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INTRODUCTION 

 

 

  This constitution is specifically drafted for the Haitian 

evangelical Baptist church, doing business as (DBA) memorial highway 

Baptist church. It will provide written guidelines to assist the church in 

moving toward the attainment of its divine purpose. 

  This written document establishes agreed upon rules and 

regulations that govern our institution.  It determines in advance what is 

to be done, when it is to be done, and how it is to be done. This constitution 

is a legal document. 

   In today's complex world a church will encounter occasions 

when actions of a legal nature are required. because of the complexity 

of the legal system from state to state, as an incorporated institution, 

the church must ascertain that it makes provision for an attorney to 

Handle the legal matters and protect the church's interests. For the 

bible admonishes that a church shall perform its work "decently" and 

"orderly" (1 Cor. 14:40). Appropriate concern for legal order should 

receive serious consideration. 
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PREAMBLE 

 

  

We hereby declare and establish this constitution to: 

 preserve the principles of our faith 

 govern our church in an orderly manner 

 maintain self-governance of our institution 

 preserve the right of each individual church member as 
prescribed herein 

 proclaim that we are a god-led and Christ-centered assembly 

 ensure that our congregation remains a totally independent 
entity 

 finally, sustain transparency in all our dealings as 
prescribed in the scripture (Luke 8:16-17; 12:2-3) 
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VISION 

 

 

 With the guidance of the Holy Spirit, The Haitian Evangelical Baptist 

Church (HEBC) DBA Memorial Highway Baptist Church (MHBC) of Miami will 

strive to be a caring and transforming community of faith where the name 

of the Lord is exalted and where the spiritual, social, physical and 

emotional well-being of God's people is of utmost priority. 
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MISSION STATEMENT 

 

 

HEBC/MHBC exists: 

 As a beacon of light empowered by the Holy Spirit, 
to edify and equip the saints through obedience to 
God's word for the faithful execution of the great 
commission. 
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CHURCH COVENANT 

 

 

having been led, as we believe, by the Spirit of God, to receive 
the Lord Jesus Christ as our Savior and Lord and, on the profession of our 
faith, having been baptized in the name of the Father, and of the Son, and 
of the Holy Spirit, we do now, in the presence of God, and this assembly, 
most solemnly and joyfully enter into covenant with one another as one 
body in Christ. 

we engage, therefore, by the aid of Holy Spirit to walk 
together in Christian love, to strive for the advancement of this church, 
in knowledge, holiness, and comfort; to promote its prosperity and 
spirituality; to sustain its worship, ordinances, discipline, and doctrines; 
to contribute cheerfully and regularly to the support of the ministry, 
the expenses of the church, the relief of the poor, and the spread of the 
gospel through all nations.  

we also engage to maintain family devotions; to religiously 
educate our children; to seek the salvation of our kindred and 
acquaintances; to walk circumspectly in the world; to be just in our 
dealings, faithful in our engagement, and exemplary in our deportment; 
to avoid all tattling, backbiting, and excessive anger; to abstain from 
the sale of and use of intoxicating drinks as a beverage; to use our 
influence to combat the abuse of drugs and the spread of pornography; 
and to be zealous in our efforts to advance the kingdom of our Savior. 

We further engage to watch over one another in brotherly 
love; to remember one another in prayer; to aid one another in sickness 
and distress; to cultivate Christian sympathy in feeling and always 
ready for reconciliation and mindful of the rules of our Savior to secure 
immediately. 

We moreover engage that when we remove from this place we 
will, as soon as possible, unite with some other church where we can carry 
out the spirit of this covenant and the principles of God's word. 
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TITLE I   

 

 CHURCH’ S NAME, ORIGIN & COMPOSITION, STATEMENT OF FAITH 

 

CHAPTER 1 

HAITIAN EVANGELICAL BAPTIST CHURCH/MEMORIAL HIGHWAY BAPTIST CHURCH 

 

Article 1 
  NAME 

  This body of believers shall be known as the "Haitian 
Evangelical Baptist Church of Miami" doing business as (DBA) "Memorial 
highway Baptist church" (as of March 3, 2009).  

Article 2 
  ORIGIN 

  Founded by Dr. RENAUD BALZORA at the late brother Vincent's 
house in august of 1980, the church was then relocated for a couple of 
months at a Baptist church on 65th street in North Miami Avenue. On 
October 30th, 1980, the church was incorporated with the state of Florida 
under the document number 754899 with its FEI/EIN number: 94-3086686.          
In November of 1980, Highland Park Baptist church located at 800 N.W.  
14th ST in Miami gave us hospitality until January 2004.  

Article 3 
  LOCALIZATION 

  Our official address and place of business has been since 2004: 
14455 memorial highway, North Miami, Florida 33161. The inaugural 
ceremony of the new campus took place on April 9, 2006. 

 

 

6 



Article 4 
  LOGO 

  Our logo shall be the cross of Jesus in an open bible circling 
the globe. 

Article 5 
  MOTTO 

  HEBC/MHBC motto is "preach and live the word as stated in the 
scriptures (2Tim. 4:2 & Jam. 1:22) 

Article 6 
  LANGUAGES 

  The official languages of our congregation are Haitian 
Creole, English and French. Therefore, all our official documents must be 
redacted in at least two (2) of those three languages with English as 
mandatory and either one of the other two or both. 
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CHAPTER 2 

HEBC /MHBC COMPOSITION, AFFILIATIONS & AUTHORITY 

Article 7 
  COMPOSITION 

  HEBC/MHBC consists of two entities: the spiritual body, which is 
the church and the socio-cultural entity known as memorial highway 
community cultural center (MHCCC) whose composition, requirements and 
functioning are listed in chapter 4. 

Article 8 
  HIERARCHICAL STRUCTURE OF THE CHURCH 

  The church's hierarchy is made up of:  

1. The Pastoral Office presided by the Senior Pastor "SP" who 
is also considered as the primary OFFICER of the church 
after God. His election, qualification and duties are 
described in title III, chapter 1.  

2. The Board of Deacons (see title III, chapter 2). 

3. The Executive Board (see title III, chapter 3). 

4. The Committees, the Ministries, and the Coordinating Groups 
(see title III, chapter 4 herein). 

5. The Members, who constitute the church with the power to 
elect and sanction its leaders. (See title II, chapters 1 & 2). 
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Article 8.1 
  Structure of the Corporation 

  As a Florida Not for Profit Corporation, HEBC/MHBC is governed 
by an executive board which includes the following members: 

A. Registered Agent 
B. President 
C. Vice-President  
D. Treasurer 
E. Executive Secretary 
F. Directors 

Article 8.2 
  Members Selection 

  The members of the corporation are selected from the church 
executive board (Executive board responsibility, Article 74-6), to the 
exception of the registered agent who may or may not be a church 
member. The functioning of the board is determined by its internal rules 
and in accordance to the state law. 

Article 9  
  AFFILIATIONS  

  In so far as is practical, this church will cooperate with and 
support the association and state convention affiliated with the 
Southern Baptist Convention. 

Article 10 
  AUTHORITY OF THE CHURCH 

  The governance of this church rests with its body of believers. 
HEBC/MHBC is not subject to the control of any other ecclesiastical body, 
but it recognizes and sustains the obligations of mutual counsel, consent, 
and cooperation, which are common among Baptist Churches. 

 

 

 

9 



CHAPTER 3 

STATEMENT OF FAITH 

Article 11 
  AUTHORITY OF THE HOLY BIBLE 

   We believe that the Holy Bible is the inspired word of God, a 
revelation from God to man, and the infallible rule of faith and conduct 
(2 tim.3:16, Heb. 4:12) 

Article 12 
  CHURCH’S DOCTRINAL SUBSCRIPTION 

  We subscribe to the doctrinal statement of "the Baptist Faith 
and Message" as adopted by the Southern Baptist Convention (SBC) of 1963 
and revised in 2000. However, should the SBC deviate from the fundamental 
Biblical principles, HEBC/MHBC may dissociate itself. We bond ourselves 
together as a body of baptized believers in Jesus-Christ personally 
committed to sharing the good news of salvation to entire humankind. 

Article 13  
  THE TRINITY 

  We believe in the trinity, which is one God manifested in three 
persons: The Father, the Son and the Holy Spirit. 

Article 14 
  UNIVERSAL PRIESTHOOD/THE PRIESTHOOD 

  HEBC/MHBC believes in universal priesthood in which Christians 
have direct access to God through their prayers without requiring a 
human mediator (Heb. 4:14-16; 7:23-28); and in restoration of the soul in 
accordance with scriptural prescription in Romans 5:12-21. 
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Article 15 
  CHURCH ORDINANCES 

  The two (2) biblical ordinances observed by the church are 
baptism (Matt. 28:19) and the Lord's Supper (1Cor. 11:23-26).  

Article 15.1 
  BAPTISM: ELIGIBILITY & ADMINISTRATION 

  A person who receives Jesus-Christ as personal Savior, 
professes him publicly; and who indicates a commitment to follow Christ 
as Lord, shall receive baptism. At HEBC/MHBC, baptism is administered as 
follows: 

A. by immersion in water as prescribed in the Bible 

B. Shall be by the Senior Pastor or Associate pastor when 
deemed appropriate. 

C. As an act of worship during a worship service. 

A person professing Christ and failing to be baptized after a reasonable 
length of time (no longer than one (1) year) shall be counseled by the 
Pastor (s) and the Deacons. If negative interest is ascertained, he/she 
shall be removed from the list of those awaiting baptism. 

Article 15.2 
  THE LORD'S SUPER: ADMINISTRATION & FREQUENCY 

  The Lord' Super is a symbolic act of obedience whereby 
members of the church, through partaking of the bread and fruit of the 
vine, commemorate the death of Jesus and anticipate His second coming. At 
HEBC/MHBC, the Lord's Super shall be administered as follows: 

A. It is observed monthly, preferably the first Sunday of the 
month, or as otherwise scheduled. 

B. It shall be observed in the morning and/or evening worship 
services and when deemed necessary by the Pastor(s) and 
deacons. 

 

11 



C. The Senior Pastor and the Deacons shall be responsible for 
its administration. In his absence, the Senior Pastor, shall 
assign one (1) of his associate pastor to administer the 
Lord's Supper. Should neither of the above is applicable, 
every three (3) years, the pastor shall appoint a set aside 
deacon who is automatically responsible for the 
administration of the Lord's Supper.  

D. The Deacons shall be responsible for the physical 
preparation (Article 67-4). 

E. We practice open communion, which allows any, baptized 
believer to partake as long as he/she feels in harmony 
with God. 

Article 16 
  MARRIAGE 

  HEBC/MHBC believes that God ordained marriage and the 
family as the fundamental institution of human society. As such, the only 
legitimate marriage is a sacred covenant between one man and one 
woman, symbolizing the union of Christ and his Church as clearly stated 
in the bible. (Gen. 2:22-24; Mat. 19:4-6; Eph. 5:31).  

Article 16.1 
  SAME-SEX MARRIAGE 

  In compliance with our biblical belief as mentioned in     article 
16, and in adherence to the "Legal Guide for Southern Baptist and 
Evangelical Churches, Schools, and Ministries" relating to that matter, 
HEBC/MHBC shall not, under any circumstances, celebrate same-sex 

marriages. (see “Protect your ministry from sexual orientation gender 
identity lawsuits" in appendix for further details) 
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Article 17 

  SEXUALITY 

  HEBC/MHBC believes that any form of child molestation, 
fornication, adultery, homosexuality, lesbianism, bestiality, 
bisexuality, incest, pedophilia, or pornography is a sinful perversion of 
God's gift of sex as prescribed in the bible (Rom. 1:26-29,32; 7:2-3;          1Cor. 
5:1-2; 1 Thess. 4:1-8; Heb. 13:4).   

Article 18 
  GENDER AND SEX CHANGE 

  Although sex change operations are not specifically 
mentioned in Scripture, human sexuality is clearly addressed in    Gen. 1:27-
28a and gen. 1:31. According to those principles, HEBC/MHBC reserves the 
right to deny membership to anyone who has undergone procedures 
resulting in sex alteration (see "Protect your ministry from sexual 
orientation gender identity lawsuits" A Legal Guide for Southern Baptist 
and Evangelical Churches, Schools, and Ministries in appendix for further 
details).  
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CHAPTER 4 

MEMORIAL HIGHWAY COMMUNITY CULTURAL CENTER (MHCCC), INC. 

Article 19 
  THE CORPORATION, ITS OBJECTIVES    

  MHCCC is an incorporated non-profit organization created 
under Florida laws. It is registered with the State on March 9, 2009 
(document number: N09000002372) as a 501 C (3) organization. In line with 
its vision of God's people well-being to be of utmost priority and that one 
of its objectives which is helping its members' growth in all aspects of 
life, MHCCC works collaboratively with the Education Committee to 
fulfill that mission. In Its mandate to achieve its goals and objectives, 
MHCCC may undertake initiatives that are not necessarily religious in 
nature. 

Article 20 
  MHCCC ATTRIBUTIONS, REGULATIONS & GUIDELINES 

  To fulfill its attributions, as stipulated in article 19 and in 
conformity with the state regulation and guidelines about corporations, 
MHCCC establishes its activities as follows: 

1. Seek and submit grant proposals on behalf of the church.  

2. Whenever funding guidelines do not recognize religious 
institutions or the funding sources do not fall primarily 
under "Faith-Based Initiatives", the church corporation 
“MEMORIAL HIGHwAy COMMUNITy CULTURAL CENTER, INC." (MHCCC) 
shall be the applicant. 

3. The church official address shall then be listed on all of 
the documents.  

4. As a 501C (3) organization, its officers and/or designees 
may seek funding for social and educational programs 
approved by the church. However, any grant seeking 
decision should be the result of an agreement of MHCCC 
board with the issuance of a mandate specifying 
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The purpose of the grant, the targeted institution(s) and 
the designated officer(s) who will be acting on behalf of 
the corporation. 

5. All funding generated by the Education Committee through 
fundraising, events, or grants shall be handled internally 
by the corporation. However, the Board shall provide a 
quarterly report to the Executive Board regarding their 
activities and the state of their account(s). 

Article 21 
  ORGANIZATIONAL STRUCTURE OF THE SOCIO-CULTURAL ENTITY, MHCCC 

  The memorial highway community cultural center (MHCCC) is 
structurally organized with a set OF OFFICERS WHOSE functions ARE as 
follows: 

1. The President of the corporation 

2. The Vice-President 

3. The Treasurer 

4. The Registered Agent  

5. Directors 

Article 22 
  MHCCC OFFICER’S APPOINTMENT/ELECTION    

  The Officers of the corporation shall not be members of the 
Executive board. They shall be recommended by the electoral committee 
in consultation with the Pastoral office and/or Executive Board.  
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Article 23 
   MHCCC OFFICERS QUALIFICATIONS 

  THE OFFICERS OF THE CORPORATION MUST SATISFY THE FOLLOWING 
MINIMUM REQUIREMENTS: 

1. Be proficient in both English and Haitian Creole or French. 

2. Demonstrate verbal and analytical skills. 

3. Possess at least an Associate or a vocational degree from 
an accredited US institution. 

4. Be familiar with both the US and the state constitutions. 

5. Be an HEBC/MHBC member for at least three (3) years, 
unless otherwise specified. 

6. Be responsible and sober-minded. 

7. Be subject to a background check. 

Article 24 
  MHCCC MEMBERS RESPONSIBILITIES 

  All members of the corporation, including the Registered 
Agent, must understand and accept the responsibility of representing the 
Church (The Corporation) along with the Church Counsel(s), should the 
church be involved in legal matters. Officers are also responsible for 
hiring qualified personnel for specific projects and managing of funds 
(directors, managers, supervisors, etc...)  
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Article 25 
  BACKGROUND CHECK GUIDELINES 

  Any Church Leadership or Corporation position requiring 
background check, the following guidelines shall apply: 

1. The Postulant or candidate is responsible to provide the 
police clearance to proper ecclesiastic authority. 

2. The certificate number shall be recorded in the church 
archives. If the police clearance bears no reference 
number, a statement shall be entered into the archives, 
with the date properly recorded acknowledging such 
clearance existence. 

3. Background check must be accurate and not older than two 
(2) years. 

4. Neither the original, nor copies of any background check 
shall be kept. Once recorded, the original shall be 
returned to the provider. 
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TITLE II 

 

 MEMBERSHIP 

 

CHAPTER 1 

MEMBER’S ELIGIBILITy, CANDIDACy, ELECTION, CATEGORIES & STATUS 

 

Article 26 
  MEMBERSHIP CANDIDACY 

  Any applicant seeking membership of the church shall request 
and complete an affiliation application form. The application may be 
obtained from the church office. 

Article 27 
  MEMBERSHIP ELIGIBILITY 

  Any believer may apply for membership in this church, under 
one of the following: 

A. By providing a letter of recommendation from another 
evangelical church which practices baptism by immersion. 

B. Upon a statement of prior conversion experience and 
baptism in a Baptist church when no letter is obtainable. If 
baptized, certificate of baptism or equivalent is required 
unless otherwise stated (Article 27-c). 

C. By recommendation of the Board of Deacons upon completion 
of an orientation class when any of the above options 
cannot be exercised. 

  The candidate shall be presented to the church at any 
regular business meeting upon completion of the application process. 
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Article 27.1 
  MEMBERSHIP ELECTION 

  Applicants who fulfill the requirements of articles 26, 27-B 
and 27-C, SHALL UNDERGO THE FOLLOWING: 

a) THEY are invited to meet with the members for an opportunity 
to express the reason of their interest to join this 
congregation. 

b) the members will then enquire ABOUT THEM WITH questions of 
interest which in nature, may elucidate any specific aspect as 
deemed appropriate. 

c)  Following the conversation, the applicants will then be 
excused to allow for secret deliberation to approve or deny 
their candidacy by a three-quarter (¾) majority vote of 
members present.  

d) Approved applicants are presented to the members where the 
Pastor(s), along with the Deacons and the Executive board 
GREET THEM wITH THE SyMBOLIC HANDSHAkE kNOwN AS: “LA MAIN 
D’ASSOCIATION”, AS STIPULATED in article 31. 

 Article 27.2 
  AUTOMATIC ELECTION 

  A person whose baptism occurred at the church is 
automatically granted membership and is thus exempt from the 
requirements of articles 26, 27 and 27.1, unless such person expresses in 
writing, a desire to join another church. The welcoming procedure, as 
stated in article 31, remains the same.    

Article 27.3 
  MEMBERSHIP ELECTION DELAY 

  Should there be any dissent as to any candidate, such MATTER 
shall be referred to the Pastoral office and the diaconate for an 
investigation THAT will conclude with the making of a recommendation to 
the Church within thirty (30) days. After clearance, the church may 
reconsider the application and proceed with the step described in Article 
27.1 for a final decision. 
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Article 28 
  MEMBERSHIP CATEGORIES & STATUS 

  Regardless of the classification (Articles 27-A, 27-B, 27-C & 
27.2) under which a member was granted membership, HEBC/MHBC classifies 
its members in two (2) main categories: active members who are considered 
to be in good standing and non-active members, considered not in good 
standing. 

Article 28.1 
  ACTIVE MEMBERS/MEMBERS IN GOOD STANDING 

  Any member who consistently maintains his attendance, 
participation in church activities and ministries, also faithfully 
contributes financially to the church and who is not under disciplinary 
ACTION IS CONSIDERED AN "ACTIvE MEMBER” or members in good standing). 

Article 28.2 
  NON-ACTIVE MEMBERS/MEMBERS NOT IN GOOD STANDING 

  A Member who fails to meet his/her financial obligations 
toward the church, get involved in any of its ministries and/or is under 
disciplinary action is considered a "non-active Member" or member not in 
good standing. Such member shall be counseled by the Pastor. If the 
intervention is unsuccessful, the member will automatically lose all 
membership privileges. 

Article 29 
  MEMBERSHIP SUBCATEGORIES 

  Although HEBC/MHBC recognizes its members under two main 
categories (active & Non-active), however because of the variety of its 
candidates, the status of its members, their activities and locations, and 
the condition under which their applications were received and approved, 
a member may fall in to one of the following subcategories: 

1. New Members 

2. Affiliated Members 

3. Honorary Members 
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4. Resident members 

5. Returning Members 

6.  Homebound Members 

Article 29.1 
  NEW MEMBERS 

  Any membership applicant who has been approved by the 
three-fourths (3/4) vote is entitled to all the privileges and rights 
guaranteed by the constitution for such.  

Article 29.2 
  AFFILIATED MEMBERS/ MEMBERS BY AFFILIATION 

  Any baptized member professing Christian faith, who 
previously had membership in another evangelical church and Solicits 
HEBC/MHBC membership through article 27-A. Once approved by the church 
membership, such candidate becomes an affiliated member or new member 
by affiliation. 

Article 29.3 
  HONORARY MEMBERS 

  Honorary members include students attending college in 
another locality and those serving in the military. Honorary members 
have no voting right. However, these individuals may regain full 
membership upon return. 

Article 29.4 
  RESIDENT MEMBERS 

  Children and non-baptized youth whose parents are members 
of the church, and those who were born and raised in the church are 
Considered: "resident Members". Such members have no voting power, unless 
covered by one of the conditions stipulated in previous articles related 
to membership. 
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Article 29.5 
  RETURNING MEMBERS 

  Any member who is absent for a period of six (6) months or more 
and regardless of the motives, is considered non-active member. Exception 
is made for members who are serving in the U.S. military or those who 
accept temporary out-of-state employment or abroad but continue to 
fulfill their financial obligations toward the church.  However, they may 
reclaim their active member status under these conditions: 

A. As appropriate, must attend a short version of the new 
member orientation class prior to reintegration 
 

B. Must confess publicly in a business meeting that they 
accept our Baptist principles as stipulated in the   
constitution before receiving the symbolic handshake aka 
“LA MAIN D'ASSOCIATION" 
 

C. prior years of membership cannot be banked toward 
neither electoral nor appointed positions at the church, 
unless such members have maintained contact with the 
church, are informed about the church functioning, and 
continued their contribution (tithes, harvest 
contribution...) while being away. 

Article 29.6 
  HOMEBOUND Members 

  These are members who are no longer able to attend the 
regular services due to health condition. Homebound members are 
ENTITLED TO ALL ACTIvE MEMBER’S RIGHTS. 
 
Article 29.7 
  DUAL MEMBERSHIP 

  HEBC/MHBC does not recognize dual membership.  
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CHAPTER 2 

NEW MEMBER ORIENTATION 

Article 30 
  THE ORIENTATION CLASS 

  All new members must attend the new member orientation 
class. The duration of the class will depend on the curriculum in use, but 
not exceeding a 90-day probation period. Its purpose is to familiarize the 
new members with the congregation's history, vision, beliefs, polity, 
standards, bylaws, customs, values, expectations, philosophy, mission, 
and ceremonial procedures. Upon completion of the class, a certificate of 
membership will be awarded with such indication.    

Article 31 
  WELCOMING PROCEDURE 

  Once accepted by the church membership, the Pastor, along 
with the Deacons and the executive Board proceed with the official 
welcoming confirming the newly elected member with the symbolic 
handshake aka "la main d'association".  The new member shall receive: 

1. A membership certificate (upon completion of the new 
member orientation class) 

2. A welcome letter signed by both the assigned Deacon 
and/or the Senior Pastor.  

3. A copy of the church constitution or access to the 
electronic version through his/her church email account 
(article 31-5)  

4. A tithe envelope 

5. Granted access to create a church email account or be 
assigned one (if applicable). 
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CHAPTER 3 

TERMINATION OF MEMBERSHIP 

Article 32 
  CASES OF TERMINATION 

  As a sovereign congregation under the Lordship of Jesus 
Christ, the membership retains unto itself the exclusive right of self-
governance in all phases of the spiritual and temporal life of this church 
(Article 10). The membership reserves the right to determine who shall be 
members of this church and the conditions of such membership. Thus, it is 
established that membership shall be terminated under the following 
cases: 

1. Death 

2. Affiliation to another church 

3. Non-attendance (extended absence) without notification 
for six (6) months or more, providing that all necessary 
effort humanely possible to establish contact with member 
has been proven  unsuccessful. However, after a full 
calendar year of non-attendance/absence, termination of 
membership becomes automatic and there is no obligation to 
seek contact reestablishment.  

4. Member becomes a liability to the general welfare of the 
church or misrepresents church's values or any other 
position taken that may be financially or morally costly 
to the church as a result. 

Article 33 
  TERMINATION PROCEDURES 

  Beside death, the church membership will call a special 
meeting to confirm the decision for termination of membership by a vote 
with two third (2/3) of the members present except in case of flagrant 
liability where a simple majority of the member present is enough. 
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Article 33.1 
  WRITTEN STATEMENT   

  In case of affiliation to another church, a written statement 
will be read to the membership at the meeting with supportive evidence 
prior to the vote. The official list of the church should be updated 
promptly to reflect the change. 

Article 33.2 
  LETTER OF TERMINATION 

  In case of extended absence (six months or more), a letter of 
termination will be issued to the terminated member. Its content should 
be read to the membership with record of the absentees, such as business 
meetings, financial contributions, etc.., prior to the simple majority 
confirmation vote. 
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CHAPTER 4 

MEMBER’S RIGHTS, RESPONSIBILITy & SCHOLARSHIP PRIvILEGE 

Article 34 
  VOTING RIGHTS 

  The right to vote is unalienable to every active member of 
HEBC/MHBC. It assures the entitlement to vote in all elections, issues or 
propositions submitted to the church, provided that the member is present 
at the time of the vote, or by voting early (General Election) as 
stipulated in title V (Election Guidelines) 

Article 35 
  BUSINESS MEETING ATTENDANCE 

  All church members are entitled to partake in church 
regular business meetings. However, the right to vote is strictly 
reserved to active members/Members in good standing. Prior to any vote, 
Verification of membership shall be performed. 

Article 36 
  FACILITY USAGE 

  Facility usage refers to the right of members and their 
immediate family members to utilize the church facilities for social 
events. Such events include wedding ceremony, reception, funeral service, 
and other events not in contradiction with our biblical principles and 
beliefs. Those events shall be approved by the senior pastor and/or the 
church Administrator when there is no scheduling conflict. When using the 
facility, the active member's generosity is encouraged. Extended family 
members are granted usage of the facility at a discounted rate set 
forth. 

Article 37 
  PASTORAL CARE 

  Pastoral care is the right of a member to have access to the 
ministerial duties that fall under the responsibility of the pastor such 
as teaching, baptism, wedding, funeral, counseling, visitation, etc... 
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Article 38 
  FINANCIAL RESPONSIBILITY 

  As an independent congregation, HEBC/MHBC forecast its 
BUDGET ON ITS MEMBER’S TITHES, OFFERINGS and gifts. 

Article 39 
  MINISTRY INVOLVEMENT 

  At the new member orientation, everyone is exposed to the 
variety of ministries of the church and encouraged to join either one 
according to his/her spiritual gift. HEBC/MHBC expects to see its members 
put their talents together to facilitate its growth. 

Article 40 
  SCHOLARSHIP PRIVILEGE: ELIGIBILITY & REQUIREMENTS 

  As determined by the Education Committee (Article 103), 
scholarship privilege may be available to members (residents or active 
members), provided they meet the following criteria: 

1. Be a resident or a regular member of the church. 

2. DEMONSTRATE FINANCIAL NECESSITy THROUGH "SAR” (STUDENT AID 
Report).  

3. Perform academically at 2.5 Grade Point Average (GPA) or 
higher. 

4. Write a 300-word essay explaining the need for the money 
and the way it will be used if granted. 
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CHAPTER 5 

CHURCH COVENANT OBSERVANCE 

Article 41 
  CHURCH GROWTH 

  HEBC/MHBC members should engage to strive for the 
advancement of the church, to promote its prosperity and spirituality, to 
contribute cheerfully and regularly (Article 38) to the support of the 
ministry (Article 39), the expenses of the church. 

Article 42 
  EVANGELISM 

  HEBC/MHBC members must engage in evangelism as commanded 
by God in response to the great commission by seeking the salvation of our 
kindred and acquaintances (Matt. 28:19-20)  

Article 43 
  FAMILY DEVOTION 

  HEBC/MHBC members should maintain family devotion, 
religiously educate their children to assure the church's future. 
Moreover, they should strive to be their role model in raising them to be 
Christ like.   

Article 44  
  BEHAVIOR 

  HEBC/MHBC members should walk circumspectly in the world, be 
just in their dealings, faithful in their engagements, and exemplary in 
their demeanor, avoid backbiting and excessive anger (Eph. 4:26, 27, 31; 
Prov. 16:32; Jam. 1:19, 20; Ps. 37:8) 

 
 
 
 
 
 
 
 

28 



Article 45     
  INVOLVEMENT PROHIBITION 

  As mentioned in Marc 11:25 about the believers' newness of life, 
additionally, HEBC/MHBC members should abstain from: 

1. The sale and abuse of intoxicating drinks and beverage; 
but use their influence to combat the abuse of drugs.  

2. Displaying any deviant behaviors, including, but not limited 
to participation in violent activities, gangs and profane 
clubs. 

3. Getting involved in any act of terrorism. 

ARTICLE 46 
  RELOCATION 

  HEBC/MHBC members engage in case of relocation to maintain 
the Christian walk by joining another church as soon as possible to 
continue to carry out the spirit of this covenant and the principles of 
God's word. Should the need arise for a letter of recommendation, such 
member may make the request to the church, by providing appropriate 
information about the new Pastor and that new church he/she intends to 
join. 
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TITLE III 

 

 ADMINISTRATION & MINISTRIES 

 

I. ADMINISTRATION 

CHAPTER 1 

PASTORAL OFFICE 

Article 47 
  CONSTITUTION OF THE OFFICE 

  The Pastoral Office is constituted of a Senior Pastor "SP" and 
other associate Pastors "AP". Associate Pastors shall be called upon the 
Senior Pastor's request to help meet the needs of the ministry. Associate 
Pastors must remain under the leadership of the Senior Pastor and abide 
by the church bylaws. 

Article 48 
  THE SENIOR PASTOR'S QUALIFICATIONS 

  To be considered a potential candidate, one must meet the 
criteria outlined in our constitution and doctrinal beliefs (1Timothy 3:1-
7a; Titus 1:5-9 & 1 Peter 5:1-3): 

1. Be a 35-year-old male or older, but not over 65 at the time 
of hiring 

2. Be married, preferably never been divorced. 

3. Not be a newly converted Christian. 

4. Possess a BACHELOR’S degree or higher in Christian ministry 
or in theology from an accredited institution. 

5. Embrace the Baptist faith. 
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6. Must have a clear background check. 

7. Be ordained, with prior church leadership experience.  

Article 48.1 
  ASSOCIATE PASTORS' QUALIFICATIONS 

  In addition to the related biblical prescriptions, an eligible 
Associate Pastor "AP" should meet the followings: 

1. Be at least 25 years old male or female. 

2. Possess an associate degree and in process of acquiring 
his/her BACHELOR’S degree in Christian Ministry or theology 
from an accredited institution.  

3.  Be a born-again Christian with good testimony. 

4. He/she may not be a newly converted Christian. 

5. Embrace the Baptist faith. 

6. Preferably married and never been divorced 

Article 49 
  THE SENIOR PASTOR'S CANDIDACY 

  Should the need arise to Hire a new Senior Pastor (following a 
Pastor's resignation, TERMINATION or death), the church will put out a 
notice of the opening position through the pulpit committee (Article 50.1) 
where all postulants may apply, including recommended candidates. The 
committee will receive all applications, but only qualified postulants 
will be retained for consideration.  

Article 50 
  THE SENIOR PASTOR’S SELECTION 

  The Senior Pastor is selected by the Pastor Selection 
commission known as "Pulpit Committee". This committee works in good faith 
toward the pastor's selection from the retained postulant list. Its 
selection constitutes a nomination. 
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Article 50.1 
  THE PULPIT COMMITTEE/ Pastor Selection Commission 

  one (1) representative of The Executive Board, the diaconate 
chair, along with three (3) nominees recommended by the nominating 
committee constitute the Pastor Selection Commission also known as 
pulpit committee. Its functioning AND term are described in the Church 
Operation Manual.  After constitution, the committee will be presented to 
the membership for validation, provided THE FOLLOWING TWO (2) POINTS ARE 
OBSERVED: 

A. The committee is representative of the church membership 
in terms of age, special commitments or interests, and 
length of membership in the church. 

B. The committee is made aware of the church's guidelines in 
the process of selecting and calling a Pastor and is given 
assurance that the church will help them do their job. This 
committee should be known as "Pulpit Committee" 

Article 50.2 
  THE ASSOCIATE PASTOR’S SELECTION 

  As per his rights and duties, the Senior Pastor "SP" chooses his 
Associate Pastor(s) "AP" (Articles 54-4; 55-1). Upon his recommendation, 
the Executive board and the Diaconate, each in their attributions, 
proceed with the verification of the postulant credentials. They will 
interview him/her to collect pertinent information they deemed 
necessary, then they will submit their findings to the Senior Pastor "SP" 
for a final decision.  

In case of a favorable outcome, the Senior Pastor "SP” will make an 
official announcement about his new Associate Pastor "AP" to the church 
prior to his formal appointment.   

Article 51 
  PRESENTATION OF THE NOMINEE 

  Once a selection is made, the Executive Board will call a 
meeting to inform the church about the decision. The Membership should be 
presented with a summary report of the process leading to their 
selection prior to the vote.  
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Article 52 
  THE SENIOR PASTOR'S APPOINTMENT 

  Upon presentation of the nominee, the membership will hold a 
secret ballot vote to ratify or reject the COMMISSION’S CHOICE By A THREE-
fourth (3/4) majority of members present. In case of an affirmative vote, 
the newly hired Pastor will officially sign a contract with the church 
and begin his Tenure in earnest. 

Article 53 
  THE SENIOR PASTOR’S GENERAL DUTIES 

  The senior pastor is the primary officer of the church (Title I, 
Chapter 2, and Article 8-1). As the spiritual leader, He is responsible for 
leading the HEBC/MHBC to function as a New Testament church. 

Article 54 
  THE SENIOR PASTOR'S RESPONSIBILITIES 

  As appointed, the Senior Pastor is expected to perform the 
tasks outlined below and any other areas of intervention stipulated in 
the church constitution, for which His performance will be evaluated: 
 

1. Leading the church in the achievement of its mission. 

2. Proclaiming the gospel to believers and unbelievers. 

3. Caring for the church's members and other persons in the 
community. 

4. Promoting and training new leaders to assist the Pastor in 
church functions and in the proclamation of the gospel. 

5. Training existing church leaders, teaching Christian 
theology, Christian ethics, Christian history. 

6. Respecting and enforcing church policy and organization. 

7. Providing and interpreting information regarding the work 
of the church and denomination. 

8. Providing pre-marital and post marital counseling. 
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9. Perform baby' dedication, marriage, baptism, and funeral. 

10. Develop evaluation standards to gauge performance of 
all groups and ministries of the church.   

Article 55 
  THE SENIOR PASTOR'S RIGHTS  

  The Senior Pastor is entitled to all the rights afforded by his 

status. Among those rights, are the following: 

1. The right to choose his staff/office Collaborators 
according to his philosophy of ministry, but in harmony with 
church's policy and guidelines and in conformity with the 
bible for that regard.   

2. The right to invite guest speakers to the church's special 
events (Harvest, summer camp and workshops). 

3. The right to appoint Deacons and Deaconesses (Article 62) 
in harmony with the church policy and guidelines. 

4. The right to request the dismissal of his Associate Pastor 
“AP" in case of incompatibility of vision. 

5. The right to resign and pursue other ministry opportunities. 

6. The right to negotiate to a proposed salary, in accordance 
to the church capacity and cost of living. 

7. The right to sign document/contract only as witness or 
when necessary as determined by the executive Board 
(Article 215.3) 

8. The right to lead local and international mission team, 
provided it will not forfeit his devoted time for the church 
ministry. 

9. The right to sick leave, vacation time, time off for 
continuing education and workshop related to his pastoral 
ministry. 
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Article 56 
  THE SENIOR PASTOR'S PRIVILEGES 

  As the church leader and according to his contract, the senior 
pastor is entitled to certain privileges. Among others, are: 

1. Allowance for any church related trip here or abroad. 

2. The Use of assigned vehicle for ministry related travel. 

Article 57 
  THE SENIOR PASTOR'S BENEFITS 

  The senior Pastor is entitled to certain benefits, which, in some 
cases vary depending on the length of his tenure, his performance 
according to the Executive Board, and as agreed upon signing his 
contract. Those benefits are: 

1. Health, dental and/or vision insurance. 

2. Retirement and/or pension plan. 

3. Two (2) weeks paid vacation every year.  

Article 58 
  THE SENIOR PASTOR'S TERM 

  The senior pastor is appointed to serve up to age 75, provided 
he is mentally and physically fit to perform his duty; Also, if he continues 
to meet all the requirements prescribed in article 48. However, should he 
DECIDE TO RESIGN HIS TENURE, HE MUST PROvIDE A NINETy (90) DAyS’ NOTICE TO 
the church in order to facilitate a smooth transition. Such information 
should be communicated to the congregation in a timely manner to avoid 
all unnecessary speculations and/or false rumors. 

Article 59 
  PASTORAL VACANCY 

  A new Pastor shall be chosen and called by the church 
whenever a vacancy occurs. His selection shall take place at a meeting 
called for that purpose, of which at least one-month public notice has 
been given. The procedure remains the same as described in articles 49, 50, 
51and 52. 
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CHAPTER 2 

THE OFFICE OF DEACON - THE DIACONATE 

Article 60 
  ITS COMPOSITION 

  The Diaconate is constituted of ordained Deacons and 
Deaconesses. The office is governed by a Deacon Board (Article 63). There 
shall be one deacon/Deaconess for at least every fifteen (15) church 
families or as deemed appropriate. Therefore, the size of the office is 
contingent to the number of families of the church membership. 

Article 61 
  QUALIFICATIONS 

  Qualifications are, as described in 1 Timothy 3: 8-13, as 
follows: 

1. Dignified, that means the deacon must be an honorable 
person, respectable, esteemed, or worthy (1Tim. 3:2) 

2. Not Double-Tongued, that means the Deacon should be 
consistent in his/her saying. Cannot be two-faced and Must 
be credible (V. 8) 

3. Not addicted to much wine, any person who is addicted to 
wine or other strong drink is disqualified for the office of 
Deacon. Such a person lacks self-control and is     
undisciplined (v. 8) 

4. Not greedy for dishonest gain, a person who is a lover of 
money is not qualified to be a Deacon, especially since 
Deacons often handle financial matters for the church (v. 
8) 

5. Sound in Faith and Life, A Deacon must "Hold the ministry of 
the faith with a clear conscience. (v. 9, 16) 
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6. Blameless, that person must be tested first, prior to be 
ordained. Although the type of test is not specified, at a 
minimum, the candidate's personal background, reputation, 
and theological position should be examined (v. 10) 

7. Godly wife, the Deacon's wife must be dignified, not 
slanderers, but sober-minded, faithful in all things. Not a 
gossiper. The same apply for a Deaconess' husband (v. 11). 

8. Husband of one wife, HE MUST BE A “ONE-wOMAN MAN.” THAT IS, 
there must be no other woman in his life to whom he relates 
in an intimate way either emotionally or physically.  

9. Manage children and household well, A Deacon must be the 
spiritual leader of his wife and children (v. 12). 

Article 61.1 
  DEACONESS  

  Although the term Deaconess is not explicitly mentioned in the 
context of 1 Timothy, but in Romans 16:1, the same rule equally applies to 
both genders. However, Requirements of Articles 61-7, 61-8 and 61-9 in 
reference to verses 7, 8 and 12 will inversely apply as appropriate. 

Article 62 
  DEACONS/DEACONESSES' APPOINTMENT 

  It is the Senior Pastor's duty to nominate deacons and 
deaconesses according to biblical qualifications. The nominee will be 
presented to the membership and the church should consider the person's 
track record of service in the church FOR APPROVAL, prior to his/her 
appointment.  
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Article 63 
  DEACON’S BOARD 

  As a body, deacons and deaconesses elect among themselves 
their board which is composed as followed: 

1. A chairperson, who serves as a liaison between the 
Diaconate and executive Board. 

2. A Vice-Chairman, who is tasked to assure the office of   
Chairman in his absence. 

3. A Secretary, who is responsible to keep all of the 
Diaconate's records UP TO AND INCLUDING THE FINANCIAL 
ACTIVITIES. 

Article 64 
  DEACON’S BOARD TERM 

  The Deacon's Board is elected through the office of Deacon's 
internal election for a renewable three-year term, not to exceed two (2) 
consecutive terms. 

Article 65 
  DEACON’S TERM 

  Deacons and Deaconesses are ordained for life in the church 
where they serve. However, their status is contingent to their ability to 
maintain the biblical standards listed in Article 61, related to their 
qualifications. 

Article 66 
  GENERAL DUTIES 

  Based on the New Testament, the role of the Deacon/Deaconess 
is mainly to be a servant. Deacons and Deaconesses should provide 
logistical and material support so that the Pastor(s) can focus on the 
Word of God and Prayer. They do not have an official teaching role in the 
church. 
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Article 67 
  DEACONS/DEACONESS' RESPONSIBILITIES 

  There are some other duties that deacons/deaconesses might 
be responsible for that are not related to shepherding the church. Such 
duties might include: 

1. Facilities: They could be responsible for maintaining the 
church property. This would include making sure the place 
of worship is prepared for the worship service, cleaning up, 
or help running the sound system. 

2. Benevolence: Similarly, to what took place in Acts 6:1-6 
with the daily distribution to the widows, the deacons may 
be involved in administering funds or other assistance to 
the needy. 

3. Finances: While they do not oversee, nor manage the 
financial business of the church, they are best suited to 
handle the day-to- day matters. This would include handling 
petty cash, collecting and counting the offering, keeping 
records, and so on. 

4. Ushers: The Deacons/Deaconesses could be responsible for 
distributing bulletins, seating the congregation/Greeting 
visitors and preparing the elements for communion (Article 
15.2-D). 

5. Logistics: They should be available to help in variety of 
ways so that the Pastor (s) and the Elders are able to 
concentrate on teaching and shepherding the church. 

Article 68 
  DEACON’S STATUS (ACTIvE/INACTIvE) 

  Deacon and Deaconesses must be fit to serve.  Should they be 
deemed unfit to perform (Articles 61, 69) then inactive status is 
triggered. Therefore, the church should be informed, and a process of 
replacement must start in earnest. 
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Article 69 
  DEACON/DEACONESS REACTIVATION 

  A Deacon/Deaconess may regain his/active status upon 
physical recuperation (Temporary disability), or repentance by living up 
to the biblical standards as prescribed in article 61. 

Article 69.1 
  REACTIVATION PROCEDURE 

  Upon restoration and repentance, an inactive 
Deacon/Deaconess may request reactivation. In this case, the Pastor may 
reconsider such request, but not obligated to, upon verification and 
satisfactory performance. However, a Deacon/Deaconess reactivation 
can only occur once. Should there be any other issues related to      
article 61, such Deacon/Deaconess will become permanently inactive. 

Article 70 
  NON-TRANSFERABLE CREDENTIALS RULE 

  Although HEBC/MHBC welcomes new members and encourages 
their involvement in church's ministries, it does not automatically honor 
transfer of credential. Therefore, a former Deacon/Deaconess from 
his/her previous congregation cannot join the office of Deacon 
automatically. However, such member may be called in the future for 
office. Such call will be based on his qualification according to our 
bylaws, and not his/her previous church credentials. 
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CHAPTER 3 

EXECUTIVE BOARD  

Article 71 
  ITS COMPOSITION & TERM 

  The EXECUTIVE Board shall comprise seven (7) elected 
members. These members are ELECTED FOR THREE (3) YEAR RENEWABLE TERM 
(article 76). After a three (3) year hiatus, they become eligible to 
participate in the electoral process. 

Article 72 
  ITS MEMBERS & THEIR FUNCTIONS 

  The executive Board once elected shall constitute their 
office by electing among them The Chairperson or Moderator, the 
Executive Board Secretary, the Administrator, the Treasurer, The Public 
Relations Officer. The remaining TWO (2) are members with equal right and 
accountability as the others, except for the specific attributions 
afforded by their functions. 

Article 73 
  DUTIES OF the Executive BOARD 

  The duties of the Executive Board are as follows: 

1. Trustees: The Executive Board is elected to hold in trust 
the church properties. It shall have no power to buy, sell, 
mortgage, lease, or transfer any property without a 
specific vote of the church members authorizing each 
action.  

2. Church Advocacy: The Executive BOARD shall always 
advocate for the Church's superior interests. 

3. Personnel Committee: The Executive Board Assures the 
function of the church's Personnel Committee. As such, it 
assists the church in matters related to employed 
personnel administrative. Its work includes such areas as 
determining staff needs, employment, salaries, benefits, 
supervising church staff and personnel services. 
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Article 74 
  THE Executive BOARD RESPONSIBILITIES 

  The Executive board is elected to bear the responsibilities 
that is bestowed on it by the church, such as: 

1. Serve as a liaison: One (1) board member is designated to 
serve as liaison between at least one (1) ministry at the 
church and the executive Board to facilitate a smooth 
functioning. If necessary, he/she may make administrative, 
non-spiritual recommendation. 

2. Court Representation: The Executive Board Shall 
Represent the Church with Counsel at court proceedings. 

3. Serve as Personnel: The Executive Board Shall serve as 
Personnel committee with the right to hire and supervise 
church staff (Article 73-3). 

4. Enforcement: Ensure the church constitution is properly 
enforced. 

5. Right of signature: It shall be the function of the Executive 
Board Chair, The Administrator, The Executive Secretary, 
and The Church Treasurer to affix signatures to legal 
documents where signatures are required, unless 
otherwise stated (Article 55-7). 

6. Corporation responsibilities: as mentioned in title I, 
chapter 2 and article 8.2, the church executive board 
members constitute automatically the corporation to the 
exception of the registered agent who may or may not be a 
church member. 
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Article 75 
  EXECUTIVE BOARD Members ELIGIBILITY 

  The Executive BOARD members are held to very high standards. 
They must, where applicable, HAVE A GOOD REPUTATION (Acts 6:3). In 
addition, a board member shall meet the following requirements: 

1. Be an active member of the church for at least three (3) 
years prior to the date of the election. 
 

2. Know the church history and adhere to its beliefs. 
 

3. Be reliable, flexible and an independent thinker. 
 
 

4. Be able to handle sensitive and personal information. 
 

5. Demonstrate some leadership skills and attributes. 
 

6. Be bilingual (English & Haitian Creole or French), unless 
otherwise specified. 
 

7. Be resourceful: Financial, legal, administrative, human 
resource (HR). Business background is preferred, but not 
required. 

Article 76   
  THE EXECUTIVE Board Members REPLACEMENT 

  Executive Board members are elected for a renewable three 
(3) -year term and their replacement are determined according to the 
following: 

1. Death or physical/mental Incapacity: The Executive Board 
in coordination with the Pastoral Office will temporary 
appoint someone to fill the vacancy allowing the time for 
election to take place (Article 77). 
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2. Disciplinary action: The executive Board will promptly 
announce the vacancy to the Members and give notice to the 
Electoral committee to start with the replacement 
process through a special election within thirty (30) 
business day of the notice. 

3. Resignation: The resigned member will continue as an 
interim for a thirty (30) day period, but no greater than 
ninety (90) days to facilitate his/her replacement. The 
newly elected will complete the remaining term and also 
be eligible for reelection for a full term if he/she so 
desires. 

Article 77 
  TEMPORARY APPOINTMENT RESTRICTION 

  The temporary appointee is filling the vacancy in order to 
facilitate the regular day-to-day business of the church. However, no 
major decision that would require a majority vote within the Board where 
his/her vote would be the deciding factor shall be made throughout that 
period, unless otherwise decided. Such decision will have to get the 
membership approval.   
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CHAPITRE 3A 
  

THE EXECUTIVE BOARD CHAIRPERSON "EBC"/MODERATOR 
Article 78 
   APPOINTMENT & TERM 

  The Executive Board shall designate on a yearly basis one of 
its members to fulfill the chair position. That person will be known as the 
executive Board Chairperson or the Moderator. He/she may be 
reappointed for the entire term. 

Article 79 
  THE Chairperson/MODERATOR'S QUALIFICATIONS 

  In addition to those mentioned in article 75, A qualified 
Chairperson/ MODERATOR candidate must be: 

1. A person with a strong character, firm, but yet a great 
listener.  

2. A Great communicator with proficiency in both English and 
Haitian Creole or French. He/she must also have excellent 
writing skills. 

3. Organized, computer literate and at least holds an 
associate degree.  

Article 80 
  THE BOARD CHAIRPERSON/ moderator 'S RESPONSIBILITIES 

  The Board chair/moderator has three (3) main responsibilities 
which are:  

1. Collaborate with the pastoral office in developing the 
annual goal of the church (Article 80.1). 

2. Conduct all executive board meetings and church business 
meetings. 

3. Be the spoke person of the executive board. 
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Article 80.1 
  CHURCH'S ANNUAL GOALS 

  Each year, the Pastor along with the Executive Board Chair 
will develop an annual goal for the church and maintain a Master 
calendar of activity capable of guiding toward the attainment of such 
goal. The Board Chair also works closely with the Administrator in 
maintaining the Master calendar of activity of all church committees to 
avoid overlapping of meetings. 
 
Article 80.2 
  EXECUTIVE BOARD MEETINGS & CHURCH BUSINESS MEETINGS 

  The Executive Board Chairperson/moderator, in 
collaboration with the Pastor, the Administrator and the executive 
board Secretary, will plan all meetings, prepare the agenda, preside 
over the meetings, and ascertain that meetings are run smoothly and 
expeditiously. He/she, WITH THE Pastoral office's collaboration must 
publish a yearly calendar of all scheduled events for the year and 
present it to the members AT THE general assembly.  

Article 81 
  GENERAL ASSEMBLY 

  During the first (1st) quarter of each year, the executive 
Board should hold a special meeting known as "General Assembly" where 
THE CHURCH’S Annual Goal (Article 80.1) will be communicated to the 
members. In addition, the Annual report (Title IV, CHAPTER 2, Article 215.3) 
will also be presented to the church followed by questions of General 
Interest. The General Assembly is opened to non-church members, if they 
choose to attend. They can share their opinions and/or suggestions, ask 
questions, provided it is not in violation of our bylaws.  
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Article 82 
  GENERAL INTEREST 

  HEBC/MHBC MEMBERS’/BUSINESS MEETINGS ARE CONDUCTED UNDER 
the direction of the Board Chair, according to the Executive Board 
agreed upon items to be debated at their last board Meeting. It is strictly 
required that all and every intervention be related to such agenda. 
However, after all items have been covered, the "EBC" reserves the right 
to offer the opportunity for interventions not necessarily related to the 
topics of the meeting, where people may share their opinions on matters 
deemed necessary, make suggestions, etc. This moment is known as 
"General Interest" or open discussion.   
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CHAPTER 3B 

THE EXECUTIvE BOARD SECRETARy “EBS"  

Article 83 
  EXECUTIVE BOARD SECRETARY, APPOINTMENT AND TERM 

  The executive BOARD must designate the executive board 
Secretary "EBS" and present him/her to the church within thirty days of 
his/her election. The "EBS" shall serve a renewable three (3)-year term. 
But, in any case he/she may not serve three consecutive terms. 

Article 84 
  EXECUTIVE BOARD SECRETARY QUALIFICATIONS 

  In addition to those mentioned in article 75, A qualified 
EXECUTIVE BOARD Secretary candidate must be: 

1. An Elected member of the Executive BOARD.  

2. A Great communicator with proficiency in both English and 
Haitian Creole or French. He/she must also have excellent 
writing skills. 

3. Organized, computer literate and at least holds an 
associate degree.  

Article 85 
  THE EXECUTIVE BOARD SECRETARY'S DUTIES 

  The Church executive board Secretary responsibilities are 
crucial to the well-being of the church administration and are as 
follows: 

1. He/ She shall ensure that all church records remain as 
church property and should be filed in the church office. 

2. He/she responsible for keeping a register of the names of 
the members with date of admission, separation, or death 
together with a record of baptisms of believers and 
children's dedication to the Lord.  
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3. He/she shall preserve all meetings minutes or written 
official reports, give notice of all meetings where such 
notice is necessary. He/she may delegate some of the 
clerical responsibilities to a clerical/staff secretary. 
(Clerical secretaries are salaried employees hired by the 
Senior Pastor and/or the Church Administrator to perform 
secretarial duties). 

4. When requested, the executive board Secretary Drafts 
letters, creates forms, and keeps copies of the church 
bulletins and all literature distributed at church-
sponsored events. He/ She is to write minutes of all 
executive board and     members 'meetings. 

5. Issue membership request form to candidates. 

6. Deliver membership certificate to members and issue letter 
of exclusion when voted by the church. 

7. In the absence of the chairperson, the executive board 
Secretary shall call all meetings and act as moderator.  
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CHAPTER 3C 

THE CHURCH ADMINISTRATOR "CA" 

Article 86 
  CHURCH ADMINISTRATOR, APPOINTMENT & TERM 

  Like the Chairperson and the executive board Secretary, the 
church Administrator "CA" is appointed by the executive BOARD itself from 
one of its seven (7) elected members on a yearly basis renewable.    

Article 87 

  CHURCH ADMINISTRATOR'S QUALIFICATIONS 

  In addition to criteria stipulated in article 75, the Church 
Administrator must meet the followings: 

1. Be spiritually mature. 

2. Have exemplary communication skills, possess analytical 
thinking and the ability to pay attention to detail. 

3. Obtain at least an associate degree or higher in relevant 
fields such as business administration, accounting or 
finance, otherwise, acquire equivalent experience and/or 
training. 

4. Should be committed to the church and its ministry. He/she is 
to be a "Team Player". 

5. Privy to confidential information and should maintain 
discretion and confidentiality as necessary. 
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Article 88 
  THE CHURCH ADMINISTRATOR'S RESPONSIBILITIES 

  The Church Administrator's responsibilities may be classified 
into three (3) categories: Office Responsibilities, Staff Responsibilities, 
and Business/Human Resource Responsibilities. 

Article 88.1 
  OFFICE RESPONSIBILITIES 

  The Church Administrator's Office Responsibilities are as 
follows: 

A. Manage the Church Office 
 

B. Offer a knowledgeable presence during office hours 
 

C. Facilitate church communication networks: bulletin, 
phones, bulletin boards, mailboxes, flyers, etc. 
 

D. Ensure policy enforcement by staff, proper building use,  
 

E. Facilitate and schedule building usage in conjunction with 
staff. 
 

F. Maintain and communicate the church master calendar. 
 

G. In conjunction with the community team and ministry 
leaders, update the information Booth and alert 
volunteers to changes. 
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Article 88. 2 
  STAFF RESPONSIBILITIES 

  As much as possible, the "CA" has the Staff Responsibilities 
listed below: 

A. Works to alert staff as to what is needed and when for the 
organization to run smoothly. 

B. Manage office resources to support staff projects 

C. Manage communications between staff and Operation's 
representative regarding repairs, scheduling 
maintenance, usage, etc. 

D. Available for direct administrative support for the Senior 
Pastor and the Associate pastors. 

E. Oversee the church database (ACS, see index) and its use (if 
applicable). 

F. The "CA" plays a vital role in regular staff meetings and 
helps communicate information pertaining to the church 
calendar, building usage, and other relevant information. 

G. The "CA" is responsible to oversee all paid office staff and 
volunteers.  

H. The "CA" is responsible to hold his/her staff accountable in 
their budget spending, time usage, and personal and 
professional relationships. 
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Article 88.3 
  BUSINESS/HUMAN RESOURCE RESPONSIBILITIES 

  Finally, the "CA" is mainly responsible for the day-to-day 
operations of the church in an organized and clear fashion. Thus, among 
others, the "CA": 

A. Works with the church Treasurer to facilitate the day-to-
day business of fiscal responsibility. This includes 
overseeing the payment of bills, reimbursements, and the 
issuing of checks. 

B. Is responsible to develop and oversee the office budget. 

C. Keep current on policies that affect church finances and 
alert staff. 

D. Works with the "SP" to oversee, along with the Finance Team, 
all insurance details for Health Insurance, Disability & 
Workers' Comp, Property & Abuse, and liability Insurance. 

E. Is responsible to oversee proper records for staff 
vacation days, raises, and benefits. 

F. Works in conjunction with the "SP" to create, manage, and 
maintain all church policy handbooks. These handbooks 
will contain all appropriate policies and guidelines and 
will be made easily available to all staff. 
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CHAPTER 3D 

THE CHURCH TREASURER "CT" 

Article 89 
  CHURCH TREASURER,   

  The Church Treasurer "CT" is one of the five (5) functions to be 
fulfilled through internal election among the Executive BOARD members. 
He /She is elected for three (3) years. Likewise, his/her selection should 
be announced to the congregation within Thirty (30) days. 

Article 90 
  THE CHURCH TREASURER'S QUALIFICATIONS 

  In addition to the criteria stipulated in article 75, the Church 
Treasurer must meet the followings: 

1. Have administrative experience in accounting 
procedures or undergo appropriate training. 
 

2. The church will greatly benefit from this leader's 
ability in one or more of these spiritual gifts: 
administration, discernment, giving, faith, and helping. 
 

3. Useful skills, experiences and interest in financial 
matters. 
 

4. Ability to keep detailed, accurate records and maintain 
appropriate confidentiality. 
 

5. This leader needs skill in searching for new revenue 
sources along with an understanding of biblical      
stewardship and management of all resources that God 
provides. 
 

6. The Treasurer cannot be an immediate family member of 
the finance chair and vice versa.  
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7. Finally, HEBC/MHBC in its desire to demonstrate 
accountability and integrity, REQUIRES THAT its 
Treasurer PRESENT THESE additional key 
characteristics: be well-informed and conscientious. 

Article 91 
  RESPONSIBILITIES OF THE CHURCH TREASURER 

  The Church treasurer "CT" holds an office of vital importance 
to the success of HEBC/MHBC mission. The treasurer represents the church 
in an official capacity within the church body and outside the church body 
(e.g., banks, vendors, etc.). In conjunction with the Pastoral office, the 
treasurer has the critical role of maintaining the business integrity 
(both in financial and legal matters) of HEBC/MHBC. 

   It is important for the treasurer to stay current on federal, 
state, and local laws that affect the church with regard to taxes, 
reporting and filing requirements, and other legal issues, 
responsibilities that are shared with the church Administrator (Articles 
88.3-a, 88.3-e). Responsibilities include the following: 

1. Serve as financial officer of the congregation: The 
church Treasurer is responsible to hold the church 
finances. All the church's ministries should report their 
finances to him/her, regardless of the source or 
activity generating the fund (Article 215.1).  

2. RECEIvE “RECEIPT” summaries from the 
finance/stewardship committee and prepare deposit 
slips reflecting the amount of money to be deposited in 
the church's bank accounts. 

3. Right of Signature: Provide one of the two (2) signatures 
required for checks to be honored by the bank. 
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4. Monthly, Quarterly and Yearly duties: a) Maintain as 
permanent record the monthly financial statements, 
the disbursement sheets and the monthly summary 
receipts.    b) At the end of each month, reconcile the 
bank statement with the disbursement sheet and 
prepare a balance sheet for presentation to the 
church. c) Assists in the preparation of the church's 
annual budget (Title IV, Chapter 1). d) Render the annual 
account at the end of each fiscal year for acceptance 
and approval by the church.  

5. Financial recordkeeping functions: Keep good and 
accurate records of the disbursement sheets. Upon 
rendering the annual account at the end of each fiscal 
year and its acceptance and approval by the church, the 
records shall be delivered by the treasurer to the 
executive board Secretary, who shall keep and 
preserve the account as part of the church's permanent 
records. 

6. Financial reports and gifts acknowledgments: Prepare 
the financial reports for the Executive Board and 
provide appropriate financial information to the church 
and gifts acknowledgments to donors (shared 
Responsibility with the "PRO", Article 94.1-c). 

7. Tax filing:  File all of the required federal, state, and 
local tax forms (Articles 88.3-a, 88.3-e). 

8. Cash Position Monitoring & Funds Investment: Monitor the 
cash position of the congregation and make 
recommendation to invest available funds in accordance 
with church investment policies. 

9. Borrowing Authority: empowered to borrow funds as 
directed by the Executive Board. 
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CHAPTER 3E 

THE PUBLIC RELATION "PR" OFFICER OR "PRO" 

Article 92 
  THE PUBLIC RELATIONS OFFICER, APPOINTMENT & TERM 

  The Public Relations Officer "PRO" is appointed through the 
Executive BOARD internal election to serve for a one-year renewable 
term.  

Article 93 
  THE PUBLIC RELATION OFFICER'S QUALIFICATIONS  

  In addition to the criteria stipulated in article 75, the Church 
Public Relations Officer "PRO": 

1. Must show his/her ability to balance the need to share 
the church's accomplishments and activities with the 
public., f) Social sciences 

2. Shall Minister to the congregation through in-house 
publications. 

3. must have Background, skills and abilities in the 
following subjects which may be particularly helpful: 

A. Business/Management  

B. Communication and Media  

C. English and creative writing skills 

D. Marketing  

E. Politics (Familiar with) 

F. Social sciences  
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Article 94 

  THE PUBLIC RELATIONS OFFICER’S DUTIES 

  THE “PRO” tasks will depend on the church's set goals and 

priorities. However, HEBC/MHBC summarizes the "PRO" responsibilities into 

three (3) major categories: 

A. Fundraising 
B.  Media Liaison  
C. Church Publications 

Article 94.1 
  FUNDRAISING 

  One of the primary roles of the "PRO" is raising money. 
HEBC/MHBC operates from tithes of its members and additional donations 
(Article 38). Therefore, this job is vital to the church's survival. 
Responsibilities often involve: 

A. Hold or develop fundraising activities and/or campaigns 
that will generate a high level of interest. 

B. Networking with people within and outside the church who 
would be willing to make donations. 

C. Responding to donations with thank-you cards, meetings and 
updates so that each donor feels appreciated.  

 
 
 
 
 
 
 
 
 
 
 
 
 

58 



Article 94.2 
  MEDIA LIAISON 

  A big part of the "PR" Officer's day is working with the "media 
department" and getting information about the church on social media. In 
order to achieve that goal, responsibilities often involve: 

A. Creating a strong and positive reputation for the 
church by hosting news conferences about important 
events and developing relationships with key 
reporters/publishers, both local and national, or 
international when deemed necessary. 
 

B. Being creative, coming up with events and new items that 
the community at large will be interested in. For 
example, he/she might write news releases about 
parenting workshops if the main demographic attending 
the church is young couple. 
 

C. Planning, developing and implementing public relations 
"PR" strategies, such as: publicity strategies & 
campaigns. For example, the "PR" Officer "PRO" might talk 
to the media about how the church is helping a family in 
need. 
 

D. Dealing with inquiries from the public, the press and 
related organizations. 
 

E. Fostering community relations through events such as 
open days and through involvement in community 
initiatives. For example, the "PR" Officer might host 
conference about a relief effort the church is leading. 
 

F. Organizing promotional events such as press 
conferences/interviews, exhibitions, tours and visits. 
 

G.  Managing the Public Relation "PR" aspect of a potential 
crisis. 
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Article 94.3 
  CHURCH PUBLICATIONS 

  The "PRO" is also in charge of in-house publications that 
communicate the church's message to its members. This can include: 

A. Church publications, such as a weekly bulletin given out 
during the service that advertises events happening during 
the week. 

B. Overseeing the church's website for maintenance. Also, 
managing and updating information and engaging with 
users on social media sites such as twitter Facebook and 
INSTAGRAM.  

C. Writing and producing presentations and press releases, 
such as create a newsletter or help make brochures about 
special events. 

D. Finally, the officer's goal is to understand the church's 
target audience - the main demographic that attends the 
church - and create publications that are specially 
geared toward that group. 

Article 95 
  PASTORAL ASSISTANCE & PARTNERSHIP  

  As the primary officer (Article 8.1), HEBC/MHBC's reputation 
rests to a large scale on the Senior Pastor's "SP" own reputation and 
involvement in the community. Therefore, the Public Relation Officer "PRO" 
may accompany the "SP" and vice versa in occasions where the promotion 
of the church is showcased. They work in close partnership.  
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CHAPTER 4 

THE COMMITTEES 

STEWARDSHIP/ FINANCE, EDUCATION, SOCIAL/HOSPITALITY, 
ELECTORAL/NOMINATING, PROPERTY, SAFETY, LIBRARY/MEDIA RESOURCE 

COMMITTEE 

Article 96 
  NUMBER OF COMMITTEES 

  The number of committees is determined by the sphere of the 
church's activities and as deemed necessary. Church committees shall 
consist of an odd number of members, minimum of three (3) and maximum of 
fifteen (15). It is prohibited that husbands and wives, or members of the 
same family serve on a single committee, unless otherwise specified 
(Article 90-6). Beside its Executive BOARD, HEBC/MHBC is structurally 
composed of the following eight (8) committees:  

1. Stewardship/Finance Committee 

2. Education Committee                                     

3. Hospitality/ Social Committee        

4. Nominating/ Electoral Committee    

5. Property Committee 

6. Safety Committee  

7. Library & Media Resource Committee 

8. History & Anniversary Celebration Committee.  
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Article 97 
  SUBCOMMITTEES  

  Depending of the ministry (Its size, mission...), there may be   
creation OF subcommittees with specific tasks as deemed necessary by the 
ministry. The conditions of creation of those committees are determined by 
the ministry’S INTERNAL RULES and within the guidelines of the church 
bylaws. 

Article 98 
  COMMITTEE’S MEMBERS REPLACEMENT 

  The members of the church committees are generally elected, 

with some exception of appointments. However, situations may arise, 

where members are unable to complete their term, what would create a 

vacancy. In such EVENT, the Executive BOARD and nominating committee, 

may appoint an interim to fulfill the vacant position, while arrangement 

is being made for a special election according to our bylaws (articles 76, 

77).  
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CHAPITRE 4A 

THE STEWARDSHIP & FINANCE COMMITTE 

Article 99 
  OBJECTIVE OF THE STEWARDSHIP & FINANCE COMMITTEE 

  The Stewardship/finance committee develops and recommends 
an overall stewardship information plan and administers the gifts of 
church members, supporters or donators using sound principles of 
financial management.  Its operation is described in title IV, chapter 2.  

Article 100 
  ITS COMPOSITION & TERM 

  The Stewardship/Finance committee shall be composed of 
seven (7) to nine (9) members. The members are elected for a renewable 
three (3) year term. They may not serve a third consecutive term. 
However, after a three (3)-year hiatus, they become eligible to 
participate in the electoral process.  The committee is presided by the 
"Finance Chair". The remaining Members are responsible to develop their 
internal structure within thirty (30) days of its composition.  

Article 101 
  MEMBER’S ELIGIBILITy 

  To be eligible for the Finance Committee, a candidate must 
meet the following criteria: 

1. Membership: be a church member for at least two (2) years, 
unless otherwise stated. 

2. Moral integrity: Be honest and have high regards for      
accuracy. 

3. Church attendance: must have good attendance as to 
his/her presence in church life. He/she may not be passive, 
but punctual and reliable. 
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4. Technological skills: be knowledgeable   in financial 
software or undergo related trainings.  

5. Other Skills: Preferably, bookkeeping past experiences or 
skills. Fundraising ability is a plus, but not required. 

Article 102 
  DUTIES OF THE STEWARDSHIP AND FINANCIAL COMMITTEE 

  The duties of the Stewardship/Financial Committee are as 
follows: 

1. Work with the Pastoral Office and the Church 
Administrator to gather information for budget 
development. 

2. Consult with the Chairperson of each committee annually 
to determine the financial goals and needs for the year. 

3. Use information gathered in developing a workable budget 
to serve as a guideline for funding the church's ministry 
programs and events. 

4. Review the monthly financial report submitted by the 
Treasurer. Make any recommendations necessary. 

5. Consider all requests for extra-budgeting financial 
expenditures and budget revisions and make 
recommendations as necessary to the budget commission. 

6. Hear requests for extra-budgeting financial expenditures 
and budget revisions and make recommendations as 
necessary to the budget commission. 

 

 

 

 

 

64 



7. Cooperate with the Executive Board in developing policies 
and procedures relating to gathering and distributing non-
budgeted funds. 

8. Present all recommendations and motions, related to 
money matters, to the congregation for approval. 

9. Assist the Senior Pastor in developing and promoting a 
biblical stewardship program in the church.  
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CHAPITRE 4B 

EDUCATION COMMITTEE 

Article 103 
  THE EDUCATION COMMITTEE 

  The Bible acknowledges that the "People perish by lack of 
knowledge" (Hoseah 4:6). In the pursuit of educational excellence and in 
its promotion of a better society, HEBC/MHBC recognizes the importance of 
an education committee.  

Article 104 
  OBJECTIVES & COMPOSITION OF THE EDUCATION COMMITTEE 

  This committee shall comprise five (5) members appointed by 
the nominating committee in consultation with the pastoral office. They 
are tasked to: 

1. Develop and implement designated programs in 
collaboration with other local organizations and 
educational institutions to assist at risk youth of the 
church in particular, and in the community at large 
through coordinated programs such as the "After 
School" program administered by the MHCCC corporation 
(Articles 20, 21) 

2. Combat deviant behaviors and seeking to prevent 
participation in violent activities, gangs, profane and 
mundane clubs (Article 45-2). 

3. Provide guidance and counseling to members who desire 
to further their general or college education. 

4. Conduct workshops and seminars to provide information 
on events that may affect the church members and the 
community, either medically, socially, politically or any 
other dimension. All medically based workshops shall be 
coordinated with medical Assistance Team. 
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5. Work with MHCCC to identify funding sources and writing 
grant proposals in the areas of juvenile delinquency, 
dropout prevention, family bonding, community building 
and so forth.  

6. Make monetary donation on a yearly basis to at least 
three (3) students of the church attending college. The 
amount to be awarded shall be discussed by the 
Education committee along with Pastoral Office and the 
executive Board. 

Article 105 
   MEMBER’S QUALIFICATIONS 

  The Members of the Education Committee must meet the 
following criteria: 

Article 106 
  AWARDING AUTHORITY 

  The Education Committee operates under the supervision of the 
executive board and the pastoral office in awarding recipients. 
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CHAPTER 4C 

HOSPITALITY/SOCIAL COMMITTEE 

Article 107 
  THE HOSPITALITY/ SOCIAL COMMITTEE, ITS OBJECTIVE 

  With the Hospitality/Social team members being the face of 
the Body of Christ to those God send our way; conjointly with the "PR" 
officer (Title III, chapter 3E), they ARE tasked to help our guests feel the 
love of God by truly welcoming them into God's house through friendly and 
authentically gracious service. The areas of intervention of the Ministry 
are listed in title III, Chapter 5J, Article 199. 

Article 108 
  Structure of the Hospitality/Social Committee 

  Depending on the church needs, the Hospitality/Social 
committee shall comprise a minimum of six (6) and a maximum of fifteen (15) 
elected church members, in addition to other appointed members and 
volunteers. It shall develop its internal structure within thirty (30) days 
of its composition to establish the functions within the committee that 
shall have the following configuration: 

1. The chairperson  
2. The Vice-Chair. 
3. Director of Fellowship 
4. Director of Decoration 
5. Director of Clean Up  
6. Director of Nursery 
7. Director of Food Distribution 

           In order to fulfill its objective, the Hospitality/Social 
committee is subdivided into five (5) subcommittees (Article 97) led by its 
elected members. They are:  

1. Fellowship subcommittee 
2. Decoration subcommittee  
3. clean up subcommittee  
4. nursery subcommittee 
5. food distribution subcommittee  

 

68 



Article 109 
  MEMBERS ELECTION & TERM 

            Its membership is elected for a renewable three (3) year term. 
After a three (3) year hiatus, they become eligible to participate in the 
electoral process). The Public Officer "PRO" shall become automatic 
member and serve as Vice-Chair (Article 108-2). The Hospitality/Social 
committee works very closely with the "PR" officer, because their ministry 
is an extension of the church's public relation. The constitution of the 
committee shall be communicated to the congregation within thirty (30) 
days of their election. (SEE Church operation MANUAL) 

Article 110 
  MEMBERS ELIGIBILITY & QUALIFICATIONS 

  Unless otherwise stipulated, the Social Committee members 
must meet the following criteria: 

1. Be an active member for at least two (2) years 

2. Must be reliable and flexible, willing to partake to either 
one of the five (5) subcommittees (Article 108). 

3. Be courteous, capable of maintaining positive relationship 
and effective communication with the members. 

4. Have a good reputation (well respected). 

Article 111 
  DUTIES OF THE HOSPITALITY/SOCIAL COMMITTEE 

  The Hospitality/Social Committee general duties, while not 
exhaustive, are: 

1. Oversee the work of all hospitality program and visitor 
care ministries.  

2. Coordinate the activities that involve hospitality and care 
ministries.  
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3. Be alert to the needs of the church membership and ways to 
serve those needs. 

4. Develop a mission and vision statement for the team to help 
guide the hospitality ministry.  

5. Oversee the subcommittees 

Article 112 
  RESPONSIBILITIES OF THE COMMITTEE 

  The Hospitality committee responsibilities are classified into 
three (3) main areas: 

1. Marketing: Focus on promotional pieces like mailing cards, 
flyers, and programming publicity. The goal is to drive 
visitor attendance to the church. 

2. Hospitality Team: Focus on the welcome and hospitality 
experience of our visitors and members. The goal is to 
create a great impression and remove unnecessary 
barriers to a repeat visit. 

3. Follow Up Team: Focus on regularly returning church 
visitors to step into our membership or connection 
processes. The goal is to help a newcomer become a regular 
participant in congregational life. 

Article 113  
  FELLOWSHIP SUBCOMMITTEE 

  The fellowship as one of the five (5) branches of the 
hospitality Ministry operates under the leadership of the Director of 
Fellowship, along with other volunteers with specific assigned tasks, in 
retrospect to the appropriate area as defined in (article 199).  

Article 113.1 
  THE FELLOWSHIP SUBCOMMITTEE'S ASSIGNEMENTS 

   The subcommittee Helps plan, implement fellowship activities 
for the church family and be a resource for teams and organizations 
needing catering and reception services.  
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Article 114 
   DECORATION SUBCOMMITTEE 

  The decoration subcommittee is another branch of the 
hospitality ministry operating under the leadership of the Director of 
Decoration. Like the other ministry's four branches, this subcommittee 
recruits volunteers to work alongside its director to fulfill its various 
duties and responsibilities. 

 Article 114.1 
  Decoration Subcommittee ASSIGNMENTS 

  The Decoration Subcommittee performs the following tasks, 
which are, among others: 

A. Responsible for purchasing and coordinating the 
placement of floral arrangements in the sanctuary for 
Sunday services and special events. 

B.  Oversee the decoration of the church for special services 
(Church anniversary, Harvest feast, Mother/Father's Days, 
etc.) and Christmas and Easter seasons. 

C. Assist with flowers and their arrangement at funerals. 

D. Dispose of flower arrangements. 

E. Assure flowers are sent upon death of church members. 

F. Present an annual flower budget to be inserted into the 
ministry's budget for submission to the Budget Commission.  

Article 115 

  CLEAN UP SUBCOMMITTEE 

  The cleanup subcommittee is an important branch within the 
ministry. It is functioning under the leadership of the Director of clean up, 
alongside his/her associates and volunteers to ensure coordination of 
the cleanup operation. Its assignments are described in the "COM". 
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Article 116 
   NURSERY SUBCOMMITTEE 

  The church nursery is under the leadership of the Nursery 
Director alongside his/her associates and volunteers. It is a vital part 
of the ministry for both parents and children. The nursery gives parents 
the freedom to focus on worship, and it gives infants and age appropriate 
stimulation, or sleep. To ensure that we provide excellent care to infants 
and win parents' trust, a list of church nursery "dos" and "don'ts" are put 
in together (Church Operation Manual). 

Article 117 
  FOOD DISTRIBUTION (FOOD BANK) SUBCOMMITTEE, ITS PURPOSE 

  The Food Distribution Subcommittee as an organizing group, is 
committed and passionate to principles of sustainability, aware that an 
on-going service to our community will take: 

1. Budget Planning: a sustained budget flow and fund 
raising. 

2. A Volunteer and/or Paid Staff greater than the initial 
team of organizers, as the program expands. 

3. Leadership that can govern the program: Ensuring 
mutual agreement on the definition of the food bank 
program in their business meetings. Also, annually 
agree on a mission statement as defined by the ministry 
that reflects the spirit and primary purpose of the 
program. This mission will help with developing a service 
plan as well as guide our program's action in unexpected 
situations.  
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Article 117.1 
   RESPONSIBILITIES OF THE FOOD DISTRIBUTION SUBCOMMITTEE 

   Under the leadership of the Director of the food distribution, 
the subcommittee is responsible for the administration of the food bank. 
The Director, alongside with his/her staff and volunteers are 
responsible for the following, as detailed in the "COM": 

A. Establishing a budget 

B. Developing a Service Plan 

C. Set Policies and Procedures 

D. Facility Readiness & Upkeep 

E. Establish Record Keeping Practices 

F. Selecting food for our program 

G. Designing a Distribution Method 

H. Safe Food Storage 
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CHAPTER 4D 

NOMINATING/ELECTORAL COMMITTEE 
 

Article 118 
  PURPOSE OF THE NOMINATING/ELECTORAL COMMITTEE 

  A nominating committee shall be appointed for the purpose of 
recommending persons for all volunteer leadership positions within the 
church except for ordained staff positions, or as otherwise specified in 
these bylaws (cf. Title V, Chapter 2). At the end of the nominating process, 
the committee is transformed automatically into the electoral 
committee to administer the election.  

Article 119 
  COMPOSITION OF THE NOMINATING COMMITTEE, ITS TERM 

  The nominating Committee shall comprise five (5) active church 
members recommended by the Pastoral Office following its consultation 
with the executive board. They will be presented to the church members. 
If approved, they shall serve a five (5) year renewable term, unless 
otherwise specified. Its authority, responsibilities and duties, beside what 
stated in article 118, are described in Title V, Chapter 2. 

Article 120 
  MEMBERS ELIGIBILITY  

  To be eligible for the Nominating/Electoral committee, a 
candidate must meet the following criteria: 

1. Be an active member of the church for a minimum of three (3) 
years.  

2. Be familiar with the church policies and organizations, for 
their selections/recommendations should be compatible 
with the church vision and objectives. 

3. Be impartial and sound, for their judgments may be 
consequential.     
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CHAPTER 4E 

PROPERTY COMMITTEE 

Article 121 
  OBJECTIVE OF THE PROPERTY COMMITTEE 

  The Church Property Committee is a sub-committee to the 
Church executive board. It is an administrative service committee 
established to assist the church in the maintenance of all properties in 
accordance with the mission statement of the church.  
 
Article 122 
  COMPOSITION OF THE PROPERTY COMMITTEE 
   
  The Property Committee consists of a Chairperson appointed 
by the executive Board and other designated volunteer members 
appointed by the personnel committee (executive Board, Articles 73-3,    
74-3) as they deemed necessary. The chairperson works under direct 
supervision of the church Administrator;  

Article 123 
  DUTIES AND RESPONSIBILITIES OF THE PROPERTY COMMITTEE 

  The duties and responsibilities of the Property committee are 
as follows: 

1. Be responsible for the safe keeping, protection, 
maintenance, and repair of all of the buildings, grounds, 
operating facilities, and attached equipment including 
heating, cooling, lighting, sewage pump station, etc. 

2. Ensure proper equipment operation. 

3. Make recommendations or take necessary actions should 
an emergency necessitate regarding replacement of worn 
out equipment, care of grounds, maintenance of safe 
conditions and parking facilities. 
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4. Work with the staff concerning the needs for 
fulltime/contract maintenance personnel and make 
appropriate recommendations to the Personnel Committee 
and Stewardship & Finance Committee. 

5. Bid out work for all repairs beyond the committee's ability 
and report bids to the executive board and the Stewardship 
and Finance Committee. 

6. Coordinate the maintenance and upkeep of the church vans. 

7. Develop and recommend policies and procedures about 
maintenance and insurance. 

8. Assist Church in maintaining proper and adequate 
furnishings for church programs and activities. 

9. Assist other church committees in responsibilities relating 
to Church property. 

10. Review duties periodically and recommend appropriate 
changes. 

11. Prepare and submit recommendations for the annual 
Budget to the Stewardship and Finance committee. 
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CHAPTER 4F 

SAFETY COMMITTEE 

Article 124 
  OBJECTIVE OF THE SAFETY COMMITTEE 

  The Church Safety Committee oversees the Church Safety 
Ministry (Title III, Chapter 6K, and Article 203.1). It is committed to the 
development and implementation of a security plan for the church. This 
may include the following:  

1. Natural Disasters,  

2. Technological Disasters  

3. Human-caused Disasters.  

The committee's duties and responsibilities are described in chapter 6K. 

Article 125 
  CHURCH SAFETY DIRECTOR "CSD" 

  Proper safety and security measures call for a point person 
to be the Church Safety Director "CSD" (Article 203.2). It is preferred that 
the "CSD" is a person who has law enforcement background and/or who is 
willing to work with local law enforcement and security agencies. He/she 
serves as the Chairperson for the committee. 

Article 126 
  ITS MEMBERS, QUALIFICATIONS AND TERM 

  The members of the safety Committee may be medical 
professionals, security agents, risk management specialists, 
firefighters, rescuers, law enforcement or volunteers. They are 
appointed by the nominating committee in collaboration with the 
executive Board (Personnel Committee). Upon identification of potential 
prospects, they present them to the members. The church should conduct 
a yearly review and update of its safety staff (recruits, resignations, 
replacement, etc.) 
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CHAPTER 4G 

LIBRARY & MEDIA RESOURCE COMMITTEE 
  
Article 127 
  PURPOSE OF THE LIBRARY & MEDIA RESOURCE COMMITTEE 

  The Church Library and media will serve as the resource 
center for all such related matters. Its staff shall maintain and make 
available the multi-media resources of the church. They may also provide 
consultation to church leaders and members, if requested in the use of 
these materials. They work in connection with the "PR" officer.  

Article 128 
  MEMBERS QUALIFICATIONS 

  The candidates of the Library & Media Resource committee 
must meet the followings: 

1. Must be an active member of the church. 

2. Knowledgeable and/or show interest in media 
technology. 

3. Knowledgeable and/or show interest in photography, 
video editor, video downloader. 

4. Bookkeeping skills or experience is a plus. 

5. Able to explain and train others. 

6. Narration and acting skills are plus. 

7. Must be disciplined, well-organized and honest. 

8. Abide by copyright laws. No church materials or 
publications should be reproduced illegally (Operation 
Manual). 

9. Any other talents or skills, as deemed necessary. 
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Article 129 
  DUTIES AND RESPONSIBILITIES OF THE LIBRARY & MEDIA COMMITTEE  

  The Library and Media Committee's duties and responsibilities 
are as follows: 

1. Maintain an adequate church library of materials. 

2. Actively promote the use of the library materials in all 
church activities and programs.  

3. Work in the selecting, cataloging, and keeping in a good 
condition all books, periodicals, audio and video media 
including Bible study materials, sermons, and worship 
services. 

4. Submit all budget request to the church Administrator's 
office for approval. 

5. Submit recommendations for the next year's budget to 
the Stewardship and Finance committee. 

Article 130 
  COMPOSITION OF THE COMMITTEE 

  The Library & Media Resource committee is composed of the 
eligible appointed/elected members as prescribed in article 128, and 
under the supervision of the Public Relation Officer "PRO" as seventh 
member. Their title are as follows: 

1. The Media Production Director "MPD" (Article 171) 

2. The Audio Director "AD" 

3. Church Library Director "CLD" 

4. Videographer 

5. Photographer 

6. The Website Manager 
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CHAPTER 4H 

HISTORY & ANNIVERSARY CELEBRATION COMMITTEE 
 

Article 131 
  OBJECTIVE OF THE COMMITTEE 

  The History and Anniversary Celebration Committee has a 
dual objective:  

1. To Provide a day of worship and fellowship annually                            
(Church Anniversary Sunday), Preceding a week of 
celebration and thanksgiving, for Church members, 
former Church Staff, families, friends of members and 
community residents. 

2. To help the Church membership understands and                      
appreciates its Baptist heritage and preserve church 
historical records in accordance with the mission 
statement of the Church.    

ARTICLE 131.1 
  ANNIVERSARY CELEBRATION 

  As a tradition of the church, it is an exciting time for church 
families! Loved ones are anxious to return home to visit their old church; 
to fellowship with friends and family; and to present their new extended 
family members and introduce them to such tradition. It is also a time of 
reflections and thanksgiving to the Lord for His faithfulness and a 
renewal of the church vows to continue its mission.  
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ARTICLE 131.2 
  THE CHURCH HISTORY AND HERITAGE 

  on the History side, the committee shall assist the church in 
making and keeping accurate, comprehensive records of its current life 
and work; gather and safeguard all historical records of the church; 
help the church understand and learn from its history; and help church 
members know and appreciate their larger heritage as Baptists. The 
committee shall update the history of the church periodically and 
publish items that will make the membership more conscious of our rich 
heritage.                                           

Article 132 
  STRUCTURE OF THE COMMITTEE, ITS MEMBERS 

  The History and Anniversary Committee consists of the 
following members: 

1. One member from the Pastoral Office, the Senior Pastor 
"SP" if it is more appropriate (Whoever Knows the church 
history best). 

2. The Church host/hostess  

3. The Music Director 

4. The executive board Secretary "EBS" 

5. The immediate past executive board Secretary (if 
applicable). 

6. The Church Administrator "CA". 

7. The Public Relation Officer "PRO". 

8. One Member from the Library & Media Resource 
Committee. 

9. One member from the Hospitality Ministry.  

 

 

81 



Article 133 
  DUTIES AND RESPONSIBILITIES OF THE COMMITTEE 

  The duties and responsibilities of the committee are as 
follows: 

1. They shall plan and lead the church in the celebration 
of our anniversary each year. The organization 
includes: 

A) Announcing the event. 

B) Contacting former members and staff. 

C) Coordinating food service. 

D) Coordinating with the Pastoral office, the 

morning service.   

E) Coordinating all special arrangement.  

2. Presenting a budget to the Finance & Stewardship 
committee (The Budget Commission). 

3. Lead the church in the observance of Baptist Heritage 
Emphasis during the year as deemed necessary. As the 
month of June has been designated as Baptist Heritage 
Month by the Southern Baptist Convention, special 
sessions and/or events may be planned to occur around 
this period of the year. 

4. Collect and safeguard the records of the church 
(Article 131.2). 

5.  Ensure the Church keeps accurate records and 
information of its current progress. 
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II. MINISTRIES 

 

CHAPTER 5 

THE MINISTRIES & COORDINATING GROUPS 

Family/couple, Preschool/children, youth, Men & Women, Young Adult, 
music/ media, Discipleship, outreach mission/evangelism, Sunday school, 

Hospitality, Church Safety Ministry 

Article 134 
  THE CHURCH MINISTRIES 

  HEBC/MHBC ministries are the fundamental part of its 
structural organization. Through its various ministries, HEBC/MHBC 
impacts particularly its MEMBER’S lives, and those of the community in 
general. The eleven (11) main ministries of the church are listed below: 

1. Family/Couple Ministry 

2. Preschool & Children's Ministry 

3. Youth Ministry 

4. Men & Women Ministry 

5. Young Adult Ministry 

6. Music & Media ministry 

7. Discipleship Ministry 

8. Evangelism/ Outreach ministry 

9. Sunday School Ministry 

10. Hospitality Ministry 

11. Church Safety Ministry 
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Article 135 
  THE BRANCHES 

  Within certain ministries, it may exist different branches. That 
will depend on the size of the ministry, as far as the Targeted 
demography/group, its mission etc. Therefore, a subcommittee is created 
to handle that branch; Such as the case for example: Bereavement, 
medical team, Food distribution, hurricane, etc. 

Article 136 
  COMMISSIONS 

  As needed, there may be creation of commission to handle some 
matters as determined by the related ministry. Commissions are usually 
established on a temporary basis, for a special event and with a clear 
mandate. Among others, there are: 

1. The Budget commission created to handle the church 
annual budget (Articles 206, 206.1). 

2. The Pastor Selection commission also referred as pulpit 
committee (Articles 50, 50.1) 

3. The Constitution amendment commission (Articles 246, 
247, 248 & 249) 

Article 137 
  COORDINATING GROUPS 

  HEBC/MHBC encourages and promotes the creation of 
coordinating groups such as: HEBC Choir, Youth Choir, Children Choir, and 
all the other singing groups, the theatrical groups, dance groups, 
Evangelism Groups, etc...  
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CHAPTER 5A 

FAMILY & COUPLE MINISTRY 
 

Article 138 
  PURPOSE OF THE FAMILY/COUPLE MINISTRY 

  Considering that the family unit constitutes the survival of 
any society and that marriage is the foundation of a family, HEBC/MHBC 
puts a major emphasis on family and couple ministry in line with our 
statement of faith (Articles 16, 16.1, 17 & 18). However, there are broken 
families that this ministry aims to assist as well. Provisions should be 
made to address crucial issues as mono-parental families or single 
PARENTS’ CHILDREN, THE DIvORCED COUPLES, DOMESTIC vIOLENCE, ADULTERy, ETC... 

Article 139 
  MEMBERS OF THE FAMILY/COUPLE MINISTRY 

  The Family/Couple Ministry is constituted of the church's 
families (functional and dysfunctional), the single parents, the divorced 
couples, the new couples, the separated ones, the widows and widowers. 

Article 140 
  DUTIES AND RESPONSIBILITIES OF THE MINISTRY 

  The duties and responsibilities of the committee are classified 
into three (3) categories:  Family Consolidation, Family Promotion and 
Family Restoration. To achieve these goals, the ministry is assigned the 
following responsibilities: 

1. Focusing on promoting family sustainability by 
emphasizing on pre-marital and post-marital counseling. 

2. Organizing family conferences. 

3. Help plan the Couple's annual retreat. 

4. Encouraging counseling and facilitating frank dialogue 
among separated couples. 
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5. Promoting fostering children programs. 

6. Offering supports and sympathy to the victims of 
domestic violence as a body.  

7. Promoting reconciliation and forgiveness among the 
divorced couples. 

8. Contributing with the other ministries that are 
supporting the widows and widowers. 

9. Engaging in prayers for the troubled families. 

10. Serving as liaison between the Pastor, or Counselor in 
helping identify the couples in need for such help. 

11. Maintaining a warm and welcome atmosphere that will 
attract its targeted groups, rather than keeping them 
away. 

12. Accompanying those engaging in the process of 
reconciliation and repentance. 

13. Plan a Celebration Ceremony for separated and/or 
divorced couples who reconcile or forgive one another 
as they "re-engage" or "re-commit" to one another when it 
occurs. 
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CHAPTER 5B 

PRESCHOOL & CHILDREN'S MINISTRY 

Article 141 
  OBJECTIVE OF THE PRESCHOOL & CHILDREN'S MINISTRY  

  Our passion for Preschool & Children Ministry is fueled by the 
origination of Jesus' own statement about the little ones: " Let the little 
children come to me, and do not hinder them, for the kingdom of God belongs 
to such as these" (Mark 10:14). During a consuming ministry to adults, Jesus 
regularly ministered to children gleefully. HEBC/MHBC firmly believes 
the future of our church depends on the effectiveness of its today's 
ministry toward its children. Children's Ministry exists to reach out and 
assist all children fulfill their spiritual needs. Therefore, the church 
shall seek to engineer programs that will minister to the whole 
childhood (mind, body and spirit). The age group is from three to twelve (3 
to 12).  

Article 142 
  DUTIES OF THE PRESCHOOL & CHILDREN'S MINISTRY 

  The Duties of the Preschool & Children's Ministry team are: 

1. Recruit and enlist volunteer workers 

2. Recommend needed changes in equipment, personnel, etc. 

3. Review, annually, the children's ministry policies and 
make necessary changes. 

4. Expand and enhance the worship, biblical education and 
discipleship opportunities for children within our church 
and community. 

5. Provide age-appropriate lessons that are meaningful, 
concrete and relevant through Children's Church. 

6. Teach simple concepts and practical applications of the 
Bible using various avenues to apply these lessons, such 
as: role play, drama, and skits. 
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7. Offer outreach opportunities by planning, promoting and 
executing children's events that will target community. 

8. Foster a warm, loving and Christ centered atmosphere 
for the children we serve. 

9. Encourage children in being witnesses to un-Churched 
children. 

10. Plan a schedule of recreational activities, retreats, 
seminars for children that provide: Spiritual Growth, 
Fellowship and Instruction in Christian Living. 

 
Article 143 
  ITS MEMBERS, CHARACTERISTICS & QUALIFICATIONS 

  Directing members of this ministry must be able to bring the 
best out of the children so they can become productive, efficient, and 
rational members of society later in life. They must strive to have a long-
lasting impact on the children by giving themselves wholeheartedly and 
unselfishly to educate them. Our children are expected to exhibit long 
lasting and exemplary behaviors by being witnesses for Christ at home, 
school, and in the community. Anyone in charge of working with our 
children is subject to a background check. 

Article 144 
  The Director of the Preschool & Children Ministry 

  THE Children Ministry is led by an appointed "Director" whose 
qualifications and eligibility are as follows: 

1. Appointed by the Pastoral Office and approved by the 
Deacon office. 

2. Preferably selected from within the church, unless 
otherwise stated. 
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3. Preferably a married person who displays good moral 
attributes and demonstrates unequivocal family 
values. 

4. Cognizant of children developmental stages. 

5. An individual who possesses good interpersonal 
communication skills. 

6. Proactive in advocating for children rights, needs, and 
well-being. 

7. Subject to fingerprinting and background screenings. 

8. Have a personal relationship with Jesus Christ. 

9. A desire to teach and mentor children with patience and 
an accepting heart. 

10. Preferably have an educational background in 
Christian Ministries, Biblical Studies, or a related field. 

11. Coordinates sanitation and safety protocols for the 
ministry. 
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Article 145  
  RESPONSIBILITIES OF THE PRESCHOOL & CHILDREN MINISTRY TEAM 

  It is the responsibility of the Preschool and Children Ministry's 
team to: 

1. Communicate and coordinate all activities for the 
children according to their age group, and in 
accordance with the mission statement of the church.  

2. Long term Planning: begin to plan for future ministries 
by investing in the lives of the children in the 
congregation. Children's Sunday school classes and 
other ministry gatherings need to focus on teaching the 
bible, what we believe (doctrine), and a "missional" view. 
This needs to begin in the preschool years. Provisions 
SHOULD BE MADE FOR PARENTS’ INvOLvEMENT. Also, the 
Ministry should provide resources to help them teach 
the Bible and doctrine and help them to become involved 
in ministry to others. 
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CHAPTER 5C 

YOUTH MINISTRY 
 

Article 146 
  OBJECTIVE OF THE YOUTH MINISTRY  

  The survival of the church is contingent upon its membership 
youth to carry on the Christian legacy and preach the gospel of Jesus 
Christ. It is in the church best interest to develop and ensure the 
implementation of a comprehensive Youth Ministry organization aiming at 
reaching as many youngsters as possible and where everyone feels 
important, valuable, and appreciated. The age group is thirteen (13) 
years to twenty- four (24) years old.  

Article 147 
  THE YOUTH PASTOR "YP" 

   To reach the noble goal, it is recommended that the Youth 
Ministry be under the control of a "Youth Pastor" who is subject to 
background check (article 25). The youth Pastor to a lesser degree is 
expected to satisfy the same requirements as the other associate 
pastors (Article 48.1). He/she will integrate the Pastoral Office and 
ranked to the same level as the other Associate Pastors "AP".  

Article 148 
  YOUTH LEADER "YL" 

  A "Youth Leader" can also be contracted if the financial 
situation of the church does not allow the hiring of a Youth Pastor. In 
that case, He should meet all the required criteria of a Youth Pastor, 
with the only exception of the Pastoral title. 
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Article 149 
  THE YOUTH PASTOR/LEADER'S QUALIFICATIONS 

  There are six (6) traits that HEBC/MHBC is seeking in a 
qualified Youth Pastor or Youth Leader:  

1. Courageous 

2. Rigorous Discipline 

3. Unwavering devotion to Jesus 

4. Psychologically strong 

5. Brains in all that he/she does 

6. Expertise in all that he/she does 

Article 150 
  DUTIES OF THE YOUTH PASTOR/YOUTH LEADER 

  THE yOUTH PASTOR’S DUTIES SHALL CONSIST OF: 

1. Presiding over weekly youth activities and functions. 

2. Coordinating and supervising all youth activities such as 
seminars, conferences, sporting events, field trips, etc... 

3. Conducting worship services and bible studies for the youth. 

4. Training new youth leaders to assist in youth functions and 
in the proclamation of the Gospel. 

5. Recommending to the pastoral office potential candidates 
for conversion and baptism. 
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Article 151 
  The YOUTH MINISTRY COMMITTEE 

  THE Youth Committee consists of five (5) members, along with 
the Youth Pastor or Youth Leader who serve in one of these positions: 

1. Youth Sunday School Director: assists the Youth 
Pastor/Leader in planning, implementing, and evaluating 
the Bible Study program (weekly & Sunday mornings). 

2. Weekly and Sunday night Youth Activity Coordinator: 
assists the Youth Pastor/Leader in planning, implementing, 
and evaluating the Youth weekly and Sunday night 
program. 

3. Volunteers Coordinator: Assists the Youth Pastor/Leader 
in enlisting sponsors to support/lead studies or activities 
and drivers for transporting youth. 

4. College Ministry Coordinator: Assists the Youth 
Pastor/Leader in providing Bible Study and activities for 
college students. 

5. Communications Coordinator assists the Youth 
Pastor/Leader in communicating the Youth and student 
program and its scheduling to parents, youth, and students 
through such standard informative devices as the Timber, 
Youth Newsletters, Webmaster, mail-outs, etc. 
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Article 152 
  THE YOUTH MINISTRY COMMITTEE' S RESPONSIBILITIES 

  The responsibilities of the youth committee are various. They 
may summarize as follows: 

1. The committee serves as sponsor to assigned Ministry 
Teams. 

2.  Reports Youth activities to the executive Board. 

3. Plans, implements and maintains a comprehensive ministry 
to both middle school (6th - 8th grade) and senior high (9th 
- 12th grade) students along with their families (Article 
151-5). When circumstances dictate, middle school and 
senior high students may be combined during bible studies, 
worship and outreach/ministry events. 
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CHAPTER 5D 

MEN & WOMEN MINISTRIES 

Article 153 
  PURPOSE OF MEN & WOMEN MINISTRIES 

  One might wonder how men's ministry is any different from a 
women's ministry or for that matter, any kind of ministry. After all, this 
ministry, if done in service for the Lord, is all the same regardless of the 
gender, age, or race of the individual serving. However, for the scope of 
Jesus' commissioning to His followers as stated in Matthew 28:19, it is best 
suited when one can relate in simple and natural way. Therefore, to be 
more effective in carrying out its mission, HEBC/MHBC facilitates and 
encourages such opportunities as Men Ministry, Women Ministry. 

Article 154 
  DUTIES AND RESPONSIBILITIES OF THE MEN MINISTRY 

  The purpose of the Men's Ministry is to help plan, implement, and 
maintain a ministry focused on men and their needs and issues. Men's 
Ministry is the active pursuit of men in order to connect them to God, His 
Word, and other men for the purpose of winning, growing and training God's 
man in Christ. In order to achieve its goals, the Ministry pursues the 
following objectives: 

1. Figure out how to reproduce believers,  

2. Enable man to better understand his calling in life and 
how to achieve it.  

3. Challenge men to grow deeper in intellect, emotion, and 
spirit.  

4. Teach men how to live a morally pure life. 
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Article 155 
  DUTIES AND RESPONSIBILITIES OF THE WOMEN MINISTRY 

  Like the Men's Ministry, the Women Ministry exists to help plan, 
implement, and maintain a ministry focused on women and their needs and 
issues. In its efforts to meet those challenges, the Women Ministry pursues 
the following objectives: 

1. Help the church grow numerically and spiritually. 

2. Help the women feel accepted when they join our church. 

3. Open door to meaningful relationships. 

4. Encourage women to discover, develop, and use their              
spiritual gifts. 

5. Minister to today's woman. 

6. Provide vision and networking for both in reach and       
outreach ministries. 

7. Offer "woman-to-woman understanding. 

8. Offer "woman-to-woman lay counseling. 

9. Encourage spiritually older women to mentor (teach) 
spiritually younger women. 

10. Follow Jesus' example of ministry to and with women. 

11. Help women fight spiritual battles. 

12. Affect families as women's lives are drawn closer to   
Christ. 
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CHAPTER 5E 

YOUNG ADULT MINISTRY 

Article 156 
  OBJECTIVE OF THE YOUNG ADULT MINISTRY 

  There are alarming statistics indicating that churches are 
not keeping post-high school young adults. This is a trend that crosses all 
denominations. Recognizing this reality causes our church to consider 
specific ministry to this age group. The young Adult Ministry is key to the 
church development in a sense that it is the transitioning group liaising 
the Youth to the seniors. Its purpose is to plan and schedule activities for 
young adults in accordance with the purpose statement of the Church. 
Ministry to young adults offers people in the congregation the 
opportunity to invest in lives that will guide and direct the future of our 
world, country, and denomination. What an exciting opportunity! 

Article 157 
  ITS MEMBERS 

  Young adults are loosely defined as post-high school age 
individuals. This includes those who attends colleges and universities 
away from  home as well as those who attend local colleges and 
universities. It also includes those who postpone or do not pursue further 
education and enter the workplace. Because of a different focus, two (2) 
groups are considered as to whom we develop the ministry. That is: 

1. Those who are twenty-five (25) years of age and up to 
thirty-five years and working and/or involved in further 
education. 

2. The second group would be those who have completed the 
first stage of post-high school education and are 
entering the job market.  
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Article 158 
  DUTIES OF THE YOUNG ADULT MINISTRY 

  The Young Adult Ministry's duties are to envision ways to make 
new connections between young adults and the church. This involves 
strategies and practices, as described in the church operation manual, 
such as: 

1. Fellowship/Short Term Commitments 

2. Relationship and Action 

3. A Passion for Making a Difference.  

4. Worship Life. 

5. Service. 

6. Mentorship.  

7. Relocation (Article 46). 

8. Christian networking. 

9. Extended Service. 

Article 159 
  YOUNG ADULT MINISTRY'S RESPONSIBILITIES 

  The responsibilities of the Young Adult Ministry are as 
follows: 

1. Plan and schedule recreational activities, trips, 
retreats, seminars for young adults of the church that 
provide opportunities for: 
 

 Spiritual Growth. 
 Fellowship. 
 Genuine Ministry 

 
2. Assist the enlistment of volunteers for the Young Adult 

Ministry. 
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3. Be responsible for the planning, coordination, operation, 

and evaluation of the Young Adult Ministry and make 
recommendation for change. 
 

4. Develop policies for the Young Adult Ministry. 
 

5. Seek to relate the Young Adult Ministry of the church to 
the community and the church utilizing the resources 
implicated or expedient. 
 

6. Coordinate calendar events through the church office. 
 

7. Submit all budget requests to the church office for 
approval.  
 

8. Prepare annually ministry goals and a budget for 
carrying out the goals and submit to the Stewardship 
and Finance committee. 
 

9. Submit recommendations for the next year's budget to 
the Stewardship/Finance Committee. 

 

Article 160 
  LEADERSHIP CHARACTERISTICS OF THE YOUNG ADULT MINISTRY 

  The Young Adult ministry is functioning under the leadership 
of a committee elected by its members, whose members present the 
following characteristics: 

1. Be Saved 

2. Be Spirit Filled 

3. An ability to communicate and model a holy and 
"missional" view of life.  
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4. Can emotionally connect with the members. 

5. A basic understanding of the uniqueness of the Young 
Adult years. 

6. An ability to incorporate Biblical principles as it 
relates to "their world". 

 
Article 161 
  TERM AND COMPOSITION OF THE COMMITTEE 

  The Young Adult Ministry committee is renewed annually as 
determined by the Ministry. Its composition depends on the needs of the 
Ministry and the appropriate number of volunteers available. A typical 
committee may consist of: 

1. A President 

2. A Vice-President 

3. A secretary 

4. A Young Adult Sunday School Coordinator 

5. A College Ministry coordinator 

6. A Volunteers coordinator 

7. A Communication Coordinator 
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CHAPTER 5F 

MUSIC & MEDIA MINISTRY 

Article 162 
  The purpose of the Music & media ministry 

  The purpose of the Music Ministry is to exhort, uplift, and 
encourage the body of Christ through song and worship. The Music Ministry 
encompasses the Praise team, adult choir, youth choir, and all and any 
other coordinated singing group. Members of the Music Ministry must be 
faithful members of the HEBC/MHBC. They must strive to live according to 
God's will and purpose and be on one accord in mind and heart according 
to the word of God. The media provides all the necessary resources for an 
efficient and effective Music Ministry.  

Article 163 
  Foundation of the Music Ministry 

  As stated in Psalm 127:1 "Except the Lord builds the house, they 
labor in vain that built it". Therefore, to ensure a solid Music Ministry at 
HEBC/MHBC, its members will assure it is grounded in the Bible. The 
followings are to be considered: 

A) The Ministry must be built on the principles 
of the Word of God (Biblical references). 

B) There must be a strong leader in charge of 
the Ministry: "The Music Director" (Article 
167). 

C) The Music leader must love what the Lord 
has called him/her to do. 

D) Prioritize Children. 

E) Build the Music Ministry around the 
congregation. 

F) Develop and encourage as many special 
groups as possible.   
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Article 164 
  Praising and Worship 

  A key component of the Music Ministry is the Praise and Worship 
portion of the service on Sunday mornings or other functions when called 
upon by the Pastor. The significance of praise and worship is of profound 
importance in the lives of God's children. Since the word praise itself from 
its origin means "Value" or "Price", thus the Music Ministry: 

1. Intends to give praise to God. 

2. Praises to God is one of the major themes of scripture. 

3. Express gratitude to our Lord. 

4. Proclaiming God righteousness. 

5. Insures proper transition from praise to worship. 

Article 165 
  Music Ministry Statement 

  The Music Ministry statement is:  

  "To inspire, encourage, train, and direct those whom God has 
called into the Music Ministry with a spirit of service, excellence, 
sensitivity, purity, humility and strength" 

Article 166 
  Biblical Guidelines for Music selection in our worship services 

  To avoid confusion regarding church music in term of our 
selections (rhythm, beat, types), the Music Ministry establishes these 
biblical guidelines for the church music: 

1. Music should teach truth. 

2. Music should avoid worldliness (1John 2:15). 

3.  Music should advance the cause of Christ: (1 Cor. 10:31).  
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4. Music should avoid extremes 

5. Music should be appropriate to the audience. 

6. Music must agree with Scripture. 

7. Music should meet with the approval of the Senior 
Pastor.  

Article 167 
  THE MUSIC DIRECTOR "MD" 

  There must be a strong leader in charge of the Music Ministry 
(Article 163-b). It is known as the "Music Director" or "MD". He/she is hired 
by the Personnel Committee (Executive Board, Article 73-3) under an 
agreed upon contract, as described in the clauses. The "MD" is also the 
Church Main Choir (HEBC Choir) Director "CD". He coordinates with the other 
choir directors, such as: The Youth Choir, Children Choir, etc. 

Article 168 
  RESPONSIBILITIES OF THE MUSIC DIRECTOR "MD"  

  The Music Director "MD" responsibilities are as follows: 

1. Responsible for Developing, coordinate, and 
supervise music programs and organizations such as 
orchestras, bands, choirs, or symphonies. 

2. Recruits, trains, and rehearses members of 
the musical groups and oversees productions. 

3. Select and plan music for Sunday and midweek services 

4. Participate in the creative planning of the Sunday and 
special Service with the Senior Pastor and the President 
of the Choir. 

5. Oversee implementation of new Community services. 

6. Recruit, equip, motivate, supervise and shepherd music 
team leaders and musicians. 
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7. Develop musical teams and ensembles for services. 

8. Direct outreach events into the community via 
performances at other organizations as appropriate. 

9. Maintain a strong prayer base for the music ministry. 

10. Communicate faithfully with the Senior Pastor and 
staff. 

11. Participate in the life and ministry of the church. 

Article 169 
  The MUSIC DIRECTOR'S QUALIFICATIONS 

  THE “MD" being a strong leader, must possess the following 
qualities to assure an effective and efficient Music Ministry at the 
church: 

1. An Authentic relationship with Jesus Christ as Savior 
and Lord. 

2. Ability to shepherd volunteer musicians in the Christian 
life. 

3. Love and respect for people. 

4. Attested musical skills and competence. 

5. Ability to organize, coordinate, and motivate musicians 
and technical team members. 

6. Sense of humor and positive attitude. 

7. Strong team player with the rest of the staff and 
congregation. 

8. Committed to the church's vision, leadership and people. 

9. Dependable, responsible, self-motivated and creative. 

10. BACHELOR’S DEGREE IN MUSIC OR THEOLOGy (MASTER'S 
preferred). 

11. MINIMUM FIvE (5) yEARS’ EXPERIENCE IN CHURCH RELated 
setting. 
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Article 170 
  MUSICAL COMPETENCIES 

  Besides the qualifications listed in article 169, the "MD" must 
have certain musical competencies, such as: 

1. Ability in wide range of styles including Christian 
classics (hymns), but with a focus on contemporary music. 

2. Ability to lead worship and train others as individual 
and team worship leaders. 

3. Professional quality keyboard (preferred) or guitar 
player. 

4. Composing, arranging, writing, and sequencing music. 

5. Producing and directing special events, musicals and 
programs. 

6. Experience with technical aspects of contemporary 
services: for example, sound boards, theater lights, 
video editing, etc. - a plus. 

Article 171 
  The MEDIA PRODUCTION Director "MPD" 

  wORkING UNDER THE SUPERvISION OF THE “PRO" and in coordination 
with the Music Director "MD" and the cooperation of the Library and media 
resource committee, the Media Production Director "MPD" provides the 
Media support for all events and worship services. The "MPD" oversees and 
implements video capture and video broadcast of all such events. He/she 
will also, assist in the development of the use of distributed video/tech 
platforms to communicate the Gospel outside the walls of HEBC/MHBC. This 
includes leading and developing volunteer video staff and overseeing 
and managing the expectations of this team and systems. 
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Article 172 
  DUTIES and RESPONSIBILITIES OF THE "MPD" 

  In addition to the various tasks performed by the "MPD" as 
described in article 171, other duties and responsibilities are:  

1. Responsible for the maintenance and repair of all 
technical and media production equipment. 

2. Work in conjunction with the “IT" department to enhance 
our network-based technologies (i.e. streaming, among 
others). 

3. Assist in the planning, designing, and installing 
equipment upgrades and new media equipment purchase 
for campus. 

4. Responsible to Recruit, lead, and provide ongoing 
training and development of volunteer/employed video 
staff. 

5. Ensure services and events are staffed by production 
volunteers and staff. 

6. Ensure the recording and/or broadcast of worship 
services, classes, blogs, and events as directed by 
leadership. 

7. Serve as a resource to other staff members. 

8. Ensure proper video capture framing for message and 
worship broadcast/recording as defined by leadership. 

9. Capture/edit and prep additional content as required to 
be included in desired broadcasts. 

10. Develop, maintain, and deliver a comprehensive training 
program for volunteer staff, providing them with 
knowledge and experience necessary to operate video 
equipment in video control room and associated video 
cameras on HEBC/MHBC campus. 
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11. Occasionally prepare stage and equipment for weekly 
rehearsals and worship services when audio Director 
"AD" is on leave.  

12. Partner with other ministries to assist with technical 
needs for their special events. 

13. Oversee and/or ensure that weekend video and 
overdubbed audio are uploaded to church website. 

14. Responsible for setting and tracking the annual 
technical ministry's budget alongside the Music Director. 

15. Maintain an inventory of supplies, equipment & 
purchases. 

Article 173 
  Qualifications of the "MPD" 

  The Media Producer Director "MPD" must MEET THE FOLLOWING 
REQUIREMENTS FOR QUALIFICATIONS IN ADDITION TO THOSE ABOVE: 

1. Be an active member of the church for at least two (2) 
years. 

2. Proficient verbal and written communication skills. 

3. Demonstrated effective interpersonal skills. 

4. Demonstrated ability to operate audio, video, and 
lighting equipment.  

5. Ability to move and lift up to 100 pounds, utilizing proper 
lifting techniques and equipment 
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CHAPTER 5G 

DISCIPLESHIP MINISTRY  

Article 174 
  PURPOSE and Organization OF THE DISCIPLESHIP MINISTRY 

  The purpose of the Discipleship Ministry is to organize and 
oversee the nurture/outreach ministries of the church. It helps plan, 
implement and maintain a comprehensive and intentional program to help 
further spiritual growth. The Ministry's target is individuals and families 
of all ages. The Ministry is passionate about reaching people at their 
point of need and leading them to a personal relationship with Christ; and 
strengthening and supporting the families and individuals of HEBC/MHBC 
and the community. The Discipleship ministry is led by the Discipleship 
Training Director "DTD", along other members like Associate Pastors, the 
Administrator, The Public Relation officer and other appointed members 
by the Pastoral office who meet the criteria as described in articles 175 
& 176, as they deemed necessary. 

Article 175 
  Qualifications of the DISCIPLESHIP TRAINING DIRECTOR "DTD" 

  The leaders of the Discipleship Ministry must have certain 
talents and abilities in order to efficiently lead the ministry. Among 
others, the most desired are: 

1. Completed courses in Christian Education, Christian 
theology and/ or related subject are highly desired. 

2. Understanding of God's Word as it relates strengthening 
and maintaining a relationship with Jesus-Christ. 

3. Ability to care for a group of people and communicate 
well with others. 

4. Leadership Potential/ability. 

5. Previous ministry experience preferred. 
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Article 176 
  Leadership Eligibility 

  To be eligible to the discipleship ministry's leadership, one 
must present these Personality traits: 

1. Compassionate 

2. Dependable 

3. Good communicator 

4. Motivator 

5. Encourager 

Article 177 
  Responsibilities & DUTIES of the Discipleship Ministry 

  The responsibilities of the Discipleship Ministry while not 
exhaustive, are summarized as follow:  

1. Develop and oversee Small Group Ministries. 

2. Research, survey and evaluate the church and 
community to determine what outreach ministries are 
most needed and if existing ministries are effective. This 
may involve THE “PRO" as needed. 

3. Oversee church visitation: 

A) Coordinate follow-up visits to families who 
have visited the church. 

B) Develop and carry out an organized plan to 
visit and build relationships with church 
families. 
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C) Visit family members who do not attend 
church, such as parents of children or teens 
who attend. Purpose is to meet them and 
compliment their children, to build 
relationships, to inform them of church 
ministries and invite them to visit or become 
involved, to determine spiritual condition 
for future contacts. 

4. Meet with leaders of nurture and outreach ministries at 
least quarterly to get a report on the ministry 
progress, to brainstorm, to determine how to improve the 
Ministries and to discuss challenges and solutions. 

5. Lead occasional classes on pertinent subjects related 
to individual and family discipleship. Invite guest 
speakers occasionally with Pastor's approval. 

6. Plan special family activities periodically. 

7. Recruit and train leaders for the various 
nurture/outreach ministries. 

8. Work with the Public Relationship Officer "PRO" to 
promote a positive image of the church in the community 
while reaching out to community members. 

9. Act as a liaison between nurture/outreach ministry 
leaders and the Pastoral Office. 

10. Pray regularly for the nurture/outreach ministries, 
church membership, staff and the community. 

11. Oversee church Life Activities. Act as a resource person 
and church staff liaison. Also be the cheerleader and 
detail person for events to make sure they are on 
master calendars, publicity is followed through, and 
facility usage, etc. are completed. 

12. Other duties may be assigned by the Pastoral Office. 
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CHAPTER 5H 

EVANGELISM & MISSION OUTREACH MINISTRY 

Article 178 
  Purpose of the Evangelism & Mission outreach Ministry 

  Evangelism is ultimately the work of the Holy Spirit. It is first 
and foremost a work of God. Therefore, the place to begin evangelism is 
always with prayer, for it aligns us with the work of God and allows us 
the privilege of participating in His unfolding plan. At HEBC/MHBC, The 
Purpose of the Evangelism and Mission Outreach Ministry is to help plan, 
implement and maintain a comprehensive and intentional program to 
reach the "un-churched" and/or non-Christians in our community, but also 
engage in mission outreach in both United States and overseas or abroad. 
An effective ministry will guide the congregation to spread the gospel 
message of God's love through witness and service in the community and 
the world. The church will have a plan for mission service opportunities 
for all ages and all stages of faith so that people live as Christian 
disciples transforming the world. 

Article 179 
  Organization of the evangelism & Mission outreach ministry 

  The Ministry is led by the Pastoral office through those they 
equip from the discipleship Ministry to become team leader to carry out 
the Great commission as Jesus intended it in Matthew 28:19-20 and 
according to the church mission statement. The Ministry is subdivided in 
two parts with two main focuses: 

1. Evangelism which focuses on reaching out to the non-
believers, un-churched individuals MAINLY IN THE 
COMMUNITY TO SHARE THE Gospel. 

2. Mission outreach, which is on the other hand, mainly 
focusing on oversees/abroad missions according to the 
church set annual schedule and goals.   
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Article 180 
  Holistic Evangelism 

  The practices and understanding of evangelism vary widely 
across denomination. Rarely all the aspects of evangelism are used at 
the same time. However, in its desire to see a very effective outcome of 
ministry of evangelism, HEBC/MHBC believes in employing and integrating 
all the three styles of ministry which are: 

1. The "Head" style of ministry: which is sharing a set of 
beliefs and accepting tenets of the faith rationally. 

2. The "Heart" style of ministry: which is growing in the 
individual's personal relationship with Jesus. 

3. The “HANDS" style of ministry: which believes evangelism 
is loving our neighbors in tangible ways.    

Article 181 
  Duties & Responsibilities of the leaders of Evangelism  

  As leaders of the evangelism Ministry of HEBC/MHBC, the 
responsibilities are various. Each task serves to deepen the 
congregation's commitment to its mission: 

1. Promote evangelism as a core value of each ministry of 
the church. 

2. Envision what God's will for the congregation's 
evangelism ministry and set goals that are consistent 
with that vision. 

3. Develop a plan for an overall evangelism strategy and 
system that reaches out to people, welcomes them into 
the congregation, relates them to God, and equips and 
empowers them for ministry. 
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4. Serve as team leader for those assigned to them to work 
with: guiding the work of the team, helping them to work 
from a biblical and theological foundation, creating 
work  space in which Christian faith formation happens, 
planning agendas, presiding at meetings, and 
representing the ministry of evangelism in meetings of 
the church Trustees and charge conference.  

5. Work with the Pastoral office, team, and other church 
leaders in assessing our congregation's goals and 
measures pertaining to evangelism (paying particular 
attention to professions of faith) and attendance 
trends, as well as the way in which new people are 
received into the congregation and empowered for 
ministry. 

6. Implement and evaluate our plan. 

Article 182 
  Duties and Responsibilities of the Leaders of mission outreach  

  On the Mission side of the ministry (Article 179-2) and like those 
leading the ministry at the local/community level (Article 179-1), the 
responsibilities remain the same, but more specifically focused on Mission 
outreach. They are as follows: 

1. Leaders will coordinate the planning and 
implementation of a comprehensive ministry for 
involving the congregation in mission. 

2. They will develop a year-round program of mission 
education for all ages, so the congregation will be 
better informed and strongly committed to supporting 
the mission of making disciples for the transformation of 
the world. 

3. These leaders will be familiar with the overall goals of 
the congregation and how these goals influence mission 
programs and projects. 
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4. The MISSION’S ministry team leaders will link with 
organizations, people, and resources in and beyond the 
congregation that are concerned with mission. 

5. These leaders will guide the congregation in worship and 
fellowship that highlights mission in events such as 
mission studies and speakers, observing "Mission Sunday", 
and regular opportunities for children, youth, and 
adults to engage in service projects. 

6. These leaders, in conjunction with the Church Treasurer 
will ensure that the congregation has every 
opportunity to share in financial giving for mission.       

Article 183 
  SPIRITUAL GIFTS & QUALIFICATIONS FOR LEADERS OF THE MINISTRY 

  Those called to serve in the leadership of the Evangelism and 
Mission outreach Ministry: 

1. Will benefit from having one or more of these spiritual 
gifts: Servanthood, Exhortation (encouragement), 
leadership, compassion, faith, miracles, administration, 
helping, evangelism.  

2. These leaders should show evidence of passion for 
active service and helping others engage in ministry in 
the world. 

3. Useful skills for this position are the ability to listen to 
and to communicate with people of all ages, genuine 
interest in mission and outreach in the community and the 
world, openness to new views and different people, 
creativity in developing ways to interpret and support 
mission, and ability to work with volunteers of various 
skill levels. 

4. These leaders should show passion for responding to the 
hurts and needs of people in the congregation, 
community, and the world. 
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CHAPTER 5I 

SUNDAY SCHOOL MINISTRY 

Article 184 
  Objective OF THE SUNDAY SCHOOL MINISTRY 

  An effective Sunday school strategy can have a dramatic 
effect on the evangelistic results of the church, and effective 
evangelism has the potential to impact the Sunday school in a positive 
way. It is not hard to figure out that as more people are trained and 
challenged to share their faith (Discipleship, Evangelism and mission 
outreach ministries), more people trust Christ as their Savior. As more 
people trust Christ, more people become involved in the Sunday school or 
the small groups of the church. Therefore, HEBC/MHBC envisions the 
attainment of its vision through a well-coordinated effort between its 
various ministries, particularly the Discipleship, the Evangelism and 
Mission outreach, with the Sunday school at the core OF them all.    

Article 185 
  Structure of the Sunday school 

  The Sunday School Ministry, shall be divided into four (4) 
departments: 

1. The department of preschool & Children  

2. The department of the Youth,  

3. The department of the Young Adult,  

4. The department of Senior Adult.  

Within the departments, there are classes. These classes are basically 
Bible study sessions categorized by age group. The number of classes 
varies by departments and the number of students. There shall be at 
least one (1) teacher by class assisted by a substitute who leads the 
class in the absence of the holder.  

 
 
 

115 



Article 186 
  The Sunday school Committee 

  The Sunday school committee consists of appointed members to 
conduct the study of the word of God. They are:  

1. Minister of Christian Education   

2. President of Sunday School Operations 

3. Senior Adult Sunday School Coordinator  

4. Young Adult Sunday School Coordinator (Article 161-4) 

5. Youth Sunday School director (Article 151-1) 

6.  Director of Preschool & Children Ministry (Article 144) 

7.  Sunday School Secretary   

8.  Sunday School Treasurer 

Article 187 
  Director of Sunday school Operations "DSSO" 

  Director of Sunday School Operations is the head of the 
Ministry. He/she is appointed by the Pastoral office, in consultation with 
the Diaconate and approved by the Church membership for a five (5) year 
renewable term, providing He/she fits to serve.  

Article 188 
  Responsibilities of the Director of Sunday school Operations 

   The Director of Sunday School Operations "DSSO" has the 
following responsibilities: 

1. Recruiting and Training Teachers: The "DSSO" is 
Responsible for ensuring each Sunday school has a 
qualified teacher and for training new teachers. The 
protocol for choosing qualified teachers varies and 
addressed in articles 190 and 191. 
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2. Point of Contact: The "DSSO" is the point of contact for all 
Sunday school teachers. If an issue arises in the school 
that needs to be addressed, the "DSSO" is responsible for 
resolving the issue. He/she will usually hold meetings 
with all of Sunday school teachers to ensure everyone 
is on the same page and to discuss teaching strategies 
and goals. The "DSSO" keeps records to help determine if 
goals are being met, such as tracking teacher 
attendance, new student enrollment, student 
attendance and visiting student contact information. 

3. Approves Lesson Plans: When it comes to choosing the 
lesson plan for the Sunday school department, teachers 
may make recommendations. However, the ultimate 
decision is made by the Superintendent. The "DSSO" may 
perform research on Sunday school book distributors to 
determine which company offers the best lessons. He/she 
is responsible for ordering books and supplies for each 
class. The "DSSO" also sets goals for Sunday school 
growth and thinks of creative ways to achieve the 
desired growth. 

4. Budget Proposal: The superintendent is responsible for 
recommending a budget for the Sunday school Ministry. 
This budget generally includes the cost of teacher 
resources and Sunday school books for each class. The 
budget also includes expenses for Sunday school events, 
such as vacation bible school (VBS), Sunday school 
annual picnic, etc. 

5. Delegation: Depending of the size of the church and/or 
the Ministry and as deemed appropriate, the "DSSO" may 
delegate duties to other church member to make his/her 
job easier. He/she may assign division 
directors/coordinators to handle issues that are age-
group specific. 
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Article 189 
  SPIRITUAL GIFTS AND QUALIFICATIONS HELPFUL OF THE "DSSO" 

  Being at the heart of the church mission of reaching out to the 
lost ones to bring them to Christ, educate them about God's word and equip 
them for the great commission, the ministry of Sunday school must be led 
by a spiritually gifted and qualified leader. Among others, are: 

1. Spiritual Gifts: The "DSSO" benefits from having one or 
more of these spiritual gifts: servanthood, teaching, 
exhortation (encouragement), leadership, wisdom, faith, 
administration, helping, and shepherding. 

2. Nurturing Passion: The "DSSO" should show evidence of 
passion for nurturing the Christian faith of others. 

3. Skills: Useful skills for this position are the ability to 
listen to and communicate with people of all ages and 
the ability to connect individuals with others who 
support and encourage one another as they grow 
together in faith and discipleship. 

4. Educational Experience: The "DSSO" should demonstrate 
experience in Christian education/formation and skills 
for developing educational programs in the community 
and church. 

Article 190 
  SUNDAY SCHOOL TEACHERS CHARACTERISTIC TRAITS 

  At HEBC/MHBC, we are not content with simply having Sunday 
school teachers "SST", but great teachers. A great Sunday school 
teacher, as detailed in the "COM", must exhibit the eight (8) qualities that 
follow: 

1. A heart for God. 

2. A love for people. 

3. A passion for God's Word. 

4. A habit of praying.   
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5. A commitment to personal growth. 

6. An ability to teach. 

7. A willingness to prepare. 

8. A dedication to the people they teach. 

Article 191 
  Sunday School Teachers, selection & enrollment 

  Sunday School Teachers "SST" are selected and enrolled by the 
Director under one (1) of the followings: 

1. Upon recommendation of the Discipleship Ministry 

2. Upon Recommendation of the Pastoral Office 

3. upon personal request to volunteer (Substitutes) 

4. From former Sunday School teacher (renewals and/or 
reintegration)  

5. From former students, after proven spiritual maturity and 
affirmed biblical teaching skills. 

Article 192  
  Sunday school Substitutes "SUB" 

  The Sunday School Substitutes OR “SUB" is an assistant to the 
"SST" with the intent of potentially teaching the class in the absence of 
the teacher. He/she should meet "SST" criteria prior to be eligible to hold 
the teaching position. 

Article 193 
  The Sunday school classes & Students 

  The Sunday school classes are determined by the size of the 
church and the Ministry's attendance, according to the age-group 
(Article 185). The need to open a new class and/ or close an existing one 
for restructure is determined by the Director of Sunday School 
Operations. Classes are evaluated periodically to insure performance.  
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Article 194 
  Sunday school Students 

  The Sunday school students are classified on an age-group 
basis. They are promoted annually to next level. They are expected to be 
courteous and respectful to the teacher, eager to learn. They are 
entitled to a good learning environment and a qualified teacher. Should 
there be any concern about their teacher or substitute, such issue should 
be brought to their coordinator's attention. If a coordinator deemed 
incompetent, the issue should be handled by the Superintendent.  

Article 195 
  Sunday school Tasks & CURRICULUM 

  The tasks of the Sunday school shall be to teach the biblical 
revelation; reach person for Christ and church membership; perform the 
functions of the church within its constituency; provide and interpret 
information regarding the work of the church and denomination. The 
Curriculum of the Sunday school is established based on the church vision 
and Mission statement. It is revised and adjusted regularly, as necessary 
to reflect the church's pursuing goal, which is call the "Sunday School 
Emphasis". 

Article 196 
  The Sunday school year 

  The school year is divided into quarters. Each quarter is 

marked by the end-of-quarter evaluation and a celebration. The school 

year starts on the first Sunday of August and ends on the last Sunday of 

June of the following year. A one (1)-month break is observed. 
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CHAPTER 5J 

HOSPITALITY MINISTRY 

Article 197 
  Purpose of THE HOSPITALITY MINISTRY 

  Our vision is to grow our impact on the community, not just 
numbers. We understand the importance of an effective Hospitality 
Ministry where our guests and/or visitors are perceived as a "gift" of God. 
They are people that God might bring to our church to contribute on 
helping the church make a Kingdom impact. Some might be believers and 
followers of Christ, looking for a place to serve, to use their gifts and 
talents. Others might be on their journey to discover Christ. Regardless 
of their motives, we are hoping to impact the life of all our guests. We 
want to have such an impact that it lasts not only on our guests, but also 
on their generations. To achieve these goals, we strive for Good 
hospitality practices that will ultimately remove these three (3) types 
of barriers:  

  1) The barrier to entry our congregation,  

  2) The barriers to return, and  

  3) The barriers to developing new friendships. 

Article 198 
  STRUCTURE OF THE HOSPITALITY MINISTRY 

  Depending on the size of the congregation, the size of our 
facilities, the exploited area on our campus, the ministry is structured in 
a way to cover all related aspects of the church hospitality. The 
effectiveness of the ministry requires appropriate coordination with 
correlated ministries such as: Property and safety, as well as adequate 
staff (volunteers). The Ministry is governed by a committee, whose 
MEMBER’S qualification, functions and term are specified in title III, 
chapter 5C. 
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Article 199 
  Its Role, Duties & Responsibilities 

  In order to fulfill its mission efficiently, The Ministry 
subdivides the task into four (4) areas of interventions. Those areas are 
covered by the appropriate subcommittee (Article 97), and collectively 
as deemed appropriate. The four (4) identified areas are as follow:  
 

1. "The Welcome Experience for Church Visitors".  
2. "Help Returning Church Visitors Connect".  
3. "Welcome Functions at Special Church Events". 
4. "Member Care". 

Article 200 
  Events sponsorship 

  Events like Birthdays and Baby Showers are not sponsored by 
the fellowship subcommittee. However, if available/appropriate, church 
facilities might be used for such events, but they should be planned and 
coordinated by the family or private church members and not come out of 
the Hospitality Ministry budget fund. 

Article 201 
  The Greeters 

  A church greeter is one of the simplest yet most important 
positions in the church. Greeter ministry is at the core of our welcome 
experience: Greeting people at the door, Greeting people at the welcome 
center, GREETING PEOPLE DURING THE SUNDAY SCHOOL (Sunday School 
Greeters & Hosts), Greeting people during the worship service, greeting 
people after the service is over, or between morning services (when 
applicable).  The goal is to: 

1. Share a kind word 
2. Open a door 
3. Offer a handshake 
4. Or just lend a helping hand to people as they enter the 

church. 
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Article 201.1 
  CHURCH GREATER'S GUIDELINES 

  Our church greeters are one of the most important 
experiences for first time visitors. Therefore, to pull off an effective 
welcome consistently, some quick and easy to communicate church 
greeter guidelines are to be developed. Here are, among others, the 
following ten (10) Church Greeter Guidelines to be followed at 
HEBC/MHBC: 

A. Show up on time. 

B. Always be positive. 

C. Prepare yourself spiritually. 

D. Be friendly to all who enter. 

E. Pray in advance for your ministry 

F. Show honor and dignity to our visitors and guests. 

G. Pay attention to what needs our visitors and guests 
might have. 

H. Follow up after the worship service and say goodbye 
with style. 

I. Prepare yourself physically: Good grooming, 
appropriate clothing, and fresh breath. 

J. Notice for ministry opportunities to pray with our      
guests before they leave. 
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Article 202 
  The ushers  

  Ushers often are the first person, besides the greeters 
(Article 201) to see visitors and members as they arrive at the church. 
They may perform a variety of duties, depending on the individual rules 
and the guidelines within the church. While our ushers are responsible for 
our offerings and seating our guests as they arrive, they may be assigned 
other tasks (Article 202.1). In whatever the capacity they serve, they do 
so as a representative of the church. 

Article 202.1 
  Other duties and responsibilities of ushers 

  Church ushers are responsible for the functioning of the 
church within the sanctuary. Such responsibilities are as follows: 

A. Greeting Worshipers: Church ushers direct traffic in the 
church. When visitors arrive, they tell them when they can 
enter the sanctuary to avoiding interrupting service. 

B. Promoting Fellowship: Ushers encourage fellowship among 
churchgoers, providing information about the church to 
visitors and extending an invitation to join. They may 
recommend ministries for members to join and introduce new 
members to established ones, promoting unity and 
fellowship within the congregation. Ushers also pass along 
prayer requests from congregation members to church 
leaders. 

C. Collecting the Offering: Ushers collect the money 
offerings. They may pass the collection plates throughout 
the congregation or stand at the front of the church with 
the collection container until the offering is complete. 
After the service, they may count the money collected or 
serve as witnesses while someone else counts. As 
custodians of church money, honesty and integrity are 
important characteristics. 
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D. Maintaining Peace: Ushers ensure that all visitors have an 
opportunity to hear and enjoy the sermon without 
distractions. They may ask a disruptive visitor to step 
outside of the sanctuary or direct a mother with a crying 
child to the nursery. Ushers observe the congregation for 
any potential problems. If the church is overheated or 
freezing, they instruct the appropriate person to adjust 
temperature. They also stay alert for medical 
emergencies and act accordingly when they occur. 

E. Preparing the church: Ushers often prepare the church, in 
complement to the maintenance team, for services and 
special events, ensuring that ample bibles, hymnals and 
offering/tithe envelops are available for the 
congregation's use. For special events or as deemed 
necessary, ushers may rope off reserved seats or parking 
spaces. After services, ushers walk the pews to pick up 
trash. They also return bibles and hymnals to their proper 
locations, if appropriate. 
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CHAPTER 5K 

CHURCH SAFETY MINISTRY 

Article 203 
  Purpose and Structure of the Church Safety Ministry 

  The church safety ministry serves the church by adding layers 
of protection to the church's primary mission and supporting activities by 
mitigating risk to people, property, and assets. The church safety 
ministry consists of three entities: 

1. Church safety committee 

2. church safety Director (Chief Security Director) "CSD" 

3. Church safety team 

It is also important that the church safety ministry is fully supported by 
the church's leadership and other ministry leaders. 

Article 203.1 
  Church safety committee's DUTIES & RESPONSIBILITIES 

  The Church Safety Committee (chapter 5F, Article 127) DUTIES 
AND RESPONSIBILITIES ARE AS FOLLOWS: 

A. Provides oversight of the entire safety ministry program. 

B. They develop the policies and procedures, and they assess 
church activities for risks. 

C. They negotiate and have oversight over the part of the 
ministry budget which is used for capital improvements, 
training, and equipment. 

D. They facilitate training for staff and volunteers. 

E. They are the liaison between the church leadership and the 
church safety Director, the Chief Security "CSD". 
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Article 203.2 
  DUTIES OF THE CHURCH SAFETY DIRECTOR "CSD"  

  The church safety Director "CSD" (article 125) reports to the 
safety committee. He/she does the followings: 

A. Ensures compliance to policies. 

B. Develops emergency response plans. 

C. Leads the church safety team which includes recruitment 
and approving numbers. 

D. Plans schedules 

E. Provides training. 

F. Conducts practice drills. 

G. Manages the budget. 

Article 203.3 
  THE CHURCH SAFETY TEAM AND ITS MEMBERS 

  We believe that God works through His people. This is true for 
every function of the church. Like other Christians, safety and security 
volunteers use their gifts to serve the church in improving its ability to 
provide a safe place for worship and fellowship. The church safety team 
and its members report to the church safety director "CSD". They: 

A. Comply with all policies and procedures. 
B. Conduct patrols in response to emergency situations. 
C. Monitor the facilities. 
D. Conduct safety and security inspections. 
E. Report and correct procedural violations by other 

volunteers. 
F. Act in emergency situations. 
G. Participate in all training 
H. Maintain equipment. 

 

 

127 



Article 204 
  MEDICAL ASSISTANCE SUBCOMMITTEE - OBJECTIVE 

  Providing care to people during a church service or a church 
function is increasingly complex. Unfortunately, medical emergencies 
are not necessarily predictable and there may be times when 
parishioners who happened to be around a sick person may not know what 
to do during a medical urgency. To that end, a medical assistance 
subcommittee is instituted within the church safety ministry to provide 
immediate medical assistance. The purpose is:  

1. To support sick people and their families SHOULD A 
MEDICAL CRISIS OCCUR DURING A SERVICE OR ANY OTHER 
CHURCH-SPONSORED EVENT. 

2. To stabilize sick church attendees in the advent of a 
medical emergency. 

3. That the subcommittee shall not have the right to 
diagnose or prescribe drugs. It may, however, administer 
first-aid care. 

4. To that end, the church shall provide a room adequately 
equipped medically (flexible hospital bed, first-aid kit, 
and vital signs instruments). 

5. That the law PROTECTING PATIENT'S MEDICAL RECORD 
CONFIDENTIALITY FROM UNAUTHORIZED DISCLOSURE BE 
ENFORCED. 

Article 204.1 
  STRUCTURE OF THE MEDICAL ASSISTANCE SUBCOMMITTEE 

  The medical assistance subcommittee is composed of medical 
professionals, especially Health Care Practitioners who work in 
hospitals, outpatient clinics, and nursing homes - noticeably doctors and 
nurses. This committee shall include: 

A. A Director: Named "Director of the Medical Team" (DMT). 

B. An Assistant Director: Named "Assistant-Director of the 
Medical Team" (A-DMT).   
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C. At least one (1) CPR-certified personnel with a valid 
license. 

D. A Medical coordinator "MC" 

E. Any medical field worker expressing willingness and 
interest to join the medical team.  

  Article 204.2 
  ELIGIBILITY & TERM OF THE "DMT" & "A-DMT" 

  To be eligible for Director and Assistant-Director OF THE 
MEDICAL ASSISTANCE TEAM, one shall: 

A. Be a member of the church safety committee 

B. Be licensed medical professionals: Copy of a valid 
license must be submitted and kept in church archives. 

C. Be appointed by the Medical Assistance Team for a 
renewable 2-year term. Once chosen, "DMT" and    "A-DMT" 
names must be communicated to church members within 
thirty (30) days of their selection. 

Article 204.3 
  RESPONSIBILITIES OF THE SUBCOMMITTEE 

  The Medical Assistance Subcommittee has the following 
responsibilities: 

A. Whenever possible, provide a coordinator at all church 
meetings and services. 

B. Produce and/or distribute medically based information 

C. Attend medical workshops and seminaries to update 
church leaders. 

D. Organize medical workshops to educate members and the 
community on important medical trends and issues. 

 

 

129 



E. Conduct health fairs and seminars at the church or on 
behalf of the church. 

F. Work collaboratively with the Education Committee to 
provide guidance and information on health-related 
issues. 

G. Undertake other comprehensive medical responsibilities 
that are consistent with the purpose and mission of the 
Church. 

H. "DMT" and "A-DMT" shall have supervisory role during all 
matters relating to delivery of patient care. In their 
absence, they may delegate their role to another 
licensed health practitioner team member.  

  Serving on the medical assistance team does not preclude a 
member from serving in other board and/or committee at the church. 

Article 204.4 
  DUTIES OF THE MEDICAL COORDINATOR 

  The medical coordinator is the health professional in charge 
during a service or event sponsored by the church. This person must: 

A. Be prompt and ready to serve when a medical urgency 
arises. 

B. Gather information, document facts, and interact with the 
family of concerned parties. 

C. Serve as the official decision maker and the official voice 
to interact with the Paramedics or the rescue team. 

D. Write incident report (if any) to keep in the Church medical 
archives. 
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TITLE IV 

 

 CHURCH FINANCES 

 

CHAPTER 1 

CHURCH ANNUAL BUDGET 

Article 205 
  Budgeting Process 

  One issue that is paramount in doing a budget is getting the 
people to buy into the budget through ownership (My budget versus their 
budget). Once this occurs then they will have the confidence to realize 
the wisdom of the budget and its purpose. It is a product of the 
empowerment of the church. This requires a maximum number of church 
members to be involved in developing the annual budget. A method of 
involving the most people in the budgeting process is most likely to 
produce these results. Such process includes the following steps:  

1. Budget preparation  

2. The focus  

3. Overall Budget Amount:  

4. Committees/Ministries request 

5. Budget Request Review  

6. The Refined Budget Requests 

The Church operation manual lays out the related details 
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Article 206 
  BUDGET COMMISSION 

  A group of church leaders needs to be organized as a budget 
commission to orchestrate the development of the annual budget and 
recommend it to the church for approval. Typically, this can be the Church 
Executive board members and/or other body of leadership (Article 206.1). 
Most important is that the leadership of the church is integrally 
involved in the process (fairness with no agendas except to seek out God's 
will). The Commission should begin its task at least five (5) months prior 
to the beginning of the new fiscal year (FY). 

Article 206.1 
  STRUCTURE OF THE BUDGET COMMISSION 

  The budget commission (Article 206) consists of seven (7) 
members established as follows: 

A. the Finance Chair as chairperson 

B. The church treasurer as co-chairperson 

C. Two (2) Executive Board members (The church 
administrator & the church administrative Secretary), 
unless otherwise specified. 

D. one (1) Deacon designated by the diaconate 

E. Two (2) at-large church members (non-board member) 
selected by the nominating committee based on expertise 
and/or genuine interest on related matter. 

  Except for the treasurer, the finance chair and the 

administrator & the church administrative Secretary, the other Three (3) 

members are to be renewed annually. 
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Article 207 
  DRAFT REQUEST 

  This rightly begins with a visioning meeting where the 
committees and ministries discern where God is leading them in ministry. 
One way of accomplishing this is through a process of identifying               1) 
strengths, 2) weaknesses, 3) threats, and 4) opportunities for ministry. 
Members should be challenged to review the opportunities set before 
them for ministry, the resources God has laid at their disposal to perform 
ministry and discern where the church should be going. In order to achieve 
that goal, the steps below, as described in the "COM" must be followed: 

1. Coordination between the ministries 

2. budget preparation Draft calendar 

3. ministries draft budget request 

4. Draft requests review 

5. Reviewed draft budget requests follow up 

Article 208 
  BUDGET WORKSHOP 

  This is a time when the decisions of the final budget are to be 
made. Everyone involved in the budgeting process will have an active 
participation in the determination of the final budget. The workshop is 
designed to provide the maximum number of people the opportunity to know 
how the mission of the church will be tied to budget allocations and 
church resources. Details about the organization of the workshop such 
as:  

  A) Preparation & Logistics,   

  B) Room setting,  

  C) Budget analysis,  

  D) Request allocations deliberation,  
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  E) The Final budget numbers,  

  F) Members commitment, 

Are outlined in the church operation manual. 

Article 209 
  DISCUSSION OF THE PROPOSED BUDGET 

  Two (2) weeks prior to the adoption of the annual budget, a 
time for a presentation of the proposed budget before the entire 
congregation should be designated:  

1. Time Appropriation for the presentation: A Sunday 
evening would suffice for this presentation. However, it 
might be optimal to do this in a morning worship service 
where the doctrine of stewardship is promoted. This 
decision is left to the Pastoral office, as it deemed 
appropriate. 

2. Meeting Nature classification: No decisions are to be 
made at this meeting; it is only a time for discussion and 
review. The church may decide to make this meeting an 
approved business meeting to give the congregation 
assurance that they have a direct input into the final 
budget. In any event, information which comes out of this 
meeting may well lead to changes in the final budget 
when further consideration is given. The congregation 
should realize that there is still an opportunity to 
make changes if they deem necessary. 
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Article 210 
  Budget vote 

  The adoption of the annual budget should be made by secret 
ballot during a morning worship service. This vote will be taken without 
discussion from the floor. By this time the church congregation has had 
ample opportunity to review the proposed budget and amend it. It is now 
time for decision. It should be stressed that stewardship is more than 
money, it also includes our time and abilities. 

Article 211 
  Budget Implementation 

  Once the budget is approved and the new fiscal year begins, it 
is imperative that accurate and precise bookkeeping be performed to 
provide quick feedback to the financial or stewardship functions of the 
church. 

Article 212 
  Fiscal year (FY) 

  The fiscal year is the period used by the church for accounting 
purposes and preparing financial statements. It may not be the same as 
the calendar year. However, Since the Internal Revenue Service (IRS) 
allows institutions to be either calendar-year taxpayers or fiscal-year 
taxpayers, HEBC/MHBC may adopt either one as deemed appropriate. 
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CHAPTER 2 

FINANCE MANAGEMENT 

Article 213 
  Financial Authority 

  The achievement of internal control requires the definite 
assignment of responsibilities to several individuals who should be 
elected by the members and be responsible directly to the church for the 
discharge of their duties: The stewardship/Finance committee whose 
composition, member's eligibility and term are listed in Title III,      Chapter 
5A.  

Article 214 
  Financial report 

  The financial report is the regular report presented by the 
FINANCE DEPARTMENT TO THE CHURCH STATING THE CHURCH’S current financial 
state. It is the opportunity offered to the church to measure progress or 
not based on the budget forecast. It may be monthly, quarterly and 
annually. 

Article 214.1 
  Monthly report 

  It is the financial report presented to the church membership 
AT THEIR REGULAR MEMBER’S MEETING OR BUSINESS MEETING, AS DETERMINED By 
the Executive Board. 

Article 214.2 
  Quarterly report 

  The quarterly report is the mandatory report presented to 
the church membership at membership meeting. It allows the members to 
compare the current quarter to the previous one and make necessary 
recommendation as appropriate. 
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Article 214.3 
  Annual report 

  The annual report is the report presented by the Finance 
department to the church at the general assembly. It states the church 
financial standing in comparison to the last fiscal year budget.  

Article 215 
  FINANCIAL POLICIES & Accounting procedures 

  They are principles by which the Finance department conducts 
its handling of the church finances. It outlines all the policies and 
procedures to be followed, such as: when, how and by whom they should 
follow. The stewardship/Finance Committee shall have the responsibility 
of administering the Financial Policies and procedures as listed in 
articles 215.1 through 215.8 

Article 215.1 
  Financial Custody 

  The church Treasurer "CT" shall be custodian of all money, 
insurance policies, and valuable papers. The Treasurer shall meet 
regularly with the Stewardship/Finance Committee and shall be 
responsible for the preparation of the monthly financial statement with 
the assistance of the Finance Chair (Article 91). 

Article 215.2 
  Financial Transactions 

  Financial transactions must bear the signatures of the 
Treasurer (Article 91-3) and the Finance Chair. All checks drawn against 
any account of the church shall be counter-signed as stated previously. 
Additional board members may be designated to countersign checks if 
Neither the treasurer nor the Finance Chair is available to do so. 
However, one signature must be that of the assistant-treasurer 
appointed specifically by the treasurer for that matter.   
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Article 215.3 
  Pastor's Signature 

  As stipulated in article 55-7, the Senior Pastor can sign only 
as witness or when necessary; for instance, in a deadline-bound matter 
where one of the three officers is not available, or when the executive 
Board determines that the Pastor's signature is a must. 

Article 215.4 
  HANDLING OF MONEY 

  The ushers shall be responsible for delivering money to a 
teller after the offering. The teller will put the money in the safe in the 
church office. The Finance department under the direction of its Chair and 
the Church Treasurer will be responsible for processing the money and 
making the deposit at the earliest possible time of the week. All money 
received during the week will be recorded and a report furnished if 
appropriate. Careful attention should be given to proper recording of 
EvERyONE’S gift to the budget and all designated causes. 

Article 215.5 
  PURCHASING POLICY 

  This policy applies to all purchases of supplies, equipment 
and/or services for use by HEBC/MHBC and its organizations. Such 
purchases shall be made only on the authority of a requisition which has 
been approved in the following manner: 

A. Approval Request: Request for approval should be 
submitted prior to the purchase. However, there may be 
instances where this is not possible, but these should be 
exception, not the rule. 

B. Over-the-limit Request: Requests over two hundred 
dollars ($200.00) must be approved by the 
Stewardship/Finance committee Chair. In the absence of 
the chair, the Treasurer will approve the request.  
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C. Request within-the-limit: Requests up to two hundred 
dollars ($ 200.00) may be approved by the Church 
Administrator. in the absence of the Administrator, the 
Senior Pastor may approve the request. 

D. Non-sufficient Fund Request: If there are not enough 
funds in the line item or if request does not fall within a 
budget line item or a designated fund, The 
Stewardship/Finance Committee must approve the 
request. 

E. Receivable/Appropriate requests: requests and 
expenditures are to be made for line items only by 
appropriate staff, organization/Ministry heads, 
committee chairpersons, or program directors. 

F. Purchase Coordination: Purchasing of consumables 
(paper products, printing supplies, office supplies, etc.) 
should be coordinated through the Church 
Administrative office to take advantage of bulk 
discounts and free delivery services. 

G. Reimbursement Requests: All requests for 
reimbursements must include the original dated receipt 
or invoice showing the item(s) purchased. If these are not 
available, other equivalent documentation, as defined 
by the stewardship/Finance committee, must be provided. 
All requests for reimbursements must be submitted to 
the church administrative office within thirty (30) days 
of origin. 

H. Credit Purchases Receipts: Receipts for any credit 
purchases must be submitted to the Church 
Administrative Office within one (1) week of date of 
purchase to facilitate reconciliation of the credit 
statement. 
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I. Rewards, Rebate, Promotional Gifts: Any rewards, 
rebates, promotional gifts, etc. received as result of a 
purchase for the Church and its organizations are 
considered property of the Church and are to be 
surrendered to the Church Administrative Office upon 
receipt. 

Article 215.6 
  CHURCH FUNDS 

  All church funds collected through the church organizations 
or ministries which are to be administered by the Treasurer shall be 
turned in to the Finance Department. The church does not recognize the 
right of separate account to any of its entities or ministries.  

Article 215.7 
  SACRIFICIAL OFFERINGS 

  These are offerings that are not considered part of the 
budget and no amount is suggested as a goal, unless otherwise Stated. 
The church recognizes the following special offerings each year, for 
which Special envelopes will be provided: 

 Easter offering 

 Fall Sacrificial offering 

 Other, such as: Relief effort led by the church, ongoing 
national/international crisis, disaster, etc. 

Article 215.8 
  SPECIAL OFFERINGS 

  The church recognizes the need for other special offerings, 
which may include Benevolence offerings, Love offerings for speakers 
and musicians, building fund offerings, and special events or retreat 
offerings. These are not considered part of the budget and no amount is 
suggested as a goal, unless otherwise specified. 
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CHAPTER 3 

CHURCH ASSETS/RESOURCES 

Article 216 
  Income sources/contribution/fundraising 

  HEBC/MHBC being a non-ecclesiastically dependent church 

(Article 10), forecasts its budget on its members contributions; mainly 

through their tithes, but also their regular offerings (article 38). 

However, special donations are welcomed provided that their source are 

not in contradiction with the church belief and core values. Finally, 

through fundraising orchestrated by its Public Relation Officer "PRO" 

(Article 94.1). 

Article 217 
  ACQUISITION/INVESTMENTS 

   In line with its vision and according to its priorities, but also, 
as permitted by the constitution and the bylaws (article 73-1), HEBC/MHBC 
may acquire or invest its assets to further its projects. However, such 
acquisition or investment must be justified as far as viability, cost 
effectiveness, risk and benefit for the community. In other words, it 
should be clear that the outcome of any investment will have a positive 
impact on both the church and the community, provided all the preset 
conditions were maintained and the promised procedures followed.  

ARTICLE 218 
  DISSOLUTION & sale 

  Despite the church's noble vision of being a transforming 
community of faith where the name of the Lord is exalted and where the 
spiritual, social, physical and emotional well-being of God's people is of 
utmost priority both in the community and abroad, circumstances may 
arise under which  dissolution and/or sale BECOME INEVITABLE. In such 
cases, efforts must be made that priority is given to the continuity of the 
cause (Sale of campus). In case of dissolution, the funds should go to a 
foundation or charity supporting similar cause.   
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CHAPTER 4 

AUDITING 

Article 219 
  PURPOSE OF AUDITING 

  In consistency with its preamble, HEBC/MHBC is structured in 
such a way that transparency is part of its core values, and also in 
accordance with the bible commandment of good stewardship of God's 
gifts and resources placed under our governance. Thus, the church makes 
provisions for both internal and external audit as deemed necessary.  It 
is the visionary goal of the internal audit committee to protect those 
persons elected to offices of financial responsibility from unwarranted 
charges of carelessness and improper handling of funds. It is in no way a 
symbol of distrust but rather a symbol of support of their work.  

Article 220 
  INTERNAL AUDIT  

  An internal audit should examine all financial records to 
assure the church that all records are accurate.  

1. The annual internal audit will reveal any errors and 
allow for correction before they become too 
complicated, assisting those who are responsible for 
financial record keeping in discovering new and better 
ways of doing their work. 

2. Additionally, the audit should evaluate the system for 
handling funds and record keeping procedures and 
suggest ways to improve such systems. Once policies and 
procedures for these duties have been developed, the 
Internal Audit Committee monitors the systems to be sure 
it is what works best for the church. 
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Article 221 
  THE INTERNAL AUDIT COMMISSION 

  The internal Audit Commission should be appointed by the 
Finance Committee and made up of individuals not related to any person 
who keeps financial records for the church and consists of no less than 
Four (4) members, with the diaconate chairperson as a special observer. 
Volunteers are selected from the session or general membership and 
should possess some familiarity with financial statements and 
understanding of the auditing process. 

Article 222 
  CHURCH AUDIT POLICIES AND PROCEDURES 

  When an organization does not have a good system on internal 
control, it is very difficult to verify that all transactions have been 
recorded properly. Certain tests and reviews should be completed to 
prove evidence of the completeness of financial statement account 
balances. Therefore, the following policies and procedures has been set 
forth: 

1. Internal Audit Frequency: It is recommended that the 
internal Audit Commission conduct their audit annually 
prior to the General Assembly (Article 81) so that the 
reporting can be included in the annual reports (Article 
214.3) 

2. Focus of the commission: The commission should be 
concerned with the following items, at a minimum: 

 The adequacy of internal control 
 

 The accuracy of the records and    
reports 
 

 The proper authorization of activities and 
expenditures. 
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3. Internal Audit Commission Reporting: Upon completing of 
the audit, findings should be documented in a report 
manner using the Internal Audit Checklist and the 
checklist will also need to be presented in the meeting. 
Additionally, an overview of the findings and next year's 
goals will be included in the annual congregational 
report. 

4. Annual Internal Audit Checklist Guidelines: Regardless 
of the format adopted, the Annual Internal Audit 
Checklist Guidelines should include the followings: 

 Financial statements 

 Cash Receipts 

 Donation Records/Receipting 

 Cash Disbursements 

 Petty Cash Funds 

 Bank Statement Reconciliation 

 Savings and Investment Accounts 

 Land, Buildings and Equipment Records 

 Accounts Payable 

 Insurance Policies 

 Amortization of Debt 

 Securities and other Negotiable Documents 

 Personnel Matters 

 Federal Reporting Obligations 
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 Goals for Annual Internal Audit for the 

Upcoming Year. 

 Date and Signatures of the Senior Pastor and 

the Board Chair. 

 Name and contact information of the person 

completing the form 

 Contact Person for church 

 Review date 

5. Limit of the Internal Audit Commission: The internal Audit 

Commission is not offering legal or financial advice 

throughout the checklist or as a result of any findings 

from the audit. It is recommended that the church should 

seek legal and/or financial assistance from local 

advisors when specific issues arise. 

Article 223 
  External audit 

  Whenever applicable, an annual external audit may be 
performed ideally by independent CPA(s). However, giving the fact of such 
extra expense and depending of the bank or the agency that requires 
audited financial statements, HEBC/MHBC may elect to a non-GAAP 
(Generally Accepted Accounting Principles) basis audit. 
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TITLE V 

 

 ELECTION 

 

CHAPTER 1 

THE ELECTORAL PROCESS 

Article 224 
  Electoral Period 

  The Electoral Period is the time of the year set for the 
electoral process. It begins on the first Sunday of March to end the last 
Sunday of June, which is the Election Day. However, The Electoral 
committee may hold special elections to fill vacancies as they occur 
(Article 77).  The Electoral process consists of two (2) major steps: the 
nominating process conducted by the Nominating Committee and the 
Election conducted by the Electoral Committee. 

Article 225 
  THE NOMINATING PROCESS 

  The Nominating process is a set of preliminary steps necessary 
for the election to take place. It consists of the followings: 

1. Official Election Notice: It is the way by which the church 
communicates to its members about the upcoming 
election. Conscious Efforts are to be made to alert all 
eligible voters to encourage a maximum participation 
possible. 

2. Declaration and Reception of Candidates: It is the time 
that prospect CANDIDATE’S names are being accepted by 
the nominating/Electoral committee. This period starts 
from the first day of March to the last day of May.  A 
prospect candidate may be self-declared or proposed by 
others. In case of recommendation, the  
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Proposed prospect should sign the nominating 
committee's acknowledgment form. 

3. The Vetting Process: is the way the nominating committee 
proceeds to determine those allowed to run or not. By 
that, thorough investigation is conducted including the 
Pastoral office and Diaconate involvements (Articles 
227-2, 228-5). However, the final decision rests in the 
hands of the committee. 

4. The Preliminary Candidacy Validation: Upon receipt of 
declaration of candidacy, the Nominating Committee 
proceeds with the vetting which allows a temporary 
validation within two (2) weeks, provided issues are 
raised which require further details either by the 
prospect or a third person.  

5. The Candidacy Contestation: Any prospect candidates 
who feel unfairly denied may elect to contest such 
decision. In this case, a formal request should be made to 
the Nominating Committee no later than one (1) week 
after being made aware of such decision. Upon receipt of 
the request, The Nominating Committee shall make 
arrangement to meet with the prospect for further 
steps as soon as possible. 

6. The Candidacy Reconsideration: Any prospect candidate 
who benefits a favorable decision from the Nominating 
Committee as a result of their contestation. 

7. The Publication of the Final List of Candidates: It is the 
decision made by the Nominating Committee after all the 
previous steps have been exhausted. The 
Nominating/Electoral committee then issues a 
certificate notifying the candidate of its qualification 
(qualified candidates) or its non-qualification (non-
qualified candidates). Unless otherwise stated, this 
occurs one (1) month prior to Election Day. Once 
published, the list becomes official and no modification 
is allowed, even in the case of withdrawal. 
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Article 226 
  THE ELECTION 

  It is the process by which HEBC/MHBC eligible members elect the 
church officials. It consists of five (5) parts: 

1. Election year: Except for special elections (Article 77), 
and general election, HEBC/MHBC holds election every 
two (2) year. 

2. General Election: It is the election that includes the 
executive Board renewal. It is held every three (3) year. 

3. The Vote: It is the constitutional right exercised by the 
active members through secret ballot upon verification 
of their identities, according to the church secretary 
updated record. As necessary, provision is made for 
absentee ballot and/or early vote (if applicable). 
Those requesting absentee ballots or early vote should 
return their votes in a sealed envelope to the church 
administrative office. In such case, the envelope should 
remain sealed until the day of the election to be 
tabulated with the other ballots. 

4.  The Election Result: It is the verdict of the vote. When 
appropriate, it immediately follows the vote. Otherwise, 
with the ballots remained closed, the result will be 
postponed to the following Sunday at a special meeting 
called for that matter where a transparent count 
should occur.  

5. Certificate of Election: All elected members will be 
provided with a certificate from the 
Nominating/Electoral Committee affirming their 
official election to the position they run for and the 
term of their tenure. 
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CHAPTER 2 

ADMINISTRATION OF THE NOMINATION &ELECTORAL PROCESS 

Article 227 
  NOMINATING/ELECTORAL COMMITTEE'S RESPONSIBILITIES  

  The Nominating/Electoral Committee as defined in title III, 
chapter 5D, has two (2) main functions: Nomination & election. Its 
responsibilities are as outlined in the following: 

1. Review the Committee Task Force structure to ensure 
relevancy to the church's operations. 

2. Present a complete slate of nominees for the Church's 
committee and Task Force chairs to the Pastoral office, 
and the diaconate, then the church. 

3. Replace any vacancies that occur within church 
Committees or in chairs of Task Forces. 

4. Administer the election process. 

Article 228 
  Duties of the Nominating Committee 

  The Duties of the Nominating Committee may be summarized as 
follows: 

1. Contact returning committee members and insure they 
will be continuing to serve for the upcoming election 
year. 

2. Review current Committee memberships for vacancies to 
be filled for the upcoming election year. 

3. Review responsibilities and duties for each Committee so 
as to be familiar with the type of person needed on the 
Committee and to be able to communicate those duties to 
prospective members. 
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4. Brainstorm potential members and determine who will 
contact them about serving. 

5. Once all Committees have a complete slate and all Task 
Force chairs have been filled, prepare a report to be 
presented to the Pastoral office and the Diaconate for 
revision and/or recommendations, prior to finalize the 
candidates list. 

6. Keep a list of potential members for referral if a 
vacancy occurs. 

Article 229 
  Authority OF THE NOMINATING/ELECTORAL COMMITTEE 

  Although the Nominating/Electoral committee works 
collaboratively with the church's two (2) major offices (Pastoral - 
Diaconate), but it acts independently within the limit prescribed by the 
constitution and the bylaws in its handling of the electoral process. 
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TITLE VI 

 

 CHURCH OPERATION MANUAL 

 

CHAPTER 1 

ORGANIZATIONAL CHART 

Article 230 
  PREPARATION 

  The church operation manual "COM", also known as church 
handbook, is the complementary document to the church constitution and 
bylaws containing policies and procedures details about the church 
mission, services, standard forms, employment and discipline of its 
members. The "COM" is THE production of a Collaborative efforts of the 
Pastoral office, the Executive Board, and the church's following 
committees: 

1. Education Committee 

2. library & Media Resource Committee 

3. History & Anniversary committee 

4. Nominating/Electoral committee 

an organizational chart shall be prepared which will depict lines of 
responsibility in the administration of the church.  

Article 231 
  REVISION & update 

  The Manual shall be reviewed periodically by the Pastoral 
Office along with the Executive Board to update the chart as needed. 
Although a specific time is not set for the release of a new version, 
however, it is strongly advised that updated version of the manual be 
released every five (5) years. 

151 



CHAPTER 2 

POLICIES & PROCEDURES 

article 232 
  manual handling 

  The Manual shall be kept in the church administrative office 
and made available to any member of the church. The manual shall be 
maintained by the church Executive board secretary. However, copies may 
be made available to the church ministries and or committees upon 
request or as needed.  

article 233 
  MANUAL update REQUEST  

  There will be time where updates (Addition, revision, deletion) 
are necessary to the church operation manual. Such updates may be 
initiated with a member request through his/her ministry or the ministry 
or committee itself. Once request has been formally submitted, the 
related ministry will follow up with the competent entities for 
evaluation and determine the merit of such request. 

Article 234 
  validation procedure 

  Once A request FOR update has been approved, the validation 
procedure is as follow: 

1. Recommendation of the initiator: Addition, revision, or 
deletion of church policies requires the recommendation of 
church officer or ministry/committee to whom areas of 
assignment the policy relates. 

2. Executive Board involvement: The Executive Board should 
engage the discussion in order TO finalize the proposed 
policy AND submit IT to the membership for approval. 

3. Membership Approval: Like any other church matters 
requiring an approval, the policy update must be 
FAVORABLY sanctioned by a two third (2/3) vote.  
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TITLE VII 

 

 DISCIPLINE:  

BIBLICAL & ADMINISTRATIVE 

 

  Practicing church discipline is neither easy nor pleasant, 
giving the fact that a prevailing cultural "virtue" of tolerance has 
infiltrated the evangelical church nowadays. However, the Bible, not our 
culture, must be our standard for faith and practice and it clearly 
teaches the importance of church discipline.  

  It shall be the basic purpose of the HEBC/MHBC to emphasize to 
its members that every reasonable measure will be taken to assist any 
troubled member. The Pastoral office, the Diaconate are available for 
counsel and guidance. Redemption rather than punishment should be the 
guideline which governs the attitude of one member toward another. 
Giving the nature of both the offender/violator and offenses or 
violations committed, HEBC/MHBC establishes two (2) major categories of 
discipline: 

I. Biblical church discipline  

II. administrative Church discipline 

  The following chapters in this title will lay out the 

procedures to follow while addressing either category. However, 

specifics are described in the church operation manual "COM". 
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CHAPTER 1 

BIBLICAL CHURCH DISCIPLINE 

Article 235 
  THE PURPOSES FOR CHURCH DISCIPLINE 

  The purposes for church discipline may be considered in four (4) 
directions: 

1. Toward God, church discipline vindicates publicly His 
honor and holiness (Lev. 19:2; 1Pet. 1:15-16, 2:5,9; Jn. 17:15-
19; Rev. 2,3). 

2. Toward the church itself, Church discipline restores 
purity and deters others from sinning (1 Cor. 5:2,7,13; Heb. 
13:17). 

3. Toward the world, church discipline displays God's 
standards of holiness and draws a line between the 
church and the world (1Jn 2:15). 

4. Toward the offender, church discipline conveys biblical 
love and seeks to restore the sinner (Heb.12:6,10; Jam. 
5:19-20; Gal. 2:11-14; Matt. 16:23; Titus 1:13; Matt. 18:15b). 

Article 236 
  PROBLEMS THAT REQUIRE CHURCH DISCIPLINE 

  Problems that require church discipline may be various and 
very complicated because Scripture contains many lists of sins (1 Cor. 6:9-
10; Gal. 5:19-21; Eph. 4:25, 5:6; 1 Tim. 1:9-10; 2Tm. 3:2-5; etc.). However, 
according to our statement of faith and the church covenant observance, 
we may summarize them as: 

1. Violations of God's moral commandments (1Cor. 5:10-11; 
Gal. 5:19-21; 2 Cor. 6:14, 7:1; Gal. 5:19-21; Eph. 5:3-5). 

2. Unresolved relational sins, such as gossip, slander, 
anger, and abusive speech (Matt. 18:15-20; Eph. 4:25-31; 
Gal. 5:19-21; Col. 3:8). 

 

154 



3. Divisiveness in the church (Rom. 16:17-18; Titus 3:10;                  
3 Jn. 1:9-10) 

4. False teaching on major doctrines (Gal. 1:8-9; 1 Tim. 1:20; 
6:3-5; 2 Jn. 1:9-11). 

5. Disorderly conduct and refusal to work (2 Thess. 3:6-15;     
1 Tim 5:8) 

Article 237 
  BIBLICAL DISCIPLINE ENFORCEMENT PREREQUISITE  

  The church must practice biblical church discipline toward 
professing Christians who persist in known sin. Are in that category, any 
person WHO meets these criteria:  

1. The person must be a professing believer (1 Cor. 5:9,11,12) 

2. The person must associate with the church: Church 
members or any regularly church attendee who involves 
in any ministry. 

3. The Person must be knowingly and defiantly disobedient 
(1 Thess. 5:14) 

4. The person must be disobeying the clear commands of 
Scripture (1 Cor. 6:9-10; Gal. 5:19-21; Eph. 4:25, 5:6; 1 Tim. 
1:9-10; 2Tm. 3:2-5; etc.). 
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CHAPTER 2 

ADMINISTRATIVE CHURCH DISCIPLINE 

Article 238 
   PURPOSE FOR CHURCH ADMINISTRATIVE DISCIPLINE 

  HEBC/MHBC as administratively structured and being a local 
body within the state of Florida, establishes rules and regulations to 
maintain a stable, safe and sound environment within the organization. 
Circumstances may arise where violations occur. These violations may not 
necessarily biblically sins. Therefore, provisions should be made to 
address these difficult situations. 

article 239 
  CLASS OF VIOLATIONS 

  Depending on the consequences of the violation on the welfare 
of the church, HEBC/MHBC classifies them in three (3) categories:  

1. First degree: Any serious condition that exists which 
would cause a member to become a liability to the 
general welfare of the church. Such offense/violation 
may lead to membership permanent termination and/or 
exclusion. as appropriate, restraining order may be 
issued and not eligible for reconsideration (Title II, 
Chapter 3, Article 33-4). 

2. second degree: Any serious condition, but to a lesser 
degree that could potentially constitute a liability to 
the church, or in case of extended absence or abandon 
(Article 33-3)  

3. third degree: Any policy violation that is not in itself 
harmful to the church welfare, but for which a 
repetition is potentially bothersome to the church 
fellowship. third degree violation is punishable of 
sanction starting from membership privilege restriction 
leading up to function suspension in the case of a church 
officers (cf. church operation manual). 
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CHAPTER 3 

THE PROCEDURE FOR CHURCH DISCIPLINE 

Article 240 
  STEPS OF THE DISCIPLINARY ACTION 

  As previously mentioned, the goal in church discipline is never 
vindictive. Our aim is to restore the offender. However, there is no biblical 
guarantee that it will work every time (Matt. 18:15b). By following this 
path, the church simply obeys to God's commandment and leaves the 
results to HIM. The Scriptures give the following steps: 

1. A Private meeting: unless otherwise specified,  the pastoral 
office will delegate a member as it is appropriate      (Matt. 
7:3-5; Gal. 6:1; Titus 1:13; 2:15; Phil. 4:2; 1Tim. 5:1-3) to sit with 
the troubled member to try to help resolve the issue. 

2. A private conference with witnesses: Failure of the first 
step will lead to a conference where Two (2) or three (3) 
witnesses are chosen to the person (Matt.18:16). These may 
be others with knowledge of the matter, or it may include 
church leaders. 

3. A public announcement to the church: Although Christ does 
not specify, other Scriptures indicate that this step should 
be administered through the church leaders, who have 
authority over the church (Heb. 13:17; 1 Pet. 5:3). Before an 
announcement is made to the church, the leaders should try 
to contact the offender and warn him/her that his/her sin 
will become public knowledge on a set date if he/she does 
not repent before that time. While not regarding him/her as 
an enemy (2 Thess. 3:5), church members should no longer 
fellowship with the person as if there is no problem. 
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4. Public exclusion from the church: After all previous steps 
have been unsuccessfully taken, the Lord says that the 
final step is to consider such person as a Gentile (Matt. 
18:17) who should be removed from the church (1 Cor. 5:13). 
If someone's openly known sin/offense is destroying the 
testimony of the church, he/she needs to be removed from 
the church immediately (Article 33). 

5. Public restoration when there is genuine repentance: If the 
person expresses genuine repentance (2 Cor. 7:8-10), which 
should be reflected in his/her deeds (Acts 26:20), then the 
church should be informed and the person should be 
forgiven and accepted back to fellowship     (2 Cor. 2:8). 
However, if the person desires to regain church membership, 
he/she should undergo the normal process (as applicable) 
and a two third (2/3) membership vote is required. There 
should be a time of testing before a repentant person who 
regain membership is eligible for leadership position or 
ministry. 
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TITLE VIII 

 

 AMENDMENTS   

 

CHAPTER 1 

AMENDMENT PROCEDURES 

article 241 
  AMENDMENT CALL/REQUEST 

  As the church grows, revisions to the bylaws may be 
necessary. Such call should be made through one of the church 
committees and/or ministries. The formal process consists of: 

1. An initial request made by any church member, specifying 
the proposed amendment, the problem of the current law, 
and how the amendment will positively better address the 
related issue while not contradicting other part of the 
constitution and bylaws. 
 

2. Submission to Committee/Ministry: Upon receipt of the 
request, the related committee or ministry should discuss 
it with the initiator for possible adjustment and revision. 
 

3. Pre-Validation of request: If discussions lead to a 
validation of the request, the committee/ministry will 
forward it to the amendment commission through the 
Nominating/electoral committee for finalization prior to 
be retained in the commission future list of proposed 
amendment to the church. 
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article 242 
  AMENDMENT PERIOD 

  The amendment period is the time specified by the constitution 
for an amendment process to take place. It allows the commission to 
collect, work, and finalize information pertinent to a proposed 
amendment. It should always be the year prior to that of the election and 
be completed prior to the end of the outgoing Executive Board term.   

article 243 
  QUORUM  

  The quorum consists of two third (2/3) of the majority active 
members present at the time of the vote. 

article 244 
  VALIDATION 

  Prior to adoption, a constitution amendment should be 
validated. The validation is the approval vote by the church membership 
that follows the amendment workshops where each amendment has been 
presented in writing at various meeting, and copies or access of the 
proposed amendment be furnished to each member present. 

article 245 
  ADOPTION 

  This is the time set by the constitution for the newly voted 

amendment to take effect (prior to the end of the current Executive 

Board term, Article 242). Once that occurs, the newly elected church 

officials will assure functions under that adopted document. 
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CHAPTER 2 

AMENDMENT COMMISSION 

article 247 
  COMMISSION CREATION 

  Once The necessity for a constitution and by-laws amendment 
arises, The Executive Board will call on the Nominating/Electoral 
committee to constitute the amendment commission.   

article 248 
  COMMISSION MEMBERS 

  The amendment commission consists of the five (5) members of 
the Nominating/Electoral committee and two (2) -at-large church 
members nominated by that committee after consultation, to be approved 
by the church membership. The seven (7) members constitute the 
amendment commission and should be presented to the congregation on the 
following Sunday.   

article 249 
  MEMBERS TERM 

  The constitution and by-laws commission is to be elected as 
early as one (1) year prior to the amendment period, and be dismissed 
twelve (12) month after the oversight period (Article 249-5)    

Article 250 
  DUTIES OF THE AMENDMENT COMMISSION 

  The amendment commission duties are: 

1. Evaluate the current constitution and by-laws. 

2. Provide opportunity for church members to make 
recommendations about changes and additions. 

3. Compare our constitution and by-laws with those from 
other churches. 
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4. Present a constitution and by-laws for review and adoption 
by the church. 

5. Serve as a temporary Oversight Committee charged with 
the responsibility to see that this document is fully 
implemented. 

6. Review the implementation process for twelve (12) months. 

7. Report its findings and recommendations to the Church at 
nine (9) months or sooner. 

8. Provide guidance/recommendation to the pastoral office 
and/or the executive board as to the correct 
interpretation of the law as required. 

 

This new constitution and by-laws is to be effective on February 23, 2020. 
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APPENDIX 

ACRONYMS/ABBREVIATIONS 

 

HEBC: Haitian Evangelical Baptist Church 

MHBC: Memorial Highway Baptist Church 

MHCCC: Memorial Highway Community Cultural Center 

SP: Senior Pastor 

AP(s): Associate Pastor(s) 

EBC: Executive Board Chairperson (Moderator) 

EBS: Executive Board Secretary 

CA: Church Administrator 

CT: Church Treasurer 

PR/PRO: Public Relation/ Public Relation Officer 

MPD: Media Production Director 

AD: Audio Director 

CLD: Church Library Director 

YP: Youth Pastor 

YL: Youth Leader 

MD: Music Director 

MCE: Minister of Christian Education 

DSSO: Director of Sunday School Operation 
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SST: Sunday School Teacher 

CSD: Church Safety Director AKA Chief Security Director 

CPTED: Crime Prevention Through Environmental Design 

DMT: Director of Medical Team 

A-DMT: Assistant-Director of the Medical Team 

MC: Medical Coordinator 

FY: Fiscal Year 

COM: Church Operation Manual  

DTD: Discipleship Training Director 

CG: Church Greeters 

CU: Church Ushers 

SAR: Student Aid Report 

ACS: Affiliated Computer Services (Provides information technology 

services as well business process outsourcing solutions to businesses, 

government agencies, and non-profit organizations - Article 88.2, "CA" 

staff responsibilities). 

GAAP: Generally Accepted Accounting Principles 
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