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Zion Church Policies (Pending Church Board Approval)
Policy:  

The church office manager shall keep a soft and hard copy of the current and up-to-date church policies.

Procedure:

1. Whenever there needs to be a change in a policy, the change must be submitted to the church board in written form at least two months prior to the annual council meeting.

2. The proposed change shall be presented in a letter to all leadership.

3. If the church board approves taking the proposed change to council, said change shall be published as an addendum to the annual council report. 

4. The policy manual shall be reviewed every three years by the church board. 


Church Board
Policy:

1. The church board may be composed of the pastor, two deacons, the treasurer, one trustee, one BCL representative and four at-large members. At-large members of the church board are individuals who have been members of Zion Brethren in Christ Church (Zion BIC) for at least one year, attend regularly, are active church members, and uphold biblical morals and values in daily living. 

2. At-large members of the church board are selected by the nominating committee, confirmed by the church board, and officially approved by ballot by the annual council according to MDG 15.3.4. 

3. At-large members shall serve a three-year term, not to exceed three consecutive terms, as outlined in the MDG 15.3.3.

4. The church board shall meet once a month. 

5. The pastor or board chairperson may cancel or call additional meetings at any time, as he or she sees fit.

6. There shall not be more than two members of the same household serving on the board simultaneously.

Procedure:
1. The first church board meeting following Annual Council shall be the first meeting that new church board members attend. 

2. The church board shall annually elect one of its board members to serve as chairperson of the board at the first meeting following annual council. The chairperson will conduct church board meetings.

3. The chairperson shall conduct the meeting in accordance with the printed agenda and shall follow parliamentary procedure for discussion and motions.

4. Board members may submit discussion items to the church office manager to be added to the meeting agenda by noon on the day of the meeting. 

5. The church office manager shall take minutes of these meetings and sit in as a nonvoting member of the board.
6. The church office manager will keep a soft and hard copy of the official minutes, which shall become a part of the church office files at the end of the year.

7. The current list of church board members can be found in the Personnel Directory.


Board of Congregational Life

Policy:
1. The Board of Congregational Life (BCL) shall be a group of church attendees whose purpose is to create meaningful fellowship opportunities for the congregation and to oversee the ministry programs of the church. 

2. The BCL shall be composed of the pastor, youth pastor, a children’s ministry representative, a kitchen committee representative and three at-large members. 

3. The BCL committee is chaired by the pastor. 

4. Ministry programs overseen by the BCL include, but are not limited to, the following: adult, youth and children’s Sunday school, children’s church, men’s and women’s ministries, nursery and all Wednesday night ministries of the church. 

5. At-large BCL members shall be selected by the nominating committee and approved by the church board. 

Procedure:

1. At-large BCL members are selected by the nominating committee in the winter of each year and serve on a rotating basis of three-year terms. 

2. Ministry leaders for these programs may be asked to submit monthly or quarterly reports to keep the BCL informed of the ministry functions.

3. The BCL shall annually elect one of its board members to serve as recording secretary at the first meeting following annual council. The church office manager shall store minutes for BCL meetings. 

4. Each ministry overseen by the BCL (see policy #4 above) shall have a representative at an annual goal setting evaluation to discuss the following:

i. What are our goals for this ministry?

ii. What did we do well this year?

iii. What do we need to improve on?

iv. What do we need to change to be more effective? 


Deacons

Policy:


1. Deacons are spiritually mature members of the church selected to serve under the pastor to help care for spiritual needs of the church congregation and to oversee church financial benevolence. 

2. Deacons shall serve 5-year terms. 

Procedure:

1. Deacons are selected by the church board and approved by the annual council. 

2. Deacons shall be installed by a consecration service at the beginning of each term of service. Such consecrated deacons shall be considered active deacons during their terms of service. (MDG 29.4.1) Spouses of deacons may share in the consecration service, for they share with the deacon in the spiritual, physical, and emotional needs within the congregation. (MDG 29.4.2)

3. Deacons shall meet monthly, as a group, with the pastor to discuss and pray for needs in the congregation. 


Benevolence
Policy:  

Requests for benevolence shall be directed to the deacon of the month. No monies, church or personal, shall be given for immediate requests unless approved by a deacon or pastor. 


Nominating Committee

Policy:
1. The nominating committee shall be a group of consistent church attendees whose purpose is to discuss, select and contact persons to serve in various service roles within the church. 

2. The committee shall be composed of eight church attendees, including the pastor.

3. Committee members shall serve no more than two consecutive years. 

4. The committee shall be led by a deacon who is currently serving on the church board to serve as a liaison between the committee and the church board. 
Procedure:

1. The nominating committee shall meet at least once in the fall of each year, then on an as needed basis. 

2. The nominating committee selects individuals for the following positions: church board at-large-members, BCL at-large members, trustees, and nominating committee members for the following year. 

3. After October 1, the deacon liaison shall establish a date for a committee meeting and communicate appropriately with the committee members. 

4. The committee shall be informed of positions needing filled and asked to think and pray about individuals who might be well-suited to such positions. The committee shall attempt to minimize family members serving together wherever possible. 

5. Once nominated individuals are identified, nominees will be contacted within three days of the committee meeting to confirm each nominee’s willingness to serve. The deacon liaison shall present those candidates to the church board, who will confirm the nominations to be presented at Annual Council.  
6. If a resignation of a nominated position occurs during the year, the committee will be asked to select a replacement to be approved by the church board. The deacon liaison is responsible for scheduling and communicating with the committee as needed. 

Nomination Terms


Below are the term-lengths for each of the nominated positions. These positions begin service immediately following the Annual Council confirmation of the nominees, or following the church board approval if a vacancy is filled mid-year. New board members will attend the first board meeting held after the Annual Council. 

Church board member at-large: three years
Nominating committee members: one year
BCL member at-large: three years
Trustees: three years



Annual Council

Policy:

1. The Zion BIC Annual Council meeting shall be held on the fourth Sunday in January. The meeting is conducted and led by the chairperson of the Church Board. 

2. The annual council meeting’s confirmation of new church board members terminates previous members’ terms.

Procedure:
1. Zion BIC members will receive hard copies of annual reports for the prior year at least two weeks prior to the meeting to read and analyze. 

2. A hard copy of a final draft of the coming year’s budget shall be distributed no later than one week prior to the annual council meeting. 

3. A motion shall be made at the end of each annual council meeting to appoint the church board to approve the annual council minutes. 


Financial Policy

Policy:
The finances of Zion BIC shall be overseen and approved by the treasurer, the Finance Committee, and the Church Board in order to ensure responsible stewardship of church funds and to use church funds for unity and growth in the body. The purchasing authority and restrictions outlined below apply to all Zion ministries, staff and volunteers. 
The community fund and benevolence fund are exceptions to this rule.

Procedure:
1. An annual budget shall be created in the fall of each year by the treasurer, with input from the pastor, the Finance Committee, the Church Board and ministry leaders as necessary. The budget is presented and approved at Annual Council each January.
2. The treasurer will adhere to the duties outlined in the Treasurer Job Description in performing weekly, monthly, and quarterly tasks associated with regular ongoing expenses.

3. For purchases less than $200, ministry leaders may purchase needed materials and resources to be used in their ministries (within their ministry’s budgeted amount, if applicable). Any expenditures exceeding the ministry’s annual budget requires church board approval.
4. For expenses of $200 or greater, the church member requesting the funds must submit a Purchase Request Voucher to the treasurer in advance. The treasurer will present the request to the Church Board and, if approved, make the purchase (or forward the approved request to the church office manager to make the purchase). Zion Church Vouchers can be found in the church office or obtained from the Church Office Manager. 

5. Those requesting purchases are expected to communicate consistently with the church treasurer about their ministry’s requests, and ministry leaders should plan ahead for large purchases that will require Church Board approval.

6. In the event that a purchase cannot wait for Church Board approval, the treasurer may seek approval from the board chairperson and the head trustee.


Facility Use Policy and Guidelines
Policy:
Zion BIC church is thankful for our facility and desires that both church attendees and non-church attendees are able to use outside of regular church functions.  It is our desire to use this facility in a way that is compatible with our mission and vision. The pastor shall review and approve the scheduled activity.

Criteria for Building Use:

· Church attendees will be given preference if a non-attendee requests the facility for the same date.

· Members of the reserving group are expected to adhere to the facility use and conduct requirement and meet our safety and legal requirements. 

· The building shall not to be used for partisan political campaigns.

Weddings:

· Weddings that take place at Zion must be between a man and woman, as the Bible states, and be approved by the pastor.

Reservations:

· Private parties, receptions, or other group meetings must be reserved in advance by contacting the Church Office Manager at 785-598-2450.
· The Church Office Manager will visit with the user, or a representative, when the reservation is requested to review conditions of the church for usage, the expectations and needs for the event, and to set a schedule for room set-up and clean-up as needed.

· A Building Use Contract form will be given to the user, and the fees and need for technical and/or custodial services will be discussed.  

· Zion church attendees may use the church without charges.  (Exception – Zion sound, technical, kitchen or janitorial staff who help with the event will be paid as listed in the contract on the day of the event.)

· Members and non-members shall not be permitted to use church materials to prepare for the event (i.e. paper plates, napkins, disposable utensils, etc.). 

· The church’s copier and available paper may be used to print invitations for $0.10 a page for black and white copies and $0.25 a page for color copies. 

Conduct:

 Users will be expected to adhere to the following guidelines:
· Smoking, alcoholic beverages and dancing are not permitted.

· Activities are limited to the space that is reserved; children are not permitted to roam freely throughout the church property.

· The user assumes liability for injuries and/or damages to property, or personal belongings during the event.

· Programs that require the use of the sound system and/or projection system must hire an appointed church media technician.  

· Violation of any guidelines or regulations may result in the loss of eligibility to use the facility.


Facility Use Policy and Guidelines (cont’d)
Fees for non-Zion church members:

$50 Sanctuary

$100 Fellowship Hall/Kitchen

$50 Fellowship Hall

$10 Nursery

Fees for use of ancillary staff:

Any group who wishes to use the sound and/or projection system, or church janitorial services will pay the following:

· $25/hr. the first hour (minimum 1 hour of pay)

· $15/hr. thereafter to the individual(s) performing the services.


There will be an additional charge of $25.00 if the church was not cleared satisfactorily and the church janitorial team is needed, as determined by church staff.

Zion kitchen staff is not responsible for meals that are unrelated to official Zion activities. If a kitchen staff is needed, staff needs to be made aware at least two weeks prior to the event and paid the above fees per person. Please do not invite kitchen staff members as guests and expect them to work your event.


All fees are to be paid at the time of the event.

Additional Charges:

In case of damages exceeding $100.00, the security deposit will not be returned and the renter is responsible for any additional charges.

Clean-up Guidelines:

If church janitorial services are not used, it is the responsibility of the renter to see that clean-up is done. Please leave all areas used in the condition in which they were found.  

Specifically:

· All decorations are to be removed.

· Trash must be removed from each area used and placed in the dumpster located west of the church.

· Tables, chairs, etc. returned to pre-event positions.

· If the kitchen is used, the floor should be swept, and mopped if necessary. Mops and cleaning supplies are in the closet beside the refrigerator.

· Carpets should be vacuumed if necessary.  A vacuum is available in the closet beside the doors at the top of the steps between the Sanctuary and the Fellowship Hall.

A refundable security deposit of $100 is required with submission of the signed contract. The check should be payable to Zion Church and submitted two weeks prior to the event.  The deposit is fully refundable if there is no damage to the building or its contents and it has been cleaned satisfactorily.  Additionally, if the event is cancelled and the building is not used, the deposit will be returned in full. 


Zion Brethren in Christ Church Facility Use Contract 

The request for _______________________ to use the Zion church facility for ______________ 

on __________________ from ______________________ has been submitted for approval.


We hope you enjoy the use of our venue.
	Fees
	Yes
	No
	Not

sure
	Comments

	Nursery - $10
	
	
	
	

	Sanctuary - $50
	
	
	
	

	Fellowship Hall - $50
	
	
	
	

	Fellowship Hall and Kitchen - $100
	
	
	
	

	Media Technician*
	
	
	
	

	Kitchen Staff*
	
	
	
	

	Janitorial services*
	
	
	
	


*Staff members are to be paid at the time the services are provided.

$25/hr. the first hour (minimum 1 hour of pay)

$15/hr. thereafter to the individual(s) performing the services.

_______ I have received and read the Building Use Policy, understand the requirements for fees and usage, and will adhere to the guidelines and to this contract.

_______ I have included the $100 security deposit.

_______ I will pay the applicable fees two week prior to the event date.  

_______ I have been issued a key to the building, which I will return after the event.  I will make sure all doors are locked after the event.   

	Office Use Only

 Security Deposit: 
 ___ Yes  (date rcvd.: _______ )    ___ No   

 Pastor Approval:
 ___ Yes     ___ No

 Media Team Notified:     ___ Yes      ___ No     ___ NA

 Janitor Notified: 
___ Yes     ___ No     ___ NA

 Key Issued: 

___ Yes     ___ No     ___NA

 Total Fees Due: _________ 

 Payment Due By: ___________




Date Payment Received: __________________


_______ I understand that Zion church is not responsible for injuries incurred in the use of the church facilities or recreational equipment on the church grounds.


Renter Signature: ______________________________________________


Media Use

Policy:  

1. The media equipment may only be used by persons approved by the Media Supervisor.

2. Any electronic visual aids that are to be used during Sunday morning worship need to be submitted to the church office manager by 2:00pm on the preceding Friday. 

3. Media needs for weddings need to be submitted to the church office manager no less than three business days prior to the event. 

4. Media needs for funerals need to be submitted to the church office manager no less than two business days prior to the event. If this is not possible, the media personnel will do their best to accommodate the family. 

Procedure:

Fees for media personnel are located in the Facility Use Policy and Guidelines. 


Wedding & Baby Showers

Policy:  

Showers given for Zion attendees shall be sponsored by an individual, not by the church as a whole. Those wishing to use the church facilities to host a shower shall complete the Zion Brethren in Christ Church Facility Use Contract. Church mailboxes and bulletin boards may be used to disseminate information about a shower for a Zion attendee, but all other expenses and supplies shall be provided by the individual sponsoring the event. 

Kitchen Committee

The Zion kitchen committee is a group of volunteers who love to serve God and the church through the gift of food and hospitality. 

Policy:


1. The committee must have a minimum of four members and a committee chairperson must be elected by the committee or appointed by the pastor.
2. Members are expected to serve at least one year and may serve as long as desired. 

3. The kitchen committee shall be responsible for preparing the kitchen and preparing and serving food and drinks for potluck Sundays and funeral meals. They shall also clean the kitchen, wash and put away dishes, store or throw away leftover food, and wipe down tablecloths and tables.
4. The kitchen committee may be asked to help with extracurricular events, though not required to, and will be paid as per Facility Use Policy.  
Procedure:

1. Communicate to the church office manager when coffee, paper goods, and other items commonly used for Sunday mornings and church events are low and need to be restocked. 

2. Communicate with the church office manager whenever there are funerals being held. 

3. Shall not spend more than $100 per event on food for potluck and funeral meals. The committee shall also monitor spending habits and adhere to the guidelines mapped out in Zion’s financial policy. 

Decorating Committee

Policy:


1. The decorating committee shall consist of three persons who have an interest and skill in decorating. 

2. Members are expected to serve at least one year and may serve as long as desired. 

3. Decorations should give our church a welcome, attractive and God-honoring appearance and shall adhere to the Zion BIC tradition of minimalism. 

Procedure:

1. One member should serve as head of the committee.  When a member is ready to leave the committee, the committee will work together to find a suitable replacement. 
2. The decorating committee is responsible for the décor in the main areas of the church:  the sanctuary, foyer, fellowship hall and entry way.
3. There shall be an attempt to have a unified theme in each area, corresponding with the current season or holiday period, except Halloween. 
4. Decorations shall not cause damage to the walls or facilities. The decorating committee shall confer with trustees if assistance is needed for hanging any decorations. 
5. The committee may make recommendations to trustees for changes in paint color, wallpaper, carpet, or similar design decisions that affect the physical means of the building. The trustees shall present the committee’s idea to the church board.
6. The committee shall adhere to Zion’s financial policy. 
7. The committee is not responsible for the bulletin board in the foyer and the missionary hallway by steps to the basement.  

Hiring Policy (Pending Board Approval)
Funding: 
1. Before starting the hiring process, funding for the position must be determined and approved by the Church Board. 

2. Funding must be in place for the base salary, taxes, and other benefits that may go with the position. 

Job Description: 
1. A detailed job description for the proposed position must be approved by the Church Board. 

2. It should include job qualifications, requirements and expectations. 

Advertising: 
1. All job openings shall be advertised by radio, in print via local area newspaper, online through BIC US and Zion websites, and posted on the church bulletin board.

2. Some positions may be offered first to church attendees before the general public.  

Interviewing: 
1. The Church Board chairperson shall form a hiring committee of at least four people that may be composed of himself/herself, the pastor, a deacon, a church board member and one at-large church member.  This committee may be led by the pastor. 

. Family members of the applicant may not sit on this hiring committee. 

a. The hiring committee shall review job candidates as they apply and shall work with the church office manager to schedule interviews with applicants. 

a. Extreme care must be used so that what is said cannot be interpreted as a job offer by the applicant. The hiring committee must not make any offer, or implied offer, of a job to any applicant. 

a. Caution must be used to avoid questions that are not legal to ask. Please refer to the guidelines for hiring in Religious Organizations under Title VII of the Civil Rights Act of 1964, provided by the United States Equal Employment Opportunity Commission. (https://www.eeoc.gov/policy/docs/qanda_religion.html)

a. Once the committee has selected an individual to hire, the proposal to hire that person will be presented to the church board for approval. If approved by the church board, that individual may then be contacted by the pastor or church board chairperson to offer the position. 

a. The hiring of a lead pastor shall be exempt from this procedure and will instead follow the process as dictated by MDG 16.1.










Hiring Policy (cont’d)
References: 
1. Careful reference checks must be conducted in order to verify information about an applicant's knowledge, skills, abilities, and other qualifications that will be important to successful performance in a new position. 

2. Applicants must provide three references including at least one current or former supervisor. 

3. A job offer may only be made after references have been checked. 

Background Checks:
1. Attempts will be made to verify, as appropriate, the following information found on the employment application or resume for all final, external candidates: work history, degree verification, social security number, driver’s license, and criminal convictions in order to ensure that individuals have the qualifications to perform the duties of the position, and are likely to serve Zion BIC’s interests.

2. For external candidates, a background check must be completed before the candidate begins employment. Adverse information found on any of the above may result in the withdrawal of any job offer. 

Hiring: 
1. The applicant who possesses the qualifications to perform most effectively the duties of the position will be selected.  

2. Only the pastor or church board chairperson is authorized to make an offer of a job to an applicant. 

Job Benefits: 
Job benefits will follow those provided in the General Employment Guidelines. Any exception(s) must be in writing and approved by the church board.


Sabbaticals (Pending Church Board Approval)
The purpose of a sabbatical is to provide a pastor, who has served well over an extended period of time, with the opportunity for personal and professional renewal and continuing education. The following policy and procedure are adapted from the BIC Guidelines for Pastors and Congregational Leaders and adjusted to fit Zion's needs.
Policy:


1. The bishop is responsible for the arranging of a pastor’s sabbatical with the church board. Conversation regarding a sabbatical may be initiated by:

a. The pastor in conversation with the bishop

b. The church board in conversation with the bishop

c. The bishop in conversation with the pastor 

2. A pastor may be considered for a sabbatical after a minimum of seven years of service in one congregation and one year of subsequent service to be given in the same church.

3. Any costs associated with a non-emergency sabbatical shall be presented to the budget committee the prior year. Costs associated with retreats, personal travel, or other personal costs incurred by the pastor during the sabbatical shall be the responsibility of the pastor. 

Procedure:

1. When it is appropriate for a pastor to be granted a sabbatical, the pastor and bishop shall prepare written proposals for presentation to the church board. The proposal shall include: 

a. The purpose of the sabbatical

b. The length of the sabbatical

c. How the time will be used

d. A plan for leadership in the pastor’s absence

2. Persons who are expected to provide leadership in the pastor’s absence shall be asked ahead of time and made aware of what is expected from them. 
3. The proposal shall be presented to the church board a minimum of six months prior to the proposed start of the sabbatical. The church board may take as much time as needed to review and pray about the sabbatical plan. 
4. To be approved by the church board, the sabbatical shall have a 2/3 majority ballot vote.
5. The sabbatical shall be announced to the congregation by an appointed church board member. It shall be presented to the congregation as a time of growth and renewal.

Policy Regarding Concerns Being Brought to the Church

Policy:  

The church board recognizes the concern and emotion that certain doctrinal issues will raise among the membership of the local congregation. We affirm that God has called us to be diligent in our study of God's word; to "be prepared in season and out of season;" to "correct, rebuke and encourage -with great patience and careful instruction." (2 Tim. 4:2).
We also believe that there is a proper and orderly way to raise these concerns to the pastor, the board and the congregation.
Procedure:
1. Doctrinal concerns should be shared with the person who is thought to be teaching principles that are not in keeping with the teachings of the Brethren in Christ Church. This approach is encouraged by the teaching of Scripture (Matt. 18:15-16; Gal. 6:1).
2. If these concerns need to be addressed further, the concerns should then be brought to the attention of the pastor by letter, email or face-to-face conversation. A follow up meeting is often helpful to clarify issues.
3. The issue of concern may then be brought before the board by the pastor to be discussed and addressed by the board. Or if the pastor and board chairman deems it appropriate, the person can come before the board. The pastor and the board will review the doctrinal concern, prayerfully search the Scriptures, consult the BIC Articles of Faith and Doctrine and BIC Guidelines, and seek the counsel of the bishop.
4. After considering the issue(s), the board will arrive at a conclusion which will be communicated to the person who raised the concern, and also to the one whose views have been drawn into question. The decision of the board, in consultation with the bishop, will be binding.  
5. In instances of congregational distress that compromise the ability of the pastor and/or church board to serve the congregation, the procedures according to MDG 14.8.9 will be followed. 

Teachings on Hell

Policy:
We affirm the clearest reading of the Bible’s teaching on hell, as affirmed by the BIC Articles of Faith and Doctrine when they say:

God will judge righteously at the close of the age. Those who have trusted Him and obediently followed Jesus as Lord will not be condemned. God will reward them according to their faithfulness. The unsaved, however, will be punished with everlasting destruction in hell, eternally shut out from the presence of God because they have rejected His offer of salvation. (AFD, Article VI, Eternal Hope and Judgment, Death judgment, and the consummation of all things).  SEE: Psalm 92:7; John 3:18; 5:25-29; 1 Corinthians 3:10-15; 15:27-28; 2 Thessalonians 1:5-9; Revelation 20:10, 14; 21:22-27; 22:3.
We take this to mean that hell is a place of eternal suffering where those who reject God’s offer of salvation will be separated from His presence forever. 

Whereas we understand that some Christians may hold to an alternative view of hell, such as annihilation, Zion BIC does not affirm this view. Any teachings on hell that do not line up with the biblical views of Zion BIC shall not be taught in the context of the Zion Church.

Brethren in Christ Statements on Marriage and Sexuality

At the 2008 General Conference of the Brethren in Christ Church, language was added to the BIC marriage statement in the Manual of Doctrine and Government to clarify and strengthen our statement on marriage.  At this Conference, the Manual of Doctrine and Government (Article XX, Section 2, Paragraph C) was amended to include the following language:

It is the privilege of the minister to officiate at the marriage of persons who, after adequate instruction and counsel, can affirm the principles of Christian marriage, including a lifelong commitment to the marriage relationship. Ministers are not obligated to officiate at marriages that violate their consciences or otherwise are not in harmony with their understanding of scriptural principles. In keeping with our biblical and theological understanding, ministers (or other authorized persons) shall not officiate at or recognize same-sex marriages or unions, nor shall such marriages or unions be performed in a Brethren in Christ facility. When there is a question regarding the minister’s credentialing a marriage, it is advisable for the minister to consult with the bishop and the church board. 

This new language was added to existing BIC statements on marriage and sexuality, found in the Articles of Faith and Doctrine (AFD) and our Manual of Doctrine and Government (MDG):

“Human sexuality is affirmed within the chaste single life or a lifelong marriage between a man and a woman.”  (AFD under Relations in Creation)

“The Christian marriage ceremony witnesses to God’s order and design for the union of a man and a woman in a lifelong commitment of love and fidelity.” (AFD under Life of the Church: Ordinances and Practices)

“Marriage is ordained by God as a lifelong union between husband and wife.”  

“God created men and women with the capacity for sexual intimacy, which is to be expressed only within the bonds of marriage.  The practices of premarital sex, extramarital sex, adultery, lesbianism, or homosexuality have no place in the life in Christ.”  (MDG, article XVIII, Christian Life and Practice)

Incident Policy
Policy:

At least one incident/injury report form shall be completed if:

· an injury exists which requires more than basic first aid treatment (i.e. broken bone is suspected, possible internal injure, seizure, etc.)

· damage is done to vehicles or church property

· inappropriate physical behavior of a sexual or threatening nature is reported. 
Procedure: 

1. When in doubt, a form shall be filled out.

2. An incident report form shall be completed by a first-hand witness, if possible.

3. Incident reports shall be obtained from and returned to the church office manager. 

4. The church office manager shall share the incident report with the pastor, then file it. 

Zion Brethren in Christ Church Incident/Injury Report Form 
To be completed within seven days following the incident.
Incident Date: ___________________________ Incident Time: __________________________ 

Injured Person’s Name: __________________________________________________________

Address: ______________________________________________________________________

Phone Number: __________________________ 

Gender: _____________________________  Age: _________________________________

Was the incident witnessed? (circle one):           Yes  /   No 

Name(s) of witness(es): _______________________________________________________________________________

_______________________________________________________________________________

Where did the incident occur?  ______________________________________________________

Describe the injury: 

______________________________________________________________________________________________________________________________________________________________

Details of the incident: ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Does the injury require medical care beyond first aid? (circle one):  Yes  /  No

Did the injured individual require an ambulance? (circle one):  Yes  /  No  

If so, name the facility the injured person was taken to: __________________________________

Facility Address: ________________________________________________________________

Facility Phone Number: ________________________

Incident form completed by: ______________________________

Date completed (mm/dd/yyyy): ____________________  Time Completed: __________ AM / PM 

Office Equipment Use
Policy:


The church office equipment will be made available to members at the discretion of the church office manager. 
Procedure:

The church office manager is responsible for monitoring equipment usage.

Parsonage Use

Policy:

1. The parsonage house is available to BIC missionaries who are invited to stay there by the BIC Midwest Global Impact Team. The intent is to benefit missionaries on furlough who are staying or traveling in this area. It will also be available to others who are performing Zion supported ministries.  

2. It will be reserved on a first come, first served basis and will be provided free of charge. 
3. Zion’s contribution is to make the parsonage available for use, clean and completely furnished. It is the responsibility of all local churches involved to coordinate meals for the missionaries.

4. Zion’s custodial staff will ensure the parsonage is clean and stocked with toiletries in between uses. However, occupants of the parsonage shall execute their own care and cleaning during their stay. 

Procedure:
1. BIC World Missions notifies the BIC Midwest Global Impact Team when international missionaries are in the United States. The BIC Midwest Global Impact Team may choose whom to invite to stay in Zion’s parsonage. 

2. The BIC Midwest Global Impact Team will contact the church office manager or Zion representative to clarify whether the parsonage is available for any designated dates and times. 

3. Care and cleaning guidelines are posted for the guests. 

Volunteer

Job Descriptions
Zion Church Treasurer

Zion Brethren in Christ Church

Reports to: Church Board

Job Description:

The church treasurer must have faith, integrity, and impeccable character, along with an understanding of general accounting principles. The treasurer must be mindful that he/she is managing the offerings given to God by the members, who trust the church treasurer to exercise good stewardship in managing their hard-earned contributions. The treasurer reports directly to the Church Board.

The treasurer will need to be able to keep detailed records and to:

· understand compensation laws

· understand Charitable Contribution issues 

· submit reports as required by the IRS as a 501c3 charity 

· account for various bank accounts

· monitor restricted funds balances

· maintain check signature authorizations. 

· review the "Quick Books" records for accuracy  

· prepare the detailed annual budget for revenues and expenses

· maintain cost effective insurance for general and personal liabilities and for protection of Zion's assets. 
Preferred Qualities: 
The treasurer works with the financial secretary in paying employees and covering other expenses. A church treasurer's position carries a potentially heavy burden of trust and responsibility. Any inconsistency in the church's financial statements invites suspicion of wrongdoing by the treasurer even if it was simply an honest mistake. To avoid any chance of such a misunderstanding, church treasurers must use sound accounting practices such as keeping personal funds and church funds strictly separate. 
Job Expectations: 
Weekly Duties

· Count and deposit the offering money in the church bank account.  A second person is to be present when offering money is counted.

· Record the name and amount of each check - for keeping records of each individuals’ giving. Individuals may opt out of this if they desire.

Monthly Duties

· Carefully compare the church ledger to the bank statement to ensure everything matches. 

· Attend Church Board meetings to present a monthly financial report, including details of all funds used for operating expenses and miscellaneous expenditures. 
· Work with the Church Board in obtaining approval for payment of expenses and projects per Zion’s Financial Policy.

· Pay employees and other expenses. Bills shall be paid promptly.
Yearly Duties

· Provide individuals with annual giving statements.  

· Submit statements to the Internal Revenue Service as required. 

· Work with the finance committee to prepare the church's proposed budget and expenses for the upcoming year. This will be approved by the Church Board, then presented for final approval at the Annual Council Meeting.
Church Board Chairperson
Zion Brethren in Christ Church

Reports to: Senior Pastor, Church Board, BIC Midwest Conference Bishop
Duties and responsibilities:
· Lead the board meetings

· Assume the administrative duties in the absence of the pastor

· Be a liaison between board and pastor

· Be a liaison between board and Bishop

· In the event of a pastoral search, the board chairperson becomes the point of contact with the Bishop

· Assist a new pastor as they adjust to their role

· Lead the Annual Council Meeting

· Assign the hiring committee

Adult Sunday School Director

Zion Brethren in Christ Church

Reports to: Senior Pastor

Classification: Volunteer

Job Description:
The adult Sunday school director is a spiritually mature church member selected by the pastor to oversee the content, curriculum, and teachers for adult Sunday school.

Job Expectations:

· The director’s primary duty is to organize adults willing to lead Sunday school classes for each quarter of the year. The director will maintain a record of who has led a class (including class topics) for each quarter of the year, as well as a list of suggested class topics or materials to present to potential class leaders.

· The director will think and pray about potential class topics and leaders, and approach church attendees well in advance to ask if they would be willing to lead a class. Prayer is an essential part of this position. Regular prayer for those leading and attending adult Sunday school is expected.

· The director shall work closely with the pastor to ensure that only quality Biblical resources are used for class material, and that those willing to lead the classes are spiritually fit to do so.

· Other duties of this position include organizing classrooms before the start of each new quarter, managing sign-ups for classes before each quarter, and communicating well with class leaders as needed.
· Communicate with church office manager for ordering adult Sunday school materials. 
Children’s Ministry Coordinator (Pending Board Approval)
Zion Brethren in Christ Church

Reports to: Board of Congregational Life

Classification: Volunteer

Job Description: 

The children’s ministry coordinator is responsible for overseeing the children’s programs for children ages three through fifth grade: Sunday School, Children’s Church, and KidZone. It is expected that the coordinator prays regularly for the teachers, helpers and children, and expresses thanks to all involved in these programs.

Job Expectations:

Workers

· Schedule teachers and helpers for Sunday School on a quarterly basis. 

· Be the contact person for the teachers and helpers.  Persons needing a substitute or to switch Sundays with another worker shall notify the coordinator of the change. 

· Schedule teachers and helpers for Children’s Church on a quarterly or monthly basis.  Coordinator may find another volunteer to oversee Children’s Church. No Children’s Church on the 5th Sundays.

· Provide Children’s Church teachers with lesson material at least a week in advance.

· Find a volunteer who will oversee and find staff for KidZone.  Volunteer will work with the coordinator in managing problems and changes. 

· Youth who are assisting teachers need to be in high school.

· Prepare and distribute list of dates, teachers, and helpers for both Sunday School and Children’s Church to persons involved.

Curriculum

· Meet annually with a curriculum committee of teachers to discuss materials to use. This is for both Sunday School and Children’s Church.
· Submit Sunday School curriculum to BCL for approval.
· Verify the number of students in each class and have office manager order materials.

· Distribute and explain the curriculum to each teacher.

· Keep track of the curriculum cycle. 
Miscellaneous

· Ensure rooms are available for each class.

· Be aware of class sizes and decide if fewer or more classes are needed.

· Keep a record of all teachers and helpers who have taken the Child Safety Awareness training. 
Media Supervisor

Zion Brethren in Christ Church

Reports to: Senior Pastor, Church Board, Church Office Manager 

Classification: Volunteer

Duties and responsibilities:

· Oversee and train media personnel

· Maintain media equipment

· Replace and/or acquire new media equipment when needed

· Assign media personnel for Sunday Morning Worship 

· Clean and organize equipment storage room.

Usher

Zion Brethren in Christ Church

Reports to: Church Board
Classification: Volunteer

Job Description:
Ushers are church members elected at Annual Council to help greet and welcome church attendees, and to manage the orderliness of Sunday church services.
Job Expectations:

· Ushers are expected to be in attendance most Sundays and to communicate with the head usher in the event of their absence.

· Ushers seat and welcome attendees, count Sunday school and worship service attendance, collect tithes and offerings, make purposeful connections with new visitors.

· One usher shall remain in or near the foyer during Sunday church service to ensure security of the church facilities.

· One usher shall be selected as head usher to lead and organize the above duties.

· Ushers may be asked to serve in similar capacities at special church events.

Paid 

Job Descriptions
Financial Secretary (Pending Board Approval)
Zion Brethren in Christ Church

Reports to: Church Treasurer

Classification: part-time 

Job Description: 

The financial secretary must have integrity along with an understanding of general accounting principles. His/her primary role is to assist the church treasurer in maintaining accurate records. 

Job Expectations:

Weekly
· Check vouchers against invoices and code in QuickBooks
· Write checks, paying bills every week as they come in

· Make General Journal Entries every week

· for deposits, directing entries to income accounts and/or fund accounts

· for auto withdrawals from bank (as in utilities)

· transfers between accounts as necessary
Bi-weekly
· Calculate payroll biweekly in Quickbooks program

· recording hours and salaries in a spreadsheet
· understanding federal withholding, Social Security, Medicare, and state withholding

· file 941 monthly taxes, and state withholding taxes online

· file 941 quarterly tax report
Monthly
· Reconcile bank account(s)
· Generate monthly reports 

· Balance Sheet

· Profit and Loss Comparison

· Check register

· Miscellaneous Account Reports
Annually
· Distribute year-end contribution reports to contributors
Youth Pastor
Zion Brethren in Christ Church

Reports to: Senior Pastor, Church Board, Board of Congregational Life

Classification: Part time
Job Description:
The Youth Pastor must have a passion for Jesus and enthusiasm for working with youth. The Youth Pastor reports directly to the Senior Pastor. This is a position that includes weekends and some evenings 

Preferred Qualities:
· A willingness to foster spiritual growth in others

· Personable and easy to work with

· Creative and organized

· An ability to communicate and cultivate relationships

Job Expectations:

· Equip the youth to develop growing relationships with Jesus

· Plan, coordinate, and lead weekly night youth lessons and activities throughout the school year

· Research and select material for youth Sunday school classes and/or Bible studies

· Teach youth Sunday school classes (or recruit leaders).

· Update the Board of Congregational Life regarding youth activities

· Work closely with the church treasurer regarding youth funds and expenses

· Plan, coordinate, and conduct fundraising for youth events.

· Coordinate the registration process for the Midwest Regional Conference annual youth camp

· Attend and participate in Midwest Regional Conference youth camp (usually one week in July)

· Report periodically to congregation about youth activities

· Participate in a Bible study to foster your own spiritual growth

Church Office Manager
Zion Brethren in Christ Church

Reports to: Senior Pastor, Church Board
Classification: Part time
Job Description:
The church office manager must have a passion for Jesus and serving others. The church office manager reports directly to the Senior Pastor. The church office manager must honor a commitment to confidentiality of personal information of the congregation and staff, have the ability to organize and administer information, and have timely attendance with the ability to vary schedule when needed. This is a paid hourly position that includes weekends and some evenings 

Preferred Qualities:

· Cordial and professional conduct with excellent interpersonal skills

· Personable and easy to work with; a team player

· Creative and organized

· An ability to communicate and cultivate relationships

· An ability to work with attention to detail

· A working knowledge of computer hardware and software such as Microsoft Office including Publisher, Outlook, SongShow Plus, Audacity and more.

Job Expectations:

Daily & Weekly

· Answer phone calls
· Check the mailbox, email and voicemail
· Prepare bulletins for Sunday Worship Service
· Prepare items for video projection and communicating with media/sound team as needed
· Upload sermon online and copy CD’s as requested
· Correspondence and administrative support as required
· Maintain church website and Facebook account
· Administrative duties as assigned by the Pastor
· Open mail and prepare bills for financial secretary
· Keep track of congregational attendance
Monthly

· Prepare Church Board agenda and gather business items
· Prepare BCL (Board of Congregational Living) agenda and gather items
· Sit on the Church Board as the recording secretary
· Order office, pulpit and kitchen supplies
· Update calendar events including private events, church sponsored events, meetings, guest speakers, etc.
Miscellaneous Duties

· Prepare Annual Council booklet each year
· Publish an updated Church Directory as needed
· Help administratively with ministry programs as requested
· Track and document child safety training
Custodian

Zion Brethren in Christ Church

Reports to: Senior Pastor, Trustees

Classification: Part time

Job Description:
The church custodian is responsible for cleaning the church on a weekly basis and as needed, ordering and organizing cleaning supplies, and reporting repair needs to the trustees.  

Job Expectations:

Weekly

· Vacuum carpets upstairs, downstairs (basement), sanctuary, foyer, offices, nursery and fellowship hall. 

· Clean bathrooms thoroughly and replace paper products when necessary

· Sweep and mop tile areas including kitchen and bathrooms

· Clean windows and glass door panels

· Empty trash throughout the church building

· Sharpen and replace pencils and envelopes in sanctuary

· Check the mission home for trash, floors and dehumidifiers

As needed

· Clean the mission home prior to visiting missionary stays

· Shampoo carpet and chairs, mainly in the fellowship hall

· Clean before and after special events when assigned
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