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***** EMERGENCY PROCEDURES – CALL 911 *****

In the event of a serious injury or life-threatening situation, call 911 immediately.  In the event of fire, smoke, explosion, hazardous spill, toxic leak, releases of flammable or toxic materials, or acts of nature which potentially endanger the lives of humans or animals in the buildings, evacuate the building and call 911 from any nearby phone.  Have the following information available.

The 911 Operator will ask
· Your location – church address is 501 Randolph Ave., Cape Charles, VA 23310
· Type of emergency (i.e. accident, illness, injury, smoke, fire, act of nature, etc.)  
· Is anyone injured? 
· Your name, and other identifiable information for follow-up 
· Phone number you are calling from – church phone is (757) 331-2110
· Let the 911 Operator end the phone call, thus assuring they have all the information they need.  There may be short conversation interruptions due to the 911 Operator talking with Emergency Responders.  Stay on the phone until the 911 Operator tells you to hang up



For injuries that are less severe, or if no other help is available, there are emergency first aid supplies in the first aid kit in the church office (where?).  Please inform the Church Secretary if you have used any first aid supplies.

As soon as possible, inform church staff of the situation using the Contact List in Section II.

***FIRE*** 
In case of a small fire, use fire extinguishers to try and put out the fire if feasible.  Fire extinguishers are located at the following places:

Church sanctuary – stage room behind pulpit (where)
Fidelis house – church office on second floor (where)
Education building – kitchen (where)

If the fire is large and/or out of control, or if you can't see because of smoke, alert all persons in the vicinity, evacuate the building and get to a safe place and GET HELP (CALL 911) immediately. As soon as possible, inform church staff of the situation using the Contact List in Section II.

***TRESPASSERS ***    
Do not confront trespassers. If it seems appropriate, you may inform them about the Church and its programs.  As soon as possible, inform church staff of the situation using the Contact List in Section II, or call 911 if appropriate.
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[bookmark: _Toc284616117]Section I – Contact List

Pastoral Staff
	Name
	Position Description
	Home Phone
	Mobile Phone

	Russell Goodrich
	Lead Pastor
	331-3840
	695-1117

	Saul Hernandez
	Pastor
	
	787-4920

	Tim West
	Youth Pastor
	
	768-0344

	Jenn Philpot
	Children’s Minister
	678-2887
	



Deacons
	John Blackburn
	Deacon Chairman
	331-2883
	353-0675

	Tom Brooks
	Deacon
	331-4733
	

	John Burdiss
	Deacon
	331-2233
	442-0682

	Earnie Coalter
	Deacon
	331-4962
	

	John Parker
	Deacon
	331-1258
	331-0533

	Jay Wiegner
	Deacon
	331-2966
	678-6830



Trustees
	Lee Charnock
	Trustee
	
	846-0991

	Bill Manning
	Trustee
	
	286-1025

	David Pierce
	Trustee
	
	350-5047

	Mark Henry
	Trustee
	331-3237
	



Church Secretary
	Heather West
	Church Secretary
	
	768-0241






[bookmark: _Toc284616118]Section II – Purpose

“Whatever you do, work at it with all your heart, as working for the Lord… it is the Lord Christ you are serving.”  Colossians 3:23-24

Every member of this church is an indispensible contributor to the CCBC Ministry team.  This Policies and Procedures manual is intended to be used by every church member as a guide to the regular operations of the church as we work together for the glory of God.  

[bookmark: _Toc284616119]Mission

The mission of CCBC is to glorify God by individually and corporately deepening our relationship with Him and by reaching out to those who need to know the saving love of Jesus.

[bookmark: _Toc284616120]Description

The P&P is a reference manual that defines certain roles, responsibilities and authorizations and delineates clear procedures in areas where responsibility needs to be exercised and/or notification ensured.  This manual incorporates by reference the Church Constitution and Bylaws and, should conflict in the documents occur, the Church Constitution and Bylaws shall prevail.  

This manual is subject to change by an affirmative church vote at any Cape Charles Baptist Church business meeting. (May want to reconsider this. What about simple P&P changes like who buys the light bulbs?)

A copy of the most current version of the Policies and Procedures manual is available in the church office during regular church office hours.  If copies of the Policies and Procedures manual are made available through other means (e.g. on the church website), every effort will be made to ensure that those versions are kept current but the copy in the church office is the only official copy and should be referenced as needed.



[bookmark: _Toc284616121]Section III – Leadership and Management

[bookmark: _Toc284616122]Church Officers and Committees

Church Officers and Committees “Standing Committees” are established by the CCBC By-Laws (see Appendix B).
Deacons are responsible for the care and spiritual guidance of their assigned “Deacon families” and the church body as a whole. A further description of their office can be found in the By-Laws (see Appendix B).
Trustees are responsible for the properties and financial obligations of CCBC.  A further description of their responsibilities can be found in the By-Laws (see Appendix B).
Each Committee Chairperson is responsible for making Committee members aware of, and adhering to the guidelines in the Policies and Procedures Manual.  
Each Committee shall annually review and approve the Policies and Procedures for their Committee. 
Each Committee’s Policy and Procedures shall include at least the following sections:

· Authorization (why does this committee exist)
· Responsibilities of the committee
· Duties and election of a chairperson
· Term of Committee membership
· Budget process
· Reporting at Quarterly Church meetings

[bookmark: _Toc284616123]Code of Conduct

All CCBC church officers and bible teachers must be church members, and as such, have agreed to the code of conduct described in the Church Covenant (see Appendix C).  A further description of the conduct of deacons is described in the church By-Laws (see Appendix B). Inactive membership and dismissal from the membership rolls for cause are described in the By-Laws (see Appendix B).

[bookmark: _Toc284616124]Conflict of Interest

Staff, Officers and Committee Members of CCBC must avoid situations where there is an actual, or potential, conflict of interest and should avoid even the appearance of a conflict of interest. You may not use your position for private gain for yourself or for persons with whom you have personal, business, or financial ties.  If you do find that you have responsibility for decisions that may provide benefits to others with whom you have such ties, the Chairman of the Deacon or the Pastor should be promptly notified of the situation to ensure transparency in our dealings.

[bookmark: _Toc284616125]Conflict Resolution

Church members are called by God to love each other and to resolve any division within the body of Christ (Matt 5:23-24, Luke 11:14-23, 1 Cor 1:10, 1 Cor 5:3-5, 1 Cor 5:9-13, 1 Cor 12:25, Eph 4:17-30, Phil 4:2-3, Titus 3:9). Church leaders have authority to bring church members back together in Christian love (2 Cor 10:8 and 2 Cor 13:10). Church leaders who do the work of conflict resolution are called to stand for truth with love and grace in order to edify the whole body of Christ (1 Cor 12:25, 2 Cor 2:6-8, 1 Tim 5:20, 2 Tim 2:24-25and 2 Tim 4:2, 3 John 9-14). 

Church members are called to obey the authority of their church leaders out of love for Jesus, his church and each other (1 Sam 15:22, Psalm 40:8, Psalm 119:112, Proverbs 21:3, Jeremiah 7:21-23, Matthew 22:37-40, Mark 12:33, Luke 11:24-28, John 3:19-21, Rom 6:11, 2 Cor 5:18-21, Phil 2:1-5, Heb 13:17).  Jesus told us how to how to resolve conflict within his church in Matthew 18:15-18, and those are the instructions we follow:

· First, go to the person with whom you have a conflict and try to resolve it.
· If that doesn’t work, talk to your Deacon or other brother(s) or sister(s) in Christ. Take that person/people with you so that the person with whom you have a problem can hear it from another church family member(s).
· If that doesn’t work, talk to your Deacon or Pastor to help you to resolve the matter with the person.
· If that doesn’t work, have no more contact with that person.

[bookmark: _Toc284616126]Volunteer Oversight

Any church member who enlists volunteers to work at or on behalf of CCBC should recognize that they are in a leadership role with regard to those volunteers and should exercise appropriate oversight.

The policies and procedures for managing volunteers who work with children and youth at CCBC are described in the Children’s Ministry and Youth Ministry sections of this manual.

Church officers and child or youth volunteers must complete a National Criminal Background Check and a State Background Check on an annual basis. (Not only does the insurance company require the three references, but the volunteer must be observed by other church members or current staff employees for SIX months before he/she can volunteer in the ministry.  We have to begin recruiting much sooner now to have time to observe the potential volunteer).

[bookmark: _Toc284616127]Prevention of Child Abuse

A procedure for volunteer worker’s responsibility in reporting suspected child abuse is described in the Children’s Ministry and Youth Ministry sections of this manual. Employees may be required by law to report any actual or suspected physical or sexual abuse of any child with whom you have contact in your work. When you see evidence, hear complaints, or suspect abuse of any child, you must report it to your supervisor, the Senior Pastor, and the Children’s Minister or Youth Pastor. If they are unavailable, report it to the Chairman of the Deacons.

[bookmark: _Toc284616128]Disaster Management and Recovery

Church Officers and Committee Chairpersons and the Church Secretary may each have responsibility for key data and information that is vital to the ongoing operation of the church.  Appropriate safeguards should be observed, and if duplication of records is called for, the church secretary should be so informed.

Specific areas where record duplication is recognized as necessary today include:
· Church membership rolls
· Church financial records
· Computerized church files
· Church website content

[bookmark: _Toc284616129]Privacy of Information

Church members in various roles – including but not limited to Church Officers - are frequently entrusted with detailed information regarding other church members.  This may include contact information (home address, phone numbers, email addresses, etc.), prayer concerns, financial information, travel plans and other information which must be safeguarded to protect the interests of our members.

Church members should be aware of potential privacy concerns and avoid sharing sensitive information beyond the scope of what is necessary for the church to accomplish its mission.  

Examples: Sharing prayer concerns with other church members in the prayer ministry or with the Pastor or a Deacon is appropriate.  Sharing prayer concerns via the website where anyone can view them is not.  The Financial Secretary must be made aware of member contributions in order to generate year-end tax documents.  Other church members should not be privy to member contribution information.

Our church is intended to be a family, coming together to worship God and working together for His purposes here on earth.  As a family, we should feel free to share information with one another with the confidence that our privacy will be respected.  Each church member is expected to do his/her part in sustaining that environment of mutual trust by protecting information about fellow church members.


[bookmark: _Toc283853192][bookmark: _Toc284616130]Section IV – Personnel Policies

We appreciate you and the gifts and talents you bring to this ministry team. We are committed to helping you achieve your highest level of service for the glory of the Lord. As an employee of CCBC, you represent this church in both your work life and private life. It is not just a job. As a result, you are expected to always be sensitive to how others may see you biblically, spiritually and ethically. We encourage you to strive toward living a life that is an example to others of your relationship with God. 

[bookmark: _Toc283853193][bookmark: _Toc284616131]Equal Employment Opportunity

CCBC is committed to equal employment opportunity for all qualified persons, without regard to race, color, ancestry, national origin, sex, pregnancy, childbirth or related medical conditions, marital status, age, disability, veteran status, or any other class protected by federal, state or local law. This applies to all employment practices including hiring, promotions, benefits, training, disciplinary actions, and termination. It is the intention of CCBC to employ people who are in agreement with our Church Covenant (see Appendix C), who fit well with others on the staff, and are qualified to perform the duties of their position. All employment decisions will be made in compliance with applicable employment-related laws.

[bookmark: _Toc283853194][bookmark: _Toc284616132]Employment At Will

CCBC hopes to enjoy a long and mutually beneficial working relationship with its employees. However, we have established and maintain a voluntary employment-at-will relationship with our employees to ensure maximum flexibility for our employees and CCBC. This means that either you or CCBC may terminate the employment relationship at any time, with or without cause or advance notice. This employment “at will” relationship will remain in effect for both pastors and lay staff throughout their employment with CCBC. No Church leader, supervisor or Church representative has the authority to alter this at-will employment relationship, and such a person’s remarks should not be construed as a contract for and/or guarantee of continued employment. 

[bookmark: _Toc283853195][bookmark: _Toc284616133]Orientation Period

All newly hired employees will participate in a 90-day orientation period. This period is an assessment time for the CCBC supervisor as well as the employee to evaluate their individual satisfaction with the employment relationship. During this period, you will receive closer and more frequent observation. This orientation period does not otherwise alter the at-will nature of your employment with CCBC. For eligible employees, vacation and sick time will accrue during this period, but may not be used until after you have successfully completed your orientation period. 

[bookmark: _Toc283853196][bookmark: _Toc284616134]Verification of Eligibility to Work

CCBC is committed to full compliance with the federal immigration laws and will not knowingly hire or employ anyone who does not have the legal right to work in the United States. As a condition of employment, you will be required to provide documentation verifying your identity and legal authorization to work in the United States.

[bookmark: _Toc283853197][bookmark: _Toc284616135]Background Checks

Background checks will be conducted on all new, or prospective, employees. Those with responsibility to care for or supervise activities with children, and those with responsibilities over financial areas, or supervision of other staff, will be subject to more intensive checks.

[bookmark: _Toc283853198][bookmark: _Toc284616136]Volunteer Oversight

Any employee who enlists volunteers to work with children at a CCBC program or function must follow the volunteer oversight procedure which can be found under the Children’s Ministry and Youth Ministry sections of this manual.

[bookmark: _Toc283853199][bookmark: _Toc284616137]Conflict of Interest

All employees must avoid situations where there is an actual, or potential, conflict of interest and should avoid even the appearance of a conflict of interest. You may not use your position for private gain for yourself or for persons with whom you have personal, business, or financial ties.

[bookmark: _Toc283853200][bookmark: _Toc284616138]Standards of Conduct and Performance

Each employee is responsible to see that his or her conduct is consistent with biblical standards and the CCBC code of conduct described in the Church Covenant (see Appendix C). Employees are expected to use good judgment and consult with their supervisor when in doubt. Certain types of conduct are considered so serious that they may result in immediate termination. Examples of such conduct include, but are not limited to, the following:

· Engaging in unprofessional or discourteous conduct toward others.
· Excessive tardiness or absenteeism.
· Failure to follow instructions or a violation of any church policies and procedures.
· Dishonesty.
· Theft.
· Discrimination of any kind.
· Violation of safety or security practices.

[bookmark: _Toc283853201][bookmark: _Toc284616139]Disciplinary Action

In the event infractions such as the above occur and disciplinary action is required, the following guidelines will generally be followed. CCBC reserves the right to omit any of the following steps depending upon the severity of the offense. 

The employee’s supervisor will document and discuss the infraction with the employee and prepare a plan for corrective action in writing, to be signed by the employee and the supervisor. This written documentation will be placed in the employee’s personnel file. 

Should the employee feel uncomfortable discussing the infraction with his or her supervisor, the employee may request that a discussion take place between the employee the Senior Pastor.

The employee’s conduct should be reviewed formally again in 30 days to ensure compliance. Should there be another occurrence or should the employee engage in other misconduct, or if the employee fails to demonstrate sufficient corrective action, the supervisor will make a recommendation, with appropriate documentation, to the Senior Pastor who will, in conjunction with the Deacons, determine a final resolution.

In situations involving the Senior Pastor, members of the Pastoral Staff and Deacon Board will conduct an appropriate hearing and make a recommendation to the church body.

[bookmark: _Toc283853202][bookmark: _Toc284616140]Voluntary Termination

Voluntary termination is a termination initiated by the CCBC employee. CCBC expects a written notice of at least one-month for full-time employees and at least two weeks for part-time employees before you terminate your employment. Your written termination notice should be provided to your supervisor and should include your reason for leaving and a forwarding address. 

[bookmark: _Toc283853203][bookmark: _Toc284616141]Involuntary Termination 

An involuntary termination is a termination initiated by this Church for reasons other than changing operating conditions. Employees who are involuntarily terminated will be notified in writing.

[bookmark: _Toc283853204][bookmark: _Toc284616142]Layoff

A layoff is a termination that results from changing operating conditions which necessitate a reduction in staff. Employees who are laid off are given one month’s severance pay if they have been employed continuously for the previous 12 months, provided the employee signs a separation agreement and release provided by the Church for that purpose. 

[bookmark: _Toc283853205][bookmark: _Toc284616143]Employee Grievance Procedures

It is the sincere hope of this Church that grievances can be resolved by discussion with the parties involved. Should that prove ineffective, the following guidelines should be observed: 

1. Report the grievance(s) in writing to your immediate supervisor. 
2. If you do not feel comfortable reporting the grievance to your supervisor, you may report to the Senior Pastor or to the Chairman of the Deacons.
3. The person to whom you reported the grievance will attempt to resolve the situation. 
4. All parties involved will be informed in writing of the resolution and any corrective steps and timing necessary to resolve the matter. 

[bookmark: _Toc283853206][bookmark: _Toc284616144]Reporting Child Abuse

Employees may be required by law to report any actual or suspected physical or sexual abuse of any child with whom you have contact in your work. When you see evidence, hear complaints, or suspect abuse of any child, you must report it to your supervisor, the Senior Pastor, and the Children’s Minister or Youth Pastor. If they are unavailable, report it to the Chairman of the Deacons. A procedure for volunteer worker’s responsibility in reporting suspected child abuse is described in the Children’s Ministry and Youth Ministry sections of this manual.

[bookmark: _Toc283853207][bookmark: _Toc284616145]Smoking, Drug and Alcohol Policy

CCBC does not allow smoking inside any building. The use, sale, transfer, possession, or being under the influence of alcohol, drugs or controlled substances when on Church property, at Church activities, or in Church vehicles is prohibited. Under the influence, for the purpose if this policy, is defined as being unable to perform work in a safe or productive manner, and/or being in a physical or mental condition which creates a risk to the safety and well-being of the affected employee, other co-workers, the public, or Church property. 


[bookmark: _Toc284616146]Section V – Financial 

[bookmark: _Toc284616147]Finance Functions in the By-Laws

The Cape Charles Baptist Church By-Laws detail the election of a Treasurer and Financial Secretary as Officers of the church, and the formation and composition of the Finance Committee which is a Standing Committee of the church.  The roles and responsibilities of these offices and the Finance Committee are specified therein.

[bookmark: _Toc284616148]Effective System of Internal Controls

The Treasurer shall be responsible for establishing and administering internal financial controls including but not limited to:
Maintaining the church General Accounting System
Maintaining purchasing controls
Balancing the church bank accounts
Monitoring and reconciling monthly statements on loans, investments, credit cards, charge accounts and other financial accounts
Securing church funds and church checks
Saving and storing church financial records so that they can be recovered and restored in the event the need arises
Issuance and return of church credit cards

[bookmark: _Toc284616149]Cash Disbursements 

Check Requests
Church Credit Cards
Cash Handling
Expense Reimbursements
Good Samaritan Ministry Funds

[bookmark: _Toc284616150]Cash Management and Investments

Church assets shall be prudently invested in such a way that the assets are preserved for the Church in future, for meeting extraordinary needs or challenges, and that such investment income not designated for re-investment may be used to supplement the annual operating budget of the Church.  Church investments will be in US Government insured instruments or federally insured bank deposits.  The Treasurer shall be responsible for investing Church assets.

[bookmark: _Toc284616151]Long-Term Debt

Cape Charles Baptist Church has operated for many years with no long term debt.  In 2009, the church members unanimously approved the purchase of properties adjoining the church building.  This purchase entailed securing a mortgage.  It is the desire of the church to fully retire this obligation as quickly as possible, consistent with sound financial management and operating requirements.  Any long debt incurred by the church requires prior approval by the church membership.

[bookmark: _Toc284616152]Governmental Reporting Obligations - Federal

Cape Charles Baptist Church is a tax exempt organization.  We are, as a religious institution, automatically exempt from Federal taxes under IRS Ruling 501(c)3.  No forms have to be filed, it's automatic for churches.  We can, optionally, File IRS Form 1023 and get an official Letter of Determination of our tax exempt status.  There is a cost associated with that, and CCBC has elected not to pursue that.

A church may have a parent organization with a group ruling from the IRS.  Under the group exemption process, the parent organization becomes the holder of a group ruling that identifies other affiliated churches or other affiliated organizations. A church is recognized by the IRS as tax exempt if it is included in a list provided by the parent organization. If the church or other affiliated organization is included on such a list, it does not need to take further action to obtain recognition of tax-exempt status.

The Baptist General Association of Virginia has a group ruling #1966 from the IRS which designates the BGAV and “subordinate institutions” as exempt from Federal taxation.  Cape Charles Baptist Church is a subordinate institution.  Documents are on file in the church office.

Our Federal Employer Identification Number # is 02-0559163.

[bookmark: _Toc284616153]Government Reporting Obligations – State

Legislation passed in the 2004 Virginia General Assembly (House Bill 515 and Senate Bill 585) provides two options for nonprofit churches to request a "retail sales and use tax exemption". 
1.	Option 1 is to create our own Tax Exempt Certificate using Virginia Tax Form ST-13A.  This allows exemption from sales tax on a named list of expenses. Code of Virginia Section 58.1-609.10(16)
2.	Option 2 is to apply to the department for a tax-exempt number.  With a State Tax Exempt ID number, we would not pay State sales tax on anything.

The named list of expense categories under Option 1 found in the code (VAC) 10-210-310 includes church bulletins, programs, newspapers, newsletters, gifts, baptisteries, food, disposable serving items, cleaning supplies, teaching materials, recording and A/V reproducing equipment, mowing equipment and building materials.  It does not provide sales tax exemption from contract services, i.e.: for building.  

A copy of Form ST-13A can be found at: http://www.tax.virginia.gov/taxforms/Business/Sales%20and%20Use%20Tax/ST-13.pdf
Executed copies are on file in the church office.

The Treasurer shall review planned purchases to ensure that we are utilizing the sales tax exemption on qualifying purchases.


[bookmark: _Toc284616154]Section VI – Facilities

[bookmark: _Toc284616155]Policies and Procedures for Building and Equipment Use

This policy and procedure statement provides guidelines for use of all buildings, facilities, vehicles, equipment, and every other physical asset of Cape Charles Baptist Church. Any use of Church property shall support the vision of the Church. No use of Church property shall be permitted that violates or compromises the principles outlined or defined in our Constitution and By-laws. The use of any Church property must be approved by the Board of Trustees, who have authority over the use and maintenance of all Church property.

Look up fire code, add to facilities use for Sanctuary, Ed Building and Fidelis.

[bookmark: _Toc284616156]Use of Church Buildings and Grounds

1. Use of the Sanctuary shall be limited to the regular Worship and Prayer Services of the congregation which shall take precedence over any other use, and may be used for other approved purposes including:
· Vacation Bible School
· Weddings
· Funerals
· Conventions of Christian organizations
· Christian community services
· Programs of social content consistent with Christian principles
· Rehearsal/performance of Christian musical programs
· The showing of Christian films sponsored by the Church

2. Food or drinks shall not be permitted in the Sanctuary, except for baby needs and for the Offering of the Sacraments.

3. An adult must be present at all times in any room where children are present.

4. Use of Church meeting rooms, classrooms, kitchen, fellowship hall, playgrounds, other buildings owned by the Church, and all Church grounds shall be limited to the regular programs of the congregation and for other purposes specifically approved by the Trustees, such as use by youth or charitable organizations. Any use of Church facilities must be supervised to ensure participant safety and proper care of the facility. How?

5. Church Buildings or Grounds shall not be used for political purposes, personal gain, commercial purpose, neither for any purpose contrary to Church policy nor for any reason that would compromise our tax exempt status. 

6. Requests for use of Church Buildings or Grounds shall be directed to the Board of Trustees for approval by completing the “Application for Use of Church Facilities” (see attached). The Board of Trustees shall inform the Pastor of the intended use before approval is granted.    

7. Any group not associated with the Church must pay a non-refundable utilities deposit of ($______) and a cleaning deposit of ($______). If the facilities are left in a clean and orderly state, part or all of the cleaning deposit may be returned at the discretion of the Trustees.

8. No alcoholic beverages, narcotics, firearms, or fireworks are allowed in the buildings or on the grounds of the facility.

9. The facility shall be treated with respect at all times and every effort should be made to leave it in as good or better shape than it was found, ex. returning chairs to the location where they were found. The user is responsible for set-up and take-down. All filled trash bags must be removed and placed in the proper trash containers located in the alley. All used areas shall be cleaned by the user and returned to the same or better condition than found. If the used areas are not cleaned or maintained in the proper manner, the user may be charged for cleaning and repairs and will not be permitted to use the facility until re-authorized by the Trustees.

10. Building use may permit use of the kitchen and its equipment including pots, pans, ovens, glassware and other non-disposable items. The users are responsible for supplying their own disposable products such as paper towels, napkins, paper plates, cups, table cloths, plastic utensils, etc.

11. Non-church groups using the facility are required to sign a release from liability of the Church and its Officers, to include a statement that these policies have been read, understood and will be followed.

12. Any Sanctuary furniture such as the Pulpit, Communion Table, Choir Chairs, etc., which are moved or stored for special events must be returned to their appropriate places when the event is completed.

13. The Church’s audio/visual equipment may only be operated by persons authorized by the Trustees. Connection to our equipment is permitted only under supervision of the Media Director, and no re-wiring or re-configuration of our equipment is allowed. 

14. The user is liable for all damages, expenses, losses, including theft and property loss caused by any person who attends, participates in, or provides goods and services connected with the assigned use of the facility. Such costs will be assessed and charged to the user and/or deducted from the security deposit. Replacement value will be used to determine the amount charged.

15. Any equipment, furniture, or supplies donated to the Church becomes the property of the Church. The party donating items may request how or where the items might be used, but the final determination is left solely to the Trustees. If donated items are no longer needed by the Church, an offer to return the items to the donor shall be made. If the donor does not desire the items to be returned, the Trustees shall decide the final disposition of the items.

16. Pinning, gluing, nailing, or stapling signs, banners, or decorations to walls, pews, furniture, or fixtures is not allowed unless it has been approved by a Trustee or the Senior Pastor.  All forms of decorating must be removed by the facility user immediately following the approved activity.

17. The fees to be charged or deposits to be held for use of the Church Buildings or Grounds shall be determined by the Board of Trustees   

[bookmark: _Toc284616157]Use of Church Vehicles and Equipment

1. Church Vehicles may only be driven by persons who hold a valid (current) Commercial Drivers License and who have been approved by a Trustee or the Senior Pastor to operate the Vehicle for a specific purpose and at a specific time. A Vehicle Log must be maintained in each Vehicle. 

2. Church vehicles must be cleaned by the responsible party after each use. 

3. Breakdowns and emergencies: Should a breakdown occur, the driver must inform the Church before taking any other action. If a repair is needed which costs less then $100, the driver may authorize the repair. If the repair exceeds $100, the driver must receive authorization for the repair from a Trustee or the Senior Pastor. 

4. In the event of an accident, the following steps must be taken:
· If there are personal injuries, seek immediate medical aid. This is best accomplished by calling 911. 
· The accident must be reported the police prior to further movement of the vehicle 
· If another vehicle is involved, the name, address, telephone number, and insurance carrier of the other vehicle operator must be obtained. 
· Notify the Senior Pastor or a Trustee or Deacon immediately. 

5. Miscellaneous expenses: The driver shall be reimbursed for routine expenses such as fuel, parking fees, tolls, etc., that are incidental to the trip. Receipts must be presented for reimbursement. 

6. When not in use, vehicles shall be parked on Church property which is on the east side of Fellowship Hall.

7. No Church property is to leave the premises without approval of the Board of Trustees, including but not limited to: tables, chairs, dishes, flatware, electronics, musical instruments, and hymnals. All property shall be returned in a clean and orderly condition and shall be placed in its proper storage area as directed by the Trustees. Approval may be obtained by completing the “Application for Equipment Use” (see attached). 

[bookmark: _Toc284616158]Maintenance Program

The Trustees will come up with a program for the maintenance of all church buildings and grounds. 

(Currently, Earl Wayne Spady and Benjamin Lewis have volunteered to maintain the CCBC grounds and Sean Ingram has volunteered to help with building maintenance.)

[bookmark: _Toc284616159]Service Contracts

Service contracts entered into on behalf of the church should be obtained through a competitive bid process. Service contracts can only be entered into by The Board of Trustees and are to be filed in the church office. 

[bookmark: _Toc284616160]Security, Safety and Protection

The Trustees are responsible for making sure that the church buildings and grounds are kept in a safe and secure.   This includes, but is not limited to: oversight of the maintenance of the buildings and grounds and maintaining a policy that ensures that children are supervised and buildings are kept locked when not in use.

[bookmark: _Toc284616161]Insurance

?

[bookmark: _Toc284616162]Cleaning of the Church Properties

The Board of Trustees is responsible for the maintenance of all church properties including oversight of the cleaning program.  Currently, the church employs a cleaning person to clean the Sanctuary, Education Building hallway and Education Building bathrooms.  The CCBC Cleaning List and CCBC Cleaning Job Description are included below.
The Education Building classrooms, Fellowship Hall and Kitchen, and all of Fidelis House are cleaned by volunteers under the direction of the Board of Trustees. 
[bookmark: _Toc284616163]Cape Charles Baptist Church Cleaning List

Randolph Avenue Entrance
· Sweep brick front porch at entrance to sanctuary
Foyer
· Remove trash
· Sweep cobwebs ceiling to floor
· Dust light fixture 
· Dust furniture and woodwork including doors, paneling, trim and baseboards
· Sweep or vacuum and mop floor
· Vacuum rug

Sanctuary
· Remove cobwebs that can be reached with extending pole duster
· Soft mop stained glass window wells for dust and cobwebs
· Dust all surfaces including: organ, piano, flower stands, pulpit, altar table, music stands, microphones and speakers and their stands, paneling, trim and baseboards
· Vacuum carpet
· Sweep or vacuum choir music closet

First floor of Education building
· Sweep cobwebs ceiling to floor
· Dust woodwork including doors, paneling, trim and baseboards
· Wash light switches and doors around knobs 
· Sweep or vacuum flooring and carpeting including: first floor hallway, stairs leading to sanctuary and to second floor, vestibule between education building and sanctuary, and room between hallway and ladies restroom.
· Mop flooring

Bathrooms (Men’s upstairs and Ladies’ downstairs)
· Wash mirror, sink, faucet and counter
· Wipe down sink cabinet and stall door
· Wash all toilet surfaces including children’s toilet in ladies’ room
· Resupply paper products and soap
· Remove trash and replace trash bag liners


[bookmark: _Toc284616164]Cape Charles Baptist Church Cleaning Job Description

Requirements:
· Communication is very important.  If the cleaning person cannot complete his/her duties or is running low on cleaning supplies he must call the church administrator or a church trustee to resolve the situation in time to have the church cleaned before Sunday.
· It is also very important that this person is completely reliable and dependable.  The church must be cleaned completely every week.
· Cleaning must be done on Saturday.
· The rooms to be cleaned are the sanctuary, (Randolph Ave) front entrance to sanctuary, two bathrooms, and the first floor hallway of the education building and the room leading to the ladies’ room (no classrooms will need to be cleaned).   A complete cleaning list will be provided.
· The job will pay $60.00 per week.
· The cleaning person must be available to change his/her Saturday schedule when there is a wedding or other function and will be paid extra if extra cleaning is needed after the function.
· Extra cleaning after functions will be rare and will include the second floor fellowship hall and kitchen and may include extra cleaning in the sanctuary.
· Cleaning after functions will pay $25.00-$50.00 depending on how much extra work there is to be done.
[bookmark: _Toc284616165]
Application for Use of Church Facilities


Name of Group ____________________________________________

Is this a non-profit Org? (*IRS Cat. 501(c)3)  Yes _______ No ______  

Name of Principal Officer ____________________________________

Address ________________________ Ph# ______________________

Purpose of Meeting _________________________________________

Date of Use ____________________________

              Start time ____________________ End time _______________

Maximum anticipated to attend ____________

Room requested ________________________

Kitchen use?                Yes ______  No ______

Notes _____________________________________________________

__________________________________________________________



---------------------------------------------------------------------------------------------------------------------
For Church Office Use

Security Deposit Amount $ __________      	Date Received: ___________________

                                               		Date Returned: ___________________

Rental Fee Amount	 $_____________	Date Received: ___________________



[bookmark: _Toc284616166]Application for Equipment Use

Equipment Requested : __________________________________________

                                      __________________________________________

                                     ___________________________________________

Name of Requestor : ____________________________________________

Address : ________________________________ Ph# _________________

Date and Time of Pick-up : _______________________________________

Date and Time of Return : ________________________________________

Note : The equipment borrowed will be returned to Cape Charles Baptist Church in as good a condition as when it was loaned. The borrower assumes all responsibility for its return and condition.


Signature of Borrower : __________________________	Date: _______________________



[bookmark: _Toc284616167]Section VII – Communication and Media

[bookmark: _Toc284616168]External Publications

Advertisements, published announcements, newspaper notices and other public communications are official representations of our church.  As such, any public communication should be reviewed by either the Pastor or a Deacon prior to publication.  Flyers, notes and handouts which are not published in any public media are not subject to such restrictions.  

[bookmark: _Toc284616169]Internet Use

Computers which are the property of the church should be monitored for appropriate use where children or youth are using the computers to access the Internet.  Church members in leadership roles with our children or youth should be aware of the availability of commercial filtering software that will block inappropriate content, and, in the event that such filtering becomes necessary should immediately submit a request to acquire and install such software.  Contact the church Treasurer or the church website administrator for additional information.

[bookmark: _Toc284616170]Web site 

1. The church’s primary website is capecharlesbaptist.org.  We have also purchased the URL capecharlesbaptist.com, and redirected it to capecharlesbaptist.org.
2. The church website at capecharlesbaptist.org is the only official online presence of the church.  This is done to prevent the proliferation of communications channels to our members, and forcing them to check multiple sources for information.  
3. Any additional websites which are planned should be submitted in the form of a written proposal for review by the Pastor, Deacons and the church webmaster.   For external sites and services which are approved (e.g. Facebook, MySpace, etc.), login information for administrator privileges must be kept on file in the church office with the church secretary and must be kept up to date at all times.  This loging and password information must be site “owner” credentials, sufficient to allow the site to be deleted if necessary.
4. The church calendar is maintained and displayed on the website.  Every effort is made to keep the calendar up to date.  Please communicate events that you would like to see added to the church calendar, along with the time and date, to the church secretary.  To edit or remove calendar events, contact the church secretary.
5. Each ministry area is responsible for monitoring and updating their relevant content areas on the website.  To edit, add or remove content from pages on the church website, contact the webmaster by email at webservant@capecharlesbaptist.org.
6. Special events, such as concerts, presentations, cookouts or meetings may be featured on the website front page, subject to approval by the Pastor and Deacons.  To have your event featured on the website, contact the webmaster by email at webservant@capecharlesbaptist.org.

[bookmark: _Toc284616171]Copyright Infringement

Any materials which are published on behalf of the church should not contain copyrighted material, including text, drawings, photographs or other material.

[bookmark: _Toc284616172]Fundraising

Fundraising activities for church missions, including mission trips, children and youth ministry, youth camp and other valid church purposes are public representations of the church, and must be approved by the Pastor or a Deacon prior to announcing the fundraising activity.  


[bookmark: _Toc284616173]Section VIII – Ministry

[bookmark: _Toc284616174]Ministry Teams

Each Ministry Leader is responsible for making team members aware of, and adhering to the guidelines in the Policies and Procedures Manual. 

Each Committee’s Policy and Procedures shall include at least the following sections (ministry teams will, in coordination with Russell, write the P&P for their areas of responsibility):

· Authorization (why does this ministry exist)
· Composition
· Duties
· Responsibilities
· Budget Process
· Reporting at Business Meetings

[bookmark: _Toc284616175]Good Samaritan Ministry
The Deacon Board is responsible for the Good Samaritan Ministry.  Deacons write P&P for dispersal of funds.

[bookmark: _Toc284616176]Children’s and Youth Ministries

Child Protection Policy 
All church volunteers who work with children and youth are required to submit three references who must complete and return a Personal Reference Check form (see below).
All volunteers should be regular attendees of the church for at least six months before being appointed to any leadership positions in the children’s ministry.
All volunteer workers must be 18 years of age or older unless working under the supervision of an adult who has met the qualifications in these policies.
All volunteers must have the approval of the children’s minister before being placed in any position of ministry to children.

Church officers and child or youth volunteers must complete a National Criminal Background Check and a State Background Check on an annual basis. (Not only does the insurance company require the three references, but the volunteer must be observed by other church members or current staff employees for SIX months before he/she can volunteer in the ministry.  We have to begin recruiting much sooner now to have time to observe the potential volunteer).

NURSERY
Need P&P for cleaning Nursery clean here if it is a children’s ministry responsibility, otherwise it should be under Facilities section, Trustees responsibility.

CLASSROOM GUIDELINES
Teacher/Student ratios: We will try to maintain the following teacher/student ratios. However, at all times there will be a minimum of two adults in a classroom.
Nursery (0-24 mo.) - 1:3	
Nursery/ Preschool (2-4 yrs.) - 1:4
Kindergarten - 6th grade 1:15
Classrooms and teaching areas should never be locked while in use, with the exception of the nursery. Lights should remain on at all times unless a video is being played.
A minimum of two adults must be present at all times. In other words, we have a If there are two adults and one must leave, there must be a youth in the room.
Check-in and Dismissal: At large group events there will be a check-in table.  Every child should have an information sheet completed and on file before he/she can enter the program. (phone numbers) 
Dismissal: Every child will need to be picked up by the adult in an organized manner.  One leader will be in charge of the exit door.  All other doors will be locked.   
No worker, especially men, are ever to be alone with a child.  
At least two workers should be present whenever possible. 
If a child arrives early, prop the door open and remain visible.
Doors without windows should never be closed completely when children are inside with adults. 
When holding a private talk with a student, especially of the opposite sex, be sure to sit in view of an open door or window.

TRIPS AND SPECIAL EVENTS
Whenever moving children from the one place to another, do a head count upon departure and arrival to make sure every child is accounted for.
Workers are NEVER to take a child home without another adult accompanying them.  (Unless prior arrangements have been made with the child’s family.)  
Never take a child or children outside of the church building or program room without prior consent of the leadership and, in some cases, written permission from the parents.  Permission slips can be made for your use.
A minimum of two approved adult leaders is required for any trip or out-of-class activity.
When an activity requires travel, all drivers must have a valid driver's license and current automobile insurance. The number of persons per car should not exceed the number of seatbelts. Each driver should have a copy of the activity permission slip for those students riding in his/her car. Emergency contact phone numbers are of primary concern and shall be available to the leaders. (All drivers must be over 18 and out of high school.)
When an activity is a local one, it is best if parents arrange their own transportation to and from the activity site. At least 2 adults must stay until the last child is picked up.
Overnight Policies
	· All overnight events must be accompanied by at least 2 approved, unrelated staff.
	· All overnight events should be pre-approved by the appropriate paid staff member (Children's / Youth Pastor).
	· Supervising adults are never to sleep in a closed room alone with any children /youth attending the event.
	- If both male and female students are attending the overnight activity, there must be at least two male and two female-screened adults present.  All overnight activities must provide for separate sleeping accommodations for the male and female participants.

PHYSICAL TOUCH/AFFECTION GUIDELINES

All physical affection needs to be in the presence of other workers.
Physical touch or affection should be brief in nature, and never on a child’s private parts. 
Preteen and older girls should be hugged from the side.  
Kids on laps should be sitting on legs, not straddled over adult private areas.
Kisses should be extremely limited and rare and never on the lips of a child.
When approached by a child physically, do not reject the child, but guide their affection to an appropriate contact.   Hugs are easily shifted, as are misplaced hands.  When a child touches an adult in an inappropriate way unintentionally, no reference to it should be made to the child, simply redirect their hand or body.  If intentional, simply correct with the same tone as any other correction and then move on.  Do not make a big issue of it.

RESTROOM PROCEDURES

When a child needs to go to the restroom, take at least one other child along.
When helping a preschooler in the restroom, always leave the door open far enough that other workers can see in. Never shut the restroom door.
Do not allow the children to "watch" while another child is using the restroom.
Do not send very young children into the restroom with older children. Take them in age appropriate groups.  
Children in grades 3-6 may be sent in pairs to the restroom without adult supervision. Teachers should monitor this situation closely.
In bathroom emergencies - Use disposable gloves (found in first-aid kit) when handling soiled clothing. Soiled clothing should be placed (un-rinsed) in a plastic bag and labeled with the child's name.

ILLNESS

We do not provide care for sick children, our facilities and staff are too limited. 
 If they get sick, or are discovered to be sick, during the program, go get the parents. If you suspect a child is ill, please find Jenn Philpot or the leader in charge. 
Do not give children medicine of any kind. If a parent requests you give a child medication, refer the parent to the leader in charge.
We ask you not to volunteer in any ministry if you are sick.  Please notify Jenn Philpot and request a replacement.  (Your help with this is greatly appreciated if you are able.)
Bodily Fluid Accidents: All caregivers should wear disposable gloves when there is a possibility of contact with blood or blood-containing fluids. Blood on surfaces should be cleaned with bleach and water disinfectant solution (1/4-cup bleach, 1-gallon water). Use disposable towels and gloves for clean up. Discard all items into covered container. Vomit areas should be cleaned up, and then covered.  Again, report the incident.

MINOR ACCIDENTS

FIRST AID kits are available in many classrooms or at the check-in table (FNL and special events).
Report any hazardous situations to the leadership immediately and correct if safe and / or possible.  
If a child is injured in any way, please notify the children’s minister and fill out an Injury Report. All injuries, no matter how small, must be reported to the parents. All HEAD INJURIES must be reported! When filling out the parent notification section of the Injury Report, please do not use any other child's name.
Deal with it lovingly right away. Do not get the parent unless absolutely necessary.  However, DO tell the parent about the injury when they pick up their child, regardless of how minor the injury.   If a parent reacts negatively, it is wise to inform the children’s minister so that she is prepared for a call, having heard your side of the story already.

MAJOR MEDICAL EMERGENCIES

In case of a serious emergency involving broken bones, convulsions, fainting, unconsciousness, or other serious injury, follow these procedures:
DON'T MOVE THE INJURED CHILD.
Send a fellow teacher for help. NEVER LEAVE THE INJURED CHILD.
The person in charge will call 911 after assessing the situation and give the information and directions as needed.
As soon as the leadership is notified, the co-worker should return to help in removing other children in the department from the scene of the accident.
The person in charge (staff member) will locate the parents and advise them of the condition of the child and procedure suggested by medical personnel.
Leaders will refer to the child's parents for details of preference of hospital and doctor.
In case the child is transported to the hospital, a leader will accompany the child, especially if the parents cannot be located in a timely fashion.
As soon as possible, the teacher needs to return to his/her class to see that the other children remain calm and reassured.
An incident/accident form should be written as soon as possible with specifics of medical personnel recommendations and name of hospital where the child was taken.

CORPORAL PUNISHMENT
Volunteers in the Children’s Ministry are to NEVER physically discipline a child at church.  (If your own child needs such discipline, it is to be done at home, never within a program.  Observers may not know it is your child.) 

SUSPICIOUS ACTIVITY/ REPORTING VIOLATIONS or SUSPECTED ABUSE
In order to maintain a safe environment for all children and youth, all persons must be aware of their individual responsibility to report any questionable circumstance, observation, admission, or situation which endangers or threatens children. All questions or concerns of suspected activity of abuse or harassment by a volunteer should be reported to the children’s pastor only. Should the activity of concern involve a paid church employee, the matter shall be reported to the children’s ministry church board representative or to the chairman of the church board. Pending the outcome of an investigation, all information pertaining to the alleged incident should be kept confidential. A mere allegation of improper behavior by a volunteer will not be treated as an actual occurrence pending the completion of the investigation, and the church will take steps necessary to protect the integrity of the volunteer involved.

During services, children are not allowed to wander around the church. 
Reporting Abuse: In the event anyone personally witnesses an occurrence in violation of this policy, that person will be asked to complete an Incident Report (form available at check-in table). All efforts at handling the incident should be documented. Anyone witnessing such an occurrence should consider the following recommendations as to how such a situation should be handled to insure the security of the child and to protect against physical, emotional, or psychological injury to all persons involved:
All incidents shall be reported immediately to the children’s  minister, if available, or to the adult leader in charge of the event or activity.  The incident must be reported by the staff member to Pastor Russell within 24 hours of the staff member being made aware of the incident.
The parents must be notified by the Children’s Minister and/or staff member within 24 hours of the staff member being made aware of the incident.
The Children’s Minister must immediately report the incident to the church insurance company, church attorney, and denominational officials.
The Children’s Minister will notify the proper civil authorities, as directed by the insurance company & church attorney.
The accused should not be confronted until the safety of the child or youth is secured, and only upon advisement by the church attorney.
A prepared statement to the press and to the congregation should only be made by the Head Deacon as advised by the church attorney.
Personally secure the safety of child, children, or youth. Do not leave the child while reporting the incident.
Do not personally confront the alleged or accused violator of the policy unless imminent injury or damage is present.
The children’s minister or the pastor will report the incident to the parents or guardians of the victim(s).
A duly authorized representative of our church will be responsible for all communication on behalf of the church.
In the event a child or youth reports alleged abusive conduct, regardless of where the conduct occurred, (at church, offsite church event, or non-church event.) the person initially contacted by the child must complete a written Incident Report which should include, as much as possible, the precise wording of the child or youth. 
In the event a child makes an accusation of abuse or neglect occurring in the child's home, the person initially contacted will report to the children’s minister for disposition of the matter.

Response to the Accuser
All efforts should be made to reach out to the accuser and the accuser's family, extending whatever pastoral and professional resources may be needed.
Response to the Accused
Treat the accused with dignity and support. He/she will be relieved of his/her duties until the investigation is finished.
Pastoral and/or professional resources should likewise be extended to the accused.


[bookmark: _Toc284616177]Incident/ Accident Report

1. Who was involved? 


2. Date, time, and location of incident: 

3. Description of incident:  (if more room is needed, please use other side.)


4. If there were witnesses please include their name and phone number 


5. Who else was notified of the incident at the time:  (Children’s Pastor, Youth Pastor, Senior Pastor?)


6. What actions were taken?  



7. Follow up: Who followed up the following day? Parent response?






Signature:__________________________    phone: _______________      Date:___________
[bookmark: _Toc284616178]
Volunteer Application

1. Are you a member of Cape Charles Baptist Church?
      ____yes	_____no
If yes, since when:  Month _______________ Year ________________
If no, Are you a member of another church? (Please list)
 ___________________________________________________________________________

2. Do you regularly attend services?
      _____yes	 _____no
3. In what area(s) of ministry are you currently involved?

	________________________________________________________________________

	________________________________________________________________________

4.  Do you have any children that attend our church?
     ______yes  (Names of your children: _________________________________________)
     ______no

5.  Are there any areas within the children or youth ministry that you would like to be involved with but are not currently?  (for example: Friday Night Live, Children’s Ministry Team, Vacation Bible School, Youth Trips, Snacks, Crafts, Mom’s Program, etc. )
________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________




[bookmark: _Toc284616179]Personal Reference Check form

1. How long and well have you known the applicant? 


2. Are you related to the applicant? 


3. Does the applicant's conduct, speech and demeanor consistently honor Christ? 


4. Do you have any reason to question this applicant's commitment to the doctrines of historic orthodox Christianity? 


5. Rating of the applicant in the following areas: Cooperation, Emotions, Judgement, Reliability, Influence 

	20
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