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Constitution of First Baptist Church of
Topeka

Preamble

“Where the Spirit of the Lord is, there is liberty.” This constitution is formulated and dedicated as a
procedure by which the work of this church may be accomplished. It is designed to promote democracy
in the church, to encourage participation in the leadership and governance of the church, and to enable
freedom of expression and action by its members.

ARTICLE I Incorporation

This church, organized on March 1, 1857, duly incorporated under the laws of the State of Kansas on
May 2, 1868 and shall be known as the First Baptist Church of Topeka.

ARTICLE 11 Mission Statement

With energy and wisdom supplied by God’s Holy Spirit, we will live as a community of believers in Jesus
Christ as Lord and Savior, offering love and hope in a world of hate and despair. We will seek to find a
personal relationship with God, proclaim the gospel of Christianity, participate in missions locally and
world- wide, and endeavor to be Christ-like in our personal conduct and relationships.

ARTICLEIII  Organization

The government of this church shall be vested in the body which composes its membership. It shall,
however, maintain affiliation and cooperation with the American Baptist Churches, U.S.A., American
Baptist Churches of the Central Region (ABCCR), the Northeast Area, and the Kaw Valley Cluster. It shall
work with other Christian and Interfaith groups as the church shall designate.

ARTICLEIV  Doctrine

This church accepts the New Testament as the basis of doctrine and practice. Asa summary of
principles for Christian conduct among its members, it adopts the following covenant:

Church Covenant

We believe in God the Father, and commit ourselves as baptized believers to his Son, Jesus Christ, our
Lord and Savior. Influence by his Holy Spirit, and instructed by the Scriptures, we consecrate ourselves
to his service and unite with one another as his in this covenant.

We will consistently seek to grow as Christians, making prayer and God’s love the essence of our daily
living. Desiring to live together in his love, we will abstain from actions which are harmful or destructive
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to any person, and we will help one another to think, speak, and act as Christians. We will share each
other’s joys and try with tenderness and sympathy to bear one another’s burdens and sorrows.

We will strive to be responsible church members through faithful attendance, study, and giving of
personal and financial resources. Committed to experiencing, living out, and sharing Jesus Christ with
the world, we will enter into mission, at home and abroad, with vision and enthusiasm.

As members of First Baptist Church of Topeka, we are joined in fellowship with Christians around the
world. We will, therefore, when moving from this area, unite with some other church where we can
carry out the spirit of this covenant.

ARTICLE V Membership

Section1 Membership Definition and Eligibility

The membership of this church shall consist of baptized believers in the Lord Jesus who seek to live by
the principles of Christian living set forth in the Covenant and eligible to enjoy the privileges and
responsibilities of membership unless the member is recommended for suspension under Section 6
herein.

Section2 Reception of Members

Upon a three-fourths (3/4) vote of the church members present at a business meeting of the church,
candidates may be received in the following ways:

a) by a profession of faith in Jesus Christ and acknowledgement of his Lordship through baptism by
immersion unless prohibited by physical disability. Such a disables candidate for membership
may unite with the church by profession of faith in Jesus Christ made in the presence of and
acceptable to the pastor and the Coordinator or Assistant Coordinator of the Area of Care.

b) by letter from another Baptist church.

c) by relation of a Christian experience in the absence of a letter or other evidence of church
membership, such experience including believer’s baptism or baptism and confirmation.
Baptism by immersion is not required.

d) By restoration. Restoration of a person to the active membership role may be made at any time
that such person has resumed active participation in the church life.

Section3 Watch Care Membership

Watch care memberships may be granted to members of other churches who desire to retain their
membership in such church, but who request that they be placed under the watch care of this church
during their residence in this community. Applicant for watch care membership shall, upon the
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recommendation of the Board of Ministries and the vote of the church, be received and shall be entitled
to enjoy all the rights and privileges of membership, except the privilege of voting and of holding office.

Section4 Membership Orientation

Candidates for membership shall be encouraged to complete a Membership Orientation Class
conducted under the direction of the pastor and in consultation with the Board of Ministries.

Section 5 Dismissal of Membership

Any member, upon request, shall be granted a Letter of Dismissal to unite with an other Christian
Church. The Letter of Dismissal shall be issued to a specific church and not to the member. Upon
recommendation of the Board of Ministries, all such requests shall be subjected to church action at any
business session.

Section 6 Suspension/Dismissal of Members

a) by Suspension: Any member who is believed to be guilty of consistent breach of church
covenant vows shall be counseled in love by the pastor and a member appointed by the Board
of Ministries. If faithful efforts do not bring about repentance, the Board of Ministries shall
consider suspension from church membership. In all cases such persons shall be notified in
writing of their right to be fully heard if they so desire. All such suspensions shall be by
recommendation of the Board of Ministries to the church and voted upon at a special business
session called for that purpose.

b) by Inactivity: Any member who does not participate in the worship services or financial support
of the church for six (6) months, without valid reason, shall be contacted by a member
appointed by the Board of Ministries. For the following six months, the pastor and/or person(s)
designated by the Board of Ministries shall show special concern to this member with the
purpose of restoring fellowship. If, after the year, that member continues to be unresponsive to
the Christian concern of the fellow members and persists in not participating in the services of
worship or in financial support of the church, the member shall be considered for suspension
from membership in accord with (a) above upon the recommendation by the Board of
Ministries.

Section 7 Removal from Membership

a) Departure from the Community: Any member who has moved away from Topeka or vicinity and
who has not maintained contact with the Church or requested a letter of dismissal within one
year, shall be upon the recommendation of the Board of Ministries considered for removal from
the rolls of the church and voted upon at any business session.

b) Removal from Active Membership by Request: Any member may request in writing to be
removed from the active membership rolls. Upon recommendation of the Board of Ministries,
all such requests shall be subject to church action at the annual or any business session.
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ARTICLE VI Ordinances

Section1 Baptism

The mode of baptism shall be by immersion.

Section2 The Lord’s Supper

The Ordinance of the Lord’s Supper shall be observed by the church of the first Sunday of each month
and/or at such times as the Board of Ministries may designate.

ARTICLE VII Amendments

Upon the recommendation of the Board of Ministries, this constitution may be amended by a three-
fourths (3/4) affirmative vote of the church members present, voting by a written ballot, at a special
business meeting of the church, called for such purpose. The special business meeting with the
proposed amendments shall be announced from the pulpit on two successive Sundays, immediately
prior to but no including the day of the special meeting, and published in the church newsletter two
weeks immediately prior to, but not including the day of the special meeting. One hundred (100)
members shall constitute a quorum. Robert’s Rules of Order, Revised, shall be the parliamentary

authority.
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By-laws of First Baptist Church of Topeka

Article ] Board of Ministries

Section1 Definition and Responsibilities

By their election by the congregation, twenty (20) church members, hereinafter called the Board of
Ministries, shall serve as leaders and act for the congregation of First Baptist Church of Topeka. These
members, consisting of a Moderator, Assistant Moderator, Treasurer, Youth Representative,
Coordinator and Assistant Coordinator of Areas of Administration, Education of Children and Youth,
Education of Adults, Worship, Service, Care, Evangelism, and Recreation, will be charged with the task of
administering the programs and activities of the church in fulfilling our mission to God and community
as stated in our mission statement. The Board of Ministries will be accountable to the congregation of
the church. The Senior Pastor and Professional Ministerial Staff shall be ex-officio, non-voting members
of the Board of Ministries.

Section 2  Organizational Structure

a) Senior Pastor

b) Other Ministerial Staff

c) Moderator

d) Assistant Moderator

e) Treasurer

f)  Youth Representative

g) Coordinator and Assistant Coordinator of Areas of Ministry:
a. Administration

b. Education of Children and Youth
c. Education of Adults

d. Worship

e. Service

f. Care

g. Evangelism

h. Recreation
h) Appointed Positions (Standing)
a. Clerk
b. Historian
c. Membership Secretary
d. Financial Secretary
i) Appointed Committees (Standing)
a. Staff-Congregation Relations
b. Day Care Policy
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Finance
Property
Annual Financial Examination

h o Qa o

Nominating

Section 3  Organizational Duties

a)

b)

Pastor

There shall be a Senior Pastor of this congregation who shall be an ordained minister recognized
by the American Baptist Churches, U.S. A., preferably holding a Master of Divinity Degree or
Equivalent.

The Senior Pastor a) shall perform the service and duties pertaining to the spiritual and secular
leadership and to the welfare of the congregation; b) shall be the administrator of the
congregation; c) shall be the executive officer of the Staff; d) shall supervise the hiring and
termination of staff members, other than the professional ministerial staff, in conjunction with
the Staff —Congregation Relations Committee and the Board of Ministries; e)shall be an ex-
officio member of all Areas of Ministry, Committees, and Organizations of the congregation; f)
shall arrange for pulpit supply during an absence with the advice and consent of the Board of
Ministries; g) shall appoint with the advice and consent of the Board of Ministries such other
committees or task forces not herein provided as may be needed to further the programs and
activities of the congregation; and h)the Senior Pastor working with other Areas of Ministry shall
work to shape a Professional Ministerial staff to meet the needs of the congregation.

Other Professional Ministerial Staff

An Area of Ministry may submit to the Board of Ministries the establishment of a Professional
Ministerial Staff Member by submitting a written job description clearly defining the proposed
position setting forth the education, training, and/or experience deemed necessary to perform
the proposed position as well as the compensation package, terms of employment, and such
other facts deemed appropriate. If approved by the Board of Ministries, the proposal shall be
submitted to the congregation at a special business meeting called for that specific purpose. If
the vote of the congregation is affirmative, a search committee of no less than seven (7)
members shall be appointed by the Board of Ministries to include one member of the Staff-
Congregation Relations Committee and one member of the Professional Ministerial Staff. Upon
approval of the candidate by the Board of Ministries, the candidate shall be presented to the
congregation at a special business meeting called for that specific purpose. The vote of the
congregation shall be by a written ballot.

Each year the Senior Pastor and the Areas of Ministry will work with the Other Professional
Ministerial Staff to evaluate the on-going job duties of their position as attached in the
appendices. The evaluation should result in an updated job duties document and attached to
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the by-laws as an appendix. A report of the Other Professional Ministerial staff duties of the
minister shall be presented at the church’s Annual Meeting.

All Professional Ministerial Staff Members shall be responsible to the Senior Pastor and the Area
of Ministry under which such a ministry responds or to which assigned by the Senior Pastor. All
Professional Ministerial Staff Members will be ex-officio members of the Board of Ministries.

c¢) Moderator
The Moderator shall be the presiding officer at all business meetings of the congregation and
the Board of Ministries and is authorized to call for a special business meeting with or without
the advice and consent of the Board of Ministries if in his/her opinion such is necessary for the
orderly conduct of congregational business.

d) Assistant Moderator
The Assistant Moderator shall be the presiding officer in the absence of the Moderator at
business meetings of the congregation and the Board of Ministries. The Assistant Moderator
shall be the Chairperson of the Nominating Committee.

e) Treasurer
The Treasurer shall keep, or cause to be kept, itemized and systematic accounts of all receipts
and disbursements in accordance with standard accounting practices; shall receive from the
Financial Secretary an accounting of all funds contributed to the church; shall keep an accurate
account of all funds established by the church; shall disburse monies as authorized by the Board
of Ministries; shall make monthly reports to the Board of Ministries by providing copies to them
each month, and shall make quarterly and annual reports to the congregation. The Treasurer
shall prepare the annual corporate report required by the statute. All bookkeeping tasks shall
be reviewed by the Treasurer.

f)  Youth Representative
The Youth leadership shall forward a name to the nominating committee to be included in the
slate of nominees for the Board of Ministries. The position has the responsibility to ensure that
the Board of Ministries is aware of the issues important to the youth of First Baptist Church.
This position will have full voting rights on the Board of Ministry.

g) Coordinator and Assistant Coordinator of Areas of Ministry
The Coordinators and Assistant Coordinators shall be responsible for:
a. Setting goals for their respective Area of Ministry at the beginning of each
calendar year and presenting a report on those goals at the Annual Meeting;
b. Programs and activities under their respective Area of Ministry and equally
responsible for all Areas of Ministry;
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c. Provide an annual proposed budget for their respective Area of Ministry to the
Finance Committee at a timely date as determined by the Board of Ministries;
The annual financial campaign; and
Promote and supervise a program of education in planned giving to underwrite
the annual budget.

h) Board of Ministries
The Board of Ministries responsibilities:

a.

k.

l.
Revised 2009

Administers the programs and activities of the congregation in fulfilling our mission to
God and Community as stated in our mission statement;
Acts on behalf of and be accountable to the congregation;
Provides guidance and encouragement to the eight (8) Areas of Ministry;
Acts on behalf of the congregation as Trustees according to Kansas Corporate law
designating the Moderator, Assistant Moderator, and Treasurer to execute such written
documents or instruments as may from time to time be required;
Takes all necessary measures for the protection of all property, real and personal,
maintaining insurance coverage where necessary, management, upkeep, and
improvements conforming to the laws of the State of Kansas and the City of Topeka;
Appoints a Committee of two (2) or more members who are not members of the Board
of Ministries to examine the financial records who will have authority to confirm any
financial statements and/or transactions as may be required to affirm that said reports
are correct and complete and in accord with established practice and will submit a
written report to the Board of Ministries prior to the Annual Business meeting and
present a report at the Annual Business meeting;
Fills all vacancies of elected offices occurring between annual elections by electing from
name(s) submitted by the Nominating Committee;
Declares an office vacant if the holder thereof fails to carry out the duties
commensurate therewith or is absent without cause from three (3) successive meetings
of the Board of Ministries;
May not buy, sell, mortgage, lease or transfer any property, real or personal, or
otherwise dispose of such property, other than expendable or budgeted replacement
items, without first submitting a recommendation to the congregation at a special
business meeting called for that specific purpose and receiving approval to make or
cause to make such transactions;
Considers special requests for campaigns or funds not covered by the annual budget
same having been submitted by a group in the congregation to the Finance Committee
for approval. The Finance Committee will coordinate and schedule all such requests
with the appropriate group responsible for initiating and conducting the campaign if
approved; and
Assists the Senior Pastor in calling an ordination council; and
Appoints delegates to Area, Regional or National meetings.
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j)

Nominating Committee

The Assistant Moderator acting as the Chairperson of the Nominating Committee will actively
recruit representative of the various groups and ages of the church who will consent to serve on
the Nominating Committee.

Nominations for Elected Office

Nominations for all elective offices shall be made in the following manner: Eight (8) weeks prior
to the annual election the Assistant Moderator as Chairperson of the Nominating Committee
will cause a notice to appear in the church newsletter and announcement made thereof during
the worship services of the date of the annual election and that Nominating Committee will
receive suggestions from the congregation for nominees for any elective office; said notice and
announcements will run for two (2) consecutive weeks. All suggestions or nominations should
include the proposed nominee’s consent and willingness to serve if elected. Any church
member may seek an elected office by the same format. All nominations shall be presented to
the Nominating Committee at least three (3) weeks prior to the annual election; no suggestions
or nominations will be considered by the Nominating Committee after such date. After
reviewing qualifications of all nominees, the Nominating Committee will prepare an official
ballot for the annual election whereon only one (1) nominee for each elective office will appear
and will provide a blank line for a write-in candidate if a nomination is made from the floor. The
results of the annual election will be tallied by the Nominating Committee and reported to the
congregation in the church newsletter. All elected will assume the duties and responsibilities of
their respective offices January 1 of the following year.

Section4 Terms and Conditions of Office

a)

b)

f)

g)

The term of office for the full-time Senior Pastor and other professional church staff shall be for
an indefinite term.

Each member of the Board of Ministries, with the exception of the Professional Church Staff,
shall serve for one-year term. These members may be re-nominated by the Nominated
Committee for the office they hold or another office, for a combined total of five consecutive
years.

No person may hold more than one elective office on the Board of Ministries at one time.

All Board of Ministries members shall serve until their successors are elected and assume office.
A change in residence, which nullifies the member’s ability to serve, shall render the office
vacant.

Failure to attend three consecutive meetings or to carry out the duties of any office may
constitute reason sufficient for the Board of Ministries to request a resignation.

The members of the Board of Ministries should be regular in the attendance at public worship
and business meetings of the church.

With the exception of Professional Church Staff, any member of the Board of Ministries serving
a total of five (5) consecutive years in any position will not be eligible for election to a full term
of office.
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Section 5 Vacancies in Office

A vacancy occurring during the year may be filled at any meeting of the Board of Ministries. The
Nominating Committee shall present to the Board of Ministries qualified nominees to fill the vacancy
and from those names the Board of Ministries shall elect a person to serve the unexpired portion of the
term.

Section 6 Board of Ministries Meetings

The Board of Ministries shall meet at least monthly and shall promptly publish a summary report of each
meeting.

A two-thirds (2/3) majority of members shall constitute a quorum at meetings.

Section 7 Committee Meetings

Committees will hold meetings as necessary for the successful conduct of their assigned business.

Article II Areas of Ministry

Section1 Area of Administration

Our vision as the people of First Baptist Church will be to.....

Manage the resources of our congregation for ministry so the overall purposes of the church will be
accomplished. This vision will be managed by the Area of Administration which shall be responsible for
formulation, organization, administration, supervision, promotion and evaluation of the administration
ministry of the church. Some of the responsibilities of this area may include but are not limited to the
following:

e Property Committee: As defined in Article Ill, Section 2 (b)

e Finance Committee: As defined in Article Ill, Section 2 (c)

e Historian: As defined in Article IlIl, Section 2 (d)

e Membership Secretary: As defined in Article Ill, Section 2 (e)

e Financial Secretary: As defined in Article Ill, Section 2 (f)

e Staff-Congregation Relations Committee: As defined in Article Ill, Section 2 (g)

e Financial Examination Committee: As defined in Article Ill, Section 2 (i)

e Risk Management Committee: As defined in Article Ill, Section 2 (j)

e Presiding Officer: In the absence of the Moderator and the Assistant Moderator.

Section 2 Area of Education of Children and Youth

Our vision as the people of First Baptist Church will be to.....
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Equip our children and youth (ages birth through 12th grade) to be disciples of Christ. We will provide
an atmosphere where children and youth can:

1) Develop and strengthen a relationship with Christ
2) Learninintergenerational community, making friends with peers and mentors

3) Grow to understand the Bible, the tenets of the Christian faith, and Baptist principles

In order to accomplish this vision, the Area of Education of Children and Youth will set and accomplish
goals in three major areas:

1) Resources: Develop and interpret educational objectives, provide curriculum, recruit and train
teachers as needed, and manage the use of facilities and budget to accomplish the above goals

2) Support: Provide leadership to issues of safety (i.e. child protection policy, etc.), provide child
care as needed for church programming, and encourage and equip volunteers for ministry

3) Evangelism: Help bring children and youth to the faith and the church through the use of
invitational activities, “visitor-friendly” programming, and discipleship courses.

Section 3 Area of Education of Adults

Our vision as the people of First Baptist Church will be to.....

Equip adults (post-high school) to be disciples of Christ. The area of adult small group discipleship will
accomplish this goal through the use of various small groups, including adult Sunday school classes and
groups that meet throughout the week. A Christian small group is a gathering of people who come
together by choice and — through intimacy, flexibility, accountability, and support — create a non-
threatening atmosphere of genuine community in the spirit of Christ for the purpose of spiritual growth,
fellowship, and outreach. This area will create an atmosphere where small groups are a priority. In
order to accomplish this vision, the Area of Education for Adults will have three major goals:

1) Publicize: Create a central point for continuous and accurate information flow about what small
groups exist and what they are doing so that they can be easily accessible to both church
members and visitors. Publish updated small group brochures and maintain information kiosks
for this purpose.

2) Energize: Maintain the network of small groups, helping each group to define and refine their
identity. Research, assess, and provide curriculum options and manage the resources of the
Schendel Library. Provide teachers and leaders training and tools that are needed to help
groups invite, teach, evangelize, grow, and reproduce. Evaluate struggling groups and either
energize them or bring them to a healthy ending.
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3) Materialize: Motivate and offer resources for the start of new small groups to meet changing
needs.

Section4 Area of Worship

Our vision as the people of First Baptist Church will be to.....

Create meaningful worship experiences. First Baptist Church will maintain traditional and alternative
styles of worship. The Area of Worship will create these experiences through the leadership of co-
chairs, each representing one of each style. These representatives and additional volunteers will work
with staff to formulate overarching themes for worship throughout the year. Each co-chair will work
with staff to develop separate team (e.g. “conneXion team” and “traditional worship team”).

The basic goals of these teams will be to:

a) Along with appropriate staff, plan worship experiences according to the relevant style
and context, using various elements including music, spoken word, creative arts, and
various participatory activities

b) Help the worshiper feel welcomed

c¢) Coordinate and set up supporting elements, such as communion, baptism, technical
aspects, and worship space lay-out and decoration

d) Along with appropriate staff, develop and maintain a network of worship leadership
groups, including groups of adults, youth, and children

Section 5 Area of Service

Our vision as the people of First Baptist Church will be to.....

Serve those outside of the church in the name of God. We serve because there are needs in a hurting
world. We serve because we are disciples, and it is a part of our growth in our walk with Christ. And
while we serve, we invite others to serve, knowing that some will come to a saving faith in Christ
because of their experience of service. The Area of Service will empower, encourage and organize
efforts to achieve this vision in three major categories:

“Refill.” We will serve those outside of the church as we support institutions and organizations whose
main goal and purpose is to care for the needs of others. This support will largely come in the form of
financial support, including budget line items, fellowship fund collection, recognition of special offerings,
publicity of community missions fundraisers, and particular attention to the annual offerings sponsored
by the ABC-USA (as administered and publicized by the Mission Advocates committee). As well, we will
“refill” the supply closets of such institutions and organizations with regular food/supply drives and
collection boxes located in the church.
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“Relieve.” We will also serve those outside the church through direct, hands-on efforts as we volunteer
to “relieve” the pain and attend to the needs of a suffering world. The Area of Service will identify,
organize, and publicize opportunities to serve in local mission organizations, regional service projects,
and overseas missions trips. A special ministry in this category is the Day Care Center (See Article lll,
Section 2(i)) of First Baptist Church. This ministry attends to the needs of working families and helps
provide a place of love and hope for children in our community.

“Reverse.” We will also be aware as a congregation that there are systemic causes of suffering in the
world. We as a Church universal and First Baptist Church particularly must be about the work of seeking
and fighting for justice and peace. In addition to attending to immediate needs and supporting
institutions which do the same, we must also be vigilant about “reversing” the effects of the “powers
and principalities of this world” that create such needs in the first place.

Section 6 Area of Care

Our vision as the people of First Baptist Church will be to.....
Care for the needs of those within our congregation. The basic goals of this area will be to:

a) Care for those who are unable to attend services regularly, through a transportation ministry
and the management of a network of caregivers;

b) Along with appropriate staff, care for the physical, emotional, and spiritual needs of individuals
within the congregation, through initiatives such as the parish nurses, emotional support
groups, hospital visitation, pulpit flower delivery, and we miss you letters to members;

c) Care for the social and fellowship needs of the congregation, including organizing fellowship
time following worship services, special church-wide social events, etc.

Section 7 Area of Evangelism

Our vision as the people of First Baptist Church will be to.....

Introduce people to Jesus Christ and be about the work of making new disciples for Christ (Matthew
28:18-20). We as a church seek to do the work of evangelism with loving consideration and sensitivity.
We also seek to emphasize that the work of bringing new believers to Christ belongs to the entire
congregation — each individual, all groups, and areas of the Board of Ministries. To this end, the basic
goals of the Area of Evangelism will be:

e Evangelism Education. We will use different mediums and programs to encourage all members
to engage in personal evangelism efforts and to educate them about effective ways of doing so.
We will work with other areas of the church to invite the community to be involved in the things
we do.

e Marketing and Publicity. While we recognize that advertising alone is not effective for bringing
new people to church, having our church name “out there” can set the stage for individual
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invitations and keeps our church “visible.” We will work to effectively promote First Baptist
through things like radio spots, public events, volunteer opportunities, etc.

e Prospect Follow-up. We will maintain cordial contact with our visitors and prospective members
through phone calls, welcome boxes, visitation, etc to encourage them to be active participants
in First Baptist Church.

Section 8 Area of Recreation

Our vision as the people of First Baptist Church will be to.....

Promote community through activity. We will provide opportunities for positive recreational activities
that are Christ-like in nature, providing both church and community members a place to enhance
relationships, maintain a healthy life-style, and promote the use of gifts and talents (e.g., arts and
crafts). To this end, the basic goals of the Area of Recreation will be:

e Organizing and implementing athletic leagues and activities (e.g., Upward Basketball).
e Coordinating and promoting fitness groups (e.g., aerobics, walking, etc.).

e Seek ways to effectively utilize our facilities for the good of the community.

Article IIIl Defined Positions and Committees

Section1 Other Church Leaders

a) Day Care Director: Responsible for operating the Day Care Center for children in a manner that
is consistent with the mission statement and purpose of the First Baptist Church and
contributing to the children’s growth and development. The Day Care Director shall be under
the supervision of a professional staff person as designated by the Senior Pastor. Job
Description is on file in the church office.

Section 2  Standing Appointed Positions and Committees

a) Clerk:
The Clerk shall be appointed by the Board of Ministries and shall be responsible for keeping a
record of all transactions of the Board of Ministries and church business meetings; shall prepare
official correspondence; shall apply statistical information for official reports to denominational
organizations; shall notify officers and delegates of organizations of meetings, time, and place;
shall notify coordinators and delegates of their election or appointment; shall receive complete
records of each official area of ministry or organization at the annual meeting of the church;
shall preserve all records and deliver them to the successor at the annual meeting or within ten
(10) days after leaving office; and shall work with the Historian, furnishing information that is
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necessary for accurate historical records. The clerk being ex-officio to all of the Board of
Ministries will be directed by the Moderator.

b) The Property Committee:
The Property Committee shall be responsible for formulation, organization, administration,
supervision and evaluation of all matters pertaining to church properties. This committee will
be managed by the Area of Administration. Some of the responsibilities of this committee shall
include but are not limited to the following:

a. Shall be responsible to see that all maintenance of the church is accomplished.

b. Shall secure estimates whenever feasible for non-budgeted items involving upkeep in
excess of fifteen hundred dollars (51500.00). Items exceeding $1500.00 and non-
budgeted items must have church approval. In the event of extreme emergency such as
acts of nature, fire, broken natural gas or water lines, glass breakage and other
emergencies where life, injury or further damage to church property is likely, the
Property Committee may take necessary measures to correct the situation immediately.
They are to confer with the Coordinator and/or Assistant Coordinator of Administration
as soon as possible. In such an event, the Board of Ministries shall, as soon as possible,
meet and call for a Church Business Meeting.

c) Finance Committee:
The Finance Committee shall be responsible for formulation, organization, administration,
supervision, promotion, and evaluation of the financial program of the church. This committee
shall receive budget requests from all of the areas of the church, prepare the final budget and
submit it to the Board of Ministries and church for approval at the annual meeting. The
committee shall monitor the budget and regularly inform the Board of Ministries, area and
committees of their budgetary expenditures. The Finance Committee shall inform the Board of
Ministries and the congregation of the financial condition of the church. The Finance
Committee shall be responsible for having a secure system of receiving, counting, and
depositing all monies received, and review payment of all bills.

The Finance Committee shall not recommend to the church the expenditure of more than
fifteen hundred dollars (51500.00) for any item not in the church budget without first having
obtained the approval of the Board of Ministries. In the event of an extreme emergency, the
Finance Committee should confer with the Coordinator and/or Assistant Coordinator of
Administration.

The Finance Committee shall invest, preserve and/or distribute monetary (a) designated gifts in
accord with the advice of the donor and (b) undesignated gifts of less than five thousand dollars
(55,000.00) upon the advice and consent of the Board of Ministries. Undesignated gifts of five

thousand dollars ($5,000.00) or more will be administered by the First Baptist Church of Topeka
Foundation. Gifts of real property shall likewise be preserved and/or disposed of in accord with
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the advice of the donor, if any, upon the advice and consent of the Board of Ministries and
subsequent approval of the church at a regular or special business meeting called for that
purpose. This Committee will be managed by the Area of Administration.

d) Historian:
The Historian shall be appointed by the Board of Ministries and shall be responsible for keeping
up-to-date records of memorials and gifts as a part of the historical records and for recording in
the Book of Remembrance; shall be responsible for the preservation of all official records of the
church; shall preserve any current events in the life of the church that are likely to be of
historical value, thus making the church records a continuous story of the history of the church.
This position will be managed by the Area of Administration.

e) Membership Secretary:
The Membership Secretary shall be appointed by the Board of Ministries. Some of the
responsibilities of this position shall be to preserve membership rolls; shall keep electronically
and on paper two registers of membership, one chronological and one alphabetical; shall keep a
record of all members baptized, with the date of birth of each member and the date of baptism;
shall keep a record of admission, dismissal or death of members of the church, noting briefly in
the register any item of interest connected therewith; shall issue letters of dismissal pursuant to
the church constitution; shall present at the annual meeting of the church a written account of
the members received, dismissed, and deceased. This position will be managed by the Area of
Administration.

f)  Financial Secretary:
The Financial Secretary shall be appointed by the Board of Ministries. The Financial Secretary
shall receive and deposit all funds of the church, taking a receipt therefore from a bank
designated by the Board of Ministries; shall keep an accurate record for each contributing
member of the church, advising delinquent contributors regularly of the status of their pledges;
shall retain records of contributions for a period of not less than five years; shall file monthly
reports with the Treasurer. This position will be managed by the Church Treasurer.

g) Staff-Congregation Relations Committee:

The Staff-Congregation Relations Committee shall be appointed by the Board of Ministries and
shall be responsible for maintaining a healthy, interpersonal relationship within the church staff,
their families, and the congregation. They shall assist with conflict-resolution; counsel with the
staff regarding continuing education; shall coordinate the evaluation process and may
recommend compensation and benefits subsequent to initial employment. This committee will
be managed by the Area of Administration.

h) Day Care Policy Committee:
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A Day Care Policy Committee shall be appointed by the Board of Ministries and will be
composed of First Baptist Church members, not more than one-half who have children enrolled
in the First Baptist Church Day Care Program during their tenure on this committee. This
committee will be managed by the Area of Service. The Policy Committee will be responsible
for:

1) Communicating the Day Care Ministry to the church and community.
2) Establishing policies

3) Setting Fees

4) Planning and implementing the budget

5) Providing input to the Staff-Congregation Relations Committee on the Day Care
Director’s salary and benefits.

6) Appointing an Advisory Council composed of parents and church members to function
in an advisory capacity and as a support group.

i)  Financial Examination Committee:

The Financial Examination Committee, consisting of two members chosen at large from the
church, not members of the Board of Ministries, shall be appointed by the Board of Ministries.
Their responsibility is to provide an annual financial examination of the church financial records.
They shall have authority to confirm any financial record and transaction as may be required.
The committee shall give a written report to the Board of Ministries of their findings prior to the
church’s Annual Meeting, and present their report at the Church Annual Meeting.

j)  Risk Management Committee:

The Risk Management Committee shall be appointed by the Board of Ministries and shall be
responsible for developing and implementing a risk management plan to protect the liability of
the church. This should be developed with the resources of the American Baptist Churches of
the Central Region (ABCCR). The following areas of risk management may be included, but are
not limited to:

e Emergency Preparedness

e Facility Safety and Security

e Financial Safeguards

e Employee and Volunteer Safety
e Child and Youth Protection

e Transportation Safety

This committee will be managed by the Area of Administration.
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Section 3  Special Committees

a)

Pulpit Committee

The Pulpit Committee shall be elected at a special business meeting called by the Board of
Ministries upon the Senior Pastor’s death, retirement, dismissal, or resignation. At least 20
members, representative of various groups and ages of the church, shall be nominated from the
floor. The eight nominees receiving the highest by vote of written ballot shall, with the
Moderator and Staff-Congregation Relations Committee representative, constitute the Pulpit
Committee. The Moderator shall convene the committee immediately for the purpose of
choosing a Chairperson and Secretary. Not more than one member of a household shall be
eligible to serve on the Pulpit Committee.

The Pulpit Committee shall be guided in its work of selecting a prospective Pastor by
recommendations published by the Region Council on Ministry of the American Baptist
Churches of the Central Region (ABCCR) and Commission on the Ministry of the American
Baptist Churches U.S.A., and shall work in close cooperation with the Executive Minister and the
Area Minister of the American Baptist Churches of the Central Region.

The Pulpit Committee shall cooperate with the Board of Ministries in arranging for pulpit supply
during the interval between Pastors.

The Selection of an Interim Pastor

The Pulpit Committee shall recommend to the church entrance into the American Baptist
Churches of the Central Region (ABCCR) Interim Minister Program, for a candidate for Interim
Pastor.

The Selection of a Senior Pastor

At a special business meeting of the church, the name recommended by the Pulpit Committee
shall be presented, and a written ballot taken on the calling of the candidate. If there is an
affirmative vote, as provided by the By-Laws, Article IV, Section 1, the candidate shall be called.

The Pulpit Committee, shall, after consultation with the Staff-Congregation Relations
Committee, the Finance Committee, and the Board of Ministries, provide a written agreement
between the Pastor and the church, covering such matters as salary, vacation, pension plan, and
setting forth all the items of agreement between the Pastor and the church. This agreement
shall be kept on file with the Board of Ministries.

b) Any other additional committees as may be designated by the Board of Ministries.
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Article IV The Call and Termination of Professional Church Staff

Section1 Calling of the Senior Pastor

The call of a Senior Pastor shall come before the church at a special business meeting, notice of such
meeting and its purpose having been read from the pulpit on two successive Sundays, and notice
published in the church newsletter at least one week prior to such meeting. Only one who is
sympathetically cooperative with the purposes and program of the American Baptist Churches, U.S.A.,
shall be considered. Only one candidate shall be presented to the church at one time.

An affirmative vote by ballot by three-fourths (3/4) of the members present and qualified to vote,
provided there is a quorum present, shall be necessary to extend a call.

Section 2  Calling of an Interim Pastor

An Interim Pastor is called on the recommendation of the Pulpit Committee and an affirmative vote by
the Board of Ministries. The same provisions and conditions as the Senior Pastor will prevail as in Article
I, Section 3 (a). The Interim Pastor shall not be considered as a candidate for the Senior Pastor of the
church.

Section 3  Calling of Other Professional Ministerial Staff

The call of other professional ministerial staff shall come before the church at a special business
meeting, notice of such meeting and its purpose having been read from the pulpit on two successive
Sundays, and notice published in the church newsletter at least one week prior to such meeting. Only
one who is sympathetically cooperative with the purposes and program of the American Baptist
Churches, U.S.A., shall be considered. Only one candidate shall be presented to the church at one time.
The same conditions of tenure, dismissal, and retirement shall apply to all other professional ministerial
staff as set forth for the Senior Pastor.

An affirmative vote by ballot by three-fourths (3/4) of the members present and qualified to vote,
provided there is a quorum present, shall be necessary to extend a call.

Section4 Termination of Other Professional Ministerial Church Staff

The term of office may be ended upon at least thirty days notice by the Professional Ministerial staff
member. Should it become necessary for the church to terminate a Professional Ministerial staff
member, such action must be taken at a special business meeting called for such purpose, provided such
dismissal shall first have been recommended by the Board of Ministries. An affirmative vote by ballot of
three-fourths (3/4) of the members present and qualified to vote, provided there is a quorum present
shall make valid the termination of the employment relationship.
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ARTICLE V Meetings

Section1 Meetings for Worship and Study

Worship services shall be held each Sunday and at other such times as the Pastor and the Board of

Ministries shall direct. Sunday school shall be held every Sunday for the study and teaching of the Bible.

In addition to the above, the church shall have services for prayer, Bible study and fellowship as deemed

necessary for the furtherance of its mission.

Section2 Business Meetings

a)

b)

Annual Business Meeting

There shall be one regular business meeting each year to be held during the month of
December. The Nominating committee shall present a slate of candidates for the offices to be
filled. A majority vote of church members present, voting by written ballot, shall constitute
election. The Board of Ministries shall present a proposed budget for consideration and
adoption. A majority vote of church members present, voting by written ballot, shall constitute
action on behalf of the Church.

Special Business Meetings

Special business meetings of the church may be called by the Board of Ministries upon
announcement from the pulpit on two successive Sundays immediately prior to such meeting,
stating time, place, and purpose of the meeting. In addition, this announcement shall be
publicized through the church newsletter and various media during the same time. Business
transacted at such special business meetings shall be such as is not provided for by the Articles
of Incorporation or elsewhere in the Constitution and By-laws, except for the purpose of
amending the Constitution, for which there is special provision.

The business of reception of new members may be voted on at any regular meeting of worship
without notice and the number present will constitute a quorum.

Section3 Quorum

Upon due notice to the church membership as provided in Section 2 Business Meetings, (a) and (b),

regular or special business meetings may be conducted upon the announcement from the presiding

authority that the number of church members present will constitute a quorum for the conduct of

business at hand.

Section4 Rules of Procedure

The rules of parliamentary practice as stated in Robert’s Rules of Order, Revised, shall be used for the

governance of the business meetings, insofar as they apply.
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Section 5 Eligible Voters

Only members of the church shall be eligible to vote on any questions presented at a business meeting.
Wherever action is called for by the church, such term shall mean action by the members of the church.

All members of the church may vote on matters presented to the church. Only members of legal age
may vote on matters pertaining to the purchase, sale, or mortgaging of property, or on those pertaining
to changes in denominational relationship. Voting by proxy shall not be permitted at any meeting.

ARTICLEVI  The Church Year

The fiscal and program year of the church shall be the calendar year.

ARTICLE VII  Affiliated Organizations

Meetings of affiliated organizations shall not in any way conflict with stated meetings of the church.
Programs, activities, and actions of these organizations must be in keeping with the ideals, purpose, and
goals for First Baptist Church. The Board of Ministries shall review constitutions and actions of affiliated
organizations from time to time. By vote of the Board of Ministries, an affiliated organization shall be
asked to resolve conflicts in order to maintain status as a First Baptist Church affiliate. The affiliated
organizations shall have executive officers who are members of the church. Those organizations
include:

1. American Baptist Women’s Ministries
2. American Baptist Men

3. American Baptist Youth

ARTICLE VIII Ordination

Section1 License for Ordination

Any member who gives evidence of piety, zeal, and spiritual gifts for ministry, and is called by God, may
request to be licensed for ordination to the ministry. The Board of Ministries shall recommend the
candidate be licensed for ordination to minister the gospel of Jesus Christ in preaching, teaching,
counseling, music, and all other avenues of ministry. A majority vote of church members present and
voting shall constitute action on behalf of the church.

Section 2 Act of Ordination

Upon the positive recommendation of an Ordination Council, constituted according to the principles set
forth by the Region Council on the Ministry of the American Baptist Churches of the Central Region, the
church may, by majority vote, proceed with the ordination of a candidate for the Gospel Ministry.
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ARTICLE IX Constitutional Review

The Board of Ministries shall be responsible for review of the Constitution and By-Laws every five years,
keeping them up-to-date and of maximum usefulness in the ministry of the church and the conduct of
its business. Amendments may be proposed at any time in accordance with Constitution, Article VII.

ARTICLE X Annual Reports

All Professional Ministerial staff and The Board of Ministries shall prepare an annual report, including
financial reports at the close of the calendar year. These annual reports shall be published as soon as
possible and their availability made known to the church membership.

ARTICLE XI  Official Publication
THE FIRST BAPTIST STAR shall be the official publication of the Church.

ARTICLE XII Amendments

Upon recommendation of the Board of Ministries, these by-laws may be amended by a three-fourths
(3/4) affirmative vote of those church members present, voting by written ballot, at a special business
meeting, provided that notice of such proposed amendment(s) shall be given in advance as required in
the Constitution.

ARTICLE XIII Appeals Process

Any member of the church may appeal to the Board of Ministries, in person or in writing, the action or
decision of any Board of Ministries member or committee. Any member aggrieved by any decision of
the Board of Ministries shall first bring their appeal to the Board of Ministries and then, if necessary, to
the membership at a special meeting of the membership, provided notice is given as required in Article
V, Section 2(b). The Church Moderator shall assist in the preparation of the calling of a special business
meeting. The decision of the membership shall be final.
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Appendix A
Matt Sturtevant, Associate Pastor of Youth and Young Adult Ministries

List of Current Duties:
Children’s Educati on

e OQversee children’s programming, including Sunday morning Sunday school (Faith Forest), Children’s
church, nursery care; share oversight with music director/outreach minister for leadership of
Wednesday nights

e Meet regularly with Education area, which currently handles primarily children’s education

e Work with FF director to set vision, coordinate calendar, and recruit and train leaders

e  Work with Children’s leader team to set vision, coordinate logistics, support workers, and
prayerfully plan the ministry

e Maintain and revamp child care protection policy

Youth and College Education

e Maintain regular youth programming, including Activate on Sunday nights, Sunday school on Sunday
mornings, and middle school group on Wednesday nights

e Organize regular youth trips: ski trip, summer camps and mission trips, regional or local events

e Work with Youth leader team to set vision, coordinate calendar, and prayerfully plan the ministry

e Encourage and support youth and college students through regular relational contact

e Inabsence of a “college group” directly tied to the church, | encourage participation in campus
ministries opportunities

e Aswell, | have become more intentional about enlisting college students and young adults as
ministers, especially working with youth and children

Young Adults Education

e Participate in and help coordinate social activities

e Teach Living and Active

e Maintain support relationships, ranging from vocational conversations, to pre-marital preparation,
to catching up over coffee

Worship

e Participate each week in traditional worship services

e Preach regularly in all three worship services

e Participate in worship preparation in staff meeting and in “rehearsal”
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Administration:

e Lead and or participate in regular weekly staff meetings, both as professional staff and full staff

e Additional coordination with support staff members for purposes of program/facilities set up (i.e.
talk to Joe about setting up tables, etc.), communication (edit Star, send out mailings, etc.)

e Attend and participate in Board of Ministries (including coordination of youth liaison to Board)

e Attend and participate in Finance board meetings

e Regular communication with members, via email and phone

Service:

e Coordinate with service board and help lead service area projects (MTTN, missionary lunches,
Operation Inasmuch, etc.)

e Attend and participate in Mission Advocates meetings

e Attend and participate in Day Care Policy meetings; serve as staff liaison to the Day Care Director
and staff

Care:

e Attend and help lead Tuesday Bible study
e Regular hospital and rehab visitation
e Pastoral care with members
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Appendix B
Corey Fields, Associate Pastor of Outreach & Worship

List of Duties
Evangelism & Outreach

e Engage in weekly follow-up with visitors and prospects including electronic communication, phone
calls, and personal visits.
e  Work with the evangelism team to encourage and train the congregation to engage in personal
evangelism efforts, as well as marketing and advertising.
e  Work with the appropriate committees and small groups to encourage active involvement in the
Topeka community in ways that foster relationship building and opportunities for evangelism.
e  Serve as pastor and administrator of the Upward program, which includes:
0 Overseeing all administrative aspects of the league.
0 Training coaches, referees and others to make the league a Christ-centered experience and
share the gospel with children and their families.
0 Build pastoral relationships with the families.

Alternative Worship—“ The ConneXi on Gathering”

e  Work with the ConneXion Leadership Team to plan, implement, and evaluate the alternative
worship service and other related ministries in the church.

e Finalize and plan the ConneXion worship experience on a weekly basis.

e Serve as leader of the alternative worship band and all other contemporary music groups of the
church, which includes finding, arranging, and writing music.

Young Adult Ministry

e Serve as primary pastoral liaison to the young adult leadership as they seek to build and maintain an
active, meaningful young adult ministry that includes all the aspects of Christian life.

e Serve as primary teacher among the young adult-targeted groups, including Sunday morning “Living
& Active” and the Wednesday night “Tough Questions 2.0” group.

General Pastoral Duties

e Provide pastoral care and counseling as the need arises, including bereavement, relationship
counseling, spiritual direction, and visitation with the sick and needy.

e  Preach occasionally.

e Plan and officiate weddings and funerals as the need arises, and minister to the families.

e Assume all other duties as assigned by the senior pastor
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General administrative duties and communication:

e Lead and or participate in regular weekly staff meetings

e Additional coordination with support staff members for purposes of program/facilities set up,
congregational communication, etc.

e Attend and participate in Board of Ministries meetings

e Attend and participate in other committee meetings when appropriate

e Regular communication with members via email and phone
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Appendix C

Charity Rouse, Director of Music

List of Duties

Music Program:

Choir & Ensemble Rehearsals

Preparation/Planning for Rehearsals

Maintenance of Instruments & Music Library

Coordination of Special Music by members and guests

Read magazines, journals, books to stay current with trends in music ministry
Special programs such as Ring & Sing and Soon & Very Soon

Vacation Bible School Leadership

Leading and chaperoning trips/conferences/camps/lock-ins

Worship:

Worship Preparation [other than music, including worship rehearsal]
Participation in Worship
Preach one Sunday per year and as needed

Meetings:

Staff Meetings
Worship Area
Education Area

Youth Leader Meetings
Board of Ministry

Administration:

Supervision of paid and volunteer music area workers
Communication with members

Staff liaison with Women’s ministries of the church
Proofread documents such as STAR, bulletins, etc.

Hospital and Rehab visitation
Participate in and lead singing at the Tuesday noon lunch
Provide music leadership for Weddings and Funerals

Outside the Local Church:

Participate in a Women'’s Clergy support group
Attend regional and national American Baptist Church gatherings

Maintain memberships in regional/national organizations and attend meetings/conferences as
appropriate for Fellowship of American Baptist Musicians; Hymn Society in the US and Canada;

American Guild of English Handbell Ringers and Choristers Guild
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e Serve on the Steering Committee for a new community Youth Chorale
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