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ORGANIZATIONAL MANUAL 
AND 

COVENANT OF THE VIENNA BAPTIST CHURCH 
 

              
THE COVENANT 

 
We believe that the Church of Jesus Christ is called to live under His Lordship and continue His ministry 
to the world. We therefore covenant together as a local expression of His Church… 
 

… to engage regularly in the worship of God, Bible study and opportunities for growth in the 
Christian faith. 

 
… to live in Christian love and forgiveness in our families, congregation and relations with all 

people. 
 
… to fulfill our Christian vocation through the stewardship of life and possessions both within and 

beyond the congregation. 
 
… to proclaim the Gospel through words and deeds to those whose lives our touch and provide 

the resources necessary for others to do so throughout the world. 
 
 

VISION STATEMENT 
 
We are a community of faith seeking, under the Lordship of Jesus Christ, to grow in worship, love for one 
another, and caring for all of God's creation. 

 

MEMBERSHIP 
 
We believe that church membership involves sacred responsibilities and should be entered into by those 
who have responded in personal faith to the Good News of God’s grace in Jesus Christ and have signed 
the Book of Covenant. Those who desire to serve God in and through Vienna Baptist Church may enter 
into membership with us by profession of their faith in Christ and believers baptism. Those who have 
been baptized upon their profession of faith or confirmation of their faith in other Christian churches will 
be accepted into membership by letter or statement. Although we encourage believer’s baptism as a 
meaningful public expression of one’s profession of faith, we receive into membership those who have 
expressed their faith in other Christian traditions.  
 

SPECIAL CHURCH RELATIONSHIP 
SPIRITUAL CARE - Those who do not yet wish to enter into a membership with us or who wish to retain 
their membership in their home church while temporarily in the Vienna community may present 
themselves to be placed under “Spiritual Care” of Vienna Baptist Church. It is appropriate for these 
persons to sign the Book of Covenant. 

 
ORDINANCES 

 
We observe the ordinances of the Church as found in the New Testament, baptism by immersion and the 
Lord’s Supper. 
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AFFILIATION 
 
We cooperate with churches of our own and all denominations in order to more faithfully carry out our 
common mission and best witness to our unity in Jesus Christ. The Vienna Baptist Church is affiliated 
with: American Baptist Churches in the U.S.A., Baptist General Association of Virginia, North Star Church 
Network, District of Columbia Baptist Convention, The Alliance of Baptists and the Baptist World Alliance. 
 
 

CHURCH ORGANIZATION 
 

I. GOVERNMENTAL POLICY 
 

Vienna Baptist Church follows a policy of congregational self-government. This policy is inherent in 
our belief that each individual has equal rights and is of equal worth in the sight of God. All members 
have the responsibility to seek to discover God’s will in all matters and the right to express their 
conclusions so long as they observe the simple rules of Christian decorum and courtesy. Members 
are expected to cooperate with each other for the Church’s general good and to hold that the opinion 
of the majority is to be fully respected. Only church members are eligible to vote and hold church 
office. 
 
The church operates on a fiscal year of July 1 through June 30. All terms of office also follow this 
schedule. 
 
 

II. CONGREGATIONAL BUSINESS MEETINGS 
 

A.  Regular business meetings of the congregation normally will be held in January, April, June and 
October, as scheduled by the church council in consultation with the moderator. Such regular 
meetings shall be announced in the church printed newsletter, or an electronic newsletter and a 
postal mailing to resident members without electronic communications, at least a week 
immediately preceding the regular meeting, and in the Sunday Church Bulletin the week 
preceding the meeting. 
 

B.  Special business meetings of the congregation may be called at any time by the Moderator, Chair 
of the Church Council or Chair of the Diaconate, for consideration of specific items of concern to 
the congregation. However, only the items cited in the call for a special business meeting will be 
considered at such meetings. Such special meetings shall be announced in the church printed 
newsletter, or an electronic newsletter and a postal mailing to resident members without 
electronic communications, at least a week immediately preceding the called meeting, and in the 
Sunday Church Bulletin the week preceding the meeting. Such announcement shall include the 
time and place of the meeting, the topic for consideration and any other pertinent facts relating to 
the meeting. 
 

C.  All regular and special business meetings require a quorum of 23 church members be in 
attendance. 
 

D.  The Rules of Order as compiled by Robert shall be observed in the transaction of business of the 
church.  
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III. MINISTERIAL STAFF, OFFICERS, COUNCILS, AND COMMITTEES 
 
It is the purpose of this section to define the ministerial staff, officers, and committees of the church; 
spell out their duties and responsibilities; and acknowledge that the authority necessary to carry out 
these responsibilities is hereby granted, subject always to the review and approval of the church. It is 
hoped this will allow the church to function more efficiently with a minimum number of members 
directly involved in the institutional affairs of the church, thereby freeing the maximum number of the 
congregation to minister to the rest of the congregation and the community. 
 
 
A. MINISTERIAL STAFF 

 
The ministerial staff shall consist of the Senior Pastor, any additional pastors and other ministerial 
staff members engaged by the church, on a remunerative basis, to provide leadership and be a 
resource in ministry. They are distinct from employees of the church hired for clerical, secretarial 
and property maintenance duties. Provisions of the current church personnel policy manual shall 
apply to all church employees. Members of the ministerial staff shall be engaged for an indefinite 
period and shall be subject to the personnel policies as established by the church. When a 
vacancy occurs in a ministerial staff position, other than Senior Pastor, the Personnel Committee 
shall recommend to the church a candidate to fill the position. 
 
1. SENIOR PASTOR 

 
The duties of the Senior Pastor are to conduct the worship services (unless other 
arrangements are made), provide spiritual leadership for the congregation, encourage the 
spiritual growth of the congregation through the pastoral, preaching, and teaching ministry, 
and lead the congregation in its ministry of visitation and mission involvement in the 
community. 
 
a. The Senior Pastor shall be a resource to all councils and committees and attend 

meetings as requested.  
b. The relationship between the Senior Pastor and church may be dissolved at the option of 

either. It shall be the responsibility of the Diaconate to call a meeting of the church to 
consider dissolution of the church-Senior Pastor relationship when requested by the 
Senior Pastor or when the Diaconate deems such action is in the best interest of the 
church. A two-month notice by the Senior Pastor or the church is expected upon the 
decision to dissolve the relationship. 

c. See Search Team for a Senior Pastor for the calling of a Senior Pastor. 
 

2. ADDITIONAL PASTORS 
 
The Personnel Committee, after consultation with the Senior Pastor, the Diaconate, the 
Church Council and appropriate lay members of the church, shall define the duties and 
responsibilities of each additional pastor proposed to be added to the pastoral staff. Upon 
approval of the position and its description by the church, the Personnel Committee shall 
select and recommend to the church the election of a person to fill the position.  

 
3. OTHER MINISTERIAL STAFF MEMBERS 

 
As the need arises, the Church Council shall recommend to the church for approval the 
creation of other ministerial staff positions. Upon approval of the position and its description 
by the church, the Personnel Committee shall select and recommend to the church the 
election of a person to fill the position.  
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B.  OFFICERS 
 
Officers mentioned in this article shall be nominated by the church Nominating Committee to 
serve for a term of one year commencing July 1 and ending June 30 (except for Trustees who 
serve indefinite terms and Endowment Fund Trustees who serve rotating 4 year terms) and shall 
be elected by a majority vote of the church. At the time of elections, nominations may be made 
from the floor. All members nominated for offices shall be informed of their duties and consent to 
serve prior to their names being placed in nomination. All officers are members of the Church 
Council. 

 
1. MODERATOR AND ASSISTANT MODERATOR 
 

a. The Moderator shall preside at all regular and special business meetings of the church 
except during such business meetings as concern or affect the Moderator personally to 
the extent that the Moderator’s capabilities to preside impartially may fairly be 
questioned. In the absence or disqualification of the Moderator, the Assistant Moderator 
shall preside and in the absence or disqualification of the Assistant Moderator and the 
Moderator, the Clerk shall call the church to order and a Moderator Pro Tem shall be 
elected. 

b. The Moderator shall notify all officers, teams and committees of required reports and 
shall prepare and publicize major agenda items. 

c. The Moderator and Assistant Moderator shall acquaint themselves with Robert’s Rules of 
Order Newly Revised, before presiding at a church business meeting. The Assistant 
Moderator will act as Parliamentarian. 
 

2. CLERK AND ASSISTANT CLERK 
 

a. The Clerk shall coordinate with the church office to keep an accurate register of 
membership.  

b. The Clerk shall record all proceedings at business meetings, and prepare and submit a 
synopsis of the business meeting proceedings to the church office for publication. 

c. The Clerk shall issue letters of transfer of membership. 

d. The Clerk shall perform other certifications as required.  
 

In the absence of the Clerk, the Assistant Clerk shall perform the duties of the Clerk. 
 

3. TREASURER AND ASSISTANT TREASURER 
 

The Treasurer shall be responsible for disbursing funds in accord with the approved budget 
or specific action of the church or as approved and directed by the Financial Administration 
Committee. The Treasurer is responsible for coordinating with the church office to maintain 
an accurate record of all money appropriated and expended, and submit statements as 
requested to the Financial Administration Committee, which shall relay them to the 
congregation and recommend required action. The Treasurer and Assistant Treasurer shall 
be bonded. Church funds shall be disbursed only upon presentation of a voucher signed by 
the individual authorized by the church and pursuant to a specific budgetary amount 
permitted by available funds. Individuals authorized to sign vouchers shall be designated by 
each committee and subject to review by the Financial Administration Committee, provided 
that authorization for such expenditure has been given by the church in the form of a budget 
or by specific action. The Treasurer shall be a member of the Financial Administration 
Committee and the Personnel Committee. 
 
In the absence or incapacity of the Treasurer, the Assistant Treasurer shall be responsible for 
the performance of the duties outlined in this section. 
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4. CHURCH HOST/HOSTESS  
 
The Church Host/Hostess shall be responsible for maintaining supplies and otherwise 
facilitating all church social functions. The Church Host/Hostess shall: 

a. Plan or help with all events such as receptions, special meals, refreshments after 
Sunday morning worship services, and church socials. 

b. Prepare, serve and clean up for such functions, including the enlistment of others to 
assist as needed. 

c. Ensure the proper operation of the kitchens and fellowship areas and the 
establishment of guidelines for the use of such facilities;  

d. Coordinate purchases, storage and the use and maintenance of facilities.  
 

5. TRUSTEES 
 
The church trustees, consisting of three persons, shall be elected for indefinite terms. They 
shall be the legal representatives of the church in all official matters, including the church 
property and funds, subject to the direction of the church. Title to the church property shall be 
vested in them for the benefit of the church. Trustees shall be nominated by the church 
Nominating Committee and elected by the church.  

 
6. ENDOWMENT FUND TRUSTEES 
    

The Endowment Fund Trustees, consisting of four persons, shall be elected for staggered 
four-year terms and may be reelected to fill their own vacancy. They shall be nominated by 
the church Nominating Committee and elected by the church. The Fund Trustees should be 
individuals who are active in the church and who, through personal or professional 
experience, understand management of investments. Fund Trustees may not also be 
members of the Endowment Committee, the Financial Administration Committee, or a Church 
Trustee. The Fund Trustees are responsible for the management of the Endowment Fund, 
not the raising of capital assets.  

 
C.  THE DIACONATE 

 
The principal function of the Diaconate is to provide pastoral care to the membership and to serve 
the church body in its spiritual needs. The Diaconate works closely with the pastoral staff in 
carrying out these functions. The Diaconate is composed of persons who have been nominated 
by the Nominating Committee and elected and ordained by the congregation. Once elected and 
ordained, each deacon serves an indeterminate term. The Diaconate shall: 

 Maintain contact with all active members of the congregation. 

 Assist the pastoral staff in worship services as appropriate, and organize and provide 
leadership for the ordinance of Communion, both for regular Sunday worship services 
and for special services such as the Christmas Eve and Maundy Thursday services. 

 Self-organize, annually electing a Chair, Vice Chair, and other officers as necessary for 
the routine functioning of the group. In addition to the regular duties of Chair, the 
Diaconate Chair will confer regularly with the pastoral staff on issues of pastoral care and 
spiritual matters within the congregation. Also, the Chair will be responsible for 
communicating with the Nominating Committee when the need arises for additional 
deacons.  

 If the office of Senior Pastor becomes vacant, the Diaconate shall initiate church action to 
secure a successor. (Refer to III-F for specific responsibilities with respect to the forming 
of a Search Team for a Senior Pastor.) It shall also recommend pastoral arrangements 
for the period the church is without a Senior Pastor. 

 Should the Senior Pastor so request, or should the Diaconate find it necessary, the 
Diaconate will call a congregational meeting to consider dissolving the church/Senior 
Pastor relationship. 

 The Chair and Vice Chair will serve on the Church Council. 
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D.  COUNCILS 

 
A Council is composed of officers and chairpersons or their designated and approved 
representatives from committees. There are two Councils of the church. 

 
1. CHURCH COUNCIL 

The voting members of the Church Council shall be the ministerial staff, the officers of the 
church, the Chair and Vice Chair of the Diaconate, and the chairperson or the chairperson’s 
designated representative from each committee. Committee Chairs may designate their Vice 
Chair or another member of the committee to serve as their representative to the Church 
Council. If the Chair chooses to designate a non-church-elected member of the committee to 
serve as representative to the Church Council, that member must be approved by the 
congregation at the next regular business meeting for committee membership and 
membership on the Church Council. All designations must be for the entire church year to 
provide appropriate continuity, and individuals so designated are empowered to speak for 
their Chair. Since the Church Council is an open committee, any member of the congregation 
may attend meetings. 
 
The Moderator shall convene the first meeting of the Church Council each church year, and 
coordinate the election by the Council of its Chair, Vice Chair and Recording Secretary.  
 
The Chair of the Church Council shall: 

 Convene Church Council meetings, prepare agendas and conduct the meeting. 

 In consultation with the Chair of the Financial Administration Committee, schedule 
Budget Council meetings and agendas. 

 When appropriate, call special business meetings of the church. 
 

The Vice Chair will assume the role of the Chair as needed and each June, when the annual 
committee reports are submitted to the Church Council, compile them into one document for 
distribution to the church by year end, June 30th. 
 
The Recording Secretary will take minutes of the Church Council meetings and disseminate 
the non-executive session portion to the church. 
  
The Council shall meet at periodic intervals and/or upon the call of the Chair in carrying out 
its role of providing coordination and leadership of the total church program. The Church 
Council shall: 

 Continually evaluate church programs, and make recommendations to the church to 
make the total program more effective. 

 Set goals and objectives for the church and monitor the results. 

 Propose new members of the Nominating Committee to the congregation for election 
by the congregation. 

 Compile an annual report of the church. 
 

2. BUDGET COUNCIL 
  
The Budget Council will consist of the Financial Administration Committee and the Church 
Council sitting in joint session. It will meet on the call of the Chair of either the Financial 
Administration Committee or the Church Council. The Chair of the Financial Administration 
Committee will serve as the Chair of the Budget Council. The Budget Council shall: 

a. Prepare an annual budget for approval by the congregation; 
b. Determine the dispensation of the disbursements of the Endowment; 
c. Determine measures to be taken when there is an extraordinary expense or income. 
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E.  COMMITTEES 
 
All committees are open to members who wish to serve in that ministry, with the exception of the 
Financial Administration, Nominating, Personnel and Teller Committees, which have fiduciary 
responsibilities or require confidentiality in their operations. To ensure continuity of every church 
committee, a core group of members for each committee shall be nominated and elected by the 
church on a principle of rotation, so that one-third of the church-elected committee members 
complete service each year. They shall take office July 1. 

 
Each committee is expected to:  

 Obtain an adequate and working knowledge of proper procedures, practices, and 
understanding in its field of service. 

 Exercise prompt and faithful discharge of its duties. 

 Observe regular meetings for appropriate business. 

 Exercise authority as delegated by the church. 

 Select a Chair and Vice Chair. If the committee chooses a non-church-elected member to 
serve as Chair, that member shall be approved by the congregation as Chair of the 
committee, at the next regular business meeting. The names of the Chair and Vice Chair 
shall be submitted to the Moderator and the church office. To help ensure continuous 
rotation of leadership, a committee Chair and Vice Chair are elected annually by the 
committee and should not serve longer than three continuous years, without a break in 
service. 

 Designate a representative to the Church Council, which will be the Chair unless the Chair 
chooses not to represent the committee on the Council. This name shall be submitted to 
the Moderator and the church office, and shall be approved by the congregation if not 
already elected, under the guidelines in D.1. Church Council, above. 

 Present budget requirements to the Financial Administration Committee and use each 
such allotment as authorized. 

 Submit to the Church Council at the June meeting a written annual report summarizing the 
year’s activities. 

 Inform the Nominating Committee when there is a vacancy in one of their church-elected 
committee positions. 

 Inform the Nominating Committee of suggestions for nominees and of any specific needs 
or skills desired of future elected committee nominees, which would be helpful in carrying 
out their committee responsibilities. 

 
The Senior Pastor will assign each committee a pastor or ministerial staff person to be the staff 
resource person.  

 
1. BUILDING AND GROUNDS COMMITTEE 

The Building and Grounds Committee is an open committee, open to all who are called to the 
ministry. There are three core members who are nominated by the Nominating Committee 
and approved by the congregation. The Building and Grounds Committee shall: 

a.  Maintain the church property and grounds. 
b.  Negotiate contracts and provide supervision for cleaning services. 
c.  Negotiate and maintain service contracts as necessary such as snow removal and 

HVAC systems.  
d.  Maintain a schedule of expected life expectancies of major building systems. 
e.  Maintain building security. 
f.  Prepare all building related expenditures for the church budget to be submitted to the 

Budget Council. 
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2. CHILDCARE COMMITTEE 
The Childcare Committee is an open committee, open to all who are called to the ministry. 
There are three core members who are nominated by the Nominating Committee and 
approved by the congregation. The committee shall:  

a.  Schedule workers for the crib and toddler room for Sunday School and worship. 
b.  Secure childcare for additional times when requested by the Church Use and 

Coordination Committee. 
c.  Supervise paid workers. 
d.  Coordinate with the Church Host/Hostess to ensure sufficient and appropriate food 

snacks are ordered and available to each of these classes. 
e.  Ensure sufficient workers are actually present to provide adequate care for children in 

attendance. 
f.  Ensure rooms are set up with snacks and appropriate materials; and that clean linen 

is available. 
g.  Ensure rooms are cleaned and straightened sufficiently for use by other groups. 

 
3. CHRISTIAN EDUCATION COMMITTEE 

The Christian Education Committee is an open committee, open to all who are called to the 
ministry. There are three core members who are nominated by the Nominating Committee 
and approved by the congregation. The committee shall: 

a.  Develop, organize and coordinate the Sunday morning educational program of the 
church for all ages, including the Children’s Worship. 

b.  Select and appoint teachers, leaders, and other lay personnel having responsibility in 
the educational program. 

c.  Review curriculum options to find the best resources. 
d.  Continually evaluate the effectiveness of the educational program. 
e.  Coordinate with the Discipleship Committee as necessary and advisable. 
f.  Coordinate with the Vienna Baptist Children’s Center on shared space and 

resources. 
 

4. CHURCH USE AND COORDINATION COMMITTEE 
This committee is an open committee, open to all who are called to the ministry. There are 
three core members who are nominated by the Nominating Committee and approved by the 
congregation. The committee shall: 

a.  Coordinate with the Church Council and all committees on the scheduling of church 
events, and communicate with the church office to maintain the church calendar.  

b.  Coordinate with the church office and the Financial Administration Committee 
regarding the use of the building and facilities.  

c.  Maintain a schedule of church use and provide arbitration for the resolution of 
scheduling conflicts.  

d.  Ensure coordination with the Hospitality and Childcare Committees as appropriate for 
church functions. 

 
5. COMMUNICATIONS COMMITTEE 

This committee is an open committee, open to all who are called to the ministry. There are 
three core members who are nominated by the Nominating Committee and approved by the 
congregation. The committee shall: 

a.  Publicize all appropriate church events and activities through effective and diversified 
media. 

b.  Develop an effective communications strategy using multi-platforms such as e-mail, 
web site, social media, newsletter, and mass mailing. 

c.  Assist the ministerial staff and committees with special projects, displays, and 
publications as appropriate. 

d.  Coordinate and maintain display boards in the foyer and other areas of the church. 
e.  Coordinate the scheduling and publication of church pictorial directories on a periodic 

basis.  
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6. DENOMINATIONAL RELATIONS 
This committee is an open committee, open to all who are called to the ministry. There are 
three core members who are nominated by the Nominating Committee and approved by the 
congregation. The Denominational Relations Committee shall: 

a.  Review VBC’s relationship with the groups identified in the Affiliation section of the 
Church Manual. 

b.  Have a member serve as the official representative to local and state denominational 
groups. Official representatives shall attend denominational meetings and make a 
report to the committee. 

c.  Coordinate representatives/delegates to meetings/conventions of the national and 
international Baptist groups with which VBC is affiliated. Representatives shall make 
a report to the committee. 

d.  Encourage greater church participation in the activities of denominations such as 
meetings, conferences and training opportunities. 

e.  Report denominational issues concerning missions, Christian education and spiritual 
issues back to the appropriate committees through the committee representatives. 

f.  Keep the church abreast of denominational issues through church business 
meetings, newsletter articles, VBC annual report, and reports to the Church Council. 

 
7. DISCIPLESHIP COMMITTEE 

This committee is an open committee, open to all who are called to the ministry. There are 
three core members who are nominated by the Nominating Committee and approved by the 
congregation. The Discipleship Committee develops and supports the various discipleship 
activities of the church, including, but not limited to, Retreat Ministry, Youth Ministry, Young 
Adult Ministry, Life Groups, the Media Center, and Wednesday evening programming. The 
committee shall: 

a.  Develop, organize and coordinate the entire discipleship program of the church in 
order to provide the best possible program designed to reach the total membership of 
the church and others beyond the congregation. 

b.  Continually evaluate the effectiveness of the discipleship program and report to the 
church at regular business meetings.  

c.  Coordinate programs with the Christian Education Committee and other committees 
as appropriate. 

 
8. FINANCIAL ADMINISTRATION COMMITTEE 

The Financial Administration Committee shall be composed of the Treasurer and six 
members who are nominated by the Nominating Committee and approved by the 
congregation. The Financial Administration Committee shall: 

a.  Manage the capital purchase of all physical properties owned or used by the church. 
b.  Manage and control the church’s financial assets and expenditures,  
c.  Arrange for a regular audit of the financial records of the church. 
d.  Approve all financial commitments that are not in the annual church budget and 

obtain congregational approval on all major capital improvements. 
e.  Ensure that the church has an adequate insurance program. 
f.  Make recommendations to the church on matters pertaining to facility or property 

expansion. 
g.  Coordinate with the Personnel Committee on actions relating to Ministerial staff and 

employees when there are budget implications. 
h.  Coordinate with the Building and Grounds Committee on issues related to the church 

property. 
i.  Coordinate with the Lost River Retreat Center Committee on financial matters. 
j.  Coordinate with the Vienna Baptist Children’s Center Administration Committee on 

financial matters of mutual concern. 
k.  Coordinate with the Church Use and Coordination Committee on the financial 

arrangements for building use by organizations and groups outside the congregation. 
l.  Produce an end-of-the-fiscal-year financial report to be included in the annual report. 
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9. GENEROUS LIVING COMMITTEE 
This committee is an open committee, open to all who are called to the ministry. There are 
three core members who are nominated by the Nominating Committee and approved by the 
congregation. The committee shall: 

a.  Lead a continuous program of growth and education in Christian Stewardship with 
the objective of involving the membership in personal commitments of time, abilities 
and material possessions.  

b.  Carry out the annual pledge campaign. 
 

10. LOST RIVER RETREAT CENTER COMMITTEE 
The Lost River Retreat Center Committee is an open committee, open to all who are called to 
the ministry. There are three core members who are nominated by the Nominating 
Committee and approved by the congregation. The committee shall: 

a.  Determine overall policy and management guidelines for Lost River Retreat Center. 
b.  Recommend an annual operating budget for the retreat center to the Budget Council, 

monitor budget expenditures and promote the financial stability and effective 
management of the center. 

c.  Submit monthly financial reports to the Financial Administration Committee. 
d.  Coordinate with the Discipleship Committee on retreat ministry. 
e.  Work closely with the staff of the Retreat Center to promote the effective use of the 

center as a resource for retreating, camping and spiritual growth for the congregation 
and other churches and individuals. 

 
11. MEMORIALS AND GIFTS COMMITTEE 

The committee is an open committee, open to all who are called to the ministry. There are 
three core members who are nominated by the Nominating Committee and approved by the 
congregation. The committee shall: 

a.  Organize, promote and supervise an orderly program whereby memorial and other 
such gifts can be made to the church. 

b.  Recommend to the Church Council ways to expend Memorial funds which have not 
been designated for a specific purpose. 

c.  Maintain a “Book of Memorials” in which all such gifts shall be recorded.  
d.  Perform the function of the Endowment Committee specified in “The Vienna Baptist 

Church Endowment Fund and The Articles of Purpose and Organization” 
e.  Manage the administration of matters related to the Memorial Garden, including 

interments, record keeping, and the Memorial Garden plaque. Files related to the 
Memorial Garden will be kept in the church office. 

 
12. MISSIONS COMMITTEE 

The Missions Committee is an open committee, open to all who are called to the ministry. 
There are three core members who are nominated by the Nominating Committee and 
approved by the congregation. The goal of the committee shall be to develop and foster 
mission outreach ministry as lived out by Jesus Christ and expressed in the Great 
Commission and the church Covenant. The committee shall: 

a.  Recommend and manage Budget expenditures for Missions ministry support. 
b.  Facilitate and encourage appropriate responses to recognized needs for individual or 

group Mission Action. 
c.  Publicize, promote and coordinate involvement in mission action among the 

congregation. 
d.  Coordinate and provide support for Mission Action Groups and facilitate 

communication between such groups and the congregation. 
e.  Plan, publicize, implement and evaluate mission education in the congregation, 

including: 

 special mission offerings 

 church-wide mission projects 

 Missions awareness in daily living 
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13. NOMINATING COMMITTEE 
The Nominating Committee, composed of six members, shall be elected by the church upon 
nomination by the Church Council. The committee shall: 

a. Prepare a slate of officers and committee members to the congregation for election to 
begin office at the beginning of the church calendar year. As a member’s term of 
service ends, the Nominating Committee is encouraged but not required to nominate 
a different member to serve in that position to allow opportunity for everyone who is 
qualified and wants to serve to be nominated to the position. 

b. Nominate candidates to fill open spots in a timely manner when openings occur 
during the church year. 

c. When informed by the chair of the Diaconate, nominate new deacons to be elected 
and ordained by the church 

d. Help new members find a place of service in the church. 
 

14. OUTREACH COMMITTEE 
The Outreach Committee is an open committee, open to all who are called to the ministry. 
There are three core members who are nominated by the Nominating Committee and 
approved by the congregation. The Outreach Committee shall develop and support activities 
to familiarize people in the community with Vienna Baptist Church, and to invite them into 
fellowship with VBC. These outreach activities include: 
      a.    Identify, develop and support new VBC activities to enable VBC to reach the 

“unchurched” in Vienna and the greater Vienna area for Christ. 
b.   Identify, develop and implement in coordination with other VBC committees new 

initiatives that are specifically oriented toward growing Vienna Baptist Church. 
Recommend new initiatives that cut across multiple VBC committees to the Church 
Council for approval and implementation. 

c.    Increase the public’s awareness of VBC in Vienna and surrounding areas through 
advertisement and through participation in public and civic events. Publicize special 
events and activities to promote community awareness and understanding of VBC 
and its mission and to attract people to the church. 

      d.   Ensure, in coordination with the Communications Committee, that the VBC website 
serves as an integral part of the overall VBC outreach strategy and reflects the 
outreach activities of the church. 

e.   Assure that new visitors are welcomed and follow up with visitors to help them 
become fully familiar with VBC and its potential for them. 

f.   Be responsible for coordination of new member orientation and assimilation of new 
members. 

 
15. PERSONNEL COMMITTEE 

The Personnel Committee shall be composed of the Treasurer and six at-large members, at 
least one of whom shall be a deacon, who are nominated by the Nominating Committee and 
approved by the congregation. The principal function of the committee is to assist the church 
in matters relating to personnel and to counsel with the Senior Pastor, ministerial staff and 
other employees to encourage and support them in their ministry. Another function is to be a 
resource in helping develop effective communication and good relationships between 
ministerial staff members and employees, and between the ministerial staff and employees 
and the church. The Personnel Committee shall: 

a.  Survey the need for additional personnel and new positions. 
b.  Prepare job descriptions for all positions and revise these descriptions as needed.  
c.  Present new and revised position descriptions for a Senior Pastor to the congregation 

for approval. Notify the congregation of new and significantly revised position 
descriptions for all other ministerial staff positions. 

d.  Recruit, interview, and recommend the employment of ministerial staff (excluding 
Senior Pastor).  

e.  If necessary, after consultation with the Senior Pastor, recommend appropriate action 
by the church regarding termination of ministerial staff (except for Senior Pastor). 
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f.  Develop and recommend to the Financial Administration Committee actions 
regarding salaries and benefits for ministerial staff and employees. 

g.  Maintain and revise the employee policy manual as required. 
h.  Conduct a performance review of each member of the pastoral staff not less than 

annually. 
 

16. TELLERS COMMITTEE 
This committee shall be composed of six members, who are nominated by the Nominating 
Committee and approved by the congregation. The Tellers Committee shall: 

a. Supervise the receipt, accounting and depositing in the bank offertory receipts. 
b. In consultation with the church office, establish procedures for these duties. 
c. Maintain a schedule of a minimum of two tellers to perform these duties together. 

 
17. VIENNA BAPTIST CHILDREN’S CENTER COMMITTEE 

The Vienna Baptist Children’s Center Committee is an open committee, open to all who are 
called to the ministry. There are three core members who are nominated by the Nominating 
Committee and approved by the congregation. The Vienna Baptist Children’s Center 
Committee shall: 

a.  Determine overall policy and management guidelines for the Vienna Baptist 
Children’s Center. 

b.  Ensure the church’s interests are maintained in the operation of the center. 
c.  Submit monthly financial reports to the Financial Administration Committee. 
d.  Continually evaluate the program and report to the church at regular business 

meetings. 
e.  Coordinate the Vienna Baptist Children’s Center with the other activities of the 

church. 
f.  Coordinate with the Financial Administration Committee and the Treasurer on 

financial matters. 
g.  Coordinate with the Church Use and Coordination Committee on shared space. 

 
18. WORSHIP SUPPORT COMMMITTEE 

This committee is an open committee, open to all who are called to the ministry. There are 
three core members who are nominated by the Nominating Committee and approved by the 
congregation. The committee shall: 

a.  Work closely with the Senior Pastor to coordinate the preparation of the church 
building for regular and special services as necessary. 

b.  Coordinate with the Music Minister on worship needs and the music budget. 
c.  Ensure that the following groups are organized and maintained: 

i. Aural Systems Team – Responsible for maintaining and operating the public 

address systems in the worship room and other areas in the church for all 

church events, preparing and maintaining a library of selected sermons and 

services, and making copies available to the pastoral staff and members of the 

congregation upon request.  

ii. Baptism Team – Responsible for preparing the baptistery for the baptism 

service and assisting those being baptized. 

iii. Banners Team – Responsible for designing, creating, and maintaining the 

church’s worship banners, and for coordinating their display as appropriate. 

iv. Communion Preparation Team – Responsible for preparing the elements and 

equipment for the preparation of the observance of Communion, both for 

regular Sunday worship services and for special services such as Christmas 

Eve and Maundy Thursday.  

v. Pew Patrol Team – Responsible for replenishing material in the pew racks and 

assuring the pews are in order for the worship services. 
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vi. Usher Team – Responsible for providing a rotation of ushers to greet 

worshippers, distribute worship folders, receive the weekly offering, collect the 

attendance sheets, and return pew materials to the pew racks at the end of the 

worship service. 

vii. Worship Arrangements Team – Responsible for preparing the church building 

for regular and special worship services as appropriate, including the display of 

flowers and other decorations. 

 
F.  SEARCH TEAM FOR A SENIOR PASTOR 

When a vacancy occurs in the office of Senior Pastor, the church shall elect a Pastor Search 
Team. 

a.  Election of the Pastor Search Team shall be as follows: 
1. The Diaconate shall solicit nominations from the congregation. 
2. The Diaconate shall advise the church membership in writing of the date and 

time of the church business meeting at which the Pastor Search Team shall be 
elected. 

3. The Diaconate shall present, at the meeting, nominations of persons who are 
representative of the congregation. Size will be determined at the time of 
creation. 

4. The congregation will vote on the slate of nominations. 
5. The Pastor Search Team will select its own leader. 

b.  A budget account shall be established by the Financial Administration Committee to 
defray expenses associated with the work of the Pastor Search Team. 

c.  The Pastor Search Team shall through thorough screening and investigation select the 
Baptist minister who, in its judgment, will provide the most effective pastoral leadership of 
the church. Only one person shall be presented to the church for consideration at a time. 

d.  The minister selected, with that person’s agreement, shall be presented to the church for 
consideration. The minister shall address the congregation at a church service. The 
church members and the minister will be afforded an opportunity for mutual discussions 
of the church ministry. 

e.  The Pastor Search Team shall call a special business meeting of the church, date and 
time to be announced in writing to the membership at least two weeks in advance, for the 
sole purpose of acting on the team recommendations to the Church regarding the call of 
a Senior Pastor. The recommendations of the team shall cover all conditions associated 
with the proposed call of the minister including appropriate financial considerations, such 
financial considerations having been previously coordinated with the Financial 
Administration and Personnel Committees. 

f.  Voting shall be by secret ballot, with the affirmative vote by a majority of those members 
present and voting constituting approval of the candidate.  

g.  Upon approval by the church the Pastor Search Team shall formally extend, on behalf of 
the church, an invitation to the minister to accept the position as Senior Pastor of the 
church. 

h.  Upon the minister’s acceptance, the Pastor Search Team shall make arrangements as 
necessary for the relocation of the minister to this area, the orderly assumption of the 
office of Senior Pastor, and the formal reception and installation of the new Senior Pastor 
by the church. 

 

IV. VBC MINISTRIES 
 
Vienna Baptist Church has ongoing ministries that are operated under the direction of committees 
of the church. 
 
A.  LOST RIVER RETREAT CENTER 

The Lost River Retreat Center located in Lost River, West Virginia is owned and operated by 
Vienna Baptist Church. The operations and policies are overseen by the Lost River Retreat 
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Center Committee. The committee may delegate day-to-day operations to an onsite director. 
Lost River Retreat Center participates in the church’s budget process. Lost River Retreat 
Center is subject to, and operates under, the budgetary authority of Vienna Baptist Church 
and its Financial Administration Committee and Budget Council. 
  

B.  VIENNA BAPTIST CHILDREN’S CENTER 
The Vienna Baptist Children’s Center is based in the church building and is owned and 
operated by Vienna Baptist Church. The operations and policies are overseen by the Vienna 
Baptist Children Center Committee which is made up of members of the church. The 
committee delegates the day-to-day operation to the VBCC Director. The VBCC Director is a 
member of the church ministerial staff. Vienna Baptist Children’s Center participates in the 
church’s budget process. Vienna Baptist Children’s Center is subject to, and operates under, 
the budgetary authority of Vienna Baptist Church and its Financial Administration Committee 
and Budget Council. 
 

C.  VIENNA BAPTIST CHURCH ENDOWMENT FUND 
The Vienna Baptist Church Endowment Fund has a primary purpose to provide the 
opportunity for Church members and friends to give and/or bequeath assets to be kept in 
perpetuity to support the long-term ministries and objectives of Vienna Baptist Church. The 
Vienna Baptist Church Endowment Fund and The Articles of Purpose and Organization and 
position descriptions of the Endowment Committee and the Endowment Fund Trustees are 
on file in the church office.    

 
 
V. AMENDMENTS 

 
This Manual may be amended at any regular business meeting or at a special business meeting 
called for such purpose, by a majority vote of those present, providing written notice of the 
proposed change shall have been mailed to the resident membership in the printed church 
newsletter, or electronic newsletter with a postal mailing to resident members without electronic 
communications, at least a week before the meeting and published in the Church Sunday Bulletin 
the week preceding the meeting. 

 
 
 
 
 
 
 
 

 
Amended and approved on October 27, 2013 

 


