority over them. Any child who 
displays rude or disrespectful behavior shall be given a verbal warning/admonition. If 



the behavior continues, the child may be removed from the class; 
2. only use personal electronic devices for emergency purposes during class; 
3. never possess weapons, alcohol, illegal or unauthorized drugs, tobacco products, or 

inappropriate literature, pictures, music or videos (this includes digital literature and 
images) on church premises. Any child possessing such items shall be removed from 
the room and the parent/guardian will be notified. 

 
7. Physical Touch Policy (Caregiver-to Child) 

While appropriate physical contact with children can be an effective means of aiding in 
communication, redirecting attention, calming restlessness, or of showing godly love and care, it 
can also be easily misinterpreted. The following policy is therefore in place, because the family 
ministry would afford no opportunity for the Gospel or its workers to be compromised in this 
area: 

1. always remain in open sight of other adults; 
2. appropriate physical contact will vary according to the age of the child. What is 

appropriate for nursery children (holding, rocking, sitting in laps, diapering, assisting 
in the restroom, etc.) will not be appropriate for primary school and upper elementary 
school children; 

3. in the preschool ministry, men may not change diapers except for their own children, 
and only females shall take children to the restroom and/or assist in the restroom; 

4. sitting on laps is only appropriate for preschool ministry children. In some situations, a 
man will need to limit physical contact more than a woman in the same situation, 
especially when working with older children; 

5. all workers shall refrain from the following activities during scheduled class times: 
roughhousing, wrestling, or giving shoulder or piggyback rides; 

6. all workers shall use care and discernment when hugging a child. Brief side-hugs when 
greeting or comforting a child are generally appropriate. Prolonged, frequent, or 
frontal hugs are not appropriate. In older classes, workers shall not initiate hugs, 
particularly towards children of the opposite sex; if an older child initiates a hug, the 
worker shall redirect them to a more appropriate contact, such as a brief side hug or a 
gentle “high-five,” etc.; 

7. all workers shall only touch children in “safe” areas and for brief times, with no 
rubbing or massaging. “Safe” areas generally include hands, arms, shoulders, upper 
back, or gentle pats on the top of a child’s head. A worker shall never touch a child on 
or near any region that is considered private or personal, unless changing diapers or 
assisting nursery children in the restroom. A worker shall never touch a child out of 
frustration or anger. 

 
8. Physical Touch Policy (Child-to Child) 

1. No male and female under 18 shall ever be alone together. 
2. No inappropriate touching of any kind shall be accepted (i.e., no physical display of 

affection). 
3. Fighting shall not be tolerated and any child participating in violent action shall be 

dismissed from class and placed into his/her parent’s care. The family minister and/or 
pastor will be called if necessary. 

 



9. Food/Drink Policy 
1. Food Allergies 

a. Preschool and elementary school ministry, parent/guardians shall provide 
written notice (via the yearly updated family ministry registration form) to First 
Baptist Church concerning any allergy conditions their child(ren) may have 
and shall provide immediate notice to the church regarding any changes in 
these allergies. 

2. Church Provided Snacks & Allergies 
a. Parents shall note on the preschool sign-in form any food allergies the child 

has, and if they prefer to provide their own snacks. 
b. Workers shall always check the classroom sign-in form before serving a 

snack/drink to the children. The only snacks that may be served in the 
preschool ministry are those provided by the preschool or those brought by 
parent/guardian for children with allergies. 

c. Teachers in preschool and elementary school ministries shall check with the 
appropriate coordinator prior to giving any non-church provided snacks/treats 
to the children (special occasions, celebrations, teacher treats, etc.) 

3. Church Provided Meals 
a. Teachers or workers shall wear gloves while serving meals. 
b. Desserts will be passed out by a worker, limiting one per child. 
c. Meals will be held in the church gym. 
d. After each meal, children will attend their appropriate classes. 
e. No child will remain in the kitchen/gym area during normal class time. 

 
10. Well Child Policy 

Workers have the right to refuse a child on the basis of symptoms as listed in the well 
child policy. A child in the preschool or elementary school ministry shall not be placed in care 
when any of the following exist: 

1. fever higher than 100 degrees (orally) or 99 degrees (axillary) (Note: children shall be 
free of a fever for 24 hours after a contagious disease before coming back to church.); 

2. nausea, vomiting, or diarrhea; 
3. any colored nasal discharge; 
4. productive (wet) cough or croupy (barking) cough; 
5. any unexplained rash, or open skin lesion; 
6. any skin infection (boils, ringworm, impetigo, etc.); 
7. any eye infection or drainage; 
8. any communicable disease or infestation (such as lice); 
9. looks or acts unusually tired, pale, irritable, or restless. 

 
11. Sick Child Response 

1. Children who appear ill while in care shall be removed from class and placed with a 
caregiver while the parent is located. 

2. If a child contracts a serious communicable illness (such as meningitis) and has been in 
contact with other children while at First Baptist Church, the parent/guardian has the 
responsibility to notify the appropriate supervisor, so that the other parent/guardian 
may be notified, as necessary. 



3. Neither workers nor church staff shall give any medication to any child, with the 
exception of supervisor/workers who have been instructed by a parent of a highly 
allergic child in the need for and use of an Epi-pen. 

4. The parent/guardian of children with special needs shall contact the family minister 
before signing the child into class in order to make appropriate accommodations. 

 
12. Universal Precautions 

The family ministry shall employ universal precautions in dealing with all human body 
fluids and items coming into contact with them. In order to comply with universal precautions 
workers shall: 

1. always wear disposable gloves (latex or vinyl) when dealing with any bodily fluids 
(e.g., vomit, blood spills, large urine accidents, etc.); 

2. blot urine with paper towels, and spray area thoroughly with approved cleaner to 
sanitize, and dispose of paper towels in covered garbage can; 

3. wash/sanitize hands before and after any contact with bodily fluids, including wiping 
noses, changing diapers, cleaning vomit or restroom accidents, and treating blood 
spills; 

4. take all soiled linens (i.e. sheets, clothing, burp cloths) to washing machine in family 
life center kitchen and begin load of laundry; 

5. remove toys that children have mouthed from the general play area until cleaned; 
6. at the end of the session, disinfect the room (toys, changing tables, tables, highchairs, 

etc.) with sanitizer solution and allow to air dry. Disinfected toys may be placed back 
on shelves and lids on toy boxes shall remain open. 

 
13. Child Abuse Response Plan 

Oklahoma State law requires every person, private citizen or professional, who has 
reason to believe that a child under the age of 18 is being abused and/or neglected, or is in danger 
of being abused, to promptly report the suspicion to the statewide hotline (1-800-522-3511). 
 

Failure to report suspected abuse is a crime—legally and morally. No person, regardless 
of his or her relationship with the child or family, is exempt from reporting suspected abuse. A 
person reporting in good faith; however, is immune from both civil and criminal prosecution. 

1. If there is suspected child abuse (sexual, physical, or emotional), First Baptist Church 
workers shall adhere to the following policies: 

a. the worker shall notify the family minister; 
b. the family minister shall notify child protective services and the pastor; 
c. the Pastor shall notify First Baptist Church’s insurance carrier and seek legal 

counsel. 
 

2. If there is a “questionable behavior” offense, (e.g., flirtations, shoulder massages, 
etc.) the family minister shall be notified, who shall in turn notify the pastor in order 
to address the individual with questionable behavior. The pastor shall address 
pastorally sensitive situations. 

 
3. In the event of a “major” offense (e.g., the caregiver observing actual sexual or 

physical abuse/or noticing peculiar abrasions, lacerations, etc.): 



a. The witness shall call 911 immediately to report the abuse and to get an 
immediate police presence. 

b. The witness shall also contact the family minister and pastor. 
c. The police shall be contacted in order to make sure any evidence is 

documented in order to prove abuse or clear the accused of wrongdoing, 
prevent the accused from becoming hostile or violent, and contact a 
specialized detective if necessary. 

d. The worker witnessing the abuse shall be present to provide a statement to 
the authorities as necessary. 

e. The pastor shall notify First Baptist Church’s insurance carrier and seek 
legal counsel. 

 
14. Caring Response 

Whether the offense is “questionable” or “major,” the family minister and the pastor shall 
work to provide a caring response. Therefore: 

1. Every allegation shall be taken seriously. Proper procedures shall be diligently and 
exhaustively followed. 

2. The victim and victim’s family shall be assured that the church desires to extend care 
and support in whatever way possible. 

3. Situations shall be handled forthrightly with due respect for all parties’ privacy and 
confidentiality. 

 
15. Documentation 

The pastor shall document the allegation with the assistance of the worker who noticed 
the offense. This documentation shall include: 

1. The name, age, gender, and address of the victim. 
2. The name, age, gender, and address of the alleged perpetrator. 
3. The nature of the offense (e.g., physical, emotional, and/or sexual misconduct) alleged 

to have occurred. 
4. How many times the alleged misconduct occurred. The date(s) and location(s) of the 

incident(s). 
5. The relationship between the victim and the alleged perpetrator. 
6. Other evidence, where appropriate, that supports the allegation (eyewitnesses, medical 

exams, confessions, etc.). 
 
16. Confidentiality 

Until a legal conclusion is reached, the church, as well as the witness caregiver, shall 
maintain strict confidentiality concerning all information, including the facts of the incident, the 
identity of the victim, and the identity of the alleged perpetrator. If the perpetrator is a member of 
First Baptist Church, the standard church discipline procedures shall be followed. 
 
 
 
 
 
Date adopted by the church: September 24, 2017 





Revision Log 
It shall be the responsibility of the church secretary/clerk to enter into this log 

information regarding changes and additions or deletions to the Handbook. Column #1 is for 
recording the location of the change by entering Constitution, Handbook, or Policies. Column #2 
is for entering the location within the above listed major sections. Column #3 is for recording the 
date. Column #4 is for making notes to explain the circumstances that led to the change, if such 
notation might help in the future. After each entry please draw a line under the entire set. 

 
 

Constitution, 
Bylaws, or Policies 

Location within 
Major Division 

Date of Change Explanatory Notes 

Bylaws Article I, Section 
5 

June 23, 2019 The purpose of this amendment is 
to clarify the process by which a 
member is terminated from 
membership. 

    
    
    
    
    
    
    
    
    
 


