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EBC Policy Manual 
 

PREAMBLE: 

 

In the Body of Christ, the Church, all our activities are accomplished under the authority of the 
Head of the Church, Jesus Christ.  His will is revealed to us in Scripture.  At Emmanuel Bible 
Church, we choose to submit ourselves to the authority of the Scriptures.  In a very real sense, 
all our policy has to pass the test of compliance with Scripture.   

 

The church policies collected in this manual are of two kinds, those that deal with the 
organization of the church and those that deal with the Body as an organism.  Both kinds are 
subject to the authority Scripture.  The essential nature of the church is that of an organism with 
life from Christ, not that of an organized community.  The organism is of eternal value, and while 
organization is necessary to an orderly life within the organism, organization itself is of temporal 
value.   

 

Therefore at EBC, the elaboration or enactment of organizational policy is not just subordinated 
to Scripture but is also informed by policy dealing with the organism.  

 

Many of the various entities operating under the umbrella of the EBC organizational structure 
have internal policies that they maintain separately from this manual.  The policies recorded in 
the EBC Policy Manual address policy matters such as responsibility, authority, systems, and  as 
they relate to the body as a whole.   

 

 

 

 

 

 

 



Introduction to EBC Policies 

1.1.  Authority for Enacting Policy at EBC: 

1.1.1. The EBC Constitution, the organizational document of the legal entity, Emmanuel Bible 
Church, vests the highest administrative authority in the Assembly of Members of the 
Church. Ultimately, therefore, the membership holds final organizational authority in any 
areas not contemplated by the Word of God.  These members deliberate in an annual 
meeting as well as in special meetings.   

1.1.2. Delegation of Congregational Authority:   Between Annual Meetings, the congregational 
(i.e. “membership”) authority at Emmanuel is delegated to entities which are either 
constitutionally mandated and defined, or which are created through membership action.   

1.1.3. Temporary committees, not contemplated in the Constitution, are created and given 
authority by the assembly or other constitutionally mandated authorities for a limited time to 
accomplish defined tasks.  These might include such as Building Committees or Search 
Committees. 

1.1.4. Administrative Heads or Ministry Leaders are elected or appointed by those officers or 
boards in positions of authority. 

1.1.5. Policy will primarily be enacted at EBC only in the area of responsibility of the entity or 
authority making the policy. 

1.1.6. Scriptural Authority: Scripture is our final authority in policy.  Scripture reveals that all 
other levels of authority in the church derive their mandate from God and therefore are 
subject to Him.  We commit to subordinate even our best-reasoned policies to the Word of 
God.     

1.1.7. God has vested spiritual authority in the elders of the church who serve as 
undershepherds to Jesus Christ, the Chief Shepherd.  At EBC, the Board of Elders serves in a 
role of spiritual oversight.   The elders at Emmanuel have no organizational authority per se, 
but their understanding of God’s Word and their shepherding under His leading informs the 
policies enacted by those in organizational authority. 

                        (Church Constitution Article VII, Section 1, c.) 



 

1.2.  EBC Policy Manual:  Purposes and Procedures 

1.2.1. Purposes for EBC Policy 

1.2.1.1. To provide for congregational order in certain areas not necessarily mandated by 
Scripture.  Scripture is authoritative in every area upon which it touches, but God’s 
Word does not explicitly address every issue that may come up in changing cultural 
contexts. 

To maintain the church constitution as an organizational, legal document, free of 
encumbrance.  It is not the purpose of a constitution to catalogue policy but rather to 
give a description of the organizational structure of a legal entity.  Our policy handbook 
fleshes out the constitution that is by definition, a bare organizational skeleton.   

To gather all current EBC policies into one accessible document.  Policy is collected 
from every enacting authority in the church. 

To document, where possible, the source and rationale for each policy.  The minute 
index number, the date of the meeting of significant discussion of the policy, or the 
date the authority enacted the policy is referenced. Past minute index numbers, etc. 
are also referenced to give a ready access to the discussion of reasons behind policy 
and to former statements of the policy.  In this way an historical record of the rationale 
for policy and of changes to policy is recorded.  

(History:  CB 02-33) 

 

1.2.2. Procedures for EBC Manual 

1.2.2.1. Policy history is entered in italics within parenthesis marks at the end of the 
pertinent paragraph of text.  Any undated notation about the Constitution references 
the edition of the EBC Constitution current on January 3rd, 2008.  Those paragraphs 
without a historical reference were approved officially by the EBC Church Board on 
January 3rd, 2008,     as the Board approved the first edition of the policy manual.   

(History:  CB 07-88) 

1.2.2.2. The maintenance procedures for this policy manual are found in the appendix to 
the manual.    

1.2.2.3. A current hard copy of this manual is to be accessable to any congregational 
members of EBC for their perusal in the church office   

 



 

1.3. Policy Procedures at EBC: 

1.3.1. General Rule for Policy Making:  Administrative decision making at EBC is to be made at 
the lowest practical level in the administrative structure of church leadership. 

(History:  CB 03-37; DB 05-05; CB 05-09) 

 

1.3.2. Tracking Policy Compliance:  Compliance with policy is normally tracked by the supervisory 
entity, whether officer, committee, or board.  Exceptions to that rule will be noted in the text 
of succeeding policies. 

 

1.3.3. Changing Policies:  Policy change is to be made only by the authority that enacted that 
policy, or by a higher authority.  Unlike constitutional changes, policy changes do not 
necessarily need a congregational vote.  Yet a membership vote could supersede the 
decision of any lower authority. 

 

1.3.4. Policy Documentation:  There is an absolute need for documentation of changes to keep 
current our record of policy and to provide current samples of office forms in the 
appendices.  The office staff is responsible to document policy and form changes. 

 

1.3.5. Information Upflow:  Information is to “upflow” to the higher authority (e.g. Church Board 
and/or Membership) in a timely manner in the form of official committee minutes. A 
committee or officer has the responsibility and authority to make decisions only as they are 
subject to review by the higher organizational authority. The Committees are encouraged to 
record official minutes in a uniform format patterned after the Church Board minutes.  

(History: DB 03-06) 



 

2. Church Documents 

2.1.  Church Function Documents 

2.1.1. Doctrines EBC Holds to be Absolute – See Appendix 

 (History:  Approved by the Deacon Board January 3, 2006; Order modified, 
Scripture References added EB: 08-39; incorporated into Constitution as 
Doctrinal Statement 07-08) 

 

2.1.1.1.  – Doctrine Applied to Spiritual Oversight:  All those in positions of spiritual 
leadership at EBC such as Teachers, Elders, Church Board Members, Deacons and leaders 
of ministry initiatives like men's and women's ministries must subscribe to the doctrines 
EBC holds to be absolute as listed in the Absolutes of Faith.   

                (History:  DB 05-40; Absolutes adopted as Doctrinal Statement on 07/21/08) 

 

2.2.   Contracts:  Contracts in the ordinary course of EBC business can only be executed by the 
Treasurer, the Trustee Board Chairman, The Church Board Chairman, the Executive Pastor and 
Office Manager.  Said execution of contracts is authorized to each EBC officer only as it falls in 
his/her purview.  

2.3.  Corporate Documents 

2.3.1. Constitution – See Apendix 

 

2.4. Insurance Policies:  Insurance policies held by EBC shall be executed only by the Church Board 
Chairman, the Treasurer, or by their authorized agents. 

 

2.5.  Maintenance Agreements:  Maintenance agreements can be executed only by the Trustees, the 
Office Manager, and the Executive Pastor or by their authorized agents. 

 



 

3. Organizational Structure Policy:  Responsibility, Authority, Systems and Procedures  

3.1. Membership Policies 

3.1.1. Organizational membership at EBC is extended by majority vote of the Elder Board after 
hearing the applicant’s testimony of faith in Christ   During any Elders’ meeting at which a 
prospective member is interviewed, it shall be determined who among the Chairman and the 
Pastors will call them and inform the applicant of the Board action regarding their 
membership.  The call will be made within 48 hours of the interview.  Within one week, the 
Chairman will send them a letter, officially confirming the Elders’ action.  Whenever possible, 
the date for the new members to be presented to the congregation will be determined at the 
interview meeting and the date shall be included in the letter to them. 

         

3.1.2. Membership and Participation in Church Ministry.   Elective positions of leadership 
mandated by the EBC Constitution are positions of organizational leadership.  Therefore, 
they may be filled only by those who have been officially entered on the membership roll of 
EBC.   Those who are members of the Body of Christ (1 Corinthians 12:12-13; 27); who are 
regular attendees of EBC; and who adhere to the doctrines EBC holds to be absolute as 
listed under Church Function Documents, are eligible to serve in any other position in this 
local expression of Christ's Body, under the authority of the elders.   Jesus views them as 
members of the organism, His Body, and He intends that they fully enter into the life of the 
church, which includes using their spiritual gifts to edify the other members of His Body. 

(History: CB 05-40; DB 6/05/06; CB 08-22) 

 

3.2.   Congregational Meetings 

3.2.1. In order to expedite efficient assembly action with an adequate basis of information, the 
Church Board Chairman and the Moderator should be informed ahead of time whenever 
possible about matters to be introduced on the floor of the assembly. 

3.2.2. Though only those who are officially on the EBC membership roll have voting privileges, all 
attendees are permitted and encouraged to exercise voice in membership meetings.  Only 
EBC members in good standing are elegible for elective offices by the membership. 

(History: CB 08-22) 

 

3.3. Entities Outside of EBC Organizational Structure 

3.3.1. Individual EBC ministry groups such as Men’s and Women’s Ministries, operating under 
internally elected leadership, establish their own policies for the election of their leadership.  
They come under elder oversight and they are accountable to the Church Board. 

(History: CB 08-22) 

 

3.4. Church Board 



3.4.1. Responsibilities and Authority 

3.4.1.1. The Church Board is an administrative board whose principal function is to integrate 
and coordinate the ministries of the church.  All officers, boards, and committees, with 
the exception of the Board of Elders, shall be accountable to the Church Board.  The 
Church Board shall develop items and recommendations to be presented to the 
membership at church business meetings.  The Church Board shall prepare the Annual 
Church Budget for membership approval at the Annual Church Business Meeting, 
involving the appropriate boards, committees and officers in determining amounts for 
the budget in its component parts. 

(History:  Constitution  Article 7, Section 2)       

           
3.4.1.2. The Church Board shall recommend to the membership the creation of additional 

staff positions when deemed necessary.  This recommendation shall include a full job 
description. 

(History :  Constitution, Article 7, Section 2) 

3.4.2. Systems and Procedures 

3.4.2.1. The Chairman of the Board of Elders shall be Chairman of the Church Board.  He 
shall also be officially designated as the President of the Membership.  The Secretary 
of the Board of Elders shall also be the Secretary of the Church Board. 

(History:  Constitution, Article 7, Section 2) 

3.4.2.2. Because of the fluid nature of an elected Church Board, the Board has established a 
Financial Oversight Committee made up of the Treasurer and two appointed EBC 
members with indefinite terms who have knowledge and experience in finances.  On a 
continuing basis and in the Board’s stead, this committee will monitor fund balances, 
accounts, and where money is held, giving counsel to the Treasurer and ensuring that 
EBC financial policies are upheld.  This Committee reports to the Church Board. 

(History: CB 09-14) 



 
3.5.  Deacons and Deacon Council 

3.5.1. Responsibilities and Authority 

3.5.1.1. The office of Deacon at EBC will be filled by men and women who are recognized 
by the church as being full of the Holy Spirit and wisdom (Acts 6), who meet the 
Biblical qualifications for deacon in 1 Timothy 3:8-13, and who have a servant’s heart 
toward the flock of Christ.  The elders shall seek the leading of the Spirit to discern 
men and women qualified according to I Timothy 3 and Acts 6, who called to a 
deacon shepherding ministry.  When God’s call to them is confirmed as the elders 
publicly lay their hands on them, they will be commissioned for specific Holy Spirit 
initiated, focused and empowered shepherding ministries. The deacon’s ministry will 
be fluid in its nature, adaptable to the changing needs of the church, thus enabling 
the elders to fulfill their God given oversight shepherding role at EBC.   

3.5.1.2.  

(History:  EB 06-44; EB 07-26) 

3.5.1.3. The Deacon Council shall consist of not less than four elected members, two men 
and two women.  The term of office shall be for two years.  The Elder Board can 
modify the number of additional members as needed.   To the extent possible, the 
terms of office shall be arranged so as to have a minimum of one man and one 
woman continue in office at the end of each year.  The Deacon Council shall elect its 
chairman and secretary annually.  Each Deacon must qualify under the standards 
given in Acts 6:3 and I Timothy 3:8-13.  Because its function is the implementation of 
practical day to day shepherding of the EBC flock, the Deacon Council will report to 
the Elder Board, not to the Church Board.   

(History: CB 08-22) 

3.5.1.4. A full job description for deacons and the Deacon Council and a list of qualifications 
is to be found in the Appendix.  

3.5.1.5. The Elder Board will appoint an elder liaison to the Deacon Council annually to give 
the Council spiritual oversight and to represent the Board before the Council.   

                           (History: EB 08-106) 

3.5.2. Systems and Procedures 

3.5.2.1. The Deacon Council’s main task is to give day to day shepherding to the flock under 
the oversight of the Elders by:    

 Leading the deacons to seek the Spirit’s direction for shepherding opportunities. 

 Serving as a clearing house for addressing needs presented to the deacons. 

 Giving coordination to the ministry, distributing the ministry load.  

 Giving leadership and training to the wider deacon body. 

 Giving encouragement to those involved in deacon ministry. 

 Establishing  an up-flow of pertinent information to the Elder Board. 



 Administering the “Deacon’s Fund” and the “Benevolent Fund”.  The accounting 
of those funds would be accomplished through the use of confidential minutes.    

 Providing a liaison (1 Council member) who will attend Church Board meetings 
for coordination and for carrying information back to Deacon Council from the 
various ministries.     

3.5.2.2. Deacon ministry tasks will fall into two main categories:  “One on One Ministry” and 
“Lead Shepherding” in small groups.  Scriptural evidence warrants the expectation 
that the Holy Spirit will reveal ministry opportunities directly or through the elders. 

3.5.2.3. Deacons’ Fund: 

3.5.2.3.1. Designation of funds by an individual to another individual through the 
Deacons’ Fund is not allowed by current Internal Revenue Service law.  

3.5.2.3.2. Members of the Body are requested to bring extreme needs of others in the 
congregation to the deacons’ attention. 

3.5.2.3.3. Funds contributed to the Deacons’ Fund are under the control of the Deacon 
Council to be administered under the principles of Scripture for charitable giving.  
No other charitable fund qualifying for tax deductible receipts shall be created, nor 
will monies be accepted for the direct benefit of an individual or individuals. In 
keeping with benevolence giving regulations from the IRS and with Scriptural 
precepts about benevolence giving and personal responsibility, infrequent personal 
financial needs may be addressed at the discretion of the Deacon Council through 
the use of the Deacons’ Fund. Excluded from this policy are love offerings collected 
for visiting missionaries, mission organizations and individuals presenting a 
ministry, or other established program objectives like camp scholarship funds and 
the benevolent fund. 

(History: EB 07-36 & 44; CB 08-22) 

3.5.2.4. Benevolent Fund: 

3.5.2.4.1. Purpose:  To glorify God as EBC is the expression of Jesus to minister to the 
needs of some outside the church.   

3.5.2.4.2. Systems and Procedures: 

3.5.2.4.2.1. Funding is to be from voluntary contributions from the congregation.   

3.5.2.4.2.2. The Deacon Council will administer this fund under the oversight of 
the Elder Board and under the guidelines that are listed in the internal policies 
of the Deacon Council. 

(History CB 09-22; EB 09-42) 

 

3.5.2.5. Confidentiality:  All matters pertaining to friends and members of EBC coming to 
the attention of the deacons will be held in strictest confidence.  Confidential minutes 
will be treated in the same fashion as they are in the rest of the EBC organizational 
structure.   

(History CB 08-56) 



3.5.2.6. Efficiency:  The Deacon Council, in order to expedite official action, may at times 
conduct business outside of normal meeting times.  At all times, the appropriate pre-
approved processes must be followed and the action documented in the minutes 
during the next official meeting.   

(History CB 08-56) 

3.6. Elder Board (& Elders) 

3.6.1. Responsibilities and Authority: 

3.6.1.1. The Board of Elders shall function as the senior board in the church and shall hold 
the highest level of spiritual authority.  Though it has been given the final human 
authority in the oversight of the ministry of the church by the membership, the Board 
of Elders shall respect the function of the Church Board and the various committees, 
boards and church officers that report to the Church Board.  The Elder Board is 
accountable to the church congregation and ultimately to the Lord. 

(History:  Constitution, Article 7, Section 1) 

3.6.2. Position Description 

3.6.2.1. Staff Pastors and elders elected by the membership equally share in the authority, 
the privileges (including the vote), and the responsibilities of serving in eldership on 
the Board.  In any vote, the Board will exercise sensitivity to potential conflicts of 
interest.   

(History: CB 08-22) 

3.6.2.2. EBC Elders are charged with the oversight of the spiritual welfare of the 
congregation.  They are to be devoted to prayer and the ministry of the Word.  They 
shall guard, guide, feed, and pray for the flock at EBC under the authority of the Chief 
Shepherd, Jesus Christ. 

3.6.2.3. All elders at EBC work under the authority of the Elder Board and ultimately, under 
the authority of Jesus, the Head of the Church. 

3.6.2.4. A full job description and list of qualifications for the elders is to be found in the 
Appendix.  

3.6.2.5. The pastors at EBC are part of the body of elders but are normally distinguished 
from the rest of the elders on the basis of their paid, vocational status. 

 

3.6.3. Systems and Procedures 

3.6.3.1.  Outside Pastoral Ministry The pastors’ participation in outside ministry 
opportunities will be coordinated through the Board of Elders. 

(History:  Constitution: Article 8, Section 3)   

 



 

3.6.3.2.  Pastoral Evaluation:  The Board of Elders will conduct a yearly evaluation of 
the ministry of the paid staff pastors using as their standard, the qualifications 
of Scripture as found in I Timothy 3:1-13, I Peter 5:1-4, and Titus 1: 1-9. They 
will counsel and advise the pastors in their continuing ministry with them 
throughout the year. 

(History:  Constitution: Article VIII, Section 3, #9.) 

3.6.3.3.  Additional Elders: As the need for more under-shepherds arises in the 
congregation, the elders of EBC, represented through the Board of Elders, in 
dependence on the Holy Spirit will discern God’s calling of qualified men to 

serve as elders.  Those men are to be evaluated according to the qualifications 
in I Timothy 3, Titus 1, and I Peter 5 and upon their appointment, will be 
publicly affirmed in their calling by presentation to the congregation. The elders 
shall also seek the leading of the Spirit to discern men and women qualified 
and called to a deacon shepherding ministry.  They will appoint these to 
deacon ministry at EBC, publicly commissioning them after examining them as 
to their qualifications as stated in I Timothy 3 and Acts 6.  

(History: EB 08-22) 

 

3.6.3.4.  Elder Interns:  Recognizing the advantages of having a number of elders working 

as a team in the expanding EBC ministry, the Elder Board has instituted an “elder 
internship” program.  As additional elders are needed for oversight shepherding, the 
Board of Elders will select candidates gifted by God for oversight shepherding but who 
lack the experience component in order to qualify as elders under the requirements of 
I Timothy 3 and Titus 1.  The Board of Elders shall specifically select EBC members to 
participate in Elder Board meetings and other eldership activities in order to train for 
biblical oversight shepherding under the following conditions: 

 That each participant shall qualify under the I Timothy 3 and Titus 1 
qualifications for elder.  The one exception will be the requirement of 
experience.   

 That the participants shall be bound to the same confidentiality requirements as 
are the elders.  If married, the participants’ wives will also meet the 
requirements that a normal elder’s should meet about discretion in their speech, 
etc.  

 That the participants shall have voice but shall not have a vote in the meetings. 
 

(History: EB 10-53; 13:49) 
 

3.6.3.5. Removal from Eldership:  In the event of gross misconduct on the part of any elder, 
or at any such time the Board of Elders deems his conduct or teaching to be 
detrimental to the function, testimony, or doctrinal purity of the church, that Board, 



on its own initiative, may suspend that elder’s authority and responsibility in the 
church, effectively removing him from ministry responsibility.   

3.6.3.5.1. Final termination of a salaried staff pastor will not be effective until a vote is 
taken at a membership meeting called by the Church Board for that purpose.  A 
75% majority is needed to retain the pastor.  In case of suspension of duties, a 
staff pastor's salary and benefits will continue uninterrupted until final termination 
is determined by the congregation.   

3.6.3.5.2. In the event of termination other than by resignation, the pastor, or (in the 
event of his death) his wife, shall receive at least two months regular salary and 
benefits in addition to his compensation to the date of termination. 

(History:  Constitution:  Article 8, Section 4, b.) 

  
3.7. Flower Committee 

3.7.1. Responsibilities and Authority 

3.7.1.1. The Flower Committee shall consist of not less than four members.  Only the 
chairperson who has to be a member of EBC will be elected annually.  The 
chairperson shall recruit at least three additional committee members for the year.  

 

3.7.1.2. The Flower Committee shall be responsible for the decoration of the church for its 
regular and special worship services.   

(History:  Article 7, Section 10 of the Constitution; CB 08-22, CB 13-14) 

3.8. Financial Review Committee 

3.8.1. Responsibilities and Authority 

3.8.1.1. A Financial Review Committee, consisting of not less than two members, shall be 
elected at each Annual Church Business Meeting to serve for the ensuing year.  The 
chairperson shall always be the person serving for the second year.  The Church 
Treasurer and Assistant Treasurers shall not be eligible to serve on the Financial 
Review Committee.  

3.8.1.2. The Financial Review Committee is accountable to the EBC membership. 

3.8.2. Processes and Procedures 

3.8.2.1. This committee shall conduct a review of all church accounts and report the results 
to the Annual Church Business Meeting.  This committee will specifically check for 
compliance with EBC’s financial policies and annually recommend correctives to the 
EBC membership.  The application of the term review and how it is employed are 
more fully defined in the Treasury section of this manual. 

(History: CB 09-15) 

3.8.2.2. The Church Treasurer and Assistant Treasurers shall not be eligible to serve on the 
Financial Review Committee.  



3.8.2.3. The EBC Treasurer will make the church accounting books available to the Financial 
Review Committee at any time they might ask to inspect them during the year.  The 
EBC membership or the Church Board may ask for the services of a certified 
professional accountant up to and including a financial audit any time that they may 
deem it expedient. 

(History:  Article 7, Section 13 of the Constitution; CB 08-22) 

 

3.8.2.4. The Financial Review Committee shall perform the procedures listed in the Financial 
Review Committee appendix, and shall perform any additional procedures they deem 
necessary in the review of the financial statements.  They shall have access to all of 
the Treasurer’s records and, as such, shall be bound to the same confidentiality 
requirements as the Treasurer staff. 

(History:  CB 12-35) 

3.9. Library Committee 

3.9.1. Responsibilities and Authority 

3.9.1.1. The Library Committee shall consist of not less than three members.  The term of 
office shall be three years and shall be so arranged that one member is elected each 
year.  The members of the Library Committee shall elect their chairperson each year.   

3.9.1.2. The Library Committee shall be responsible for the proper care of the Library and 
the selection and lending of the books, tapes and library equipment.  They shall 
maintain orderly records of library usage and promote the use of Christian literature 
and Bible study tools. 

(History:  Article 7, Section 11 of the Constitution) 

 
3.10. Missions Committee 

3.10.1. Responsibilities and Authority 

3.10.1.1. The Missions Committee shall consist of not less than three elected 
members.  To the extent possible, the terms of office shall be arranged to avoid 
multiple terminations in one year.   The Missions Committee shall elect their chairman 
and secretary annually.  In addition to the above, a representative of the Board of 
Elders and one woman, appointed by the Women's Ministries, shall also serve on the 
Committee each year. 

(History:  [Constitution, Article 7, Section 4]; 08 
Constitution, Article VI, Section 4, a; CB 08-62) 

   

3.10.1.2. The Missions Committee shall have charge of the missionary ministry of the 
church, planning missionary conferences and the missionary emphasis Sundays, 
preparing the annual missions budget for congregational approval and presenting 
missionary personnel for church support. 

(History:  Constitution, Article 7, Section 4) 



 

3.10.1.3. Anyone elected to a Church Board position, other than chairman of the Board 
of Elders, shall automatically resign from the Missions Committee. 

(History:  Constitution, Article 7, Section 4) 

3.10.2. Systems and Procedures 

3.10.2.1. Support Policy – Collection of Funds “The Missions Committee must pre-
authorize the collection of funds given outside of the normal Missions Budget and 
designated by the donor toward specific missions projects or specific support for 
individual missionaries.  Normally those missionaries and projects on the Annual 
Missions Budget are considered approved to also receive special offerings.  All other 
designations should be submitted to the Missions Committee for vetting prior to 
donating the funds.  EBC does not receive designated offerings for training 
prospective missionaries prior to the deployment to the field.  Those funds should be 
sent directly to the training institution or to the prospective missionary.” 

(History:  MC 09-24 

 

3.10.2.2. Support Policy – Short Term Missions Endeavors:  For the Missions 
Committee to consider financial support for any short-term missions endeavor, the 
committee should be advised of the missions trip plans in the preliminary planning 
stages.  Each individual going on the mission trip will have to go through an 
application process including an interview by the Missions Committee.  The Committee 
must also approve the leadership for the mission trip.  

                    (History:  MC 00-11) 

 

3.10.2.3. Support Policy – Youth Missions Projects:  The purpose of youth missions at 
EBC is multifaceted.  The ultimate goal is to glorify Christ.  The following will govern 
youth missions projects funded by EBC. 

 
3.10.2.3.1. The specific purposes for each mission project may include some or all of the 

following: 
Personal growth in relationship with Christ. 
Sharing the Gospel of Jesus Christ. 
Encouraging others in their faith. 
Unity of the group. 
Cross cultural experience to expand vision of God’s work in the world. 

3.10.2.3.2. Leader/Organizer Requirements: 
Define the project. 
Make physical arrangements. 
Purpose statement for the missions project. 
Formulate application in conjunction with pastoral and Missions Committee. 
Obtain Elder or Church Board sponsorship. 
 



3.10.2.3.3. Basic Requirements for participation in youth missions: 
Individuals must have made public profession of faith in Christ and have a walk 

consistent with Christian values. 
Attendance at our church on regular basis (individual exceptions can be made 

through appeal to the pastoral staff and Missions Committee for those youth 
that do not have, in their regular church, a missions or outreach opportunity. 

Interview by pastoral staff and Missions Committee, either as individuals or as a 
group. 

Training and preparation appropriate for specific trip plans. 
                       (History: CB 02-39) 

 

3.10.2.4. Expansive Ministry Funds – Definitions   Expansive ministry is the Spirit led 
use of EBC resources and people to minister the life of Christ to the rest of the body 
of Christ outside of our four walls.  The focus of our missions program is to reach the 
unreached through spreading the gospel or through related ministry promoting that 
cause.  Expansive ministry supports and strengthens established sister congregations, 
their members, and their leaders. 

(History: EB 11-26; CB 11-23; MC 11-09, 14, 16) 

3.10.2.4.1. The Missions Committee in its sole discretion shall determine the use of the 
Expansive Ministry Fund.  An application form (a sample form is in the appendix) 
shall be submitted to the Missions Committee in a timely fashion.  The applicant 
must meet with the Committee for prayer and discernment regarding the request.  
The Missions Committee will communicate its decision directly to the applicant. 

(History: MC 11:16) 

3.10.2.4.2. The following criteria will be considered as the Missions Committee 
determines qualification for appropriating funds:   Only people from the EBC 
congregation may apply to use expanded ministry funds; verification from an 
independent source regarding the need for assistance; a supporting 
recommendation from another EBC entity other than the Missions Committee; 
whether or not EBC is uniquely qualified to meet the need; equal consideration will 
be given to expansive ministry opportunities regardless of location; a person’s 
giftedness, experience and confirmed success in the proposed area of service.  

(History: MC 11:16) 

 

3.10.2.4.3. The Expansive Ministry Fund shall be administered according to established 
EBC financial policy.  Expansive ministry funds shall not be used for personal 
purposes and the Missions Committee shall narrowly define the specific nature of 
approved expenditures.  The Committee may determine “not to exceed” amounts 
that can be expended for specified needs and opportunities.  A record (including 
receipts) of all expenditures from each disbursement from the Expansive Ministry 
Fund is to be turned in to the Treasurer with a copy of the record submitted to the 
Missions Committee Chairman.  Any disbursed monies in excess of that which was 
expended are to be returned to the EBC treasury. 



(History: MC 11:16) 

 

3.10.2.5. Misc. Guidelines for Missions and Expansive Ministry Trips 

3.10.2.5.1. Requests for Funds or Assistance during Missions and Expansive Ministry 
Trips – In order to document the extent of any request for funds and for clear 
communication to the approved decision making entity, EBC representatives on 
mission or expansive ministry trips shall require that any request for EBC funds or 
for EBC assistance be submitted in writing.  Even if funds are available in a suitable 
line item, requests normally cannot be immediately granted from EBC funds.  
Because an EBC representative cannot promise what he has no authority to 
deliver, the request has to be considered by the appropriate authority or entity, 
following previously approved proceedure before EBC funds can be promised or 
released.  The authorized EBC answer to the request shall also be documented in 
writing available to both EBC and the requesting entity.  If funds are to be 
transferred, EBC first needs to have: 1) the intended routing of the funds 
documented in writing and 2) the means of contacting an independent 
accountability partner who can be notified that the funds have been transferred or 
sent and can monitor their use.  This allows the EBC Treasurer to ensure that 
designated funds reach their destination and are spent for their intended use, it 
provides accountability that diminishes temptation, and it promotes fiscal 
transparency that keeps EBC from being a party to promoting disharmony.           

(History: MC 08-41; Executive Pastor 6/28/11) 

 

3.10.2.5.2. Authorizing Discretionary Use of Designated Mission or Expansive Ministry 
Funds – When the Missions Committee wishes to authorize an EBC expansive 
ministry or missions team or its leader to exercise discretion in the use of funds 
designated for that trip, the official minutes shall reflect the extent of discretion 
granted including a specific dollar value that has been authorized, and any general 
restrictions that are put on the use of the funds.  In no case shall the funds be put 
to other uses outside goals the Missions Committee has defined for the trip. 

(History: MC 08-41; MC 11-16) 

3.10.2.6. Excess funds: Excess funds over budget may be designated to various 
missionary projects or individual support by the Missions Committee and will be 
presented to the congregation for ratification at the Annual Meeting. 

3.10.2.7. Fifth Sunday Offerings:  Undesignated offerings from the first and third fifth 
Sunday of the month offerings shall be designated for projects at the discretion of the 
Missions Committee.   

(History:  CB 04-40, CB 04-59, CB 04-64, Missions Committee July 27 
& 29, 2004; MM 09-07) 

 

3.11. Music Committee 



3.11.1. Responsibilities and Authority 

3.11.1.1. The Music Committee shall consist of not less than three elected members.  
The term of office shall be three years, with the terms so arranged that one shall be 
elected each year.  The Music Committee shall elect its chairperson and secretary 
annually.  In addition, the Board of Elders shall appoint one member annually.  The 
Music Committee is responsible for scheduling musicians to serve at all public services 
of the church. 

      (History: CB 08-22) 

3.11.2. Systems and Procedures 

3.11.2.1. The Music committee shall ensure that those leading music at EBC are 
qualified both musically and spiritually for leading worship.  They shall ensure that 
copyright laws etc. are not violated. 

3.11.2.2. The Music Committee shall ensure that EBC music is in accordance with 
sound doctrine, focus on our Triune God through music, choose music which fortifies 
the message of the lyrics, implement a variety of styles in order to touch the broadest 
spectrum of preferences, and commit to excellence in every endeavor. 

3.11.2.3. For further information, note Appendices 3.11.1, 2, & 3. 

           (History:  A letter from the Music Committee) 

 

 

3.12. Nominating Committee 

3.12.1. Responsibilities and Authority 

3.12.1.1. The Nominating Committee shall consist of not less than five members and 
shall be elected at the Annual Meeting for one year terms.  This committee's purpose 
is to select nominees for church officers to be elected at the next Annual Church 
Business Meeting.  The outgoing chairperson shall call a meeting immediately 
following the annual meeting for the purpose of electing a new chairperson.  The 
Nominating Committee shall begin meeting in the month of July for the purpose of 
selecting nominees. 

 (History:  Article 7, Section 12 of the Constitution; EB 08-22) 

3.12.2. Systems and Procedures 

3.12.2.1. Elder Board Candidates:  Because the function of elders and deacons at EBC 
is primarily that of spiritual leadership, Scriptural processes will be employed as the 
positions on the Elder Board and Deacon Council are filled.  The Nominating 
Committee will nominate only those who meet the Scriptural qualifications in I 
Timothy 3:1-13 and Titus 1:6-9.  The Elder Board is responsible to examine any 
nominee as to qualification and call.   

If a person whose nomination came from the floor during a membership meeting 
without being previously qualified by the Elder Board is elected, subsequent to that 
meeting, that person shall submit to the Scriptural examination process that the Elder 



Board shall employ to determine their qualification and call as elder or deacon.   The 
membership will be informed of the outcome of the Elder Board’s examination of the 
elected member.   
       

3.12.2.2. Senior Pastor Nominating Meeting Attendance:  The Senior Pastor shall 
attend Nominating Committee meetings to ensure that the profile of the qualified 
elder is applied to the Committee’s choices for Elder Board and Deacon Council 
candidates and because he often has knowledge of circumstances that might qualify 
or disqualify a person from serving in an elective position. 

(History DB 05-61) 

 

3.12.2.3. Additional Members of Boards and Committees: The Church Board and the 
Board of Elders, each in its sole discretion, can determine if additional elected or 
appointed members are needed in any Boards, Councils, Committees, or Offices that 
are accountable to it.                                                                                       
       (History: Constitution, Article 5, Section 5) 

 

3.13. Other Committees 

3.13.1. Temporary committees, not contemplated in the Constitution, are created and are 
given authority by the membership or other constitutionally mandated authorities for a 
limited time to accomplish defined tasks.  These might include such as a Building 
Committee.   

3.13.2. Though the Building Committee was established directly by the Membership and 
reports to them, the Church Board has been delegated the authority to fill in vacated 
positions on the committee.   

(History: CB 12-21; MM 12-12) 

 

3.14. Pastoral Search Committee 

3.14.1. Responsibilities and Authority 

3.14.1.1. When there is a need to fill a pastoral position, the Board of Elders and two 
church members selected by the membership shall constitute a Pastoral Search 
Committee.  

3.14.1.2. The Pastoral Search Committee is accountable to the EBC membership. 

(History:  Constitution, Article 8, Section 2) 

3.14.2. Systems and Procedures 

3.14.2.1. After electing their chairman, they shall prayerfully seek the man chosen by 
the Lord to serve as pastor.  EBC members are encouraged to suggest the names of 
possible candidates.  The committee shall investigate each candidate as to character, 



credentials, statement of faith and ability, using as their standard the qualifications of 
Scripture as found in I Timothy3:1-13, I Peter 5:1-4, and Titus 1:1-9.  

3.14.2.2. Having been led by the Holy Spirit to the unanimous selection of one 
candidate to serve in the pastoral position, the Committee, coordinating with the 
Church Board, shall schedule a minimum of 5 days, including one weekend, for a 
candidacy visit to permit the candidate to minister in appropriate venues at EBC.   

3.14.2.3.  Following the candidacy visit, a membership business meeting shall be held 
to vote upon issuing a call to this candidate to become our pastor.  Upon a positive 
outcome (75% minimum majority) of the membership vote, the Chairman of the 
Pastoral Search Committee and the Chairman of the Church Board, representing the 
membership, shall issue a written call to the candidate, informing him of the terms 
and duties of the call.  The terms and duties shall include:  1)   The Pastors term of 
office shall be for three years, with no limit to the number of terms, as determined by 
membership vote of at least 75% majority to retain the pastor. 2) The details of 
salary and benefits as voted by the membership.  3) The job description outlining his 
ministry and EBC expectations.   

(History:  Constitution, Article 8, Section 2; CB 08-22) 

 

  

3.15. Sexton  

3.15.1. Responsibilities and Authority 

3.15.1.1. The Sexton shall be elected annually by the membership.  It shall be his 
responsibility to arrange for opening and closing graves at the church cemetery.  

3.15.1.2. The Assistant Sexton shall assist the Sexton in all his duties. 

 (History:  Constitution, Article 7, Section 9) 

3.15.2. Systems and Procedures 

3.15.2.1. The church cemetery map and records shall be maintained by the Sexton. 

3.15.2.2.   An updated copy of the cemetery map and all records, preferably in digital 
form, shall be in the church office at all times.  

 

3.16. Special Events Coordinator:  The Special Events Coordinator and Assistant shall be 
appointed by the Office Manager or Executive Pastor.  The Special Events Coordinator shall 
oversee and administer the use of the church facilities for events under the “Church Facilities 
Use Policy”.  The Special Events Coordinator shall be accountable to the Board of Trustees. 

(History:  Constitution, Article 7, Section 16) 

3.16.1. The Special Events Coordinator or Office Manager arranges for any sound 
technicians, janitorial services, etc. needed and notifies the indicated pastor or office 
secretary that all personnel are in place.  The Events Coordinator or Office Manager notifies 
the user party that they have final approval for facility use.  



(History:  Constitution, Article 7, Section 16) 

3.17. Treasurer 

3.17.1. Responsibilities and Authority 

3.17.1.1. The Church Treasurer shall be elected annually from the membership, and 
his duty shall be to receive, hold and disburse all funds of the church and keep a 
record of all transactions.  He shall give a complete account thereof at the annual 
meeting of the congregation.   

3.17.1.2. The Assistant Church Treasurers shall be elected annually and the primary 
Assistant Church Treasurer shall be required to register on the church accounts at the 
bank.  He shall act in the absence, or at the request, of the Church Treasurer. 

(History:  Article 7, Section 5 of Constitution) 

3.17.1.3. Treasurer and Assistants:  The Treasurer shall conduct the financial business 
of the church subject to the Church Board and, ultimately, to God.  Duties may be 
delegated to the Assistant Treasurers as the Treasurer deems appropriate.  Assistants 
must meet the same background check standards as the Treasurer.  Normally, the 
Treasurer and Assistants will be approved by the membership at the annual meeting 
(per the constitution); in the event that additional or replacement treasury staff is 
necessary mid-year, appointments shall be made at the discretion of the Church 
Board. 

3.17.1.4. IRS Authority:  Emmanuel Bible Church is a 503(c) corporation, granted tax 
exempt status by the Internal Revenue Service.  This designation carries with it 
certain obligations and requirements to operate within specified guidelines. While we 
find it beneficial to maintain 503(c) status for stewardship reasons (both for the 
church members and the church itself), we will continue to do so only to the extent 
that it does not conflict with Scripture. 

 

3.17.2. Systems and Procedures 

3.17.2.1. Offerings:  Unless otherwise designated by the donor, offerings collected the 
first and third Sunday mornings of each month will be used for missions.  Offerings 
collected the second and fourth Sunday mornings of each month will be used for the 
general operations of the church.  Offerings undesignated by the giver, from the fifth 
Sunday of the month offerings shall be designated for projects, the first and third 5th 
Sundays of the year at the discretion of the Missions Committee and the second and 
fourth 5th Sundays of the year at the discretion of the Church Board.   

(History: Tradition & MM 09-07) 

3.17.2.2. Evening offerings and special offerings can be determined at the discretion 
of the Church Board, the Missions Committee, or the Elder Board. A minimum of two 
members approved by the Treasury office shall be present when EBC offerings are 
counted.  Elected ushers and the Office Manager are approved to count offerings.  
Any other member must be pre-approved by the Treasurer before counting offerings.  
The people counting the offerings shall maintain a signed record of the offerings.   



                      (History: 7/20/08 Constitution, CB 08-22) 

 

3.17.2.3. Fund Creation and Disbursement:  Funds for internal tracking and 
bookkeeping may be created and/or terminated at the discretion of the Treasurer.  
Funds open for congregational designation shall be created by approval of the Church 
Board, Elder Board or Missions Committee.  Announcement of a special offering 
constitutes approval for the creation of a fund, if necessary, to track the offering.  
Disbursement of funds, in both timing and amount, shall be at the discretion of the 
responsible person(s) or entity. 

3.17.2.4. Disposition of Excess Funds:  Funds received in excess of the maximum 
amount authorized to be raised for any specific project, or funds remaining in the 
account after a project has concluded, are to be redirected to either the general fund 
or the missions fund as appropriate. 

(History:  CB 10-65) 

 

3.17.2.5. Financial Review:  The criteria used for financial review for EBC do not meet 
the standards for an audit as typically defined in the financial realm. The Financial 
Review Committee shall be appointed by the congregation at the annual meeting. 
Care should be taken that the nominated individuals have a financial background and 
understanding sufficient to perform the assigned task. The Financial Review 
Committee shall perform the procedures listed in the Financial Review Committee 
appendix, and shall perform any additional procedures they deem necessary in the 
review of the financial statements.  They shall have access to all of the Treasurer’s 
records and, as such, shall be bound to the same confidentiality requirements as the 
Treasurer staff.    

 (History: CB 08-22) 

3.17.2.6. Records Retention:  All records shall be retained for a minimum of seven 
years, or such length as is necessary to satisfy the requirements of the State of 
Oregon, the IRS and/or the Federal Government.  Original documents may be 
digitized and destroyed only if this method of retention is accepted by externally 
imposed requirements.  Records shall be stored such that only those authorized will 
have access. 

 

3.17.2.7. Information Security:  Except in regard to payroll information, at no time 
shall social security or driver’s license numbers be stored on a computer accessible by 
the general public, either via direct physical access or through the internet.  If such 
information is stored in electronic format, it must be encrypted with a minimum 128 
bit encryption and stored off-line (on media physically removed from the computer).  
Financial information (regarding contributions) and other appropriate information 
necessary for the general operation of the church may be contained in one or more 
databases.  Financial information will be password protected such that only those 
authorized may gain access. Access to non-financial information may be granted at 



the treasurer’s discretion.  Particular care should be given to protect the privacy of the 
congregation and guard against the misuse of information and identity theft.   

3.17.2.8. Honorariums:  Honorariums are intended as a “thank you” for a service given 
to the EBC congregation and shall be paid with the amount set at the discretion of the 
Missions Committee or pastoral staff.  The following schedule is a guideline but the 
honorarium shall not exceed the maximum amount listed in the schedule:  

 Morning service (1st) $100 
 Morning service (2nd) $50 
 Evening service or Sunday school class $75 
 Full day (all morning and evening services) $250 

Retreat (amount must be pre-approved by Executive Pastor or Treasurer and must 
not exceed the budgeted line item amount in the sponsoring entity’s budget) 

 
Honorariums are intended for missionaries and people who are not directly affiliated 
with our local body.  Honorariums are not intended to be compensation for fuel, time 
or materials expended in serving our congregation.  Any funds intended to pay for 
travel expenses must come from other sources.   
 
Occasionally the Elder Board, the Church Board, or the Missions Committee authorizes 
a love offering in lieu of an honorarium. In cases where a love offering is taken, the 
recipient is ineligible for an honorarium. 

 
The Church Board must pre-approve any exception to the provisions of the 
honorarium policy and must pre-approve spending beyond the annually budgeted 
amount for all honorariums paid out during the budget year. 

 (History: CB 10-05; CB 12-37)  

 

3.17.2.9. Committees and Groups (Financial Aspect):   All groups holding themselves 
out to the public as a part of, or representing Emmanuel Bible Church (such as Men's 
Ministries, Women's Ministries, etc) are subject to the policies of the treasury. At the 
close of the year, financial records (or copies of financial records) must be submitted to 
the treasurer for common storage.  At no time may a group or committee offer a tax 
deductible receipt for contributions unless authorized to do so by the treasurer on a 
case-by-case basis.  Where a tax deductible receipt is desired, funds will be required to 
flow directly from the donor to the church treasurer with a designation for the group or 
committee. Disbursement of the funds is subject to approval by the Church Board 
based on the intended use of the funds.  Non-deductible donations (payment for event 
tickets, etc) may be made by the donor directly to the group or committee. 

 

 

 

3.17.2.10. Memorial Funds:  Memorial donations may be directed to an existing fund in 
honor of an individual, or may simply be given in honor of an individual 



(undesignated).  Undesignated funds will be held in a memorial fund for a maximum 
of two years, during which time the treasurer will correspond with the surviving family 
to determine their preference for final disposition of the funds. If no family remains 
within the Church body, final disposition will be determined solely at the discretion of 
the Treasurer and the Church Board. Unless approved by the Church Board, final 
disbursement of memorial funds must be to an existing Emmanuel Bible Church fund. 

3.17.2.11. Payment/Reimbursement Procedures:  Payments for supplies, materials and 
services shall be made from vendor invoices and statements.  Individuals requesting 
reimbursement for expenses incurred on behalf of the Church shall use a 
“Reimbursement Request” form.  The form must be submitted with supporting 
documentation attached behind the form.  Requests for mileage reimbursement must 
include a copy of the individuals supporting mileage log.  Boards and Committees 
requesting disbursement of funds (such as special missions’ disbursements or 
disbursement of Deacon funds) must submit a “Funds Disbursement Request” form 
with committee minutes supporting the request. 

3.17.2.12. Investing Policies:  Regarding the execution of stewardship responsibilities to 
God, the Congregation, and the Church Board, the Treasurer shall have the authority 
to allocate funds between established accounts, including investment accounts, as 
deemed appropriate.  At no time shall Church funds be invested in instruments where 
a reasonable risk of loss of principal exists.  The Treasurer shall be authorized to co-
mingle designated building funds with the general fund money until accumulated 
building funds reach $50,000.  Each $50,000 increment of accumulated funds should 
be invested in an FDIC insured Certificate of Deposit at a different institution.  
Building funds should not be used in order to deficit spend in other line items, except 
with Church Board approval. 

(History: CB 09-49) 

 

3.17.2.13. Communication of Financial Information to Congregation:  The EBC 
Treasurer and the Executive Pastor are jointly authorized to use discretionary 
communication to inform the congregation in a direct and timely manner regarding 
EBC finances including budgets and deficits.   

(History: CB 12-40) 

 

 

3.18. Trustee Board 

3.18.1. Responsibilities and Authority 

3.18.1.1. The Board of Trustees shall consist of not less than three members.  The 
term of office shall be for three years.  To the extent possible, the terms of office shall 
be arranged to avoid multiple terminations in one year.  The Board of Trustees shall 
elect its chairman annually.  (History:  Constitution, Article 7, Section 3) 



3.18.1.2. The primary purpose of the trustees is to maintain the church’s physical 
properties as an asset entrusted to their care. 

3.18.2. Systems and Procedures 

3.18.2.1. The trustees shall have charge of all church property and shall look after the 
maintenance of said property, including janitorial services and the church cemetery. 

3.18.2.2.  Under normal circumstances, the trustees may spend no more than 
$1500.00 above budget without membership approval.  If it is the unanimous opinion 
of the Board Chairman, the Treasurer, and the Trustee Board that emergency repairs 
exceeding $1500 over budget cannot be put off before a membership meeting can be 
called, they can authorize expenditures of up to $7500.00 above budget but must 
inform the Church Board within a week.  If it deems that a membership meeting is 
warrented to deal with the expenditure, the Church Board may call a special 
membership meeting before the next regular meeting is scheduled.   

(History: CB 08-22)   

3.18.2.3. When possible, the trustees shall bring maintenance and improvement 
recommendations to the Annual Church Business Meeting for inclusion in the annual 
budget. 

(History:  Constitution, Article 7, Section 3) 

3.18.2.4. Reimbursements:  Any costs incurred by the activities of the trustees are to 
be reimbursed or paid by the church treasurer.  

3.18.2.5. Record Keeping:  Items donated that may require maintenance in the future, 
should have a receipt or document showing information which would expedite the 
repair or maintenance of those items, to be kept on file in the church office.  Items 
pertaining to trustee business should be kept in a dedicated file located in the church 
office. These files should be organized into owner’s manuals, warranty papers, 
purchase documents, lockup schedules, policy manual, vehicle records, and misc. 

3.18.2.6. Janitorial Services:  The janitors employed by the church are under the 
jurisdiction of the trustees.  They have a separate budget line item for their services, 
which is to be reviewed annually by the trustees, to ensure the services performed 
are adequate for the agreed-upon rate of pay. 

 

3.19. Ushers 

3.19.1. Responsibilities and Authority 

3.19.1.1. The committee of Church Ushers shall consist of not less than four members 
to be elected annually by the congregation.  The Usher Committee will elect its own 
chairman annually and will appoint others in the church to serve with them as 
needed.  It is the duty of this committee to minister to the comfort of the worshippers 
at all services. 

3.19.2. Systems and Procedures 



3.19.2.1. A minimum of one elected usher shall be present during the counting of the 
offerings of the Sunday morning services. 

3.20. Policy for Recording Minutes 

3.20.1. Systems and Procedures 

(History:  added by Executive Pastor 09/04/08) 

3.20.2. EBC has established the following system for uniform reporting of committee and 
board action in order to give a “handle” or an “address” for indexing official minutes: 

3.20.2.1. Every significant minute is titled and numbered to reflect the reporting EBC 
entity, the year the minute was recorded, the sequential number for that 
particular minute during the calendar year, and a title line to identify the minute 
content. 

Example:  EB 08-39 Absolutes of the Faith. 
 EB = Elder Board. 
 08 = the year the minute was recorded. 
 39 = the 39th minute the Elder Board recorded in 2008. 
 Absolutes of the Faith = identifies the content of the minute. 

 
3.20.3. Numbered minutes should be used to identify any information that a supervising 

body would need for effective oversight, any record of a decision, any statement of 
policy or reversal of policy, any record of the rationale or discussion leading to decision 
or policy, any record of the main ideas, themes, or issues of significant conversation, 
any matter that was introduced but will be treated at a later date, and any significant 
reports or information brought to the board or committee. 
 

3.20.4. Minutes not requiring a number include the approval of minutes of previous 
meetings, an opening devotional of a meeting, and a future (short-term) schedule. All 
minutes should be titled even if they don’t carry a reference number. 

 
3.20.5. The Deacon Council and the Elder Board, because of the occasional confidential 

nature of their deliberations, at times record confidential minutes.  For every 
confidential minute, there should be a public minute giving as full a disclosure of 
information as is appropriate.  That public minute should reference the confidential 
minute as giving more complete information.   

 
3.20.6. Entities such as the Treasury would do fine to report in their accustomed formats 

such as spreadsheets.  Those who report casually, especially if they don’t create policy 
or make long term binding decisions for the church, can use verbal reporting.   

 
3.20.7. A timely upflow of information in the form of permanent minutes allows entities 

giving oversight (e.g. the Church Board) to approve the subordinate entity’s minutes 
and attach them to the Board minutes, thus giving them equal weight with decisions of 
the Board.  Alternatively, the Board could also accept them, and attach them, thus 
reserving the right to over-ride or substantially change their decisions.  

 



 
 

4. Ministries  

4.1. Ministries to Adults 

4.1.1. Counseling (To be developed – see also elders section.) 

 

4.2. Ministries to Children 

4.2.1. Responsibilities and Authority 

4.2.1.1. Director of Ministries to Children:  The position of Director of Ministries to Children 
is established to (1) provide leadership and recognition for implementation of the 
Ministries to Children Task Force’s recommendations, and (2) establish coordination 
and communication among all EBC ministries to children.   

(History:  EB 06-49; CB 08-12) 

 

4.3. Ministries to Youth 

4.3.1. Drivers under 18 years of age are not allowed to drive during any youth activities. 

(History: CB 08-03) 

4.4. Men’s Ministries 

4.5. Other Ministries 

4.5.1. Tabitha’s Closet 

4.5.1.1. Tabitha’s Closet is a clothing donation and distribution center for children under 12 
years of age.  It is a blessing to those from EBC both to those who donate and those 
who select the free clothing that is provided. 

4.5.1.2. Due to safety and other concerns, children under the age of 16 may not enter the 
room without an accompanying adult or young person over the age of 16 with 
parental consent.  The door will be kept locked with a key hanging high on the wall 
near it.   

4.5.1.3. Donations should be placed on the table of the classroom at the base of the west 
stairs.   

4.5.1.4. Any questions can be directed to the coordinator of the ministry or to the church 
office. 

     (History:Tabitha’s Closet Coordinator & Executive Pastor  06/23/08) 

4.6. Women’s Ministries 

4.6.1. Responsibilities and Authority 

4.6.1.1. Appointment of Officers:  All council members are to be members of EBC. 

(History: Women’s Ministries Minutes 01-06-06) 



 

4.6.2. Systems and Procedures 

4.6.2.1. Showers  

4.6.2.1.1. Baby showers will be given for the first baby of a regular attendee.   

4.6.2.1.2. Bridal showers will be given for a regular attendee or fiancée of a regular 
attendee. 

(History:  Women’s Ministries Handbook) 

 

 

 

 

 

5. Property Policies 

5.1. Church Facility Use Policy  

5.1.1. The ministry use coordination of EBC facilities is under the purview of the Executive Pastor 
and Office Manager.  They are authorized to The Office Manager and Executive Pastor are 
authorized to implement this policy including setting a schedule of fees and/or waiving fees 
as may be appropriate in individual cases.  The Executive Pastor and Office Manager, in their 
sole discretion, may impose additional conditions of use. 

(History: CB 08-11, CB 12-37) 

 

5.1.2. Priority usage of EBC facilities is to be determined as follows: 

 Normal EBC programs and activities. 
 EBC members and groups special activities. 
 Ministry use by another church or a Christian organization in ongoing local fellowship with 

EBC. 

 Community use, particularly if EBC related. 
5.1.3.  

5.1.4. Church members and attendees have priority status in reserving church facilities up to six 
months before an event is to occur.   The non-regular attendee (as determined by church 
staff) planning a wedding can get on a waiting list before that time but must wait for 
confirmation of his/her use of the facility six months before using it.  Churches and other 
unaffiliated outside groups could not reserve more than four months in advance.  All 
reservations must be made through the church office. 

(History: Women’s Ministries Minutes of 1-06-06; Also May 8th Church 
Board Mtg.; CB 12-37) 

 



 

5.1.5. Eligibility for Church Use:  Categories: 

5.1.5.1. Members and regular attendees and their children – These may use the church 
facilities for the cost of $250 (possible other applicable gratuities) which will be used 
to pay for sound technician, church use coordinator and janitor.   

          (History: CB 12-37) 

5.1.5.2. Families of the church may use the church facilities for small function, birthday 
parties, etc. at no fee or gratuity.  Must make application and designate an event 
coordinator to be approved by the EBC Office Manager.   

5.1.5.3. People with no connection to the church – May use the church sanctuary only, at 
current rate plus gratuities.  The user party must have a church-approved event 
coordinator. 

5.1.6. Wedding Policy: Those who are not regular attendees as determined by the staff, can only 
book weddings within six months of the event.  The fee for these weddings will be $1050. 
Adjustments may be made to this use fee for non-member weddings based on special 
circumstances at the discretion of the Office Manager or the Executive Pastor. The use fee 
may not to be less than $500.00.  Non-EBC related weddings may use the sanctuary only, 
not the fellowship/kitchen area. 

(History:  CB 06-20; CB 07-09, CB 12-37) 

 

5.1.7. Church Use Request Approval and Required Forms 

5.1.7.1. Responsibilities and Authority 

5.1.7.1.1. The Office Manager and Executive Pastor are authorized to approve or 
disapprove all requests for use of church facilities in compliance with all applicable 
policies and to approve any forms required to do so.   

         (History: CB 12-37) 

5.1.7.2. Systems and Procedures 

5.1.7.2.1. Any group approved to use EBC facilities needs to secure the services of a 
responsible EBC approved activity coordinator and an approved kitchen coordinator 
if the use of the kitchen has been approved.  The EBC Office will supply a list of 
approved coordinators for major functions such as funerals and weddings in which 
case janitor and coordinator gratuities would apply. Families, groups, or individuals 
using the church for small functions such as birthday or anniversary parties at no 
fee or gratuity must make application and designate an event coordinator meeting 
the approval of the EBC Office Manager and the Executive Pastor.  The coordinator 
will be responsible to ensure the facilities are left in good order, set up for 
upcoming activities as specified by the Office Staff in each case.     
  

        (History: CB 12-37; CB 13:29) 

 



5.1.7.2.2. The Executive Pastor and the Office Manager, in their sole discretion, shall 
determine the suitability of any prospective event coordinator.    The following 
criteria shall be taken into consideration for the approval of event coordinators for 
each small group activity within the EBC facilities, whether the activity is a church 
function or whether it is private: 

 The number, age, and gender (s) of the participants.  If there are one or more 
minors attending the activity, the approved coordinator normally has to be at 
least 23 years old, and if it is an EBC sponsored activity, should have a 
background check.  The Office Manager and Executive Pastor may exercise 
discretion in whether or not to require background checks for a coordinator for 
any specific non-EBC sponsored event held in EBC facilities. 

 The number and gender of adult assistants to the event coordinator. 
 The time, duration, and type of activity. 

 The relative proven maturity level of the prospective coordinator/helpers. 
 The group leadership experience of the prospective coordinator/helpers. 
               (History: CB 13:29) 

  

5.1.7.2.3. For an unaffiliated community entity outside of EBC to use EBC facilities, it 
must maintain some umbrella insurance policy that lifts primary liability from EBC, 
naming EBC as a co-insured, and provide EBC with a Certificate of Insurance.  

(History: CB 12-37) 

5.1.7.2.4. Kitchen Use  

5.1.7.2.4.1. Food Handler’s License: Any group events requiring kitchen use shall 
have at least one person with a Food Handler’s License present. 

5.1.7.2.4.2. Upon conclusion of an event, a Kitchen Checklist Form shall be 
completed and placed in the mail box slot marked “Culinary Coordinator” in 
the kitchen. 

(History: Culinary Coordinator 04/17/08) 

5.1.7.2.4.3. Any item borrowed from the kitchen or fellowship hall shall be signed 
out with proper forms from the church office. 

(History: Culinary Coordinator 04/17/08) 

5.1.7.2.5. Church Use Forms:  Parties wishing to use facilities are to contact the church 
office for a Church Use Request Form.  If there is no conflict in dates and approval 
is given for the facility use, the form will be returned to the Event Coordinator or 
User Party. 

5.1.8. Church Vehicles 

5.1.8.1. Systems and Procedures 

5.1.8.1.1. Reservations (normally only up to 6 months in advance) for the use of 
church vehicles are to be made through the church office.  The vehicle keys, 
registration etc. are all kept in the church office.  When the driver checks the 



vehicle out, he is to familiarize himself with the full vehicle use policy included in 
the ring binder in the church office. 

5.1.8.1.2. Priority usage of EBC vehicles is generally determined as follows: 

 Any official activity of a recognized entity that is a part of the normal EBC program.  
 Any other EBC use that may be approved by other EBC entities (e.g. MC, WM) 

represented on the Church Board or by the Executive Pastor or Office Manager. 
 Ministry use by another church or a Christian organization in ongoing local 

fellowship with EBC such as UGM, Canyonview Camp, or Child Evangelism. 
 An approved use by an outside local community group (e.g. Pratum School, WVF) 

with an approved EBC sponsor/driver.  
 Any other unaffiliated entity use only by special application to the Church Board. 

5.1.8.1.3. For an unaffiliated entity outside of EBC to use EBC vehicles, it must 
normally maintain some umbrella insurance policy that lifts primary liability from 
EBC, naming EBC as a co-insured, and provide EBC with a Certificate of Insurance 
and properly maintain the van during its use, returning it clean.     

5.1.8.1.4. A list of approved drivers of church vehicles is maintained in the church 
office.  All drivers must have a valid driver’s license of the appropriate class, be a 
regular attendee or member, be at least 23 years old, pass the “Safe Church.com” 
driver training, and must pass a background check for driving. 

5.1.8.1.5. The Executive Pastor and the Office Manager are given the authority to 
implement policy for the use of EBC vehicles with the following caveats: 1) Any 
unaffiliated entity’s use of a vehicle transporting minors must have Church Board 
permission and 2) The Executive Pastor and Office Manager, in their sole 
discretion, may impose additional requirements.  

        (History:  Trustee Circular dated 12/12/07; Insurance Requirements 2009, CB 12-37) 

 

5.1.8.1.6. Anyone approved by the trustees as an official church bus driver may ask for 
reimbursement of CDL expenses as long as the CDL is for the sole purpose of 
driving church vehicles.   

(History: CB 04-47) 

 

5.1.8.1.7. Maintenance of the church vehicles shall be performed by a designated 
individual who may do the work themselves or have it contracted to be done. This 
person’s name will be on file in the church office and posted in the vehicle in the 
event they need to be contacted. Maintenance records are to be stored in the 
trustee files in the church office. 

5.1.8.1.8. Major repair and/or replacement of the church vehicles will need to be 
approved by the Church Board if the amount exceeds $3,000. 

 

5.2. Other Property Policies 



5.2.1. Systems and Procedures 

5.2.1.1. Physical assets – Assets managed by others that are not the responsibility of the 
trustees include all sound systems, all musical instruments, office furniture, equipment 
and supplies, and personal property of the office staff. 

5.2.1.2. Disposal of Surplus Inventory  

5.2.1.2.1. Purpose: To provide an effective method of inventory control for church 
property.  To prevent surplus property from overrunning needed storage space 
and/or cluttering up the church.  

5.2.1.2.2. Responsibility:  Those tasked with replacing or adding new items to the 
Church’s inventory will normally be expected to assist the Trustees with the 
disposal of the replaced item(s) or for formulating an alternate plan for the item’s 
future use.   

5.2.1.2.3. Typical acceptable dispositions of property include (but are not limited to): a) 
Throw in trash; b) Sell to interested party; c) Donate to worthy cause or individual; 
d), place in a designated storage area at the church for future church use as 
approved by the trustee board, or;  e) use elsewhere in the Church. Non-
acceptable methods of disposal include just putting the item(s) in someone else’s 
area, leaving it just laying around, or just putting it in any old storage area. 

(History:  TB 06/03/06) 

 

5.3. Real Property Policies 

5.3.1. Systems and Procedures 

5.3.1.1. Parsonage Maintenance: Parsonage maintenance and repairs are to be overseen by 
the trustees. The persons living in the parsonage are responsible for minor repairs 
that they are able to handle themselves. Any structural changes or major 
improvements are to be approved by the church board prior to these changes being 
started. 

5.3.1.2. Church Building Maintenance:  Church building maintenance and repair are to be 
overseen by the trustees. All buildings and structures on the property are the 
responsibility of the trustees. Any major improvements with a cost in excess of $4,000 
must be approved by the Church Board. 

5.3.1.3. New facilities which increase the physical size of the buildings are to be the 
responsibility of the Building Committee until such buildings are released from their 
warranty period. 

 

5.3.1.4. Grounds Maintenance: 

5.3.1.4.1. An annual work day is to be scheduled in May or June for the purpose of 
weeding, repairing landscape, trimming, and general upkeep. Notice to the church 
office should be given 4 weeks prior for bulletin insertion. 



5.3.1.4.2. All areas lying within the church property lines are the responsibility of the 
Trustee Board to maintain as necessary. 

5.3.1.4.3. A person will be designated to be responsible for the continued mowing of 
the church lawns on a regular basis.  His name will be on file in the church office.  

5.3.1.4.4. Application of fertilizers and chemicals on the church property are to be 
monitored by an individual designated by the Trustees. Application of these items 
is to be authorized by this individual prior to any person applying them. 

5.3.1.5. Building Lockup:  The Trustee Chairman is responsible for creating and maintaining 
a list of persons responsible for weekly lockup duties.  This list is to be from February 
1st to January 31st of the chair’s term.  Persons to be chosen to fulfill these duties will 
be ushers, trustees, and church board members.  A list for the standard lockup will be 
maintained by the Trustees and provided to all persons responsible for lockup. 

 

5.3.2. Cemetery   

5.3.2.1. Systems and Procedures 

5.3.2.1.1. Plot Prices:  Current cemetery plot prices are to be recommended by the 
Sexton and established by the Church Board. 

5.3.2.1.2. Reserving and Purchasing Cemetery Plots: Cemetery plots that have been 
selected must be paid for in order to reserve them.  The Sexton is authorized to 
take payments for cemetery plots for up to 12 months for hardship cases.  When 
there is an immediate need for burial, payment must be arranged in a timely 
fashion with the Sexton.  Any exception to this policy must be approved by the 
Church Board. 

        (History: CB 09-17) 

5.3.2.1.3. Repurchase of Cemetery Plots:  The purchase price of an unused cemetery 
lot can be refunded to the purchaser.    

(History: DB 04-5) 

 

 

6. Administrative and Staff Policies 

6.1. Administrative Policies 

6.1.1. A blank copy of each EBC office form in current use is to be maintained in the back of this 
Policy Manual.  

6.1.2. The EBC office maintains a folder with internal office policies that is available to EBC 
members.  

6.1.3. Approval from the Execuctive Pastor should be secured before asking office staff to 
complete tasks other than facilitating a timely flow of information to the congregation. 

6.2. Budget Policy 



6.2.1. The Executive Pastor is authorized to manage expenses and expend any funds in those 
line items in approved annual church budgets that pertain to office operations, including 
staff-related costs.  

6.3. Personnel Policies and Procedures (General) 

6.3.1. Definition of Staff:  EBC staff members are defined as those who are paid to fulfill 
responsibilities on a continuing contractual basis in an employee-employer relationship with 
EBC, either on a full time or a half time basis.   Staff designations of pastoral, directors of 
ministry, and secretarial/clerical, further describe these employees of EBC.    

        (History:   CB 08-22; 12-41) 

 

6.3.2. Staff Contracts:  The pastoral staff and directors of ministries original contracts and 
renewals are approved by the congregation at their Annual Meeting.  The secretarial/clerical 
staff contracts are the responsibility of the Executive Pastor.  The yearly amounts for the 
contracts are approved in the general budget during the Annual Meeting of the 
congregation. 

6.3.3. All EBC staff personnel will give notice to the Church Board of their intention to resign 
from their responsibility at least 60 days before leaving their position.   

(History CB 08-22) 

6.3.4. Performance Reviews:  All staff members will have a yearly performance review done by 
the appropriate supervisory entity.   

6.3.5. Staff Benefits 

6.3.5.1. Benefit Elegibility:  A staff member becomes eligible for all benefits after working at 
least twenty eight hours a week for a month. 

6.3.5.2. Vacation Time – Paid vacation time is available for those salaried staff members 
who are categorized as half time to full time employees of EBC.   

6.3.5.2.1. Background: This policy was developed by the committee with the following 
assumed parameters.  Vacation is primarily a time for ministry and support staff to 
get away from the daily church activities and to refresh by having an opportunity 
to spend focused time with God and with their families.  Vacation allows the staff 
member time to address personal responsibilities outside of our local body (visiting 
or dealing with family located elsewhere, etc.).  Vacations, by allowing the staff 
this personal time, will promote longevity and stability in the staff.  While the 
church is not a secular organization, we realize that vacations are a benefit that is 
offered to remain competitive in drawing qualified staff. This policy does not 
change the fact that pastors will continue to coordinate and authorize their time 
away from the church, whether vacation or ministry opportunities, with the Elder 
Board. Other staff members will coordinate their time away with the Executive 
Pastor and Office Manager. It is assumed that all staff will have two days out of 
every seven designated as their days off, or “weekend”.  These days, coordinated 
with the Executive Pastor and Office Manager are not necessarily consecutive. In 
this policy, when referring to vacation, the term “week” will signify five (5) 



business days.  If the staff member’s chosen “weekend” days are not consecutive, 
the term will refer to seven consecutive days, five of which are normal working 
days (according to the staff member’s schedule) and two of which are designated 
as the staffer’s “weekend”.  Vacation will be granted/taken on a calendar basis.  A 
year of service is 365 consecutive days of employment with the church. 

6.3.5.2.2. Vacation Policy Statement – All salaried half to full time staff will receive paid 
vacation according to the following schedule: 

 0 to 4 years of service as of January 1st will receive two weeks of vacation 
for the calendar year prorated (e.g. 80 Hours full time; 40 Hours for half 
time staff). 

 5 to 15 years of service as of January 1st will receive three weeks of vacation 
for the calendar year prorated. 

 16 years plus of service as of January 1st will receive four weeks of vacation 
for the calendar year prorated. 

 
Years of service is defined as the number of periods consisting of 365 consecutive 
days of service in the employ of Emmanuel Bible Church as of January 1 of the year 
vacation is being granted.  Recognizing the value of prior experience, a search 
committee, as part of the compensation package offered in conjunction with a 
pastoral call, may grant years of service credit.  Years of service credit will be based 
on ministry experience, education level and the skills and capabilities of the 
individual.  Regardless of previous experience, there is always an initial period 
requiring familiarization with the other staff, the church processes and policies, and 
the congregation.  In light of this fact, and to maintain the value of actual years of 
service by existing staff, in no case will years of service credit offered by the search 
committee exceed five years. 
 
Staff members are encouraged to take at least half of their vacation in the calendar 
year it is initially granted.  Vacation not carried over to the following year expires at 
December 31st of the year granted.  Unused vacation expires.  Expired vacation has 
no cash value. Vacation about to expire must be taken as vacation (paid time off) in 
order to receive the value, and may not be “cashed out”.  In any given calendar 
year the staff member may request that ½ of the vacation granted for the year be 
carried over to the next year.  Vacation carried over must be used in the year 
following the year granted.  Unused vacation that is not eligible for carry over 
expires. 

(History: Old Constitutional Provision for 2 weeks 
minimum, CB 02-32; CB 08-69; History CB 12-41) 

 

6.3.5.3. Staff Development Fund Administration:  The administration of the “Staff 
Development” line item in the General Funds Budget has been delegated to the Elder 
Board which will act on Staff recommendations for its use. 

(History: CB 08-69) 



6.3.5.4. Housing Allowance for Retired Pastors:  According to the provisions in the income 
tax law, a retired minister of the Gospel is not subject to federal income tax on the 
ministerial retirement distributions or honorariums designated as parsonage allowance 
to the extent used by him to rent or provide a home.  Resolved that 100% of any 
retirement distributions, honorariums, or interim salaries are hereby designated as 
parsonage allowance for all our pastors. Resolved that the above amount of 100% of 
designated parsonage allowance shall apply to all future years.  (Policy instituted – 
03/05/2007)  

(History:  CB 07-01) 

 

 

6.4. Staff Pastors – Misc. Policies 

6.4.1. Authority  and Accountability:   

6.4.1.1. All Pastoral staff shall report to the Senior Pastor for direction and fulfillment of 
duties.  The Senior Pastor may delegate the day to day operational oversight of the 
staff to the Executive Pastor. 

6.4.1.2. Pastors are directly responsible to the Board of Elders.  

6.4.1.3. Full job descriptions are found in the Appendix. 

 

6.4.2. Processes and Procedures:  

6.4.2.1. Pastors and their wives become members of the church upon acceptance of the call 
and commencement of ministry. 

6.4.2.2. Salary and benefits which are fixed at the time of the call, may be changed by 
annual budget or at any regular business meeting.  

(History:  Constitution, Article 8, Section 1; CB 08-22) 

 

6.5. Staff Directors of Ministry – Misc. Policies   

6.5.1. Authority and Accountability: The Directors of Ministries are accountable to the Elder 
Board and shall work under the day to day supervision of the Executive Pastor.  

6.5.2. Processes and Procedures:  

6.5.2.1. A full job description for each Director is found in the Policy Manual Appendix.   

6.5.2.2. In the event of a vacancy, the Board of Elders will recommend a Director of 
Ministries for approval by the membership. This person shall be or shall become a 
member of the church before assuming the directorship.   

(History: CB 08-22; CB 10-50) 

6.5.2.3. Any staff directors of ministry who are responsible to the Elder Board will be 
evaluated annually by the Executive Pastor and this pastor will bring a summary 
report of that evaluation including any recommendations to the Elder Board.   



(History: EB 10-51) 

 

 

6.5.2.4. Staff Directors of Ministry have very specific areas of ministry oversight.  
Occasionally legitimate ministry opportunities outside of their normal ministry duties 
significantly intrude upon the Directors’ fulfillment of their assigned ministry function.  
In such cases, the Elder Board has the authority to temporarily alter their job 
descriptions provided that the Executive Pastor as immediate supervisor is satisfied 
with arrangements to cover their responsibilities during their absence.   

             (History: CB 11:21) 

 

6.6. Secretarial/Clerical Staff – Misc. Policies  

6.6.1. Responsible to the Executive Pastor 

6.6.2. Serve as the main communication/information center for the church Body during office 
hours. 

6.6.3. Resource, assist, and support the pastoral work as it relates to the EBC office. 

6.6.4. Maintain current membership role and record and publish a record of all births and deaths 
in the congregation.   

 

 

 

 

7. Safe Church Policy 

7.1. Authorization to Implement 

7.1.1. The Treasurer and/or the Executive Pastor are authorized and responsible for 
implementing and assuring compliance with this policy.   

7.2. Background Checks – All persons serving in positions of responsibility shall be subject to 
background checks as determined by the Executive Pastor and/or the Treasurer in accordance 
with the requirements of the EBC Safe Church Policy and church insurance provider(s).  The 
officers or leaders of the various entities and ministries shall identify those who desire to 
participate in the various ministry opportunities and request that background checks be 
completed.  Due to the sensitive nature of the information collected, all background checks for 
all areas of ministry will only be performed by the treasurer staff. Non-benign results from a 
background check will be brought to and addressed by the Church Board or Elder Board.  A table 
of EBC ministry functions and positions and their respective level of required background checks 
is to be found in the appendix. 

(History:  DB 02-43; CB 03-37; CB 04-08) 

 



7.2.1. If at any time qualified people with background checks completed are not available to staff 
an event, serious consideration should be given to cancellation of the event.   

 

7.3. Sex Offender Attendance  

7.3.1. EBC is a community of love, forgiveness and reconciliation, committed to the restoration of 
broken people and communities.  At the heart of the Christian gospel is the belief in the 
power of Christ to transform people’s lives and to offer them new beginnings.  EBC clearly 
has a role to play in offering pastoral support and care to those in the local church and 
community who have committed sexual offences, as well as to their victims.  Like everyone 
else, such offenders have much to receive and contribute within the life of a local church 
community and their participation in the worship and fellowship of a local church enables 
faith to grow and develop.  At the same time, EBC has a moral and legal responsibility to 
take reasonable steps to provide an environment of physical and emotional safety for 
everyone attending EBC.   

While considering how to balance these concerns, EBC gives priority to the protection of 
children and other vulnerable persons.  For the protection of the church community, 
survivors of abuse, and particularly children and young people, but also for the protection of 
the offender (who needs not to be put in situations where he could be vulnerable to false 
accusation or to the temptation or opportunity to re-offend) it is important that the basis of 
offenders’ involvement in EBC is clearly understood and stated.  Therefore, having clear, 
concise policy and procedure which governs how EBC interacts with sex offenders and how 
they safely interact with EBC is paramount.   

When a sex offender attends, or wishes to attend any EBC function, the Church Board shall 
require the following conditions under the supervision of the Elder Board: 

7.3.1.1. A support team shall be set up, consisting of at least three persons under the direct 
supervision of a church elder, including persons who have agreed to offer pastoral 
support for the offender and accompany them in worship and other church activities 
and if available, someone with expertise or experience in this field.  The team will 
acquaint itself with life habits, choices, and related events that led up to the offense 
as well as the full details of the offense. In order to gain a full understanding of the 
nature of the offense and what led up to it, they will fully research court records and 
interview the spouse, former spiritual leaders, and others necessary.  They shall also 
acquaint themselves of the offender’s trajectory with any corrections authorities and 
with any therapeutic program the offender has undergone and/or which they continue 
to participate in.   

7.3.1.2. If the offender has restrictions placed upon him by the state, the team or its 
representative should meet the offender, the offender’s court appointed treatment 
provider, his probation officer and other appropriate people so that clear participation 
guidelines can be established based on the support team’s risk assessment.  A spouse 
of the convicted offender will not normally be a support team member but can be 
consulted by the team and can certainly be in communication with the support team.  
At least one member of the support team shall agree to act as the offender’s 
accountability partner. 



7.3.1.3. The support team should hold a frank discussion with the offender explaining that it 
will usually be necessary to inform some (or in rare instances) the entire congregation 
of the facts of the past offense in order to create a safe environment.  The support 
team should discuss with the offender the restorative and spiritual value of self 
disclosure.  The advantages and disadvantages of this course of action must be 
carefully considered.  For example, disclosure may lead some members to shun the 
offender, whereas, nondisclosure can compromise security or contribute to deeper 
rejection and loss of trust if the facts are later disclosed.  Should the support team 
deem it necessary to tell others of the facts, the offender shall be informed of the 
support team’s intended disclosure and have an opportunity to not pursue a 
relationship or leave the church rather than have the facts disclosed. 

7.3.1.4. Having identified the potential risks, the team needs to consider how they can be 
minimized either by a change in EBC practices or by monitoring or restricting the 
offender’s participation in any particular activities.  The results of the risk assessment 
will lead to the creation of “conditions of participation/attendance.”  At a minimum, 
the conditions of participation/attendance shall require compliance with the offender’s 
court mandated treatment program and church safety/avoidance plan.  In addition, 
the team shall, at a minimum, use the attached model participation/attendance 
agreement.  If the support team finds it desirable, and the church Elders agree, the 
participation/attendance agreement may be carefully modified to better fit the facts 
and circumstances of a particular case. 

7.3.1.5. The support team must pre-approve all activities and venues in which the offender 
may participate during EBC sponsored events. 

 

7.3.1.6. The offender must consent to be evaluated by the support team.  In addition to 
determining compliance with the attendance conditions, this evaluation will include 
the degree of cooperation the offender gives to support team, the degree of 
submissiveness of the offender to the civil and spiritual authorities over him, and the 
degree of spiritual growth away from life habits that contributed to the offense.   

7.3.1.7. The offender must submit to this EBC Safe Church Policy and read, agree to comply 
with, and sign the attendance/participation agreement established by the support 
team (copy in the appendix).  Should that person refuse, he shall not be allowed on 
the church premises or to attend any church function. 

7.3.1.8. The support team shall strictly enforce the participation/attendance agreement. 

7.3.2. If the participation/attendance agreement is broken, the offender shall be banned from 
participation and the offender’s parole officer, court appointed treatment provider, or police 
shall be notified. 

7.3.3. No known sex offender may be hired for a paid staff position at EBC, participate in any 
ministry involving children or youth, or be appointed to any church office or allowed in any 
position of church authority (accepting any official role which gives the offender status or 
authority may cause a young person to deem the offender trustworthy).  Other ministry 
opportunities are available for people who have been sexual offenders, such as: adult 
ministries, certain music ministries, service planning, building maintenance, etc.  The 



offender’s support team, with approval from the elders shall decide on a case by case basis 
which ministries are appropriate. 

7.3.4. The offender will not be permitted to participate in EBC, if the offender’s victim attends 
EBC.  Consideration must also be given to other people who have been abused in the past.  
Upon recommendation of the support team, the elders may grant exception to this rule in 
appropriate cases.  

7.4. Sex Offender Information Availability 

7.4.1. There is a comprehensive list of known sex-offenders attending EBC maintained in the 
church office whether or not they have any restrictions placed on them by the state.  All EBC 
elders and the Treasurer, each at his own discretion is authorized to disclose information on 
any sex offender as is necessary to ensure physical and emotional safety for the rest of the 
congregation. 

          (History CB 07-43; CB 11:52)  

8. Events Policies 

 

9. Miscellaneous Policies 

9.1. Counseling Policy – Only the EBC staff pastors are authorized to give counsel to others.   The 
staff pastors must limit themselves to Biblical spiritual counseling for which they have been 
trained.  Cases that require involvement beyond which the EBC staff is trained to deal with 
competently, will be referred to other professionals as the situation might require.   

(History: CB 08-67) 

 

9.1.1. Emmanuel Bible Church claims the exemption ORS 419B.010 grants to pastors from a duty 
to report knowledge or a suspicion of child abuse if the matter is communicated to the 
pastor through communication privileged under ORS 40.225 to 40.295 or 419B.234.  
However, EBC believes the Scriptures indicate that there are matters in which the state has 
jurisdictional authority.  Therefore the EBC staff pastors reserve the right to compromise 
confidentiality as necessary, in order to submit to the authority of the Word of God.  Before 
notification goes to the state, two staff pastors must agree to that course of action.   

(History: CB 09-32) 

 

9.1.2. Scripture supports a principle of containment of private information to the least number of 
people needed to effectively deal with it.  Yet Scriptures like Matt. 18:15-18 make it clear 
that there is a proper time and place for giving out further information to those who were 
not previously privy to it.  The EBC leadership will not reveal information from any 
counseling session without the informed consent of the person receiving counseling except 
in the following circumstances: 

-To disclose pertinent information to parents of minor children and/or civil authorities as 
the circumstances might require. 



-To prevent reasonable certain death or substantial bodily harm. 
-To secure professional (legal, psychological, medical etc.) advice. 
-To comply with scripturally mandated processes such as Matt. 18:15-18 in regard to sin 

and disobedience. 
-To enable church leadership structures to adequately “shepherd” the individual and/or 

the congregation.   
(History: EB 11:54  CB 11-50) 

9.2. Ordinances of the Church 

9.2.1. Emmanuel Bible Church recognizes two ordinances instituted by Christ for His Body, 
baptism and the Lord’s Supper.  Since Christians have differing convictions about baptism 
and the Lord’s Supper, the following policy is established to promote uniform practice and to 
avoid confusion in the Body: 

9.2.1.1. Baptism:  At EBC, we want to walk in obedience to the Lord’s command (Matt 
28:19-20) regarding baptism.  We recognize that there is no inherent efficacious 
grace imparted through the act of baptism.  Therefore, we will practice water baptism 
as a symbolic confession of our identification with Jesus in His death, burial, and 
resurrection, administered only to those who have put their faith in Jesus to save 
them.  In so much as is practical, we will perform baptism by immersion as a picture 
of that identification with Jesus. 

9.2.1.2. Lord’s Supper:  At EBC, the Lord’s Supper will be observed periodically as 
determined by the Board of Elders but at a minimum of once a quarter.  We recognize 
that there is no inherent efficacious grace imparted through participation in the Lord’s 
Supper.  EBC will teach that Jesus chose those elements to remind us of the broken 
body and the shed blood of the Lord Jesus Christ, freely given on our behalf.  This 
observance that turns our focus back to Christ is open to everyone who has placed his 
full reliance on Jesus to save him.   

(History: EB 08-30) 

9.3. Political Action – In order to keep the focus of EBC on the Lord Jesus, to keep our church 
activities consistent with His priorities, and to keep our trust in Him alone, it is the policy of EBC 
not to become a forum for political action.  At the same time, our membership is encouraged to 
fulfill its civil responsibilities.  Initiative petitions may be posted for signatures when the issues 
they contemplate are seminal to our faith or deal with moral issues clearly delineated in 
Scripture. The pastoral staff is authorized to make judgments as to specific initiative petitions. 

(History:  DB 03-34; DB 03-05) 
 

 

9.4. Use of EBC Foyer Boxes, Directory, and Publications – Because it is important that Emmanuel 
maintain an undiluted testimony as to its God ordained purpose, the church directory is intended 
to be a specific contact list only for church related activities including both ministry and 
fellowship.  Private solicitation or advertisement is therefore not permitted through the church 
directory, church publications, or through the use of individual foyer boxes.  The directory, boxes 
and publications are reserved for communication that promotes the core purposes of the church, 



that which promotes the life of the Body.  Likewise the bulletins and church sponsored activities 
shall not be used to promote personal agendas.  Any exception will be approved by the Elder 
Board or Church Board.         

(History:  DB 08:29; Executive Pastor 06-08-11; 2-27-12 Administrative Change) 
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1.2.2.2 EBC Policy Manual 

Maintenance Proceedures 
 
 

Principles for System Use: Following are some key considerations in the formation and use of this 
policy manual organization system: 

 
1. The electronic version of this policy manual and organization system is to be housed in one 

directory (e.g., “My Doc’s”) on the office network. 
2. The electronic file must be backed up in its entirety at least monthly, and a current electronic 

update stored off-site. 
3. Only the EBC Office Manager and the manager’s supervisor hold the responsibility for making 

any policy manual organization system structure changes such as creating and naming new 
subject areas (folders) and sub-categories (sub-folders), moving policies (files), modifying the 
Index, and all other system maintenance functions.  No one else can be allowed access/to do 
this.  (Microsoft controls should be set so that all but the assigned staff person and their 
supervisor are locked out from modifying system components on the server.  Each user 
should still be able to access these functions for use on their own computers.) 

4. Whenever policy manual or file system changes are made, the Policy Manual Organization 
System Index must be updated immediately. 

5. A paper file copy of the current policy manual should be maintained in the EBC office for ease 
of access by office visitors.   

6. A copy of the EBC Policy Manual will be posted on the EBC Website, updated periodically as 
needed.   

 
 

 

 

 

 

 

 

 

 

 

 

1.2.2.2 



2.1.1 

Doctrines EBC Holds to be Absolute 

 

Concerning the Bible 

Every word of all sixty-six books of the Old and New Testaments is inspired by God and is without error in the original 
manuscripts.  They are the supreme and final authority in any age.  
Ps 19:7-9; Matt 5:18; Lk 16:17; Jn 10:35; II Tim 3:16; II Peter 1:19-21 

Concerning God 

There is but one true God, the Creator, Sustainer, and Ruler of the universe, eternally self-existent in three persons, Father, 
Son, and Holy Spirit.  
Deut 4:39; 6:4; Isa 9:6-7; Matt 28:19-20; Jn 8:58; 10:30; I Cor 8:6 

Concerning the Son 

Jesus Christ is the Eternal Son of God.  While remaining fully God, He fully became man as the virgin-born son of Mary.  As 
Messiah, He fulfilled Old Testament prophecies of the Messiah.  He was rejected, condemned, crucified, buried in a tomb, 
but on the third day arose bodily from the dead.  He ascended into heaven in a glorified body, is presently sitting at the 
Father’s right hand interceding as High Priest on our behalf.  One day He will return for His church and to reign. 
Isa 53; Matt 1:18; Jn 1:1&14; 14:3; Jn 18-20; Acts 1:9-11; 13:27&29;  Col 2:9; Heb 7:25; 8:1-2 

Concerning the Holy Spirit 

The Holy Spirit is a divine person, co-equal with the Father and the Son.  He was sent to glorify Christ by convicting us of sin 
and applying the saving work of Christ to us through regeneration and sanctification.  He has come to glorify Christ through 

us by indwelling, sealing, guiding, teaching, protecting, empowering, and gifting the believer. 
Matt 28:19; Jn 16:13-14; 3:5-6; Acts 5:3-4; Rom 8:1-14; I Cor 12:7-11; Eph 1:13-14; 3:16:17; Heb 9:14 

Concerning Man and His Need 

Man was created in the image of God to be able to fellowship with God.  Because of Adam's sin, man suffered a change in 

his essential nature, the marring of God’s image, and became hostile to God.  Now all human beings are born with Adam’s 
sinful nature, are born under condemnation, are unable to secure God’s favor through their own efforts, and need a spiritual 

regeneration before they can become what God created them to be.  
Gen 1:26-27; Jn 3:3; Rom 3:22-24; 7:17-18&23; 8:7; Eph 4:24; Col 3:10 

Concerning Redemption 

Jesus lived a sinless life, fulfilling God’s law, thus qualifying Him to bear the sins of the world in His body on the cross and to 
be a substitute for sinners of all ages.  He became sin for sinners and experienced the punishment for their sin, His blood 

thus satisfying the just demands of the righteous God.  Therefore, all who put their trust in Jesus alone are made righteous, 

are reconciled to God, and are given eternal life.  Salvation is by grace through faith.     
Matt 5:17; Jn 3:16; 14:6; Acts 4:12 Rom 3:21-22; 5:10&18; II Cor 5:21; Gal 2:16; Ephes 2:8-9; Phil 3:9; Titus 2:11-14; I Peter 
1:18-19  

Concerning the Church 

The Church consists of all who have been regenerated and united together by the Spirit into the body of Christ.  The church 
is the expression of Christ to the world with a mission to witness Christ to the nations. 
Matt 28: 19-20; I Cor 12:13; Eph 1:22-23; 2:19-22; I Peter 2:4-5 

2.1.1 



2.1.1 (Cont’d) 

Concerning the Future 

We look for the visible, bodily return of Jesus Christ to earth.  His return will bring His kingdom to completion, will bring 
judgment to the world, and will fulfill His promises to his people. His future work on earth will conclude with the destruction of 
all evil and the creation of a new heaven and earth.  All human beings who have died will be raised from the dead to 
participate either in eternal life prepared for those who have been redeemed, or to participate in eternal punishment along 
with the devil and his angels.  

Matt 24:30; 25:31-46; Jn 14:3; Acts 1:9-11; Rev 20:10-21:4  

(Approved May 7, 2008) 
 

Affirming Our 
Absolutes 
Our Commitment to Unity 
 
I believe that God has gifted and called me to serve as part of His body at EBC.  In dependence on the Holy Spirit, I fully endorse and commit to teaching, 
explaining, and living in accordance with the EBC Absolutes of the Faith as stated in this document. 

 
 
 
 

Signed:  
 

_________________________ 
 

Date: 
_________________________ 
 

Facilitating/Encouraging 
Gifted Leaders 

 
The statement of affirmation and commitment on the preceding page has been 
prayerfully considered and adopted by the EBC Elders.  It has been affirmed by the EBC 
Membership and is required of all those holding positions of spiritual leadership or 
authority at EBC.  Those include teachers, elders, deacons, and leaders of other EBC 
ministries such as Men’s and Women’s Ministries and any other ministries as determined 
by the Elder Board. 

EMMANUEL BIBLE CHURCH 
ABSOLUTES 

OF 
SCRIPTURE 

What we joyfully hold to be the essential truths of our faith! 
 
2.1.1 (Con’t) 

 
 
 



2.3.2 

 

Emmanuel Bible Church 

 

CONSTITUTION 
Approved by Membership on 07-20-08 

Ammended on 05-22-12 (Article VI, Section 10, a) 

 
 
 
 
 
 
 
 
 
 
 
 
 

2.3.2  



                            THE CHURCH CONSTITUTION 
of 

Emmanuel Bible Church of Salem, Oregon, Inc. 

Approved by Membership on 07-20-08 

 

ARTICLE I – Name  
 This organization shall be known as the Emmanuel Bible Church of Salem, Oregon, Inc., 

hereinafter called the Church. 
 
 
ARTICLE II – Purpose  
 
 The purpose of the Church shall be to advance the cause of Jesus Christ through the public 

worship of God, the preaching of God’s message from both the Old and New Testaments, 
consistent Christian living by its Members, personal evangelism, missionary endeavor, and 
Christian education. 

 
ARTICLE III – Doctrine and Ordinances 
 
  Section 1 – Doctrine/Absolutes of Faith 
 

a.  Concerning the Bible 
Every word of all sixty-six books of the Old and New Testaments is inspired by God and 
is without error in the original manuscripts.  They are the supreme and final authority 
in any age.  
 
Ps 19:7-9; Matt 5:18; Lk 16:17; Jn 10:35; II Tim 3:16; II Peter 1:19-21 

 
b.  Concerning God 

There is but one true God, the Creator, Sustainer, and Ruler of the universe, eternally 
self-existent in three persons, Father, Son and Holy Spirit.  
 
Deut 4:39; 6:4; Isa 9:6-7; Matt 28:19-20; Jn 8:58; 10:30; I Cor 8:6 

 
c.  Concerning the Son 

Jesus Christ is the Eternal Son of God.  While remaining fully God, He fully became 
man as the virgin-born son of Mary.  As Messiah, He fulfilled Old Testament prophecies 
of the Messiah.  He was rejected, condemned, crucified, buried in a tomb, but on the 
third day arose bodily from the dead.  He ascended into heaven in a glorified body, is 
presently sitting at the Father’s right hand interceding as High Priest  
on our behalf.  One day He will return for His church and to reign. 
Isa 53; Matt 1:18; Jn 1:1&14; 14:3; Jn 18-20; Acts 1:9-11; 13:27&29; Col 2:9; Heb 7:25; 8:1-
2 

 
 

2.3.2 

2.3.2 (con’t) 
 



d.  Concerning the Holy Spirit 
The Holy Spirit is a divine person, co-equal with the Father and the Son.  He was sent 
to glorify Christ by convicting us of sin and applying the saving work of Christ to us 
through regeneration and sanctification.  He has come to glorify Christ through us by 
indwelling, sealing, guiding, teaching, protecting, empowering and gifting the believer. 
 
Matt 28:19; Jn 16:13-14; 3:5-6; Acts 5:3-4; Rom 8:1-14; I Cor 12:7-11; Eph 1:13-14; 3:16:17; 
Heb 9:14 

 
 

e.  Concerning Man and His Need 
Man was created in the image of God to be able to fellowship with God.  Because of 
Adam's sin, man suffered a change in his essential nature, the marring of God’s image 
and became hostile to God.  Now all human beings are born with Adam’s sinful nature 
and are under condemnation.  They are unable to secure God’s favor through their 
own efforts and need a spiritual regeneration before they can become what God 
created them to be.  
 
Gen 1:26-27; Jn 3:3; Rom 3:22-24; 7:17-18 & 23; 8:7; Eph 4:24; Col 3:10 

 
f.  Concerning Redemption 

Jesus lived a sinless life, fulfilling God’s law, thus qualifying Him to bear the sins of the 
world in His body on the cross and to be a substitute for sinners of all times.  He 
became sin for sinners and experienced the punishment for their sin, His blood thus 
satisfying the just demands of the righteous God.  Therefore, all who put their trust in 
Jesus alone are made righteous, are reconciled to God and are given eternal life.  
Salvation is by grace through faith.     
 
Matt 5:17; Jn 3:16; 14:6; Acts 4:12 Rom 3:21-22; 5:10 & 18; II Cor 5:21; Gal 2:16; Eph 2:8-9; 
Phil 3:9; Titus 2:11-14; I Peter 1:18-19  

 
g.  Concerning the Church 

The church consists of all who have been regenerated and united together by the Spirit 
into the body of Christ.  The church is the expression of Christ to the world with a 
mission to witness Christ to the nations. 
Matt 28: 19-20; I Cor 12:13; Eph 1:22-23; 2:19-22; I Peter 2:4-5 

 
h.  Concerning the Future 

We look for the visible, bodily return of Jesus Christ to earth.  His return will bring His 
kingdom to completion, will bring judgment to the world and will fulfill His promises to 
His people. His future work on earth will conclude with the destruction of all evil and 
the creation of a new heaven and earth.  All human beings who have died will be 
raised from the dead to participate either in eternal life prepared for those who have 
been redeemed, or to participate in eternal punishment along with the devil and his 
angels.  
Matt 24:30; 25:31-46; Jn 14:3; Acts 1:9-11; Rev 20:10-21:4  
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Section 2 - Ordinances 
 

a. Because of the commands of the Lord Jesus Christ, Emmanuel Bible Church shall 
observe two ordinances, Baptism and the Lord’s Supper.  
 

b. Water baptism shall be practiced as a symbolic confession of our identification with 
Jesus in His death, burial, and resurrection, and shall be administered only to those 
who have put their faith in  Jesus for Him to save them. 

 
c. The Church shall teach that Jesus chose to use bread and wine to remind us of the 

broken body and the shed blood of the Lord Jesus Christ, freely given on our 
behalf.  This observance that turns our focus back to Christ shall be open to anyone 
who has placed his full reliance on Jesus to save him.   

 
ARTICLE IV – Membership  
 
 Section 1 - The Spirit of God baptizes the person born again through faith in Jesus into Christ’s 

Body, the church (I Cor 12:13).  Any believing person who gives confession of a personal 
relationship to Christ is eligible to apply for membership in this Church.  Seven days notice of the 
applicant’s desire for membership shall be given to the Church prior to the applicant’s meeting 
with the Board of Elders.  In that meeting the applicant shall give personal testimony, subscribe 
to Emmanuel Bible Church’s Absolutes of Faith and express desire for membership.  The Board of 
Elders shall, in its sole discretion, determine if the applicant should be granted membership. The 
Board of Elders shall confirm the acceptance of the new member in a Sunday service of the 
congregation. 

 
 Section 2 - Members shall regularly participate in church life, build up others in the body and 

contribute to the financial support of the ministry.  Instruction and admonition from the Word of 
God shall be the standard for public and private life.      

 
 Section 3 - Scripture instructs Christians to admonish one another according to the process in 

Matt 18:15-17.  If the Board of Elders, in its sole discretion,  determines that a member is 
continuing in sin, it may place the member under church discipline with a view toward the 
restoration of the member to full  membership.   If after following the church discipline outlined 
in Matthew 18:15-17, the member still refuses to repent and be restored to a close relationship 
with the Lord, the Board of Elders will then dismiss the member from the Church.   

 
Section 4 - Any person who has been dismissed from the membership of this Church pursuant 
to Article IV, Section 3, and has responded to church discipline with true repentance and a 
changed life, may be granted membership through the process described in Article IV, Section I.  

 
Section 5 - Members who deliberately absent themselves from the regular services of the 
church and/or show no interest in the ministry of the church for a period of two years, shall be 
placed on an inactive membership list for one year and personally notified.  If after one year as  
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an inactive member the member remains inactive, the inactive member shall be dismissed from 
the Membership by action of the Board of Elders.  The Board of Elders, in its sole discretion, may 
allow the inactive member to retain membership based upon the circumstances of each individual 
situation. 

 
ARTICLE V – Church Offices  
 
 Section 1 -  General   The offices of the Church shall be the Board of Elders, the Church Board, 

the Deacon Council, the Board of Trustees, the Missions Committee, the Church Treasurer, the 
Assistant Church Treasurers, the Church Secretary, the Assistant Church Secretary, the Church 
Moderator, the Assistant Church Moderator, the Financial Review Committee and the Nominating 
Committee.  Officers of the Church must be Church members in good standing.  

 
 Section 2 - Election of Officers  Church officers shall be elected at the Annual Church 

Business Meeting by a plurality vote.  The assistant officers shall be elected by the next highest 
vote after the principal officer.  Elders serving as staff pastors require a three quarters majority 
(75%) for their election. 

 
 Section  3 - Removal from Office   At any time the Board of Elders deems an officer’s conduct 

detrimental to the testimony or unity of the Church, the Board of Elders, in its sole discretion, 
may remove that person from office.   

 
 Section 4 - Vacancies Vacancies in Church offices shall be filled by appointment of the Church 

Board until the next Annual Church Business Meeting when a replacement shall be elected. 
 

Section 5 - Additional Members of Boards and Committees  The Church Board and the 
Board of Elders, each in its sole discretion, can determine if additional elected or appointed 
members are needed in any Boards, Councils, Committees, or Offices that are accountable to it.  

 
 
ARTICLE VI –Election and Duties of Church Officers 
 
 Section 1 - Board of Elders  
 

a. The Board of Elders shall consist of all staff pastors and five elected elders from the 
Membership, each sharing equally in spiritual authority and responsibility for the 
Church. Each works under the authority of the Board of Elders  and ultimately 
under the authority of Jesus Christ, the Head of the Church.     
 

b. The term of office for four of the elected elders and staff pastors shall be three 
years. The terms of the elected elders shall be arranged so that no more than two 
of the terms of office shall terminate in the same year.  The term of office for the 
fifth elder shall be one year.  Each staff pastor shall submit to a reaffirmation vote  
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when his term of office ends.  The Board of Elders shall elect its chairman (not a 
staff pastor) and secretary annually, immediately after the Annual Church Business 
Meeting.  Each elder must qualify according to the standard for elders set in I 
Timothy 3:3-7 and Titus 1:5-9. 

 
 

c. The Board of Elders shall hold the highest level of spiritual authority under Christ in 
the Church.  Though it has been given the final human authority in the oversight of 
the ministry of the Church by the membership, the Board of Elders shall respect the 
function of the Church Board and the various committees, boards and Church 
officers that report to the Church Board.  The Board of Elders is accountable to the 
Church Membership and ultimately to the Lord.  
 

d. The elders are charged with the spiritual welfare of the congregation.  They are to 
be devoted to prayer and the ministry of the Word.  They shall shepherd, guard, 
guide, feed and pray for the flock at EBC under the authority of the Great 
Shepherd, Jesus, the Head of the Church. 
 

e. Any time the Board of Elders deems an elder’s conduct or teaching to be 
detrimental to the function, testimony or doctrinal purity of the Church, the Board 
of Elders, in its own discretion, may suspend the elder’s authority and responsibility 
in the Church thereby removing him from office.  Final termination of a suspended 
staff pastor contracted by the Membership shall not be effective until a vote is 
taken at a Membership Meeting called by the Board of Elders for that purpose.  A 
75% majority is needed to retain a suspended staff pastor.   

 
 

Section 2 - Church Board   
 
a. The Church Board shall consist of the Chairman and the Secretary of the Board of 

Elders, a Staff Pastor, the Deacon Council Chairman, the Board of Trustees 
Chairman, the Missions Committee Chairman, the Church Treasurer, the Moderator 
and any other members as determined annually by these officers.  All Church Board 
members shall have equal vote in board meetings.  No person may hold more than 
one Church Board position at a time.  The Church Board is accountable to the 
Membership. 
 

b. The Chairman of the Board of Elders shall also be Chairman of the Church Board 
and shall be authorized to sign documents obligating the Church.  The Secretary of 
the Board of Elders shall also be the Secretary of the Church Board. 
 

c. The Church Board is an administrative board whose principal function is to integrate 
and coordinate the ministries of the Church. 
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d. When it deems necessary, the Church Board shall develop items and 
recommendations to be presented to the Membership at Church Business Meetings.  
The Church Board shall prepare the Annual Church Budget for consideration at the 
Annual Church Business Meeting.  
 

e. The Church Board shall recommend to the Membership the creation of additional 
staff positions. This recommendation shall include a full job description. 

 
 
 

 Section 3 - Board of Trustees 
 
 a. The Board of Trustees shall consist of not less than three members.  The term of 

office shall be three years.  To the extent possible, the terms of office shall be 
arranged to avoid multiple terminations in one year.  The Board of Trustees shall 
elect its chairman annually.  The Board of Trustees is accountable to the Church 
Board. 

 
 b. The Trustees shall have charge of all Church property and shall be responsible for 

its maintenance. 
  
  
 Section 4 - Missions Committee 
 

a. The Missions Committee shall consist of not less than three elected members and 
one representative from the Board of Elders.  The term of office shall be three 
years.   To the extent possible, terms of office shall be arranged to avoid multiple 
teminations in the same year.  The Missions Committee shall elect its chairman and 
secretary annually. The Missions Committee is accountable to the Church Board. 

 
 b. The Missions Committee shall have charge of the missionary ministry of the Church, 

leading the Church in missions involvement,  recommending missionary personnel 
for church support, and  preparing the Annual Missions Budget for member 
consideration and vote. 

 
 
 Section 5 - Church Treasurer 
 

a. The Church Treasurer shall be elected annually from the Membership and his duty 
shall be to receive, hold and disburse all funds of the Church and keep a record of 
all financial transactions.  He shall give a complete account of Church funds at the 
Annual Meeting of the members.  The Church Treasurer is accountable to the 
Church Board.  
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b. The Assistant Treasurers shall be accountable to the Treasurer and shall serve at 
the Treasurer’s pleasure. 

 
 
 Section 6 - Church Secretary 
 
 a. The Church Secretary shall be elected annually and shall record the minutes of all 

Membership Business Meetings, prepare the Church Annual Report including an 
exact record of the Church Membership.  The Church Secretary is accountable to 
the Membership. 

 
 b. The Assistant Church Secretary shall assist the Secretary as requested. 
 
 

Section 7 - Deacon Council   
 

a. The Deacon Council shall consist of not less than four elected members, two men 
and two women.  The term of office shall be two years.   To the extent possible, 
the terms of office shall be arranged so as to have a minimum of one man and one 
woman continue in office at the end of each year.  The Deacon Council shall elect 
its chairman and secretary annually.  Each deacon must qualify under the standards 
given in Acts 6:3 and I Timothy 3:8-13.  The Deacon Council shall be accountable 
to the Board of Elders.   
 

b. The Deacon Council’s main task is to provide the flock day-to-day shepherding 
under the oversight of the Board of Elders.  

  
 

Section 8 - Nominating Committee 
 

a. The Nominating Committee shall consist of not less than five members elected 
annually for one year terms.  The Nominating Committee is accountable to the 
Membership. 
 

b. The Nominating Committee’s  purpose is to select nominees for Church officers to 
be elected at the next Annual Church Business Meeting.  The Nominating 
Committee shall elect its chairman immediately after the Annual Church Business 
Meeting.   

 
 Section 9 - Church Moderator 
 
 a. The Church Moderator shall be elected annually by the Membership and shall 

preside at all Church Business Meetings ensuring that such meetings are conducted 
consistent with historical Church practice and in accordance with Robert's Rules of 
Order.  The Church Moderator is accountable to the Membership. 
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 b. The Assistant Church Moderator shall serve in the absence of the Church Moderator 

or at his request.   
 
 

Section 10 – Financial Review Committee 
a. The Financial Review Committee shall consist of not less than two members who 

are elected at the Annual Membership Meeting to serve a two year term.  The 
terms shall be so arranged that at least one member shall continue in office at the 
end of each year.   The committee shall determine its chairperson annually.  The 
Financial Review Committee is accountable to the Membership.   
 

b. This committee shall conduct a review of all Church accounts and report the results 
at the Annual Church Business Meeting.   
 
 
 

ARTICLE VII – Rules and Regulations 
 
 Section 1 - Membership Business Meetings 
 
 a. The Annual Business Meeting of the Church shall be held the second Tuesday in 

January.  All annual reports from the various ministries of the Church must be given 
in writing to the Church Secretary at least two weeks prior to the date of the Annual 
Business Meeting.  

 
 b. Special Business Meetings may be called by the Church Board or the Board of 

Elders at any time the need may arise.  If possible, two weeks notice of such 
meetings shall be given stating the major agenda matters to be considered.  

 
 c. A three-fourths (75%) majority of the votes presented by written ballot shall be 

required on all business pertaining to Church finances.    
 
 d. Inactive members, as described in Article IV, Section 5, may not exercise the right 

to vote in business meetings.  
 
 e. Minutes of the last Annual Church Business Meeting and all Special Business 

Meetings of the year, the list of nominees for Church offices and a copy of the 
proposed Church budget and proposed missions budget shall be made available to 
the Membership at least two weeks prior to the Annual Meeting. 

 
 Section 2 - Finances     

a. EBC friends and members shall meet the financial obligations of the Church through 
voluntary contributions.   
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ARTICLE VIII – Amendments  
 

 Section 1 - This Constitution may be amended as circumstances may require.  Proposed 
amendments must be submitted to the Membership in written form at least two weeks prior to 
the meeting at which such proposal is to be voted upon and must be adopted by a three-fourths 
(75%) majority of the votes presented by written ballot. 

 
 
 
ARTICLE IX – Cleavage and Dissolution  
 

 Section 1 - Cleavage.  In the event of cleavage within this Church Membership  resulting in 
two or more groups becoming separate entities, title to all real and personal property shall 
remain with the majority group continuing to subscribe to the Absolutes of Faith and to abide by 
this Constitution. 

 
 Section 2 - Dissolution.  In the event this Church is dissolved, so as no longer to exist as a 

corporate body, the Church Board at the time of dissolution, shall distribute all the tangible 
assets of the Church remaining after payment of all debts, to tax-exempt organizations of its 
choosing, being organizations described in Sec. 501 (c) 3 of the Internal Revenue Code of 1954 
as exempt by the Federal Government.  All the distributed assets shall be used for religious or 
charitable purposes, and no part of them shall be used to benefit any private member, 
shareholder or individual.  In its distribution, the Church Board shall give preference to 
organizations representing as nearly as possible the beliefs and practices set forth in the 
Absolutes of Faith and Constitution of the Church. 
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Emmanuel Bible Church Membership Application Form  
 
Name: _______________________________________________ Date:___________________________ 

Address: ______________________________________________________________________________ 

Phone: _______________________________________________ Birth date: ______________________ 
Business/Profession: ____________________________________________________________________ 

Never Married: ______ Married:______ Widow(er):_______ Remarried:_______  Single:_____________ 
 

When did you come to faith in Christ?_______________________________________________________ 
 

Give in a few words, the testimony of your conversion experience, that is, how you came to know Christ as your Savior and 
Lord. 
 

_____________________________________________________________________________________ 

_____________________________________________________________________________________________________
_____________________________________________________________________________________________________

_____________________________________________________ 
 

Give the reason or reasons you know you are a Christian and some Bible verses on which you base your assurance of 

salvation. 
 

_____________________________________________________________________________________________________
_____________________________________________________________________________________________________

_____________________________________________________________________________________________________
_____________________________________ 
 

Have you been baptized as a testimony of personal faith in the Lord Jesus Christ?___________________ 

When: ________________________________  Where:________________________________________ 

If not, do you wish to be baptized as a means of publicly declaring your faith in Jesus 
Christ?_______________________________________________________________________________ 
 

Are you now a member of another church?__________________________________________________ 

If so, please give the name and address of that church:________________________________________ 
_____________________________________________________________________________________ 
 

If you can obtain a church letter, will you notify them?_________________________________________ 

If not, do you wish our church secretary to notify them when you become a member here at Emmanuel? 

_____________________________________________________________________________________ 
 

Please list any church offices you have held and any type of work you have done in the church: 
_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
 

Do you agree with the doctrines of our church as set forth in the Absolutes of Faith? ________________  

Explain any differences: _________________________________________________________________ 
_____________________________________________________________________________________________________

_____________________________________________________________________________________________________
_____________________________________________________ 

 
Do you agree to support the church with your attendance, your prayers, your service, and your systematic financial support 

as the Lord prospers you? ___________________________ 
 

_______________________________________   ____________________________________________ 

Signature       Date 
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Doctrines EBC Holds to be Absolute 

 

Concerning the Bible 

Every word of all sixty-six books of the Old and New Testaments is inspired by God and is without error 
in the original manuscripts.  They are the supreme and final authority in any age.  
 
Ps 19:7-9; Matt 5:18; Lk 16:17; Jn 10:35; II Tim 3:16; II Peter 1:19-21 

Concerning God 

There is but one true God, the Creator, Sustainer, and Ruler of the universe, eternally self-existent in 
three persons, Father, Son, and Holy Spirit.  
 
Deut 4:39; 6:4; Isa 9:6-7; Matt 28:19-20; Jn 8:58; 10:30; I Cor 8:6 

Concerning the Son 

Jesus Christ is the Eternal Son of God.  While remaining fully God, He fully became man as the virgin-
born son of Mary.  As Messiah, He fulfilled Old Testament prophecies of the Messiah.  He was rejected, 
condemned, crucified, buried in a tomb, but on the third day arose bodily from the dead.  He ascended 
into heaven in a glorified body, is presently sitting at the Father’s right hand interceding as High Priest 
on our behalf.  One day He will return for His church and to reign. 
 
Isa 53; Matt 1:18; Jn 1:1&14; 14:3; Jn 18-20; Acts 1:9-11; 13:27&29;  Col 2:9; Heb 7:25; 8:1-2 

Concerning the Holy Spirit 

The Holy Spirit is a divine person, co-equal with the Father and the Son.  He was sent to glorify Christ 
by convicting us of sin and applying the saving work of Christ to us through regeneration and 
sanctification.  He has come to glorify Christ through us by indwelling, sealing, guiding, teaching, 
protecting, empowering, and gifting the believer. 
 
Matt 28:19; Jn 16:13-14; 3:5-6; Acts 5:3-4; Rom 8:1-14; I Cor 12:7-11; Eph 1:13-14; 3:16:17; Heb 
9:14 
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Absolutes of Faith (Cont’d.) 

Concerning Man and His Need 

Man was created in the image of God to be able to fellowship with God.  Because of Adam's sin, man 
suffered a change in his essential nature, the marring of God’s image, and became hostile to God.  Now 
all human beings are born with Adam’s sinful nature, are born under condemnation, are unable to 
secure God’s favor through their own efforts, and need a spiritual regeneration before they can become 
what God created them to be.  
 
Gen 1:26-27; Jn 3:3; Rom 3:22-24; 7:17-18&23; 8:7; Eph 4:24; Col 3:10 

Concerning Redemption 

Jesus lived a sinless life, fulfilling God’s law, thus qualifying Him to bear the sins of the world in His body 
on the cross and to be a substitute for sinners of all ages.  He became sin for sinners and experienced 
the punishment for their sin, His blood thus satisfying the just demands of the righteous God.  
Therefore, all who put their trust in Jesus alone are made righteous, are reconciled to God, and are 
given eternal life.  Salvation is by grace through faith.     
 
Matt 5:17; Jn 3:16; 14:6; Acts 4:12 Rom 3:21-22; 5:10&18; II Cor 5:21; Gal 2:16; Ephes 2:8-9; Phil 
3:9; Titus 2:11-14; I Peter 1:18-19  

Concerning the Church 

The Church consists of all who have been regenerated and united together by the Spirit into the body of 
Christ.  The church is the expression of Christ to the world with a mission to witness Christ to the 
nations. 
 
Matt 28: 19-20; I Cor 12:13; Eph 1:22-23; 2:19-22; I Peter 2:4-5 
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Concerning the Future 

We look for the visible, bodily return of Jesus Christ to earth.  His return will bring His kingdom to 
completion, will bring judgment to the world, and will fulfill His promises to his people. His future work 
on earth will conclude with the destruction of all evil and the creation of a new heaven and earth.  All 
human beings who have died will be raised from the dead to participate either in eternal life prepared 
for those who have been redeemed, or to participate in eternal punishment along with the devil and his 
angels.  
 
Matt 24:30; 25:31-46; Jn 14:3; Acts 1:9-11; Rev 20:10-21:4  
 
(Approved by Elder Board May 7, 2008; adopted by Membership July 21, 2008) 
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EBC Job Description 
Moderator  
 

Primary Purpose:   

The Moderator shall preside at all business meetings and shall ensure that such meetings are 
conducted according to Robert’s Rules of Order. 

 

General Duties: 

1) To prepare the agenda for the meetings. 
2) To call the assembly of EBC members to order. 
3) To announce the business in the order in which it is to be acted upon. 
4) To state and put to vote all questions which require membership action in the course of 

proceedings and announce the result of the vote. 
5) To restrain members during debate within the rules of order, enforcing the observance of order 

and decorum among the members. 
6) To decide all questions of order or practice. 
7) To authenticate the acts, orders, and proceedings of the assemby, representing the assembly 

declaring its will. 
8) To assist the secretary to ensure clarity and accuracy of the minutes prior to their circulation. 

 
 

Accountability: 
The Moderator is accountable to the membership. 

 
 
General Qualifications: 

 Godly character 
 Restraint 
 Humility 
 Knowledge of parliamentary procedure and EBC practice 

 Level-headedness/Equitable 
 Ability to hold the respect of the assembly in times of uncertainty or strife 
 Ability to clearly articulate on the fly 

 
Assistant’s Responsibility 

The Assistant Moderator shall serve in the absence of the Church Moderator or at his request. 
 
 

Organizational Details 
The person with the highest number of votes shall serve as Moderator. 
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EBC Job Description 
Church Secretary  

 

Primary Purpose:   

The Secretary shall record the minutes of all business meetings of the membership and prepare the Church 
Annual Report. 

 

General Duties: 

1) To prepare a Church Annual Report for distribution during the annual meeting which shall contain the 
following: 

a. The reports from all the reporting entities in the church. 
b. An exact record of the church membership. 
c. The proposed general fund and missions budgets. 
d. The Annual Meeting agenda and any proposals that are to come before the congregation during 

that meeting. 
2) To file a copy of the Annual Report each year. 

a. Annual Reports only need to be kept on secretary’s computer and office server.  It is noted that 
there is a continual “off site” back-up for the server. 

b. All original copies of individual reports can be thrown after the Annual Report is compiled. 
c. A digital copy of the Annual Report in its final form should be kept on the secretary’s computer and 

office server and made ‘read only’.   
3) To record all minutes and prepare them for distribution including the following: 

a. Any corrections to the published reports (e.g. a mathematical correction that was done during the 
meeting) should be corrected in hard copy by the secretary and initialed.  A notation of the 
correction could be noted in the text of the electronic copy before filing it with the office.   

b. Any record of decisions made by the group that touch the church as a whole.  
c. Any statement of policy, reversal of policy, etc. 
d. A record of the rationale or discussion leading to decision or policy.   
e. A record of the main ideas, themes, or issues of significant conversation.  
f. Any matter that was introduced but will be treated at a later date.  
g. Any significant reports or information brought to the assembly. 

4) To file a copy of all congregational minutes.  Post a copy of all congregational minutes. 
a. Minutes only need to be kept on the secretary’s computer and office server, plus a hard copy filed 

in the Congregational Minutes notebook. It is noted that there is a continual “off site” back-up for 
the server.  From a legal standpoint, the secretary’s signature at the bottom of the minutes and 
the acceptance of those mintues at the next meeting make the minutes a usable document for 
legal purposes. 

b. Post a signed copy of the minutes on the bulletin board. 
c. Audio copies of meetings can be disposed of after the minutes for that meeting have been 

approved.  
d. Minutes should be kept digitally in ‘read only’, after they are approved at the next meeting in case 

changes need to be made during the approval. 
5) To provide ballots for the member meeting votes after consulting with the Moderator. 

a. Ballots are kept for a year after the meeting, than disposed of after the minutes have been 
approved.  An exception shall be made to the tally sheet on the Annual Nomination Ballot; this 
should be kept for 3 years.  Individual ballots can be disposed of if the tellers certify the tally sheet 
with their signatures.  
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Accountability: 
The Church Secretary is accountable to the membership. 

 
General Qualifications: 

 Godly character 
 Secretarial skills 
 Knowledge of parliamentary procedure and EBC practice 
 Commit to assembling Annual Report during holidays. 

 
Assistant’s Responsibility 

The Assistant Church Secretary shall assist the Secretary as requested. 

 
Organizational Details 
The person with the highest number of votes shall serve as Secretary 
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Emmanuel Bible Church 
Deacon Council Job Description 
 
Primary Purpose: 

The essence of the work of the EBC Deacon Council is to give leadership and coordination to the 
ministry of the EBC deacons to the whole Body (See Deacon Job Description).   

 
 
 
General Duties: 

1) To lead the deacons to seek the Spirit’s direction for shepherding opportunities. 
2) To serve as a clearing house for addressing needs presented to the deacons. 
3) To give coordination to the ministry, distributing the ministry load.  
4) To give leadership and training to the wider deacon body. 
5) To give encouragement to those involved in deacon ministry. 
6) To establish an up-flow of pertinent information to the Elder Board. 
7) To administer the “Deacon’s Fund” and “Benevolent Fund”.  The accounting of those funds is 

accomplished through the use of confidential minutes.    
 
 
 

Accountability: 
The Deacon Council is responsible to the Elder Board. 
 
 
 

General Qualifications: 
 Open to both men and women (Council composed at a minimum of two men and two women). 
 Meet the Biblical qualifications for deacon in 1 Timothy 3:8-13. 
 A recognition by the church for being full of the Holy Spirit and wisdom (Acts 6:3). 
 A servant’s heart toward the flock of Christ.   
 Administrative ability. 
 Adequate time to devote to an intense ministry. 
 Ability to delegate. 

 
Organizational Details 
 The Deacon Council shall elect its chairperson and secretary annually. 
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Emmanuel Bible Church 
Deacon Job Description 
Acts 6:1-6; I Timothy 3:8-13 
Primary Purpose: 

The essence of the work of the EBC deacon is to give practical day to day shepherding to the flock 
of God under the oversight of the elders in such a way as to enable the elders to devote themselves 
to the ministry of the Word and prayer.  The ministry task of the deacon is fluid in its nature, 
adaptable to the changing needs of the church.   

 
 
 
General Duties: 

1) To be a servant to the church 
2) To function in an “hands on” ministry inside of the shepherding purview of the elders 
3) To fulfill specific Holy Spirit initiated, focused and empowered shepherding ministries 
 
 
 

Accountability: 
The deacons are responsible to the Elder Board. 
 
 
 

General Qualifications: 
 Open to both men and women.  

 Meets the Biblical qualifications for deacon in 1 Timothy 3:8-13. 
 A recognition by the church for being full of the Holy Spirit and wisdom (Acts 6:3). 
 A servant’s heart toward the flock of Christ.   

 
Organizational Details 

There is no organizational structure among those appointed as EBC deacons.  The Deacon Council 
functions in a parallel yet cooperative relationship with the body of deacons but has no direct 
organizational authority over them. 
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BENEVOLENT FUND 
Revised 2/15/10 

1.1 PURPOSE 

1. To bring glory to God by being good stewards of His gifted funds. 

2. To use such funds in assisting the fulfillment of the needs primarily of people who are 

influenced by or connected to the EBC church family. 

3. To use every opportunity presented by these needs to proclaim the Gospel by word and 

deed, thus being a faithful testimony to God’s goodness and love for all people. 

4. To complement other outreach ministries within the EBC body. 

1.2 SOURCE OF FUNDING 

1. The Benevolent Fund will be supported by designated voluntary giving and/or by other 

means that the Church Board may approve. 

2. The Church Treasurer will establish and operate the Benevolent Fund with disbursements to 

be directed by the Deacon Council in their meeting minutes. 

1.3 ADMINISTRATION 

1. The Deacon Council will administer the fund under criteria approved by the Elder and 

Church Boards. 

2. The Deacon Council will administer the Benevolent Fund with confidentiality and with 

accountability to the Elder Board. 

2 CRITERIA FOR BENEVOLENT FUND OPERATION 

 The disbursement of money from the Benevolent Fund shall meet the following requirements: 

1. It will bring glory to God. 

2. It is a testimony of God’s goodness and love for all people. 

3. It provides an opportunity to proclaim the Gospel. 

4. It is directed to people with a personal connection to the EBC church family. 

5. It will be used for authentic needs, as differentiated from desires. 

6. It will not interfere or conflict with other EBC body ministries or community organizations. 

 Requests and opportunity for use of the fund may come from many sources. 

 Requests will be kept in strict confidence by all involved. 

 Requests will be considered by no less than two Deacon Council members, and referred to the 

entire Council if deemed appropriate for Council action. 

 After prayerfully considering the request, a majority of Deacon Council members will agree by 

vote to approve disbursement of funds.   

 Disbursements and actions will be recorded and reported to the Elder Liaison and to the EBC 

Treasurer in Deacon Council minutes.  The Deacon Council minutes will be available to the Elder 

Board when requested. 

3.5.2.4 



Emmanuel Bible Church 
Elder Job Description 
Primary Purpose: 
The essential nature of the overseeing elder’s task is to shepherd the local congregation as the flock of 
God.  Elders are charged with the spiritual welfare of the congregation.  EBC elders serve as under 
shepherds to the Chief Shepherd, Jesus Christ, giving account to Him.   As Jesus shepherds through 
these under shepherds, they will guard, feed, and guide the flock, visibly walking in front to lead by 
example.  (Acts 20:28; I Peter 5:1-2; Hebrews 13:17) 
 
General Duties: 
As they shepherd, EBC elders are to focus on three priority areas of ministry involvement prescribed by 
Scripture: 
 
 To Pray: (Acts 6:1-4) 

 To minister to the Lord in confession, praise and fellowship with Him. 
 To understand the mind of the Lord and align with Him. 
 To intercede for the flock. 

 
 To Minister God’s Word: (Acts 6:1-4) 

 To realign human understanding to God’s revelation. 
 To effectively teach and preach with God’s authority. 
 To apply God’s truth in specific cases and specific contexts, with Biblical balance. 

 
 To Equip God’s People for works of service: (Eph 4:11-16) 

 To train and engage others in the ministries to which God has called them.  
 To build and develop the full strength of the body of Christ with a view: 

o To attaining to the unity of the faith. 
o To attaining to the unity of the knowledge of the Son of God. 
o To helping the church to mature to the fullness of Christ. 
 

Accountability: 
EBC elders are accountable to the Elder Board.  The Elder Board is accountable the EBC membership 

and ultimately to the Lord. 
 

General Qualifications: 
 Called and appointed to eldership by the Holy Spirit. 
 Exhibits the standard of I Timothy 3:1-7 and Titus 1:6-9. 
 
Organizational Details 
There is no organizational structure among the EBC elders.  The Elder Board serves in a parallel yet 

cooperative role with the rest of the EBC elders. 
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EBC Job Description 
Flower Committee Chairperson 
 

Primary Purpose:   

To organize and coordinate the Flower Committee which is to provide decoration for the church for 
its regular and special worship services.     

 

General Duties: 

1) Schedules each committee member to take one Sunday per month to provide flowers for the 
pulpit, and rotates taking turns when there is a fifth Sunday. 

2) The committee, in consultation with the staff and indicated ministries, provides decoration for 
special services in the church. 

3) Organizes and begins yearly schedule the February after Annual Meeting and goes through 
January of the following year. 

4) Provides a single rose, every time there is a new birth, or as requested by the office staff. May 
delegate this out to other committee members as needed. 

5) Provides bud vases, as needed, for new birth roses that families can take home should they so 
desire.  

6) Tracks and signs off on any Flower Committee expenses and manages the yearly budget.  
 

 
 

Accountability: 
The Flower Committee Chairperson is responsible to the Church Board. 

 
General Qualifications: 

 Godly character. 
 A servant’s heart toward the body of Christ. 
 It would be good for the individual to have access to flowers. 

 
Organizational Details 

Following Annual Meeting each year, the elected chairperson will appoint committee members to 
serve for the year.  
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EBC Job Description 
Financial Review Committee 
 

Primary Purpose:   

The Financial Review Committee is to conduct a review of all church accounts and report the result 
to the Annual Church Business Meeting.   

 

 

General Duties: 

1) To meet with the Church Treasurer after the last offering of the year is received and to follow 
the historical audit procedures (takes about 2 hours) of EBC. 

2) To be available to review the Church accounting books at any time during the year if the 
Church Board or EBC membership would so request. 

3) To present an oral report of the condition of the EBC accounts during the Annual Business 
Meeting. 

4) To check for compliance with EBC’s financial policies and to annually recommend correctives to 
the EBC membership. 

 
 
 

Accountability: 
The Financial Review Committee is responsible to the EBC Congregation 

 
 
 
General Qualifications: 

 Godly character 
 A servant’s heart with an understanding of accounting procedures and standards 
 An understanding of sound business practices 
 Have an unimpeachable reputation with the congregation 

 
Organizational Details 

The chairperson shall always be the person serving for the second year. 
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3.8.2.4 

Emmanuel Bible Church 
Year End Financial Review Procedures 

Approved CB 12-35 
 

 Review Statements 

 Foot and cross-foot (verify row and column totals) all statements being presented. 

 Verify amounts included in footnotes. 

 
 Review Disbursements/Expenses 

 Randomly select at least one disbursement category per reviewer (such as Office Expense) and 

request the transaction detail for the year being reviewed. Verify that the total matches the 

amount on the statements. 

 Select at least one transaction from the detail report (obtained in #3 above).  Trace the expense 

back to the supporting documents (reimbursement form or committee/board minute). Verify that 

the properly authorized documents fully support the expenditure. Note the check number on the 

transaction detail report and match to check number listed on the disbursement form (if 

applicable). Trace the check number and amount back to the bank statement and the canceled 

check (all should match). Review the endorsement on the back of the canceled check – if the 

endorsement appears suspicious, contact the payee of the check and verify that they had 

received and deposited the check. 

 Select at least one disbursement from the bank statement and trace back to a disbursement form 

/ committee or board minute / authorization. Verify that the amount on the check flows to the 

appropriate transaction register(s) (account(s) (there can be more than one account that a check 

affects). Also, trace back to the canceled check. 

 
 Review Income 

 Select at least one income category (general, missions, cemetery, deacon’s fund, etc). Request a 

detail listing of the deposits. Trace a randomly selected deposit to the Sunday offering “packet”. 

Trace the total from the offering “packet” to the bank statement.  Note: It is common for there 

to be small variations between the offering form and the bank statement.  If the ushers miscount 

the coin, the bank will not issue a correction notice; they will just correct the deposit. 

 Select a deposit listed on bank statement and trace it to the Sunday offering form.  Select a 

designation fund from the total deposit and trace it to the detail income listing for that fund. 

 
 General Reviews 

 Perform a general review of the bank statements – look for odd check numbers that don’t match 

the general sequence, dollar amounts that stand out from the average, etc. Focus on sections of 

the bank statement where money is leaving the account. 

 Perform a general review of the quarterly tax forms. 

o Verify that they are current. 



o Verify that the amounts paid to employees match approved amounts (keep in mind they won’t 

be exact due to the Christmas gift amounts, unpaid leave, etc.). 

 
 Review Policy Compliance 

 Ask for an explanation of the different types of accounts and how they comply with church policy 

for accounts and investments. 

 Verify authorized signers on the accounts. 

 Review storage practices for sensitive records (where current donation check copies are stored; 

where past records are stored; where and how electronic data files are stored and protected). 

o Verbally verify that the database contains no sensitive personal information, such as SSN or 

drivers license numbers. 

o Verify storage and security of background check records. 

 Verify that financial policies listed in the EBC Policy Manual under the Missions and Treasury 

sections have been followed throughout the year. 

 
 Review Treasury Integrity 

 In the event that there are suspicious transactions or there is suspicious timing of events, the 

Review Committee may, in consultation with the Board Chairman, seek professional assistance to 

verify the integrity of the records and procedures. 

 Verify that in the event that the Treasurer (or assistants?) experiences personal financial hardship 

or significant personal financial loss, they have fulfilled their duty to immediately notify the 

Chairman of the Church Board. 

 If, in the opinion of the Review Committee, there are suspicious transactions that appear to 

originate or be controlled by the Treasurer (or assistants), the committee should recommend to 

the Church Board that the Treasurer’s (or assistants)  personal financial records be reviewed by 

an independent third party (accountant or CPA). Due to the sensitive nature of this request, 

details of the investigation by the third party would be communicated only with the Chairman of 

the Church Board. The Chairman of the Church Board would communicate details with the rest of 

the Board, the Review Committee and the congregation within scriptural guidelines and within 

the guidelines of Emmanuel Bible Church’s Policy Manual. 

Please note that Review Committee members will be exposed to extremely sensitive information during 
this process and are subject to the same confidentiality requirements and expectations as the Treasury 
staff. 
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EBC Job Description 
Library Committee 
 

Primary Purpose:   

The Library Committee is to provide proper care of the church library, regulating the lending of 
books and other library resources.   

General Duties: 

1) To staffing the library during its open hours. 
2) To maintain records of books loaned and file returned books. 
3) To manage the Library line item of the budget for purchase of books, etc. 
4) To promoting the use of Christian literature and Bible study tools.   
5) To submit a short article to the Edge to promote a book. 

 
 

Accountability: 
The Library Committee is responsible to the Church Board. 

 
 
 
General Qualifications: 

 Godly character with discernment. 
 Knowledgeable of book classifications and filing procedures. 
 Must enjoy reading. 
 Must be friendly and patient, relating well to all ages. 
 Typing/record keeping ability. 

 
Organizational Details 

The Committee shall elect its chairperson annually. 
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EBC Job Description 
Missions Committee 
 

Primary Purpose:   

The Missions Committee shall have charge of the missionary ministry of the Church, leading the 
Church in missions involvement, recommending missionary personnel for church support, and 
preparing the Annual Missions Budget for member consideration and vote. 

 

 

General Duties: 

1) To recommend missionary personnel for church support 
2) To prepare the Annual Missions Budget for member consideration and vote. 
3) To maintain mission information before congregation (bulletin boards, Edge articles, etc.) 
4) To maintain contact with missionaries to bring current needs and prayer requests to the 

congregation 
5) To coordinate missionary visits (incl. hospitality) with other church entities 
6) To prepare monthly prayer bulletin 
7) To pray for the missionaries and mission organizations of EBC 

 
 
 
 

Accountability: 
The Missions Committee is accountable to the Church Board. 

 
 
 
General Qualifications: 

 Godly character 
 A prayer warrior 

 An interest in/knowledge of missions 
 Flexibility for last minute calls for meetings 
 Some writing skills a plus 

 
 

Organizational Details 
 The Missions Committee shall elect its chairman and secretary annually. 
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      Expansive Ministry Fund 
       Application 

             Emmanuel Bible Church 
 

Name(s):___________________________________ Date of Application:________________ 

 Years at EBC:_____________________________________________________________  

 Giftedness appropriate to meeting the need:____________________________________ 

 Who at EBC will confirm your giftedness:_______________________________________  

 Ministry activity (proven track record) at EBC:___________________________________ 

________________________________________________________________________ 

 Ministry in which you will be serving, including a contact person’s information: 

________________________________________________________________________ 

 Training appropriate for meeting the need:_____________________________________ 

________________________________________________________________________ 

 EBC ministry or congregational member who encouraged you to pursue this opportunity: 

________________________________________________________________________ 

 Goal(s) for the trip:________________________________________________________ 

________________________________________________________________________ 

 Personal commitment to meet this need:_______________________________________ 

 Dates of the planned ministry:________________________________________________ 

 Desired routing of funds:____________________________________________________ 

 Date funds are needed:_____________________________________________________ 

 Please attach an itemized budget for the trip.   

3.10.2.4.1 



EBC Job Description 
Music Committee 
 

Primary Purpose:   

The Music Committee is responsible for scheduling musicians to serve at all public services of the 
church congregation. 

 

General Duties: 

1) To meet quarterly to work out music/worship schedules. 
2) To enforce copyright license. 
3) To decide on music purchase/oversees use of Music line item of budget. 
4) To make recommendations to Trustee Board/Church Board regarding instrument maintenance, 

etc. 
 
 

Accountability: 
The Music Committee is accountable to the Church Board. 

 
 
General Qualifications: 

 Godly character. 
 Love for/knowledge of music. 
 Be able to work well with others and be respectful of a wide spectrum of music. 
 Have spiritual maturity in discerning appropriate music for different settings. 

 
Organizational Details 

The Music Committee shall elect its chairperson and secretary annually. 
 

 
 
Note: for fuller description see 3.11.2 Appendix 
 
 
 
 
 
 
 
 
 
 
 
 
3.11.1 



Emmanuel Bible Church Music Ministry 

Job Description—Music/Worship Participant  
 

Purpose 

Through our music we are attempting to encounter the Triune God in a manner in which he is truthfully and 

clearly revealed, worthily praised, and wholeheartedly adored.  Our desire is to stimulate worshipers to humbly 

prostrate their souls before God, absorbed in a wondering and fearful contemplation of His character and 

personality.  The music will lead us to celebrate his blessings and inspire us to anticipate the day in which we 

will join the heavenly company of angels and saints where we shall worship Him forever and ever. 

 

Philosophy 
1) We will be careful to ensure that our music is in accordance with sound doctrine. 

2) We will make every attempt to direct our focus upon and call attention to our Triune God.   

3) We will choose music which fortifies the message of the lyrics. 

4) We will seek to implement a variety of styles in order to reach a wider spectrum of individual preferences. 

5) We will commit ourselves to be excellent in every endeavor. 

 

Agreeing with the above statements of purpose and philosophy for music and worship, I understand that my duties 

and responsibilities include the following: 

 

1) Believing that I am called by God and equipped with divine skill, I am to realize my responsibility to know 

God well and to be anointed (controlled, filled) by the Holy Spirit. 

2) To realize I am a participant in leading people into the presence of God.  This is a privilege, not a duty, and I 

will come to it joyfully, realizing that this is a sacred task.  

3) Come to each worship service in a prepared, unhurried manner with an attitude of prayerfulness and a heart 

readied for worship.   

4) Dress in a manner that is commersurate with the sacredness of the task.   

5) Commit to being available during the week as needed to assist with planning, preparing, and practicing in 

preparation for the Sunday services with a view toward being well-prepared through adequate practice and 

rehearsal.   

6) Communicate to the Music Committee any suggestions or concerns I may have regarding my participation in 

worship.   

7) Be aware of copyright issues and responsibilities as materials are prepared for use in our services. 

 

Note for worship planners: 

When asking other person(s) to assist in leading worship on your team, it is imperative that: 

 Each member of the worship team must be “walking in the light.”  That is, he/she must have a consistent 

testimony of godliness and holiness.  This does not mean perfection. 

 Each member of the team must have gifts which correspond to leading worship.  If not, it is a distraction to 

the congregation being led to worship.   

 Each member of the team must have adequate musical ability (e.g. able to sing on key). 
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Emmanuel Bible Church Music Ministry 

Job Description—Music Committee Member  
 

Purpose 

Through our music we are attempting to encounter the Triune God in a manner in which he is truthfully and 

clearly revealed, worthily praised, and wholeheartedly adored.  Our desire is to stimulate worshipers to humbly 

prostrate their souls before God, absorbed in a wondering and fearful contemplation of His character and 

personality.  The music will lead us to celebrate his blessings and inspire us to anticipate the day in which we 

will join the heavenly company of angels and saints where we shall worship Him forever and ever.    

 

Philosophy 
1) We will be careful to ensure that our music is in accordance with sound doctrine. 

2) We will make every attempt to direct our focus upon and call attention to our Triune God.   

3) We will choose music which fortifies the message of the lyrics. 

4) We will seek to implement a variety of styles in order to reach a wider spectrum of individual preferences. 

5) We will commit ourselves to be excellent in every endeavor. 

 

Agreeing with the above statement of purpose and philosophy for music and worship, I understand that my duties 

and responsibilities include the following: 

 

1) Support the music/worship ministry and all those involved with prayer, interest, and enthusiasm.   

2) Be available to meet at least once a quarter with the Music Committee to plan and schedule music for all 

public worship services.  Be available to serve as chairperson and/or secretary in turn and to assist with any 

projects of the committee as needed. 

3) As a representative of the congregation (choir/board), realize my responsibility to maintain ongoing 

communication with individuals regarding what helps them to worship and how they might like to be 

involved.   

4) Realize my responsibility to be an encourager, to express appreciation to those who share in the ministry of 

music/worship, and help them to develop their skills and talents to their fullest potential.  

5) As chairperson, be available to prepare agendas as appropriate, convene meetings, and facilitate discussions.   

6) As secretary, prepare minutes of all meetings for publication to the committee and to the Church Board.  Be 

available to prepare a year-end report on the worship and musical activities of the church to be included 

with the reports that are compiled for the congregational annual meeting.   

7) As a member of committee, assist with monitoring and managing the music budget and contribute any 

needed suggestions when the annual budget is being prepared.   

8) Arrange, in conjunction with the Pastor, special music groups and events which correspond to the statement 

of purpose and philosophy.   

9) Be aware of copyright issues and responsibilities as materials are prepared for use in our services. 
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EBC Job Description 
Nominating Committee 

Primary Purpose: 
The purpose of the yearly elected Nominating Committee is to select nominees for church officers to 
be elected at the next Annual Church Business Meeting.   

 
General  Duties and Procedures: 

1) The outgoing chairperson from the previous year shall call a meeting immediately following the 
annual meeting for the purpose of electing a chairperson to serve until the next annual meeting.  
The outgoing chairperson will go over details of processes and answer any questions incoming 
committee members may have.    

2) The Committee shall begin meeting in the month of July for orientation and prayer. 
3) The Nominating Committee shall begin meeting in the month of September for the purpose of 

selecting nominees.  Positions on the committees that need replacing can be found in the Who’s 
Who.  

4) It shall consult with the various committees, boards, councils, Church and Elder Board Chairman 
and office staff to determine the composition of the various organizational entities for the coming 
year.   

5) The Nominating Committee shall give prayerful consideration to individuals as candidates for the 
various organizational offices. 

6) It shall contact the selected individuals to determine elegibility and willingness to serve.  (The 
staff pastor will contact the candidates for Elder Board and Deacon Council). 

7) It shall prepare a ballot for use at the annual meeting with space for nominations from the floor.  
This ballot shall be submitted to the Church Secretary and Moderator for their review at least four 
weeks prior to the annual meeting. 
 

Accountabilty: 
The Nominating Committee is responsible to the EBC membership and reports to the congregational 
at the annual meeting through presentation of the ballot or orally. 

 
General Qualifications: 

 Godly character/full of the Spirit. 
 A prayerful, discerning spirit. 
 Ability to maintain confidentiality. 
 Good knowledge of EBC organizational structure and EBC officer functions. 
 Alertness to the needs of EBC. 

 Widely acquainted with the membership of the church. 
 Diversity within the Nominating Committee is desirable. 

 
Organizational Details 

The Nominating Committee shall elect its chairperson annually. 
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EBC Job Description 
Sexton 
 

Primary Purpose:   

The Sexton shall be responsible to arrange for opening and closing graves at the church cemetery.   

 

 

General Duties: 

5) To communicate with funeral home and with grave diggers as needed. 
6) To sell cemetery plots as needed. 
7) To maintain a church cemetery map and records.  
 

 
 
 

Accountability: 
The Sexton is responsible to the Church Board. 

 
 
 
General Qualifications: 

 Godly character. 

 Able to communicate well in a gentle, understanding manner. 
 
 
 
Assistant’s Duties 

The Assistant Sexton shall assist the Sexton in all his duties. 
 
 

Organizational Details 
The person with the highest number of votes shall serve as Sexton. 
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Emmanuel Bible Church 
Special Events Coordinator Job Description 

(Funeral | Wedding | Other Use) 
 
Primary Purpose: 
The Church Use Coordinator’s function is to orient parties wishing to use the church facilities and be present 
during use.  The Wedding/Funeral Coordinator’s function is the same as above and to help the bride/groom or 
grieving family implement their plans and desires as long as they do not cross church guidelines.   

 
 
General Duties/Guidelines: 

 
 

1. Procedure for approving and arranging for use of the facility 

a. The User Party contacts the church office. 

b. Church office gives Church Use Request form or Wedding Application form to User Party.  

c. Church office checks calendar for conflict in dates.  If there is no conflict and the office 

manager and/or executive pastor approves the request, the office gives a copy of the 

Church Use Request form or Wedding Application form to the Coordinator and User Party, 

upon approval.  

 
2. Coordinator Responsible for: 

a. Property 

i. For Members/Regular Attendees use, the Coordinator will open up and be on hand 

for the beginning of the facility use period.  Time of leaving during an event to be 

at the judgment of the Coordinator (if the User Party proves responsible and able to 

clean up/lock up). 

ii. For Non-Members, the Coordinator must be present at all times. 

iii. The whole EBC facility (including south building if necessary & only for 

Members/Regular Attendees), may be used, except for the church office.  ALL 

perfumes/hairsprays MUST be used in the bathrooms ONLY. 

iv. All items in the kitchen and wedding/funeral storage room may be used, along with 

the tablecloths in the women’s lounge; all women’s ministry marked items should 

be asked about ahead of time.  

v. All functions should be concluded and the buildings vacated by 9:00 PM on Friday 

and 8:00 PM on Saturday (contact the office staff if other arrangements need to be 

made). User Party to have fulfilled all facility use at that time.  
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b. Church Office 

i. Inform the office staff of rooms that will be used for the event. 

ii. Inform the office staff of all times the facility will be in use for decorating or any 

other days/times needed.   

iii.  

c. Kitchen Use 

i. Food Handler’s License: Any group events requiring kitchen use shall have at least 

one person with a Food Handler’s License present (contact the church office for any 

exceptions). 

ii. Kitchen Use Report: Fill out a Kitchen Use Report, located in the kitchen, and return 

it to the Culinary Coordinator Slot.  

d. User Party 

i. Contact the user party 2 months prior to the event (the user party is to contact you, 

the coordinator, if they wish to make arrangements before 2 months to their 

event). 

ii. Find sound technician and then inform the user party.  

iii. Coordinate schedules with the janitor and inform the user party if necessary. 

(confirm or remind sound technician and janitor if necessary) 
iv. Collect gratuities from the user party 2 weeks before the event for: 

1. Sound technician 

2. Janitor 

3. Church Use Coordinator 

4. Other applicable gratuities 

v. Open and closing the facility (may give key to responsible party if needed and only 

if they are members or regular attendees). 

vi. Orienting and locating available items for user party use. 

vii. Assisting with maintenance issues, should they arise.  

 
 

3. Other Necessary Information 

a. Sound equipment uses CD-R / DVD-R. 

b. Equipment does not support Apple products well – MUST check with the sound technician 

and should be tried before the event. 

c. Slideshows should be in DVD-R standard format or powerpoint (IBM compatible files that 

are backwards compatible with version 2007). 

d. Powerpoints used on the sanctuary computer do not have access to sound. 
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1. Gratuities 

a. Church Use Coordinator = $100.00 

b. Janitor = $75.00 

c. Sound Technician = $75.00 

i. Steve Finch 

ii. Ken Fuls 

iii. Russ Roth 

d. Organist/Pianist (supplied by Church Use Coordinator) = $50.00 

e. Powerpoint Operators = $30.00 

i. Shirley Duerksen 

ii. Tyson Dettwyler 

iii. Janae Propeck 

iv. Jerry Steffen 

v. Mindy Walz 

vi. Zach English 

f. Video Technicians = $30.00 

i. (any sound technicians, but they shouldn’t do both @ the same time) 

ii. Gill Gillaspie 

iii. Chris Propeck 
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EBC Job Description 
Treasurer 
 

Primary Purpose:   

The Church Treasurer shall receive, hold, and disburse all funds of the church and shall keep a 
record of all transactions. 

 

 

General Duties: 

8) To supervise the counting of church offerings. 
9) To give regular accounting of church funds at bi-monthly board meetings and at the annual 

meeting. 
10) To ensure that disbursals are done only under proper authorization and with proper 

documentation. 
11) To ensure that all funds are handled according to the procedures in the EBC Policy Manual.  
12) To maintain accounting records which satisfy legal accounting standards. 

 
 
 

Accountability: 
The Treasurer is responsible to the Church Board. 

 
 
 
General Qualifications: 

 Godly character 
 Ability to hold information in confidence 

 Absolutely trustworthy, responsible, and faithful 
 Good communicator of financial detail 
 Organized and business oriented 
 Willing to devote a tremendous amount of time to the job 

 
 
Assistant’s Duties 

The Assistant Treasurer shall act in the absence of the Treasurer or at his request.  
 

Organizational Details 
The person with the highest number of votes shall serve as Treasurer. 
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       Funds Disbursement Request Form 

 

 
Please fill out the form completely and attach a copy of the supporting section of your 
committee minutes behind the form. If you are emailing the form, please include the 
minutes as a separate attachment. 
 
Requesting entity:_______________________________________________________ 
 

If other:_______________________________________________________________ 
 

Account disbursement charged against:______________________________________ 
 

Pay to the order of:______________________________________________________ 
 

Address:_______________________________________________________________ 
 

City, State Zip:__________________________________________________________ 
 

Country (if not US):______________________________________________________ 
 

Account number:________________________________________________________ 
 

Include account number on check 
Include account number on separate remittance 

 

Amount of disbursement (if full amount of account, state FULL):__________________ 
 

Timing of disbursement: 
Immediate 
Specific date:______________________________________________________ 
When account balance reaches:_______________________________________ 
When directly instructed by:__________________________________________ 
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PURCHASE ORDER FORM                  Date: ________________ 

 
 
Emmanuel Bible Church      
8512 Sunnyview Rd NE 
Salem Oregon 97305 
 
Phone:  503-364-6179 
Fax:      503-365-8471 
Email:   office@ebcsalem.com 
 
COMPANY:  _____________________________________________________ 

Authorized Signature:  _____________________________________________________ 
 
 

 
         
 
 
 
 
3.17.2.9.A 

Item Number Description Quantity 
Unit 
Price 

Total 

     

     

     

     

     

     

     

     

     

     

     

     

     

TOTAL:   

 
 



Note: Please attach original 
receipts and/or proof of 
expenditure for each item 
listed above.  Attach items 
behind this page. 

 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
3.17.2.9.B

Date Department Charged Description Total 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        
Totals   

Emmanuel Bible Church 
8512 Sunnyview Rd. N.E. 
Salem, Oregon  97305-
9548 

  

Name of Person Submitting Request:  

Date Submitted:  

Reason for Expenditure:  

OFFICE USE 
 
Date Paid 
 
Check Number 

SIGNATURE 
 
Name                                                                                              Date 
 
 

AUTHORIZATION SIGNATURE: 

 
Name                                                                                              Date 



EBC Job Description 
Trustee Board 
 

Primary Purpose: 

To maintain the church’s physical properties as an asset entrusted to their care.   

 

 

General Duties: 

1) To take charge of all church property and care for the maintenance of said property, including 
the cemetery. 

2) To supervise those providing janitorial services. 
3) To supervise “work days” as needed. 
4) To oversee the use and maintenance of EBC vehicles and equipment. 
5) To bring maintenance and improvement recommendations to the Annual Church Business 

Meeting for inclusion in the annual budget. 
 
 

 

Accountability: 
The Trustee Board is responsible to the Church Board and gives bi-monthly reports to it. 

 
 
General Qualifications: 
 

 Godly character. 

 A servant’s heart with an understanding tolerance for ministry wear and tear on property. 
 General maintenance ability. 
 Organization and neatness. 
 Knowledge of budget and cost control. 
 Since the trustee may need 50-75 hours of availability (100-150 if chairperson), it is 

recommended that at least two trustees be locally employed, self employed, or retired to be able 
to devote time on a fairly regular basis to the work. 

 
Organizational Details 

The Trustee Board shall elect it’s chairman annually. 
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EBC Job Description 
Ushers 

 

Primary Purpose:   

The Ushers shall minister to the comfort of the worshippers at all services.     

 

 

General Duties: 

1) To provide for the needs of people entering the services of the church (finding seats, passing out 
bulletins, helping to locate people, etc.). 

2) To provide assistance as needed during and after the services. 
3) To receive the morning offerings.  Only head ushers and those approved by the treasurer shall be 

present during the counting of the offerings of the Sunday morning services.  All others present 
during the counting of offerings shall be approved by the Church Treasurer. 

4) To appoint others in the body to serve as ushers as needed. 
5) To patrol the grounds during services to provide security in the halls and parking areas. 

[Alternates Excluded] 
6) Be willing to carry a nursery pager in case any needs arise. 
7) Lock up EBC facilities after all services on your assigned Sunday’s (2 consecutive Sunday’s, 

usually once a year). [Alternates Excluded] 
8) Begins yearly schedule the February after Annual Meeting and goes through January of the 

following year.  
 
 

Accountability: 
The Usher Committee is responsible to the Church Board. 

 
 
General Qualifications: 

 Godly character. 
 A servant’s heart toward the body of Christ. 

 Faithfulness. 
 Friendliness/interest in others which is conveyed naturally. 

 
 
Organizational Details 

 The Usher Committee consists of 4 members (2 for 1st Service, 2 for 2nd Service). 
 The Usher Committee will elect its chairman annually and will appoint others in the church to 

serve with them as needed. 
 

 

3.19.1 



4.2 Philosophy of Ministry to Children 
 
EMMANUEL BIBLE CHURCH  
PHILOSOPHY OF MINISTRY TO CHILDREN  

 
 

Our EBC philosophy of ministry to children defines the compelling values and motives we hold and the 
effect those have on how we minister to children.  As a church, our values and motives are to be 
informed, indeed they are to be determined, by God’s revelation, the Scriptures.  Cultural considerations 
hold only secondary status as they inform our values and motives; they are not determinate.  At 
Emmanuel, we hold Scripture to be supra-cultural. 
 
Three areas of Biblical inquiry drive EBC’s Philosophy of Ministry to Children: 

 
AUTHORITY 

Because we serve under the authority of the Great Shepherd, we acknowledge that parents, not the 
church, comprise the primary God ordained authority structure over their own children (Exodus 
20:12; Eph 6:1-3; Col 3:20; Prov. 6:20; 23:22).  Though all God’s commands to submit to authority 
apply equally to children and adults, note that the commands specific to children for obedience are 
always linked to their parents, not to others in authority.  Therefore we believe that all children’s 
ministry should be vitally supportive and complementary to parental influence and that children’s 
ministry is incomplete apart from the church equipping the parents for godly parenting.  Children’s 
ministry as a stand alone ministry is not only incomplete but is antithetic to the Scriptural model.  
Therefore EBC parents, along with the church’s spiritual leadership, will have controlling input into 
EBC’s ministries for children.  God’s intention is that EBC ministry to children would be shaped by His 
heart’s desire that the hearts of fathers would be turned to their children and that the hearts of the 
children would be turned to their fathers (Mal 4:6). 
 
 

TEACHING AND APPLICATION 
All teaching at EBC must be Cristocentric.  All God’s revelation, even Old Testament stories, point to 
Christ.  Effective teaching will always show relationship to Christ as applicable in the child’s life.  A 
child is not capable of understanding complex theological constructs but is eminently qualified and is 
capable of plumbing the depths of simple faith in Christ.  Age appropriate teaching does not have to 
be shallow and teaching must proceed from Bible stories to age appropriate application.  Since 
children are susceptible to false teaching just as are adults, care needs to be given to teach doctrine 
as revealed without inadvertently adulterating it to promote a change in behavior.   
 
 
 
 
 
 
 
 
4.2 



WALKING IN FELLOWSHIP IN THE LIGHT 
Godliness is not specific to age.  All God’s commands, His standard, and His provision equally apply 
to children and adults.  The children’s ministry leader’s expectations should match God’s reality.  
Apart from actively engaging their role in the Body of Christ, even children will be stunted in their 
growth.  Children need to appropriate Christ’s view of His Body, the Church, and how they fit in to 
the body.  They need opportunity to encounter Christ in other members and to delight in Christ’s life 
in themselves. Children need nurturing as they grow in the body, and as they earn trust, they should 
be given increased opportunity and responsibility.  They need to understand the function of spiritual 
leadership in the church and how they personally relate to church leadership.   

 
       Adopted by Elder Board 10/10 /07 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
4.2 (Cont’d) 



4.3  Emmanuel Bible Church Youth Ministries 
Release Form 2008-2009 
Parents (or guardians):  Please complete this form with the most accurate information possible.  Because medical and 

insurance information changes, this form will be VALID FOR THIS EVENT ONLY. Thank you. 
 

Student’s name ______________________________________________________________________________ 
          Last     First    Middle Initial  

Birth date_________________ Age___________ Sex ___________ Grade__________ 
 

Name of parent/guardian_______________________________________________________________________ 
    Last   First    Middle Initial 

 

Address______________________________________________________________________ 
                           Number and Street                                                  City                                   State  Zip   

Phone Numbers – HOME:  __________________________ WORK:  __________________ 

If the person named above is not available in the event of an emergency, notify … 

 
Name________________________________________________________________________________________ 
      Last        First            Middle Initial 

Address______________________________________________________________________________________ 
       Number and Street                                                    City                               State               Zip 

 

Phone Numbers – HOME:  ________________________________ WORK: _____________________________ 

 
 

 

Name of Physician______________________________________________   _____________________________ 
                                    Last           First   Phone Number 

Address______________________________________________________________________________________ 

                         Number and Street                                                         City                                        State        Zip 

 

Medical Insurance Company____________________________________________________________________ 

 

Policy Number_________________________________ I. D.  Number______________________________ 

 

Address_____________________________________________________________________________________  

                         Number and Street                                                         City                                        State        Zip 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

History:  Check all items that apply, past or present, to your health history.  Explain any “yes” answers. 
 Allergies:  Is the student allergic to any food, medicines, insects, plants, etc. that you know 

of?    Yes  No                         

Explain all yes answers:  

 
 General info: Yes No  Yes No   Yes No 

Asthma         Diabetes        ADD/ADHD   

Cancer/leukemia       Seizures   Speech/Lang/Hearing   

Heart trouble     Hemophilia      Kidney disease   

Hypertension    

Explain any “yes” answers: … 

 
 Date of last tetanus immunization__________________________ 

 On a separate piece of paper, please list any medications to be taken and explain times of 

administering (including over-the-counter medications taken regularly).  Staple this paper to this 

document.   

 

 



 

INDEMNITY & MEDICAL CONTRACT: 
 

I will not hold or attempt to hold Emmanuel Bible Church liable for any loss, damage or injury to person or property caused by any act or 

neglect of other persons on or about the disclosed location, or caused in any manner other than the willful or negligent act of Emmanuel 

Bible Church, its employees and agents, and will indemnify and hold Emmanuel Bible Church harmless from any liability for damages or 

claims against Emmanuel Bible Church arising out of or in any way related to any such loss, damage or injury. 
 

I release Emmanuel Bible Church, including its employees and agents, from my students physical injury, including death, or illness while 

attending this function.  I will assume the risk associated therewith, whether known or unknown to me at this time.  This release is also 

intended to include all claims of my family, estate, heirs, personal representatives or assigns. 
 

We (I) authorize an adult, in whose care the minor has been entrusted, to consent to any X-ray examination, anesthetic, medical, surgical 

or dental diagnosis or treatment, and hospital care, to be rendered to the minor under the general or special supervision and on the advice 

of any physician or dentist licensed under the provisions of the Medical Practice Act on the medical staff of a licensed hospital, whether 

such diagnosis or treatment is rendered at the office of said physician or at said hospital.  The undersigned shall be liable and agree(s) to 

pay all costs and expenses incurred in connection with such medical and dental services rendered to the aforementioned child pursuant to 

this authorization.  Should it be necessary for our (my) child to return home due to medical reasons or otherwise, the undersigned shall 

assume all transportation costs.   
 

The undersigned does also hereby give permission for our (my) child to ride in any vehicle designated by the adult in whose care the 

minor has been entrusted while attending and participating in activities sponsored by Emmanuel Bible Church. 
 

I verify that my child is in good health and is capable of participating in strenuous activities, and when necessary, will tailor his/her 

activities to those within the bounds of his/her physical health.  I recognize that my medical insurance company will pay for any medical 

treatment that is provided to my child while attending an Emmanuel Bible Church function. 
 

Parent/Legal Guardian ____________________________________________ Date________________________ 
 

Print Name__________________________________________ 

                                                                                                                                 

MEDIA RELEASE: 

 

Occasionally, photos and video footage is taken during Student Ministry events and used for promotional material.  I authorize Emmanuel 

Bible Church to use photos or video taken of your student for use in brochures, articles, websites and/or videos.  At no time will event 

photos or video footage be used by unrelated organizations. 

 

I grant permission for Emmanuel Bible Church to use photos and videos of _________________________________     

for promotional materials.                        Print Name of Student 

 

___ Yes 

 

___ No 

 

Signature of student __________________________________________________________ date ____________ 

If student is under 18, 
Signature of parent/legal Guardian______________________________________________ date ____________ 

 

                                                                                                                                

 

 

 

 

 

4.3 (Con’t) 

 



5.1 General Church Facilities Use Policies 

Emmanuel Bible Church 

 

Reserving Facilities:   

Church members and attendees have priority status in reserving church facilities up to six months 
before an event is to occur.   The non-regular attendee (as determined by church staff) can get on 
waiting list before that time but must wait for confirmation of his/her use of the facility six months 
before using it. 

 

Eligibility Categories for Church Use:   

 Members and regular attendees and their children – These may use the church facilities for large 
function events at no cost other than gratuities ($75 each) for sound technician, church use 
coordinator and janitor; ($30 each) for powerpoint operator and video technician. 

 Families of the church may use the facilities for small function, birthday parties, etc. at no fee or 
gratuity.  They must make application and designate an event coordinator to be approved by the 
EBC Office Manager.   

 People with no connection to the church – May use the church sanctuary only, at current rate of 
$300 plus gratuities ($100 for Coordinator, $75 for sound technician and janitor, $30 for 
powerpoint operator and video technician).  The user party must have a church-approved Event 
Coordinator. 

Wedding Policy:  

Those who are not regular attendees as determined by the staff can only book weddings within six 
months of the event.  The fee for these weddings will be $1050.  

Procedures: 

 Facilities Use Approval:  The Executive Pastor or Office Manager are authorized to approve or 
disapprove, in their own discretion, all requests for use of church facilities in compliance with all 
applicable policies and to approve any forms required to do so. 

 Church Use Forms:  Parties wishing to use facilities are to contact the church office manager for 
a Church Use Request Form.  If there is no conflict in dates and approval is given for the facility 
use, the form will be returned to the Event Coordinator. 

 Kitchen Use: 

1.  Food Handler’s License: Any group events requiring kitchen use shall have at least one 
person with a Food Handler’s License present. 

2. Kitchen Use Report: Fill out a Kitchen Use Report, located in the kitchen, and return it to the 
Culinary Coordinator Slot. 

 
 
5.1 



EBC PROPERTY CHECKOUT SHEET 

December-10 
DATE OF SIGN OUT NAME EQUIPMENT TAKEN DATE OF RETURN 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

EBC Property Checkout Form 
Version 06-23-08 

  
Policy Manual 5.1.5.2.1.3 
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5.1.3          Wedding Application Form 
Members/Regular Attendees 

Church Use Guidelines and Policies 
(Revised 11-07-12) 

 
Believing that marriage is ordained by God and is symbolic of the union of Christ and the Church, His Bride, we at 
Emmanuel Bible Church are willing to be of service to those interested in using the church facilities.  We have 
written the following guidelines and policies to inform you of our policies for the use of our church facilities for 
weddings.  Reservations for any use of our church facilities are made on a “first come--first served” basis.  If, 
after reading this document, you qualify to use the church facilities and agree to abide by these guidelines, you 
must fill out the church use request form, and return it to the church office.  After the request has been 
reviewed, you will be notified of the confirmation along with the name of the church use coordinator.   
 
1.  The couple must be “equally yoked”.  The Scriptures clearly state that a believer should not be united with an 
unbeliever in marriage (2 Corinthians 6:14).  Therefore, the use of the Church Sanctuary for a public wedding will 
not be granted when one party has a clear testimony of personal redeeming faith in Jesus Christ and the other 
does not. 
 
2.  Church use will not be permitted for those couples which have cohabited together prior to marriage.  
Recognizing that formal marriage in such circumstances is desirable, such couples may be married in a private 
ceremony by a Pastor at his discretion.  The final decision rests with the Church Elder Board. 
 
3.  For couples where one or both has been divorced the circumstances will be considered in light of Scriptural 
standards in a meeting with the pastor.  The final approval must be given by the Church Elder Board. 
 
4.  All couples seeking to be married at Emmanuel Bible Church are required to participate in pre-marital 
counseling with a member of the pastoral staff of EBC or another minister chosen by the couple to preside at the 
wedding.  Arrangements for pre-marital counseling must be made by the couple. 
 
5.  The couple will be responsible to secure their marriage license from the Marion County Clerk’s office at Room 
110, 100 High Street N.E., Salem, Oregon.  The following website will give you more information regarding your 
license: http://www.co.marion.or.us/CO/records/marriage.htm.    
Two witnesses must be present for the ceremony and sign the wedding certificate.  The valid license is to be 
presented to the officiating minister at the time of the wedding rehearsal. 
 
6.  Arrangements must be made with the Church Use Coordinator a minimum of two months prior to the 
wedding.  This person is responsible for securing a sound technician, and janitor, unlocking and 
locking the facilities, providing information and direction for facility use, assisting with 
maintenance issues should they arise, and assuring all gratuities to the janitor, sound technician, 
coordinator and other optional gratuities that apply, are paid two weeks prior to the wedding. 
 
7.  The church sound and projection system* may be used for the wedding, but it must be operated by one of 
the church’s sound technicians. 
 
8.  Arrangements, by the church use coordinator, must be made for the church janitor to supervise cleaning the 
facility after rehearsals and weddings.  The throwing of rice, bird seed, or confetti on church property is 
prohibited.  All decorations must be removed by the wedding party, and tables and chairs and other furniture 
returned to the condition in which it was before the wedding. 

5.1.3       
 

http://www.co.marion.or.us/CO/records/marriage.htm


9.  The use of alcohol or tobacco will not be permitted on the church premises at any time. 
 
10.  Dancing is not permitted. 
 
11.  Any damages incurred or any items lost or stolen during the use of the church facilities are the responsibility 
of the persons using the services or facilities.  Complete replacement costs are to be repaid to the church. 
 
12.  Marion County Fire Regulations prohibit the use of candles or other forms of open flame, except in fixed 
holders located away from occupants using the area.  Candelabras shall be high enough that clothing cannot 
come in contact with the flames.  Hand-held candles are specifically prohibited. 
 
13.  The wedding ceremony and/or reception must conclude by 9:00 pm on Friday and 8:00 pm on Saturday in 
order to allow time for the janitor to clean the facility. 
 
14.  The following fees are subject to change at the discretion of the church leadership. 
 

 Fees for Members and Regular Attendees 
 Church Use Coordinator (2 weeks before wedding directly to coordinator)  $100  
 Sound Technician (2 weeks before wedding directly to technician)   $75  
 Janitor (2 weeks before wedding directly to janitor)     $75  
 EBC Church Use Total:       $250.00 
 

 Optional Gratuities  
 *Organist/pianist supplied by church through church use coordinator $50 
 *Powerpoint operator supplied by church through church use coordinator $30 
 *Video operator supplied by church through church use coordinator $30 
 
 *Friend of wedding party may operate with no charge, if the EBC sound technician is present & gives operating     

 directions. 

 Payments must be made directly to the person filling these duties, if provided through church use coordinator.  
            
            
 
 
 
 
 
 
 
 

 

 
 
 
 
 
 
 
 
5.1.3 (Con’t) 

 
 

 



5.1.3 (con’t) 

General Wedding Use Information 
 

 

 Fee Policy     
The fees are due no later than two weeks prior to the wedding.  Gratuity fees include the janitor, the 

sound technician and church use coordinator (and any applicable Optional Gratuities).    
 
 

 Facility Facts  
The Sanctuary seats 325- 350 people.  There are 36 pews (18 on each side).  The center isle is 75ft. long 

from the modesty panel on the platform to the entrance doors.  A piano, organ, and a sound system 
equipped for CD-R/DVD-R is available for your use.  Contact your church use coordinator for availability of 
tables for gifts, guest book, etc.  All candles used must be non-drip. 

 
 

 Dressing Rooms  
Brides may dress in the lounge off of the women’s restroom.  There is a full-length mirror in the lounge as 

well as the normal counter mirrors. Attendants will dress in nursery rooms, down the hall, which contain a 
lavatory.  The Groom/groomsmen will use rooms at the front of the church where a lavatory is available. 

 
 

 Times  
 Two hours may be scheduled for rehearsal dinner/ceremony at a date prior to the wedding.  The day 
before the wedding may be reserved to decorate, but must be approved by the EBC Office Manager via the 
Church Use Coordinator. 
 Four to five hours are scheduled on the wedding day for last minute decoration, dressing, photos, 
ceremony, reception, (if at EBC), and clean up.  Any exceptions to these times must be cleared by the Church 
Use Coordinator, who will inform and clear it with the EBC Office Manager. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 5.1.3 (Con’t) 
 
 

 



5.1.3 (con’t) 

 
 
 

        

 
 
 

Bride: _______________________________________________________________ 
             First                                                                Last 
 

Address: _____________________________________________________________________ 
                  Street                                             City                                    State                                       Zip 

 
Phone:_____________________        
                 
                                                                                                                      

Groom: _____________________________________________________________ 

 
Address: _____________________________________________________________________ 
                  Street                                             City                                    State                                       Zip 

 
Phone:_____________________        
                 

   
Place of Employment: _______________________________________   ________________                                                                                                                                      
Phone Number 

 Pastor who will perform ceremony: 
____________________________________________________________ 

 
 We have read the Church Use Guidelines/Policies for Emmanuel Bible Church that was provided with 

this application and (a) affirm that we conform to its requirements, and (b) agree to comply with all its 
provisions. 

 

Signatures: ________________________________________________________________ 
                     Bride/Date                                                                  Groom/Date 
 

 Church Use Only 

 
 
 
 
 
 
 
 
 
 

Return this form to the EBC Office to officially reserve your requested date for church use. 

Emmanuel Bible Church, 8512 Sunnyview Rd. NE, Salem, OR 97305 | 503-364-6179 

Payments:                                                        

Balance of $250 (janitor, sound technician, coordinator) must be paid on or before (2 weeks prior): ___________ 
Applicable gratuities must be paid at least 2 weeks prior to wedding date:________________________________ 

  
Balance due paid:_____________________________________________________________________________ 

                                                                                                                        Date: 

EBC Staff Approval: ___________________________________________________________________________ 
                                                                                                            Date: 

Wedding Application sheets returned to Church Use Coordinator?  ____ Coordinator:_______________________ 
______________________ 

 

Rehearsal Date: __________ Time: _________ 

 

Wedding Date: ___________ Time: _________ 
Must have approximate times if none are known yet. 

Please print your answers below. 

EBC Wedding Application 
To be returned to the EBC Office. 

5.1.3 (Con’t) 
 
 



5.1.3 (con’t)      
 
 

         

 
 
 

Bride: _______________________________________________________________ 
            First                                                                      Last                                                         
 

Address: _____________________________________________________________________ 
                    Street                                             City                                    State                                       Zip 
 

Phone: ______________________________________________________________________ 
                  Home                                                                 Work                                                  Cell 
 

 Bride’s Parents: ________________________________________________________ 
                                                   First                                                          Last 
 

 Parents Address: _______________________________________________________ 
                                                      Street                                                     City                         State                    Zip 

 Parents Phone: _________________________________________________________ 
                                     Home                                                          Other 
 

 Parents Attending Wedding:_____________________________________________ 
 

Groom: _____________________________________________________________ 
              First                                                                      Last                                                         
 

Address: _____________________________________________________________________ 
                    Street                                             City                                    State                                       Zip 
 

Phone: ______________________________________________________________________ 
                  Home                                                                 Work                                                  Cell 
 

 Groom’s Parents: ______________________________________________________ 
                                                       First                                                          Last 
 

 Parents Address: _______________________________________________________ 
                                                      Street                                                     City                         State                    Zip 

 Parents Phone: _________________________________________________________ 
                                     Home                                                          Other 
 

 Parents Attending Wedding: _____________________________________________ 
 

 Unity Candle Service? ____________________________ 
 

 Approximate Number of Guest:____________________ 
 

 Pastor Who Will Perform Ceremony:______________________________________ 
 

 Church You Attend (if other than EBC):____________________________________ 
 
 

 Bride’s Escort:__________________________________________________      

Rehearsal Date: __________ Time: _________ 

 

Wedding Date: ___________ Time: _________ 
Please have official times of events. Please print your answers below. 

EBC Wedding Application 
Information Form 

To be returned to the EBC Church Use Coordinator. 

5.1.3 (Con’t) 
 
 



 
 Maid/Matron of Honor:___________________________________________ 

 
 Number of Bridesmaids:__________________ 

 
 Flower Girl? ____________________________ 

 
 Ring bearer? ___________________________ 

 
 Best Man:_____________________________________________________ 

 
 Number of Groomsmen:___________________ 

 
 Number of Ushers:_______________________ 

 
 Candle lighters?_________________________  Number:________________ 

 
 Music: 

 
Organ: YES  NO  Organist: _________________ 
 
Piano:  YES  NO  Pianist: ___________________  
 
Recorded Music:  YES  NO  Number: ________ 
 
Instruments:   YES  NO  Number: ________ 
 
Soloist: YES  NO  Name:____________________ 

 
 Florist:_______________________________________________________ 

 
 Photographer:_________________________________________________ 

 
 

 Signature:____________________________________________________ 
                          Bride or Groom/Date 

 
…………………………………………………………………………………………………………………………………………………………………………………………… 
 

 Church Use Coordinator Notes:___________________________________________ 
________________________________________________________________ 
____________________________________________________________________________
____________________________________________________________________________
________________________________________ 
 

Return this form to Church Use Coordinator 2 months prior to the wedding. 

Emmanuel Bible Church, 8512 Sunnyview Rd. NE, Salem, OR 97305 | 503-364-6179 

 
 

5.1.3 (Con’t) 
 
 

 



Wedding Application Form 
Non-Member 

Church Use Guidelines and Policies  
 (Revised 11-07-12) 

 
Believing that marriage is ordained by God and is symbolic of the union of Christ and the Church, His Bride, we at 
Emmanuel Bible Church are willing to be of service to those interested in using the church facilities.  We have 
written the following guidelines and policies to inform you of our position regarding the use of our church facilities 
for weddings.  Reservations for any use of our church facilities are made on a “first come--first served” basis, 
unless the reservation is made more than six months before the wedding.  The tentative reservation is confirmed 
six months before the wedding if there is no other conflict.  If, after reading this document, you qualify to use the 
church facilities and agree to abide by these guidelines, you must fill out the church use request form, and return 
it to the church office.  After the request has been reviewed, you will be notified of the confirmation, along with 
the name of the church use coordinator. 
 
1.  The couple must be “equally yoked”.  The Scriptures clearly state that a believer should not be united with an 
unbeliever in marriage (2 Corinthians 6:14).  Therefore, the use of the Church Sanctuary for a public wedding will 
not be granted when one party has a clear testimony of personal redeeming faith in Jesus Christ and the other 
does not. 
 
2.  Church use will not be permitted for those couples which have cohabited together prior to marriage.  
Recognizing that formal marriage in such circumstances is desirable, such couples may be married in a private 
ceremony by a Pastor at his discretion.  The final decision rests with the Church Elder Board. 
 
3.  For couples where one or both has been divorced the circumstances will be considered in light of Scriptural 
standards in a meeting with the pastor.  The final approval must be given by the Church Elder Board. 
 
4.  All couples seeking to be married at Emmanuel Bible Church are required to participate in pre-marital 
counseling with a member of the pastoral staff of EBC or another minister chosen by the couple to preside at the 
wedding.  Arrangements for pre-marital counseling must be made by the couple. 
 
5.  The couple will be responsible to secure their marriage license from the Marion County Clerk’s office at Room 
110, 100 High Street N.E., Salem, Oregon.  The following website will give you more information regarding your 
license: http://www.co.marion.or.us/CO/records/marriage.htm.    
Two witnesses must be present for the ceremony and sign the wedding certificate.  The valid license is to be 
presented to the officiating minister at the time of the wedding rehearsal. 
 
6.  Arrangements must be made with the Church Use Coordinator a minimum of two months prior to the 
wedding.  This person is responsible for securing a sound technician, and janitor, unlocking and 
locking the facilities, providing information and direction for facility use, assisting with 
maintenance issues should they arise, and assuring all gratuities to the janitor, sound technician, 
officiating pastor, coordinator and other optional gratuities that apply, are paid two weeks prior to 
the wedding. 
 
 
 
 
 
 
 

5.1.3 (Con’t) 
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7.  The church sound and projection system* may be used for the wedding, but it must be operated by one of 
the church’s sound technicians. 
 
8.  Arrangements, by the church use coordinator, must be made for the church janitor to supervise cleaning the 
facility after rehearsals and weddings.  The throwing of rice, bird seed, or confetti on church property is 
prohibited.  All decorations must be removed by the wedding party, and tables and chairs and other furniture 
returned to the condition in which it was before the wedding. 
 
9.  The use of alcohol or tobacco will not be permitted on the church premises at any time. 
 
10.  Dancing is not permitted. 
 
11.  Any damages incurred or any items lost or stolen during the use of the church facilities are the responsibility 
of the persons using the services or facilities.  Complete replacement costs are to be repaid to the church. 
 
12.  Marion County Fire Regulations prohibit the use of candles or other forms of open flame, except in fixed 
holders located away from occupants using the area.  Candelabras shall be high enough that clothing cannot 
come in contact with the flames.  Hand-held candles are specifically prohibited. 
 
13.  Only the sanctuary, rest rooms, and dressing rooms may be used.  Use of other rooms and utensils in the 
church facility is prohibited.  (Non-members may not use the kitchen & reception/fellowship hall.) 
 
14.  The Church may be used for a maximum of two hours for wedding rehearsal, and four hours on the day of 
the wedding, including photography and preparations.  
 
15.  The wedding ceremony and/or reception must conclude by 9:00 pm on Friday and 8:00 pm on Saturday in 
order to allow time for the janitor to clean the facility. 
 
16.  A non-refundable $500.00 deposit made out to Emmanuel Bible Church is required at time of 
church request.  With the remaining balance of $300.00 due 2 weeks prior to the wedding, to the EBC Church 
office and gratuities to the church use coordinator (gratuities listed in #6).   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5.1.3 (Con’t) 

 



 Fees for Non-Members 
 Wedding Deposit (required at time of church request directly to EBC)   $500 
 Sanctuary (2 weeks before the wedding directly to EBC)     $300 
 Church Use Coordinator (2 weeks before wedding directly to coordinator)  $100 

 Sound Technician (2 weeks before wedding directly to sound technician)   $75 
 Janitor (2 weeks before wedding directly to Janitor)     $75 
 EBC Church Use Total:       $1050.00 
 

 Optional Gratuities  
 *Organist/pianist supplied by church through church use coordinator $50 
 *Powerpoint operator supplied by church through church use coordinator $30 
 *Video operator supplied by church through church use coordinator $30 
  

 Other (handled directory with the EBC Pastor) 
 EBC Pastor (counseling & ceremony)      $150 
           EBC Pastor Counseling (only)       $75 
           EBC Pastor Officiating (only)       $75 
 
 
 
 *Friend of wedding party may operate with no charge, if the EBC sound technician is present & gives operating    directions. 

 Payments must be made directly to the person filling these duties.  
 
 
 
 
 

5.1.3 (Con’t) 

 



General Wedding Use Information 

 

 

 Deposit and Fee Policy     
$500.00 non-refundable deposit is required to reserve the facility.  The balance of $300 is due no later 

than two weeks prior to the wedding.  Fees and gratuities include the use of the sanctuary, the janitor, the 
sound technician and the church use coordinator.   

 
 

 Facility Facts  
The Sanctuary seats 325- 350 people.  There are 36 pews (18 on each side).  The center isle is 75ft. long 

from the modesty panel on the platform to the entrance doors.  A piano, organ, and a sound system 
equipped for CD-R/DVD-R is available for your use.  Contact your church use coordinator for availability of 
tables for gifts, guest book, etc.  All candles used must be non-drip. 

 
 

 Dressing Rooms  
Brides may dress in the lounge off of the women’s restroom.  There is a full-length mirror in the sitting 

room as well as the normal counter mirrors. Attendants will dress in nursery rooms, down the hall, which 
contain a lavatory.  The Groom/groomsmen will use rooms at the front of the church where a lavatory is 
available. 

 
 

 Times  
Two hours can be scheduled for rehearsal time at a date prior to the wedding.  Some early preparations 

can be set up at that time.  Four hours are scheduled for the wedding day for decoration, dressing, photos, 
ceremony, and clean up.  Any exceptions to these times must be cleared with the church use coordinator, 
who will inform and clear it with the EBC Office Manager. 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5.1.3 (Con’t) 

 



         

 
 
 

Bride: _______________________________________________________________ 
             First                                                                Last 
 

Address: _____________________________________________________________________ 
                  Street                                             City                                    State                                       Zip 

 
Phone:_____________________        
                 

                                                                                                                                          

Groom: _____________________________________________________________ 

 
Address: _____________________________________________________________________ 
                  Street                                             City                                    State                                       Zip 

 
Phone:_____________________        
                 
 

 Pastor who will perform ceremony: 
____________________________________________________________ 

 
 We have read the Church Use Guidelines/Policies for Emmanuel Bible Church that was provided with 

this application and (a) affirm that we conform to its requirements, and (b) agree to comply with all its 
provisions. 

 

Signatures: ________________________________________________________________ 
                     Bride/Date                                                                  Groom/Date 
 

 Church Use Only 

 
 
 
 
 
 
 
 
 
 

Return this form with wedding deposit to EBC Office to officially reserve your requested date  
for church use. 

Emmanuel Bible Church, 8512 Sunnyview Rd. NE, Salem, OR 97305 503-364-6179 
 
 

Payments:                                         

Balance of $550 (sanctuary use, janitor, sound technician, coordinator) must be paid on or before  

(2 weeks prior): _____________________________________________________________________________  
Other applicable gratuities must be paid at least 2 weeks prior to the wedding: __________________________ 

Balance due paid:_____________________________________________________________ 
                                                                                                                                                                       Date: 

EBC Pastoral Staff Approval: __________________________________________________________________ 
                                                                                                                                                                       Date: 

Wedding Application sheets returned to Church Use Coordinator?  ____ Coordinator:___________________ 
 

Rehearsal Date: __________ Time: _________ 

 
Wedding Date: ___________ Time: _________ 
Must have approximate times if none are known yet. 

Please print your answers below. 

EBC Wedding Application 
To be returned to the EBC Office. 

5.1.3 (Con’t) 

 



 
 

         

 
 
 

Bride: _______________________________________________________________ 
            First                                                                      Last                                                         
 

Address: _____________________________________________________________________ 
                    Street                                             City                                    State                                       Zip 
 

Phone: ______________________________________________________________________ 
                  Home                                                                 Work                                                  Cell 
 

 Bride’s Parents: ________________________________________________________ 
                                                   First                                                          Last 
 

 Parents Address: _______________________________________________________ 
                                                      Street                                                     City                         State                    Zip 

 Parents Phone: _________________________________________________________ 
                                     Home                                                          Other 
 

 Parents Attending Wedding: _____________________________________________ 
 

Groom: _____________________________________________________________ 
              First                                                                      Last                                                         
 

Address: _____________________________________________________________________ 
                    Street                                             City                                    State                                       Zip 
 

Phone: ______________________________________________________________________ 
                  Home                                                                 Work                                                  Cell 
 

 Groom’s Parents: ______________________________________________________ 
                                                       First                                                          Last 
 

 Parents Address: _______________________________________________________ 
                                                      Street                                                     City                         State                    Zip 

 Parents Phone: _________________________________________________________ 
                                     Home                                                          Other 
 

 Parents Attending Wedding: _____________________________________________ 
 

 Unity Candle Service? ____________________________ 
 

 Approximate Number of Guest:____________________ 
 

 Pastor Who Will Perform Ceremony:______________________________________ 
 

 Church You Attend (if other than EBC):____________________________________ 
 

 Bride’s Escort:__________________________________________________ 
 Maid/Matron of Honor:___________________________________________ 

Rehearsal Date: __________ Time: _________ 

 
Wedding Date: ___________ Time: _________ 

Please have official times of events. 

Please print your answers 
below. 

EBC Wedding Application 
Information Form 

To be returned to the EBC Church Use 
Coordinator. 

5.1.3 (Con’t) 

 



 
 Number of Bridesmaids:__________________ 

 
 Flower Girl? ____________________________ 

 
 Ring bearer? ___________________________ 

 
 Best Man:_____________________________________________________ 

 
 Number of Groomsmen:___________________ 

 
 Number of Ushers:_______________________ 

 
 Candle lighters?_________________________  Number:________________ 

 
 Music: 

 
Organ: YES  NO  Organist: _________________ 
 
Piano:  YES  NO  Pianist: ___________________  
 
Recorded Music:  YES  NO  Number: ________ 
 
Instruments:   YES  NO  Number: ________ 
 
Soloist: YES  NO  Name: ____________________ 

 
 Florist:_______________________________________________________ 

 
 Photographer:_________________________________________________ 

 
 

 Signature:____________________________________________________ 
                          Bride or Groom/Date 

 
…………………………………………………………………………………………………………………………………………………………………………………………… 
 

 Church Use Coordinator Notes:___________________________________________ 
________________________________________________________________ 
____________________________________________________________________________
____________________________________________________________________________
________________________________________ 

Return this form to Church Use Coordinator 2 months prior to the wedding with remaining balance and gratuities. 

Emmanuel Bible Church, 8512 Sunnyview Rd. NE, Salem, OR 97305 503-364-6179 
 
 
 
 
 
 
 

5.1.3 (Con’t) 

 



  
 
 
 

 
 
 
                                                                             Requesting Date:____________________ 
 
Person Requesting Facilities: _______________________________________________________  
 
Person Supervising Activities (to be present at all times): 
 
 Name: ____________________________________     Age:________  Phone:___________ 
 
Supervising Assistants/Helpers: 
 

1) Name: __________________________________     Age:________         M     or    F 
 

2) Name: __________________________________     Age:________         M     or    F 

 
(If minors are present, the supervisor normally needs to be 23 years of age or older,  

and if it is an EBC approved event, has to have a background check) 

 
Relationship to Church:     Member      Regular Attendee     Other:__________________________ 
 

Purpose for Use of Facility: __________________________________________________________ 
 

Date of Event: ______________________________ Time of Event:_________________________ 
 

Times of EBC Facility Use (arrival to departure):_________________________________________ 
 

Date of Set Up:_____________________________  Times of Set Up:_______________________ 
 

Expected Attendance: ______________________________________________________________  
 

Age Group/Gender of Attendance (only if a minor age group): ___________________  M     or    F 

 
Room(s) Requested:   Request Use Of: 
 

Sanctuary     Tables Needed:_________ How many:______ 
 

Kitchen      Tablecloths:  Y   N  | How Many/Color:______ 
 

Fellowship Hall    TV | DVD | VCR Unit (circle one) 
 

Junior High - Room 100:   Sound System | using DVD or CD ? (circle one) 
 

Young Adult EBF - Room 101:   Powerpoint  
 

Foundations EBF - Room 103:   Projectors         
 

Joy EBF - Room 106:      DVD  CD (check one if you need your event recorded)  
 

High School Class Room 108:   

  
 



I ___________________________(name) have read the attached policy and agree to abide by the  
guidelines contained within it.  I agree to make arrangements (through office staff) with the appropriate persons 
in regard to the use and maintenance of the facilities.  I understand that I, or my coordinator, are responsible for 
lockup, damages to the facilities, and equipment damage or loss.  I also understand that all fees (listed on page 
3) must be paid to Emmanuel Bible Church, or other persons as may be noted, on or before the date the facilities 
are used. 
 
 
_______________________________________ _____________________________________ 
Signature of person making request   Date 
 
 
 
_______________________________________ _____________________________________ 
Approved by      Date 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5.1.5 (Cont’d) 

 
Payments to be made:   (Church Use Only) 

 
Gratuities/Fees:          Sanctuary    
   

        Sound technician:________________________________      
      

   Event Coordinator:_______________________________     
       

   Janitor:________________________________________ 
 

   Powerpoint Operator:_____________________________    
       

   Video Technician:________________________________ 
 
Date Paid:____________  Amount:______________  Check #:______________         Cash 
 
 
      No Payment due   

      
(Pastor/Officiating fee is separate from this form & should be handled directly with the pastor) 



VAN CHECK FORM 

 
 
Driver: _____________________________________________________ 
 
Date: ______________________________________________________ 
 
Specific ministry/destination: ____________________________________ 
 Examples: After School, Men’s Ministries, Joyful Sound, Sunday School Class 

 
Was van clean? ________________  
At least ½ full tank of gas? _______ 
 
I checked: 

 Headlights 
 Tail lights 
 Turn Signals front 
 Turn Signals back 
 Brake Lights 
 Horn 
 Wipers 
 Oil 
 Water 
 Wiper fluid 

 
 
Ending Mileage___________________ 
 
Starting Mileage__________________ 
 
 
File this form under the tab “Completed Check Sheet” in the EBC Church Vehicle Use Notebook. 
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EBC VAN RESERVATION FORM 
December-08 
DATE OF  
SIGN OUT 

NAME MINISTRY LOCATION 
DATE OF  
RETURN 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        
EBC Van Reservation Form 

Version 05-07-08 

                                                 Policy Manual 5.1.5.1.1 
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Job Description 

EXECUTIVE PASTOR 

Prayer and the ministry of the Word will be the undergirding elements of the Executive Pastor’s ministry.  
His ministry will be motivated by a growing sense of Jesus’ love in him, extending out to those to whom 
he is ministering.  Shepherding through example will be his primary method. 

The EBC Executive Pastor’s main task is to team with the Senior Pastor to give leadership and support 
toward organizing and developing the spiritual strength and maturity of the Body of Christ. 

His primary responsibilities will be to: 
 Give oversight and administrative support for the operational aspects of EBC ministry. 
 Provide leadership to the EBC family through the approaching transitions relating to 

infrastructure, culture, and expansion of program and facilities as Christ continues to build His 
church at Emmanuel.  

 Participate in planning and leading the implementation of major growth-related initiatives. 
 Provide spiritual leadership and encouragement, along with senior pastor, to congregation to 

embrace and engage in new ministry initiatives.  

 Develop and support culturally relevant local and global ministries.  
 Give support, oversight and training for ministries as directed by the Elder Board. 

 Preach, teach, conduct weddings, funerals, etc. as needed. 
 Handle emergency situations. 

 Team with the Senior Pastor to supervise pastoral staff, office staff, and directors of ministry. 
 

 ANTICIPATED TIME COMMITMENTS 
1. Doing ministry/preparing for ministry: forty hours a week, off on Saturday and one day during 

week, except for emergencies and special occasions 

2. Participating in meetings/training: four hours per week 

 

  

 

6.4.1.3.A 

            



 

Ministry Area/Department Operations • Congregational leadership/growth 

Position Executive pastor 

Accountable To Senior Pastor and Elder Board 

Ministry Target Staff and entire congregation, in both local and global 

initiatives 

Position Is Paid staff 

Position May Be Filled By Suitably trained and experienced pastor • A proven 

spiritual leader 

Spiritual Gifts Pastor/shepherd • Leadership • Administration 

Talents or Abilities  • A pastor/shepherd’s desire to minister to people • An 

experienced, proven, capable visionary leader • 

Operational and  organizational skills • Able to work 

independently • A creative thinker and problem solver • 

Able to teach and preach if called upon • Can facilitate 

culturally relevant thinking and culturally appropriate 

ministries 

Personality Traits Humble • Transparent • A servant’s heart • Dependable 

• Genuine and Trustworthy • Friendly • Compassionate • 

Inspiring  

Service • Teaming with the senior pastor to lead the 

congregation and staff • Nurturing life in Christ among 

all believers •  Serving with humility as a pastoral staff 

team member • Effectively employing all available 

resources toward ministry objectives 

 
 
 
 
 
 
 

6.4.1.3.A 



JOB DESCRIPTION 
SENIOR PASTOR 

Prayer and the ministry of the Word will be the undergirding elements of the Senior Pastor’s ministry.  
His ministry will be motivated by a growing sense of Jesus’ love in him, extending out to those to whom 
he is ministering.  Shepherding through example will be his primary method. 

The Senior Pastor’s main task is to serve as EBC’s primary teaching and preaching shepherd, especially 
during worship services and other significant meetings of the congregation.  His specific responsibilities 
include: 

. 

 Motivating, equipping and nurturing the people of the church through example, preaching and 

teaching God’s Word and spiritual counseling. 

 Training for the spiritual development of current and future elders and other leaders.  

 Partnering with the Executive Pastor to: 

 Communicate God’s leading and vision for the church. 

 Oversee plans for spiritual ministry and growth of the congregation. 

 Giving leadership to the pastoral staff to perform ordinances of communion and baptism, to 

officiate at weddings and funerals, and to visit those needing encouragement. 

 
 

ANTICIPATED TIME COMMITMENTS 
1. Doing ministry/preparing for ministry: forty hours a week, off on Saturday and one day during 

week, except for emergencies and special occasions 

2. Participating in meetings/training: one hour minimum a week 

 
 
 
 
 
 
 
 
 
 
6.4.1.3.B 



 

Ministry Area/Department Spiritual development of all in congregation 

Position Senior pastor 

Accountable To Elders 

Ministry Target Congregation and Christian community, both locally 

and globally 

Position Is Paid staff 

Position May Be Filled By Suitably trained and experienced pastor• A proven 

spiritual leader 

Spiritual Gifts Pastor/shepherd • Teaching • Exhortation • 

Prophecy • Evangelism 

Talents or Abilities Desired Good communicator • Experience in teaching and 

preaching • Leadership ability • Some training or 

experience in counseling • Experience in leading 

others to Christ • Discreet 

Personality Traits Humble, Transparent, a Servant’s heart 

Service Shepherding the saints, equipping them for ministry 

and influencing the community for Christ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
6.4.1.3.B (Con’t) 



Job Description 
Director of Ministries to Children 
 
The development, the implementation, and the oversight of all EBC ministries to children through the 
sixth grade fall within the purview of the Director of Ministries to Children.  This Director will give 
leadership to ensure that EBC’s programs are carried out in accordance with EBC’s Philosophy of 
Ministry to Children, providing training, evaluation, and reinforcement as needed to carry out the 
specific purpose of each program.  Though there is a weighty administrative component to this ministry, 
teaching and shepherding through example will be the primary ministry method. 
 

The Director of Ministries to Children has three main functions: 
 Administrative: 

 To oversee all ministries to children at EBC including but not limited to Sunday school, 

Awana, Living Faith After School, Nursery, Children’s Church, DVBS, Camp Ministry, special 

events, etc. 

 To assist the ministry coordinators to articulate and implement the specific purpose of 

each ministry to children, assuring that the ministry comply with the Mission and Vision of 

Emmanuel Bible Church.  

 To evaluate how the ministries to children complement and support each other in order to 

enhance ministry effectiveness. 

 To establish regular communication with Sunday school department heads and other 

ministry coordinators in order to establish expectations, confirm compliance, evaluate 

programs, and support excellence. 

 To participate in Church Board meetings. 

 To oversee the line item expenses for ministry to children 

 
 Shepherding: 

 To progressively love and pray for the volunteer staff and the children involved in these 

ministries. 

 To integrate children into the life of the larger Body at EBC.  Assuring communication with 

parents is an EBC priority.  

 To mediate differences between volunteers staffing programs for children, encouraging 

growth in conflict resolution as Christians. 

 To assure the ongoing implementation of the EBC Safe Church Policy. 

 
 Teaching: 

 To provide training for teachers to reach objectives. 

6.5.2.1.A 



 

 To evaluate curriculum, teaching/training methods, communication models, and how the 

ministries complement and support each other in order to enhance ministry effectiveness.   

 
 
ANTICIPATED TIME COMMITMENTS 
 

1. Doing ministry/preparing for ministry: twenty hours a week,  

2. Participating in meetings/training: eight hours a month 

 

 

Ministry Area/Department Ministries to Children  

Position Director of Ministries to Children 

Accountable To Executive Pastor 

Ministry Target Children through 6th Grade 

Position Is Paid staff/half time 

Position May Be Filled By Suitably trained and experienced director 

Minimum Maturity Level Solid, very mature Christian • A proven spiritual 

leader • Qualifies as deacon or deaconess 

Spiritual Gifts Shepherding • Teaching • Administration 

Talents or Abilities  • Trained and experienced in CE • Able to 

encourage/assist volunteer leaders’ personal 

spiritual growth • Able to train and support teachers 

and other leaders • A desire to minister to people • 

Organizational/process skills • Able to work 

independently but also a team player • Good 

communication skills • Loves, understands, has 

rapport with parents and children 

Personality Traits Humble • Transparent • a Shepherd’s Heart • 

Dependable • Discreet • Friendly • Compassionate • 

Godly vision and contagious enthusiasm  

Service Nurturing life in Christ among children and 

volunteer staff, both personally and through others 

• Serving with humility as a staff team member 

Length of Service 

Commitment 

Indefinite 

6.5.2.1.A (Con’t) 

 



Job Description 
Director of Ministries to Youth 
 (January 2011) 

 
Prayer and ministry of the Word will be the undergirding elements of the Director of Ministries to Youth.  
Though he will focus on the high school aged youth, the development, the implementation, and the 
oversight of all EBC ministries to youth in junior high and in high school fall within the purview of the 
Director of Ministries to Youth.  This Director will give leadership to ensure that EBC’s programs are 
carried out in accordance with EBC’s Philosophy of Ministry to Youth, providing training, evaluation, and 
reinforcement as needed to carry out the specific purpose of each program.  Though there is a weighty 
administrative component to this ministry, teaching and shepherding through example will be the 
primary ministry method.   
  
 
 
The Director of Ministries to Youth has three main functions: 

 Administrating: 

 To oversee all ministries to youth at EBC including but not limited to Sunday school, Youth 
Group, and Lifeguards. 

 To assist the ministry coordinators to articulate and implement the specific purpose of 
each ministry to youth, assuring that the ministry comply with the Mission and Vision of 
Emmanuel Bible Church.  

 To evaluate how the ministries to youth complement and support each other in order to 
enhance ministry effectiveness. 

 To establish regular communication with Sunday school teachers and other ministry 
coordinators in order to establish expectations, confirm compliance, evaluate programs, 
and support excellence. 

 To participate in Church Board meetings. 
 To oversee the line item expenses for ministries to youth. 

 
 

 Shepherding: 

 To progressively love and pray for the youth and the volunteer staff ministered to and 
involved in these ministries. 

 To work with parents as they shepherd the youth to walk in the light of Jesus, leading 
them to maturity in Christ in their relationship with God, with their families and friends, 
with the church, and with the world around them.  

 To integrate the youth into the life of the larger Body at EBC.   
 To mediate differences between volunteers staffing programs for youth, encouraging 

growth in conflict resolution as Christians. 

 To assure the ongoing implementation of the EBC Safe Church Policy. 
 
 

 

6.5.2.1.B 



 Teaching: 

 To team with volunteer staff to teach the youth in large and small group settings. 
 To provide real time education to the youth and their families. 
 To provide real time training for teachers to reach objectives. 
 To evaluate curriculum, teaching/training methods, communication models, and how the 

different youth venues for training complement and support each other in order to 
enhance ministry effectiveness.   

 
 
 
Responsibilities: 
The Director of Youth Ministries will be responsible for the general oversight of all youth related 
activities for the middle and high school aged youth, including Sunday school, while leading and 
mentoring lay youth leaders to promote the exercise of their God given gifts.  Activities which are 
stimulating, meaningful, and eternally consequential may include retreats, special events, mission 
outreach programs, Bible studies, and regular meetings.  The Director of Ministries to Youth will work 
under the direction of the Executive Pastor and assignments may change or be adjusted as directed by 
the Executive Pastor and Elder Board. 
 
 
Anticipated Time Commitments: 
 1. Doing ministry/preparing for ministry: minimum forty hours a week, off two days during 
 the week, except for emergencies and special occasions. 
 2. Participating in meetings/training: eight hours a month 
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Job Description 
Office Manager 
 
The role of the Office Manager is to serve the pastoral staff in their various ministries, specifically by 
planning, coordinating with other staff, assigning and personally participating in the completion of the 
daily work of the church office.  The Office Manager is also the primary telephone communicator for all 
church activities. 

 

Ministry Area/Department Office Staff/administration 

Position Office Manager 

Accountable To Senior Pastor or Executive Pastor 

Ministry Target Pastoral staff 

Position Is Paid staff 

Position May Be Filled By Regular Attender 

Minimum Maturity Level Stable, maturing Christian 

Spiritual Gifts Administration • Serving 

Talents or Abilities Desired Effective and gracious communicator• Experience in 

secretarial/administrative tasks • Capable project 

manager • Experienced in small staff management• 

Computer literate in all applicable software • Good 

organizational skills • Detail oriented  

Best Personality Traits Friendly • Professional • Neat • Dependable • Discreet 

Passion For Providing administrative support to church pastors and 

managing an organized and efficient church office • 

Serving all callers information and resource needs 

Length of Service 

Commitment 

Two years minimum 

ANTICIPATED TIME COMMITMENTS 
1. Doing ministry/preparing for ministry: forty hours a week 

2. Participating in meetings/training: up to four hours a month 

 

6.6.A 



RESPONSIBILITIES/DUTIES 

1) Be the first responder and resource to telephone callers and visitors.  Stay informed and able to 
provide information assistance re all church activities.  Be a knowledgeable church-wide resource 
coordinator who can refer and/or deploy any needed ministries.   

2) Provide daily oversight/direction/delegation of work for Administrative Secretary and volunteers. 

3) Assure support staff services to advance the ministries of all the pastoral staff by: 

a) Assisting callers and visitors with current information about the ministries led by each pastor 

b) Assisting with outgoing calls as requested 

c) Scheduling when requested 

d) Copying 

e) Collating/assembling information packages and teaching materials 

f) All filing except the personal files kept by each pastor in their office 

g) Reviewing copy and recommending edits as requested 

h) Attending/participating in weekly staff meetings   

4) Provide administrative assistance to senior pastor and executive pastor 

a) Scheduling meetings  

b) Providing notice of meetings 

c) Arranging appointments 

d) Appropriately limiting access to these Pastors 

e) Composing various communications  

f) Any other assistance requested 

5) Being responsible for completion of all church office assignments and work 

a) Coordinate and route incoming and outgoing written communications 

 

 

6.6.A (Cont’d) 



Gather required information/publish all regular and incidental printed communications (e.g. weekly 
bulletins/inserts, EDGE, Who’s Who, Event Information/Posters, ETC). 

b) Effectively utilize current computer software and hardware in all duties where appropriate 

c) Maintain and utilize data bases/create new data bases as needed 

d) Manage and maintain all office resources (equipment, supplies, files, website operations and 
content, etc.) 

6) Order/maintain office, administrative, and requested ministry supplies, including stamps or postage 
for postage meter. 

7) Assisting Elder and Church Board Secretary prepare, distribute, index and file minutes.  Provide 
meeting notices.   

8) Personally working on any/all office work projects and duties 
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ADMINISTRATIVE SECRETARY 

The role of the administrative secretary is to assist the Office Manager to serve the pastoral staff in their 

various ministries by providing administrative and operational support. 

Ministry Area General staff 

Position Administrative secretary 

Accountable To Office Manager 

Ministry Target Pastoral staff 

Position Is Paid staff (___ hours per week) 

Position May Be Filled By Regular attendee 

Minimum Maturity Level New, growing Christian 

Spiritual Gifts Administration • Serving 

Talents or Abilities Desired All clerical skills • Organizational skills • Computer 

keyboard knowledge/experience • Pleasant phone manner 

Best Personality Traits Professional •Dependable • Discreet • Friendly • Neat 

Passion For Providing clerical and other support to church staff in an 

organized and efficient manner 

Length of Service Commitment One year minimum 

ANTICIPATED TIME COMMITMENTS 
1. Doing ministry/preparing for ministry: ______ hours a week 

2. Participating in meetings/training: up to four hours a month 

RESPONSIBILITIES/DUTIES 
1. Assist the Office Manager to complete all church office assignments and work.  This includes filing and all 

other clerical functions, and may include preparation and distribution of various publications, utilizing data 

bases, and website maintenance. 

2. Back up the Office Manager on the telephone.  Assist telephone callers and visitors to efficiently obtain 

needed information and services. 

3. Participate in staff meetings upon request. 
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CRIMINAL HISTORY BACKGROUND STATEMENT 

Applicants note: Answer all questions on this form.  Incomplete information may cause your application to be delayed or 
rejected. 

PLEASE PRINT 
State Driver License 

Number 
Last Name First Name Full Middle Name Date of Birth Sex Social Security 

Number 

        

 
ADDRESS   TELEPHONE (       )    
 
CITY   STATE   ZIP   
 
A.  List maiden/other names previously used.    
 
B.  List other states where you have resided as an adult (above 18 years of age).    
 

YOU MUST CHECK YES OR NO TO EACH QUESTION BELOW. 

 
C. Have you ever been convicted of a sex-related crime? Yes   No   
 If yes, was the conviction in Oregon or in another state (Specify if in another state)? 
 
     
 
 If yes, did the crime involve force or minors? Yes   No   
 
D. Have you ever been convicted of a crime involving violence or the threat of violence? Yes   No   
 If yes, was the conviction in Oregon or in another state (Specify if in another state)? 
 
     
 
E. Have you ever been convicted of a crime involving criminal activity in drugs or alcoholic beverages? Yes   No   
 If yes, was the conviction in Oregon or in another state (Specify if in another state)? 
 
     
 
F. Have you ever been convicted of any crime other than a minor traffic violation? Yes   No   
 
G. Have you been arrested for a crime for which there has not yet been an acquittal or dismissal? Yes   No   
 
Advisory: A check of the applicant’s criminal history will be made by Emmanuel Bible Church to verify the  
responses to the preceding questions. 
 

AUTHORIZATION TO RELEASE INFORMATION (RELEASE FROM LIABILITY AND WAIVER) 
I hereby grant to Emmanuel Bible Church permission to check civil or criminal records to verify any statement made 
on this form. 
 
     
 Date  Applicant Signature 
 
Emmanuel Bible Church will conduct a criminal offender record check of applicants for anyone who works around children.  
The applicant is entitled to review his/her criminal history for inaccurate or incomplete information. 

7.2.A 



Emmanuel Bible Church 
7.2.B 

 
 

CRIMINAL HISTORY BACKGROUND STATEMENT - MINORS 
Applicants note: Answer all questions on this form.  Incomplete information may cause your application to be delayed or 

rejected. 

PLEASE PRINT 
Last Name First Name Full Middle Name Date of Birth Sex 

     

 
ADDRESS   TELEPHONE (       )    
 
CITY   STATE   ZIP   
 
 

YOU MUST CHECK YES OR NO TO EACH QUESTION BELOW. 

 
C. Have you ever been convicted of a sex-related crime? Yes   No   
 If yes, was the conviction in Oregon or in another state (Specify if in another state)? 
 
     
 
 If yes, did the crime involve force or minors? Yes   No   
 
D. Have you ever been convicted of a crime involving violence or the threat of violence? Yes   No   
 If yes, was the conviction in Oregon or in another state (Specify if in another state)? 
 
     
 
E. Have you ever been convicted of a crime involving criminal activity in drugs or alcoholic beverages? Yes   No   
 If yes, was the conviction in Oregon or in another state (Specify if in another state)? 
 
     
 
F. Have you ever been convicted of any crime other than a minor traffic violation? Yes   No   
 
G. Have you been arrested for a crime for which there has not yet been an acquittal or dismissal? Yes   No   
 
DECLARATION 
I hereby declare that the above statements are accurate and true. 
 
     
 Date  Guardian Signature 
 
Emmanuel Bible Church reserves the right to request additional information to perform a background check of minor 
applicants who work around children.  The applicant is entitled to review his/her criminal history for inaccurate or incomplete 
information. 
 

7.2.B



7.2.C   EBC Background Check Policy 
 
The intent of this policy is to outline the guidelines and procedures regarding background checks at EBC. 

These checks are an important tool for assuring a safe environment for our children and young adults. 

All employees and volunteers will fall into one or more of the following four categories: 
 

1. Pastor/Elder/Deacon - This category would include all paid pastoral staff and anyone that would 
potentially carry out counseling responsibilities.  Applicable background checks would include: 

 A. Federal Criminal  

 B. State Criminal 
 C. State Sex Offender  

 D. DMV Check  
 E. Financial background check 

 F. Identity check   
 

2. Administrator/Fiduciary - This category would include paid secretarial staff, the Treasurer, 

Assistant Treasurer(s), and Ushers involved in counting the offering. Excluded functions would include 
counseling and teaching of minors.  Applicable background checks would include: 

 A. Federal Criminal  
 B. State Criminal 

 C. Financial background check  

 D. Identity check   
 

3. Volunteer Teacher  - This category would include paid and unpaid staff responsible for minors.  
Applicable background checks would include: 

 A. Federal Criminal  
 B. State Criminal 

 C. State Sex Offender 

 D. Identity check   
  

4. Driver  - This category would include paid and unpaid staff responsible for operating a church owned 
vehicle. Applicable background checks would include: 

 A. Federal Criminal  

 B. State Criminal 
 C. DMV Check 

 D. Identity check   
 Note: Drivers with responsibilities for minors would also need a category 3 classification. 

Note: Persons known by the congregation (born & raised in the church, verifiable relative of a member 

of the congregation, etc.), may not be required to have the identity check.   
 

SUBSTITUTE PROVISION: 
Knowing that there may be instances where "screened" individuals are not available to fulfill the staffing 

needs, an unscreened volunteer may be used with the following provisions:   
 1. The individual must be approved by a pastoral staff member. 

 2. The individual may not have "substituted" in the previous six months.   
 3. The individual must be a person known to the congregation.  

 4. There must be a screened volunteer in charge of the unscreened volunteer.  

 
POLICY:  If adequate screened staff and/or qualified substitute staff is not available for an event, 

cancellation of the event should be considered.            

7.2C 
 



 
 

 7.3.1.5 Model EBC Attendance / Participation Agreement 
For Sex Offenders 
 
I recognize the concerns and responsibilities of EBC to ensure a safe environment for its 
members and guests and wish to comply with the following conditions that would allow 
my participation in church activities: 
 

1. I will not associate with or initiate contact with any minors attending or 
participating in any church activity.  If a minor initiates contact with me, I 
will, without being rude, disengage and move away.  I will not sit next to a 
child and if a child sits next to me, I will move. 

 
2. I will not linger in areas where children are being taught and will not go to 

any area where child or youth ministries are being conducted. 
 

3. I will not place myself into, or accept any position of leadership or authority. 
 

4. I will under no circumstances take a child home with me or transport them 
anywhere, anytime. 

 
5. I will not develop any special relationships with the parents of minor children 

unless they are informed of my sexual offense conviction.  I will inform the 
support team if such a friendship is being formed with parents of minors.   

 
6. Relationships with my own minor children are subject to State conditions 

placed on me.  
 

7. I will not go to a church member’s home where children are present. 
 

8. I agree to maintain contact with my accountability partner and small group.  I 
will not attend any church function, on or off church premises, without the 
presence of my accountability partner.  My accountability partner will be with 
me at all times, including accompanying me when I access the restroom 
facilities. 

 
9. I authorize EBC to obtain information regarding myself from my parole 

officer, government agencies or other persons who might have information 
relative to my criminal record. 

 
10. I agree to comply with any court-mandated restrictions, treatment and/or 

requirements and recognize that these take precedence over any less 
restrictive parts of this agreement. My accountability partner has my 
permission to speak with my parole officer at any time. 

7.3.1.5 



 
 

 
 

11. I understand and agree that EBC, in fulfilling its responsibilities in providing a 
safe environment for its members and guests, may disclose an account of my 
past behavior and/or criminal history to parents, church leaders, and other 
persons who may need to have such information in order to meet their 
parental or supervisory responsibilities. 

 
12. I understand that the provisions of this Participation Agreement do not create 

any personal and/or legal rights against EBC that would afford me any claim 
or right of redress in any legal or administrative proceedings, nor does this 
agreement in any way preclude the church from exercising its U.S. 
Constitutional First Amendment rights pertaining to the church membership 
and/or discipline. 

 
13. This agreement shall remain valid as long as I attend and/or participate in the 

activities of EBC, and should I wish to transfer my attendance, participation, 
or membership to another congregation, a copy of this document will be sent 
to them. 

 
I have read and understand the above conditions and agree to abide by them. If at any 
point I break one of the above conditions, I recognize that I shall not be allowed to 
attend EBC services or activities  
 
Dated this ____day of    , 201___ 
 
            
Participant’s Signature     Participant’s Printed Name 
 
          (History CB 07-43) 
 
 
 
 
 
 
 
 
 
 
 
 
 
7.3.1.5 (Cont’d) 


