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I. POLICIES 
 
INTRODUCTION 
 
This Manual is designed to acquaint a new employee with Southside Baptist Church and provide 
information about working conditions, benefits, and policies affecting his/her employment. 
 
The information contained in this Manual applies to all employees of Southside Baptist Church.  
Following the policies described in this Manual is considered a condition of continued 
employment.  However, nothing in this Manual alters an employee’s status.  The contents of 
this Manual shall not constitute nor be construed as a promise of employment or as a contract 
between the Church and any of its employees.  The Manual is a summary of church policies, 
which are presented here only as a matter of information. 
 
Every employee is responsible for reading, understanding, and complying with the provisions of 
this Manual.  The objective is to provide him/her with a work environment that is constructive 
to both personal and professional growth. 
 
CHANGES IN POLICY  
 
This Manual supersedes all previous employee manuals and memos that may have been issued 
from time to time on subjects covered in this Manual. 
 
However, the Personnel Committee reserves the right to interpret, change, suspend, cancel, or 
dispute with or without notice all or any part of our policies, procedures, and benefits at any 
time.  All employees will be notified of any changes.  Changes will be effective on the dates 
determined by the Church, and after those dates all superseded policies will be null. 
 
No individual supervisor or manager has the authority to change policies at any time.  If an 
employee is uncertain about any policy or procedure, he/she should speak with his/her direct 
supervisor. 
 
LIMITATIONS TO EMPLOYMENT AT SOUTHSIDE BAPTIST CHURCH 
 
Biblical Authority 
 
Employment at Southside Baptist Church is limited to individuals who are believers in the Lord 
Jesus Christ, who affirm the tenets of the Southside Baptist Church Constitution and By-Laws, 
and who offer evidence, by their confession and their conduct, that they are living in accord 
with their affirmations and are actively pursuing and continuing in a vital fellowship with the 
Lord Jesus Christ. 
 
 
 



2 
 

1/14/2014  Page: 2 
 

Marriage and Sexuality 
 
In accordance with the Statement on Marriage and Sexuality included in the Constitution and 
By-Laws of Southside Baptist Church, “We believe that the term ‘marriage’ has only one 
meaning and that is marriage sanctioned by God which joins one man and one woman in a 
single, exclusive union, as delineated in Holy Scripture. We believe that God intends sexual 
intimacy to only occur between a man and a woman who are married to each other. We believe 
that God has commanded that no intimate sexual activity be engaged in outside of a marriage 
between a man and a woman. We believe that any form of sexual immorality such as adultery, 
fornication, homosexuality, bisexual conduct, bestiality, incest, pornography or any attempt to 
change one’s sex, or disagreement with one’s biological sex, is sinful and offensive to God.” 
 
In order to preserve the function and integrity of the church as the local Body of Christ, and to 
provide a biblical role model to the church members and the community, it is imperative that 
all persons employed by Southside Baptist Church in any capacity, or who serve as volunteers, 
should abide by and agree to this Statement on Marriage and Sexuality. 
 
 
EMPLOYMENT APPLICATIONS 
 
The church relies upon the accuracy of information contained in the employment application 
and the accuracy of other data presented throughout the hiring process and employment.  Any 
misrepresentations, falsifications, or material omissions in any of this information or data may 
result in exclusion of the individual from further consideration for employment or, if the person 
has been hired, termination of employment. 
 
 
DEFINITIONS OF EMPLOYEES STATUS 
 
“EMPLOYEES” DEFINED 
An “employee” of Southside Baptist Church is a person who regularly works for Southside 
Baptist Church on a wage or salary basis.  “Employees” may include exempt, non-exempt, 
regular full-time, regular part-time, temporary persons, and others employed by the Church 
who are subject to the control and direction of Southside Baptist Church in the performance of 
their duties. 
  

EXEMPT 
 

Employees whose positions meet specific criteria established by the Fair Labor 
Standards Act (FLSA)* and who are exempt from overtime pay requirements.   
 
*(Note: The FLSA is the federal labor law that covers minimum wage provisions, 
overtime pay, the Equal Pay Act, child labor laws, and other employment laws.   
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http://www.dol.gov/dol/asp/public/programs/handbook/minwage.htm ) 
 
NON-EXEMPT 

 
Employees whose positions do not meet FLSA criteria and who are paid one and one-
half his/her regular rate of pay for hours worked in excess of 40 hours per week. 
 
REGULAR FULL-TIME 

 
Employees who have completed the 90-day probationary period and who are regularly 
scheduled to work 35 or more hours per week.  Generally, they are eligible for the 
Church’s benefit package, subject to the terms, conditions, and limitations of each 
benefit program.   
 
REGULAR PART-TIME 

 
Employees who have completed the 90-day probationary period and who are regularly 
scheduled to work less than 35 hours per week.   
 
TEMPORARY (FULL-TIME or PART-TIME) 
 
Those whose performance is being evaluated to determine whether further 
employment in a specific position or with the Church is appropriate or individuals who 
are hired as interim replacements to assist in the completion of a specific project or for 
vacation relief.  Employment beyond any initially stated period does not in any way 
imply a change in employment status.  Temporary employees retain that status until 
they are notified of a change.  They are not eligible for any of the Church’s benefit 
programs. 
 
PROBATIONARY PERIOD FOR NEW EMPLOYEES 
 
A new employee whose performance is being evaluated to determine whether further 
employment in a specific position or with Southside Baptist Church is appropriate.  This 
does not include called members of the ministry team.  When an employee completes 
the probationary period, the employee will be notified of his/her new status with 
Southside Baptist Church. 

 
 
 
 
 
 
 
 

http://www.dol.gov/dol/asp/public/programs/handbook/minwage.htm


4 
 

1/14/2014  Page: 4 
 

NON-DISCLOSURE/CONFIDENTIALITY  

The protection of confidential business and personal information is vital to the interests and 
success of Southside Baptist Church.  Such confidential information includes, but is not limited 
to, the following examples: 

 Financial information,  

 Personnel/Payroll records, and 

 Conversations between any persons associated with the Church. 
 
Employees who improperly use or disclose confidential information will be subject to 
disciplinary action, including termination of employment and legal action, even if they do not 
actually benefit from the disclosed information. 
 
NEW EMPLOYEE ORIENTATION 
 
Orientation is an informal welcoming process that is designed to make the new employee feel 
comfortable, informed about the Church, and prepared for his/her position.  New employee 
orientation is conducted by the new employee’s supervisor, and includes an overview of the 
Church history, an explanation of the Church core values, vision, and mission; and Church goals 
and objectives.  In addition, the new employee will be given a overview of benefits, tax, and 
legal issues, and complete any necessary paperwork. 
  

Employees are presented with all codes, keys, and procedures needed to navigate within the 
workplace.  The new employee’s supervisor then introduces the new hire to staff throughout 
the Church, reviews his/her job description and scope of position, explains the Church’s 
evaluation procedures, and helps the new employee get started on specific functions.  

 
PROBATIONARY PERIOD FOR NEW EMPLOYEES 
 
The probationary period for regular full-time and regular part-time employees lasts up to 90 
days from date of hire.  During this time, employees have the opportunity to evaluate our 
Church as a place to work and management has its first opportunity to evaluate the employee.  
During this introductory period, both the employee and the Church have the right to terminate 
employment without advance notice. 
 
Upon satisfactory completion of the probationary period, a 90-day review will be given and 
benefits will begin as appropriate.  All employees, regardless of classification or length of 
service, are expected to meet and maintain Church standards for job performance and behavior 
(See Section 4, Standards of Conduct). 
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OFFICE HOURS 
 
Southside Baptist Church office is open for business from 8:00 a.m. – 5:00 p.m. Monday - 
Friday, except for Holidays (See Section 6.7, Holidays). 

  
The standard workweek is 40 hours of work (see Section 5.3, Overtime).  In the computation of 
various employee benefits, the employee workweek is considered to begin on Sunday (starting 
at 12:01 a.m.) through Saturday (ending at 12:00 a.m.), unless a supervisor makes prior other 
arrangement with the employee. 
 
Personal business should be conducted on the employee’s own time. 
If employees have unexpected personal business, they must notify their direct supervisor to 
discuss time away from work and make provisions as necessary.   
 
LUNCH PERIODS 
 
Employees are allowed a one-hour lunch break.  Lunch breaks generally are taken between the 
hours of 11 a.m. and 2:00 p.m. on a staggered schedule so that their absence does not create a 
problem for co-workers or clients. 
 
Employees who do not adhere to the break policy will be subject to disciplinary action, 
including termination. 
 
PERSONNEL FILES 
 
Employee personnel files include, but are not limited to, the following: job application, job 
description, résumé, records of participation in training events, records of disciplinary action 
and documents related to employee performance reviews, coaching, and mentoring. 
 
Personnel files are the property of Southside Baptist Church, and access to the information is 
restricted.  Management personnel of Southside Baptist Church who have a legitimate reason 
to review the file are allowed to do so. 
 
Any employee who wishes to review his/her own file should contact his/her supervisor.  With 
reasonable advance notice, the employee may review his/her personnel file in Church’s office 
and in the presence of his/her supervisor. 
 
PERSONNEL DATA CHANGES 
 
It is the responsibility of each employee to promptly notify his/her supervisor of any changes in 
personnel data such as: 
  

 Mailing address, 

 Telephone numbers, 



6 
 

1/14/2014  Page: 6 
 

 Name and number of dependents, and 

 Individuals to be contacted in the event of an emergency. 
 
An employee’s personnel data should be accurate and current at all times.    
 
INCLEMENT WEATHER/EMERGENCY CLOSINGS 
 
At times, emergencies such as severe weather, fires, or power failures can disrupt Church 
operations.  The decision to close the office will be made by the Senior Pastor.  As a general 
rule, office closures during inclement weather follow Decatur City Schools. 
 
When the decision is made to close the office, employees will receive official notification from 
their supervisors. 
 
Time off from scheduled work due to emergency closings will be unpaid for all non-exempt 
employees.  However, if employees would like to be paid, they are permitted to use vacation 
time if it is available to them. 
 
PERFORMANCE EVALUATION 
 
Each employee will be given a performance evaluation on an annual basis.  The guidelines 
governing the performance evaluations are as follows: 

1.  Their purpose is to help the employee evaluate his/her strengths and weaknesses and 
develop plans to strengthen weak areas. 

2. The evaluation will be given annually by the Personnel Committee. However, the 
employee may request an evaluation, to which the Personnel Committee must respond 
within thirty (30) days. 

3. The employee will receive a copy of the evaluation. 
A performance evaluation does not determine whether an employee will receive a pay 
increase.  Pay increases will stand on their own merit and will NOT be given automatically with 
the performance evaluation. 
 
CONFLICT RESOLUTION 
 
From time to time people who work together will have disagreements, misunderstandings, 
problems and conflicts.  These problems may occur with fellow workers, church members, 
ministers, or a general disagreement with church function, practices or policies.  In any respect, 
these problems should be dealt with and not left to fester. 
STEP 1:  Matthew 18:15 -- “Moreover if your brother sins against you, go and tell him his fault 
between you and him alone. If he hears you, you have gained your brother.” 
Go alone to the individual with whom you have a problem.  If it’s a problem with church policy, 
go directly to the Senior Pastor—not your fellow workers.  Try to resolve the problem between 
the two of you.  In 95% of the cases the problem will be resolved here.  If so, you have gained a 
brother.  If not… 
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STEP 2:  Matthew 18:16 – ” But if he will not hear, take with you one or two more, that ‘by the 
mouth of two or three witnesses every word may be established.’[a]” 
If the person refuses to hear you, then take the person with you to the Senior Pastor for help in 
resolving the problem.  If he/she refuses to go with you—go alone.  If nothing is resolved here… 
STEP 3:  Matthew 18:17a – “And if he refuses to hear them, tell it to the church.”  If nothing is 
resolved through the Senior Pastor, then it should be brought to the Personnel Committee.  The 
meeting should include the persons with the problem plus the Senior Pastor.  If still unable to 
resolve… 
STEP 4:  Matthew 18:17b – “But if he refuses even to hear the church, let him be to you like a 
heathen and a tax collector.”  If still unable to resolve the problem, discipline to the extent of 
dismissal may be necessary. 
 
We must stress that we must be able to work together to resolve our differences without airing 
them before everyone.  The latter only becomes a form of backbiting, grumbling, and gossip. 
 
DISCIPLINARY ACTION 
 
The disciplinary procedure below is suggested for continued offenses by personnel.  It is 
understood that these actions will be taken for situations that hinder productivity or quality of 
work.  The actions are based on offenses within one (1) year of the previous offense(s). 
First Offense:  Verbal warning by the Senior Pastor.  Every effort will be made by the pastor to 
the employee to find ways of correcting the situation and circumstances that caused the 
problem.  Both the pastor and the employee will strive for a positive attitude. 
Second Offense:  Verbal warning and written confirmation of the warning by the Personnel 
Committee.  The written confirmation should include the offense, the action taken and any 
suggestions as to how the offense can be corrected.  Every effort should be made by all parties 
to make this step positive and motivational to the employee so that he/she will improve the 
situation in a positive manner. 
Third Offense:  The employment and dismissal of staff personnel shall be the responsibility of 
the Personnel Committee coordinating with the Pastor and subject to the approval of the 
church.   
 
Serious or grievous offenses may be cause for immediate termination upon the agreement the 
Senior Pastor, Personnel Committee, and Deacons. 
 
 
SUPPLIES; EXPENDITURES; OBLIGATING THE CHURCH 
 
Only authorized persons may purchase supplies in the name of Southside Baptist Church.  No 
employee whose regular duties do not include purchasing shall incur any expense on behalf of 
Southside Baptist Church or bind Southside Baptist Church by any promise or representation 
without written approval. 
  
 

http://www.biblegateway.com/passage/?search=Matthew%2018:16&version=NKJV#fen-NKJV-23740a
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EXPENSE REIMBURSEMENT 
 
Expenses incurred by an employee must have prior approval by a supervisor.  Reimbursements 
under $25.00 will be included in the employee’s next regular paycheck.  An example of such an 
expense would include mileage.  If the amount is more than $25.00, the reimbursement 
request will be processed like an invoice.  All completed reimbursement request forms should 
be turned in to the Church secretary or to the chairman of the Stewardship Committee. 
 
INTERNET USE 
 

Southside Baptist Church employees are allowed use of the Internet and e-mail when necessary 
to conduct business related to the Church.  
 
Employees may use the Internet when appropriate to access information needed to conduct 
business of the Church.  Employees may use e-mail when appropriate for Church business 
correspondence.  
 
Use of the Internet must not disrupt operation of the Church computer network.  Use of the 
Internet must not interfere with an employee's productivity.  Employees are responsible for 
using the Internet in a manner that is ethical and lawful. 
 
Internet messages are public and not private.  Southside Baptist Church reserves the right to 
access and monitor all files and messages on its systems. 
 
Every employee is required to read, sign, and comply with the “Acceptable Use of Technology” 
agreement, Appendix A. 
 
 
CHILD PROTECTION POLICY 
 

It is the purpose and intent of Southside Baptist Church to provide a safe, secure 
environment to teach and care for the children and students of our faith family. 
 
Our goal is to protect children from sexual abuse, child molestation, or any type of 
inappropriate sexual behavior by employees or volunteers in this church and to protect 
employees and volunteers from false accusations. 
 
Every employee is required to read, sign, and comply with the Child Protection Policy, 
Appendix B. 
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PAYDAYS 
 
All employees are paid twice a month, on the 15th and the last day of the month.  In the event 
that a regularly scheduled payday falls on a weekend or holiday, employees will receive pay on 
the next day of operation.    
  
If a regular payday falls during an employee’s vacation, the employee’s paycheck will be 
available upon his/her return from vacation.   
 

II. BENEFITS AND SERVICES 
 

INSURANCE BENEFITS 
 
A full-time minister will be provided family coverage as part of his/her package.   
Other full-time staff will be provided individual coverage as part of his/her package.   Should a 
new employee prefer to remain under existing coverage, compensation will be negotiated with 
the Personnel and Stewardship Committees.   
 
VACATION POLICY 
 
Non-ministerial staff shall begin to accrue vacation time after 90 days of employment at a rate 
of 80 hours per calendar year.  Full-time employees who have completed one through ten years 
of service shall be entitled to a paid vacation of two weeks per year.  After 10 years service, full-
time employees are eligible for paid vacation of three weeks per year.  Vacation time is non-
cumulative from calendar year to calendar year. Vacation days will not be approved during any 
two week periods prior to major events such as Celebrate America and Christmas programs. 
 
Called members of the ministry team will accrue vacation time at a rate commensurate with 
total cumulative years of uninterrupted, full-time ministry and then, thereafter members will be 
eligible for paid vacation of:  two weeks for one through ten years of service; three weeks for 
eleven through twenty years of service; and, four weeks for twenty-one plus years of service.  
Vacation shall not exceed one Sunday and one Wednesday for each week accrued. 
 
All vacation requests must be made in writing and approved by the Senior Pastor.  The Senior 
Pastor’s vacation must be approved by the Deacons.  Any unused vacation time will be 
remunerated upon termination of employment. 
 
SICK LEAVE 
 

Each full-time employee and minister shall be granted one day per month (12 days annually) 
paid sick leave, based on a regular 40 hour work week.  Said sick leave may be used whenever 
the employee or an immediate family member is sick, has medical or dental appointments, or is 
hospitalized.  Sick leave may be accrued from one year to the next for a maximum of thirty (30) 
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calendar days.  Employees will not be remunerated for any amount of accrued sick leave upon 
termination of employment. 
 
 

LEAVE RECORDS 
 

All employee leave records shall be maintained under the supervision of the Senior Pastor and 
the Personnel Committee.  Accurate documentation of all employees’ leave records shall be 
kept on file for review by the Personnel Committee. 
 
 

HOLIDAYS 
 

The Church Office will be closed and each full-time employee* paid for the following holidays:  
New Year’s Day, Good Friday, Memorial Day, July 4th, Labor Day, Thanksgiving Day and the 
Friday following Thanksgiving Day, Christmas Eve and Christmas Day.  If any of the above 
holidays falls on Sunday or Wednesday, ministers may substitute another day with the Senior 
Pastor’s approval or the Deacons’ approval for the Senior Pastor. 
 

*While a typical work week consists of 40 hours per week, a full-time employee shall be defined 
as an employee who works at least 35 hours per week. 
 
 

PROFESSIONAL LEAVE 
  

The church will send the Senior Pastor to the Southern Baptist Convention, State Convention of 
Alabama and the Evangelism Conference of Alabama.  Attendance at any other conventions, 
meetings, etc., by the Senior Pastor will be subject to the approval of the Personnel Committee.  
The Personnel Committee will only grant such requests for leave to attend any such activity if it 
will be beneficial to the church and the Senior Pastor to attend. 
 

The church will send full-time ministers to the State Evangelism Conference of Alabama and to 
another appropriate conference.  Attendance at any other conventions, meetings, etc., will be 
subject to the approval of the Personnel Committee.  The Personnel Committee will only grant 
such requests for leave dependant on value (significance vs. cost) and available funds.  If a 
minister chooses to attend the Southern Baptist Convention in lieu of one of the conferences, it 
will be with the approval of the Senior Pastor and on a staggered year basis.  The conference 
must be within a reasonable distance and funds available. 
 
 

JURY DUTY/MILITARY LEAVE 
 

Employees will be granted time off to serve on a jury with pay. Any leave for military service will 
be compensated in compliance with federal law. However, all regular employees, both full-time 
or part-time, will be kept on the active payroll until their civic duties have been completed.  A 
copy of the jury duty summons and all other associated paperwork are required for the 
personnel file. 
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III. JOB DESCRIPTIONS 

 
The list of job descriptions included in this section do not necessarily reflect the current 
employment status of Southside Baptist Church. Some are included for possible future 
reference or need. 
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SENIOR PASTOR 
 
Principal Function: 
 The function of the Senior Pastor, like that of the church, shall be to evangelize the lost 
and to lead the saved to a deeper understanding of the Christian faith and commitment of life 
and talent in the service of the Lord.  The Senior Pastor shall be responsible to the church in 
counsel with the Deacons for the overall ministry of the church. 
 
 The Senior Pastor will be expected to:  
 

o Work with the ministry team, Church Council, and Deacons to establish overall 
program goals, objectives, and priorities. 

 
o Supervise all daily church activities for the purpose of attaining established goals. 

 
o Constantly learn from other churches and sources; provide leadership through 

teams; conduct continual evaluation; effectively recruit and support quality 
workers; and, provide timely, high-quality, time-sensitive training to the 
members of the church. 

 
Primary Responsibilities: 
 

1. Preach at the regular worship services of the church and moderate all business 
meetings. 

2. Supervise all activities of the church, serve as chairman of the Church Council, and serve 
as an ex-officio member of all committees. 

3. Examine all candidates for baptism as to their conversions and provide instructions for 
new members in the duties and privileges of church membership. 

4. Visit the sick and offer consolation to those who may be in sorrow or distress to the best 
of his ability.   

5. In the Pastor’s absence from church because of sickness or other emergency or to 
attend conventions or meetings to which he is sent by the church, the Pastor, or 
deacons, in collaboration with the Pastor, will provide a pulpit supply at the expense of 
the church. 

6. Resolve information personnel complaints and keep the office employees informed of 
personnel policies and procedures.  He will oversee all staff, lay and ministerial, until 
such time as this policy may be changed due to the hiring of an office manager or a 
church administrator. 
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7. Call staff meetings weekly and whenever deemed necessary. 

8. Recommend and advise on the selection all staff members and their duties. 

9. Provide leadership in the observance of the Church ordinances. 

10.  Strive for the spiritual development of the entire Church membership. 

11. Be subject to annual evaluation by the personnel committee. 
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MINISTER OF MUSIC AND SENIOR ADULTS 
 
Principal Function:  
 

The purpose and function of the Minister of Music and Senior Adults, like that of the 
church, shall be to evangelize the lost and to lead the saved to a deeper understanding of the 
Christian faith and commitment of life and talent in the service of the Lord.  As Minister of 
Music, he shall be responsible to the church under the supervision of the pastor in counsel with 
the Personnel Committee for a music program that is responsive to the spiritual, educational, 
and inspirational needs of every age group in the church.  As Minister to Senior Adults, he shall 
be responsible to the church under the supervision of the pastor in counsel with the Personnel 
Committee for the development and implementation of a program of ministry to all senior 
adults. 
 
Primary Responsibilities in Music: 
 

1. Plan, organize, promote, and direct graded music programs, vocal and/or instrumental, 
for all age groups in the church. 

 
2. Cooperate fully and work closely with the Pastor in planning the service of worship. 

 
3. Cooperate fully with all staff members in order that the programs of the church may be 

coordinated and correlated, each undergirding and complimenting the other. 
 

4. Develop a program of congregational singing in which each member is able to find in 
music a source of real spiritual enrichment and strength. 

 
5. Seek out talent and maintain a file of all those capable of contributing to the music life 

of the church.  This would include soloists, ensembles, instrumentalists, and others for 
the mission and extension activities, special program, camps, retreats, socials and 
recreational agendas.  

 
6. Supervise the activities of the church approved organ, piano, and keyboard musicians 

during church services, choir rehearsals, and other occasions where their playing relates 
to the music program of the church. 

 
7. Insure that an adequate number of musical instruments are available for all church 

services and activities, and be responsible for the proper care and maintenance of all 
church musical instruments in order to keep them in excellent working order. 

 
8. See that all materials, choir robes and equipment which belong to the church are 

properly cared for and stored. 
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9.   Participate in the visitation ministry of the church and seek to involve the membership    
  in the music ministry in visitations. 

 
10.   Provide a detailed list of budget needs for the music ministry to the Stewardship    

  Committee each year for budget planning purposes.  After the Stewardship Committee    
  and the church approve a final budget, the Minister of Music will administer the music  
  program within the confines of the budget in accordance with established procedures. 

 
11.   Serve as chairman of the Sanctuary Choir Officers. 

 
12.   Serve at revival meetings, special services, weddings and funerals as needed. 

 
13.   Coordinate the training of operators in the use and control of the church sound    

  system. 
 

14.   Plan and coordinate all corporate worship service music. 
 
Primary Responsibilities with Senior Adults: 
 

1. Discover and analyze the needs of active senior adults.   
 

2. Serve as a staff resource person to individuals as well as organizations involving senior 
adults.  

 
3. Survey and identify the abilities of active senior adults and give them opportunities to 

use their time and talents effectively in service.  Organize information so that talents 
and jobs can be matched quickly. 

 
4. Keep church informed of senior adult needs and ministry plans through all appropriate 

channels. 
 

5. Plan and participate in a visitation ministry of senior adult members, particularly those 
in hospitals, nursing homes, and homebound shut-ins. 

 
6. Formulate a budget for the senior adult ministry for recommendation to the 

Stewardship Committee and administer the approved budget according to policy. 
 

7. Implement a variety of programs and activities to meet the needs and interest of senior 
adults. 

 
Present Senior Adult Programs: 

 Monthly 39-ers program (third Tuesday – officers as leaders) 
 “Joyful Sounds” – Fall and Spring Senior Choir (officers as leaders) 
 Trips planned periodically to places of interest 
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 Seniors involved in worship services 
 Retreats, banquets, dinner theaters, etc. 
 Day trips planned, such as:  The Olde Mystery Trip, Miss Bobo’s Christmas 

Dinner, plus other fun and fellowship days 
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MINISTER OF EDUCATION AND YOUTH 
 

Principal Function 
 

The function of the Minister of Education and Youth, like that of the church, shall be to 
evangelize the lost and to lead the saved to a deeper understanding of the Christian faith and 
commitment of life and talent in the service of the Lord.  The Minister of Education and Youth 
shall be responsible to the church under the supervision of the Pastor in counsel with the 
Personnel Committee for the Education and Youth programs of the church. 
 
 
       This minister will be expected to: 
   

 Work with the church and ministry team (ministerial staff) to develop a comprehensive 
philosophy of education and discipleship and implement a Christian education ministry 
to achieve the mission of  the church.        

 

 Constantly learn from other churches and sources; provide leadership through teams; 
conduct continual evaluation; effectively recruit and support quality workers; and 
provide time-sensitive, high-quality training. 

 

 Serve as a member of the church council; lead in worship as appropriate; and provide 
other leadership and support as assigned by the Senior Pastor. 

 
        
Primary Responsibilities in Education  
 

1. Assist in the implementation of the Child First Protection Policy as adopted by 
Southside Baptist Church.  Ensure that background checks are completed and on file 
for all workers with children and youth. 

 
2. Determine the purpose of and the organizational structure for each educational 

organization, program ministry, or emphasis and serve as an educational resource 
person to leaders of such organizations.  Examples include Sunday School, 
Discipleship Training, missions education, small-group studies, Vacation Bible School, 
church media, etc. 

 
3. Develop the appropriate budgets to ensure the physical and financial resources for 

developing and expanding Christian educational ministries. 
 

4. Work with appropriate staff and nominating committee in enlisting workers for all 
educational ministry programs. 
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5. Plan special emphasis in educational / training programs (i.e. attendance campaigns, 
leadership recognition, VBS promotion, etc.  

 
6. Develop special educational / training projects such as camps, retreats, and 

seminars. 
 

7. Participate in ministry team (ministerial staff) meetings. 
 

8. Participate in hospital, outreach, and inreach visitation.  
 
  
Primary Responsibilities to Youth      
 
 1.  Direct the planning, coordination, operation of the Bible Study and 
      discipleship ministry for our youth. 
 
 2.  Provide direction and support for all programs of our church as related to our youth, 
      providing age-appropriate activities to meet their spiritual needs in partnership 
     with all other ministries of the church, local association, the Alabama Baptist State 
      Convention, and the Southern Baptist Convention. 
      
 3.  Ensure that all youth classes are covered for every service. 
 
 4.  Research, identify, develop, and implement programs to facilitate 
      spiritual growth and provide opportunities to learn and minister. 
 
 5.  Plan, promote, and participate in an overall program to nurture spiritual and 
      numerical growth.  Enlist, train, equip, and support teachers and parents in leading 
      youth to Christ, and maintain follow through of each profession of faith. 
      
 6.  Provide information and updates for existing church publications and electronic 
      media to inform parents of youth activities and to recruit families to visit Southside. 
      
 7.  Participate in hospital, outreach, and inreach visitation, especially as  
      related to the youth. 
 
 8.  Attend /participate in all activities involving our youth, staying personally 
      involved with them. 
 
 9.  Recommend to the Stewardship Committee the annual budget needs and be 
      responsible for administering the portion of the church budget that applies to the 
      children’s ministry.   
    
             



19 
 

1/14/2014  Page: 19 
 

MINISTER OF CHILDREN 
 
Principal Function: 
 
 The function of the Minister of Children, like that of the church, shall be to evangelize 
the lost and to lead the saved to a deeper understanding of the Christian faith and commitment 
of life and talent in the service of the Lord.  The Minister of Children shall be responsible to the 
church under the supervision of the Pastor in counsel with the Personnel Committee for the 
children’s programs of the church 
 

 Work with the church and ministry team (ministerial staff) to develop a clear, 
comprehensive philosophy of education and discipleship and implement an integrated 
plan; set specific goals (development theory/worldview strategy); balance large group 
and small group activity; prayerfully choose curriculum or craft our own ; and 
intentionally help children develop a biblical worldview while focusing on character 
development. 

 

 Position the church as a support system for parents and children, equip parents and 
facilitate spiritual application by children and seriously and consistently pray individually 
and with the ministry team (ministerial staff) for our children. 

 

 Constantly learn from other churches and sources; provide leadership through teams; 
conduct continual evaluation; effectively recruit and support quality workers; and 
provide timely, high-quality, time-sensitive training. 

 

 Facilitate service projects and engage each child in some form of ministry. 
 

 Plan and lead regular teachers’ meetings, parents’ meetings, and committee meetings. 
 

 Serve as a member of the church council; lead in worship as appropriate; and provide 
other leadership and support as assigned by the Pastor. 

 
 
Primary Responsibilities with Children: 
 

1. Oversee and implement the Child First Protection Policy as adopted by Southside Baptist 
Church. 

 
2. Direct the planning, coordination, operation, and evaluation of the Bible Study and 

discipleship ministry for birth through 5th grade. 
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3. Provide direction and support for Vacation Bible School, summer day camps, 
neighborhood Bible Clubs, and other appropriate activities for children.  Collaborate 
with the music ministry as it relates to children. 

 
4. Manage paid nursery staff, supervise volunteer nursery workers, and ensure adequate 

nursery workers for all services. 
 

5. Attend/participate in children’s activities; be personally involved with the children; and 
ensure that all classes are covered for every service. 

 
6. Recommend to the Stewardship Committee the annual budget needs and be 

responsible for administering the portion of the church budget that applies to the 
children’s ministry. 

 
7. Plan, promote, and participate in an overall program to nurture spiritual and numerical 

growth.  Enlist, train, equip, and support teachers and parents in leading children to 
Christ, and maintain follow through of each child’s profession of faith. 
 

8. Work to provide adequate and appropriate space, equipment, materials, and supplies 
for children’s programs.   

 
9. Participate in hospital, outreach, and inreach visitation. 

 
10. Coordinate custodial staff, nursery workers. and volunteers to insure that children’s 

areas are properly cleaned and maintained. 
 

11. Provide information and updates for existing church publications and electronic media 
to inform parents of children’s activities and to recruit families to visit Southside. 

 
12. Provide other leadership and support as assigned by the Pastor. 
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MINISTER OF CHILDREN AND YOUTH 
 
 

Principal Function: 
 

 The function of the Minister of Children and Youth, like that of the church, shall be to 
evangelize the lost and to lead the saved to a deeper understanding of the Christian faith and 
commitment of life and talent in the service of the Lord.  The Minister of Children and Youth 
shall be responsible to the church under the supervision of the Pastor in counsel with the 
Personnel Committee for the children and youth programs of the church 
 

o Work with the church and ministry team (ministerial staff) to develop a clear, 
comprehensive philosophy of education and discipleship and implement an integrated 
plan; set specific goals (development theory/worldview strategy); balance large group 
and small group activity; prayerfully choose curriculum or craft our own ; and 
intentionally help children and youth develop a biblical worldview while focusing on 
character development. 

 
o Position the church as a support system for parents, children, and youth; equip parents 

and facilitate spiritual application by children and youth; and seriously and consistently 
pray individually and with the ministry team (ministerial staff) for our children and 
youth. 

 
o Constantly learn from other churches and sources; provide leadership through teams; 

conduct continual evaluation; effectively recruit and support quality workers; and 
provide timely, high-quality, time-sensitive training. 

 
o Facilitate service projects and engage each child and youth in some form of ministry. 

 
o Plan and lead regular teachers’ meetings, parents’ meetings, and committee 
       meetings. 

 
o Serve as a member of the church council; lead in worship as appropriate; and provide 

other leadership and support as assigned by the Pastor. 
 

 
 
Primary Responsibilities: 
 

       1.  Oversee and implement the Child First! Protection Policy as adopted by Southside 
            Baptist Church. 
 
       2.  Direct the planning, coordination, operation, and evaluation of the Bible Study and 
            discipleship ministry for our children and youth.. 
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       3.  Provide direction and support for all programs of our church as related to children and  

youth, providing age-appropriate activities to meet their spiritual needs in partnership 
with all other ministries of the church, local associations, the Alabama Baptist State 
convention, and the Southern Baptist Convention. 

       4.   Attend/participate in all activities involving children and youth, staying personally  
involved  with both groups.  
 

       5.  Ensure that all children/youth classes are covered for every service.   
 

 6.  Research, identify, develop, and implement programs to facilitate spiritual growth and 
      provide opportunities to learn and minister. 

 
       7.  Recommend to the Stewardship Committee the annual budget needs and be 
            responsible for administering the portion of the church budget that applies to the 
            children’s and youth ministry.   
 
       8.  Plan, promote, and participate in an overall program to nurture spiritual and 
            numerical growth.  Enlist, train, equip, and support teachers and parents in leading 
            children and youth to Christ, and maintain follow through of each profession of faith. 
 

 9.  Seek opportunities to lead people to Jesus Christ through personal example and through  
         the sharing of scripture, accepting invitations from outside the church to minister and 
         share Christ when time and schedule permit.  Attend and/or lead leadership     

      conferences and training opportunities with appropriate denominational groups or 
      Christian organizations as church schedule permits.  Counsel members and prospects  
      on spiritual matters. 

 
     10.  Work to provide adequate and appropriate space, equipment, materials, and 
            supplies for all programs, coordinating related calendars, rooms, and 
            equipment use. 
  
     11.  Participate in ministry team (ministerial staff) meetings. 

 
     12.  Participate in hospital, outreach, and inreach visitation. 

 
     13.  Provide information and updates for existing church publications and electronic media 

to inform parents of children’s activities and to recruit families to visit Southside. 
 

     14.  Manage paid nursery staff including scheduling and other associated administrative  
             duties. Supervise volunteer nursery workers. 
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ASSISTANT TO THE MINISTER OF CHILDREN AND YOUTH 
 
 
Principal Function: 
 
 The function of the Assistant to the Minister of Children and Youth, like that of the 
church, shall be to evangelize the lost and to lead the saved to a deeper understanding of the 
Christian faith and commitment of life and talent in the service of the Lord.  The Assistant to the 
Minister of Children and Youth shall be responsible to the church under the leadership of the 
Minister of Children and Youth and the Pastor in counsel with the Personnel Committee for the 
children and youth programs of the church.   
 

 Work with the church and ministry team (ministerial staff) to develop a clear, 
comprehensive philosophy of education and discipleship and implement an integrated 
plan; set specific goals (development theory/worldview strategy); balance large group 
and small group activity; prayerfully choose curriculum or craft our own; and 
intentionally help children and youth develop a biblical worldview while focusing on 
character development. 
 

 Assist in positioning the church as a support system for parents, children, and youth; 
equipping parents and facilitate spiritual application by children and youth; and 
seriously and consistently praying individually and with the ministry team (ministerial 
staff) for our children and youth. 

 

 Assist in providing leadership through teams; conducting continual evaluation; 
effectively recruiting and supporting quality workers; and providing timely, high-quality, 
time-sensitive training. 

 

 Assist in facilitating service projects and engaging each child and youth in some form of 
ministry. 

 
 
 

Primary Responsibilities: 
 
       1.  Assist in the implementation of the Child First! Protection Policy as adopted by 
            Southside Baptist Church. 
  
       2.  Assist in providing direction and support for all programs of our church as related to 
            children and youth, providing age-appropriate activities to meet their spiritual needs in 
            partnership with other ministries of the church. 
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       3.  Assist in planning, promoting, and participating in an overall program to nurture spiritual  
            and numerical growth.   
 
       4.  Attend/participate in all activities involving children and youth, as requested, staying 
            personally involved with both groups.  
 
      5.  Seek opportunities to lead people to Jesus Christ through personal example and  
            through the sharing of scripture. 
 
      6.   Assist in providing adequate and appropriate space, equipment, materials, and 
            supplies for all programs, coordinating related calendars, rooms, and equipment use. 
            
       7.  Participate in ministry team (ministerial staff) meetings, as requested.   
  
       8.  Participate in hospital, outreach, and inreach visitation, as requested. 
 
       9.  Assist in providing information and updates for existing church publications and   
            electronic media to inform parents of children’s activities and to recruit families to visit 
            Southside. 
 
     10.  Assist the Minister of Children and Youth and the Pastor in all areas of his/her work, as 
            requested 
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MINISTER OF STUDENTS 
 
Principal Function: 
 
 The function of the Minister of Students, like that of the church, shall be to evangelize 
the lost and to lead the saved to a deeper understanding of the Christian faith and commitment 
of life and talent in the service of the Lord.  The Minister of Students is responsible for planning 
and carrying out the student activities of the church.  The Minister of Students shall be 
responsible to the church under the supervision of the Pastor in counsel with the Personnel 
Committee for the student ministry of the church. 
  

o Work with the church and ministry team (ministerial staff) to develop a clear, 
comprehensive philosophy of education and discipleship and implement an 
integrated plan; set specific goals (development theory/worldview strategy); 
balance large group and small group activity; prayerfully choose curriculum or 
craft our own; and, intentionally help students develop a biblical worldview 
while focusing on character development. 

 
o Position the church as a support system for parents and students; equip parents 

and facilitate spiritual application by students; and, seriously and consistently 
pray individually and with the ministry team (ministerial staff) for our students. 

 
o Constantly learn from other churches and sources; provide leadership through 

teams; conduct continual evaluation; effectively recruit and support quality 
workers; and, provide timely, high-quality, time-sensitive training. 

 
o Facilitate service projects and engage each student in some form of ministry. 

 
Primary Responsibilities: 
 

1. Oversee and implement the Child First! Protection Policy as adopted by Southside 
Baptist Church. 
 

2. Direct the planning, coordination, operation, and evaluation of the Bible study and 
discipleship ministry for 6th through 12th grade. 
 
 

3. Provide direction and support for such activities as Youth Week, Youth Revivals, Youth 
Camp, and youth directed activities in their department and other appropriate activities 
for students, such as: 

 StudentNet of Morgan County; 

 Senior recognition day; 

 Wednesday night student activities; 
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 Student missions trips; 

 D-Now; 

 Fund raising events for students; 

 Centrifuge. 
 

4. Collaborate with the music ministry as it relates to students. 
 

5. Research, identify, develop, and implement programs to facilitate spiritual growth and 
provide opportunities to learn and minister. 
 

6. Recommend to the Stewardship Committee the annual budget needs of the children 
and families ministry and be responsible for administering the portion of the church 
budget that applies to the children and families ministry. 
 

7. Recommend to the Stewardship Committee the annual budget needs of the children 
and families ministry and be responsible for administering the portion of the church 
budget that applies to the children and families ministry. 
 

8. Participate in hospital, outreach, and inreach visitation.  
9. Seek opportunities to lead people to Jesus Christ through personal example and through 

the sharing of scripture, accepting invitations from outside the church to minister and 
share Christ when time and schedule permit.  Attend and/or lead student leadership 
conferences and training opportunities with appropriate denominational groups or 
Christian organizations as church schedule permits.  Counsel members and prospects on 
spiritual matters. 
 

10.  Work to provide adequate and appropriate space, equipment, materials and supplies   
 for student programs.  Coordinate related calendars, rooms, and equipment use. 
 

11.  Participate in ministry team (ministerial staff) meetings. 
 

12.  Cooperate with Association, State, and Convention leaders in matters of mutual  
 interest and concern.  Keep the Pastor and church informed of denominational    

              developments affecting the student ministry of the church. 
 

13.  Be responsible for securing the church after student functions and ensure that all   
 participants are provided a way home. 
 

14.  Enlist, train, equip, and support teachers and parents in leading students to Christ.   
 Maintain follow through of each student’s profession of faith. 
 

15.  Coordinate custodial staff, workers, and volunteers to insure that student areas are   
 properly cleaned and maintained. 
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16.  Lead in worship as appropriate. 
 

17.  Provide information and updates for existing church publications and electronic media 
and publish a newsletter to parents and students to inform them of activities and to 
recruit families to visit Southside. 
 

18.  Serve as a member of the church council. 
 

19.  Provide other leadership and support as assigned by the Pastor. 
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MINISTER OF CHILDREN AND FAMILIES 
 
Principal Function: 
 
 The function of the Minister of Children and Families, like that of the church, shall be to 
evangelize the lost and to lead the saved to a deeper understanding of the Christian faith and 
commitment of life and talent in the service of the Lord.  The Minister of Children and Families 
shall be responsible to the church under the supervision of the Pastor in counsel with the 
Personnel Committee for the children and family program of the church. 
 
 This minister will be expected to:  
 

o Work with the church and ministry team (ministerial staff) to develop a clear, 
comprehensive philosophy of education and discipleship and implement an 
integrated plan; set specific goals (development theory/worldview strategy); 
balance large group and small group activity; prayerfully choose curriculum or 
craft our own; and, intentionally help children develop a biblical worldview while 
focusing on character development. 

 
o Position the church as a support system for parents and children; equip parents 

and facilitate spiritual application by children; and, seriously and consistently 
pray individually and with the ministry team (ministerial staff) for our children. 

 
o Constantly learn from other churches and sources; provide leadership through 

teams; conduct continual evaluation; effectively recruit and support quality 
workers; and, provide timely, high-quality, time-sensitive training. 

 
o Facilitate family service projects and engage each child in some form of ministry. 

 
Primary Responsibilities: 
 

1. Oversee and implement the Child First! Protection Policy as adopted by Southside 
Baptist Church. 

2. Direct the planning, coordination, operation, and evaluation of the Bible study and 
discipleship ministry for birth through 5th grade. 

3. Provide direction and support for Vacation Bible School, summer day camps, 
neighborhood Bible clubs, and other appropriate activities for children.  Collaborate 
with the music ministry as it relates to children. 

4. Research, identify, develop, and implement programs to equip parents, facilitate 
spiritual growth, and provide opportunities for families to learn and minister. 
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5. Manage paid nursery staff including payroll, scheduling, and other associated 
administrative duties.  Supervise volunteer nursery workers. 

6. Recommend to the Stewardship Committee the annual budget needs of the children 
and families ministry and be responsible for administering the portion of the church 
budget that applies to the children and families ministry. 

7. Participate in hospital, outreach, and inreach visitation. 

8. Seek opportunities to lead people to Jesus Christ through personal example and through 
the sharing of scripture, accepting invitations from outside the church to minister and 
share Christ when time and schedule permit.  Attend and/or lead children and family 
leadership conferences and training opportunities with appropriate denominational 
groups or Christian organizations as church schedule permits.  Counsel members and 
prospects on spiritual matters. 

9. Work to provide adequate and appropriate space, equipment, materials and supplies for 
children and family programs.  Coordinate related calendars, rooms, and equipment 
use. 

10.  Participate in ministry team (ministerial staff) meetings. 

11.  Cooperate with Association, State, and Convention leaders in matters of mutual  
 interest and concern.  Keep the Pastor and church informed of denominational  
 developments affecting the children and families ministry of the church. 

12.  Enlist, train, equip, and support teachers and parents in leading children to Christ.   
 Maintain follow through of each child’s profession of faith. 

13.  Coordinate custodial staff, nursery workers, and volunteers to insure that children’s  
 areas are properly cleaned and maintained. 

14.  Collaborate with organizational leaders, teachers, and ministry team (ministerial staff)  
 to resolve philosophical, procedural, scheduling, or other challenges in the children and  
 families program. 

15.  Lead in worship as appropriate. 

16.  Provide information and updates for existing church publications and electronic media  
 and publish a newsletter to parents and children to inform them of activities and to  
 recruit families to visit Southside. 

17.  Serve as a member of the church council. 

18.  Provide other leadership and support as assigned by the Pastor. 
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CHURCH SECRETARY 

 
Principal Function: 
 
 The Church Secretary is responsible to the Pastor, in counsel with the Personnel 
Committee, for performing secretarial duties related to the church office and to the ministries 
of the Church. 
 
Primary Responsibilities: 

1. Perform basic office duties, such as telephone, receptionist, fax, copy, etc.; maintain 
supplies and various files; keep records, compiling these reports as needed; and, 
maintain the church calendar. 

2. Exercise tact, courtesy, and diplomacy in receiving callers, in person or on the 
telephone. 

3. Maintain and input into system all new member information changes for membership, 
Sunday School records, and homebound records, and print out as needed. 

4. Maintain, update, and mail (if required) the following information sources: 

 Monthly greeter’s list—update and mail each month; 

 Security schedules—update and mail every three months; 

 Stole schedule for sanctuary choir—update every three months; 

 Musician’s schedule—update every three months; 

 Nursery volunteers schedule—update every three months and mail weekly 
reminders; 

 Wednesday night supper—update each week and print out for Wednesday night 

 Bulk mail—letters/postcards to members for special events 

 Homebound ministry—mail weekly information on Friday and special notes 
when required. 
 

5. Create, update, print, and distribute/mail the following information sources according 
to schedule: 

 Monthly newsletter; 

 Weekly Bulletin (Sunday Services); 

 Weekly Prayer Sheet (Wednesday night service); 

 Weekly Powerpoint announcements (Sunday AM service); 

 Posters (as requested); 

 Website (as needed); and, 

 Annual Church Calendar. 
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6. Order office supplies, literature, yearly contribution envelopes and other supplies as 
requested for all programs and ministries of the church. 

7. Create and print various forms, labels, and brochures as requested for use in-house or 
to be mailed out for special events. 

8. Prepare New Member Books and Committee on Committees Books. 

9. Maintain time sheets for payroll on the 15th and last day of each month and send to 
CPA. 

10.  Coordinate arrangements for weddings, deaths, revivals, ordinances of baptism and the   
 Lord’s Supper. 

11.  Collect and write receipts and/or acknowledgements for money donated or given for  
 special events, such as youth trips, senior adults trips, children’s activities, donations,  
 memorials, etc. 

12.  Print and mail thank you letters on a regular basis. 

13.  Maintain CDs and batteries for sound technicians and make copies of CDs when  
 requested. 

14.  Perform secretarial duties for the Minister of Music and music programs of the Church,  
 e.g.: 

 File music and pull music weekly for the choir on Wednesdays and Sundays; 

 Copy music for choir binders weekly for choir and musicians; 

 Prepare new music books and CDs for all choirs—punch holes in books for 
binder, put name labels on books and CDs, place identifications stamps on music, 
cut and bind books for musicians, etc.; 

 Maintain and update rolls, birthday lists, etc. for all choir and mail cards, if 
requested; 

 Prepare “Celebrate America”/Christmas orchestration booklets and maintain all 
orchestra music/booklets. 

15.  Be available for any other office or secretarial needs that may arise. 
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CUSTODIAN 
 
 
Principal Function: 
 
 The purpose and function of the Custodian shall be to see that the building and grounds 
are kept clean and in proper order to enhance a worshipful atmosphere.  He/she shall be 
responsible to the Church under the supervision of the Pastor as assigned in counsel with the 
Personnel Committee for the safety and cleanliness of the Church property. 
 
Primary Responsibilities:  Outside Maintenance 
 

1. The outside appearance of the Church will be observed periodically to ensure neatness 
and cleanliness in appearance. 

 
     2.  Trash, cigarette butts, etc. will be picked up and disposed of properly. 
 
Primary Responsibilities:  Inside Maintenance 
 

1. Sweep or vacuum entire church floor area at least one time per week.  Certain floor 
areas may require more than one cleaning per week, in such case, the Custodian will 
check to determine if additional cleaning is required. 

 
2. Wet mop the uncarpeted area as needed and as directed (normally on Friday of each 

week.  Additional mopping, stripping and waxing of all tile areas will be performed as 
directed or needed. 

 
3. All Church furnishings, such as pews, choir chairs, pulpit furniture, window openings, 

doors, railings, chairs, etc. will be dusted on a regular basis as directed.  Furniture polish 
will be used and applied as needed or directed. 

 
4. Windows of entire building will be cleaned as required or directed. 

 
5. Careful attention will be given to the baptistery to ensure cleanliness. The Custodian will 

coordinate with the Pastor in preparing the baptistery for baptismal services.     
 

6. Accumulated articles in corners, halls, classrooms, etc. will be removed and stored in 
storage areas or thrown away, if not usable.  Custodian should talk with teachers before 
removing anything from classrooms. 

 
7. Any article left or misplaced by Church members and/or visitors (clothing, Bibles, 

jewelry, etc.) will be taken to the Church office for proper reporting and disposition.    
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8. Brooms, mops, vacuum cleaners, cleaning buckets, cleaning supplies, toilet tissue, paper 
towels, soap, etc. will be kept stored in closet area provided and under lock and key. 

 
9. The replacement of light bulbs, fuses, globe fixtures, etc. shall be the responsibility of 

the Custodian, except chandeliers and ceiling lights in the sanctuary. 
 

10.  Clean all bathrooms weekly, or more often, if needed.  Be sure there is toilet tissue,  
 paper towels, and soap in all bathrooms before and after any Church services or Church  
 activities. 

 
11.  Clean nurseries (vacuum and remove trash) after each use. 

 
12.  Remove garbage from building and place in the dumpster. 

 
13.  Set up and/or take down tables for Church functions as needed or directed.  Assist with  

 other set-ups and removals as needed.  
 

14.  Clean dry erase boards and chalk boards weekly, or as needed. 
 

15.  Comply with all directives of the Child First! Protection Policy as adopted by Southside  
 Baptist Church. 

 
16.  Perform other custodial duties as requested. 

 
17.  Follow the suggested Daily Duties List (attached) unless directed by or with the  

 approval of the Pastor to do otherwise. 
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Suggestions for Daily Custodial Duties 
 
Monday Custodial Duties 

1. Take out trash and garbage from all offices, classrooms, restrooms and the Fellowship 
Hall. 

2. Pick up all programs and trash from the Sanctuary. 
3. Clean as needed in the Fellowship Hall including taking out trash.  Change and set up 

table and chair arrangement if needs to be changed. 
4. Vacuum carpet and set up chair arrangement in Adult IV or the “Little Auditorium.” 
5. Dust mop the tile hallways, sweep entrances and stairways with a broom. 
6. Place supplies in closets, control rooms, etc. Such as paper towels, toilet tissue, facial 

tissue and such to be available.  
7. Fill up bottles for cleaning and/or get out new bottles or cans for Windex, Pin Sol, NABC, 

Lysol Toilet Bowl Cleaner and Lysol Disinfectant Spray, etc. 
8. Take off old dirty dust mop heads and place clean heads on the dust mops. 
9. Mop Stairways and Entrances as needed. 

 
Tuesday Custodial Duties 

1. Clean & vacuum all nursery and preschool rooms upstairs. 
2. Clean and vacuum all children’s rooms downstairs. 
3. Clean, vacuum and dust mop Youth Department 
4. Clean and vacuum Adult Classrooms 
5. Check restrooms for supplies (paper towels, toilet tissue, soap, etc. ) and clean any 

noticeable things. 
6. Collect and take out trash and empty humidifiers in front office and copy room. 
7. Clean and set up tables with chairs as needed and tables for serving in the Fellowship 

Hall. 
 
Wednesday Custodial Duties 

1. Clean and vacuum all offices and dust furniture, etc. 
2. Vacuum, sweep and mop floors in Sanctuary and Foyer. 
3. Check and clean restrooms and furnish with supplies. 
4. Check to make sure all classrooms are ready for Wed. night in all departments. 
5. Collect and take out trash. 
6. Sweep (dust mop) or vacuum all hallways, stairways and entrances to be ready for Wed. 

night services. 
7. Clean door glass and other glass works at entrances especially, the main East entrance. 
8. Clean and set up chairs in the Music Suite. 

 
Thursday Custodial Duties 

1. Collect and take out trash (also empty water from humidifiers) 
2. Pick up bulletins and all trash in the Sanctuary. 
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3. Check all restrooms and provide with supplies needed and do any necessary cleaning 
that can be done quickly. 

4. Dust mop and clean Fellowship Hall after taking down the tables from Wed. night 
supper. 

5. Set up chairs, teacher desk, etc, for the Sunday School Classes (See chart on wall just 
inside entrance from church hallway.) 

6. Some classroom cleaning and hallway dust mopping can be done after CBS finishes. 
 
Friday Custodial Duties 

1. Mop all tile floors and buffer as needed. 
2. Clean all restrooms and provide supplies. 
3. Clean water fountains. 
4. Sweep and possibly mop all stairways. 
5. Sweep halls with dust mop and buffer if necessary or vacuum if carpet. 
6. Clean and set up chairs in the Music Suite and Choir Loft. 
7. Check Sanctuary and do any needed cleaning for Sunday including dusting, sweeping tile 

with dust mop and vacuuming carpet (foyer also). 
8. Collect and take out trash. 

 
Other Custodial Duties (as needed) 

1. Sweep off or vacuum all door mats at entrances 
2. Dust off windows ledges on the inside. 
3. Check thermostats in all departments to make sure they are in line with the weather 

and temperature needed. 
4. Clean glasswork at the entrances. 
5. Set up Fellowship Hall with tables for special activities when requested.  
6. Set up special arrangements in the Sanctuary when requested. 
7. Check the balcony before and after any special activities in the Sanctuary needing this 

extra space then do a thorough cleaning of it. 
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NURSERY STAFF 
 
Principal Function: 
 
 The purpose and function of the Nursery staff shall be to see that the infants and 
toddlers are cared for in a safe, clean, and loving environment. He/she shall be responsible to 
the Church under the supervision of the Minister to Children and Families as assigned in 
counsel with the Personnel Committee. 
 
Primary Responsibilities:  
 

1. Arrive a minimum of 15 minutes before the beginning of any scheduled activity. 
2. Remain in the room with the children at ALL times. 
3. Devote time and energy to the children in the nursery. 
4. Comply in all ways with the Child Protection First! Policy of Southside Baptist Church. 
5. Put away materials, such as books, puzzles, blocks, and toys, at the end of each session. 
6. Disinfect toys and equipment after each session.   
7. Ensure rooms are safe, clean, and free from unnecessary clutter.  Report any unsafe 

conditions immediately. 
8. Inventory juice and snacks and other supplies and submit a written request for 

replacement supplies as needed. 
9. Maintain a positive attitude.  Preschool children need positive reinforcement.  Parents 

of preschoolers also need to hear positive things about their children; please make an 
effort to make good constructive remarks to parents when they pick up their children. 
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FOOD SERVICES MANAGER 
 

Principal Function: 
 

The principal function of the Food Services Manager is to manage and coordinate tasks 
related to kitchen/dining room equipment, supplies, stock, cleanliness, maintenance and 
standards and/or regulations regarding food preparation, service and storage.  He/she shall be 
responsible to the Church under the supervision of the Pastor and in counsel with the 
Personnel Committee. 
 
Primary Responsibilities 
 

1. Plan/purchase any/all food or related items for any scheduled meal, event or function 
while maintaining budgetary cost guidelines. 

2. Prepare/serve meals for Wednesday Fellowship Dinners. 
3. Assist church/custodial staff with dining hall table/chair layout/arrangement. 
4. Maintain cleanliness/sanitation levels in kitchen/storage areas, dining/serving areas and 

with kitchen storage equipment. 
5. When possible/feasible, provide proper maintenance/care for kitchen equipment 

and/or notify proper person of any maintenance or equipment issues. 
6. Maintain proper levels of inventory for items used by Kitchen Staff as well as the Church 

Hostess or any other authorized Church Committee Members.   
7. Maintain accurate records and reporting for orders, deliveries, menus, meals, labor, etc. 

and provide info/records to the Stewardship Chairman in a timely fashion. 
8. Supervise all persons preparing/serving food. 
9. Maintain proper storage dates/conditions for perishable items and frozen, refrigerated 

and dry goods. 
10.  Remain knowledgeable of Church events and scheduled dates and times. 
11.  Provide experienced insight/assistance with planning events/functions that include  

 food service or supplies. 
12.  Conduct year ending inventory with cost count info for Stewardship Committee. 
13.  Perform other duties as requested by Pastor and/or personnel committee. 
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CHURCH PIANIST/KEYBOARDIST 
 
Principal Function 
 
The principal function of the church pianist/keyboardist shall be to provide suitable and 
appropriate music that will create and help maintain an attitude of worship, and accompany 
congregational singing and performing choirs.  The church pianist/keyboardist is responsible to 
the Minister of Music.  
 
Primary Responsibilities 
 
1. Play for all services of the church as assigned, including but not limited to Sunday morning 

and evening services, and revival services. 
2. Assist in planning and preparation for congregational services, choir rehearsals, and special 

music events. 
3. Plan, maintain, and use a comprehensive and appropriate repertoire for the piano for use 

in congregational services. 
4. Accompany the Sanctuary Choir in rehearsals and performances. 
5. Accompany soloists and ensembles as requested. 
6. Provide music and accompany musicians for funeral or memorial service of a church 

member if request is made to the Minister of Music by the family and provided a pianist is 
available.  

7. Maintain a regular schedule of piano/keyboardist practice and self-improvement. 
8. Consult with the Minister of Music on matters pertinent to piano maintenance. 
9. Perform duties requested by the Minister of Music and support all areas of the music 

ministry as needed. 
10.  If the services of the church pianist/keyboardist are requested for a wedding, all provisions 

of the current wedding policy will apply. 
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CHURCH ORGANIST 
 
Principal Function 
 
The principal function of the church organist shall be to provide suitable and appropriate music 
that will create and help maintain an attitude of worship, and accompany congregational 
singing and performing choirs.  The church organist is responsible to the Minister of Music.  
 
Primary Responsibilities 
 
1. Play for all services of the church as assigned, including but not limited to Sunday morning 

and evening services, and revival services. 
2. Assist in planning and preparation for congregational services, choir rehearsals, and special 

music events. 
3. Plan, maintain, and use a comprehensive and appropriate repertoire for the organ for use in 

congregational services. 
4. Accompany soloists and ensembles as requested. 
5. Provide music and accompany musicians for funeral or memorial service of a church 

member if request is made to the Minister of Music by the family and provided the organist 
is available. 

6. Maintain a regular schedule of organ practice and self-improvement. 
7. Consult with the Minister of Music on matters pertinent to organ maintenance. 
8. Perform duties requested by the Minister of Music and support all areas of the church as 

needed. 
9. If the services of the church organist are requested for a wedding, all provisions of the 

current wedding policy will apply. 
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BUILDING ACCESS SUPERVISOR 
 
Principal Function: 
 
 The purpose and function of the Building Access Supervisor is to assure access to the 
Church before services and to secure the Church after services under the supervision of the 
Pastor. 
 
Primary Responsibilities: 
 

1. Unlock the sanctuary doors, back doors, fellowship hall doors, and 8th Avenue entrance 
30 minutes before regularly scheduled services, e.g. Sunday morning and evening and 
Wednesday evening. 

2. Lock the sanctuary doors, back doors, fellowship hall doors, and 8th Avenue entrance 
after regularly scheduled services. 

3. Perform these duties as needed at other times when requested by the Pastor. 
4. If for any reason you are unavailable to perform these duties, contact the Pastor 

immediately. 
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IV. APPENDICES 
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APPENDIX A 
ACCEPTABLE USE OF TECHNOLOGY POLICY 
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ACCEPTABLE USE OF TECHNOLOGY 
 
The purpose of this policy is to insure that Southside Baptist Church's information resources 
are used for appropriate purposes and to assist users in the lawful performance of their 
duties.  All users of information technology systems belonging to Southside Baptist Church 
should be aware that unacceptable use of these systems is a violation of local policy and may 
be a violation of state and/or federal laws. 
 
Use of all information technology is a privilege extended to Southside Baptist Church staff, 
and unacceptable use may result in disciplinary action.  Members of the staff who are granted 
use of information technology systems must remember that they represent Southside Baptist 
Church and its Christian values and, as such, must respect the rights and privacy of others, 
protect the integrity of the information technology system and the church itself, and observe 
all relevant laws, regulations, and contracts. 
 
Southside Baptist Church reserves the right to review, monitor, and restrict information 
stored on or transmitted via Southside Baptist Church’s owned or leased equipment and to 
investigate suspected unacceptable use of these resources. 
 
ACCEPTABLE USES 
Each user shall be responsible for proper use of the equipment at all times.  Members of the 
staff are expected to follow generally accepted rules of network etiquette. 
 
UNACCEPTABLE USES include, but are not limited to: 
1. Commercial uses for the purpose of selling products or services; 
2. Accessing or transmitting material that is pornographic, obscene, or sexually explicit; 
3. Accessing or transmitting material that is disparaging of others such that it may create a 

hostile work environment should that material be based upon race, gender, national 
origin, sexual orientation, age, disability, religion, or political belief; 

4. Accessing improper confidential information; 
5. Any unlawful or unethical purpose; 
6. Transmitting copyrighted material without the express written authorization of the 

copyright holder; 
7. Maliciously altering, deleting, damaging, or destroying any computer system, data 

network, computer program, or data; 
8. Willfully changing or deleting another user's account or password; 
9. Using an unauthorized account; 
10.  Installing any unlicensed software; 
 
Security on any computer and/or network system is a high priority.  If a user creates a security 
problem by giving out passwords, such user may be denied access to the computer and 
network.  If a user violates this policy, access to the user's account may be restricted or 
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denied.  Members of the staff shall honor any security systems such as virus protection and 
desktop locking programs that are in operation to protect both the computer and the user. 
 
PRIVACY 
Members of the staff have no expectation of privacy with respect to computers, mail system, 
or Internet access.  Although it does not regularly do so, the governing body of Southside 
Baptist Church reserves the right, on a regular or random basis, to access and monitor all 
equipment, files, Internet access, and e-mail use. 
 
Southside Baptist Church will cooperate fully with local, state, or federal officials in any 
investigation concerning or relating to any unacceptable activities conducted through the 
system's technology resources.  Anyone committing unacceptable acts will face disciplinary 
action by Southside Baptist Church as well as any legal action deemed necessary by law 
enforcement officials. 
 
I have read the provisions and conditions of the Southside Baptist Church Acceptable Use of 
Technology Policy.  By signing this document, I acknowledge that I understand the provisions 
of this policy, and I agree to abide by them. 
 
 
 
___________________________________ 
Signature 
 
 
___________________________________ 
Supervisor 
 
 
______________________ 
Date 
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APPENDIX B 
CHILD PROTECTION POLICY
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Child Protection First! 
 

Child Abuse Prevention Policy  
for 

Southside Baptist Church 

 
 
 
PURPOSE:  It is the purpose and intent of Southside Baptist Church to provide a safe, secure 
environment to teach and care for the children and students of our faith family. 
 
GOAL:  Our goal is to protect children from sexual abuse, child molestation, or any type of 
inappropriate sexual behavior by employees or volunteers in this church and to protect 
employees and volunteers from false accusations. 
 
DEFINITION OF CHILD SEXUAL ABUSE:  The National Resource Center on Child Sexual Abuse 
defines child sexual abuse as "any sexual activity with a child, whether in the home by a 
caretaker, in a day-care situation, in any organized ministry, whether at the main facility 
(church) or away, or in any other setting, including on the street by a person unknown to 
the child.  The abuser may be an adult, an adolescent, or another child. 
 
Child sexual abuse can be violent or non-violent.  It is criminal behavior that involves 
children in sexual behavior.  Child sexual abuse can involve fondling; penetration of the oral, 
genital, and anal areas; intercourse; and forcible rape.  Other forms of abuse can include 
verbal comments, any exposure to pornographic materials, inappropriate internet activity, 
obscene phone calls, exhibitionism, or allowing children to witness sexual activity. 
 
DEFINITION OF A MINOR:  A minor is any individual under the age of 19 years. 
 

 
 
 
The policy and procedure set forth below will apply to all people who give supervision or 
have custody of minors or who have opportunity to have contact with minors in church 
facilities or church sponsored activities. 
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This policy will address four (4) areas that are critical for the protection of the children, our 
employees, and our church:  selection process, protection policy, reporting procedures, 
and responses to allegations. 
 

 
I.  SELECTION PROCESS 
 
A. Employee – anyone who is paid by the church on a full-time or part-time basis, 

whether or not they work directly with preschoolers, children, and/or students. 
 
Current employee 

 Complete a confidential application form 

 Complete a consent to release confidential information 

 Recommendation Report completed by supervising staff member 

 Criminal records check 

 DHR records check authorization form 

 Received letter from State of Alabama DHR stating “meets the suitability” criteria 
under State statute 

 Received appropriate clearances of all checks to work with minors 
 

New employee (effective 14 August 2009) 

 Complete a confidential application form 

 Complete a consent to release confidential information 

 Criminal records check 

 DHR records check authorization form 

 Interview by appropriate staff member 

 References checked and verified 

 Received letter from State of Alabama DHR stating “meets the suitability” criteria 
under State statute 

 Received appropriate clearances on all checks to work with minors 
 
All records, forms, and reports will become a part of the employee’s confidential personnel 
file. 
 
B. Volunteer – anyone who is not paid by the church on a full-time or part-time basis, 

and is serving in any position involving the supervision or custody of minors.  
Examples:  nursery; childcare; preschool, grade school, middle school, high school, 
and college workers; bus drivers; teachers; chaperones; others as designated by the 
Pastor. 

 
Current volunteer 

 Complete a confidential application form  

 Complete a consent to release confidential information 
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 Recommendation Report completed by supervising staff member 

 DHR records check 

 Criminal records check* 

 Received letter from State of Alabama DHR stating “meets the suitability” criteria 
under State statute 

 Received appropriate clearances on all checks to work with minors 
 
New Volunteer (effective 14 August 2009) 

 Complete a confidential application form 

 Complete a consent to release confidential information 

 Interview by appropriate staff member 

 References checked and verified 

 DHR records check 

 Criminal records check* 

 Received letter from State of Alabama DHR stating “meets the suitability” criteria 
under State statute 

 Received appropriate clearances on all checks to work with minors 
 
*Criminal records checks for volunteers will be limited to any criminal activity involving 
the following:  (1) a minor; (2) child molestation, (3) any type of sexual offense; (4) any 
type of pornographic or obscene material; (5) any type of physical violence; and (6) 
suspected child abuse. 
 
In addition to the above requirements, a volunteer must have been a member in good 
standing of Southside Baptist Church for at least six (6) months. 
 
C. Minors – A minor who is an employee or volunteer must submit a separate 
certification from his or her parent or guardian that the parent or guardian “knows no 
reason why the minor should not be allowed to work directly or indirectly with other 
minors.” 
 
 

II.  PROTECTION POLICY 
 
A. Two Adults 
 
Age-group ministers, division directors, hall monitors, greeters and/or program directors 
will be present, or nearby, and available on each floor and in the hallways where minors are 
present.  Reasonable effort will be made to have two (2) unrelated adult workers present, 
or nearby, with preschoolers, children, and students during church activities.  For the 
purpose of this policy, husband/wife, parent/child, or siblings working in the same room will 
typically be considered as one adult.  Reasonable effort will be made to assure that one 
adult is not left alone with one minor.   
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B.  View Windows/Open Doors 
 
Reasonable effort will be made to place preschoolers, children, and students in rooms with 
view windows or open doors for all teaching/learning activities. 
 
C.  Over-Night Activities 
 
All Employees and Volunteers will be required to comply with all of the Child Protection 
First! Policies during Southside Baptist Church sponsored over-night activities. 
 
D.  Within Town Activities 
 
All Employees and Volunteers will be required to comply with all of the Child Protection 
First! policies during Southside Baptist Church sponsored within town activities. 
 
E.  Out-of-Town Activities 
 
All participants should have written parental consent and a notarized medical release form.  
Consent forms may be completed for a one-year period and should be renewed annually.  
All consent forms will be considered valid until renewed.  All Employees and Volunteers 
shall be required to comply with all of Southside Baptist Church's policies including, but not 
limited to, those outlined in Child Protection First! during Southside Baptist Church 
sponsored out-of-town activities. 
 
F.  Preschool Security Policies and Age-Specific Guidelines 
 
Southside Baptist Church has a detailed, working preschool security policy (Preschool 
Policies and Procedures for Southside Baptist Church) that should be conscientiously 
followed and all Employees and Volunteers shall abide by the preschool security policy as 
well as any other applicable age-specific guidelines and Child Protection First! policy.  Please 
contact the age group minister relative to questions about these policies. 
 

 

III.  REPORTING PROCEDURES 

Observed or reported child sexual abuse or child molestation should be reported 
immediately to the appropriate age group minister or the Pastor.  Reporting abuse can 
precipitate severe consequences to a family, so it should never be done casually or 
thoughtlessly, and certainly not for malicious purposes.  At the same time, failing to report 
abuse can have severe consequences to a child at risk.  Therefore, if you have reasonable 
cause to suspect abuse, you should talk with an appropriate person to see what steps could 
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and should be taken to protect the child and help the family.  When time and circumstances 
permit, the report should first be made to the appropriate age group minister, who will 
then proceed with the correct and thorough process.   
 

IV.  RESPONSES TO ALLEGATIONS 
 
A.  All allegations will be taken seriously and church staff will take appropriate action in 
accordance with the laws of the State of Alabama, insurance policy requirement, and based 
upon advice of legal counsel. 
B.  The official spokesperson for the church in any of these matters will be the Pastor or 
his appointee.  No other staff members or church members shall speak to the media in an 
official capacity. 
 
C.  The church staff will document (in writing, with date and signature) all efforts in the 
handling of any incident. 
 
D.  The church staff will not deny, minimize, or blame any individual involved in 
allegations.  Southside Baptist Church staff will minister to all involved, as well as cooperate 
with authorities. 

V. RESOLUTION OF DISPUTES 

Southside Baptist Church believes that the Bible commands Christians to make every effort 
to live at peace and to resolve disputes with each other in private or within the Christian 
church (see Matthew 18:15-20; 1 Corinthians 6:1-8).  Therefore, any civil claim or dispute 
arising from or related to allegations by or against workers, employees, volunteers, church 
members or their families, will be submitted to biblically based conciliation in accordance 
with the Rules of Procedure for Christian Conciliation of the Institute for Christian 
Conciliation, a division of Peacemaker Ministries.  That forum provides the best opportunity 
for resolving issues in a fair manner while seeking to preserve or restore the relationships 
fractured by the dispute and allowing the Church to continue its ministry to all people.  (A 
complete text of the Rules is available at http://www.hispeace.org/html/geticrul.htm.)   
 

IV. AMENDMENT OF POLICY 
 

The members of Southside Baptist Church may amend these policies upon 30 days notice to the 
congregation. 
 

VII. EFFECTIVE DATE 
 
14 August 2009 
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Southside Baptist Church of Decatur, Alabama 

Child Protection First! 
 

 
Confidential Volunteer and Employment Application 

 
This application is to be completed by all volunteers for any position involving the 
supervision or custody of minors and by all church employees who could have contact with 
minors in church facilities or on church sponsored activities.  It will help our church family 
provide a safe and secure environment for all boys and girls who participate in our 
ministries and use our facilities. 

 
Personal 

 

Name              DOB  

Present Address                                    SS#  

City        Zip     Marital Status  

Phone (Evening)     Phone (Day)     Maiden Name   

On what date would you be available to begin?                                               Occupation  

Do you have a current driverôs liDriver license number     

Have you ever been convicted of, arrested for, or pled guilty to a felony or an offense involving a 

minor?  

     

  No 

Have you engaged in conduct that would fall within the definition of child sexual abuse?  

     

(If you prefer, you may decline to answer the following question, or you may discuss your 
answer in confidence with one of the ministers rather than answering on this form.  
Answering yes or leaving the question unanswered will not automatically disqualify you.) 
Were you a victim of abuse or molestation as a minor or as an adult?   

Initial here _____if you are declining to answer this question. 

 
Present Employment 
 
Employer  

Address        City                                Zip   

Supervisorôs Name  Employment Date                      to                

Hours/Week                             Your position   

Job description   
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Previous Addresses 

If you have lived at your current address for less than two years, please provide information on all 

addresses during that period of time. 

 

Address             City                          State                    Zip ____  

Address             City                          State                    Zip    

Address             City                          State                    Zip  ______ 

 

Previous Employment 

 

If you have been employed at your present position for less than two years, please provide 

information for each job held in the last two years. 

 

Employer_________________________________________________________________  

Address       City      State    Zip  

Supervisorôs Name                                           Employment date                      to _________ 

 

Employer______________________________________________________________  

Address       City      State    Zip  

Supervisorôs Name                                           Employment date                      to______  

 

Employer______________________________________________________________  

Address       City      State    Zip  

Supervisorôs Name                                           Employment date                      to _________ 

 

Church Activity 

 

When did you make your profession of faith in Christ? ________________________ _____ 

Church Member where?    ______________________________________________________ 

 

List other churches (name and address) you have attended regularly during the past five 

years: 

 _____________________________________________________________________________ 

 _____________________________________________________________________________ 

               __ 
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List all previous church work involving minors: 

 

Church name _____________________________________________________________ 

Address                   ___________ City                           State                 Zip            

Type of work performed  ______  ______  Dates            to  ______ 

 

Church name _____________________________________________________________ 

Address                   ___________ City                           State                 Zip            

Type of work performed  ______  ______  Dates            to  ______ 

 

Church name _____________________________________________________________ 

Address                   ___________ City                           State                 Zip            

Type of work performed  ____________    Dates            to  ______ 

 

List all previous non-church work involving minors: 
 

Organization     Address  Telephone number(s) 

 ___________________________________________________________________________ 

 ___________________________________________________________________________ 

 

List any gifts, callings, training, education, or other factors that have prepared you for 

teaching minors: 

_____________________________________________________________________  

_____________________________________________________________________  

 ___________________________________________________________________________ 

 

Personal References (Not former employers or relatives) 
 

Name       Nature of association   ____________________  

Address   _________    City     State        Zip  

Home Phone ( )  ________  Work Phone (    ) __________________ 

Length of time known   Occupation  _____________________________________ 

 

Name       Nature of association   ____________________  

Address   _________    City     State        Zip  

Home Phone ( )  ________  Work Phone (    ) __________________ 

Length of time known   Occupation  _____________________________________ 
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Applicantôs Statement and Agreement 

The information contained in this application is correct to the best of my knowledge.  Should my 

application be accepted, I agree to be bound by Southside Baptist Church of Decatur, Alabama Child 

Protection First! Policy and to refrain from unscriptural conduct in the performance of my services 

on behalf of the church.   

 

Dispute Resolution Agreement 

 

Southside Baptist Church of Decatur, Alabama believes that the Bible commands Christians to make 

every effort to live at peace and to resolve disputes with each other in private or within the Christian 

church (see Matthew 18:15-20; 1 Corinthians 6:1-8).  Therefore, any dispute arising from or related 

to allegations by or against workers, employees, volunteers, church members or their families, will 

be submitted to biblically based conciliation in accordance with the Rules of Procedure for Christian 

Conciliation of the Institute for Christian Conciliation, a division of Peacemaker Ministries.  (A 

complete text of the Rules is available at http://www.hispeace.org/html/geticrul.htm.)  That forum 

provides the best opportunity for resolving issues in a fair manner while seeking to preserve or 

restore the relationships fractured by the dispute and allowing the Church to continue its ministry to 

all people.   

 

I have carefully read Southside Baptist Church of Decatur, Alabama Child Protection First! 

Policy and this application and state that the information I have provided is true and correct 

and that I accept the above Dispute Resolution Agreement.   

 

      __________________________________________________ 
     Applicant Signature     Date 

 
 

 
 
 
 

For Office Use Only 
 

Member attending six months   Personal interview satisfactory       

 Former church record satisfactory   

Release satisfactory                 Employment record satisfactory    

Personal re  Record check satisfactory            

 

 
 
 
 

Approved by __________________________________________ Date __________________ 

 
 

http://www.hispeace.org/html/geticrul.htm
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  Southside Baptist Church of Decatur, Alabama 
Child Protection First! 

   

Consent to Release of Confidential Information 
 

Having made application to work with minors at Southside Baptist Church of Decatur, Alabama 

and desiring the church to be informed as to my past record and character, I authorize any 

persons, references, employers, churches, or organizations with whom I have had any contact to 

release to Southside Baptist Church of Decatur, Alabama any information (including opinions) 

they may have regarding my record, character, and fitness for work with minors.  I also 

authorize Southside Baptist Church of Decatur, Alabama, at its discretion, to contact any 

law enforcement or social service agency to determine whether I have ever been charged or 

convicted of a crime, and I authorize such agencies to release such information to Southside 

Baptist Church of Decatur, Alabama.  I fully release Southside Baptist Church of Decatur, 

Alabama, its agents, and all persons, organizations, and agencies from any right or claim of 

confidentiality and from all claims, actions, or causes of action which may arise as a 

consequence of exchanging such information, and I waive any right that I may have to inspect 

any such information, letters or statements, provided on my behalf. 

 
Full Legal Name _______________________________  Maiden Name ___________________ 

 

Address_______________________________________________________________________ 

 

Date of Birth________ Social Security No.______________ Drivers License No.____________ 

 

________________________________________________ ________________ 

Signature         Date 

 

____________________________________ 

Witness 

 

Statement from Law Enforcement or Social Service Agency 
 

___  I have checked our records regarding the person named above and have found no indication 

that this person has ever been charged, arrested, or convicted of a crime, including neglect, 

physical abuse, sexual abuse, assault, or any other acts of violence. 
 

___  I have found some problems with this personôs record: please call me for more information. 

 

Signed ________________________________________ Date _________________________ 

 

Agency Name ___________________________________ Telephone_____________________ 

 

Please return this form to:   Child Protection First Coordinator, Southside Baptist Church of 

Decatur, Alabama 
 

A PHOTOCOPY OF THIS AUTHORIZATION SHALL HAVE THE SAME EFFECT AS THE ORIGINAL. 
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SAMPLE ONLY (need to obtain originals directly from DHR) 

 

ALABAMA DEPARTMENT OF HUMAN RESOURCES 

REQUEST FOR CLEARENCE OF STATE CENTRAL REGISTRY 

ON CHILD ABBUSEI/NEGLECT 

 

 

INSTRUCTIONS: Please print or type the information.  Refer to the back of this form for 

information on the laws of confidentially and on how to interpret the information released 

from the State Central Registry on Child Abuse/Neglect. 

___________________________________________________________________________ 

 

TO: Department of Human Resources              From:____________________________ 

ORGANIZATION: Southside Baptist Church_____________________________________ 

  

Division of Family and Childrenôs Services Address: P.O. Box 1407 Alabaster, AL 35007  

State Central CAN Registry: 50 Ripley Street Montgomery, AL 36130________________ 

Telephone: 205-664-0122 

 

Signature of Requestor: ____________________________________ Date: ____________ 

Signature of Witness: ______________________________________ Date: ____________ 

 

I am requesting that the following person be cleared through the Central Registry on Child 

Abuse/ Neglect as a perpetrator or alleged perpetrator.  This information will be used for: 

___________________________________________________________________________

___________________________________________________________________________ 

Name: ______________________________ Race: ________ Sex: ______ DOB: _________ 

 (Last)  (First)  (Middle) 

 Alias, Maiden, or Prior Married Names: _______________________________________ 

 Names of Souse or Ex-spouse(s) (DOB for each): _______________________________ 

________________________________________________________________________ 

 Names of Children/ Step-children (DOB for each): 

_______________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

 Alabama Counties where person(s) have lived: __________________________________ 

________________________________________________________________________ 

 Additional Pages May be Attached if Needed. 
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Below To Be Completed by the Employee/Potential Employee/Adoptive or Foster Parent 

Application. 

 

I authorize the Department of Human Resources to release information regarding me 

contained in the State Central Registry on Child Abuse/Neglect to the above-named 

person/agency/organization.  I hereby waive any rights to review or hearing to which I may 

otherwise be entitled.  I further release the Department of Human Resources and its officers 

and employees from any and all claims arising out of or in any way connected to the release 

of dissemination of any information concerning me. 

 

Signature: _________________________________________ Date: ________________ 

Witness: _________________________________________ Date: ________________ 

 

Below To Be Completed by DHR 

 

Note: Only those perpetrator records which are determined as needed to discover or prevent 

child abuse/neglect will be released by DHR. 

 

Requested Denied Reason _____________________________________________________ 

 

In clearing the State Central Registry regarding the above request, the following information 

was obtained. 

__________ No Perpetrator Record Located 

__________  Substantiated Report Located :  

        Type of Report 

 __________ Physical Abuse __________ Emotional Abuse 

 __________ Sexual Abuse  __________ Neglect 

Other: _____________________________________________________________________ 

___________________________________________________________________________ 

 

Signature: _________________________________________ Date: ________________ 

DHR DFC-1598               Disposition: Submit both copies of this form to SDHR 

Rev. Nov. 1994
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Appendix C   
New Hire Checklist 
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NEW HIRE CHECKLIST 
 

 
_______1.  Employee Policy Manual (Handbook) 

 
_______ 2. Job Description for Hired Position 
 
_______ 3.  Child Protection First! Child Abuse Prevention Policy for Southside Baptist 
                    Church 
 
_______ 4.  Acceptable Use of Technology Agreement 
 
_______ 5.  Form A-4 (Alabama Employee’s Withholding Exemption Certificate 
 
_______ 6.  Form W-4 (Federal Employee’s Withholding Exemption Certificate 
 
_______ 7.  Form I-9 (Employment Eligibility Verification) 
 
_______ 8.  Consent to Release Confidential Information Form 
 
_______ 9.  Alabama DHR Request for Clearance Form 
 
______10. Other (If applicable) 
                    Church key(s) _____________________________ 
                    Church Credit Card _________________________ 
                    _________________________________________ 
 
 
_____________________________________________________________________ 
_____________________________________________________________________ 
 
I certify that I have received and reviewed with employer the items checked in the 
above list.  I understand that any misuse of any of the above items may be cause for 
immediate termination of employment. 
 
 
__________________________________     _________________________ 
    (Signature of New Employee)                                      (Date) 

 
 
__________________________________     ____________________________ 
     (Signature of Senior Pastor)                      (Signature of Personnel Committee Chr.) 
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Employee Evaluation Form 
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EMPLOYEE EVALUATION 
 
Name___________________________                     Date__________________________ 
 
Job Title _________________________                   Length of Service ________________ 
 
___________________________________________________________________ 
 
Rating System:  
1.  Substantially exceeds expectation – Clearly and consistently exceeds many 
      requirements  
                                                    
2.  Exceeds expectations – Clearly exceeded some and met all other requirements. 
 
3.  Meets expectations – Clearly meets requirements, or balanced minor needs for 
      improvement in one or more areas with exceptional performance in another. 
 
4.  Below expectation – Meets some requirements, but clearly needs to improve in one 
      or more areas to fully meet requirements. 
 
5.  Does not meet expectations – Clearly needs significant improvement in one or more 
      area, or has no basis for approval. 
 

____________________________________________________________________ 
 
Area of Evaluation                                                                Rating 
 
1.  Job Knowledge -                                                         ________   

 Understands job duties and responsibilities 

 Possesses sufficient skill and knowledge to  
                   perform job efficiently 

 Makes an active effort to stay current with 
                   new developments                                                                           
 

2.  Initiative and Planning                                                    ________ 
 

 Self-directed, resourceful, creative toward 
                   meeting job objectives 

 Introduces new concepts and processes 
                   using independent and original thought 

 Ability to develop and execute a well-defined 
                   plan in an organized fashion 
 

3.  Attitude                                                                            ________ 
 

 Demonstrates integrity and ethical behavior 

 Displays drive, energy and a positive attitude 
                   in completing required tasks 
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 Builds relationships with all church members 
 

4.  Teamwork                                                                         ________ 
 

 Works effectively with other employees or  
                   departments 

 Develops positive working relationships 

 Encourages and enhances teamwork to accomplish 
                   specific tasks 
 

5.  Attendance and Promptness                                          ________ 
 

 Punctual and regular in attendance on workdays 

 Arrives on time and well-prepared for job duties       

6.  Quality of Work    (Job Performance)                            ________ 
 

 Attentive to detail and accuracy 

 Demonstrates thoroughness, completeness, 
                   and follow through on plans, presentation, and  
                   appearance of work 
 
Strengths ______________________________________________________ 
 
______________________________________________________________ 
 
Areas of Needed Improvement______________________________________ 
 
_______________________________________________________________ 
 
 
_______________________________        ____________________________ 
       (Senior Pastor)                                      (Chairman of Personnel Committee)  
 
I have read this employee evaluation and have shared my thoughts and comments with the 
reviewers. My signature does not constitute agreement, but rather an understanding of the 
information presented within.  
 
_____________________________________        ________________________     
     (Employee Signature)                                                        (Date) 
 
     
Others present for employee evaluation                                          
 
____________________________________        __________________________________ 
 
____________________________________        __________________________________ 
 
____________________________________        __________________________________ 
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