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The VPBC Constitution Committee was chartered in September 2010 and tasked to review the basic guidance and policy documents of the church and determine if/where revisions should be made.  A previous review & revision of all VPBC, VPCS, and MDO documents had been conducted a decade prior.  The intervening period wrought many changes at VPBC (e.g., dissolution of the school COM) and created impetus for yet other changes necessitating this revision.  

Following the months-long review process, the Constitution Committee submitted the proposed revisions to the church for approval vote during a scheduled business meeting on Wednesday, June 22, 2011.  Following VPBC Constitution & Bylaws procedures, the church voted and approved adoption of the revised documents. 

All previous versions of this document are superseded and should be replaced with the 2011 revision.
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VILLAGE PARKWAY BAPTIST CHURCH

NOMINATING COMMITTEE MANUAL

POLICY FOR ALL COMMITTEES 

GENERAL POLICY
The function and duties of each committee shall be in accordance with the policies of, in order of precedence: Scripture; VPBC Constitution & By-laws; this manual; and the policy document(s) specific to each committee.  This manual applies only to committees, not to other entities that may exist or be created from time-to-time (such as teams).  Responsibilities as articulated for each committee herein are meant to be broad, general guidance rather than specifics in a “check-list” fashion.  Each committee is responsible for further defining its responsibilities in accord with the first sentence above. 
TYPES OF COMMITTEES

All committees will be classified under the broad categories of “Permanent” or “Special”.  Teams
 may be constituted from time-to-time for special purposes but will not be classified as “committees”.  Per the Constitution & Bylaws, the definition of each type of committee is as follows:

· Permanent:  established by the church to exist permanently or until the church deems otherwise.  Permanent committees will always have active membership.
· As of 2011, Permanent committees are:  Nominating, Finance, and Personnel.  All others are classified as Special.

· Special:  created by the church and shall serve until the purpose of their creation has been fulfilled or until additional church action is taken (for example, the purpose no longer is valid).  Special committees may not necessarily always have active membership but may be activated (or deactivated without disbandment) based on needs of the church.
COMMITTEE SERVICE
· Period of service:  All committee service will begin effectively on August 1st, except where replacements are required to fill a mid-term vacancy.
· Length of service: 
· Permanent committees: Three (3) years, ideally with one-third of members rotating off each year to maintain continuity.

· Special committees: Period of service not specified.  Each committee will have different (and flexible) commitment requirements as determined by the committee.
GENERAL POLICIES
· All committees will have a chairman and, if needed, a secretary.  No person shall serve as chairman for more than two years consecutively.  Other officers (e.g., vice chair) may be added at the discretion of the committee.
· Only those who have been a member of Village Parkway Baptist Church for at least six months may serve on any committee.

· No person shall serve on more than one permanent committee at the same time.  Members may serve on two or more committees at the same time so long as not on two Permanent committees.
· The Nominating Committee will nominate individuals to committee service as requirements arise, but at least annually for scheduled rotations.
· All committees shall abide by the church policy on expenditures of funds.

· Committees shall submit requests for budget to the chairman of the Finance Committee during budget planning time.  In most cases this is during April and May.
· Staff members, other employees, or spouses of either will not serve on a permanent committee or as chairman of any committee. (Note: The Pastor is an ex-officio member of all permanent committees, and may designate other ministerial staff members to attend in his stead.)
· The Chairman of Deacons may not serve at the same time as chairman of any committee.

CHAIR’S GENERAL RESPONSIBILITIES
· Schedule and lead regular meetings (at least quarterly).

· Encourage involvement of each committee member.

· Notify the church secretary and Pastor of each planned meeting date and time, to allow de-confliction with the church calendar and the Pastor to attend as an ex-officio member.
PERMANENT COMMITTEES

Nominating Committee 
The church shall have a Nominating Committee.  It shall be composed of a minimum of six members. The sitting members shall nominate individuals to serve on the Nominating Committee by recommending to the church for approval at a business meeting.   Broad responsibilities of the Nominating Committee are to:
· Review annually Nominating Committee policies and duties, and make change recommendations to the church. 

· Nominate members for all committees annually and present them to the church for approval at a business meeting.  

· Be cognizant of the membership status of other committees and nominate individuals to fill mid-term vacancies. 

· Receive committee service candidate names from any member of the church at any time.

· When required to fill positions of Pastor or Ministerial staff, recommend stand-up of a search committee and nominate members.
Finance Committee 
The Finance Committee works closely with the Treasurer, the staff, and other church entities to steward the financial resources of the church.  Responsibilities include:

· Prepare and recommend the annual church budget in cooperation with the Pastor, staff, Personnel Committee, and church ministries.   The budget will be recommended to the church at the annual business meeting in June.
· Assist the treasurer in maintaining the financial records of the church. 

· Promote financial stewardship among all members of the church. 

· Ensure financial integrity as it concerns all matters of church finances. 

Personnel Committee 
This committee has its own policy manual.  Committee members must be familiar with that document and responsibilities enumerated therein.  In all cases, the Personnel Committee must work in concert with the Pastor.  Except as regards matters pertaining to the position of Pastor, the Pastor must be involved in all Personnel Committee deliberations and decisions.  The Personnel Committee policy manual addresses those situations where the Pastor may be the subject of a personnel action.  Broadly, committee responsibilities include:
· Study and recommend the need for additional staff and support staff. 

· Recruit, interview, and recommend new support staff and services personnel. 

· Prepare and maintain job descriptions for all ministers and support staff. 

· Maintain organizational charts. 

· Review and recommend to the Finance Committee a salary program for Ministerial staff and support staff. 

· Develop, review and recommend policy and procedures for all Ministerial staff and support staff. 

SPECIAL COMMITTEES
Baptism Committee 
· Prepare all necessary equipment and facilities prior to each baptismal service. 

· Write names on flash card for identification purposes. 

· Assist the Pastor and candidates at baptism time. 

· Remove and wash all towels, robes, handkerchiefs, and other such items before the next baptismal service. 

· Maintain a record of baptisms as a back-up to the official record maintained by the Clerk.
Building and Grounds Committee 
· Maintain awareness of the state of maintenance and upkeep of the buildings and grounds. 

· Regularly inspect all church properties and equipment and arrange for repairs. 

· Recommend the purchase of needed equipment for maintenance. 

Care Committee 
· Work with the Pastor in coordinating ministry to families who have lost loved ones. 

· Involve the church body and cooperate with other church ministries that perform similar service (Sunday School classes, Deacons, and the like). 

· Prepare food for family members. 

· Provide house-sitting and child care for families during the funeral. 

· Provide transportation as needed for the funeral. 

Constitution Committee

· Chartered by the Pastor aperiodically as need arises

· Review policy documents of VPBC, to include Constitution & Bylaws, Personnel Policies & Practices manual, Nominating Committee manual, Finance Policies & Practices manual, MDO policy manual, and such other documents as may come into existence

· Recommend changes to policy documents

· Recommend creation of new documents

· Recommend retirement of existing documents as appropriate

· Prepare materials and documents for church membership approval vote at a business meeting

· Dissolve when revised documents have been approved

Fellowship Committee 
· Plan and coordinate church-wide fellowship activities. 

· Coordinate type of fellowship, i.e., refreshments only, covered dish luncheons, suppers, etc. 

· Determine the food service needs of the church. 

· Equip, maintain, and supply the kitchen. 

Floral Committee 
· Obtain and display floral arrangements for church services. 

· Dispose of arrangements. 

Long Range Planning Committee 
· Discover the long range needs of the church and its ministries. 

· Lead in setting long range goals for the church. 

· Plan strategies for reaching identified goals. 

· Monitor action plans and oversee attainment of goals. 

Lord’s Supper Committee 
· Ensure all necessary Lord’s Supper equipment is in place prior to each observance of the ordinance. 

· Arrange for all Lord’s Supper equipment to be gathered, cleaned, and stored after the observance. 

· Recommend purchase of additional equipment. 

� Teams are distinct from committees in the following characteristics:  teams may be created for very specific (sometimes short-term or even one-time) purposes and dissolved quickly; members may be appointed directly; members do not need to be church members; terms of service are not fixed; meetings may be very flexible and do not follow parliamentarian procedure.  Teams may be thought of as a “relief valve” for addressing purposes not covered by an existing committee and for which committee-type actions may not be appropriate.
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