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PROCEDURES MANUAL 
INTRODUCTION SECTION 

1. PORCEDURES MANUAL AUTHORIZATION 
This manual is authorized in the current by-laws of Fellowship Church of God. This manual is to help manage the daily operations of the church. The Procedures Manual may be changed, or be added to by the Fellowship Leadership Team (also know as the Council as defined by our bylaws) at any regular or special meeting. All such changes are effective immediately unless otherwise stated in the official minutes of the meeting. 

2. UPDATING OF MANUAL 
This manual shall be updated and printed annually. Updates approved during the year will appear in the minutes of the Fellowship Leadership Team meetings, and shall be part of the approved Procedures Manual. 

3. PROCEDURES MANUAL SECTIONS 
A. INTRODUCTION 

B. FINANCIAL POLICIES
C. EMPLOYEES & LEADERSHIP POSITIONS
a. Janitor 

i. Job description 

ii. Restroom Cleaning Checklist 

b. Secretary 

i. Job description
c. Children’s Ministries & Leader Descriptions 
i. Job Descriptions
D. SCHOLARSHIP POLICY & APPLICATIONS 

E. WEDDING POLICY 

F. BUILDING USE/RENTAL POLICY 

G. SECURITY VIDEO POLICY 

H. PREVENTION OF Sexual MISCONDUCT POLICY 
I. Other Policies on Personnel Employment & Volunteers

FINANCIAL SECTION

1.  ADDING/CHANGING ACCOUNT NAMES
Changes to the account names of the church are under the direction of the Treasurer.  Money may be transferred from a different account or allocated by the Leadership Team.
2. AUXILIARY BANK/CHECKING ACCOUNTS
All auxiliary organizations, (Youth, Men, Women, etc.) of Fellowship Church shall maintain their designated funds in the church account setup by the Leadership Team. It is to be funded by monies raised from their activities.  Any auxiliary account, either checking or savings shall require approved vouchers signed by the person requesting funds, and an officer approved by that organization for a check to be issued by the church financial secretary. These funds shall be included in the monthly report to the Leadership Team concerning income and expenses and may only be spent upon the approval of the auxiliary organization. They shall present annual reporting on these funds during the budgeting process or upon request from the Leadership Team.
3. DAY-TO-DAY EXPENDITURES OF THE BODY
a. All expenditures of the church should be either in the budget or must be presented to the Leadership team for approval.  Any expense that is budgeted, and for which there is a budget category, may be expended by the designated TEAM leader without further approval, WITH
b. THE FOLLOWING EXCEPTIONS
i. Any time the Fellowship Church Leadership Team has frozen any or all budget items.
ii. Any amounts that exceeds, 10% of the annual budget for the account being charged must be approved by the Leadership Team.
iii. All purchases shall be made by the TEAM leader, or their designee.  The receipt shall be turned in for reimbursement within thirty (30) days.
iv. Nothing shall be charged to the church without proper approval.
c. Failure to get approval may result in a charge being denied by the church.
d. ALL CHARGES AND RECEIPTS FOR REINBURSEMENT SHALL BE ACCOMPANIED BY THE BUDGET ACCOUNT CATEGORY AND COMPLETED REIMBURSEMENT FORM.
i. Reimbursement shall be paid within ten (10) days of submission of the proper form when it is possible to do so. (Form available in church office)
4. IN/OUT ACCOUNT
We have a special ln\Out income accounts as well as an In\Out expense accounts. These are intended for items such as Christ Birthday Offering, a love offering or church activities. These could be used for special collection items also. These monies would NOT be tracked for budget or church tithing to missions. These items shall be tracked for future budgeting information.
5. PETTY CASH FUNDS
The Fellowship Leadership Team may set up petty cash accounts, as they deem necessary. The church Treasurer will review all petty cash accounts at least every 6 months.
6. GOOD SAMARTIAN FUND
The church shall maintain the Good Sam fund as a separate account of the church. The pastor and the church treasurer shall be individual signatories on this account.
a. The key purpose of this account is to help church families with emergencies that may arise including the need for food and paying bills.
b. The pastor may write checks to any family up to $500 in any one calendar year before getting approval for further funds for that family from the Fellowship Leadership Team.

c. The Pastor, Treasurer and the Leadership team are required to maintain all information about the families receiving such funds as confidential.

d. The pastor is not required to get previous approval of the expenditure of these funds. He may help families outside of the Fellowship Church family as he deems appropriate, but is not required to do so.

7. POSTING OF MONTHLY FINANCIAL REPORTS

The Leadership Team Treasure shall post or make available the following three reports each month after they are approved at the meeting.
1.) Current “Balance Sheet” report

2.) Monthly “Profit and Loss” Budget report for the previous month

3.) Approved minutes from the previous monthly meeting.

8. Expenditures of Youth Funds

e. The churches ‘Leadership TEAM’ is to have the oversight of all youth funds expenditures.

f. Youth funds are to be kept as part of the churches designated accounts.

g. Youth funds expenditures must be approved by the pastor or the designated youth director, and one elected member of the Fellowship Leadership TEAM.

h. All Expenditures are to be properly recorded and reported to the Leadership TEAM.

i. Scholarship for youth events are to help Fellowship Church youth attend church sponsored events or camps.

j. Funding of youth events and camps is to be primarily the responsibility of the youth’s family.
7. Scholarships for Youth Events

a. Partial scholarships may be provided for youth camps and events to be determined by family need, availability of funds and proper approval.
b. A scholarship requesting $100 or more must meet the following requirements

i. A scholarship form must be filled out and submitted at lease 2 weeks in advance for each individual scholarship requested. (Scholarship forms attachment A)
ii. The individual who is to receive the scholarship must be a regular attendee of Fellowship Church as deemed by youth leadership.
Form A
APPLICATION PROCEDURE FOR A FELLOWSHIP CHURCH PARTIAL YOUTH SCHOLARSHIP

Name of Person attending youth event that SCHOLARSHIP will be used for:

_______________________________________________________

Address/City/State/ZIP ____________________________________________________

Phone Number __________________________________________________________

Event requesting Scholarship for ____________________________________________

Date of Event _________________________

Total Cost of event $____________________

Amount of Scholarship requested for this event $________________________

Name of person submitting scholarship (if different than above).

_________________________________________________________

Address/City/State/ZIP ____________________________________________________

Phone Number __________________________________________________________

The youth this scholarship is for has attended Fellowship church for the preceeding six

months and has been in 50% or at least 13 of the morning worship services during that

six month period.

Signature ___________________________________ Date ______________________

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

Office use only

Amount Approved $__________________________

Approved by _____________________________ & ___________________________

Date Approved _____________________________


Janitorial Cleaning 
Job Description 
Weekly Cleaning 
1. Empty all wastebaskets in church buildings. 

2. Sweep and mop all vinyl floors & wipe down countertops 

3. Dust all furniture (piano, chairs, kneeling pews, tables, counters & shelves. 

4. Vacuum all carpeting, including sanctuary platform (clear away any cups, pick up all misc trash). 

5. Clean bathrooms: sinks, mirrors, countertops, toilets, soap (inside, outside & base, partitions in restrooms need to be wiped down. 

6. Wash windows near entry doors, inside & out if needed. 

7. Sweep outside entrances 

8. Disinfect door handles and light switches 

Monthly Cleaning 
1. Wash any inside windows that need washing 

2. Wipe down Venetian blinds 

3. Check ceilings and walls for cobwebs 

4. Straighten out janitors closet 

5. Check carpet for spots that need cleaning & use recommended cleaner 

6. Use damp cloth on all metal parts of sanctuary chairs 

7. Dust baseboards, doors and window casings, windowsills. 

Other 
1. Notify church staff of problems that may require extra time or repair 

2. Cleaning check list needs to be properly filled out each week. 

3. Vacuum cleaner bag should be emptied as needed.
4. Notify church staff of any needed supplies

Employment Policy for Church Secretary 

1. The Fellowship Church Leadership Team will discuss and agree upon the following policies concerning salary, working hours, and fringe benefits for the Secretary of the Fellowship Church at such time as is needed. 

2. Salary: The Fellowship Leadership Team shall determine The Secretary’s starting salary. 

3. Salary Review: The Fellowship Leadership Team with the Pastor shall review The Secretary’s salary and benefits annually. 

4. Performance Review: There shall be a review of the Secretary’s performance, by her/his supervisor sixty (60) days following employment. 

5. Work Hours: 

a. The Church Secretary’s normal work week shall be determined by the supervisor; Work hours shall be recorded on a time sheet or other accepted form and submitted to her/his supervisor for approval. 

(Extra hours shall be allowed when workload requires it) or 

b. The Church Secretary’s shall be salaried, and shall work hours prescribed by the supervisor, not to exceed hours agreed upon by the Fellowship Leadership Team. 

6. Holidays: The Secretary shall be given the following days off with pay each year: 
	January 1 
	New Year's Day 

	January 
	Birthday of Martin Luther King, Jr. 

	February 
	Washington's Birthday (Presidents Day) 

	May 
	Memorial Day 

	July 4 
	Independence Day 

	September 
	Labor Day 

	October 
	Columbus Day 

	November 11 
	Veterans Day 

	November 
	Thanksgiving Day & the day after 

	December 25 
	Christmas Day 


If one of these holidays fall on the weekend, the following Monday shall be considered the holiday. 

7. Sick/Bereavement Leave: After sixty (60) days probation period, the Secretary will accrue sick time at the rate of one (1) day per month, to a maximum of twelve (12) days per year. This may be accumulated to a maximum of thirty (30) days. Bereavement leave shall include spouse, children, parents, grandparents, and siblings. 

8. Vacation: Vacation time shall be based upon 32 working hours per week. On the first anniversary of employment, the secretary shall have earned five (5) working days of vacation. On the second and successive anniversaries of employment, ten (10) working days per year will be earned. On the fifth anniversary vacation time will then be (15) working days per year. Vacation time earned may be accumulated to a maximum of thirty (30) days. 

All vacation time shall be prearranged and approved by the supervisor except in the event of an emergency. Exceptions, additions over 20 vacations days are to be approved by the Fellowship Leadership Team. 

9. Education Opportunities: 

Reimbursement of fees for classes or seminars that will help improve the 

Secretary’s skills in performing her/his work shall be subject to the approval of the Fellowship Leadership Team prior to enrollment in the class or seminar. 

10. Health Insurance: 

Health Insurance is available at the employee’s expense. 

I have read and understand the above policy. 

Signed 
____________________________________________________________
Secretary 

Children’s Ministries & Leader Descriptions

Children’s Ministries Director: 

CM Director will oversee all children’s programs for ages 0 to 11 years including advertise, recruiting and training staff, allocating room assignments and approving materials for children’s programs. 

· Director will make a verbal or written report to the church council once a month. 

· Finances / CM Dir. will track expenses from children’s account and plan fund raiser when necessary. 

· Provide oversight for Nursery program including but not limited to recruiting and training Nursery attendants, nursery supplies and nursery volunteers.

1) Nursery Lead:  Responsible for the care and safety of infants and toddlers under their care and having a respectful professional manner with parents/guardians. Must be over 18 years old, complete a back ground check and be experience with infants and toddlers. Knowledge of infant and toddlers developmental stages a plus but not required. At least two letters of recommendations.
a) Will be paid on a contract basis at a stipend of $8/hour.  Payments will be Monthly

b) Supervise any helpers in maintaining a safe, loving, caring environment and relationship with children and parents/guardians

c) If lead is not able to work then a stand in will be able to collect the stipend for those hours.

2) Environment: must maintain clean, and safe environment

a) Staff must use mono tones in voice at all times. No slang or profane language.

b) Make sure the rooms are left clean and sanitized after use.

c) Safety:  Make sure environment is safe from any objects or hazards before church begins.  responsible to keep records Sign in and Sign out sheet identifying parent/guardian with number or visual recognition.  Report any incidence to parents/guardian and CM director and record in Incident Report log
3) Helpers: Must have back ground check.  Must be at least 12 years old.  Must follow leads instructions, keep mono tone voice at all times, no slang or profane language.  Must stay in the room assigned until lead releases unless arrangements have been made ahead of time. Help the younger children.  Set up rooms and put away materials and help clean up. May be alone with child no more than 5 minutes.

Children’s Church Lead:

Supervise teaching and staff of children’s church during services for ages 4 years to 11 years.  Make sure all curriculum is in order and available. Make print outs and have materials ready.  Set up room and make sure room is clean and props are put away. Maintain a professional manner with children and parents/guardian. Must maintain clean and safe environment and use mono tone voice while with children.  Keep a sign in log of all children. (children who attend with no parent /guardian require a phone number and contact information of parent /guardian to be kept on file)
Building Rental use Section Revised October 2014 Procedures and Policy Manual
FELLOWSHIP CHURCH OF GOD 
PROCEDURES MANUAL 
BUILDING USE AND CARE SECTION 
1. ALL GROUPS WHO RENT OR USE FELLOWSHIP CHURCH BUILDINGS AND EQUIPMENT ARE RESPONSIBLE FOR THE FOLLOWING: 
a) The use of candles is not permitted in the carpeted areas without approval. 

b) Food and drinks are to be served only in designated areas.
c) All equipment and furniture is to be put away or returned to its proper location. (Including tables, chairs, podiums, microphones, cables, etc.) 

d) All children are to be supervised and not allowed to damage property or equipment.
e) Thermostats are to be adjusted by approved adults only, and MUST BE returned to their original settings before leaving. 

f) All doors and windows must be closed and properly locked and all lights turned off.
g) The alarm must be properly set when leaving. 

h) Damage/Spills/Breakage or problems must be reported on the day it happens. 
i) All usage of rooms and scheduled hours must be pre approved.
2. ADDITIONAL COST 
Those renting or using Fellowship buildings or equipment assume the following financial responsibility. 

A) They will pay for the repair or replacement of the building or equipment damaged while in their use. 

B) They will pay for all excessive cleaning as determined by the Fellowship Church Leadership Team. 

C) Serving food or drinks or the use of candles in a carpeted area may result in additional cost or the termination of this agreement. 
3. Video Tapping of Premises 
All parties using the building are hereby advised that premises are under constant video tapping a described in section labeled “Security Video Policy” of the Policies and Procedures Manual.
4. RESTRICTION ON USE OF FACILITIES

The Fellowship Church of God Corporation reserves the right to restrict the use of all properties owned from any event or program (including same-sex weddings) judged by the Fellowship Church of God Council to be at odds with the mission or teachings of the congregation and/or with the Church of God movement (Anderson, IN), represented formally by the actions of the movement’s General Assembly in North America.  (see Attached)
I have read the above building use and agree to the terms herein described. 

Signed _________________________ for ____________________________ 

This agreement may be terminated or modified in writing at anytime by the Fellowship Leadership Team. 

__________

 _____________ 

Initials


Date 

[image: image1.emf]

 FELLOWSHIP CHURCH OF GOD 
PROCEDURES MANUAL 
Security Video Policy 
1. PURPOSE OF SECURITY TAPING SYSTEM 
a) To protect property from abuse or theft. 

b) To protect individuals from personal harm, this includes staff, volunteers, and all those who attend Fellowship Church. 

2. VIEWING OF SECURITY TAPES 
A) Videos are not for public viewing and are the property of Fellowship Church in the care of the Fellowship Leadership Team. 

B) Videos may be reviewed as deemed necessary by the Fellowship Leadership Team or as events require. 

C) Any criminal action involving moral abuse shall require the notification of the proper civil authorities. 

D) Any other criminal action shall be handled as deemed appropriate by the Fellowship Church Leadership Team and can include the notification of civil authorities if deemed necessary or appropriate. 

3. Storage of security Hard Drives 
A) HDs shall be kept for an indefinite period of time to protect the church and all individuals. 

Policy & Procedures for the
Prevention of Sexual Misconduct

Fellowship Church of God

2102 E Everett Ave
Spokane, WA 99207
This statement of Policy & Procedures for the Prevention of Sexual Misconduct of Fellowship Church of God (the “Policy”) is to be given to each employee, to all lay volunteers who regularly supervise activities for children and youth, and to all clergy (paid or volunteer).   Each of the persons named above shall sign a statement verifying that they have received the Policy, have read and understood it and agree to follow it.

Introduction:

Those clergy or laity who serves the Fellowship Church (whether paid or volunteer) must adhere to Christian moral principles in their sexual conduct. It is a grave ethical transgression for any Christian to betray trust by sexually abusing or exploiting another person, whether child or adult.  Sexual exploitation or abuse is a terrible injury to the one abused and a violation of faithfulness to Christ.

The Church has always recognized that clergy bear a particular responsibility to pattern their lives according to Jesus' example. All Clergy are regarded by the faithful and the world as examples of what Christian lives should be.  Any moral offense by clergy is especially damaging because it betrays that trust committed to them by the Church to nurture and care for every member.  Therefore, it is intolerable and morally wrong for a clergyman to exploit the inherent power and trust in his office to gratify his sexual appetite or emotional needs.

It is the responsibility of the clergy and church volunteers to do all necessary to stop sexual misconduct in the local church.  Unfortunately, in the past, instances of sexual misconduct at some churches or denominations were denied by church authorities or dealt with secretly.  Such a response fails to implement the standards of justice and love God requires of the Church.

With this Policy, Fellowship Church of God is confronting the fact that sexual misconduct can occur in any church and is instituting policies and procedures for the prevention of such misconduct.

Policy on Sexual Misconduct
Sexual misconduct is strictly prohibited and will be cause for termination of any employee, volunteer or clergyman of Fellowship Church who is guilty of such misconduct.  In the case of clergy, termination will be coordinated with the Pacific Northwest Association of the Church of God credentials committee.
Definition of Sexual Misconduct

Sexual misconduct includes any form of sexually inappropriate behavior or contact, whether criminal or not, by employees or representatives of the Church, whether clergy or laity, whether paid or unpaid, and without regard to particular titles of positions.  Without limitation, sexual misconduct encompasses:

a. Sexual abuse, sexual molestation, or sexual offense against any person, including but not limited to, any sexual involvement or sexual contact with a person who is below 18 years of age or who is legally incompetent; or

b. Sexual exploitation or harassment, including but not limited to, the development of or the attempt to develop a sexual relationship between a clergyman, employee or volunteer and a person with whom he/she has a pastoral relationship, whether or not there is apparent consent from the individual; or

c. Sexual behavior or sexual contact between a clergyman and anyone other than his/her spouse.

(Examples of actions that could be considered sexual exploitation or harassment:

· Touching any part of a person’s body that would be covered by a modest swimsuit or the clothing that covers those parts; or

· Stroking the thigh or bare shoulder; or

· Hugging and/or rubbing the back of a person in a way that goes beyond a pastoral or professional relationship; or

· Jokes, remarks, conversation or writing with sexually suggestive content; or

· Display of sexually suggestive objects or pictures: or

· Attempts to develop personal contact/friendship beyond the appropriateness of Christian family
Reporting Suspicious Behavior

Anyone who knows of or suspects sexual misconduct shall immediately report the incident or suspicion to a pastor or any member of the Fellowship Leadership TEAM.  If the misconduct involves sexual offense or abuse against a child, the Leadership TEAM should report it also to the local law enforcement authorities in conformity with applicable laws.

Suspicion is cause enough to report.  The confidentiality of the victim and the person who reports will be maintained, in conformity with applicable laws.

Response Team
When a suspicion is reported, the Leadership TEAM or an appointed subcommittee of at least 3 persons will serve as the “Response Team” and will meet as soon as possible to investigate and respond to any suspicious behavior.   The Response Team will investigate and respond to any reported suspicious behavior.  This team also will coordinate efforts to minister to the pastoral needs of any victim.  The confidentiality of the victim and the person who reports will be maintained, in conformity with applicable laws.  The Response Team will cooperate with law enforcement authorities, but will not attempt to determine legal or criminal guilt.  Should the charge be against a member of the Leadership TEAM, that person shall not serve as part of the Response TEAM.

Policy on the Protection of Children

Fellowship Church strictly prohibits interaction with children and youth by anyone with a civil or criminal record of sexual offense against a child or anyone who has admitted prior sexual abuse or anyone known to have a paraphiliac diagnosis or tendency (e.g. pedophilia, exhibitionism, voyeurism, and computer sex crimes).  All employees, lay leaders who regularly supervise activities for children and youth, and all clergy (paid or volunteer) will be subject to background screenings with police, previous employers and personal references.

Reporting Suspicious Behavior

Anyone who knows of or suspects sexual offense or abuse against a child shall immediately report the incident or suspicion to a Pastor or any member of the Fellowship Leadership TEAM.  The suspected offense or abuse should be reported also to the local law enforcement authorities in conformity with applicable laws.

Suspicion is cause enough to report.  The confidentiality of the victim and the person who reports will be maintained, in conformity with applicable laws.

Response Team
When suspicion is reported, the “Response Team” will be meet as soon as possible to investigate and respond to any suspicious behavior.  

Policy on Personnel Employment & Volunteers


Requirement of Background Screenings:

Clergy:

Prior to hiring by the Church or other paid or volunteer work at Fellowship Church, background screenings will be obtained on all clergy.  Background screenings shall include such things as: inquiries of state and national credentials committees having past or present supervision or authority over the individual, schools attended by the individual and employers of the individual during the last five years.  Additionally, background screenings shall be obtained of any past convictions of a criminal or sexual nature and civil claims regarding sexual misconduct or child abuse/neglect/abandonment.  The completion of the Application for Child/Youth Workers shall be a required part of the background screening.
Employees:

Prior to employment, all church employees shall be subject to a background screening of any past convictions of a criminal or sexual nature and civil claims regarding sexual misconduct or child abuse/neglect/abandonment.  Other background screenings, including previous employers and personal references, and other screening procedures will also be used. The completion of the Application for Child/Youth Workers shall be a required part of the background screening.
Volunteers:

Prior to assignment, volunteers who regularly supervise youth activities (e.g., youth advisors, Sunday School teachers, regular chaperones) shall be subject to a background screening of any past convictions of a criminal or sexual nature and civil claims regarding sexual misconduct or child abuse/neglect/abandonment. Other background screenings, including personal references and other screening procedures will also be used. The completion of the Application for Child/Youth Workers shall be a required part of the background screening.

A driving record screening shall be obtained for volunteers who regularly drive on church business or events.
Background screenings will not be required of volunteers who occasionally assist with children/youth (e.g., parent volunteers for particular event), but who do not regularly supervise youth activities, as long as such volunteers are under the direct and constant supervision of someone who has been screened.
Background screening reports shall be kept strictly confidential.
Compliance:

Compliance with this Policy, including the need for periodic updates of employment and background records, shall be reviewed annually as a part of the annual internal audit of the church, or by another committee appointed by the Fellowship Leadership TEAM.

PREVENTION PRACTICES & PROCEDURES

TO PROTECT CHILDREN & YOUTH

These Prevention Practices & Procedures of Fellowship Church deal with the prevention of sexual misconduct as well as some general safety concerns.  These Prevention Practices & Procedures shall be given to each employee, to all lay leaders who supervise activities for children and youth, and to all clergy (paid or volunteer) as a part of the Policy & Procedures for the Prevention of Sexual Misconduct (the “Policy”) of Fellowship Church.
For the purpose of these Prevention Practices, "adult" means someone 18 years of age or older.  Anyone below 18 years of age is considered a child or youth.

For Church Sunday School/Youth Groups/Children’s and Youth Programs and the like.

1) We recognize the following levels of leadership at Fellowship Church

a) Ministry Pastor – Someone who maintains credentials with Church of God Anderson, IN and has been hired and/or authorized to lead a certain ministry or fulfill a specific job description / Requirements; ministry application, interview, Council Approval

b) Ministry Director - Someone who does not maintain credentials with Church of God Anderson, IN and has been hired and/or authorized to lead a certain ministry or fulfill a specific job description / Requirements; ministry application, interview, Council Approval
c) Ministry Staff – Someone who works in a supportive role to help accomplish ministry goals. / Requirements; ministry application, interview, Director’s Approval, at least six months of regular attendance
d) Ministry Chaperone – Someone who is recruited to help in a supportive role at an activity or event on a temporary basis. / Requirements; Director’s Approval, must maintain direct oversight from other ministry staff

2) All lay staff who shall participate in ministries with children/youth must have been members of Fellowship Church for at least six months, and/or be well known to members of the church leadership.

3) All those working with children/youth are subject to background screenings and other screening procedures (as specified in the Policy), including a check for a previous record of Driving While Intoxicated or any reckless citation.

4) Older teenagers (18-20 years old) who work with younger children or youth (17 years old or younger) must be accountable to and maintain supervision from an adult of 21 years or older.

5) At least two staff will be present during all child/youth activities.

6) Travel off church premises:

a) If children/youth are to be taken off church premises at any time, or are meeting off-premises, at least two staff (more if the size of the group requires), preferably a male and a female, should accompany them.

b) Permission slips with details are required for all trips off church premises.

c) Considerations for procedures for using privately owned vehicles used for church business or sponsored activities.

i) When a church program or activity calls for someone to drive children/youth anywhere, be sure to have on file a form which records important information about the vehicle operator and the vehicle to be used. Fill out the form copy of the driver's license, the Proof of Insurance and the vehicle registration.
ii) Anyone driving on behalf of FC should be approved by the organization

iii) All drivers should be 35 years of age or older

iv) A copy of the driver’s license of each driver, as well as proof of insurance and registration are to be reviewed.

v) Provide an annual motor vehicle record for each driver.

vi) All vehicles used for FC events should be in good condition with regular maintenance. 
7) Pick up after youth events:

a) If children are to be picked up by someone other than a parent or known babysitter or dropped off somewhere other than their home, the parent(s) or guardian should indicate that person's name and phone number.  Children walking home require prior approval.  Children will be released to properly identified and authorized adults only.
b) Youth who are given a ride home after an activity can only be dropped off at there known residence or where they where picked up.  We cannot offer rides with the church bus that exceed a two mile radius without prior approval.
c) An adult leader should stay with children/youth at the conclusion of an activity until every child/youth has been picked up. Never leave a child/youth alone waiting for a ride home.

8) Overnight events: 

a) Adult advisors and/or clergy must approve overnight stays in advance.

b) For overnights (lock-ins, camp, etc.) always have at least 3 non-related Staff present (and more if the size of the group exceeds 8), including males and females.

c) Make parents/guardians and children/youth aware of the ground rules which will govern all such overnight events and whenever possible have them sign an agreement to abide by those rules in advance of the event itself. Be clear about specifying the consequences of any infraction.

d) For overnights, whether on church property or elsewhere, be sure that separate sleeping areas are provided for boys and girls and that privacy is assured for use of bathroom facilities and for changing clothes.  When staying in a hotel or camp, boys and girls may not enter a room designated for the opposite sex (exception; room is designated for a group activity, and only that activity, and at least 2 leaders are present).
9) If a child/youth needs to undress (for example, to get into a costume or for first aid), do call another adult to accompany you.  (This is another good reason for adult teachers to work in teams).  Be sure that separate dressing areas are provided for boys and girls and that privacy is assured.

10) Send two children together to the bathroom.  Where possible, one child should not go to the bathroom alone.

11) We have an "open door policy"; that is, clergy, church staff and adult youth leaders always have the right to visit and observe a class or program at any time unannounced.  Classroom doors should never be locked with children inside.  Where feasible, put glass in doors so someone can see in the classroom at all times.

12) Even playfully, even if a child or youth asks, do not touch any part of the body that would be covered by a modest swimsuit, nor on the clothing which covers those parts.

13) Never meet a child/youth in secret or in an unplanned way (e.g., meeting them at the end of a school day) without discussing the meeting with parents and/or appropriate supervising people.  Also, do not become involved in secret “meetings” with a child/youth by computer instant messaging, e-mail or in a chat room.

14) It is unwise to be alone (and out of sight of anyone else) with a child/youth. If that seems necessary, ask another adult to stand by. Or, file a short memo with the church office (or other person designated) noting that the private conference took place. Should a question ever arise, a dated memo would be more useful than your memory of the incident. Of course, such memo would not betray the privacy of the conversation itself.  

15) If you have an encounter with a child/youth where you think there might be a possibility of misunderstanding or misinterpreting your behavior, discuss the encounter with the Pastor or a member of the Leadership TEAM. Document with a dated memo. Where possible, discuss the matter with the child's parent or guardian. 

16) Use caution about any movies or videotapes which might raise concerns. Offer to show them to parents first (even if parents do not take up your offer).  Videos should be age appropriate, keeping in mind the rating.  "R-rated" movies are never to be shown to children below the age of 17 without parental and clergy permission.  All material dealing with sexual themes should be reviewed by clergy before it is seen by children/youth.

17) Never show youth any material which displays nudity or could by any standard be called obscene or pornographic. If such material is brought by youth or anyone, confiscate it at once and consult with clergy/supervisor/trusted adult. 

18) Alcoholic beverages, illegal drugs, or tobacco products are never permitted to be brought to or consumed during any church-related activity for children/youth.

19) If a child/youth comes to any church program and appears intoxicated (from either drugs or alcohol), contact parents immediately and consult with the clergy or other authority as to further action.
20) Examples of actions that could be considered sexual exploitation or harassment:

a) Touching any part of a person’s body that would be covered by a modest swimsuit or the clothing that covers those parts; or
b) Stroking the thigh or bare shoulder; or

c) Hugging and/or rubbing the back of a person in a way that goes beyond a pastoral or professional relationship; or
d) Jokes, remarks, conversation or writing with sexually suggestive content; or

e) Display of sexually suggestive objects or pictures: or

f) Attempts to develop personal contact/friendship beyond a pastoral or professional relationship)
21) Any illegal activities will be reported to the proper authorities.
Acknowledgement of Sexual Misconduct Policy

Sexual misconduct is strictly prohibited and will be cause for termination of the employee, volunteer or clergyman of Fellowship Church who is guilty of such misconduct.  Sexual misconduct includes any form of sexually inappropriate behavior or contact, whether criminal or not, by employees or representatives of the Church, whether clergy or laity, whether paid or unpaid, and without regard to particular titles of positions.  (A more complete definition of sexual misconduct is found in the Policy.)

Anyone who knows or suspects sexual misconduct shall immediately report the incident or suspicion to the Pastor or any member of the Leadership TEAM.  If the misconduct involves sexual offense or abuse against a child, it should be reported also to the local law enforcement authorities in conformity with applicable laws.

Fellowship Church strictly prohibits interaction with children and youth by anyone with a civil or criminal record of sexual offense against a child or anyone who has admitted prior sexual abuse or anyone known to have a paraphiliac diagnosis or tendency ( e.g. pedophilia, exhibitionism, voyeurism, computer sex crimes).

Anyone who knows of or suspects sexual offense or abuse against a child shall immediately report the incident or suspicion to the Pastor or any member of the Leadership TEAM.  The suspected offense or abuse should be reported also to the local law enforcement authorities in conformity with applicable laws.

I acknowledge that I have received, understand and agree to follow the Policy & Procedures for the Prevention of Sexual Misconduct of Fellowship Church of God, Spokane, Washington.

Name of Clergy, Employee or Volunteer (Please print)
____________________________________________________

___________________ 

Signature of Clergy, Employee or Volunteer




Date

____________________________________________________

___________________ 

Signature of Witness






Date

Title of Witness

Fellowship Church of God
APPLICATION FOR CHILD/YOUTH WORKERS

This application is to be completed by all applicants, for any position (volunteer or compensated) involving the supervision or custody of minors. This is being used to help the Church provide a safe and secure environment for those children and youth who participate in our programs and use our facilities. This application will be reviewed only by responsible parties and will be kept on file in a secure location.

Date_____________________________

Personal Information:

	Name:
	__________________________________________________________________

	 
	Last
	First
	Middle


	Present Address:
	_________________________________________________________

	Street

	 
	City________________________________ State_______ Zip________

	Home Phone:
	(_____) ____________________________________

	Current Occupation:
	_________________________________________________________


1. What type of child/youth work do you prefer?  _________________________________
2. On what date would you be available? _______________________________________

3. Minimum length of commitment: ____________________________________________

	4. Marital Status:
	 
	Married
	 
	Single
	 
	Engaged
	 
	Divorced
	 
	Remarried
	 
	Widowed


5. List other names used (maiden, former, nickname):  ____________________________
________________________________________________________________________

6. Previous home address in last 10 years?
____________________

__________________

________________
____________________

__________________

________________
____________________

__________________

________________
____________________

__________________

________________
7. When did you begin regular attendance here? __________________
    (6 months previous required)

8.  List any names and phone numbers of clergy or church staff who know you and can be contacted at others churches you have attended in the past 5 years: ____________________

__________________

________________
____________________

__________________

________________
____________________

__________________

________________
____________________

__________________

________________
9. List all previous work involving children/youth.  Give the name of the church or other organization, location, dates and type of work: 
____________________

__________________

________________
____________________

__________________

________________
____________________

__________________

________________
____________________

__________________

________________
10. List any gifts, experience, training, education or other skills that have prepared you for work with children and/or youth: ______________________________________________
________________________________________________________________________

11. Have you ever had any license or certification (e.g., professional) suspended or revoked because of a claim, charge, complaint or conviction of sexual offense or child abuse, neglect or abandonment?  ____________
(If ‘Yes’, give full details on back of this form)
12. Have you ever been charged or convicted of child abuse or a crime involving actual or attempted sexual molestation of a minor or any sexual offense or abuse against a child? __
(If ‘Yes’, give full details on back of this form)
13. Has any charge, claim or complaint or accusation ever been made and/or sustained that you engaged in inappropriate sexual behavior or sexual contact? ___
(If ‘Yes’, give full details on back of this form)
14. Is there any fact or circumstance about you or your background that would call into question the advisability of entrusting you with the supervision, guidance and care of young people? _____
(If ‘Yes’, give full details on back of this form)
15. Do you have any special requirements of which we should be aware? (For example: cannot drive, prefer daytime hours only, cannot participate in outdoor activities, medical limitations, etc.) ___________________________________________________________

________________________________________________________________________

Personal References
(No relatives please)

	Name:______________________________ 
	Name:_______________________________

	Address:____________________________ 
	Address:____________________________

	___________________________________
	___________________________________

	Telephone:__________________________
	Telephone:___________________________


Attest Statement

Under penalty of perjury, I swear or affirm that the information given above is true, complete and correct. I understand and agree that a complete background investigation, including criminal records and driving record, will be conducted with respect to me, and that this information may be verified by contacting persons and organizations with whom I have had contact or which may have information concerning me. I hereby release and agree to hold harmless from liability any person or organization that provides such information. I also agree to release and hold harmless Fellowship Church of God, their officers, employees, agents and volunteers.

The authorization and release herein stated are valid for a period of no longer than 180 days from date of application.

Applicant's
Signature________________________________________________________________

Date_______________________________________

REQUEST FOR CONFIDENTIAL PERSONAL REFERENCE FORM
Your name has been given as a reference by ___________________________________, who submitted an application to work (as a volunteer or paid) with one of our youth programs. We would appreciate your completing this form and returning it in the enclosed envelope so that we may make a decision on the applicant's ability to fulfill this work commitment. All information will be confidential as specified by law. Thank you.

___________________________________________________
Signed: (Pastor or the Program Director, etc.) 

1. How long have you know the applicant? ___________________________________

2. In what capacity have you known the applicant? (co-worker, friend, neighbor, etc.) ________________________________________________________________________
________________________________________________________________________

3. Are you aware of any problems/issues that would limit the applicant's ability to fulfill or suitability for working with children/youth?_______________________________________
________________________________________________________________________
If yes, please explain:_________________________________________________________
________________________________________________________________________
________________________________________________________________________

4. Fellowship Church defines Sexual Misconduct as:

a. Sexual abuse, sexual molestation or sexual offense against any person, including but not limited to, any sexual involvement or sexual contact with a person who is below 18 years of age or who is legally incompetent; or

b. Sexual exploitation or harassment, including but not limited to, the development of or the attempt to develop a sexual relationship between a clergyman, employee or volunteer and a person with whom he/she has a pastoral relationship, whether or not there is apparent consent from the individual; or

c. Sexual behavior or sexual contact between a clergyman and anyone other than his wife.

In reference to the above definitions ONLY, please check one of the following:

a. _____ I do not know nor have reason to know that this individual has ever engaged in sexual misconduct.

b. _____ I have the following information regarding the possibility that the applicant has engaged in sexual misconduct. (If checking this box, give details below).

Would you recommend the applicant for placement in a setting such as ours? Or, do you feel he or she may be more suited for another type of work? If so, why?

________________________________________________________________________

________________________________________________________________________

Additional comments:_________________________________________________________

________________________________________________________________________

________________________________________________________________________

Signature______________________________________________Date______________

Print Name_________________________________________________________________ 

Address_________________________________________________________________

Please call______________________________________________________ if you have any questions about this request or if you have any concerns to discuss. ______________
________________________________________________________________________
For Office Use Only

Note: if 4.b. is checked, consult with a trusted authority:

* Pastor of Fellowship Church
* Fellowship Leadership TEAM member

before hiring or assigning to a volunteer position.  
Application for Leadership Position
Name:

__________________________________________

Address:
___________________________________________

City, St & Zip
___________________________________________

Phone & Email __________________________________________

Position Requested _______________________________________

We believe Church Leadership to be the highest calling upon anyone’s life.  As such, to be involved in a leadership position at Fellowship Church, we are looking for people who qualify based on the following 4 “C’s” of Team Based Leadership; Character, Commitment, Chemistry and Competence.  Whereas we realize that all people are in a process of growth and spiritual maturity, the Bible is clear that Church leaders should be mature in their faith.  Please review and answer the questions below as you self-evaluate your readiness for church leadership.
Character - a reflection of Christ in your life
1. Are you prepared to "live above reproach" by submitting your life id potential
evaluation and judgments from others (the glass house effect)? Y / N
2. Are you a person that is admired and respected by those who know you? Y / N
3. Are you sincere in what you say not given to double-talk? Y / N
4. Do you abstain from alcohol addiction or drunkenness? Y / N
5. Is your sexual life pure abstaining in thought and/or deed with any person other than
your spouse? Y / N
6.
Are you honest and trustworthy in all personal and business practice? Y / N

7.  Do you strive to live by "the deep truths of the faith"? Y / N
8. Is your spouse supportive and able to keep private matters confidential? Y / N
9. Would you consider yourself mature enough in your Christian walk to demonstrate
leadership ability, Biblically inspired wisdom and a Spirit-filled life? Y / N
Competence - a high level of skills and ability
1. Do you have a clear idea of your specific talents and gifts and do you feel those abilities are being uniquely paired with the responsibilities of this position? Y / N
2. Are you deeply committed to a continual process of growth by sharpening your skills
and continuing education? Y / N
3. Have you worked in a similar area of service before? Y / N
4. Have you previously demonstrated success in similar areas of service before? Y / N
5. Would you be willing to participle in continuing education opportunities such as
seminars, classes or retreats? Y / N
Application for Leadership Position (cont...)

Commitment - a strong devotion to our team
1. How long have you attended Fellowship Church? ________
2. Are you a "Regular Attendee" here at Fellowship Church? Y / N
3. Are you generally supportive of our doctrines & teaching? Y / N
4. Do you support our sense of direction and Vision? Y /N
5. Do you support our current leadership and pastoral staff? Y /N
6. Have you taken the time to learn about and understand the requirements of this
position? Y l N
7. Are you prepared to meet these requirements to the best of your ability? Y / N
8. Are you able to commit to this position for the duration of the term? Y / N
Chemistry - a relational fit with others on the team
1. Do you work well with other people and can you help maintain a spirit of cooperation
and mutual respect? Y / N
2. Do you have a self-controlled tongue guarding against gossip, murmuring, harsh
words and quarreling? Y / N
3. Are you humble in spirit, demonstrating a servant's heart that is genuinely
concerned about others? Y / N
4. Are you a good listener? Y / N
5. Do you like creativity, brainstorming and the free sharing of new ideas? Y / N
Please share about your spiritual journey so far along with any thoughts about why you are interested in this ministry...
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