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I.

Introduction

The church shall create and establish such committees it deems needed and appropriate to carry
on the work of the church as described in the articles of incorporation (issued by the State of
North Carolina on January 22, 1998) and the bylaws of Neill’s Creek Baptist Church
(subsequently adopted with a revision of the same on July 2004) and with specific reference to
Article X, Section 2 of said bylaws with direction: “Provisions concerning said committees shall
be set forth in this Policy and Procedures Manual”.

II.

Method of Adopting and Amending this Manual

A. Adoption:
This edition of the Policies and Procedures shall be considered adopted and in immediate effect
if and when the majority of the members present at a business conference at which a vote is
taken shall vote in favor of the same.
B. Amending:
These Policies and Procedures may be amended, altered or repealed by a majority vote of the
members present at any business conference of the church; provided that such amendment(s),
alteration(s) or repeal(s) shall have been given to the Policies and Procedures Committee for
review, to the Church Clerk in writing, and then the proposed change(s) made available to the
church at least fourteen (14) days prior to the time the vote is taken.
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III.

General Officers of the Church not described in the Bylaws

This section does not include paid staff which is described in the Personnel manual.
A. Clerk: The church shall elect a Clerk to serve a term of two years upon recommendation of the
Diaconate. One who has served previously in this position will be eligible for re-election. It shall be the
Clerk’s responsibility to attend or be represented at all church business conferences, to keep an accurate
record of all business transactions, to prepare the annual associational letter and to see that it is properly
transmitted to the associational clerk, and shall notify all officers, members of committees and
messengers of their election or appointment; shall issue letters of dismissal as authorized by the church,
preserve all papers and valuable records and letters that belong to the church, and deliver such records to
the history committee. It shall be the duty of the clerk to see that an accurate roll of the church
membership is kept, the dates and methods of admission and dismissal, change in name, correct mailing
addresses and other pertinent information about each member.
B. Treasurer: The church shall elect a treasurer to serve a term of two (2) years upon recommendation of
the Diaconate. One who has previously served in this position will be eligible for re-election. It shall be
the duty of the treasurer to receive or cause to be received and deposited in a federally-insured bank or
savings institution and subsequently disbursed by check or proper draft and upon proper authority all
money and other intangibles subject to be collected and/or deposited. Disbursement of church funds shall
be upon the signature and direction of two (2) persons as established by the Diaconate; unless
unavailable, the Treasurer should be one of those authorized. The Treasurer may collect and properly
save and keep other things of value that are given to the church in accordance with instructions by the
church (with appropriate in-put by the Diaconate and the Budget-Finance Committee until the church has
made appropriate decision). The Treasurer shall keep or caused to be kept at all times an itemized
account of all receipts and disbursements and render an accounting as directed by the church or as
deemed appropriate and needed by the Treasurer with proper advice and input from the Budget-Finance
Committee and/or the Diaconate. In rendering accountings, the Treasurer shall be responsible to prepare
or cause to be prepared monthly financial reports for receipts and disbursements to disclose comparison
of actual financial performance with budgeted expectations, to include missions (currently gifts to be
separately accounted to Baptist State Convention, Cooperative Baptist Fellowship, Little River Baptist
Association, Women Missionary Union-North Carolina with appropriate change of accounting by the
church) and general operations and other accounts in the general fund. These reports shall be made at the
end of each month. Reporting on other funds shall be made as directed by the church or requested by the
Budget-Finance Committee or the Diaconate. The rendering of other reports may be by the choice of the
Treasurer or as directed by the church or requested by the Budget-Finance Committee or the Diaconate.
The Treasurer has authority to transfer money as needed between the saving accounts or certificates (such
as Money Market Accounts) and checking accounts as necessary. When Certificates of Deposits in
existence have matured, Treasurer will meet with the investment committee of the Budget and Finance
Committee to determine renewal options. Currently, a church staff member, designated as Church
Accountant, has the duty, among others, to assist the Treasurer in the discharge of the duties as expressed
herein. Accordingly, the Treasurer shall work with the Church Accountant to accomplish the duties
herein mentioned and to meet all requirements of the federal and state governments relative to reports
required for information concerning employees and others as the same shall become due together with
payment of required taxes. The ultimate duties herein contained shall be the responsibility of the
Treasurer. The Treasurer should become familiar with the duties of the Church Accountant and should
ascertain that those duties are properly discharged. Financial records of the church are currently
contained on computer programs maintained by the church in the church office. The financial records to
include all books, records, accounts, computer programs, computer discs and hard copies or print outs
thereof as accumulated shall be the property of the church. Upon invitation, the Treasurer shall meet with
the Budget and Finance Committee and /or the Diaconate. The Treasurer shall be an ex-officio member
of the Budget and Finance Committee, entitled to vote. The Treasurer shall be answerable to the church;
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however, the Treasurer should work closely with the Church Accountant and shall seek advice and
direction from the Pastor, Budget-Finance Committee and the Diaconate. The Diaconate may request or
the church, acting upon resolution, may cause the Treasurer’s books and records to be audited as deemed
appropriate and the Budget-Finance Committee shall arrange such requested audit. (Adopted 7-15-2009)
C. Moderator: The chairman of the Diaconate shall preside over church conferences as moderator;
provided the chairman may designate the Pastor or some other member of the church in good standing to
serve as moderator.
D. Sunday School Director(s): The Sunday School Director shall be nominated by the Nominating
Committee and elected by the church on an annual basis. The Sunday School Director shall supervise the
Sunday School program; shall oversee the ordering of literature, materials, and equipment as provided in
the Church Budget; shall coordinate the work of the Sunday School program with the Strategic Planning
Committee; shall oversee the keeping of accurate rolls and attendance records; and shall serve as a
member of the Nominating Committee. The Sunday School Director shall be responsible to the Church,
reporting to the regular church conferences and shall report any special needs of the Sunday School
program to the Diaconate.
E. Women's Missionary Union Director: The WMU Director shall be nominated by the Nominating
Committee and elected by the church on an annual basis. The WMU Director shall be responsible to
encourage the mission programs of the church, especially the programs and organizations already
established and hereafter recommended. The WMU Director shall be responsible to the church, reporting
to regular church conferences, shall coordinate the Mission Programs with the Strategic Planning
Committee and shall report the mission activities and needs to the Diaconate.
F. Baptist Men’s Director: The Baptist Men’s Director shall be nominated by the Nominating Committee
and elected by the church on an annual basis. The Baptist Men’s Director shall encourage Mission
projects especially programs and activities presently existing, including any organizations involving boys
and young men of the church. The Baptist Men’s Director shall be responsible to the church, reporting to
the regular church conferences, shall coordinate the mission programs with the Strategic Planning
Committee and shall report the mission activities and needs to the Diaconate.
G. Assistant Church Clerk: The church shall elect an Assistant Church Clerk from the membership to
serve a term of two (2) years upon recommendation of the Diaconate. One who has previously served in
this position will be eligible for re-election. It shall be the duty of the Assistant Church Clerk to serve in
the absence of the Church Clerk as the duties of that office are established and to further be primarily in
charge of maintaining the membership roll of the church and to discharge such other duty of duties
assigned by the church. (Adopted 7-15-2009)
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IV.

Committees and Their Policies and Procedures

General Procedures & Policies for All Committees except as noted:
1. ROTATION PROCESS
The goal is to include new committee members each year in order to involve as many
members as possible in all aspects of the church. The Nominating Committee and the
Diaconate are encouraged to abide by this goal in their nominations.
2. FIRST MEETING of New Church Yeara. Outgoing Chair shall be responsible for calling the initial organizational meeting
of the new committee and to call for officers to be elected.
b. Committee shall elect a Chairperson, Vice-Chair, and Secretary.
3. NOMINATING PROCESS
All committee vacancies shall be nominated by the Nominating Committee except
the following committees whose nominations shall be recommended by the
Diaconate: Nominating, Personnel, Budget and Finance, and Strategic Planning,
Treasurer and Church Clerk. All nominations shall be approved by the Church
body.
4. REPORTING
a. The committees shall comply with Article X of the church By-Laws as follows:
Section 1. Committees in General: It is recognized that the business affairs of the church
are generally proposed and recommended to the church conference by various
committees. Every committee elected by the church may first make its report and
recommendations to the Diaconate for the express purpose of communicating and
coordinating the entire church program. The process of such reporting shall not relieve
any committee of its duties to report its findings and recommendations to the church
conference for such action or actions as the church conference deems advisable and in the
best interest of properly carrying out the work of the church. It shall be the sole duty of
the Diaconate to make comment upon the recommendations of the various committees to
those committees and to lend assistance and advice to the committee members when
considering all of the work of the church. The Diaconate chairman and other officers of
the Diaconate shall use their discretion in requesting the various committees to meet with
the Diaconate or to simply send a copy of its suggested recommendations and reports.
Nothing in this section shall prohibit the Diaconate in making its own recommendation
concerning any aspect of the church's programs or proposed programs.
Section 2. Establishment of Committees: The church shall create and establish such
committees it deems needed and appropriate to carry on the work of the church.
Provisions concerning said committees shall be set forth in a Policy and Procedures
Manual.
b. Make recommendations to the Budget and Finance Committee concerning budget
needs for the year.
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c. Prepare a report for presentation at the quarterly church conferences.
5. CONDUCTING MEETINGS
a. Within reason, follow "Roberts Rules of Order".
b. Each committee should keep minutes of each meeting.
6. COMMITTEE SIZE
The number of committee members as set forth in this manual shall serve as a guide and
may vary from year to year based upon the presentation by the Nominating Committee to
the church for annual election.
7. EX-OFFICIO REPRESENTATION ON CHURCH COMMITTEES
The Pastor and the Diaconate Chair shall be Ex-Officio members of all committees
pursuant to the following provisions:
a. Their Ex-Officio status shall be non-voting and not be required to establish
quorum status for the committee.
b. Attendance at meetings is not required on a regular basis but may be requested by
the committee or its chairperson. The Ex-Officio members may elect to attend
any and all committee meetings.
c. Many committees meet without scheduling a meeting by announcement in the
church bulletin or newsletter. The Ex-Officio members shall be entitled to
request from the respective chairperson that they be advised of scheduled
meetings.
d. The Diaconate may designate another member of its body to serve as an
additional Ex-Officio member of any respective committee pursuant to the
foregoing provisions.
e. Ex-Officio membership on any church committee as may be established by
provisions of this manual (provision regarding any committee membership or
structure) or by church conference (unless otherwise provided by the church) shall
serve pursuant to the foregoing provisions.
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Audio/Visual Committee (includes Website):
Membership and Election:
This committee shall consist of no less than six (6) elected members.
A/V Duties:
The A/V Committee works with the technology needs of the church for sound, audio, and visual
presentations during worship services and helps maintain all media related technology including
the church website.
1. To oversee, manage, and maintain the proper operation of the church audio and visual
system which may require contacting outside sources.
2. To prepare and operate audio and visual equipment for all services. This includes
recording of services for use in the audio and visual ministry.
3. To interact with the church membership and staff to determine the needs and wishes for
other equipment useful to the Church’s ministry.
4. To investigate and recommend the purchase of audio and visual recording equipment to
the church.
Website Duties:
5. To oversee and manage the proper operation of a church sponsored web site and report to
the church at regular quarterly church conference.
6. To cooperate and assist such special committee or committees as are appointed and
elected by the church relating to the website and its content.
7. To oversee the design, content, and operation of the website in coordination with church
leadership, membership, and staff, to ensure that the website projects the message and
content desired by the congregation of the church. This includes supervision of those
with access to the website and ensuring the security of information contained on the
website.
8. To manage the website to ensure that it remains current and has content that is useful and
pertinent to the congregation. Additionally, the committee will ensure that the website
serves as an outreach to non-members and potential visitors.
9. To review annually the capabilities of the website hardware and software to determine its
ongoing adequacy to the mission of the website. Additionally, to review the capabilities
of the church computers to make sure that they are adequate for use to maintain and use
the website.
10. To recommend contract services to perform the obligations herein established.
11. The committee shall, as near as possible, divide the duties assigned to it among the
various members on the committee.
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Budget and Finance Committee (includes Memorial & Endowments)
Membership and Election:
This committee shall consist of a minimum of five (5) elected members and the following four
(4) ex-officio members; Church Treasurer, Church Accountant, Diaconate Chair and Pastor. The
elected members shall be nominated by the Diaconate and elected by the church.
The Budget & Finance Committee is responsible for leading the church to be good stewards of
the financial resources which God has entrusted to us. This committee leads the church in
stewardship emphasis and recommends an annual budget to the church.
Budget & Finance Duties:
1. This committee shall propose annually a unified church budget on a calendar year basis
suitable to the aims and interests of the church. The committee shall give timely notices
of its budget meetings and shall specifically invite all department directors, other officials
and all church members to provide their budget requests. Church officers should be
prepared to make recommendations and suggestions to the Budget and Finance
Committee for the purpose of formulating a realistic and meaningful budget estimate for
the church.
2. Committee chairpersons, officers and church members may express their
opinions as to the needs of the church; however, they shall not be present during the
discussions or the vote upon the various proposals unless such person is a member
of the budget and finance committee.
3. This committee shall consider the Personnel Committee’s recommendations as to salaried
employee compensation. No salaried employee shall be present at the committee meeting
during the discussion or the vote regarding his/her salary.
4. This committee shall plan and execute a program of stewardship education and encourage
increased giving through the church budget. It should emphasize the Cooperation
Program and its giving plans supporting the Southern Baptist Convention and the
Cooperative Baptist Fellowship and other special mission offerings. The committee shall
also seek new means and methods of encouraging every member to commit to
stewardship participation.
5. This committee shall be responsible for assisting the Church Treasurer in record keeping
and reporting relative to the financial affairs of the church. This committee shall
regularly review the contributions and expenses of the church and report this information
to the church in conference as well as make recommendations regarding any required
amendments to the current church year budget.
6. This committee shall have the responsibility of reviewing insurance policies of the church
including: property, general liability, workers compensation and vehicle insurance. This
review shall determine minimum coverage limits for all property and functions of the
church. This committee shall have the authority to obtain bids for all future insurance
contracts. Unless specified by an insurance policy with a rate guarantee exceeding one
year, the insurance policies will be reviewed and placed for bid on an annual basis.
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7. The Church Treasurer, Church Accountant, Budget and Finance Committee Chair and
Diaconate Chair shall be the authorized signers on all deposit accounts of the church.
There shall be two authorized signatures required for any expenditure from the main
operating account.
8. A sub-committee for investments shall be created consisting of the Church Treasurer,
Budget and Finance Committee Chair and one at-large member, who shall be a member
of the Budget and Finance Committee and selected by the same. This sub-committee
shall review the terms and maturation dates of the church’s investments and redeem or
reinvest, as they deem appropriate. Should this sub-committee recommend a change in
the type of vehicle to be used for investment that is not insured by the United States
Government, the Budget and Finance Committee, Diaconate and the church must also
approve this recommendation. This sub-committee shall report any change to an
investment of the church to the Budget and Finance Committee for further reporting to
the church.
Memorial & Endowment Duties: See Section VI – “Memorial Funds – Rules for
Administration – see page 36.”
1. To oversee the distribution of the memorial/endowment funds received by the church.
2. To receive notification of all memorial gifts/endowments made to the church from the
church accountant.
3. The Church Accountant, as currently stated in the job description, shall be responsible to
acknowledge to the donor(s) and express appreciation for receipts of memorials gifts to
the church. In the event the duties of that officer are changed or for any other reason that
acknowledgment of memorial gifts are not being made, the Memorial/Endowment
Committee shall coordinate with the Treasurer, other officers of the church and the
Diaconate that such acknowledgements are appropriately made. (Adopted 7-15-2009)
4. The Church Accountant, as currently stated in the job description, shall be responsible to
notify the family of a person for whom a memorial gift or gifts have been received by the
church and requesting that the family give guidance on the spending of the funds within
30 days and if the family fails to respond the funds would be added to the “General
Memorial Fund.” In the event the duties of that officer are changed or for any other
reason that notification of memorial gifts and request for guidance as above stated are not
being made, the Memorial/Endowment Committee shall coordinate with the Treasurer,
other officers of the church and the Diaconate that such notifications and requests are
appropriately made. (Adopted July 15, 2009)
5. To submit recommendations for spending of the undesignated gift(s) to the Diaconate for
approval.
6. To meet quarterly to review available funds.
7. To give a report at regularly scheduled business conferences.
8. To maintain records and develop internal committee policies and procedures as necessary
to assure professional implementation of the above directives.
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Building Maintenance Committee (includes Landscape, Mini Bus, Cemetery,
Baptism, & Health/Safety)
Membership and Election:
This committee shall consist of no less than eleven (11) elected members.
This committee is responsible for addressing all issues of repairing and maintaining the church
buildings, vehicles, cemetery, and grounds.
Duties:
1. To give attention to and study the condition and state of repair and appearance of the
buildings owned by the church, making such repairs and improvements authorized in the
church budget or by church action.
2. To cooperate and assist such special committee or committees as are appointed and
elected by the church relating to buildings owned by the church.
3. To consult with the budget and finance committee, upon request, so that realistic and
appropriate budget proposals may be submitted to the church for its consideration.
4. To cause, through its chairperson, a monthly report to be made to the Diaconate of the
condition and state of repairs and appearance of the buildings owned by the church,
including such budgeted repairs, improvements and maintenance as deemed needful and
appropriate by the committee.
5. To cooperate with and assist church officials in planning and taking action on the repair,
improvement and maintenance of the buildings owned by the church.
6. To supervise the work of the custodial service and all other persons contracted in the
capacity of caring for the buildings owned by the church.
7. To maintain all church properties ready for use, EXCEPT: interior furnishing, office
equipment, and musical instruments, church vehicles, and church grounds, audio or video
equipment.
8. To contract services to perform the obligations herein established, to include the
solicitation of bids for services as deemed appropriate. Upon approval by the committee,
the committee chair may be authorized to enter into service contracts for, and on behalf
of, the church.
9. The committee shall, as near as possible, divide the duties assigned to it among the
various members on the committee.
Landscape Duties:
1. To review and make recommendations regarding the church grounds, i.e. plants and
plantings.
2. To annually review the duties and responsibilities in the landscaping contract.
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3. To coordinate with the landscaping service concerning:
a. Spraying
b. Trimming
c. Fertilizing
d. Weeding
e. Pruning
f. Mowing
4. To schedule mulching twice a year.
5. To maintain Irrigation system: Set timer and Winterize.
6. To coordinate the cleanup of the church grounds twice each year (Spring and Fall).
Mini Bus Duties:
1. To oversee the policies and procedures of the mini bus, to include all provisions of the
“Guidelines for Use of Church Mini Bus.”
2. To oversee the monthly usage by reviewing the calendar.
3. To maintain and service the mini-bus according to recommended maintenance schedules.
4. To maintain inside and outside of mini-bus.
5. To maintain a list of approved drivers of the church vehicle(s) in accordance with the
guidelines. The committee shall cause the list of drivers to be approved by the church
liability insurance carrier and keep the same updated.
6. A file for the mini bus is maintained in the church office. All information concerning the
van (oil checks, names for insurance purposes, repairs, maintenance, etc.) along with the
usage form shall be kept in the file. The title and insurance policy are to be kept in the
safe in the church office.
7. See Section VI – “Guidelines for Use of Church Mini Bus – see page 37.”
Cemetery Duties:
1. To study the church's cemetery situation, to inquire as to the persons buried therein, to
plan and organize the church cemetery, to cause the same to be surveyed and plotted and
as near as possible disclose location of individual graves and to recommend to the church
a system of making grave sites available to church members desiring plots.
2. To assign plots to church members and/or others, to coordinate and direct the use of the
church cemetery according to a plan and program adopted by the church.
3. To generally supervise the care and maintenance of the church cemetery.
4. To encourage programs of giving for the improvement and maintenance of the cemetery.
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5. To generally direct and supervise funeral directors in the opening and closing of graves
and the general care and maintenance of use of the church cemetery, including the
charging and collecting of fees as may be authorized by the church congregation.
6. See Section VI – “Cemetery Regulations – see pages 29-30.”
Baptism Duties:
1. As dates for baptism services are scheduled by the pastor, to make sure the baptistry is in
good working order (properly filled, heated, with water circulating, and drained after
use).
2. To lay out carpet runners to protect flooring from water.
3. To assist Baptismal candidates with any necessary help in getting fitted for robes, getting
into and out of the baptismal pool, and getting to the upstairs bathrooms for changing
following their baptism.
4. To clean the Baptismal robes and store for future use and return dry carpet runners to
storage prior to the following Sunday.
Health/Safety Duties:
1. To perform inspection four times a year (quarterly) of the church’s safety equipment
including fire extinguishers, AEDs, first aid kits, and exit signs, making certain all
equipment is properly working and not expired. There are eight first aid kits located in
the office, usher’s room, nursery, kitchen, beside the two AED’s, the stairwell next to the
fellowship hall, and the bus. There is a notebook in the office with the inspection
schedule and other information on all of the safety equipment.
2. To promote an overall program of health & wellness in the life of the church.
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Council on Care Giving Committee (includes Benevolence)
Membership and Election:
This committee shall consist of no less than seven (7) members or at minimum one committee
member per paid church staff member.
The Council on Care Giving provides ongoing support to all church staff and their families. The
COCG will also assist the pastor in addressing benevolence needs from the church family and
community.
Council on Care Giving Duties:
1. To meet with the staff at least quarterly.
2. To encourage them in their ministry.
3. To ensure that their needs and their family’s needs are met.
4. To provide special gifts for holidays, birthdays, and anniversaries.
5. To provide opportunity for fellowship among the church staff by planning two meals a
year for the entire church staff.
Benevolence Duties:
1. To work in cooperation with the Pastor of the church to consider all benevolence requests
from church members and non-church members.
2. In the event that a non-church member requests financial assistance (to include rent,
utilities, food, clothing, or such other assistance deemed appropriate by the committee),
the committee shall consider the request only if one or more of the following guidelines
are met:
a. If the non-church member lives at an Angier or Lillington address.
b. If the non-church member is a relative of a church member.
c. If the non-church member is a good friend of a church member or if a church
member can validate their need for financial assistance.
d. If the non-church member has already received a pledge from another church
in the Angier community, the committee may consider additional assistance.
3. The Benevolence Committee shall not help any non-church member more than two (2)
times in a calendar year and no more than once in a six (6) month period.
4. Reasonable discretion is given to the Pastor and Chair of the Council on Care Giving to
jointly approve benevolence assistance in the event of an emergency.
5. All requests are to be kept confidential by all parties involved.
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Family Life Committee (includes Children & Youth Council)
Membership and Election:
This committee shall consist of no less than nine (9) elected church members and will
additionally include both the Children’s Minister and Youth Minister.
The family life committee is responsible for planning events to promote family cohesion, fun for
multiple generations, and spiritual growth as a family unit.
Duties:
1. To bring visibility to the importance of strong Christian families.
2. To plan ministries and activities that will promote and enrich healthy family life of the
church membership and encourage fellowship together in a spiritually uplifting and
fulfilling manner.
3. To plan ministries that are sensitive to individuals and groups that represents all facets of
the church membership.
4. To plan at least two activities per year including Family Fun Day.
5. To be available as a resource for other ministries or committees who plan church wide
events.
Children & Youth Council Duties:
1. To coordinate and plan, as needed, all activities and outreach projects for children and
youth.
2. To review and approve planned monthly and seasonal activities presented by the
Children’s Minister and Youth Minister.
3. To discuss and review expenditures of budgeted funds.
4. To oversee the work of the Children’s Minister and Youth Minister.
5. To make recommendations to the Personnel Committee as appropriate
6. See Section VI – “Policies and Procedures Nursery, Children, and Youth – see pages 3843.”
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History Committee:
Membership and Election:
This Committee shall consist of no less than seven (7) elected members.
Purpose:
The History Committee is responsible for preservation and education in regards to the historical
artifacts and records of the church.
History Duties:
1. The History Committee shall endeavor to preserve and make available for the
congregation the historical documents and memorabilia of the church’s history, to
include minutes of church conferences and diaconate meetings, pictures and other
artifacts.
2. To periodically change the history display case given in honor of Roy & Athelle
Parker.
3. To provide occasion for education that will periodically report to the congregation
highlighting important points of the church’s history during the morning worship
service.
4. To maintain a space within the church library for keeping historical documents.
5. To recognize and celebrate any special anniversaries or historical occurrences within
the life of the church.
6. To recognize at the Homecoming Worship Service church members who have passed
away since the last year’s homecoming service.
7. To research inquiries as to church membership within the history of the church.
8. To advocate for any appropriate historical markers or historical recognition on or
about the church property.
Note: The Church Clerk and Secretary of the Diaconate should periodically deliver a copy of
their minutes to the History Committee.
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Hospitality, Kitchen, and Fellowship Committee
Membership and Election:
This Committee shall consist of no less than five (5) elected members.
Purpose:
The committee shall assist with church sponsored functions that pertain to food service,
hospitality and fellowship. It also shall oversee the supplies and appearance of the kitchen.
Kitchen maintenance is an ongoing responsibility of the entire committee.
Duties:
1. To maintain a Kitchen Journal:
a. Inventory non-disposable kitchen items and record in the kitchen journal.
Inventories are to be repeated semi-annually.
b. Monitor supplies as listed:
Disposable: plates, cups, cutlery, napkins, table covers, paper towels,
trashcan liners, foil, plastic wrap, and disposable gloves.
Staples: Tea, coffee, sugar, salt, pepper, dishwasher detergent, dish
detergent, and hand soap.
c. Ordering: Have the administrative assistant order items on an “as needed basis.”
A memo for this is posted in the kitchen.
2. All church related purchases should be made with the church credit card if possible.
Receipts are to be presented to the church accountant for these purchases for
reconciliation of charges to the statement. Receipts are also required for reimbursement
of cash purchases.
3. To advise the Building Maintenance Committee chair of any needed repairs to kitchen
appliances.
4. To check church calendar for upcoming events.
5. See Section VI – “Guidelines for Use of Kitchen and Fellowship Hall.”
34)
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(See pages 33-

Nominating Committee
Membership and Election:
This committee shall consist of elected members as follows: Sunday School Director, Children’s
Minister and four (4) elected members who are nominated by the Diaconate.
The Nominating Committee is responsible to the congregation for recruiting gifted volunteers
from the laity to serve in ministry positions within the church. The Nominating Committee will
make careful consideration of the spiritual gifts of church members and their previous level of
service within the church when filling positions. Staffing of all positions of church leadership is
filled by volunteers with the exception of the following committees or positions who are
nominated by the Diaconate: Personnel Committee, Budget & Finance Committee, Strategic
Planning Committee, Nominating Committee, Treasurer, and Church Clerk. The Diaconate's
nominations shall be given to the Nominating Committee so that they can be included in the slate
to be voted upon by the congregation.
Duties:
1. Except as otherwise provided, to nominate all officers, teachers, and committee members.
2. To consult all nominees in advance of their nominations concerning their willingness to
serve. Each nomination shall understand that final election to a given office rests with
the church body, not with the Nominating Committee.
3. To systematically search to discover and develop new leadership in the church.
4. To distribute the committees' work among the total membership of the committee.
5. To have the responsibility of filling vacated and newly created position(s) and presenting
those nominations to the church body for approval.
6. To continue to survey the church program and its need for additional church positions
and make recommendations to the church body concerning such positions.
7. To advise the church body in advance of beginning the nominating process so as to
encourage members to volunteer. Notifications will be placed in the newsletters and
bulletins.
8. To make available to the church body the slate of nominations one (1) week in advance
of the regular or called church conference where the final vote of confirmation is taken.
The church conference for final approval will be in advance of the new church year
which begins the first Sunday of September.
9. To plan and officiate an annual “All Committee Meeting” within the first two (2) weeks
of September. Distribute appropriate pages from the Policy and Procedure Manual to
each committee for review.
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Outreach & Missions (includes Recreation)
Membership and Election:
Membership will consist of no less than seven (7) elected members.
The Outreach Committee is responsible for leading the church in outreach initiatives, following
up with visitors and prospective members, and emphasizing the importance of the church
mission statement and the Great Commission.
Outreach Duties:
1. As assigned by the Pastor, follow up with recent visitors and prospective members.
2. To promote a culture within the church that values “go structures” for doing hands-on
ministry in the community.
3. To teach and emphasize the importance of the Great Commission.
4. To lead outreach initiatives in neighborhoods surrounding the church and at community
events such as the Crepe Myrtle Festival, Operation Inasmuch, and Kids, Community,
and Christ.
Recreation Duties:
1. To plan, coordinate and oversee opportunities of recreation for all ages within the church.
2. To give guidance to the church softball team with intention that the team be used as an
outreach initiative of the church.

20

Personnel Committee
Membership and Election:
This committee shall be nominated by the Diaconate and shall consist of no less than five (5)
Deacons, active or inactive. One of the members shall be the current chair of the Diaconate.
The Personnel Committee is responsible for consultation and evaluation of the job performance
of all paid church staff members. The Personnel Committee is responsible for meeting annually
with all church staff members to review their performance and financial needs. The Personnel
Committee will then make salary recommendations for each paid church employee to the budget
and finance committee for each fiscal year. It is expected that each Personnel committee
member will demonstrate understanding and acceptance of those for whom it is responsible.
Loyalty, trust, and confidentiality must be assured in order to encourage staff members to share
openly with the committee about their concerns and needs.
In the event that a vacancy occurs on the committee, the Diaconate will appoint a replacement to
complete the unexpired term of that committee member.
Duties:
1. To recommend additional church staff positions.
2. To prepare, update, and maintain current job descriptions.
3. To review staff and recommend salaries to the Budget and Finance Committee.
4. To develop and recommend policies and procedures pertaining to personnel.
5. To assist with recruiting, interviewing, and recommending prospective employees.
6. To serve as a mediator for the staff.
Policies:
1. On occasion, special search committees may be formed for the purpose of filling various
vacancies. However, these special committees should seek the endorsement of the
Personnel Committee and the Budget – Finance Committee prior to making a formal
presentation to the Diaconate. One member of the Personnel Committee will serve as an
ex officio member of each special search committee.
2. In cases of irreconcilable differences with any staff member(s), the Personnel Committee
will notify the Diaconate after 30 days of intercession with no resolution. The Diaconate
will take action to intercede and work jointly with the Personnel Committee and those
involved. After an additional 30 days of intercession with no resolution, the Diaconate,
in joint action with the Personnel committee and the staff member(s), will bring the
matter to the congregation for consideration. (Adopted 7-15-2009)
3. Neill’s Creek Baptist Church reserves the right to conduct a criminal background check
on all paid staff and volunteers. Information obtained through criminal background
checks will be kept in confidence, unless otherwise required to be disclosed by law. The
results of background checks will be kept in a secure location with restricted access.
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Policies and Procedures Committee
Membership and Election:
This committee shall consist of no less than three (3) elected members.
This committee is responsible for maintaining and making recommendations to the church for
the purpose of updating the Church Bylaws and the Policy and Procedure manual.
Duties:
1. To write and/or edit amendments to the Church Bylaws and the Policy and Procedure
Manual, especially upon the request of the Diaconate and the church in conference.
2. To review requests for changes to the Church Bylaws and the Policy and Procedure
Manual.
3. To oversee the publishing and distribution of changes to the Church Bylaws and the
Policy and Procedure Manual to the church membership via email and make printed
copies available upon request.
4. To make report at a Church quarterly conference, or any called conference, of
recommended changes of the Church Bylaws and the Policy and Procedure manual after
a review of any request made to the committee.
5. To oversee the publishing and distribution of copies of the Church Bylaws and the Policy
and Procedure manual to each new church member as soon as possible upon his or her
admission to membership.
6. To coordinate efforts with the Nominating Committee at the “All Committee Meeting”,
held in September of each year, to emphasize the importance of using the Policy and
Procedure Manual for specific reference to the duties and responsibilities for each
committee and to solicit any needed revisions.
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Strategic Planning Committee
Membership and Election:
This committee shall consist of elected members as follows: Pastor, Diaconate Chair, Diaconate
Vice-Chair, Youth Minister, Children’s Minister, Director of Music, Budget/Finance Chair,
Outreach Committee Chair, Building & Maintenance Chair, Treasurer, Church Clerk, Sunday
School Director, Baptist Men’s Director, and Women's Missionary Union Director, Diaconate
Secretary, and two (2) Diaconate members-at-large, nominated by the Diaconate.
Duties:
1. To meet at least twice during the calendar year and/or anytime a called meeting is
necessary.
2. To assess and address the Six Pillars of Ministry as they relate to the church’s strategic
plan. The Six Pillars of Ministry are:
a. Faith
b. Congregation/People
c. Ministry Structures/Programs
d. Church Staff
e. Buildings/Facilities
f. Finances
3. To address expansion/growth needs to include land acquisition & facilities.
4. To recommend a visionary strategic plan to the congregation with specific goals for a five
and ten year period.
5. To recommend long range capital & ministry planning goals to the church.
6. To monitor efficient use of existing facilities.
7. To support and work with other committees as appropriate and necessary.
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Worship Committee (includes Communion, Homecoming, & Praise Team)
Membership and Election:
This committee shall consist of the following members: Director of Music, Praise Team
Director, Building Maintenance Chair, Hospitality, Kitchen and Fellowship Chair, and no less
than five (5) elected members.
The worship committee assists the Senior Pastor and Director of Music in planning special
worship services such as communion, homecoming, hanging of the greens, and Sunday night
sings.
Homecoming Duties:
1. To choose speaker for Homecoming in conjunction with the Pastor.
2. To plan the Homecoming Service with input from the Pastor and the Homecoming
Speaker.
3. To ask the Administrative Assistant to send invitations to former pastors and members.
4. To coordinate clean-up for church and grounds before Homecoming.
5. To coordinate decorations for Homecoming.
6. To coordinate with the Hospitality, Kitchen and Fellowship Committee for Homecoming
meal.
7. To coordinate clean-up after the Homecoming meal.
8. To recommend to Diaconate the amount and use of Homecoming offering.
9. To plan special worship services in conjunction with the Pastor, Director of Music, and
Praise Team Director.
Communion Duties:
1. Tuesday or Wednesday before Communion Sunday:
a. Order the appropriate juice and bread for communion.
b. Inventory the juice. Need two large (1/2 gal./64 oz.) 100% grape juice.
c. Check stock of paper doilies for bread trays and purchase if necessary (6” size).
2. SUNDAY Morning:
a. Allow at least 1 hour for set up
b. Pull communion table forward allowing sufficient space for the Pastor to walk
behind.
c. Move narrow table from vestibule and place behind communion table in front of
the pulpit. Place candles and the cross on it.
d. Locate table cover in office closet and place on communion table.
e. Gather the brass trays, etc. that are kept in the bottom kitchen cabinet left of the
sink.
f. Fill 6 juice trays with disposable plastic cups and juice. Make 2 units of 3 trays
each and cover.
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g. Place doilies in six brass plates. Place the bread on the plates.
h. Fill goblet with grape juice. Place napkin under goblet.

3. AFTER WORSHIP SERVICE:
a. Pick up all empty cups from the sanctuary, balcony, choir section and nursery.
Take everything to the kitchen. Clean and return to cabinets.
b. Check table cover for stains. If soiled, take to Cleaners for cleaning. Return to
office closet ready for the next use.
c. If plastic cups are low, ask Administrative Assistant to order more.
d. Prepare bags for deacon homebound communion.
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V. Ad-Hoc Committees
1. The Diaconate may create such committees and appoint such church members as deemed
needed to investigate, study and recommend to the Diaconate courses of action to aid and
assist in the work of the Diaconate.
2. The church may create such committees as may be recommended by the Diaconate or,
upon action, adopted by the church in conference and appoint church members as deemed
needed to investigate, study, and recommend to the church courses of action to aid and
assist in the work of the church.
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VI. Other Documents
BUILDING FUND RESOLUTION
THAT WHEREAS, Neill’s Creek Baptist Church [hereinafter sometimes called “The Church”]
recognizes that at various times the Church is in need of funding for capital improvements to its grounds
and buildings; and
WHEREAS, the Church desires to create a fund to receive monies to meet the cost of these
anticipated expenditures, to define the types of expenditures for which the fund is to be used and to
transfer to said fund certain monies which for some years have been deposited in certificate[s] of deposit
or interest bearing account[s]; and
WHEREAS, the Church recognizes that its current facilities are more than twenty (20) years old
and will be in need of repair and possible renovation in the near future and further that future needs of the
Church may well require additional facilities to include the purchase of land; and
WHEREAS, the Church recognizes that the sum of money on deposit in the for of a Certificate of
deposit with New Century Bank [being $132,110.93] represents the sales proceeds of the parsonage
property once owned by the Church together with earnings on the sales proceeds [being payment on the
sales arrangement and later rental payments] and which have been allowed by the Church to officially
remain uncommitted; and further the funds in said account represent property or capital assets of the
Church and should not be used for the operating costs of the Church budget; and
WHEREAS, the Church has previously received certain contributions and gifts (including gifts in
memory of others) for the designated purpose of expanding the church facilities and/or building and upon
direction of the Diaconate, these funds [in the amount of $7,869.50] have been so designated as
“Expansion Funds” in the Church financial reports and are on deposit in the Church money market
account.
NOW, THEREFORE, BE IT RESOLVED AS FOLLOWS:
•

First: A Building Fund is hereby created to be known as “The Neill’s Creek
Baptist Church
Building Fund” and the Treasurer is authorized to establish such special accounts as deemed
sufficient by the Treasurer and the Diaconate to be the depository of said Fund to include such
amounts in certificates of deposit and/or money market accounts as deemed appropriate.

•

Second: The fund shall be initially funded by the deposit [appropriate transfer] or designation of
the certificate of deposit on deposit with the New Century Bank in the approximate amount of
$132,110.93 as a part of the Neill’s Creek Baptist Church Building Fund.

•

Third: The Expansion Fund [in the amount of $7,869.50] currently in the money market account
shall be deposited or transferred to the Building Fund.

•

Fourth: The Building Fund is created to provide funds to meet expenditures for purposes as
expressed in the recital to this resolution. A further purpose is to provide for a fund to receive
contributions and gifts when persons may desire to make gifts for the purposes as expressed
above.
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•

Fifth: The earnings from the sale of the parsonage [being $132,110.93] as long as the same is a
part of the Building Fund, shall be paid, at least annually, to the Church’s General Fund until the
Diaconate and the Budget-Finance Committee, acting jointly, shall determine that such earning
are not needed to meet the budgeted operational cost of the Church and at that time, the earnings
shall remain a part of said Building Fund and be deposited in said fund account as deemed
appropriate by the Treasurer and reported to the Diaconate and Church. Nothing in this
paragraph shall restrict the use of the proceeds from the sale of the parsonage [as above
identified] as deemed appropriate by the Diaconate and/or the Church as authorized by this
resolution.

•

Sixth: The investment earnings of all other monies in the Building Fund [with exception of
paragraph “Fifth” above] shall remain a part of said fund and be deposited as deemed appropriate
by the Treasurer and reported to the Diaconate and the Church.

•

Seventh: The monies in said Building Fund shall be used or expended as follows:
1. Costs of expansion of the Church facilities as authorized by the Church;
2. Costs of the purchase of land as authorized by the Church;
3. Costs of major repairs and/or renovations to existing buildings
(costing more than $10,000) as authorized by
the Diaconate;

and/or grounds

4. Cost of minor repairs and/or renovations to existing buildings
and/or grounds (costing less than $10,000) as authorized by the Diaconate;
5. Cost of administration of the fund as authorized by the Treasurer and reported to
the Diaconate and the Church.
6. The Diaconate shall determine the charge of the expenditure to a particular
account of the Building Fund and repost to the church.
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Neill’s Creek Baptist Church
Cemetery Regulations
The minister [in his absence, a member of the cemetery committee] must be contacted before a
funeral or burial in the cemetery shall be scheduled or before a grave marker shall be placed at a
grave site. The minister shall make arrangements to schedule the funeral. The member of the
cemetery committee shall determine the location of the burial space.
Any member of Neill’s Creek Baptist Church shall be provided burial space in the church
cemetery at a one-time maintenance fee of $200.
Upon request of the family of a non-member of Neill‘s Creek Baptist Church, the cemetery
committee may approve a burial space at a one-time maintenance fee of $700. In making its
decision, the cemetery committee shall consider the deceased’s relationship with the church in
past years, family connection with present church member[s], family connection with person[s]
who have been previously buried in the church cemetery and such other reasons deemed
appropriate by the committee.
The above mentioned fees shall be maintained in a cemetery fund with the earnings thereof to be
used on an annual basis to defray the cost of maintenance of the cemetery. After consultation
with the cemetery committee, the budget – finance committee may budget for and the church
treasurer may expend any part of this fund for the cost of maintenance and capital needs of the
cemetery.
Burial spaces shall be determined by the cemetery committee, upon request. In determining the
location of a burial space, the committee shall consider past family burial [existing graves],
future needs of a family for burial space[s], existing family graves, existing monuments and
grave markers, and other appropriate factors deemed appropriate by the committee. There shall
be no sale of a burial space. The cemetery shall, at all times, remain the property of Neill’s
Creek Baptist Church and the use and maintenance shall remain in the control of the Church as
determined by the membership.
At the time of need for a burial space, the family’s funeral director is to be responsible as
follows:
1. Contact the minister and, if necessary a member of the cemetery committee,
regarding the use of the cemetery and provide the contact information for the
designated representative of the family for the purpose of present and future
correspondence and needs.
2. Contact a member of the cemetery committee or the church office prior to opening a
grave site.
3. Take care in the removal of dirt and the replacing of sod in such manner that
the grave shall remain flat and level with the general cemetery area with excess dirt
removed from the cemetery and the church property. If there is settlement or an unusual
raised mound at the grave site within six months after the funeral, the funeral director
shall be responsible to correct the condition.
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GENERAL RULES GOVERNING THE USE OF THE CEMETERY:
•

All graves must have a vault or grave liner.

•

All wreaths, potted plants, and floral arrangements are to be removed from the grave site
within two weeks after the funeral by the family or the cemetery committee will assume
the responsibility for the removal. Flowers and arrangements are placed on grave for
beautification. When flowers no longer fulfill the purpose, they shall be removed by
family members.

•

No person shall enclose any grave(s) or lots, or plant any trees, flowers, or shrubs
anywhere in the cemetery.

•

All graves must be identified with grave markers by the family, within a reasonable time
after burial.

•

No person, firm, or corporation is allowed to place a marker at a grave without
permission from the cemetery committee.

•

All grave markers must be set upon permanent foundations.

•

No monument or marker shall exceed the width of the grave sites.

•

Upon the approval of and supervision by the cemetery committee, the monument or
marker shall be placed in proper alignment with the particular row in which the grave is
located.

•

All foot markers must be left flush with the ground.

•

Excess dirt and other materials used while setting stones will be removed from the
cemetery by the monument company.

•

Wreaths and potted plants should be secured on top of the monument if the monument
does not have a vase.

•

No crypts or mausoleums are permitted.

Church office information: Church Office/Voice Mail (919) 639-6126
Fax (919) 639-0799
E-mail: ncbc@embarqmail.com
Senior Pastor
Cemetery Committee: A list of members may be obtained at the church office.
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NEILL’S CREEK BAPTIST CHURCH
Deacon of the Week Duties
Each “active” Diaconate member will be responsible for the duties listed below, rotating on a
weekly basis. A rotation schedule with contact numbers will be posted in the church office. The
“Deacon of the Week” and phone number will also be published in the monthly newsletter and
weekly bulletin. In the event of a conflict, the “Deacon of the Week” will contact another deacon
to serve as a substitute. The church’s Administrative Assistant and the Diaconate Vice-Chair
shall also be notified. The Diaconate Vice-Chair shall serve as the main contact person for
Diaconate duties.
Deacon of the Week Duties are as follows:
The responsibilities of the “Deacon of the Week” begin on MONDAY MORNING and end on
SUNDAY NIGHT of the week assigned. The responsibilities are as follows:
1. Sunday Morning: Open church at 9:00am on Sunday morning. Thermostats are preprogrammed at 70 degrees and are located in the Fellowship Hall, Toddlers classroom,
Sanctuary (switch by piano), upstairs in the Adult-III classroom, and the Children’s
Minister’s office.
2. Enter through the side door at the office. Turn on the light and disarm the alarm within
45 seconds. Unlock remaining doors for Sunday morning by at least one-half (½) hour
before scheduled service: front door; portico door; north side parking lot door.
3. IMPORTANT: Once the alarm is armed you have approximately 45 seconds to exit and
close and lock the door.
4. Turn on all lights upstairs and downstairs.
5. Check all bathrooms, to include toilets and faucets, when opening and closing church.
Report water leaks to Building Maintenance Committee.
6. Check trash. Pay special attention to the nursery.
7. Sunday Evening: Ensure that church is open by at least one-half (½) hour before
scheduled meeting or event.
8. Wednesday Evening: Ensure that church is open by 6:30 p.m.
9. Closing: Lock all doors; check bathrooms; close all interior doors upstairs and
downstairs. Turn off all lights.
10. Check church calendar/bulletin for special events and activities.
11. Be on call for specific assignments from the Pastor and Diaconate Chairperson.
12. Alarm code will be provided to you by another deacon. Please keep it confidential.
13. Unlock and lock the building for all regular services and special services.
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14. Report heating and cooling problems to the Building Maintenance Committee.
15. Verify bulletins have been placed next to office, at the front foyer, and on the table at the
north side parking lot entrance.
16. The Deacon of the Week will stand at the front of church with all new members and also
complete the new member form and turn into office.
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Neill’s Creek Baptist Church
Guidelines for Use of Kitchen and Fellowship Hall and Tablecloths
Use of Kitchen:
When the kitchen is used for cooking a responsible adult must be present.
The kitchen and all utensils used must be cleaned and returned to the proper storage area
according to the labels.
Microwave Use:
Microwave should be left clean.
Dirty Cloths:
Dirty Dish Cloths and Tablecloths should be laundered and promptly returned to the church.
Routine Cleaning of Kitchen Area:
Remove all food particles from sinks and drains to prevent odors.
Wipe all spills from counters, stove and burners.
Trash Removal:
Trash is to be tied in trash bag and placed in outside containers after each event. Trash can liner
should be replaced.
Leftover Food:
All perishable foods are to be removed from the kitchen after each use.
All foods left in refrigerator or freezer must be labeled with content and date. The food is to be
stored in covered containers or sealed in zip lock bags.
Left over chips, nuts, cookies, etc. must be sealed in zip lock bags.
All food left in refrigerator not labeled, or one week old, will be thrown away.
Ice Maker:
Space around the ice machine must be free of obstructions to ensure proper air circulation. In
addition, the door to the ice/storage room must be left open at all times. The kitchen door to the
hall must also be open.
Dishwasher:
All stainless steel flatware should be washed in the dishwater for sanitizing. Store flatware in
plastic covered boxes as labeled.
Punch cups and plates should be washed in dishwasher and returned to labeled boxes.
Removal of Items from Church, Kitchen, and Fellowship Hall:
All items removed from the church must be signed out through the church office. A sign out card
must be completed and signed by the borrower. The church administrative assistant will check in
and mark cards as returned.
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Coffee Maker and Tea Dispensers:
Clean with soap and water, rinse thoroughly, dry and store in designated area.
Kitchen Floor Care:
Following food preparation and serving, sweep kitchen. Mop spills.
Fellowship Hall Floor:
Sweep floors and mop spills.
Tables and Chairs:
Tables and chairs shall be returned as existed prior to the event’s use.
Use of Fellowship Hall:
The date and time of the event must first be cleared with the church office to make sure there are
no conflicts with other scheduled events.
A “Fellowship Hall Request Form” for non-members shall be submitted to the church office.
This form shall include, but not be limited to: date, time, contact person, purpose of meeting, and
number of people attending. The Diaconate shall review the request and make a decision on the
request.
Members of the church will not be charged a fee for the use of the fellowship hall and/or kitchen.
Non-members will be charged a $100.00 fee for the use of the fellowship hall. The fee is to be
paid during regular church office hours prior to the event.
Non-members will be charged a $25.00 fee for use of the kitchen. This fee is also to be paid
during regular church office hours prior to the event.
The Deacon of the Week shall open and close the church for all special events, making sure the
fellowship hall, kitchen and church facilities are in an acceptable manner prior to and following
the event.
The “Guidelines for Use of the Kitchen and Fellowship Hall” shall be observed by all members
and non-members when using the kitchen, fellowship hall and other church facilities.
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NEILL’S CREEK BAPTIST CHURCH
Flower Policy
The Flower Committee consists of one person who uses the previous year’s schedule of donors
to confirm the current year’s schedule of donors. The schedule is then given to the church office
so that each week’s bulletin and the monthly newsletter can list the donors. The following
florists (shown alphabetically) have keys to the church to allow them access to the church so as
to deliver and set up the arrangement(s) on Saturday or as needed:
Dragon Fly Florist
322 South McKinley Street
Coats, NC 27521
910-897-6132
Emma’s Florist
P.O. Box 2597
300 W Front Street
Lillington, NC
910-893-9192
Jeffrey’s Florist
121 East Broad Street
Dunn, NC 28334
910-891-7000
Jabez Florist
47 South Broad Street
Angier, NC 27501
919-639-0835

While other florists may be used, the Deacon of the Week will need to be contacted to arrange to
open the church for them at an appointed time.
The above duties may be updated at any time after consultation with the Pastor and Diaconate.
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Memorial Funds – Rules for Administration
Gifts given in the name of a Sunday School class or other church organization shall be approved
by the Budget and Finance Committee to be received by that named group, provided that group
has an appointed officer or committee to receive and administer said gift expenditures.
Gifts given in the name of a Sunday School class or other church organization, which does not
have an appointed officer or committee to receive and administer expenditures, will be
administered by the Budget and Finance Committee. Any expenditures proposed by the Budget
and Finance Committee in behalf of that organization will be submitted through the Diaconate
for approval prior to any expenditure.
When memorialized families do not make a designation of their loved one’s memorial funds (or
they specifically designate the funds to go to the “General Memorial Fund”), such funds will be
held in a “General Memorial Fund” account to be administered by the Budget and Finance
Committee. Any expenditure proposed by the Budget and Finance Committee will be approved
by the Diaconate before an expenditure is made.
Memorial gifts designated by the contributor shall be approved for expenditure in accordance
with the designation.
All committee decisions on allocations and expenditures will be promptly reported to the
church Treasurer.
Any gift proposing its attachment to buildings and/or grounds will be referred to the
Diaconate for coordination with the Building Maintenance Committee before the use of such gift
is approved.
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Neill’s Creek Baptist Church
Guidelines for Use of Church Mini Bus
1.

Driver must be twenty-one (21) years of age or older, or be the Children’s Minister or
Youth Minister of the church.

2.

Sign-up for the mini bus should be done in the church office with driver, destination, date
and time recorded.

3.

A mileage log shall be maintained on the church mini bus. You should record the mileage
when you leave and then upon returning to church.

4.

The mini bus shall be filled with gas upon return from any trip.

5.

It is the responsibility of the driver to see that the mini bus is cleaned before signing off in
the church office.

6.

When four (4) or more children under the age of ten (10) years are transported, an adult
monitor or a member of the Family Life Committee shall accompany the driver.

7.

Child safety seats will be required for all children under the age of four (4) years. It shall be
the responsibility of the parents to provide the child safety seat for the proposed trip.

8.

When ten (10) or more children over the age of ten (10) are transported, an adult monitor
shall accompany the driver in the mini bus.

9.

For trips of sixty (60) miles or more, children or youth riding the mini bus shall have the
church’s permission form signed by their parents and in the hands of the driver before the
driver can transport them. (See pg. 45 for Youth Permission/Participation Form)

10.

A copy of the permission form is on file in the church office and is subject to review by the
Family Life Committee.

11.

The mini bus shall be used only for Neill’s Creek Baptist Church groups and trips.

12.

The Diaconate reserves the right to approve or disapprove all mini bus requests.

13.

We suggest if classes use the mini bus for personal events that they pay for the gas used.
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Neill’s Creek Baptist Church
Policies and Procedures for Nursery, Children and Youth
Statement of Policy
The mission of the Children and Youth Ministries at Neill’s Creek Baptist Church is to
provide Christian education and care to children from birth to twelfth grade in a safe
environment.
Our ultimate goal is for the participants in these ministries to learn and embrace the
Biblical truths exemplified in the Holy Trinity:
God the Father, our Creator;
Jesus Christ, the Son, our Savior and Redeemer; and
Holy Spirit, our Advocate and Comforter.
To help provide for the safest environment to deliver the desired Christian education and
care, Neill’s Creek has adopted the following policies and procedures.
A. Definitions
1. Baby – Children from birth to toddler
2. Toddler – Children who are confidently walking, up to three (3) years old
3. Children – Children ages three (3) through 5th Grade
4. Youth – Children from 6th Grade through 12th Grade
5. Paid Staff – Any pastor, minister, preacher, or church employee who is paid by
the church
6. Volunteer – Any person not paid by the church who is engaged in or involved in
Children and Youth activities/ministries and who is entrusted with the care and
supervision of minors, or a person who directly oversees and/or exerts control or
oversight over any group defined in one (1) through five (5) above.
B. Policies regarding paid staff and volunteers working with the babies, toddlers, children or
youth
1. Complete the Children/Youth Application Form for Volunteers or Paid Staff - See
Section I – Forms and Applications – Pg.46 )
Any paid staff or volunteers who will work with the babies, toddler, children, or
youth ministries must complete a Children/Youth Application Form for
Volunteers or Paid Staff (pgs. 46-48), which shall be confidentially maintained by
the church in a secure location.
2. Orientation for Paid Staff and Volunteers working with Babies, Toddlers,
Children and Youth
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a.

All paid staff and volunteers will receive training on Neill’s
Creek Baptist Church policies and procedures related to children
and youth, child abuse protection education and protection, and
have CPR and life-saving training made available.

b.

Reporting Child Abuse or Neglect in North Carolina
1. NC General Statute 7B-301 states:
“Any person or institution who has cause to believe that any
juvenile is abused, neglected, or dependent, or has died as the
result of maltreatment, shall report the case of that juvenile to the
director of the Department of Social Services in the county where
the juvenile resides or is found. The report may be made orally, by
phone, or in writing.”
2. In instances where child abuse or neglect is suspected, paid staff or
volunteers should take the following immediate actions:
a. Secure the safety of the child, but do not begin any
investigation of the incident;
b. Notify the parents or legal guardians, if they are not the
suspected perpetrators;
c. Notify appropriate church leadership;
d. Work with church leadership to notify the county
Department of Social Services.

C. Policy Regarding Illness
1. Children showing signs of communicable illness should not be brought to church.
If children develop symptoms during care, they should be isolated, and the
parent/legal guardian contacted to pick up the child as soon as possible.
Signs of Communicable illness that would be reason to exclude a child from
participation would include:
a. A Fever (100 degrees or more in the armpit, 101 degrees orally, or
102 degrees rectally)
b. Diarrhea
c. Severe Coughing
d. Vomiting within the last 24 hours
e. Red eye with white or yellow discharge, until 24 hours after
treatment
f. Excessive yellow or green nasal discharge
g. Scabies or lice
h. Chicken pox or a rash suggestive of chicken pox
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i. Open skin lesions or infections
j. Strep throat, until 24 hours after treatment begins
D. Location of Safety Equipment
A fully stocked first aid kit is mounted on the wall in the bathroom of the nursery.
Should you use any of the supplies in the first aid kit or an item needs to be replenished,
please make the chair the Building and Maintenance committee aware so that items can
be restocked in the first aid kit.
Also adjacent to the entry to the nursery area is a fire extinguisher that is mounted on the
wall next to the stairwell. A fire safety evacuation route is posted on the wall in each
area of the church in case of fire or other emergency where the building would need to be
evacuated.
A portable defibrillator (AED) is mounted in a marked cabinet on each floor of the
church in the hallway. There are also basic first aid items in the AED case. CPR
instructions for adults and children are posted beside the AED cabinet.
E. Medical Information/Allergies
Parents should complete and sign an information form for any baby, toddler, child, or
youth who will be in the care of paid staff or volunteers. Specifically, the
parent/guardian should list any and all types of known allergies the child may have, what
steps should be taken in the event of an allergic reaction, and any other pertinent medical
information. The forms will be kept in the office, in a properly identified binder, readily
accessible by paid staff and volunteers.
Additionally, if the child requires emergency medical attention, 911 will be called, in
addition to a parent/guardian. The information form will be given to the EMS personnel.

F. Baby and Toddler Guidelines
Objective: To outline guidelines of the Baby and Toddler nursery, which includes Sunday
School, worship service, and any special events. Based on the numbers of Babies and
Toddlers, they may meet separately or together.
I. About the Children
1. Child care will be provided for infants and toddlers in the nursery area.
2. During the Sunday morning worship hour, non-walking babies will be
grouped in the Nursery room. When a child is confidently walking he/she
may be promoted and cared for in the Preschool room across the hall from the
Nursery room.
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II. About the Workers
1. The Nursery room will be staffed by at least 2 adults. Youth may assist an
adult in the care of the babies.
2. The Toddler room will be staffed by at least 2 people. Youth may assist an
adult in the care of the toddlers.
3. All workers are asked to be in their assigned classrooms at least 5-10 minutes
early so they will be fully prepared to receive the children when they arrive.
4. Nursery workers are asked to observe the following guidelines at all times for
the health and safety of our children and workers:
a. Turn on the monitor in hallway and video in closet, if not on upon arrival.
b. Please observe careful hand washing procedures (procedure is posted in
the restroom between the two rooms).
c. Disposable gloves are provided and must be used with all diaper
changes. (Procedure for diaper changes is posted in each classroom).
d. Clean the diaper changing pad after each diaper change.
e. All bodily fluids (e.g. blood, urine, feces, mucus, etc.) need to be handled
carefully. Use gloves and careful hand washing procedures to help control
the spread of germs.
f. Please leave the classroom neat and orderly after each session. All toys
used during the session are to be disinfected, with the provided bleach
solution or disinfectant and allowed to air dry.
g. Turn off monitor in the hallway and video in the closet.
h. Empty trash into outside containers beside garage.
5. At the beginning of each new church year or when a new worker agrees to
serve, the Nursery Coordinator shall fully discuss this document with each
worker in detail before service begins. Each adult worker must sign a copy of
this document, with the signed copy being kept in the church office.
6. If the worker is unable to serve on the scheduled date, the worker should try to
get a substitute from the list of other workers as soon as they know they are
unable to serve. If they are unable to find a substitute or it is late notice, the
worker should contact the Nursery Coordinator.
III. Parent’s Responsibilities
1. Please label each child’s belongings including bags, blankets, bottles, and
pacifiers.
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2. A binder is provided outside the baby and toddler room for parents to
provide care instructions, such as feeding and nap schedules. This helps
workers give appropriate care to the children.
3. Please take a pager and write the number on the line as indicated in the binder,
next to your child’s name. The pager number will also be coordinated with a
cubby for your child’s personal belongings (e.g. diaper bag, snacks, etc.).
4. Nursery workers need to know where parents can be located if no pager is
available. Parents are strongly discouraged from leaving the church premises
after placing their child in the care of NCBC. Should a situation occur when
this is unavoidable, the baby and/or toddler workers must be given a cell
phone or emergency number to contact the parent. In all situations the parents
will be contacted if an upset child is unable to be soothed in a timely manner.
5. Children are to be dismissed ONLY to parents. Please do not send siblings to
pick up children. Only parents or adult caregivers are to go in to pick up a
child. Others are asked to please wait in the hallway along with siblings or
other family members. This request is made to relieve congestion in the
rooms and for the safety of the children.
6. Parents are urged to pick up their children promptly after a church function.
7. Please discuss any special concerns with your child care giver. We will make
every effort to provide an appropriate environment for each child.
8. Persons wanting to donate items (toys, supplies, bedding, etc.) for use in the
nursery rooms are asked to contact the Nursery Coordinator BEFORE
bringing them to the church. Items must be age appropriate, easy to clean,
and in good working order.
9. Should a parent ever have a concern or question about the care given to their
child, another child, or these guidelines, you are encouraged to contact the
Nursery Coordinator.
By signing below, I understand and state that I have read and will abide by the policies listed
above.

_____________________________________
Adult Caregiver (Volunteer or Paid Staff)

_____________________
Date
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IV. Nursery Coordinator Duties
The Nursery Coordinator shall be chosen by the nominating committee. Duties are as
follows:
1. To secure at least two (2) workers for each Sunday worship service, on a rotation
basis, for the church year beginning in September. This list should be provided to
the Administrative Assistant by mid-August.
2. To provide the annual schedule and Nursery Guidelines to each worker and obtain
their signature on the Guideline form. The signature forms shall be kept in church
office.
3. To reschedule workers, as needed, due to illness or schedule conflicts, if the
worker is unable to make arrangements.
4. To check both nurseries after any church function to make sure that the nurseries
are clean and orderly and the trash has been taken out. Also, the monitors in the
hall and the baby nursery closet should be turned off.
5. To obtain workers for any special church functions, when requested by Church
Staff or committees.
G. Children Guidelines
Reserved for future use

H. Youth Guidelines
Reserved for future use

I. Forms and Applications: (See pages 44-48)
1. Children’s Information Form
2. Youth Permission/Participation Form
3. Children/Youth Application Form for Volunteers or Paid Staff
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NEILL’S CREEK BAPTIST CHURCH
CHILDREN’S INFORMATION FORM
Child’s Name

Age

Grade

DOB

Medical Info/Allergies

1.________________________________________________________________________________________
2.________________________________________________________________________________________
3.________________________________________________________________________________________
Parent/Guardian Name_______________________________________________________________________
Street Address_____________________________________________________________________________
Mailing Address (if different)_________________________________________________________________
Phone – Mom’s Cell________________________________________________________________________
Phone – Dad’s Cell_________________________________________________________________________
Phone – Home____________________________________________________________________________
Email – Mom_____________________________________________________________________________
Email – Dad______________________________________________________________________________
Emergency Contact, other than parents or guardian_______________________________________________
________________________________________________________________________________________
May we have permission to photograph your child?

Yes

No

May we have permission to use your child’s photograph on our Facebook page and/or website?
Yes
No
By signing this form, I agree that Neill’s Creek Baptist Church may call 911 in the event that my child needs
emergency medical care. I also agree that this information form can be given to medical personal.

____________________________________________________________________________
Signature of Parent/Guardian
Date

44

NEILL’S CREEK BAPTIST CHURCH
YOUTH PERMISSION/PARTICIPATION FORM
In consideration for being accepted by Neill’s Creek Baptist Church, Angier, NC for participation in all (current year) church
events, we (I) being 18 years of age or older, do for ourselves (myself) (and for and on behalf of my child-participant if said child
is not 18 years of age or older) do hereby release, forever discharge and agree to hold harmless Neill’s Creek Baptist Church, and
the Directors, Trustees, Professional Staff and Sponsors thereof, from any and all liability, claims or demands for personal injury,
sickness or death, as well as property damage and expenses, of any nature whatsoever which may be incurred by the undersigned
and the child participant that occur while said child is participating in activities.
Furthermore, we (I) (and on behalf of our (my) child participant if under age 18) hereby assume all risk of personal injury,
sickness, death, damage and expense as a result of participation in recreation and work activities involved therein. Further,
authorization and permission is hereby given to said church to furnish any necessary transportation, food, and lodging for this
participant.
The undersigned further hereby agree to hold harmless and indemnify said church, its Directors, Trustees, Professional Staff,
Sponsors, and agents, for any liability sustained by said church as the result of negligent, willful, or intentional acts of said
participant, including expenses incurred attendant thereto.
We (I) are the parent(s) or legal guardian(s) of this participant, and hereby grant our (my) permission for him (her) to participate
fully in said trip. We (I) are the parent(s) of legal guardian(s) of this participant, and hereby give our (my) permission to take
said participant to any licensed physician, or licensed dentist, who is licensed under the Medical Practice Act on the medical staff
of a licensed hospital or clinic, whether such care of treatment rendered at the office of said physician or at said hospital. We (I)
do hereby authorize medical treatment, including but not in limitation to emergency surgery or medical treatment, X-ray,
anesthetic, dental treatment, and assume the responsibility of all medical bills, if any.
Further, should it become necessary for the participants to return home due to medical reasons, disciplinary action, or otherwise,
we (I) hereby assume all transportation costs.
_______________________________________________________________________________________________________
Participant
Last Four #’s of Social Security #
Birth Date
_______________________________________________________________________________________________ ________
Street Address
City
State
Zip Code
_______________________________________________________________________________________________________
Parent’s Name
Parent’s Home Address & Phone
_______________________________________________________________________________________________________
Insurance Company Name
Policy #
_______________________________________________________________________________________________________
Physician’s Name
Physician’s Address
Emergency Phone Numbers & Cell Numbers___________________________________________________________________
Medical Conditions/Allergies/Medicines Taken_________________________________________________________________
Signature of Parent(s) or Legal Guardian(s)/Participant if age 18 years or older:_______________________________________
THIS FORM MUST BE NOTORIZED
I have read the foregoing and understand the rules of conduct for participants and will abide by them as well as the directions of
the leadership of the trip or activity.
Child Participant____________________________________ I, ________________________, a Notary Public of the County of
______________________, State of __________ do hereby certify that________________________ personally appeared before
me this day and acknowledged the due execution of the foregoing instrument. Witness my hand and official seal this _________
day of _________, 2015. My commission expires: _________________ Notary Public__________________________________

4200 Neill’s Creek Rd, Angier, NC 27501

Office: 919-639-6126
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Fax: 919-639-0799

CHILDREN/YOUTH APPLICATION FORM FOR VOLUNTEERS OR PAID STAFF
THANK YOU for choosing to serve in the Children’s Ministry as a member of our life-changing team! We
consider it a privilege to minister to kids here at Neill’s Creek Baptist Church. It’s never babysitting, but truly
ministry to kids from birth to 12th grade. Each kid has the ability to impact the kingdom now and we want to come
alongside families and see a passion for Jesus and His purposes released in each kid.

Please complete and return the attached application.
The information contained in this application will be kept confidential but will be disclosed only to those who have a
genuine need to know in order to carry out their responsibility for/in Neill’s Creek Baptist Church, or as required by
law. The purpose of obtaining this information is to protect both our workers and children.
APPLICANT INFORMATION
______________________________________________________________________________________________________
Name (Last)
(First)
(Middle)
Date
______________________________________________________________________________________________________
Address
City
State
Zip Code
______________________________________________________________________________________________________
Phone
Alternate Phone
Email
______________________________________________________________________________________________________
Volunteer or Staff Position Being Considered
Hours Available for Work/Staff Status
______________________________________________________________________________________________________
Emergency Contact Info
Telephone
STATEMENT OF FAITH & CHURCH AFFILIATION
1. Do you have a personal relationship with Jesus Christ?

2. Are you a member of Neill’s Creek Baptist Church? If not, to which church are you a member? Make such other
comment you desire.

3. Briefly list or discuss your strengths, spiritual gifts and interests you feel that God has given you.

VOLUNTEER/WORK EXPERIENCE
Have you ever volunteered or worked in this area in the past? (please circle)

Yes

No

Position Type_________________________________________________________________________________________
List any education, experience, certifications, or other training relevant to this position: _________________________
____________________________________________________________________________________________________
____________________________________________________________________________________________________
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Do you have your own transportation? (please circle)

Yes

No

Do you have a valid driver’s license? (please circle)

Yes

No

Do you have liability insurance? (please circle)

Yes

No

Can you make a one-year commitment to this position?

Yes

No

Why would you like to volunteer/work with babies, toddlers, children and/or youth?____________________________
____________________________________________________________________________________________________
____________________________________________________________________________________________________
____________________________________________________________________________________________________
Would you be available for periodic training sessions? (please circle)

Yes

No

DISCIPLINE
Please discuss your thoughts on discipline for children of differing ages.______________________________________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
Have you experienced the task of discipline for a child that has been placed in your care? Briefly explain:_________
___________________________________________________________________________________________________
___________________________________________________________________________________________________
PAST AND CRIMINAL HISTORY
Have you ever been convicted of, or pled guilty or no contest to any felony crime (including, but not limited to, drugrelated charges, child abuse, other crimes of violence, theft, or motor vehicle violations? Yes
No
If yes, please explain_________________________________________________________________________________
____________________________________________________________________________________________________
____________________________________________________________________________________________________
Do you currently have any criminal actions pending, in which you are the defendant?

Yes

No

Are you currently on probation or parole?

Yes

No

If you answered "Yes" to any of the above questions, please explain the nature of the offense and provide the date of the
offense and the county and state in which it occurred.
____________________________________________________________________________________________________
_____________________________________________________________________________________________________
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CHILDREN/YOUTH WORKER VERIFICATION AND RELEASE

I recognize that Neill’s Creek Baptist Church is relying on the accuracy of the information I provide on the
Children/Youth Application form. Accordingly, I attest and affirm that the information I have provided is
absolutely true and correct.
I voluntarily release the organization and any such person or entity listed on the Children/Youth Application form
from liability involving the communication of information relating to my background or qualifications. I further
authorize the organization to conduct a criminal background investigation if such a check is deemed necessary.
I have carefully read the policy and procedures of the organization, and I agree to abide by them and to protect the
health and safety of the children or youth assigned to my care or supervision at all times.
Volunteer or Staff Position:_____________________________________________________________________
Printed Name:________________________________________________________________________________
Signature:_________________________________________________ Date:_____________________________
(Please read this document carefully before you sign it.)
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Neill’s Creek Baptist Church
Usher Responsibilities
1.

Suggested attire will be a coat and tie for males and appropriate attire for females.

2.

To light candles on the altar.

3.

To provide a glass of ice water in pulpit.

4.

To make sure collection plates and bulletins are available, as well as large envelopes for
the collections.

5.

To greet at front door and each side door.

6.

To usher people to their seats, particularly visitors, including those late arrivals.

7.

To collect the offering.

9.

To place offering in large envelope and give to the monthly counters.

10.

To obtain a head count for worship service ~ including nursery workers and children.
Give to church office.

11.

To usher for any special services, as needed.

Each team of five (5) members shall serve on a monthly rotation. If you cannot serve, you are
responsible for finding a replacement using an alternate found on the current year’s Ushers
Schedule. Please also contact the church office to inform them of any personnel changes for any
given Sunday.
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Neill’s Creek Baptist Church
4200 Neill’s Creek Road, Angier, NC 27501-7063
Office/Voice Mail: (919) 639-6126 Fax: (919) 639-0799 E-mail: ncbc@embarqmail.com

Wedding Plans Form
Bride’s Name:

Age: __________

Address: ___________________________________________________________________________
_________________________________________________ Phone: ___________________
Groom’s Name:

Age: __________

Address: ___________________________________________________________________________
_________________________________________________ Phone: ___________________
Future Address (after you are married): __________________________________________________
Are you or your parents members of Neill’s Creek Baptist Church? Yes □

No □

Do you have grandparents who are members of Neill’s Creek Baptist Church? Yes □

No □

Why do you want to be married in Neill’s Baptist Creek Church? _______________________________
_____________________________________________________________________________________
Was Neill’s Creek Baptist Church suggested by a church member or someone else? _________________
We consider the Marriage Ceremony as a service of worship. We expect the behavior and attitude of all persons
participating in the wedding and all events surrounding the wedding to be appropriate to the nature of the event.
Any wedding that takes place in the church takes place before God. Because of the seriousness of the vows that a
couple makes to God and to each other, and because there is so much stress in many marriages today, we want to
do all we can to help you have a happy Christian marriage.
The couple planning to be married must engage in pre-marital counseling sessions. No wedding is permitted to be
held in Neill’s Creek Baptist Church without pre-marital counseling sessions by either Neill’s Creek Baptist Church
pastor or certification by another ordained minister.

PLANS FOR USE OF FACILITIES:
Date of Rehearsal: _______________________________
Time of Rehearsal: _______________________________
Will you use the Fellowship Hall after the rehearsal? Yes □

No □

Date of Wedding: _______________________________
Time of Wedding: _______________________________
Time church would need to be open on day of wedding for florist, etc.: __________________________
Will you use the kitchen and fellowship hall for the reception? Yes □

No □

Approximate number of persons expected to attend the wedding: _______________________________
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On the day of the wedding, generally the bride and bridesmaids use the nursery and toddler room for dressing.
There is a rest room between these two rooms and it is very convenient. Do you plan to use these rooms? Yes □
No □
The groom and groomsmen generally use a classroom on the second floor near the rest rooms. Will you be using
these facilities? Yes □
No □

NOTES ON USE OF FACILITIES:
Smoking is prohibited in the church building. Alcoholic beverages are forbidden anywhere on the church grounds.
Only metal candles from the florist or drip-less candles can be used in the sanctuary since dripping wax might
damage the carpet.
Do not place flowers in the baptistry or on baptistry ledge.
If the sanctuary is already decorated for a special season, such as Christmas, decorations must NOT be removed.
Because the wedding is a sacred occasion, no flash pictures may be taken during the ceremony. Non-flash pictures
are permitted.
The Deacon of the week will be responsible for ensuring that he or she, or another church member, is present at nonmember wedding activities.
If you wish to have your ceremony video-taped, this is acceptable as long as there is no additional lighting used and
no movement of the videographer from one location to another during the ceremony.
The old custom is to throw rice at the couple as they leave the church. For safety and clean up reasons, please use
birdseed instead of rice or confetti. In addition, please have the flower girl use artificial, rather than live, rose petals.
Breakage or damage of any kind shall be replaced at the current purchase price.

Wedding Personnel:
Coordinator:
Florist:
Photographer:
Caterer:
Organist:
Pianist:
Other Musicians (Soloist, etc.):

Telephone:
Telephone:
Telephone:
Telephone:
Telephone:
Telephone:
Telephone:

.

.

.

.

.

.

.

We encourage couples to select appropriate music for a celebration of marriage in our church. We ask that you
discuss the appropriateness of your musical selections with the pastor. If you already know the titles of musical
selections, please list them here:
____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________

Pastoral Leadership:
If a minister other than the pastor of Neill’s Creek Baptist Church conducts the wedding ceremony, this person shall
be approved by Neill’s Creek Baptist Church Pastor or Diaconate. We expect this person to conduct the service in an
appropriate manner and in keeping with Baptist traditions.

Name of Pastor: _____________________________________ Home Telephone: _________________
Pastor’s Home Church: _______________________________ Work Telephone: _________________
Cell Telephone: ___________________
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Expenses:
Church facilities: Members and grandparents (their children and grand children) of Neill’s Creek Baptist Church
may use all facilities of the church by reserving the date on the church calendar at no charge for the facilities.
Non-members may ask for approval from the Diaconate to use the church facilities. If the request is approved, the
following fees will apply:
●

$150.00 for the use of the church sanctuary. (This covers both the rehearsal use and the wedding time
use.)
● $100.00 for the use of the church fellowship hall for any after-rehearsal reception or dinner.
● $100.00 for the use of the church fellowship hall for a reception following the wedding
ceremony.
These fees will cover the cost of additional lighting and heating/cooling to the church building.
Custodian: The janitorial service of Neill’s Creek Baptist Church is responsible for cleaning of the church facilities
after the wedding. The cost of this service is $75.00, for use of the sanctuary and dressing rooms. If kitchen
facilities and/or the Fellowship Hall are used the cost will include an additional $25.00. This cost is mandatory for
members and non-members. This fee is based on current contract and subject to change.
Sound System: If the church sound system is to be used for the wedding, the church office will help in arranging for
a church-authorized person to operate the equipment. The person operating the system will be present for the
wedding rehearsal and the wedding ceremony. There will be a fee of $50.00 for the rehearsal and a $50.00 fee for
the wedding ceremony.
Pastor: It is customary for an honorarium to be provided to the minister(s) conducting the wedding ceremony.
Others: The organist, pianist, soloist and other participants typically charge a fee. The wedding party or coordinator
should contact these individuals to ascertain fee amounts.
Special Note: If someone other than the church organist/pianist performs, they need to contact our organist/pianist.

I HAVE RECEIVED AND AGREE TO THE PROCEDURES AND
GUIDELINES OUTLINED ABOVE FOR THE USE OF THE
FACILITIES AT NEILL’S CREEK BAPTIST CHURCH.
__________________________________________
Signature of Applicant (Bride)
__________________________________________
Signature of Applicant (Groom)
__________________________________________
Date application was received in church office

We at Neill’s Creek Baptist Church pray for God’s blessings on your marriage.
In the event you do not have a church family, we invite you to join ours.
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NEILL’S CREEK BAPTIST CHURCH
Policies to Govern the Disposition of Church Owned Property
At times, properties owned by the Church become surplus for the purposes of the work of the
Church and should be considered for disposition. This would be to conserve space in storage;
for the purpose of allowing a property to become useful to others; and/or at times for the purpose
of reimbursing the Church for the acquisition cost to the extent of its potential value. The
Church should develop a policy and procedure, in an appropriate manner, so as to allow the
Church body to be aware of and participate in determining when a property or group of
properties are, in fact, surplus to the Church and are no longer needed by the Church. At times, a
decision for the disposition of certain properties or materials of very little to no real value should
be determined by the Diaconate. The following are intended to establish policies and procedures
to be followed for all dispositions of Church property.
Section 1: Disposition of Real Property
The Diaconate, or any member of the church, may propose that a real property owned by the
church be sold or otherwise be disposed by presenting a written proposal to the church in
conference in accordance with the procedure established in Section 6 of Article VI of the Bylaws
of Neill’s Creek Baptist Church [requiring advanced notice and a majority vote of the church in
conference].
Section 2: Disposition of Personal Property Valued Greater than $1000.00
The Diaconate, or any member of the church, may propose that a personal property owned by the
church be sold or otherwise be disposed by presenting a written proposal to the church in
conference in accordance with the procedure established in Section 6 of Article VI of the Bylaws
of Neill’s Creek Baptist Church [requiring advanced notice and a majority vote of the church in
conference].
Section 3: Disposition of Personal Property Valued Less than $1000.00
Any member of the church may propose to the Diaconate, preferably in writing, that a personal
property owned by the church be sold or otherwise disposed. In the event that the Diaconate
shall fail to take appropriate action as requested, any member may make the proposal for
disposition to the church in conference in accordance with the procedure established in Section 6
of Article VI of the Bylaws of Neill’s Creek Baptist Church [requiring advanced notice and a
majority vote of the church in conference].
A. Upon receiving a request to dispose of such personal property, the Diaconate shall
consider the request and make a decision for presentation as herein after set forth.
B. When a request is made to dispose of materials or a property or series of
properties valued in total at not more than $25.00, the Diaconate shall make
determination that the subject properties are surplus and not needed by the church
for its purposes. The Diaconate shall establish a procedure for disposal and shall
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report to the church at the next church conference of the action taken. The
disposal may be by sale to a person or persons as determined by the Diaconate to
be appropriate. The disposal may also be by donation to a sister church or civic
organization.
C. When a request is made to dispose of materials or a property or series of
properties valued in total at more than $25.00, the Diaconate shall make
determination that the subject properties are surplus and not needed by the church
for its purposes. The Diaconate shall establish a procedure for disposal and shall
report to the church at the next church conference the details of the proposal for a
vote by the church in conference. The vote will be for approval of the
determination and sale procedure made by the Diaconate
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“Unless otherwise stated this edition of the Policy and Procedures manual was adopted by the
Church on ________________.”

_____________________________________
Chairman/Moderator

_____________________________________
Church Clerk
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