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INTRODUCTION 
 
Policy and Purpose 
The policies discussed in this manual are general statements of direction and purpose that allow 
users to exercise good judgment in the daily operation of Bethlehem Baptist Church (BBC) and 
promote the efficient use of resources in the congregation. Policies explain what and why things 
are done. Procedures explain how things are done. This resource is designed to help our 
leadership with the effective management of our church and its ministry, with decision making, 
and with accountability.  
 
Policies and procedures are not meant to be restrictive, but to offer parameters within which we 
may organize and develop our common life and witness to the Gospel. These reflect our 
understanding that BBC is a faith community grounded in a relationship with Jesus Christ and with 
one another that allows all to grow into full maturity. Our policies and procedures will reflect our 
church’s vow to strive for justice and peace and to respect the dignity of every human being. 
 
This manual supersedes any previous manual and/or written or unwritten policies. BBC, under the 
oversight of the Elders, reserves the right to establish, administer, change or eliminate policies, 
guidelines, benefits and procedures at any time. 
 
Scope 
The BBC Policy & Procedure Manual consists of the following sections: 
Introduction, Guiding Documents, Structure & Governance, Ministry & Programming, Decision 
Making, Administration & Office Policy, Health & Safety Policies, Facilities & Equipment, Financial 
Policy and Practice, Service & Office Hours, Employment, Remuneration, Holidays & Leave Time, 
Benefits, and Appendices. 
 
Each section contains Policy and Purpose in addition to further detail as outlined in the Table of 
Contents. 
 
Policy Approval Process 
An official policy creation, review, acceptance, and update process has been created so that 
everyone in the church can understand the policy process. 
  
The life cycle of a policy is: 

1. A policy need is identified by the congregation, Elders, Pastors, Staff, or Ministry Team 
Leaders. 

2. A draft is created by the Executive Pastor and reviewed by the Elders; input is sought from 
those most affected. 

3. Once in final form it is presented to the Elders for approval. 
4. The policy is distributed and added to the Policy & Procedure Manual by the Executive 

Pastor. 
5. The policy may be revised by the Elders at a later date. 
6. The policy may be rescinded by the Elders at a later date. 
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Manual Maintenance 
The Policy & Procedure Manual will be reviewed annually – the process beginning in February – by 
the Executive Pastor and Elders to see if any changes need to be made. All proposed revisions 
must be approved or rejected by the Elders and noted in the Elder’s minutes. 
 
Revised policy statements will be issued to all manual holders using print or electronic means. The 
Executive Pastor is responsible for maintaining the manual and any policy statements held on the 
Intranet, local area network, or stand-alone computers. 
 
When revisions are issued, all pages for the given chapter or section will be reissued unless the 
numbering is not affected and then only the affected pages need be distributed. 
  
  



 
 

 9

GUIDING DOCUMENTS 
 
Policy and Purpose 
BBC has several key documents and statements which guide vision, leadership, decision making, 
pastoring, discipleship, teaching, counselling and membership. These include the Constitution, 
Mission, Our Values, Vision, Tagline, and our Aims and Functions. 
 
Constitution 
The Constitution of BBC governs all policies contained herein. Any policy conflict with the 
Constitution shall be superseded by the Constitution. These policies and their application are 
intended to comply with all applicable New Zealand laws and regulations. The Constitution can be 
found in its entirety in Appendix A of this Manual. 
 
Mission 
The mission of BBC is:  
 
“Partnering with God to generously transform lives and society into the likeness of Christ in 
Tauranga, New Zealand and the world.” 
 
Our Values 
The core values that we live by include: 
 
Christ-Centred – we look to Jesus as the example for all things we do and say 
Prayerful – we start and we finish with prayer, giving thanks to God for all things 
Permission-Giving – we encourage each other to create, innovate, and be courageous for the sake 
of the Kingdom 
Servant Leadership – we empower and equip people as they grow and develop others and teams 
Encounter – we experience Christ in the Spirit of God who lives in us 
Passionate – we are inspired to express our spiritual gifts 
Humility – we grow with selflessness and dignity, recognising ourselves in relation to God 
Excellence – we always bring our best – to honour God and inspire people 
Integrity – we speak truth and sincerity, acting with love and fairness 
Generous – we give away freely and abundantly. As is God’s grace 
Relational – we love each other sharing thoughts, feelings and needs as we do life together 
Bible-Based – we hold to Scripture as God-breathed; useful for teaching, correcting and training 
 
Vision 
The vision of BBC is:  
 
“We exist to be a community of all ages, a leading light for Jesus, reaching out to grow the 
Kingdom. In this, we will be known for: 

 Our spiritual maturity, grounded in Biblical knowledge, active in our spiritual gifts, active in 
prayer, evangelistic, and focused on local and global initiatives 

 Growing young leaders who will lead and transition the church into the hands of their own 
generation 

 Effective outreach through savvy media, memorable events and community engagement 
 Ethnic and cultural balance that reflects our local demographics 
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 Excellent leadership development and training 
 Training, resourcing and planting other churches throughout New Zealand 
 The best place to work and serve in Tauranga 

 
Tagline 
The tagline of BBC is: 
 
“Where New Hope is Born” 
 
Aims and Functions 
The aims and functions of BBC are: 
 

 To meet regularly for worship, prayer, biblical teaching, encouragement and fellowship. 
 To encourage congregational partnership in the mutual care of each other’s spiritual and 

physical well-being. 
 To engage in the task of mission to the local community, the nation and the world (see 

Matthew 28:19-20). 
 In every possible way to seek to make disciples of Jesus Christ and bring them into this 

church. 
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STRUCTURE & GOVERNANCE 
 
Policy and Purpose 
This section is intended to describe the structure and governance of BBC.  It includes BBC’s 
Congregation, Eldership, Executive and Senior Leadership, Pastoral Staff, Staff, Ministry Team 
Leaders. For each, we have included their roles, qualifications, and how they interact with each 
other. 
 
Structure 

 
 
Jesus is the ultimate leader of BBC. Our structure is only to help us follow Him. We value how 
Jesus expresses Himself through every member of His body. 
 
We are a congregationally governed church. Our Congregation is made up of Members who elect 
Elders into leadership over the church. Elders lead by listening to the direction and voice of God 
through the entire body of the church. The Congregation also governs through voting on major 
decisions at Member meetings. 
 
The Senior Pastor is called by vote of the body to be the primary leader and shepherd of the 
church and a permanent Elder. As the primary teaching and leading Elder, he is responsible and 
accountable within the Elders to shepherd, protect and define doctrine, strategize teaching, 
facilitate preaching, discern vision, and spearhead leadership of Staff and ministry. 
 
The Senior Pastor is responsible for the oversight and management of Staff and ministry. He 
utilises an Executive Pastor as the direct supervisor and administrator for Staff. Our ministries, 
which are overseen by Senior Staff Leadership (typically with the title of Pastor), are divided into 6 
main departments: Creative Arts, Generations, Corporation, Cause, Connection and Care. In each 
department, Staff and Ministry Team Leaders are responsible for various functions and ministries 
within the church so that it operates well. 
 
Lay leaders, alongside the entire church family, are key to the overall function and operations of 
BBC. Their participation and role are critical for BBC to effectively share the gospel of Jesus Christ 
with the community and world. 
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Members 
The blessings of being connected in a body of Christ are abundant. Jesus reveals Himself in a 
special way in and through His church. Participating in it allows a person to experience God in 
themselves and others. Community, support, encouragement, acceptance, counsel, evangelism 
and many other needs are met by His presence in the body.  
 
As a church we prefer to think of ourselves as a Christian family rather than an institution or 
organisation. All those who choose to worship with us are regarded as vital participants within 
that Christian family, and pastoral care/nurture is offered to all irrespective of whether they are 
formally “members”. We do, however, view church membership as illustrating an important 
biblical principle. 
 
An individual Christian commits him/herself to a local “body” of believers and that local “body” of 
believers commits itself in turn to the individual Christian. 
 
It is not possible to say exactly how the New Testament churches formally organised themselves, 
particularly on subjects such as this. We could say that the New Testament gives us many patterns 
of churches, with various styles, rather than one definitive “blueprint”. Whether they had a formal 
membership roll or simply a loose fellowship structure is not clear. Acts 2:41-42 does however give 
us a good basis for our philosophy of church membership: 
 
“Those who accepted this message were baptised, and about 3,000 were added to the number that 
day. They devoted themselves to the apostles teaching and to their fellowship, to the breaking of 
bread and to prayer.” 
 
The words “added” and “devoted” convey the thought that these new converts formally 
numbered (aligned) themselves with this Christian community, and submitted themselves to its 
teaching, leadership and activities. This is the essence of our church membership philosophy. 
Those who are formally in membership with our church are people who, under what they believe 
to be God’s direction, have chosen to be “added” or “numbered” with us. 
 
We have become for them their church home. In the act of becoming a Member they have made 
an expression of “devotion” (commitment) to submit themselves to the teaching and leadership of 
the church, and to participate (where able) in its various activities. 
 
The commitment, however, is not just one way. When the right hand of fellowship is extended to 
new Members and they are welcomed into the church, it represents a reciprocal commitment on 
the part of the church towards those persons. It is an acceptance of our role as Christian family 
toward them, nurturing and facilitating their growth in the Lord, and pledging to stand with them 
“through thick and thin”. 
 
Qualifications of Members 
A person desiring Membership at BBC must: be a born-again believer in love with Jesus Christ the 
Saviour, attend a Membership Class, abide by the church Constitution and agree to live out the 
expectations of Members listed below. 
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Expectations of Members 
Members pledge this as they enter into membership: 
 
“As I partner with the Church for the sake of Jesus and for the call of the Church to save the 
lost and make disciples in His name, I agree to these expectations as a Member: 
  

 That I have confirmed a decision and confession of faith in Jesus Christ as Lord and 
Saviour of my life. 

 That I will endeavor to live with biblical integrity, being a light to the world around 
me. 

 That I will commit to discipleship so that I will grow in the knowledge of Jesus and 
mature in my Christian faith. 

 That I will attend worship services regularly, worshipping with my heart, mind and 
will. 

 That I will fellowship with my fellow Christians in the church and will aim to join a 
fellowship group so that I grow through knowledge, encouragement and 
accountability. 

 That I will seek to Serve in a ministry of the Church so that I am the ‘hands and 
feet’ of Jesus to others in my community. 

 That I will be generous with my money, time and resources for the mission of 
taking the Gospel message locally and to the ends of the earth. 

 That I will commit myself to Pray corporately and privately, praying for the Gospel 
to transform my life and the lives of those around me. 

 To live in unity with my spiritual family, seeking love first, striving toward 
reconciliation in all disagreements. 

 That I will share in listening to the voice and will of God alongside the Church body 
so that leadership can hear corporately what God is saying to the Church.  

 That I will attend, as able, the Annual General Meeting, Half Year Meeting and 
other Members meetings as announced, so that I can stay apprised of what is 
happening in the Church and so that I can be a part of voting for major Church 
decisions, such as calling Senior pastoral staff, financial budgets and significant 
projects.” 

 
Elders 
The church is led by a plurality of godly men and women called Elders who meet the biblical 
qualifications for Pastors/Elders as found in the New Testament (1 Timothy 3:1-7; Titus 1:6-9; 1 
Peter 5:1-3). Collectively, they are called the Eldership Team and meet at least monthly.  
 
They share a corporate anointing and are responsible for: 

 Along with the Senior Pastor, establishing the vision and mission of the church (Acts 20:28), 
 Along with the Senior Pastor, the oversight, direction and governances of the church 

seeking to bring into reality the vision and mission of the church (1 Timothy 5:17), 
 The well-being of the Senior Pastor and his family (1 Corinthians 14:32-33), 
 Carrying out the human resource tasks related to the Senior Pastor, 
 Being available for pastoral care (James 5:13-16), 
 Shepherding (1 Peter 5:1-4), 
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 Praying (Acts 6:4), and 
 Overseeing finances (Acts 11:29-30). 

 
Committees 
The Eldership Team has the authority to create any committee deemed necessary for projects, 
information and/or research. Any such created committee reports to the Elders. 
 
Senior Pastor 
The Senior Pastor is called by vote of the body to be the primary leader and shepherd of the 
church and a permanent Elder. As the primary teaching and leading Elder (1 Timothy 5:17), he has 
the unique position of being a leader among leaders of the Elders. He is responsible and 
accountable within the Elders to shepherd, protect and define doctrine, strategize teaching, 
facilitate preaching, discern vision, and spearhead leadership of Staff and ministry. 
 
He is responsible for the oversight of Staff and Ministry Team Leaders. This includes the hiring, 
firing, and management of all Staff. The Senior Pastor utilises an Executive Pastor as the direct 
supervisor and administrator for Staff. This oversight of Staff, Ministry Team Leaders, and the 
overall course of ministry for the church is typically carried out in collaboration with the Elders. 
 
In leading Staff, the Senior Pastor builds a culture of collaborative teamwork and positions Staff 
members to succeed in fulfilling their roles and implementing the vision of the church. 
Collaborative teamwork is brought about as Staff share common goals. Together they are invested 
in holding each other accountable to bringing this about. 
 
Executive Pastor 
The Executive Pastor oversees Staff and helps implement the ministry of BBC. He leads under the 
direction of the Senior Pastor and collaborates with the Elders. He supports, clarifies, and 
implements the vision, mission and ministry of church. This is a Staff position hired by the Senior 
Pastor. 
 
Senior Staff Leadership & Ministry Departments 
Our ministries, which are overseen by Senior Staff Leadership (typically with the title of Pastor), 
are divided into 6 main departments: Creative Arts, Generations, Corporation, Cause, Connection 
and Care.  
 
Ministry Team Leaders 
The Ministry Team Leaders include Pastors, paid Staff and non-paid Lay leaders who individually 
lead one of the ministries listed above or one of the sub-ministries within these departments (for 
example, Kids Ministry within the Generations ministry department). 
 
Staff 
Staff help lead and support our ministries as either full or part-time employees of the church. Staff 
are made up of a mix of Ministry Team Leaders and those who support the various ministries of 
the church. 
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Lay Leaders 
Lay Leaders, or servant leaders, are key to the overall function and operations of BBC. Their 
participation and role is critical for BBC to effectively share the Gospel of Jesus Christ with the 
community and world. Lay Leaders include volunteers from our congregation who are involved in 
each of the ministries of our church. 
 
Life Group leaders hold a special place in leading and shepherding small groups of people. 
Shepherding is a significant responsibility not only of the Elders and Pastors, but of all the leaders 
in the church. At BBC, our primary structure for shepherding, discipleship and care is in the context 
of Life Groups and Classes.  
 
The Elders and Pastors empower and equip Lay Leaders to help shepherd, disciple and care for the 
congregation (Ephesians 4:11-12). 
 
Registered Ministers 
For those on Staff or in the congregation that desire to become a Registered Minister, the 
candidate must follow these steps: 

 Apply with this application to a Senior Staff member, agreeing to the Pastor’s Ethical 
Principles and Guidelines 

 The application is then taken to the Elders for review and approval 
 Register through the Carey Centre for Lifelong Learning to become a Baptist Leader (due in 

the month of November each year) 
 A two-year probation period begins in partnership with BBC, the Baptist Union of New 

Zealand and Carey Centre for Lifelong Learning. During this time, one is ‘provisionally 
registered’ as a Registered Minister and may use the title ‘Pastor’ or ‘Minister’ 

 Annual training will include Life-long Learning and continued training in applicant’s area of 
expertise 

 
Management Advisory Team 
The Management Advisory Team functions to support the Executive Pastor in his/her role at BBC 
through prayer, encouragement, counsel, and sharing of management experience and expertise. 
This team will consist of both paid Staff and volunteers at the discretion of the Executive Pastor. 
The Executive Pastor invites people onto this team and also has the right to ask people to step off. 
 
This team will exist to: 

 Provide regular prayer over the Executive Pastor, his family, and his ministry 
 Provide support and encouragement to the Executive Pastor 
 Work with the Executive Pastor as a coherent team focused upon the success of the church 

and the welfare and empowerment of its leaders 
 Be a sounding board for ideas and processes providing wise counsel 
 Harness different skills, ideas and energy in a team environment 
 Give constructive feedback and provide accountability to the Executive Pastor, not as 

supervisors, but as supportive collaborators 
 Perform additional research and projects at the team’s request 

 
This team will maintain full confidentiality of all matters at all times. This team will meet every 
month through the year, sometimes with the Elders during their meetings. 
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MINISTRY & PROGRAMMING 
 
Policy and Purpose 
Ministry, meaning “to serve or give aid,” is the tangible way that we live out our faith. Our church 
believes in the “ministry of all believers” and therefore works to establish an infrastructure to 
make that possible. 
 
We believe that the success of our Vision will be tied to the quality and effectiveness of our 
ministry and programme teams. Therefore, we seek to provide quality leadership and hold 
ourselves accountable for offering ministry that glorifies God and meets human need. 
 
Ministry and Programming Coordination 
For the Elders, Senior Pastor and Executive Pastor to provide effective leadership of the ministry 
and programme areas it is critical that there be an established method or practice for coordinating 
ministry and programme teams. 
 
Ministry(ies) and programme(s) and their respective teams are established by and are the 
responsibility of the Senior and Executive Pastors. Ministries and programmes are approved by the 
Elders. 
 
The Executive Pastor in conjunction with the Senior Pastor will be responsible for assisting all 
ministries in achieving their goals, establishing and being accountable toward their budgets, and 
communicating with the congregation and to the community. 
 
Current Ministries 
Our ministries are divided into 6 main departments: Creative Arts, Generations, Corporation, 
Cause, Connection and Care. 
 
Creative Arts includes the following ministries: Service Production, Sunday Night Services, 
Communication, Design & Media, Music and Events. 
 
Generations includes the following ministries: Kids, Phase Youth, Youth, Young Adults and Seniors 
(Encore). 
 
Corporation includes the following administrative ministries: Office Management, Finance, Human 
Resources/Health & Safety, IT, Facilities, and our Café. 
 
Cause includes the following ministries: Global Initiatives, Local Initiatives, Tallulah 
 
Connection includes the following ministries: Next Steps, Life Groups, Serious Coffee, Prayer 
Teams, and our Library. 
 
Care includes the following ministries: “Alongsider” Care Team, Crisis Care Team, Life Events 
(Dedications/Weddings/Funerals/Baptisms) and Place of Hope Counselling Centre. 
 
There are a number of other ministries or initiatives in the life of the church not listed, but are 
typically a part of one or more of the ministries listed above. These include ministries such as Kai 
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Maanga (part of Local Initiatives), Alpha (part of Next Steps), Mainly Music and ICONZ (part of Kids 
Ministry), and others. 
 
Beginning New Ministries 
The Senior and Executive Pastor, with advice from the Eldership Team, shall have the responsibility 
to create new ministry and programme areas as needed and as such relate to the Vision of BBC. 
Each new programme will have a written purpose statement inclusive of tangible, written goals. 
 
Likewise, the Senior Pastor and Executive Pastor, with advice from the Eldership Team, may 
dismantle or end a program when its goals and objectives are accomplished, when it has ceased to 
be effective, or when it no longer coincides with the Vision of the church. 
 
Ministry Advisory Teams 
Each ministry at BBC has an Advisory Team to seek vision alongside, encourage, pray for, and 
advise our Staff Ministry Team Leaders. Ministry Advisory Teams are named for the ministry that 
they advise. In example: Kids Advisory Team, Phase Advisory Team, Youth Advisory Team, Care 
Advisory Team, etc. 
 
Ministry Advisory Teams exist to: 

 Provide regular prayer over the Staff Ministry Team Leader, his/her family, and his/her 
ministry 

 Provide support and encouragement to the Staff Ministry Team Leader 
 Work with the Staff Ministry Team Leader as a coherent team focused upon the success of 

the ministry and the welfare and empowerment of its leaders 
 Be a sounding board for ideas and processes providing wise counsel 
 Harness different skills, ideas and energy in a team environment 
 Give constructive feedback and provide accountability to the Staff Ministry Team Leader, 

not as supervisors, but as supportive collaborators 
 Perform additional research and projects at the team’s request 

 
Ministry Advisory Teams will consist of both paid staff and volunteers at the discretion of the Staff 
Ministry Team Leader. The Staff Ministry Team Leader, at the approval of the Senior or Executive 
Pastor, invites people onto their team that they feel would be a good fit, enhance the team, and 
fill in knowledge or experience gaps. The Senior Pastor or Executive Pastor may also appoint 
people to teams as deemed necessary. 
 
Each Staff Ministry Team Leader reports directly to their staff supervisor and/or to the Executive 
Pastor. The role of the Advisory Team is not to ‘manage’ the Staff person or make management 
decisions for a ministry. The Staff Ministry Team Leader gathers knowledge and wisdom from an 
Advisory Team to make decisions for the ministry that they lead. 
 
A Staff Ministry Team Leader’s individual staff supervisor, the Executive Pastor, and/or the Senior 
Pastor may join in Advisory Team meetings when appropriate. 
 
Ministry Advisory Teams will maintain full confidentiality of all matters at all times. 
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Short-term Missions 
Purpose 
To provide guidance to the BBC Global Initiatives team around the selection process involved for 
those going on short-term missions, to outline the steps to be followed in organizing a mission trip 
and the debriefing after a trip; and to provide a framework for assessing the merits of a project 
from a recognized BBC partner organisation, its fit with BBC initiatives, and the level of 
endorsement it should receive. 
 
Process 
Individuals or groups interested in going on a short-term mission, need to approach the Global 
Initiatives team as the first step. Organisations wishing to partner with BBC need to submit an 
application. All submissions will be considered according to their merits, their fit with BBC 
initiatives and the level of endorsement that is needed. The Global Initiatives team will prayerfully 
consider all submissions, and inform applicants of their success in gaining BBC support. 
 
Leaders of teams will be chosen by the Global Initiatives team according to their experience in 
leadership, pastoral care, travel experience, knowledge, and team-building skills. All team 
members will be approved by the Global Initiatives team as well. 
 
A ‘Team Leader Guide’ will be given to the leader, along with essential documents and details to 
be on hand while traveling. When working with an agency already in the field, the agency is 
required to complete a report of their H&S policies and procedures. If these cannot be provided, 
BBC will require them to sign a contract to provide the best care and protection for the team. 
 
Each applicant will complete two copies of a confidential health form and a Statement of Liability 
Release form – one copy each to go with the team leader and the other to be retained by the 
Global Initiatives team for the duration of the trip. 
 
Trip participants will purchase travel insurance as a group. Exceptions may be made in 
circumstances where this may place excessive financial pressure on an individual, e.g. where a 
person has an existing medical condition that pushes up the price of travel insurance, and when 
they already have a current travel insurance policy that covers them. Individuals going on a 
mission trip need to have their travel insurance approved by the Global Initiative team. 
 
All team members will undertake any vaccinations as advised by their General Practitioner. 
 
As BBC carries responsibility for the trip, the start/end dates of when BBC is responsible is 
determined and clarified to the team. A nominated contact person is identified as the primary 
connection between the team and BBC. In event of an emergency, this person needs to be aware 
of processes to be followed, e.g. if there is an issue of finance, illness, accident, media requests, 
difficult pastoral issues, etc. These can be directed to Executive/Senior Staff leaders within BBC as 
the support/organisation point upon which the leader can rely. An incident book will be taken on 
the trip and the trip is registered with www.safetravel.govt.nz.  
 
At the conclusion of each short-term mission trip, project or event, feedback will be requested 
detailing the outcomes of the trip, whether goals were met, etc.  
 



 
 

 19 

Any incidents that occur on the field during the trip and that cannot be resolved are to be 
documented by the leaders ensuring there is sufficient information for the discussion and 
resolution process upon return to New Zealand. In event of negative issues arising from the trip, 
the following will happen post-trip: leader to be debriefed by the Global Initiatives team; leader to 
debrief participants (if leader of the trip has been at fault, the Global Initiatives team will deal with 
the issue); and, a month after team’s return from the trip, all paper copies and confidential 
material related to the trip will be destroyed. 
 
Kai Maanga 
Purpose 
To demonstrate God’s love through the free gift of grocery hampers and frozen pre-prepared 
meals, and to be good stewards of the food donated by careful and wise storage of food, and via 
diligent distribution of food parcels and frozen meals. 
 
Process 
Food parcels and frozen meals are for those experiencing challenging circumstances.  
Those who request Kai Maanga services who do not fall into the following categories are 
redirected to Tauranga Food Bank.  

1. A BBC attender 
2. A friend or relative of a BBC attender 
3. A member of our wider community who fits into our ‘Area of Influence’ – Map found in 

BBC reception 
4. Organisations BBC assists: Hauora, Sexual Abuse Unit, Open Home Foundation, Homes 

of Hope. 
All requests for meals and food hampers will go through BBC reception.  
 
A. Dry Goods: Staff or ministries requiring food from the pantry must fill in the Food Hamper 

Request form listing appropriate details. Each hamper recipient is only entitled to 2 hampers in 
a calendar year, though exceptions can be made at the Coordinator’s discretion. Clients are 
referred to Money Wise for financial training. Those who attend receive a food hamper for each 
of the 3 visits. No damaged food goods are to be sent out. Due to the risk of weevils, food is to 
be monitored and moved rapidly when needed. 

B. Frozen Goods: When meals are taken from the freezers, a sign-in-sheet must be filled out. 
 
Weddings 
Purpose 
To give guidelines as to who can be married at BBC, and who can officiate at a wedding held at 
BBC. 
 
Process 
BBC provides facilities and/or officiants for weddings to bring a man and a woman together in 
marriage. This excludes same-sex weddings and is based on the biblical teaching for marriage as 
defined by God. 
The church facility and/or officiants may be hired out for weddings. Rates and the process for 
hiring can be found at our front office.  
BBC registered celebrants only can officiate a wedding held at BBC. 
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Internal Events 
Purpose 
To ensure all events held at, or by BBC, are in line with the church’s values, and meet one or both 
of the following criteria: to encourage, motivate, inspire or develop the congregation of BBC or 
wider church community; and to express the life, love and care of Christ to the unchurched 
community. 
 
Process 
Large events, which are classed as having over 100 attendees, are to be run by BBC’s Event 
Director. Small events may need assistance by the Event Director or a department leader. 
 
An Event Proposal form (covering purpose, vision, viability, etc.) is to be submitted to the BBC 
Event Director. Using set criteria, approval is then determined by the Event Director and Executive 
or Senior Pastor. If approval is given, the following needs to be completed: 

 Locations and/or venues booked 
 A list of requirements drawn up 
 Technicians booked in if required 
 A budget 
 Volunteer team formed 
 Information given to the church’s Communication team 
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DECISION MAKING  
 
Policy and Purpose 
Leadership will make decisions that are in the best interest of BBC and the congregation. All 
proposals put forth will be viewed in light of the following questions: 

 Will accepting this proposal advance the mission of the church as set forth in the Vision 
and Mission statements, and uphold the Constitution? 

 Will we be duplicating the efforts of a church ministry or community service that is already 
meeting this need? 

 Will this proposal excite, motivate and encourage the membership to participate and get 
involved? 

 Would this be a great thing for Jesus Christ? 
 
Conflict of Interest 
Purpose 
It is the policy of BBC that every Elder, Pastor, Staff member, and Ministry Team Leader shall 
abstain from involvement, whether by voting or otherwise participating in the decision-making 
process, in those situations where they have or may have a conflict of interest. 
 
Process 
A conflict of interest is deemed to exist where: 

 The person has a substantive interest, whether direct or indirect, in the matter at hand or 
the other party(ies) involved; 

 The person is either a director, officer, or employee of the other party(ies) involved; or 
 The person’s spouse, children, parent, or siblings are in substantive relationships with the 

other party(ies) involved. 
 
In those situations where a conflict of interest does exist or has the potential to exist, an Elder, 
Pastor, Staff members, and Ministry Team Leader aware of such shall notify the Senior Pastor or 
Elders. 
 
Elders, Pastors, Staff members, and Ministry Team Leaders are encouraged to participate actively 
in community and professional activities. Because Elders, Pastors, Staff, and Ministry Team 
Leaders may not always be fully aware of all interagency involvement(s), they should inform the 
Senior Pastor or Elders of any intentions to participate in any activity that could potentially give 
rise to a conflict of interest. 
 
Conflict Resolution  
Purpose 
To ensure that conflict is managed in a healthy manner. It is recognised that conflict is inherent in 
any organization, and as a growing, thriving church, it is expected that BBC will experience internal 
conflict.  
 
Process 
Conflict can be good or bad, healthy or unhealthy, constructive or destructive. BBC recognizes that 
healthy resolution of church conflict requires that those involved value one another as human 
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beings, put forth the effort required to understand opposing points of view, and mutually agree 
that the good of the congregation is paramount. Members are to be committed to handling 
conflict in a mature, loving and constructive manner, and are to expect the same of church 
leadership and staff. 
 
Healthy Conflict 
BBC recognizes that healthy conflict is necessary to keep an organization mindful of and focused 
on its mission. Healthy conflict is that in which members deal with their issues up-front and talk 
directly to those with whom they disagree. They bring substantive evidence with their particular 
viewpoints and their demands are reasonable. They present their viewpoints as clearly supportive 
of the mission of the church.  
 
They clearly have a deep love for the church, love and respect for the leadership of the church, 
and are honourable in sharing their viewpoints. They do not make personal attacks on others. 
They are introspective and concerned that they have correct information. They view themselves as 
working with the church leadership to find peaceful, loving solutions to the issue at hand for the 
good of all people concerned. Once a decision is made on an issue, they support the decision, 
whether or not they are/were in agreement with the decision. They continue to be constructive 
and positive in their work for the common good of the church. 
 
Unhealthy Conflict 
Unhealthy conflict is that in which one or more members, based on non-substantive evidence, 
makes insatiable demands, usually attacking the person or performance of others. Any such 
unhealthy conflict has the potential to disrupt and even to destroy the mission and ministry of the 
church. 
 
BBC recognizes the responsibility of all members to create and maintain a safe and healthy 
spiritual environment. BBC understands destructive behaviour to be opposed to the creation and 
maintenance of such an environment. 
 
Direct Dealing 
It is the policy of the church and its leadership to directly deal with people regarding issues of the 
church and to instruct all members in direct dealing. The Elders, Pastors, Staff, and Ministry Team 
Leaders will refuse to deal with proposals or concerns when the proponents of such are not willing 
to identify themselves by name.  
 
A member who purports to represent “many others in the church” or “they” will be asked to 
identify by name these other individuals. The individuals so named, as well as the person said to 
represent them, must acknowledge their interest in person or in writing before the concern or 
proposal will be considered. If the individual(s) is(are) not willing to represent themselves or be 
identified, the Elders, Pastors, Staff, and/or Ministry Team Leaders will consider the matter a non-
issue. 
 
Steps for Resolution 
Following Scriptural guidelines (Matthew 18), persons who have a grievance or concern will be 
requested to take their concern directly to the person(s) or ministry group involved. If that person 
or group is unable to resolve the issue, then the parties may request, through the Executive or 



 
 

 23 

Senior Pastor, that a facilitator be appointed to assist them in resolving the conflict. This meeting 
will be held only with all parties present. 
 
If the conflict is still unresolved, the parties may request that the Executive or Senior Pastor act 
directly in the matter of seeking a resolution. Again, all parties involved must be present at any 
meeting called for the purpose of addressing the conflict.  
 
A Staff member in conflict with the Executive or Senior Pastor will go directly to them to seek a 
healthy resolution. If a resolution is unacceptable or unlikely to occur, they can request to bring 
the matter to the Elders. The Executive or Senior Pastor will honour all such requests. 
 
Effective Senior Pastor and Elders Dealing 
It is the church’s desire that the Senior Pastor and Elders be aware of unhealthy conflict in the 
church and to ensure that unhealthy conflict is dealt with immediately and directly.  
 
The Senior Pastor or Elders may choose to appoint two members to meet with the person(s) 
involved in any such activity(ies) and discuss the behaviour. The goal of all such actions will be the 
restoration of a loving, ethical and healthy community of faith at BBC. 
 
Members must realize that to deal effectively with issues in the church, they must be willing to 
take ownership of and be identified with those issues. For the Senior Pastor or Elders to handle 
conflicts effectively, they must have access to pertinent information, and further, such information 
may at times have to be shared with all the Elders or their designee. The Senior Pastor and other 
Elders will refrain from being bound to keep secrets regarding church issues. The Senior Pastor and 
other Elders will refrain from taking part in divisive conversations. When information regarding the 
church is discussed with one Elder, that information will be open to all Elders. Therefore, when 
talking to church members or other interested parties about church concerns, Elders must use 
discretion in the event their confidence (or their assurance of confidentiality) is requested. 
 
While Elders shepherd and care for Pastors, Staff, and Ministry Team Leaders it is important for 
unity that work-specific conversations pass through direct supervisors (i.e. Senior Pastor, Executive 
Pastor or Ministry Team Leader). Therefore, Pastoral Staff, non-pastoral Staff, and Ministry Team 
Leaders are to make sure that their work-specific needs or questions are communicated directly to 
their supervisor. Likewise, Elders are sensitive to make sure their conversations do not bypass any 
person’s supervisor. 
  
Congregational and Personal Issues 
Not all issues brought to the Senior Pastor or Elders are congregational issues. Because we are a 
diverse group of people, personal issues may arise. These matters are to be dealt with differently 
than congregational issues. 
 
A congregational issue has the following identifiable characteristics: 

1. A majority of the Elders can witness to several different members having raised the issue in 
a church meeting or with them in person. 

2. Individual Elders themselves witness to the issue being of concern to the congregation. 
3. A substantial number of individual members raise the issue of their own volition rather 

than having been prompted by the lobbying efforts of another individual in the church. 
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4. The issue is repeatedly voiced on different occasions by those persons described in items 1, 
2, or 3. 

5. The issue is especially voiced by long-term members of the congregation, by those who 
have proven commitment to the mission of the church over time, and/or by individuals or 
entities who are known to support the common good of the church in positive and 
constructive ways. 

 
A personal issue has the following identifiable characteristics: 

1. It is brought up as an issue by only one or a few people. 
2. The issue is made known to the Elders only through or as a result of the lobbying efforts of 

a single individual. 
3. The Elders are unable to witness to the matter being a congregational issue as described 

above. 
 
If the Elders deem that an issue is personal and also believes that the church can assist the 
person(s) involved, the Elders will refer the individual(s) to the appropriate ministry/programme 
or Staff members for support. The Elders will not reconsider personal issues from the same 
person(s) regarding the same content in subsequent meetings. 
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ADMINISTRATION & OFFICE POLICY 
 
Policy and Purpose 
To create excellence in administration and office policy in order to support the Vision and Mission 
of BBC, so that Ministry can thrive with a supportive and cooperative administration.  
Ensure that individuals and the church are protected, and that everyone holds to the same 
standards of day-to-day operation. 
 
Privacy of Information 
Purpose 
To ensure BBC is committed to uphold, respect, and protect the privacy and confidential 
information of Elders, Pastors, Staff, Ministry Team Leaders, Members, Attendees and all other 
associates of the church.  
 
Process 
The church will not share membership lists or member information with outside parties. Personal 
information shared in Elder, Pastor, Staff, Team Leader or other meetings will be held private. All 
confidential communication between these parties will remain confidential. BBC will not divulge 
personal information to outside parties except as required by law.  
 
Spiritual Direction and/or Counsellor Relationships.  
Confidentiality will be followed as per the ‘New Zealand Association of Counsellor’s Code of Ethics’ 
(NZCCA). Any information shared will remain confidential to the two parties involved, with the 
exception of the NZCCE around personal safety, i.e. NZCCA code of ethics clauses: 1.10.3.1 / 
1.10.3.2 / 1.10.3.4 or 1.10.4 
 
Breaking of Confidentiality 
No promises to keep secrets should be given. If there is a need to break this confidentiality so that 
others can be consulted, the person will be notified first, if possible. This could occur when: 

 A dangerous situation arises (e.g. child/spouse/elder abuse, suicidal/homicidal threat, 
gravely disabled, disclosures of hurt to themselves or others, etc.) 

 Rather than break a confidence (e.g. in situations of depression, marital crisis, addictive 
failures, etc.) the person will be encouraged to inform a trusted person and to seek help. 

Any person who breaches confidentiality will be subject to disciplinary process, and will be held 
liable for any legal action that may follow. 
No information shall be disclosed to any other person or organisation that could damage the 
reputation of BBC, or any person or group associated with BBC. 
 
Privacy Act 2020 
Purpose and Application 
BBC collects, uses, stores and potentially discloses personal information of individuals in the 
workplace for purposes related to the individuals’ engagement, be it as employees, applicants for 
employment, contractors, volunteers, or visitors (“workplace participants”). This policy sets out 
the general principles that guide and govern the church’s collection, use, storage, and disclosure of 
personal information in accordance with the Privacy Act 2020 (“the Act”). It applies to all of the 
church’s workplace participants. 
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The terms and definitions (for example, “personal information”, “information privacy principles”, 
“serious harm”, etc.) referred to in this policy shall have the same meaning and interpretation as 
those referred to in the Act. Where this policy refers to “employees”, this shall also include other 
workplace participants, unless the context requires otherwise. 
 
Employer Responsibilities 
The church will abide by its obligations under the Privacy Act 2020 (including but not limited to the 
Information Privacy Principles stated therein, and any applicable Codes of Practice), which includes 
responsibility for: 

 Informing individuals what the church does with their personal information and why; 
 Collecting only the relevant personal information the church needs from individuals in 

order to provide our services and/or in connection with the lawful functions and/or 
activities of the church, and the individuals’ relationships with the church (e.g. all and any 
employment-related purposes); 

 Only using personal information if the church is reasonably sure it is accurate; 
 Keeping personal information safe and secure from loss and/or unauthorised access, use, 

modification, or disclosure; 
 Providing individuals’ rights to access, review, and correction of their personal information; 
 Investigating potential interferences with or breaches of privacy rights; and 
 Notifying the Privacy Commissioner and affected individuals as soon as practicable after 

becoming aware of the occurrence of a notifiable privacy breach. 
 
Employee Responsibilities 
Employees are responsible for: 

 Disclosing all relevant information about them as part of their pre-employment application 
process and any matter relevant to their employment; 

 Providing the church with up-to-date contact information; 
 Ensuring the privacy of other employees, customers, clients, agents, contractors or any 

other person or entity that has dealings with the church is protected and is not breached; 
 Immediately notifying the church of any involvement in or knowledge of any actual or 

potential interferences with or breaches of privacy rights; 
 Complying with all other obligations set out in the Act, this policy (including any delegated 

activities referred to in the next section below), the applicable employment agreement, 
and/or any other relevant church policies. 

 
Responsibilities and Processes regarding the collection, use, disclosure, and storage of personal 
information 
The below information is intended to reflect a summary of the provisions/Information Privacy 
Principles of the Privacy Act 2020, and how they apply to the church. In the event of an 
inconsistency between the provisions of this policy and those of the Privacy Act, the Act will 
prevail. 
 
Collection of personal information 

a. The church (via its authorised agents/representatives) will only collect personal 
information for lawful purpose/s in connection with the functions or activities of the 
church and as far as is necessary for such purpose/s. A “lawful purpose” in respect of the 
collection of information is any purpose that is relevant in respect of the relationship 
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between the church and the individual (e.g. this can be a workplace participant, customer, 
member, attendee, etc.). For the avoidance of doubt, the church does not “collect” 
personal information if information provided to it in an unsolicited manner. 

b. The church will collect personal information directly from the individual, and it will take 
reasonable steps to ensure that the individual is informed about the fact of the collection, 
its purpose, the intended recipients of the collected information, the agencies 
collecting/holding/using the personal information, the individual’s rights regarding access 
to and correction of their personal information, and/or any other relevant matters. 

c. However, the church may not be required to abide by the obligations in sub-section b 
(above) and may collect the information from other sources (e.g. third parties) and without 
notifying the individual, if the church believes on reasonable grounds that: 

i. Doing so is authorised by the individual concerned or would not prejudice the 
interests of the individual concerned; or 

ii. Notification of and collection from the individual concerned would prejudice the 
purpose of the collection (for example, in the context of employment 
investigations, and/or matters warranting and justifying covert surveillance 
measures); or 

iii. This is necessary for the purpose of avoiding prejudice to the maintenance of the 
law by any public sector agency (including prejudice to the prevention, detection, 
investigation, prosecution, and punishment of offences), or the enforcement of a 
law that imposes a pecuniary penalty, or the protection of public revenue; or for 
the conduct of proceedings before any court or tribunal (being proceedings that 
have been commenced or are reasonably in contemplation); or 

iv. In respect of other grounds referred to in the Act. 
 
Use of personal information 

a. The church may use collected personal information only for the purpose/s the information 
has been collected for (including any directly related purpose/s), or any other purposes 
authorised by the individual concerned. 

b. However, the church may use the information for other purposes if the church believes on 
reasonable grounds that the use of the information: 

i. Does not identify the individual concerned; or 
ii. Is publicly available; or 
iii. Is necessary to avoid prejudice to the maintenance of the law by any public sector 

agency, including prejudice to the prevention, detection, investigation, prosecution, 
and punishment of offences, or for the enforcement of a law that imposes a 
pecuniary penalty, or for the protection of public revenue, or for the conduct of 
proceedings before any court or tribunal (being proceedings that have commenced 
or are reasonably in contemplation); or 

iv. Is necessary to prevent or lessen a serious threat to public health or public safety, 
or the life or health of the individual concerned or another individual; or 

v. In any other circumstances allowed by the Act or any other relevant law. 
c. For the avoidance of doubt, the church may use personal information from and/or about 

employees for any purpose that is directly or indirectly related to the employee’s 
employment, unless the church and the particular employee have expressly agreed 
otherwise. This is inclusive of, without limitation, the following purposes: 

i. To verify an individual’s identity; 
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ii. To undertake employment checks in relation to an individual (including authorised 
reference checks); 

iii. To conduct any employment-related processes, in relation to or about the 
individual or any other individuals; and 

iv. Any other purposes authorised by the individual and/or the Act (or any other 
applicable law), for example to market or provide the church’s services and 
products, invoicing and collection of monies owed to the church, or for the 
protection or enforcement of the church’s legal rights and interest. 

d. The church will take reasonable steps to ensure that the used personal information is 
accurate, current, complete, and not misleading. 

 
Disclosure of personal information 

a. The church will not disclose personal information to any other person and/or agency, 
unless such disclosure accords with the purpose it has been collected for (or is directly 
related to such purpose), or the disclosure is authorised by the individual concerned (for 
example, disclosures to authorised representatives), or the information is publicly 
available, or the individual is not identified by the disclosure. 

b. Examples of such disclosures may include any disclosures directly or indirectly related to 
the individual’s employment, or application for employment (for example, reference 
checks, background checks via the Ministry of Justice, New Zealand Police, or any other law 
enforcement agencies, credit checks via banks or other financial institutes, etc.), or as may 
be required by law from time to time. 

c. However, the church may also disclose the information, other than in the circumstances 
referred to in sub-sections a. and b. (above), if the church has reasonable grounds to 
believe that the disclosure is necessary for the purpose of: 

i. Facilitating the sale or other disposition of a business as a going concern; or 
ii. Avoiding prejudice to the maintenance of the law by any public sector agency 

(including prejudice to the prevention, detection, investigation, prosecution, and 
punishment of offences), or for the enforcement of a law that imposes a pecuniary 
penalty, or for the conduct of proceedings before any court or tribunal (being 
proceedings that have been commenced or are reasonably in contemplation), or for 
enabling an intelligence and security agency to perform any of its functions, or for 
protecting of public revenue; or 

iii. Preventing or lessening a serious threat to public health or public safety or the life 
or health of the individual concerned or another individual. 

d. Where the disclosure of personal information is being made to a foreign person or entity 
(i.e. a person or entity that is not physically present in New Zealand, and not an ordinary 
resident of New Zealand, and – in the case of an entity – that is not established under the 
laws of New Zealand and is not managed/controlled from New Zealand) the church will 
carry out necessary due diligence to ensure that it has reasonable grounds to believe that 
the foreign person or entity meets at least one of the criteria of Information Privacy 
Principle 12 of the Act. Essentially, these criteria ensure that any disclosure of personal 
information outside of New Zealand will be subject to privacy safeguards that are 
comparable to those under the Act. 

e. For the avoidance of doubt, where another entity (either located within or outside of New 
Zealand) holds or processes personal information on behalf of the church (for example, 
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cloud storage), the information is regarded as being held by the church itself and 
accordingly, this does not constitute a disclosure of information. 

f. The church will take reasonable steps to ensure that the disclosed personal information is 
accurate, current, complete, and not misleading. 

 
Protecting and holding personal information 

a. The church will take reasonable steps to protect personal information from loss, 
unauthorised access, use and/or disclosure, or any other misuse. 

b. The church will not retain personal information for longer than is required for the purposes 
for which the information has been collected or may be used. In general, however, 
personnel files will be kept for up to six (6) years (after the ending of the relationship) 
before it will be safely destroyed. 

c. Personal information related to applications for employment with the church may be kept 
for up to one (1) year before it will be destroyed. 

 
Accessing and correcting personal information 

a. Unless stated otherwise in the Act, workplace participants and other individuals are 
entitled to request confirmation from the church whether it holds personal information 
about them, and they may also request access to and/or correction of their personal 
information. 

b. The church will provide reasonable assistance to an individual concerned (or their 
authorised representative), who wishes to or is making a request under subsection a., 
above. The church may require evidence to confirm the identity and/or authority of the 
requesting person. 

c. Requests in accordance with this clause should be made in writing (email suffices) to the 
church’s Privacy Officer, and requests should provide evidence of the identity and 
authority of the requesting person, and details of the request (for example, any specific 
information that is requested to be accessed and/or provided). 

d. The church may on a case-by-case basis charge reasonable costs to the requesting 
individual in relation to the provision of requested personal information, or a correction 
thereof, or any assistance in the above respects, and the church will notify the requesting 
individual of any such charges before processing the request. The church may request the 
payment of any such costs in advance of processing an individual’s request. 

e. If the church does not hold the requested information, but believes that another agency 
holds the requested information, the church will ‘transfer’ the request to the other agency 
within ten (10) working days after the day it receives the request, unless it has good 
reasons to believe that the individual does not wish the request to be transferred to such 
other agency. In either case, the church will inform the requesting individual. 

f. Except for the event of a transfer, the church will respond to a request under this clause 
within twenty (20) working days after the day it receives the request and in accordance 
with the requirements of the Act (see section 44 of the Act for requests for access to 
information, and section 63 of the Act for requests for correction of information). 

g. The aforementioned time limits may be extended in accordance with the Act (section 65 of 
the Act), in which case the church will notify the requesting individual accordingly within 
twenty (20) working days after the day it receives the request. 

h. With regard to a request for access to personal information, the church may refuse access 
to personal information in accordance with the Act (see sections 49 to 53 of the Act), for 
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example, where a refusal is necessary for the protection of an individual’s health or safety, 
or where the information is evaluative material or a trade secret. 

 
No privacy expectations in respect of use of church equipment 
For the avoidance of doubt, the church may collect, use and disclose any personal information that 
has been stored on, or received/sent by any equipment that has been provided to employees, for 
any employment-related purpose, or any other purpose related to the protection or enforcement 
of the church’s legal rights and interests. This includes any form of temporary and/or permanent 
overt and/or covert surveillance. 
 
The church’s rights in this respect will not be limited by the circumstance that such equipment 
may have been issued for reasonable personal use (in addition to work-related use). 
 
Church provided equipment includes, without limitation, telephones, computers/laptops, tablets, 
other devices, swipe cards, company vehicles, GPS trackers and data, work-email accounts, work-
phone data, etc. Any information held on such equipment and related data is generally not subject 
to an employee’s privacy rights, and employees must not hold any expectations of privacy in 
respect of their use of equipment that is provided by the church. 
 
Complaints process and internal reporting of concerns or interferences with privacy rights/privacy 
principles 
Workplace participants must immediately inform the church, through its Privacy Officer, of any 
involvement in or knowledge of any (actual or potential) concerns or interferences with an 
individual’s privacy rights and/or the corresponding privacy principles, so that the church can take 
steps to investigate, mitigate, and/or resolve such concerns or interferences. Concerns or 
interferences must be reported to the church regardless of the concern or interference being a 
breach involving potential or actual serious harm that may require the church to proceed as 
outlined in the “Notification of Privacy Breaches” section, below. 
 
Workplace participants are also strongly encouraged to raise any complaint in relation to an 
interferences or breach of their own privacy rights with the church (via its Privacy Officer). Whilst 
the church encourages the internal reporting of privacy-related complaints, as this will normally 
enable a quicker and less stressful resolution, all workplace participants are nevertheless entitled 
to seek independent advice and/or complain to the Privacy Commission. Advice can be sought and 
a complaint to the Privacy Commission can be made via its website at https://privacy.org.nz/your-
rights/making-a-complaint/. 
 
Any concerns or interferences or concerns referred to above may relate to, for example, any 
unauthorised (including accidental) access to, or use, disclosure, alteration, loss or destruction of 
personal information, or any action that may prevent he church from temporarily or permanently 
accessing the personal information. 
 
If it is not possible or practicable for workplace participants to inform the Privacy Officer, they 
must inform their staff supervisor, the Senior Pastor or Executive Pastor. 
 
The information provided to the church/its Privacy Officer should include all relevant details, i.e. 
what has happened, when it has happened, and who was involved (witnesses, etc.). The church 
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may require such information to be provided in writing, and unless the protections of the 
Protected Disclosures Act 2000 may apply, the informing itself and the provided information are 
not subject to confidentiality. 
 
Breach Response Process 
Upon receipt of a privacy-related concern, interference or complaint, the church will liaise with 
the relevant parties to investigate the matter in order to ascertain whether any such concern, 
interference or complaint may be substantiated, and whether any further steps may be 
warranted, for example mitigation of the impacts of any established interference or breach, 
remediation and resolution, and/or notification of privacy breaches in accordance with the 
“Notification of Privacy Breaches” section below. 
 
Notification of Privacy Breaches (to Privacy Commission and others) 
The church may be required to notify the Privacy Commission and any affected individuals, and 
potentially the public, of particular breaches (‘notifiable privacy breaches’). 
 
A privacy breach that needs to be notified in this respect is any unauthorised or accidental access 
to, disclosure, alteration, loss or destruction of personal information, or an action that prevents 
the church from accessing the information on either a temporary or permanent basis, which has 
caused or is likely to cause ‘serious harm’ to affected individuals. 
 
In order to assess whether or not such privacy breach may have occurred, and whether the 
church’s obligation to notify the Privacy Commission and any affected individuals is triggered, 
workplace participants must immediately inform the church’s Privacy Officer of any involvement in 
or knowledge of an actual or potential privacy breach, as per the Complaints process and internal 
reporting of concerns or interferences with privacy right/privacy principles section above. Failure of 
an employee to notify the church of any involvement in or knowledge of an actual or potential 
privacy breach, may constitute serious misconduct and may potentially result in disciplinary action 
up to and including termination of employment. 
 
The assessment of whether a privacy breach may be notifiable rests exclusively with the church. 
The church will consider the following factors as part of its assessment: 

 Whether the action has been taken to reduce the risk of harm following the breach; 
 Whether the personal information is sensitive in nature; 
 The nature of the harm, if any, that may be caused to the affected individuals; 
 The person or body that has obtained or may obtain personal information as a result of the 

breach (if known); 
 Whether the personal information is protected by a security measure (for example, by 

encryption); and 
 Any other relevant matter. 

 
The church will notify the Privacy Commission as soon as practicable after becoming aware of a 
notifiable privacy breach. 
 
The church will notify affected individuals as soon as practicable after becoming aware of a 
notifiable privacy breach, unless it can decide not to notify or delay notification due to a genuine 
belief that notification would likely: 
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 Endanger the safety of any person; or 
 Prejudice the security or defence of New Zealand or the international relations of the 

Government of New Zealand; or 
 Prejudice the maintenance of the law by any public sector agency, including the 

prevention, investigation, and detection of offences, and the right to a fair trial; or 
 Reveal a trade secret. 

 
Privacy Officer Functions 
The church has a Privacy Officer to assist with its obligations and functions under the Act. 
 
The functions of the Privacy Officer are delegated to the incumbent of the position Executive 
Pastor. The church may, at its sole discretion, delegate the functions of the Privacy Officer to one 
or more other individuals within the company, or an external provider. 
 
Requests for access to personal information, or correction thereof, or any complaints in respect of 
privacy matters, or information and/or concerns regarding actual or potential interferences with 
or breaches of privacy rights must be made to the Privacy Officer. Should this not be possible or 
practicable in the circumstances, requests/complaints should be made to the Senior Pastor. 
 
The Privacy Officer (or any other authorised person within the church) will liaise with the relevant 
internal and/or external stakeholders in respect of privacy matters (for example, management, IT 
staff/consultants, insurance providers, legal advisors, personnel from the Privacy Commission, 
etc.). 
 
Further Information 
Further information about the Privacy Act 2020, other relevant regulations, the Privacy 
Commission, its complaints procedures, your legal rights in respect to privacy, etc., can be found 
via the following links: 
Privacy Act 2020: http://www.legislation.govt.nz/act/public/2020/0031/latest/whole.html 
Office of the Privacy Commissioner: https://www.privacy.org.nz/the-privacy-act-and-codes/the-
privacy-act/ 
 
 
Location of Critical Documents 
All corporate documents shall be maintained in a safe, locked environment in the church office. A 
current membership list along with the contact information and minutes of all meetings will also 
be maintained in a safe environment. Personnel files and documents containing account and 
financial information will always be stored in locked cabinets. The Senior and Executive Pastor 
shall have access to all critical documents. 
 
Record Retention 
BBC will follow, unless otherwise governed by legal statute or specified by any issuing authority, 
the following record retention schedule: 
 

Records     Retention Period 
Membership/Inactive Membership  Indefinitely 
Real Estate / Land    Indefinitely 
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Gift Data     Indefinitely 
Bills / Utilities     Ten years 
Personnel Files    Six years 
Children and Student Registrations  Six years 
Applications for employment   One year 

 
The Executive Pastor is responsible for the ongoing process of identifying its records, which have 
met the required retention period, and overseeing their destruction. Destruction of sensitive 
financial or personnel-related documents will be accomplished by shredding.  
 
Mail 
The Office Manager or office volunteers will receive mail and equipment delivery; inspect items 
received for quantity, quality, and condition; and coordinate delivery to the intended recipient. 
They will also prepare all outgoing mail by attaching correct postage and return address as 
necessary. Outgoing mail will be sent daily. 
 
Communications and Media 
Purpose 
As communication plays an essential role in churches providing a means for gaining and 
maintaining support through message development, marketing, and public and community 
relations, this policy aims to give guidance in relation to BBC’s expectations in relation to 
communication and interaction through a variety of media. 
 
Official Website and Social Media 
The official website for BBC is bethlehem.org.nz. In addition to general information regarding BBC, 
each ministry is allowed a description of its vision and events, as well as pictures, on the website. 
Those who post will uphold BBC’s branding, vision and mission.  
 
Elders, Pastors, non-Pastoral Staff, and Ministry Team Leaders shall be identified on the website. 
Material published on the church’s web page shall identify other individuals only where 
appropriate and then, only with permission. 
 
The Executive Pastor oversees all content of the website and social media platforms. The 
Communication Director and/or Graphic Designer may oversee day-to-day updates and visual 
appeal of the website and social media.  
 
Employee and Volunteer’s Use of Social Media 
We want to ensure that an employee’s private and professional use of social media does not 
negatively impact BBC, our reputation or our relationship with our employees, supplies, 
customers, business partners or any other party associated with the employer’s business, 
including the public. 
 
All employees of BBC are expected to be respectful of the interests, reputation and privacy of BBC, 
our employees, suppliers, customers, business partners or any other party associated with the 
employer’s business when making comments or publishing materials on the internet, including any 
comments posted on any social media websites or applications. 
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The following actions are strictly prohibited and will be viewed by BBC as serious misconduct 
which, following a disciplinary process, could lead to an outcome up to and including summary 
dismissal: 

 Posting comments or publishing materials on the internet, including social media, which: 
o Breach the privacy rights of an employee or any other person 
o Constitute harassment of an employee or any other person 
o Constitute bullying of an employee or any other person 
o Discriminate against an employee or any other person 
o Could damage or have an impact upon the reputation of BBC 
o Are confidential or commercially sensitive 

 Posting potential or actual adverse comments or publishing adverse materials on the 
internet, including social media, about BBC 

 
If an employee makes comments or publishes material on the internet, including any comments 
posted on any social media websites or applications which BBC believes is in breach of this policy, 
BBC may in addition to any other options available to it, request the individual to remove the 
comments or materials from the internet or social media and specify a timeframe in which that is 
to occur. The failure to comply with the request within that timeframe may be considered a failure 
to comply with a lawful and reasonable instruction and is viewed by BBC as serious misconduct 
which, following disciplinary process, could lead to an outcome up to and including summary 
dismissal.  BBC may consider disciplinary action regardless of whether the employee or volunteer 
removes the comment or material from the internet or social media. 
 
Employees must obtain authorisation from an Executive/Senior Staff leaders before performing 
any of the following on the internet or on any social media websites or applications, including but 
not limited to: 

 Make comments or publish material on behalf of BBC 
 Hold themselves out to be a representative of BBC 
 Reproduce emblems or logos owned by BBC 
 Promote, support or endorse any product or service 

 
The form and content of any comments or materials published on the internet, including any 
comments posted on any social media websites or applications on behalf of BBC, must be 
authorised by BBC before it is posted or published online. At no time should confidential or 
commercially sensitive information, or intellectual property owned or controlled by BBC be the 
subject of any comments or materials published on the internet.  Comments or materials 
published must not contravene the law, reasonable standards of decency or the Advertising 
Standards Authority Codes of Practice. 
 
Using BBC’s computer network to access social media for any reason, other than the performance 
of work-related duties with the express authorisation of an Executive/Senior Staff leader, is 
considered to be an inappropriate use of company time and a misuse of BBC’s computer system. 
 
Advertising 
BBC will accept for any church publication or external media channel only those advertisements 
that are in good taste and respectful to the community. The Senior or Executive Pastor will have 
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final approval of all advertisements. Others may provide input on message, artistic design, and 
branding. 
 
External Media 
The purpose of this policy is to provide guidance to our staff and volunteers about BBC’s 
expectations with respect to interactions with media – photographers, reporters, etc. It is the 
policy of BBC to protect the identity of its congregants from the media, unless persons specifically 
agree to have their pictures taken or have their names identified. 
 
The aim of this policy is to ensure that only authorised media people cover a BBC event and ensure 
that protocols are observed when dealing with media. This policy applies to all events held at or by 
BBC, and to media personnel and how they are to be handled. 
 
Any person or group wishing to contact the media on behalf of the church must first obtain 
approval from the Senior Pastor, Executive Pastor, or the event director of a specific event. 
 
Media will deal only with the Senior Pastor, Executive Pastor, or the event director of a specific 
event, unless delegated authority has been given to someone else. All media on site must report 
to one of these persons first. A business card will be retained from every media person on site. 
 
The media will be informed of the rules by which they may take video, photographs, or interview 
congregants which are: 

 The media will be advised that they are on private property and they shall only be allowed 
to stay if they agree to follow the rules/procedures. 

 If they are present during a worship service or other special events, they should conduct 
themselves in a manner that will not disrupt the service/event. 

 All congregants shall be informed of the media presence prior to the service/event. 
 No videos or photographs, or interviews that identify a congregant shall be allowed unless 

specifically authorized by the subject(s). 
 Only the Senior Pastor, Executive Pastor, or the event director of that event can speak on 

behalf of BBC. 
 The event director will inform media where they can and cannot be on site. 
 A lanyard must be placed on each media person – obtained from the event director. 

 
Computer Information Systems 
Purpose 
This policy gives guidance to employees about the personal and professional use of BBC’s 
computer systems and equipment. 
 
Process 
BBC’s computer system and equipment is provided for the performance of work-related duties 
and activities. Usage of the same is provided at BBC’s sole discretion. 
 
Electronic software and data is stored in a combination of on-site server(s) and cloud-based 
applications. BBC will run a backup copy of all electronic files and they are stored on the server. 
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BBC will provide each staff member with a computer or access to a computer, and will provide 
basic training for using the computer programs. 
 
Employees are provided with a password to access BBC’s computer system and equipment. This 
password must be kept confidential. Employees are to log off or lock their workstation whenever 
they leave it for tea breaks, lunch, overnight or any other times the user is away from their desk. 
 
Computer equipment is not to be removed from BBC’s premises unless a Head of Department or 
Executive/Senior Staff leaders has expressly authorised its removal. 
 
All work related files need to be stored on the NAS drive or the employee’s One Drive, unless 
authorisation has been given by the IT manager. 
 
As a general rule, it shall be prohibited, both during and outside BBC’s working hours, to use BBC’s 
computer system and equipment for personal use. However, BBC will permit limited and 
reasonable use for personal matters. The levels of personal use of BBC’s computer system and 
equipment which amount to limited and reasonable use are determined by the Executive/Senior 
Staff team in their sole discretion. If it is believed that personal use is excessive, the privilege of 
personal use may be limited and/or removed in its entirety for that employee. 
 
BBC reserves the right to monitor and review any information stored or sent from BBC’s computer 
system and equipment. This includes reviewing emails (including personal emails and/or deleted 
emails), reviewing internet usage and history, and all other usage that may be relevant. 
 
The following actions are considered to be misuse of BBC’s computer system and equipment and 
are strictly prohibited. These actions will be viewed by BBC as serious misconduct which, following 
a disciplinary process, could lead to an outcome up to and including summary dismissal: 

 Using an electronic message that is or may be perceived as abusive, offensive, 
objectionable, including messages that could be perceived as bullying or harassment, 
irrespective of whether the message is received or seen by the recipient and/or others. 

 Using another staff member’s password, without express written authorisation from the 
concerned staff member. 

 Using a document that the individual involved is not authorised to access. 
 Using any document, that contains objectionable material including, but not limited to, a 

document: 
o That has an express or implied sexual or pornographic content or connotation. 
o That has an express or implied racist content or connotation. 

 Using any document that could bring BBC into disrepute. 
 Using BBC computer system and equipment in such a way that it may impinge on BBC’s 

intellectual property rights or the intellectual property rights of another. 
 Using BBC’s computer system and equipment in such a way that it may: 

o Breach the privacy rights of an employee or another person. 
o Constitute harassment of an employee or another person. 
o Unlawfully discriminate against another employee or person. 
o Breach any law or any of BBC’s policies. 

 Moving, shifting or taking, any part of the BBC computer system and equipment away from 
its premises without express prior authorisation by management. 
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 Installing foreign software without prior authorisation by the IT Manager. 
 Intentionally or recklessly compromising the security of BBC’s computer system and 

equipment. 
 Making any system configuration changes. 
 Making any registry changes. 
 Downloading any software (all new software must have been evaluated and approved for 

use by the IT Manager before implementation). 
 Using any information relating to a specific individual stored on BBC’s computer system 

and equipment (including documents, records, images, videos, sounds, messages, 
information, photographs, biographies, etc) for any reason other than for BBC’s activities. 

 Copying, using, downloading or transferring any information from BBC’s computer system 
and equipment onto a personal data storage device or onto an online storage website, 
without prior management approval. 

 
Contracting for Services 
When it is necessary to contract for services, a minimum of two written bids will be sought. All 
contractors must have a current business license and general liability insurance. The Elders, Senior 
or Executive Pastor can authorize the signing of a contract on behalf of the church. 
 
Insurance 
BBC will purchase and maintain a comprehensive insurance package. This will ensure viability and 
continued operations of the church. As part of the Elders and Executive Pastor’s responsibilities, 
insurance shall be reviewed annually to be sure the church has adequate insurance to recover 
losses, and to ensure that the appropriate types of insurance and endorsements are purchased. 
 
The church will maintain adequate insurance as suggested by current trends with advice through 
an insurance agent. As a minimum, coverage for Liability will start at $2,000,000. 
 
BBC, after seeking the advice of an insurance agent, will purchase at least the following types of 
insurance: 

 Liability Insurance – General Liability will include coverage that responds to lawsuits which 
may involve personal injury, bodily injury, damage to property, and sexual misconduct or 
molestation. 

 Personal Injury – this will generally include libel, slander, and invasion of privacy of an 
individual or organization. When possible a comprehensive/all risk insurance policy will be 
held that covers all causes of loss except those which are listed as exclusions. 

 Directors & Officers Insurance – Elders and the Senior Pastor will be insured for lawsuits 
involving property damage and personal injury. In addition, they will be covered under an 
Errors & Omissions policy. 

 Other Riders for Consideration – Glass, Building Ordinances, Earthquake, Flood, Theft, 
Employee Dishonesty, Signs, Computer Hardware, and Equipment will also generally be 
covered. 

 
BBC will have anyone who participates in offsite activities or on-site activities that pose a higher 
risk for personal injury or death complete a Waiver and Release Agreement. This will pertain to 
such activities as Youth Retreats, Mission Trips and other activities. 
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HEALTH & SAFETY POLICIES 
 
Policy and Purpose 
This policy confirms the commitment of BBC to ‘The Health and Safety at Work Act, 2015’ (HSWA) 
and related regulations required that workers and others are given the highest level of protection 
from workplace health and safety risks, so far as is reasonably practicable. 
  
It also seeks to provide a safe and healthy environment for staff, volunteers, visitors, contractors, 
church property and the environment. 
 
Process 
Following effective Health and Safety Management Systems, ensures that Health and Safety is 
consistent with BBC’s legislative obligations and good employer practices, both ethically, morally, 
spiritually, legally and financially, by encouraging every one of their personal responsibility and 
shared commitment to Health and Safety procedures at BBC. 
 
A Health and Safety Committee, consisting of the Executive Pastor, an Office Manager, the 
Building Maintenance Director, and any other members deemed necessary, will function to: 

 Facilitate cooperation between the church and workers in instigating, developing and 
carrying out measures designed to ensure workers’ health and safety at work. 

 Assist in developing any standards, rules, polices, or procedures relating to health and 
safety. 

 Make recommendations relating to work health and safety. 
 Perform any other functions that are agreed between the church and the Committee. 

 
The Committee will meet regularly, at the times agreed by the members of the Committee, but at 
least twice per year, and at any other reasonable time, on the request of a simple majority of 
members of the Committee. 
 
Each year, training and upskilling will be given to staff – see Appendix C for Register of Staff 
Training. This will assist in safeguarding church leaders and staff from careless and unwise 
practices, and minimising risks by working together. 
  
All effort will be made to record all incidents, near misses and injuries, using the systems in place. 
Improvements will be actively promoted so that everyone is equally committed, involved and 
supportive of these Health and Safety practices. 
  
Health and Safety plans will be submitted for planned activities and events held at BBC. This is to 
ensure they are executed safely, in order to avoid all accidents or incidents, and to prevent 
hazards, which may cause injury, property damage or loss of any kind. 
  
When necessary Personal Protective Equipment (PPE) will be utilised (equipment and clothing) E.g. 
high viz jackets are provided for parking and fire wardens, gloves for first aid use, etc. Contractors 
coming on site provide their own PPE according to their own Health and Safety requirements. 
Workers and volunteers will be informed about accident and emergency procedures. 
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Persons Conducting A Business or Undertaking (PCBU) 
For the purposes of the Health and Safety at Work Act 2015 (HSWA), BBC is a PCBU. As a PCBU, 
BBC has overall responsibility to ensure the safety of the workplace. Accordingly, the church must 
ensure, so far as is reasonably practicable, the health and safety of workers who work for the 
church, while workers are at work and workers whose activities in carrying out work are 
influenced or directed by the church, while the workers are carrying out the work. 
 
Management and Officer 
All members of BBC leadership are ‘Officers’ (for the purposes of Health & Safety administration) 
as they participate in making administrative and financial decisions that have the ability to 
significantly influence the management of the Church. 
 
Management will: 

 Establish and maintain acceptable standards, eliminate, isolate or minimise hazards, 
provide ongoing training of staff and volunteers along with induction of new staff, provide 
protective equipment where necessary. 

 Monitor ongoing BBC health and safety performance to ensure continued improvement. 
 Correct unsafe practices or conditions. 
 Ensure that workplace inspections are completed regularly. 
 Investigate all worksite incidents as well as commit to developing shared responsibility for 

health and safety matters with employees and volunteers. 
 Encourage employees and volunteers to report any work related illness. 
 Develop and implement emergency and evacuation procedures. 

 
Worker 
A ‘worker’ is a person who carries out any work for a PCBU including work as: 

 An employee 
 A contractor or subcontractor 
 An employee of a contractor or subcontractor 
 An employee of a labour hire organisation 
 An intern or trainee 
 A person gaining work experience or on work trial 
 A volunteer worker 

 
A worker is: 

 To be involved in and contribute to work place health and safety. 
 Comply with any direction given by management for health and safety. 
 Report to team leader any health and safety concerns, all accident and incidents, any 

personal work related illnesses (including stress and fatigue) and to seek advice and help 
from others. 

 Help new employees and visitors understand the right safety procedures and why they 
exist. 

 Adhere to correct procedures, protocols and use of equipment. 
 Minimise the risk of trips and falls by keeping the workplace tidy. 
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Volunteer Worker 
A ‘volunteer worker’ is a volunteer who carries out work in any capacity for BBC with the 
knowledge or consent of the church, on an ongoing and regular basis and is an integral part of the 
business or undertaking. 
 
If a volunteer is working for the church, or directed by the church, then they are a volunteer 
worker. However, a volunteer worker does not include a volunteer undertaking any of the 
following activities: 

 Participating in a fundraising activity 
 Assisting with sports or recreation 
 Assisting with activities for an educational institution outside the premises of the 

educational institution 
 Providing care for another person in the volunteer’s home 

 
Contractor 
A ‘contractor’ is any person engaged by the church to do any work, for gain or reward, who is not 
an employee of the church. They could be trades people, building, environmental and other 
consultants or service personnel (e.g. office equipment, air conditioning/plant maintenance). See 
Contractor Policy for more detail. 
 
A sub-contractor is a person engaged by a contractor or sub-contractor to do, for gain or reward, 
any work the contractor has been engaged to do. 
 
A contractor will: 

 Know and understand BBC’s work place health and safety policy. 
 Have a health and safety management plan to provide safe work practices and prevention 

of harm to all persons. 
 Hold sufficient ability and certification to carry out BBC’s requirements in a healthy and 

safe manner. 
 Hold the current and correct licenses/permits to enable the contractor to carry out the BBC 

requirements. 
 Operate in a safe manner and correct manner in all procedures, protocols and use of 

equipment. 
 Comply with any management direction for health and safety, report any health and safety 

concerns, and report any accidents, incidents and near misses whilst on site. 
 Sign in and out advising of arrival and departure on site. 

 
Visitor 
A ‘visitor’ is a person attending a workplace temporarily who will remain supervised or escorted at 
all times. 
 
Workplace 
In the HSWA, a ‘workplace’ means a place where work is being carried out, or is customarily 
carried out for the business or undertaking and includes any place where a worker goes, or is likely 
to be while at work. Workplace means work around or in church premises, and when 
administering social services to people in their homes or elsewhere. This includes a childcare 
centre, excursions and camps. 
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Risk 
A ‘risk’ is the chance of something happening that will have an impact on objectives. It is measured 
in terms of likelihood, frequency and consequences. 
 
Hazard 
A ‘hazard’ is an actual or potential cause or source of harm. This includes a situation where a 
person’s behaviour may be an actual or potential source of harm to the person or another. 
 
Near Miss 
A ‘near miss’ is an unexpected and unplanned events or series of events that did not result in 
injury, illness or damage to property, equipment, materials or the environment – but, had the 
potential to do so under slightly different circumstances. Only a fortunate break in the chain of 
events prevented an injury, fatality or damage. 
 
Incident 
An ‘incident’ is an event or series of events that has taken place or occurred which may or may not 
have resulted in a near miss or accident. The key difference is that all accidents are incidents, and 
all near misses are incidents, but not all incidents result in near misses or accidents. 
 
Accident 
An ‘accident’ is any unexpected, unplanned or undesired event or circumstance that has a 
negative implication; it results in harm to people, loss of life (notifiable events), or damage to 
property. 
 
Serious Harm 
‘Serious harm’ refers to an injury or illness arising from a workplace activity that causes any 
permanent or temporary severe loss of bodily function including but not limited to: 

 Amputation 
 Burns requiring medical attention 
 Loss of consciousness from lack of oxygen 
 Damage to hearing or sight 
 Poisoning 
 Respiratory disease or cancer arising from the work environment 
 Death 
 Any injury or illness that causes a person to be hospitalised for 48 hours or more 
 Pain or health impairment, which is significantly more than discomfort or severe enough to 

prevent a person using part of the body 
 
Personal Protective Equipment (PPE) 
‘Personal Protective Equipment’ or PPE is any item of equipment used to protect a person from 
hazards, e.g. eye protection, hearing protection, safety shoes, hard hat. 
 
Rehabilitation 
‘Rehabilitation’ means a process of active change and support with the goal of restoring the 
worker’s health, independence and participation to the maximum extent practicable. It comprises 
treatment, social rehabilitation and vocational rehabilitation. 
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Rehabilitation Plan 
A ‘rehabilitation plan’ means an individualised rehabilitation programme to facilitate the early and 
safe return of the worker to the same or equivalent duties as those previously performed on a 
long-term basis. 
 
Alternative Duties 
‘Alternative duties’ are alternative work, appropriate for the worker to allow an early return to 
work. These duties are a temporary modification of the worker’s work tasks. They must not 
aggravate the personal injury or delay healing, must be compatible with the business of the 
church, and be subject to regular review. 
 
Discomfort Pain Injury (DPI) 
‘Discomfort Pain Injury’ or DPI has been previously referred to as Occupational Overuse Syndrome 
(known as OOS), which was earlier referred to as Repetitive Strain Injury (known as RSI). 
Discomfort Pain Injury is a collective term for a range of conditions (including injury) characterised 
by discomfort or persistent pain in muscles, tendons and other soft tissues. 
 
Hazard and Risk Management 
BBC, as a PCBU, is responsible for taking all reasonably practicable steps to ensure hazards are 
identified, analysed and actions taken to eliminate or minimise any harm that could come from 
them. 
 
Accountability must be shown and plans and dates made to complete the action. If there is a high 
risk of something occurring, then the church must show what actions have been taken and also 
how workers and visitors were advised. 
 
A Hazard Register is kept that lists, amends, deletes hazards and risks as they are eliminated. 
Hazards that have not been correctly managed to eliminate or mitigate risks will remain on the 
register. 
 
A Register of Hazardous Substances is kept that describes chemicals on site, how they are stored, 
what they are, which date they were purchased, and expiry dates. Hazards and risks associated 
with these substances, and a catalogue of chemical information should be held with this register, 
including storage requirements when having this chemical on hand. This register should be handed 
to Emergency Services as they respond to an event. 
 
Safety Data Sheet (SDS) 
A Safety Data Sheet (SDS) must be available for each chemical or hazardous substance on church 
grounds. The SDS must be less than 5 years old. Training must be given to ensure competent 
handling, disposal and storage of these hazardous materials. 
 
Safety and Protection 
BBC recognizes that our congregation’s safety and protection are key aspects of our culture of 
caring. It is our objective to ensure a safe, healthy, and respectful environment for our church 
members, visitors, and the community, in accordance with accident compensation/health and 
safety regulations and recognized safety standards. 
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Our spiritual mission depends on the health, safety and respect of our members and the proper 
maintenance of our facilities. Wise stewardship of our God-given resources will help us succeed in 
our ministries of service. 
 
Police Vetting Policy 
Purpose 
To provide a safe environment for all staff, volunteers and people who participate in activities 
occurring within and associated with BBC, we aim to establish a routine of police vetting as a 
means of ensuring maximum safety for all people who are involved in events held in and 
associated with BBC. 
 
Process 
Vetting is to be done electronically by the Executive Pastor or assigned Staff member. 
Police vetting applies to all employees and applicants for employment at BBC, all volunteers, and 
volunteers for children and youth activities. 
 
Who is to be vetted and at what frequencies: 

 BBC children and youth workers will be police vetted annually. 
 Volunteers will be vetted from the age of 16. If there is a concern, vetting can take place 

from the age of 10. 
 If a volunteer changes into the Kids or Youth Ministries, then they must be police vetted 

again if the vet is more than 12 months old. 
 Other volunteers will be vetted every two years. This will include volunteers with 

responsibilities outside the church environs, e.g. Life Group leaders. 
 If a volunteer has been recently police vetted by another organisation, BBC must vet again. 

‘Other agencies’ vetting will not be accepted. 
 
The Executive Pastor or assigned staff member will enter the date of the received Police Vetting 
result and whether the result was positive or negative into the church database. To uphold 
privacy, the reasons for a failed Police Vetting will not be entered into the database; however, the 
Executive Pastor or assigned staff member will inform the relevant Team Leader of the results. A 
decision will then be made as to whether or not the person can be used on staff or as a volunteer, 
or if there needs to be some restrictions placed on their staff or volunteer role. 
 
If a staff applicant or volunteer refuses to fill out a Police Vetting Form, the person cannot be 
accepted into the role. If already working or volunteering, they will be asked to step down. 
 
Substance Abuse 
Purpose 
To maintain a work environment which is free from the influence of illegal drugs and alcohol, and 
to protect the health, safety, and well-being of our employees. By assisting to identify appropriate 
interventions in reference to the chemically dependent employee, we can create an environment 
conducive to the employee identifying the problem and taking appropriate action before the 
condition renders the employee unemployable. 
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Process 
Any unlawful or unauthorized transfer, sale, distribution, manufacture, possession, or use of a 
controlled substance or alcohol by an employee on the job is prohibited. Violation of this policy 
will be subject to disciplinary action up to and including termination. 
 
Employees involved in illegal drug use or suffering from drug/alcohol dependency are encouraged 
to seek medical treatment and/or rehabilitation. Employees can use earned sick and vacation time 
or may be granted unpaid leave of absence for rehabilitation. However, to avoid any disciplinary 
action, it is the responsibility of each employee to seek assistance before any drug problem leads 
to a violation of company policy. 
 
Job performance will be the primary determinant of personnel actions enforced on employees 
who suffer from drug dependency and return to work following or during rehabilitation. 
Satisfactory performance remains a requirement, even if chemically dependent employees seek 
medical help. 
 
The Senior and Executive Pastor will enforce this Substance Abuse policy and will be responsible 
for drug awareness communication and education if the need arises. BBC encourages employees 
to seek help. To assist employees in obtaining treatment, we will refer the employee to a provider 
or the employee may choose a provider. Confidentiality is assured. 
 
Smoking 
Smoking, or the use of smokeless tobacco including e-cigarettes/vaping, is not allowed in any part 
of the building or on the premises. Smokers will be directed to the roadside footpath. 
 
Damage or Theft 
Personal property may be lost, damaged during use, destroyed or stolen. Instances of loss, 
damage, destroyed or stolen property must be reported to the Senior or Executive Pastor 
immediately.  
 
Those witnessing the damage or theft will complete an Incident Report Form to give to the 
Executive Pastor. If necessary, the Executive Pastor will complete an additional Incident Report 
Form to include any further details or information obtained. 
 
For lost, damaged or destroyed property, the Senior or Executive Pastor will coordinate with the 
Staff, Facilities Manager and any other key player to minimize risk of loss or damage in the future. 
Pending budget constraints and approval, the property will be replaced at the earliest 
convenience. 
 
For any property that has been stolen from BBC grounds, the Executive Pastor will file a police 
report with the Police Department having jurisdiction where the theft took place. A copy of the 
Police Report will be obtained and kept on file in the office. The Executive Pastor or Staff member 
will then contact BBC’s insurance carrier and notify them of the theft; completing any forms as 
necessary. The Executive Pastor will then coordinate with the Staff to minimize risk of future theft. 
 
Personal property stolen while off site, will be reported directly to the senior management at the 
location. 
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Food Safety 
Purpose 
BBC is committed to the 2014 NZ Food Safety requirements, ensuring all food prepared and served 
on its premises meets food handling guidelines. It will also ensure relevant legislation is complied 
with for external and internal usage of the kitchen, ensuring there is a regime of regular cleaning 
in food areas, left-over food is dealt with appropriately, and due diligence is carried out by all 
those who oversee or handle food. 
 
Process 
Work and public areas are to be kept clean and safe. Hard surfaces are to be regularly mopped or 
wiped down with provided cleaners (D10 Suma Bac). 
 
High standards of personal hygiene are to be observed by those in the preparation or serving of 
food. All equipment used in food preparation (e.g. utensils, cutlery, crockery, etc.) should be 
thoroughly rinsed and then put into the dishwasher. Proper disposal of waste, including left-over 
food must be adhered to. 
 
Team leaders will induct volunteers in their ministry area who deal with the preparation and 
serving of food. Records of training will be kept in the church office. Systems will be put in place to 
ensure ongoing training of new volunteers. 
 
Events using out-sourced organisations need to have come in to BBC to view and sign the Hazards 
Register, and be shown around kitchen to ensure they have an understanding of the running of 
the kitchen. Records of the Signing Off sheets from food providers will be kept in the office. 
 
Protocol for Working in the Kitchen 
Because food must be kept safe, people who are sick, have colds, etc. are not to work in the 
kitchen.  

i) Prior to food preparation 
a. When entering the kitchen, wash and then sanitise hands. Sanitiser Dispenser is on 

the wall to the right as you enter the kitchen. 
b. Sanitise food-preparing surfaces before working. Spray with bottle of D10 Suma 

Bac. 
ii) During food preparation 

a. When washing hands during food preparing time, use the hand wash above the 
small sink. 

b. When returning to the kitchen after having left it, rewash hands. 
c. Avoid cross-contamination by using the designated chopping boards for meat (red 

boards). 
d. Record which cutting boards are to be used for which food. All staff who prepares 

food must know which preparation surface is to be used with which foods. 
e. Ready-to-eat food must be protected from contamination from surfaces (including 

equipment and utensils) that have come in contact with raw or uncooked food. 
f. Separate rubbish into appropriate bins: food scraps, rubbish and paper/cardboard 

to be recycled. 
iii) At the end of food preparation 

a. Ensure oven and stovetop are turned off. 
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b. If full, bins are to be emptied into outside bins. Food scraps into green rubbish bin 
next to the skip in the car-park area, and rubbish into the skip. Paper and cardboard 
to be emptied into recycling bin outside room S1. 

c. All dishes to be done and plates etc. to be packed away – everything back to its 
right place. 

d. Dishwasher to be turned off. 
e. Left-over food is to be taken home or disposed of. If there is food to be kept, it is to 

be covered, dated and put into fridge once cooled. It must also have a note with it 
stating who the food is for. 
 

Schedule for Cleaning the Kitchen 
1. Food preparation 

a. The cooking team is responsible for leaving the kitchen clean and tidy. 
b. All food scraps or rubbish to be disposed of correctly. 

2. Dish washing team 
a. Leave kitchen tidy with dishes put away 
b. Empty the dishwasher, then turn off 

3. Weekly maintenance 
Professional Cleaning Company 

Kitchen 
 Every Sunday: wipe down benchtops, sinks, taps and work surfaces, empty 

waste-bins and dispose of rubbish replacing liners as necessary, vacuum and 
mop the floors. 

 Every Monday: wipe down benchtops, sinks, taps and work surfaces, spot 
clean walls and internal door glass, dust skirting boards, empty waste-bins 
and dispose of rubbish replacing liners as necessary, vacuum and mop the 
floors. 

Café 
 Every Sunday: empty waste-bins and dispose of rubbish replacing linters as 

necessary, vacuum and mop the floors. 
 Every Monday: spot clean walls, empty waste-bins and dispose of rubbish 

replacing liners as necessary, vacuum and mop the floors. 
Volunteer Cleaning 
 Weekly – tidying shelves, washing tea towels, dish cloths and table clothes. 
Maintenance Worker 

  Monthly – wash out bins and their lids, or more often as necessary. Lids can  
be cleaned in the dishwasher. 

 
Fire Emergencies 
Purpose 
Each year the church applies for a Building Warrant of Fitness with Tauranga City Council. Along 
with this, there is a monthly check by Fire Security to ensure our fire alarm system is working as it 
should. 
 
In the event of fire or smoke, the fire alarm will be set and a call will automatically be made to the 
nearest fire station. If a fire or smoke is detected by someone and the alarm has not yet activated, 
that person will go to the nearest fire alarm panel and manually activate the alarm. Immediately 
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they and everyone in the building should leave by the nearest marked exit. Exits are clearly 
labelled and maps are provided in all rooms as to where the nearest exit is located. 
  
If a fire extinguisher is immediately accessible and the individual is not put in harm’s way, they 
may attempt to extinguish a fire with the fire extinguisher. In general, this should only be 
attempted when the fire is smaller than a 1 meter x 1 meter area. 
 
Evacuation Procedure 
Twice a year, evacuation procedures will take place. For the children, this will mean an evacuation 
practice. For the adults, this will involve watching a short video presentation of what to do in 
event of an evacuation. 
 
Building Warden’s Role 
A staff member or swipe tag key holder who will facilitate the evacuation assumes the ‘Building 
Warden’ role. On a Sunday it is always the House Manager. 
 
The Building Warden will: 

1. Go down hallway to the cupboard next to men’s toilets. 
2. Put on the orange Building Warden’s jacket. 
3. Take the 7x Fire Warden’s yellow jackets and the red clipboard with you, and exit 

immediately out reception foyer’s double doors and turn left. 
4. Look at the fire panel set in the brick wall to find the location of the fire. 

a. If fire panel indicated ‘DEFECT’, then the signal has not gone to ADT to activate a 
fire emergency response. But a signal will go through to JCI Wormald 09 635 0602 
(080049676253) to let them know there is a defect with the panel. 

b. If nothing is flashing, head to the alarm pad, swipe you tag. Inform people that it is 
the security alarm, then immediately ring AlarmTek Monitoring Station 0508 782 
846 to let them know there is not a security issue. 

c. If fire panel indicates ‘FIRE’, then look at the building map to see where it indicates 
the location of the fire. Start evacuation procedures immediately! The assembly 
area is along far fence of large car park. 

5. Fire Wardens (swipe tag holders) will meet the Building Warden on the cobbled area. 
Provide a yellow vest to each (7x in total) and inform them which area they are to 
evacuate. 
Parts of buildings to be checked off: 

a. 1 person – Upstairs: both stairwells, Phase Room, S4 & upstairs toilet 
b. 1 person – Older M&F toilets, cleaning cupboard, S1, kitchen, pantry & nurture 

room 
c. 1 person – West Wing & outside courtyard 
d. 2 people – Mezzanine floor, Café – includes side room storage off café, reception 

and staff offices, staff toilet, portacoms 
e. 2 people – Auditorium – do a visual sweep under all chairs and along each row for 

hiding children, two large storage rooms either side at the back of the Auditorium, 
Auditorium back stage – green room, Auditorium foyer & M&F toilets 

6. Send a runner around the outside of the building to inspect that entrance ways are clear, 
checking to see the gates at the back by the containers are open, then report back to the 
Building Warden. 
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7. If stairways are not safe to exit, Building Warden directs 4 or 5 people (men if possible) to 
go to the Café courtyard area by the first external storage cupboard by West Wing doors 
into courtyard. The ladder stored in the first storage cupboard is to be used to get up onto 
roof in the corner. Two people to go up to get children from the S4 balcony and to get 
them down to the top of the ladder where the others helping will get the children down. 
From there, children to be taken to children’s assembly area at the grass corner adjacent to 
the road. 

8. If extra people turn up to help, send them to help with evacuation of children. 
9. The Fire Wardens must report back to the Building Warden, who stays on the cobbled area, 

and ticks off areas that have been evacuated. 
10. Liaise with visiting chief Fire Officer if the Fire Brigade arrive. 
11. When chief Fire Officer gives the all clear, arrange for everyone to return to the building. If 

people with children are going home, they are to collect their children from their 
evacuation point. 

 
Fire Warden’s Role 
Fire Wardens are staff, anyone issues with a swipe tag (i.e. access into main building), or someone 
who has been trained. 
 
The Fire Wardens will: 

1. If within easy reach, take your swipe tag and cell. 
2. Head to the cobbled weekday entrance outside red double doors, to report to the Building 

Warden. On a Sunday, this role is taken by the House Manager. If he/she can’t, then a 
swipe tag holder. During weekday business hours, this role is taken by a staff member. 

3. The Building Warden will give you a yellow vest and an area to evacuate in the building. 
4. In your area, check all cupboards, individual toilet cubicles, places where small children 

may hide, i.e. on auditorium seats or visual sweep underneath. Close windows and doors 
where safe to do so. 

5. Report back to the cobbled area to the Building Warden. 
6. Wait for further instructions from the Building Warden. 

 
Traffic Warden’s Role 
Traffic Wardens or parking team members will: 

1. Keep your traffic vest with you at all times while on site. 
2. If alarm goes, immediately go out into car park putting vest on. 
3. Position yourself where you can keep driveways from both entrances free of people and 

cars, to allow for fire engine access. 
4. If necessary, stop people from leaving by their cars by removing car keys from the ignition. 
5. Where practicable inform people where to assemble, i.e. the assembly area is along far 

fence of large car park, but do not get distracted from your purpose. 
 
Sunday Service Procedure 
Auditorium 
The Technical Team puts up onto big screen the ‘Fire Evacuation’ procedures. Turn on all lights 
including back stage. Producer to pick up a microphone and inform people to evacuate out their 
nearest exit, to walk, and not to run. The assembly area is along far fence of large car park. 
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The Host Team opens the 4x emergency doors in the Auditorium and main entrance doors out into 
the foyer. They stop movement through into the café, direct people to assembly area with one 
member positioned outside entrance pointing. Any free hosts to report to Building Warden 
immediately outside red double doors weekday reception entrance on cobbles. 
 
Available staff also report to the Building Warden. 
 
Note: Parents are told NOT to collect their children until after the evacuation.  
Note: The House Manager has read and understands what to do to assist the first-floor evacuation 
procedure as below. 
 
Children’s registration team to take up positions at the sign in area to prevent parents from going 
to collect their children. 
 
Upstairs – Phase Evacuation 

1. Team Leader checks both stairwells to determine which provides the safest exit. If neither 
is safe, children should be evacuated via the S4 balcony. 

2. Meanwhile, other helps in the room bring children to the mat and wait for instruction as to 
safest evacuation route. Do a head count, re-assure children, close windows, check 
cupboards and toilet cubicle for children hiding. 

3. Leaders evacuate by the safest route as advised by Team Leader. 
a. If using stairs, exit building through outside Exit door at base of steps or through S1, 

and then proceed to assembly area at the NW corner of the grassed area adjacent 
to the road. Do a head count. 

b. If using balcony exit, helpers should prepare to climb over the balcony in 
preparation for passing children down to waiting adults. If safe to do so, assemble 
children along café fence before doing a head count and proceeding to the NW 
grass assembly area adjacent to the road. 

4. Once the area is cleared, Team Leader delegates someone to report to the Building 
Warden to inform them of how many children have been evacuated to the assembly area 
versus the headcount/roll. 

 
Note: Any arriving parents stay with the group at the assembly area. 
Note: House Managers are trained to send help to the first floor either via the stairs, or if 
necessary, to the outside café area to assist evacuation of the children. 
 
Upstairs – Toddler Room (S4) Evacuation 

1. Team Leader checks both stairwells to determine the safest exit. 
2. Children gathered and counted. 
3. With the children holding hands with other children and helpers, make exit. 

a. If using closest stairs, exit through West Wing, courtyard or S1 and head to grassed 
assembly area adjacent to road. 

b. If using Phase stairs, exit through Exit door at base of stairs or through S1, and head 
to grassed assembly area adjacent to road. 

c. If both exits are blocked, children and helpers to go over the balcony. Sit children 
on balcony and lift children over to helpers on the roof who will see them down the 
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ladder onto the courtyard. From here everyone is to assemble at the NW grassed 
assembly area adjacent to the road. Count children again. 

4. Team Leader to delegate a helper to report to the Building Warden to inform them of how 
many children have been evacuated. 

 
Pre-School (S1) Evacuation 

1. Team Leader collects roll (if it has been provided) and a hand rope. 
2. Team Leader instructs children to exit the building into the outside play area to sit on the 

grass, and does a head count. 
3. Helpers close windows, check areas that children may hide i.e. outside area, inside 

cupboards, storage, toilet cubicles, etc. 
4. On the instruction of the Team Leader, the children evacuate to the assembly area holding 

the rope, with a helper at the front, back and each side of rope. The assembly area is at the 
NW grassed area adjacent to the road. 

5. A Leader does another head count (or roll call if you have this). Arriving parents to be kept 
with you as a group until given the all clear by the Building Warden. 

6. Once the area is cleared, Team Leader delegates someone to report to the Building 
Warden to inform them of how many children have been evacuated to the assembly area 
verses the headcount/roll. 

 
Nurture Room Evacuation (Staffroom – downstairs room past kitchen) 
Babies taken out by parents via the nearest safe exit to the assembly area – if through S1 or the 
Café, to the NW grassed assembly area adjacent to the road; or if through the office foyer, to the 
same assembly area walking behind the outside Counselling Room cabins. 
 
West Wing Evacuation 

1. Children gathered, counted. Team Leader collects the roll. 
2. Stage area, cupboards and hallway outside West Wing are checked by an available Leader. 
3. Children directed (younger ones holding hands) out of building and to the NW grassed 

assembly area adjacent to the road. 
4. Another head count takes place. 
5. Team Leader delegates someone to report to the Building Warden to inform him of how 

many children have been evacuated to the assembly area verses the headcount/roll. 
 

Note: If children are out of West Wing, having gone to the toilet (along with a helper), they exit 
building the closest way and go to children’s assembly area. 
 
Equipment 
 
Fire Extinguishers Located at BBC: 

1. Outside the staff toilets 
2. Week day reception foyer 
3. Main kitchen 
4. Café 
5. Top of stairway landing outside room S4 
6. Auditorium – electrical fire extinguisher located on the inside wall of the stage, when 

facing, to the right. 
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Manual Red Fire Activation Boxes Located at BBC: 
1. Outside the staff toilet 
2. Reception foyer, before exiting double doors to cobbled outside area 
3. Main kitchen 
4. Before exiting onto the patio 
5. Outside lounge door on opposite wall 
6. West Wing x2 
7. Top of both stairways on landing, floor one 
8. Café x1 by patio exit 
9. Auditorium x2 
10. Auditorium foyer, by exit doors to outside 
11. Mezzanine floor 

 
Building Warden/Fire Warden Jackets & Clipboard: 
Located on the inside door of the cleaning cupboard (just besides the men’s old toilet block) 
BBC First Aid Kits 

1. Defibrillator (with full instructions for usage on inside pocket) and first aid kit in white 
metal cabinet, on wall outside women’s toilets in auditorium foyer 

2. Main kitchen, on entering door affixed to wall 
3. Phase – Upstairs in a drawer in the little servery room (for taking off site) 
4. Reception – inside white cupboard behind the door 
5. Youth – in Youth Office cupboard (for taking off site) 
6. ACCESSIBLE ONLY BY KEY: ICONZ – 2x in programme cupboard, back of door on hooks 

 
Note: For any accident, an “Incident Report Form” must be filled out and supplied to the Executive 
Pastor. 
 
Note: Look and watch the below following links (1-2 minutes each in length) to understand the use 
of a defibrillator and how to do basic CPR. There is a CPR App, which you can download onto Apple 
or Android cell phones. 

 http://www.stjohn.org.nz/First-Aid/First-Aid-Library/Resuscitation/Adult/ 
 http://www.stjohn.org.nz/First-Aid/First-Aid-Library/Resuscitation/Child/ 
 http://www.stjohn.org.nz/First-Aid/First-Aid-Library/Resuscitation/Baby/ 
 http://www.stjohn.org.nz/First-Aid/AED/AED---Operation-Guide/ 
 http://www.stjohn.org.nz/First-Aid/CPR-App/ 

 
 
Earthquakes 
During an Earthquake 
If you are inside the building, move no more than a few steps, drop, cover and hold. Stay indoors 
until the shaking stops and you are sure it is safe to exit. In most buildings in New Zealand you are 
safer if you stay where you are until the shaking stops. 
 
If you are outdoors when the shaking starts, move no more than a few steps away from buildings, 
trees, streetlights, and power lines, then Drop, Cover and Hold. 
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If you are driving, pull over to a clear location, stop and stay there with your seatbelt fastened 
until the shaking stops. Once the shaking stops, proceed with caution and avoid bridges or ramps 
that might have been damaged. 
 
After an Earthquake 
Advise everyone to go to the evacuation area in the far corner of the parking lot along the fence. 
Expect to feel aftershocks. Check yourself for injuries and get first aid if necessary. Help others if 
you can. Watch out for fallen power lines or broken gas lines, and stay out of damaged areas. If 
you smell gas or hear a blowing or hissing noise, open a window, get everyone out quickly and 
turn off the gas if you can. If you see sparks, broken wires or evidence of electrical system damage, 
turn off the electricity at the main fuse box if it is safe to do so. 
 
Be aware that electricity supply could be cut, and fire alarms and sprinkler systems can go off in 
buildings during an earthquake even if there is no fire. Check for, and extinguish, small fires. Staff 
and House Managers will need to report to the front portico to manage the Fire Evacuation 
protocols covered above.  
 
Only use the phone for short essential calls to keep the lines clear for emergency calls. 
 
Lockdowns 
If a lock-down occurs during a Sunday service, it will be communicated to those present by 
word-of-mouth from the Pastor or service leader. Instructions would be given at this point. 
If a lock-down occurs during an event, it will be communicated to those present by word-of-
mouth from the House Manager. Instructions would be given at this point. 
If a lock-down occurs during a working day, it would be communicated with instructions to 
those on sight by staff email, by phone, and by a runner/s going to the different spaces. 
 
Note: The fire alarm would not be used to notify a lockdown as a lockdown requires a 
different response. An alarm sounding would give the wrong message. 
 
Procedure 
For the House Manager or Staff member who announces the Lockdown: 

 Be direct. DO NOT USE CODES. This announcement should be repeated several 
times. 

 Be out of sight of windows.  
 For the following areas, where possible: 
             - Auditorium and West Wing – to remain in these areas 
             - Down stairs children areas – evacuate to WW or upstairs 
             - Café - evacuate to Auditorium 
             - Downstairs offices – gather in internal offices which have no windows and can 
be locked 
             - Port-a-coms – if not able to exit to main office area, to sit on floor under desk 
 Close and lock all doors and windows 
 Never open doors or windows unless ordered to do so by House Manager 
 Turn off lights 
 Turn cellphones to silent or vibration. Do not make non-essential calls 
 Turn off any equipment emitting noise E.g.CD player, computers, television screens 
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 Stay low and quiet 
 If possible, quietly head count of those in spaces  
 Once the threat has subsided, the House Manager or initiating Staff Member 

announces “all clear.” 
 
Medical Emergencies 
In the case of a medical emergency, ‘111’ will be called immediately. A qualified individual may 
attempt CPR, defibrillation, and basic first aid. A different individual will move to the front 
entrance to guide incoming medical responders to the scene. 
 
If the emergency occurs during a service, the number ‘600’ will be placed on the big screen to alert 
doctors and nurses in the building to report to the incident (‘900’ for police). Following the 
medical emergency, witnesses will complete an Incident Report Form and give this to the 
Executive Pastor to hold on file in the office. 
 
Staff will have basic first aid training each year, including a refresher on how to use the 
defibrillator.  A staff list of those with First Aid certificates is kept in the office for reference. 
 
Missing Persons 
If anyone is believed to be missing, all possible efforts are made to locate the individual to 
determine his or her state of health and well-being through the collaboration of House Manager, 
Host Team, and Staff. 
 
After all areas of the facility and property have been searched, the local police department will be 
notified. Concurrently, the House Manager, Host Team, and Staff will endeavour to determine a 
person’s whereabouts through contact with family, friends, and associates. Notes will be taken of 
each person contacted and the discussion that occurred. 
 
Gathering of information regarding the missing person will include: name, gender, race, date of 
birth, height, weight, eye colour, hair colour/length, date/time of last contact, photo availability, 
possible medicinal usage, address, phone number, vehicle information, and 
names/addresses/phone numbers of any person that the individual may be with. 
 
Following the missing person incident, witnesses will complete an Incident Report Form and give 
this to the Executive Pastor to hold on file in the office. 
 
Weapons 
Weapons are not permitted upon Church property, with the exception being New Zealand Police 
Personnel or New Zealand Army. 
 
Gender Relationships  
Purpose 
Scripture requires pastors/elders to live above reproach (Titus 1:6; 1 Timothy 3:2). In light of this, 
and considering the gender based cultural issues which we face, BBC requires Pastors, Elders, 
Staff, and Ministry Leaders to abide by the following guidelines regarding personal conduct. These 
guidelines are based on common sense and experience and are for the protection of all leaders, 
both paid and unpaid. These guidelines protect against false accusations and temptation. 
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We believe both male and female are created equally in the image of God. They equally share the 
intrinsic value, worth, dignity, and giftedness that flow from His divine stamp inside us. We 
recognize that our ability to fulfil His mission depends on each member, male and female, using 
God’s given gifts as part of the body. 
 
Process 
Guidelines are to be followed during work hours and to guide conduct at all times. Failure to abide 
by these shall result in disciplinary action up to and including termination.  
 
These include: 

 When meeting with someone of the opposite gender off the church campus, including but 
not limited to travel, mission trips, conferences, camps, etc., make sure you follow the 
three persons or more guideline. 

 When meeting with someone of the opposite gender, or minor, on the church campus, 
leave the door open unless confidentiality requires. If the door is closed, make sure there 
are other people in the building, the lights are on, and the door window is not covered. 

 Avoid flirtation, advances, propositions, inappropriate touch, comments about a person’s 
body, offensive jokes, and any form of sexual assault or harassment. 

 We do not share intimate aspects of marriage problems with members of the opposite sex. 
 Single Elders, Staff, or Ministry Leaders follow the same guidelines during work hours and 

use wisdom to guide dating relationships; always conducting themselves in a manner that 
is above reproach and maintains the biblical principles of morality. 

 If you believe you have been or are being harassed in any way, report the incident to your 
supervisor, the Executive Pastor, or the Elders. Do not be silent. See Sexual Harassment 
Policy below. 

 Be wise, aware of your surroundings, and don’t do anything to harm your reputation, the 
other person’s reputation, or the church’s reputation. 

 When counselling others, any confidential information you are entrusted with must remain 
confidential. Outside of areas of required reporting, keeping the confidentiality code of 
conduct relationship between a counsellor and counselee is of upmost importance. 

 
Bullying and Harassment  
Purpose 
To identify, prevent, eliminate and resolve bullying and harassment. 
  
Bullying is unreasonable and repeated behaviour towards someone that creates a risk to one’s 
health and safety. This can include victimising, humiliating, intimidating and threatening 
behaviour. A single incident isn’t considered bullying, but can escalate if ignored. 
 
Harassment is any unwanted comment, conduct or gesture directed toward an individual or a 
group of individuals which is insulting, intimidating, humiliating, malicious, unwelcome, 
discriminatory, offensive, hurtful or degrading, and is either repeated or an isolated incident which 
is so significant that it adversely affects someone’s performance, contribution or work 
environment.  
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1. Racial Harassment - This is any unwelcome behaviour with colour, race, ethnic or national 
origin content that may be communicated person to person, electronically, pictorially or 
socially, and is offensive to the employee. 

2. Sexual Harassment - This includes unwelcome sexual advances, requests for sexual favours, 
verbal or physical conduct of a sexual nature, the implied or overt promise of preferential 
treatment, and detrimental treatment or threat to the present or future employment 
status of the employee. 

  
Complaint / Grievance Resolution Process 
 
Informal Process 

 BBC employees are encouraged to approach the person or persons responsible for the 
action or behaviour and make it clear, either verbally or in writing, that the behaviour is 
unwelcome or offensive. 

 If the employee does not feel able to do this, the employee could: ask a colleague to 
informally raise their concerns on their behalf; ask their Team Leader for guidance on how 
to resolve the situation; or ask the Team Leader to informally intervene. 

 If the employee asks their Team Leader to intervene informally, the employee needs to be 
aware that the issue might be escalated to a formal process. 

 
Formal Process 

 An employee that wishes to raise a formal complaint should talk to their Team or Exec 
Leader, who will hold preliminary discussion with the complainant to assess the 
seriousness of the allegation and determine the appropriate course of action. 

 The formal process will typically involve an investigation into the allegations raised by the 
complainant. 

 During the investigation, the complainant may be asked to put their complaint in writing 
and/or to produce any evidence they have that supports their claim. 

 During the investigation, BBC may suspend the person who is the subject of the complaint 
if it believes that the person may hinder BBC’s ability to investigate the allegations in any 
way, and/or that they pose a health and safety risk, or if BBC believes that, at its discretion, 
the seriousness of the complaint warrants it. 

 If the person who is the subject of a complaint Is involved in the investigation (which would 
be usual), they are likely to have the right to know what is being complained about and by 
whom, including seeing the written complaint. 

 If, having completed the investigation, BBC believes that the allegations of bullying or 
harassment are substantiated, BBC will act as it believes is appropriate in accordance with 
its Employment Conduct Policy. 

 
Sexual Harassment Grievance Resolution Procedure  

 Any member, friend, or guest of BBC who believes he or she has experienced any form of 
sexual harassment as defined above is to notify the Senior, or Executive Pastor, or the 
Elders.  

 Immediately following notification, Senior/Executive Pastor, or the Elders will determine if 
the police need to be notified and will notify them promptly. In particular, all credible 
allegations of sexual abuse of minors shall be reported to law enforcement authorities 
immediately. 
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 The Senior/Executive Pastor, or Elders will then request a written statement of grievance 
from the complainant. The statement is to contain details of the nature and cause of the 
grievance, names of those involved, names of witnesses, if any, and a description of the 
incident(s) giving rise to the grievance. The statement is to be signed and dated by the 
complainant. 

 A Grievance Review Committee of three (3) uninvolved individuals from a pool selected by 
the Elders will be set up. The Committee’s task will be to gather all available information 
about the grievance, interview all involved persons, prepare a written report of findings, 
and recommend a resolution within thirty (30) days. The duly appointed chairperson of the 
Grievance Review Committee will present the Committee’s findings and proposed 
resolution to the Elders for final review and approval. 

 The Grievance Review Committee will consider the need for an outside investigator or 
counsellor (a person that does not directly represent the church) to perform an 
investigation into the matter and provide the Committee with their findings. 

 After Elder’s approval, the Senior/Executive Pastor, or the Elders will present a summary of 
the Committee’s findings and resolution to the complainant. The Senior/Executive Pastor, 
or the Elders will be responsible for implementing the resolution. 

 If the complaint concerns an individual Elder, the Senior or Executive Pastor, that person 
will be excluded as decision makers from the process detailed above. 

 
Child Abuse Prevention 
 
Purpose 
BBC is committed to protect the children that God has entrusted to us against child abuse. We 
develop staff and volunteer expertise to: 

 Recognise and respond appropriately to indications of child abuse 
 Be familiar with and be able to implement this policy 
 Know their roles and implement appropriate procedures as outlined in this policy 
 Be aware of the laws and regulations, rights and responsibilities of children, staff, parents 

and ‘agency’ personnel, which relate to child abuse prevention 
 
Definitions of Child Abuse 
At or Within BBC Child abuse that occurs within the Organisation of BBC. This includes 
   activities on the premises as well as offsite activities such as camps 
   and outings. 
Child   An individual under the age of 16 
Child Abuse  Includes physical, verbal, emotional and sexual abuse as well as neglect 
   which is the direct consequence of a deliberate act or omission by an 
   adult and which has the potential or effect of serious harm to the 
   child. 
Outside BBC  Child abuse that occurs outside the BBC Organisation. This includes 
   abuse that has occurred at home. 
Staff   For the purposes of this policy the term “staff” includes all individuals 
   who are responsible for Kid’s and Youth ministry areas, including 
   rostered helpers or volunteers. 
 
Process 
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The interest and protection of the child is paramount in all actions. If any person (parent or staff) 
has reasonable cause to suspect child abuse, their first obligation (after ensuring the child is in no 
immediate danger) is to immediately advise the Kid’s Ministry Pastor, Youth Pastor, Executive or 
Senior Pastor without delay. 
 
All matters related to individual cases are confidential to those directly involved and should under 
no circumstances be discussed with other staff, other parents, children or any other person in or 
outside BBC. Full and detailed written records are to be kept of every related discussion, act or 
incident, which involves parent, child, accused or staff member from the first instance child abuse 
is suspected. 
 
Staff do not assume responsibility for action or advice beyond the level of their own expertise. 
 
Training Procedures 
All job descriptions and performance expectations will include a requirement by all staff to have 
read and understood this policy and to accept the responsibility to implement this policy. This 
policy will be given to all staff as part of initial induction programme for new staff. 
 
Preventing the Possibility of Child Abuse at BBC 
Programme & Supervision Principles. All children are to be within sight of the staff member 
responsible for them at all times and where practical all staff can be observed by other staff 
members. Staff members will not be isolated with one child (alone, no supervision one-on-one). 
 
Playground 
Where practical, all parts of the outdoor area where children can go shall be able to be readily 
observed by staff supervising. The staff supervising children shall, as far as practicable, be 
observable by one other staff member. 
 
Play Rooms 
Where practical, all parts of the indoor area where children can go shall be able to be readily 
observed by staff supervising.  The staff supervising children shall, as far as practicable, be able to 
be observed by one other staff member. 
 
Toilets 
In the pre-school area, where practical and appropriate, a staff member should supervise children 
in the toilet/bathroom area. Where practical and appropriate, all parts of the toilet/bathroom 
area where children can go, shall be able to be readily observed by staff supervising. The staff 
supervising children shall, as far as practicable, be able to be observed by one other staff member. 
 
Doors to the toileting area shall be left open or removed where possible. Staff shall, where 
possible, supervise no less than 2 children at a time in the toileting area. 
 
Transporting a Child Home, Alone 
It is not common sense for a male to transport a female child or adult home alone. We advise that 
we do not do this. 
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However, there are situations where the same gender finds themselves in this situation where 
they need to transport same gender children from home, to a program at BBC and home again. 
These guidelines must be closely followed: 

 Police vetting must be done annually if you are working with children. There is no 
exception. 

 Permission must be sought from the Ministry Team Leader prior to a child being taken 
home alone. If they have any concerns they must contact the head of department on staff 
to discuss. 

 All avenues must be explored to see if there is an alternative way, other than transporting 
a young person alone. 

 Permission would be given by the parent/s or main caregiver and this must be signed off 
prior to transportation. 

 The child will be asked to sit in the back seat. 
 Record the time when picking up and dropping off the child, and vice versa. 
 Record the odometer reading for each leg of the journey, i.e. picking up and dropping off. 

This is so if there is an allegation, there is a record of how far and length of time to rule out 
any possibility of that person having stopped the car. 

 
Limits on Touching and Professional Behaviour 
Whilst it is appropriate to respond to a child who initiates physical contact in seeking affection, or 
who needs reassurance or comfort, it is not appropriate to force any form of unwanted affection 
or touching on a child. Touching should not be initiated to gratify adult’s needs. 
 
Staff need to inform parents when their child needs to be changed or cleaned. No staff are to 
change and/or cleanse a child. 
 
Any person who perpetrates or colludes with any sexual act on or with a child will be instantly 
removed from their position of responsibility and will face the consequences of these actions. 
 
Camps and Outings 
The following guidelines must be followed for all activities off the BBC premises such as camps and 
outings: 

 A minimum ratio of adults to children, 1:8 for Over-2s, will be observed for all outings and 
supervision rules as set out above shall apply to outside visits. 

 No child may be taken from the BBC premises by any staff member or adult (except in 
emergencies) without permission of the parent and with the specific knowledge of the 
Kid’s or Youth Ministry Pastor. 

 Unless otherwise agreed with the children’s parents, there should always be at least 2 staff 
in attendance on any outing. 

 Trip notices and permission slips shall be kept for future reference. 
 A full screening process must be followed for all camp leaders/volunteers/parent helpers. 

 
Application Screening 
BBC will include on staff application forms a declaration by the applicant that they have not been 
convicted or accused of crimes against children. Permission will be sought to check with all 
previous organisations and to pass information on to subsequent organisations. All recent 
positions are required to be disclosed and, at the discretion of the Kid’s or Youth Ministry Pastor, 
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will be checked and specifically asked whether they had any cause to suspect the applicant has 
been involved in child abuse. 
 
A police check will be requested through an appropriate agency for all applicants. All selected 
applicants will be interviewed according to a carefully planned structure. No applicant with a 
previous conviction or history of child abuse will be used in any way in Kid’s or Youth Ministry at 
BBC. 
 
Responding to Information or Complaint 
When a person reports to a Staff member suspicions of child abuse at BBC, the staff member shall 
immediately notify the Kid’s Pastor, Youth Pastor, Executive Pastor or Senior Pastor. No staff 
member will take any action alone in these matters and any action taken or discussion about a 
suspicion should only be after consultation. Where appropriate, the person making the allegation 
will be given a copy of this policy. 
 
When advised about an incident or allegation, the Kid’s Pastor, Youth Pastor, Executive Pastor 
and/or Senior Pastor shall immediately investigate and shall fully, carefully and accurately record 
in writing both the allegation and a diary version of the process and results of the investigation. 
 
During investigation, priority must be given to protect the child, and to protect the rights of those 
involved. 
 
When to Notify Other Individuals 
If it is clear from information or investigation that there is clear evidence or reasonable cause to 
believe of an instance of child abuse having taken place, an appropriate outside support agency 
will be notified. 
 
Where there is some doubt that an instance of child abuse has taken place, an independent 
‘mediator’ should be called in to ensure that the policy has been followed and the investigation is 
seen to have been done fairly and fully (ECC or ECD, or other professional support agency). 
 
When a Staff Member is Suspected 
An initial report on any incident must be written down in full as soon as possible. Where 
appropriate, the Kid’s Pastor, Youth Pastor, Executive Pastor and/or Senior Pastor will discuss the 
incident as soon as practical with the staff member and other possible witnesses. The staff 
member’s version of the incident(s) will be investigated before any decision is made. 
 
Where there is some substantive evidence that an instance of child abuse may have taken place, 
an appropriate outside support agency should be contacted. Where there are reasonable grounds 
to suspect that an instance of child abuse has taken place, that staff member shall be suspended 
whilst an investigation occurs. Appropriate support will be accessed for the staff member. 
 
BBC will take into account the advice of the outside support agency as to whether police will be 
advised, unless it is clear that a criminal offense has taken place, in which case the police will be 
advised immediately. 
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The parent of the child (or children) will be advised as soon as possible after investigations are 
reasonably complete. 
 
Obligations to Staff 
Whilst the protection of the child shall be paramount and the next obligation shall be a full and fair 
investigation, the impact of this on Staff shall not be forgotten. Care will be taken to ensure that 
the presumption of innocence of those accused or implicated will be maintained until 
investigations are complete. Counselling will be offered to staff that have been accused wrongly. 
 
What a Parent Should do if Abuse at BBC is Suspected 
All suspicions or observed incidents or reports of incidents should be reported directly to the Kid’s 
Pastor, Youth Pastor, Executive Pastor and/or Senior Pastor as soon as possible. They will then 
immediately take steps to protect the child(ren), record the report and institute an investigation. 
 
The parent who has made the allegation or report must not discuss with other staff, nor the 
person(s) or parents involved in the alleged abuse, nor other parents, or persons outside BBC, until 
after a full and fair investigation has taken place. The parent of the child (or children) affected will 
be advised as soon as possible after investigations are reasonably complete. 
 
When a Parent/Caregiver is Suspected of Abuse 
Where there are reasonable grounds to suspect that a child has been or is subject to abuse (but 
not in immediate danger), the Kid’s Pastor, Youth Pastor, Executive Pastor and/or Senior Pastor 
will be advised and will arrange for the child to be observed and a confidential record initiated. 
 
If it is clear from information or investigation that there is clear evidence or reasonable cause to 
believe of an instance of child abuse having taken place, an appropriate outside support agency 
will be notified. 
 
Where there is some doubt that an instance of child abuse has taken place, an independent 
‘mediator’ should be called in to ensure that the policy has been followed and investigation is seen 
to have been done fairly and fully (ECC or ECD, or other professional support agency). 
 
All observations, after an investigation has been notified, shall be kept in writing. 
 
If it is clear from evidence that parent(s) are not involved as parties to the alleged abuse, they will 
be advised in a suitable, professional and sensitive manner that an investigation has been initiated 
and that we will take such steps as necessary to ensure that they have the support, information 
and are made aware of a suitable referral or support service. 
 
All persons investigating or reporting are protected from civil and legal action by parents or others, 
provided they acted in good faith. 
 
Parents Advisory and Training Services 
Parents are to be made aware of our child abuse prevention policy by full policy appended to a 
notice board, reference to the policy in promotional documentation, and copies of the policy 
available to any who request. 
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Managing Known Child Abusers 
The following procedures must be followed for any individuals known to have a conviction related 
to child abuse or with a history of child abuse at another Organisation or who have been 
discovered as a child abuser while at BBC. 

 They must be made known to the Ministry Team Leader, Pastors and Eldership. 
 The local police will be informed that the individual is attending BBC regularly and that 

guidelines set out below have been put in place. 
 They will be approached by one of the Pastors or Elders to clearly outline guidelines that 

must be followed. These guidelines will include: 
o They shall not be allowed to have any involvement with any children or youth 

related ministry or activity. There will be no exceptions to this rule. 
o They will not be allowed in the toilet facility alone with a child. 
o Any breach of given guidelines will result in the individual being asked to not attend 

BBC. 
 
Victim and Family Support 
BBC commits to support the child who has been a victim of abuse and the associated family to 
best of its ability. This support will involve: 

 Referral to and working with government agencies. 
 Referral to counselling services. 
 Ongoing emotional support. 

 
Review and Evaluation 
This policy will be reviewed when appropriate or after an incident or occasion in which significant 
elements of this policy have been implemented. 
 
References 
The following resources were used in the development of this policy: 

 “Child Abuse in the Church”, David C Goodwin, 1992 
 “Everglade Child Care Centre Policy Handbook”, 2002 
 “Breaking the Cycle – Interagency Protocols for Child Abuse Management”, New Zealand 

Children and Young Persons Service, 1996 
 “Baptist Union of New Zealand – Protocols and Policies for Dealing with Complaints of 

Sexual Harassment and Sexual Abuse”, 2002 
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FACILITIES & EQUIPMENT 
 
Policy and Purpose 
The physical presence of the church and it’s equipment and facilities stand as a symbol of faith and 
hope in the community. As such, BBC is a meeting place and a centre from which worship and 
ministry programmes can emerge.  
 
Keys 
Keys to the facility will be provided to those persons who require them for successful fulfilment of 
their ministry(ies) and to ongoing renters of the building upon approval of the Senior or Executive 
Pastor. It is the Executive Pastor’s responsibility to provide keys and properly train key holders 
regarding appropriate security procedures. 
 
It is imperative that key holders do not duplicate keys unless authorized by the Executive Pastor. If 
another set of keys is needed, the Executive Pastor should be contacted. The Executive Pastor will 
maintain a list of all key holders. Keys are to be returned to the Executive Pastor if/when the key 
holders have no ministry/program or rental-related need for them, or upon request. 
 
Animals 
Typically, only service animals and service animals in training, along with animals used specifically 
in a training session or classroom setting are allowed into the facilities. Other animals may be 
granted access into the facilities with approval of the Senior or Executive Pastor. 
 
Equipment and Supplies 
Equipment (i.e. computers, copiers, and telephones) and supplies of BBC are to be used for 
ministry functions related to BBC. They may only be utilized by authorized personnel including 
Elders, Pastors, Staff, Ministry Team Leaders, and other individuals given permission from one of 
the above parties. Personal use is prohibited with the exception of telephone use on occasion for 
personal calls. 
 
General office supplies are purchased for the use of church business and its associated and official 
ministries. The church office budget includes all office supplies for Staff and general ministry use. 
The Office Managers oversee office supply stock and places orders from vendors when necessary.  
 
Illegal use of equipment or supplies is strictly prohibited. Such activity shall be subject to coaching 
and/or corrective action. 
 
Borrowing Policy 
Purpose 
To practise good stewardship of BBC’s property.  
 
Process 
1. A register will be kept and maintained at the office of all gear/equipment which is 

borrowed from the church. 
 
2. All borrowers (including staff) will sign a form which states that if anything they have 

borrowed is damaged, they are responsible for paying for repairs or a new item. 
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3. Borrowing of Production equipment must go through the Production Manager, who will 

keep a record. As a rule, no technical equipment can be borrowed. 
 
4. Borrowing of Musical equipment must go through the Music Pastor, who will keep a 

record. 
 
5. All other gear to be borrowed must come through the Office. In some cases, the Office 

will refer back to the staff member who is responsible for the gear, before giving the 
okay. E.g. The Events Manager will be consulted about gear being borrowed from the 
Events Cupboard. At times the Executive or Senior Staff leader will be consulted. 

 
Relocation of Furniture and Equipment 
It is the policy of BBC to retain management and control of all furniture, fixtures and equipment 
owned by, or in the possession and custody of, BBC and its employees.  
 
Furniture, fixtures and equipment may not be relocated, donated, sold, traded, destroyed, or 
otherwise disposed of without the permission of the Senior or Executive Pastor. For any assets or 
items valued over $10,000, relocation, donation, selling, trading, destroying or disposing must be 
approved by the Elders. 
 
Scissor Lift 
Purpose 
Ensuring there is maximum safety of staff and volunteers who use the scissor lift (ULE-Series), 
allowing only authorised personnel to use the equipment and provide face-to-face training. Failure 
to follow this could result in serious injury. 
 
Process 
Competency training will include: 

 Avoiding hazardous situations 
 Carrying out a preliminary inspection 
 Carry out function tests before use of the scissor lift 
 Inspect the work site before making a start 
 Never exceed the rated loads 
 Instructions for maintenance, safety rules for operators and marking on the machine 
 Safety rules for all users 
 Applicable laws and regulations in relevant countries 
 Moving the scissor lift from storage point to usage point 
 Knowing where the manual is at all times for reference before action 

 
Ride-On Mower 
Purpose 
Ensuring there is maximum safety of staff and volunteers using the ride-on mower, by only 
allowing authorised persons to use the mower. 
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Process 
Pre-operational safety checks: 

 Be familiar with all machine operations and controls 
 Ensure all guards are fitted, secure and functional – don’t operate if guards are broken or 

faulty 
 Ensure cutting blades are sharp, secure and in good condition 
 Ensure any pneumatic and hydraulic mechanisms are in sound condition 
 Ensure all electrical switches are functioning 

 
Operational safety checks: 

 Never carry passengers 
 Ensure vehicle is out of gear and the mower blade catch disengaged before starting 
 Keep clear of moving machine parts 
 Drive at a speed slow enough to keep control over unexpected hazards 
 Take care when refuelling to avoid spilling fuel onto hot motor or exhaust 
 Machine to be at a stand-still before making adjustments 
 Watch for ejected material 

 
Ending operations: 

 Park on even ground 
 Stop mower and shift gear selector to park position 
 Raise and secure cutting blades 
 Lock parking brake 
 Stop engine and remove keys 

 
Cleaning up: 

 Remove foreign material from in and around engine and catcher parts 
 Keep machine in a safe, clean and tidy position 

 
Vehicles and Transportation 
Purpose 
To set out BBC’s expectations for staff with respect to the use of personal vehicles and the use of 
hired vehicles for church-related work. It ensures maximum safety of the driver, passengers and 
other road users, and ensures that employees comply with traffic regulations and demonstrate 
safe, efficient driving, and other good road safety habits at all times. 
 
Any breach of this policy will be viewed by BBC as misconduct which, following a disciplinary 
process, could lead to an outcome up to and including a warning. 
 
Process 
While driving a personal or hired vehicle on church business: 

 The vehicle must be registered and have a current Warrant of Fitness 
 Drivers must have a current driver’s license 
 Drivers must comply with traffic legislation and be conscious of road safety 
 Drivers must demonstrate safe driving and other good road safety habits 
 No use of alcohol, drugs or heavy medication by drivers 
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 Driver must not use a mobile phone while driving, except when using hands free devices 
 No overloading of vehicles 

 
When traveling in groups, all drivers need to know where to meet, destinations, time of arrival, 
etc. On long journeys, drivers must be well rested with appropriate rest breaks and driver 
changeovers. 
 
When working with children and youth and you are the only person in your car, you should not 
give a ride to a lone student of the opposite sex. If this is not possible, the following guidelines 
should be followed: 

 A signed permission slip from a parent must be signed off before transportation 
 Children will sit in the back seat with a seat belt on 
 A direct main route will be used without stops along the way 
 Record the time you leave the church/home and the odometer reading. When you arrive at 

the destination, record both again. 
 
Should an accident, incident or matter occur while using a personal or a hired vehicle, the person 
using the vehicle at the time is responsible. Employees involved in an accident or vehicle damage 
must immediately report this to the Senior or Executive Pastor. Failure to report an accident or 
vehicle damage will be considered to be a breach of this policy and an act of potential serious 
misconduct. 
 
Employees will be liable for payment of infringement fines (including parking tickets) arising from 
road rule infringement. 
 
Employees agree that should a hired vehicle suffer from any damage while in their possession, and 
such damage is caused by the employee’s action or omission, including but not limited to 
negligent or careless behaviour of the employee, the employee using the vehicle will be liable for 
payment to BBC the value of the insurance excess payable under any applicable insurance policy. 
BBC may deduct payments from the employee’s wages or salary (including their final pay) for the 
insurance excess payment. 
 
Use of Facilities by External Groups 
Purpose 
To ensure that all events at BBC by outside groups, are managed and organised correctly. 
 
Process 
The Senior or Executive Pastor has the right to accept or refuse requests from any individual or 
group, whether a member or outside party, for use of the property. 
 
Church events will hold priority over external bookings.  
 
All external events and meetings at BBC will submit a Facility Request to the Office Manager via 
website, phone, or in-person. This form will be processed by the Office Manager and then the 
following will occur: 

 Event booked into Infoodle 
 A letter sent to booking organisation with a quote 
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 Terms and Conditions form to be signed 
 Facility Questionnaire to be filled in 
 Establish whether there are any Health and Safety issues related to the event 
 Draw up a Health and Safety Plan for the event and have the organiser sign off the event 
 House Manager, Sound, Lighting and Graphic personnel booked in 
 If necessary, professional cleaning and rubbish disposal are booked 
 At the time of the event, the House Manager will induct key people on evacuation process 
 Invoice sent out to organiser  
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FINANCIAL POLICY AND PRACTICE 
 
Policy and Purpose 
With strong financial knowledge, planning, accounting practices, stewardship and fund 
development, churches can create and maintain a solid operation. 
 
The Elders have ultimate oversight over the financial operations of the church. The Executive 
Pastor and Accountant maintain all records and create reports to keep all parties aware of the 
financial position of the church. 
 
Role of Accountant 
The Accountant is responsible for:  

 Maintaining all financial bookkeeping in the churches electronic accounting system  
 Ensuring that payroll information is submitted in a timely manner 
 Ensuring that invoices, check request forms, and checks are processed in accordance with 

the churches Financial Policy and Practice 
 Ensuring that deposits are made or properly secured according to these policies and 

practices. 
 
Monthly, the Accountant is responsible for: 

 Ensuring that the bank statements are reconciled 
 Ensuring that up-to-date analysis of the current financial position of the church is available 

(including bank account balances, fund balances, and detailed actual versus budgeted 
income/expense). 

 
Annually, the Accountant is responsible for: 

 Submitting all necessary governmental forms and reports 
 Ensuring that all donors receive year-end giving summaries 
 Compiling all financial records and reports for an annual audit 
 Working in conjunction with the Executive Pastor, Senior Pastor and Elders to develop a 

budget for the coming year. 
 
System of Internal Controls 
The purposes of internal control are to protect the reputations of individuals involved with church 
finances and to protect the church’s assets. The church has a duty to its Staff and volunteers to 
protect them from unfounded accusations against which they cannot defend themselves. It is wise 
for the church to arrange its affairs so that Staff and volunteers are not put into positions of 
unwarranted temptation. Internal controls usually involve dividing financial duties between two or 
more persons so that checks and balances are created, and the likelihood of a single individual 
being positioned to both commit and conceal any impropriety, whether actual or only apparent, is 
significantly reduced. 
 
The church accounting system must contain a series of checks and balances to ensure that monies 
and property belonging to the congregation are properly received, adequately protected, 
accurately recorded, and effectively used. At a minimum, these internal controls will include: 1) 
two signatures on all checks over $1,000 (i.e. the Accountant and another signer on the bank 
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account), 2) final approval of monthly bank statement reconciliation by someone other than the 
Accountant (i.e. the Finance Assistant or Executive Pastor), 3) at least two counters for all cash 
contribution counts, and 4) use of the churches safe and locked cabinets for all checks (received 
and unused) and cash. See the following sections for further information and detail on internal 
controls. 
 
General Accounting System 
General accounting principles will be followed. Payroll transactions, receipts and disbursements 
shall be recorded in an electronic journal through a commercially available software package. 
 
A journal is the record in which all day-to-day transactions are originally recorded. The journal is 
organized chronologically and shows all information about each transaction in one place. In 
recording each transaction, the date is listed, and the amounts of the debits and credits given. 
Each transaction of debit and credit must be balanced. Debits and credits will be posted to specific 
accounts based on common characteristics of those transactions (i.e. office supplies, technical 
equipment, facility improvements, etc.). 
 
The church handles both money that is spent only as Designated (or Restricted) by either donors 
or by the Elders, and money that is General in nature, meaning that it is to be spent according to 
the annual budget. For accounting purposes, the latter amounts make up the General Fund and 
the former comprise Restricted Funds. 
 
Funds 
We have three types of fund accounts: General Fund, Designated, and Restricted. Each of them 
functions differently. Here are definitions, rules for giving, and rules for spending. 
 
General Fund 
All general giving to the church is tax-deductible and funds our annual budget. This budget runs for 
a fiscal year from 1 November to 31 October and is voted on by the congregation in November or 
December. 
 
The General Fund provides for routine business check disbursements and all regular deposits from 
external sources. It should be an interest-bearing account if available, allowing earnings to 
accumulate on the float from check disbursement. All checks written for an amount greater than 
$1,000 will require two signatures; typically, these signatures will be from the Accountant, and 
another signer on the bank account. Bills will be paid within the legal limits granted by the vendor, 
but not aged to the point where the church will develop a reputation for slow payment. Deposits 
should be made the same day as received, when possible. Additionally, all checks should be 
restrictively endorsed upon receipt. 
 
Designated Accounts 
Any budgeted account the Elders designate to carry over for a specific purpose and any money 
given by any person for a specific purpose that is Elder approved, making it tax-deductible. At 
times, when legally allowable, Elders can approve restricted monies to become designated 
monies. Elders may move money out of Designated Accounts per their discretion. For example, 
but not limited to, maintenance and missions accounts. 
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Upon creation of a Designated Fund the Elders will determine the design and purpose of such a 
fund. Concrete policies should be adopted and documented as to the fund’s purpose, allowable 
investment vehicles, target balance basis, etc. Where economically feasible, these funds should be 
maintained in separate bank or investment accounts. 
 
Restricted Accounts 
Any money given by any person for a specific account or for a specific purpose, that is not Elder 
approved, making it non-tax-deductible. For example, but not limited to, money given to pay for 
camps, directly fund a ministry, or directed to a specific individual without Elder involvement.  
 
Restricted Funds may be plural; there are as many of these funds as there are specific allowances 
placed on the money’s use. Spending from Restricted Funds is limited by the various designations 
and is controlled entirely on the basis of each fund’s available balance. 
 
Rules for Giving: 

1. All general giving funds the budget and is tax-deductible. 
2. All inheritance or legacy giving is directed to accounts as the Elders decide and are tax-

deductible. 
3. A person giving a designated gift should be aware that their monies fall under Elder 

discretion. Ethically the Elders are responsible to spend it according to the donors wishes 
when it was received, but legally it can be spent in any way the Elders deem necessary. 

4. Designated giving does not generally benefit specific individuals, unless the Elders deem 
such gifts appropriate. 

5. Designated gifts cannot generally benefit the donor. Such monies are restricted. An 
example is someone paying for their child to go to camp. However, another person could 
give money for a specific child to go to camp, and the Elders could consider that a 
designated gift. 

 
Rules for Spending: 

1. All Staff and Ministry Team Leaders may spend up to $1,000 per purchase within their 
Budget. To spend over $1,000, approval from their supervisor or Executive Pastor must be 
obtained prior to purchase, and the Accountant informed. 

2. Spending of up to $3,000 per purchase from Designated accounts requires the approval of 
the Executive Pastor  

3. Spending out of Designated accounts above $3,000 per purchase requires Elder approval. 
4. Staff and Ministry Team Leaders may spend their Restricted funds up to $3,000 per 

purchase, without approval. To spend over $3,000, approval from their supervisor or 
Executive Pastor must be obtained prior to purchase, and the Accountant informed. 

5. All spending above budget for any account requires Elder approval.  
 
Budgeting 
Budgeting is an integral part of any church in that it is concerned with the translation of 
ministry/programme goals and objectives into financial and human resource terms. Although 
accounting and budgeting both relate to sources and uses of funds, accounting is concerned with 
current and past fiscal events, while budgeting is concerned primarily with the future. 
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A budget should be designed and prepared to direct the most efficient and prudent use of the 
church’s financial and human resources. A budget is a management commitment to a plan for 
present and future organizational activities that will ensure survival and growth. Preparing a 
budget provides an opportunity to examine the composition and viability of the church’s 
programmes and activities in light of the available resources. 
 
The budget for the church shall be set annually with the process beginning in August and 
concluding with the Annual General Meeting held in November or December. The budget will take 
effect on November of that same year. 
 
Guiding Principles for Budget Design 
The proposed budget must be a balanced budget. The budget proposal must include a comparison 
of the proposed budget to the previous year’s budget and must also contain a listing of the current 
year’s actual income and expenses to-date.  
 
The Elders will give oversight to the budgeting process and timeline. The general steps to be 
followed shall be: 

1. Host an annual strategic planning retreat. Update mission, vision, values as needed and set 
specific goals and objectives. 

2. Review actual income and expense for the previous 3-5 years before projecting 
expectations for the coming year. 

3. Compare proposed budget to actual amounts for the last twelve months. 
4. Ministry/Programme teams will propose budget needs – in August-September of each 

year. 
5. The Executive Pastor and Accountant will prepare a first draft of the budget for 

presentation to the Elders. The Elders will revise if necessary. 
6. The Elders approve the budget for presentation to the congregation. 
7. The Elders present the budget to the congregation at least three weeks prior to the vote.  
8. The congregation will make a final vote of approval – in November or December of each 

year. 
9. The Elders will review budget versus actual performance at least quarterly, if not monthly. 

Budget variances will be explained by the Accountant or Executive Pastor, who will 
present, as needed, any recommendations for corrective action. 

10. The Elders may make changes and/or revisions to the budget during the year. Any such 
changes will be posted in the Elders minutes. Should expenses exceed income by more 
than 10% over a three-month period, the Elders will host a Special Congregational Meeting 
for the purpose of informing the congregation and receiving their input. 

 
Offering & Collection 
The majority of gifts and tithes come to the church via electronic means (i.e. bank transfers, pay-
by-text, and other software applications). In addition, an offering/collection will be received at 
each worship service including special worship services. The offering is for support of the ongoing 
ministry/programme of the church.  
 
The Senior Pastor may designate an offering at a special worship service (a service different from 
the church’s regularly scheduled weekly services) for a specific purpose. 
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The Senior Pastor may allocate or designate a second collection at any service for alternative uses, 
such as repayment of an outstanding debt, love offerings for special guests, replacement or repair 
of stolen or damaged property, etc. In all cases, the congregation must be given prior notice of the 
purpose for each collection/offering. 
 
Offerings Collection Procedures 
Following the end of the offering collection in the auditorium, the House Manager and a member 
of the Host Team will walk the offering collection bags to the safe. All collections will be placed 
into a single bag. Individual donation envelopes are not opened at this time, and are placed in the 
single bag with cash and coin. This bag is then locked in the safe. 
 
Collections from Youth, Phase, Primary and other ministries will be placed uncounted in the safe 
as soon as possible. It will be counted at a later time by the Finance Team. 
 
Offerings Counting Procedures 
The number of persons who count the church offerings, (Counters), will always be at least two. 
The two Counters shall never include spouses or family members together. 
 
The totalling of all the offerings shall be performed on an office calculator so as to ensure the 
accuracy of the count. The total of the offerings for each service time shall be entered into the 
Offerings Log Book. The date, service time, total cash, number of checks, number of envelopes and 
signature of the two Counters shall be entered in the Offerings Log Book. 
 
All entries in the Offerings Log Book are to be made in ink, not pencil. Errors are to be corrected 
with a single line to cross out the error, correct entry put in immediately to the right of the error, 
and initialled.  
 
The bills will be separated and stacked by denomination and the checks and envelopes are stacked 
separately. Each denomination of bills will be totalled by one Counter and passed to a second 
Counter where the second Counter will also total each denomination of bills. When the total of 
each denomination of bills is verified (double-checked) by the second Counter, the total of each 
denomination is entered in the Offerings Log Book.  
 
All coins are totalled and entered in the Offerings Log Book. Using an office calculator, the total of 
all denominations and coin is then summed, for a total collection, for that service time. The checks 
are counted by one Counter and passed to the second Counter so as to double-check the total of 
checks for that service. This total is also entered in the Offerings Log Book.  
 
A grand total is also entered into the Offerings Log Book. This grand total should match the total 
for cash and checks from the step above. 
 
The date and service time are entered in the Offerings Log Book and each of the two Counters 
shall sign the Offerings Log Book as witness to the count. 
 
The contributors and amount of donations are then entered into the church’s electronic 
accounting system (with correct General and Designated amounts for each transaction). Total 
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deposit entered electronically in the accounting system should match entries in the Offerings Log 
Book. 
 
A deposit bag for the bank is created by putting in all cash and checks. Once the deposit bag is 
completed it is taken to the bank on the same day. 
 
Cash Handling 
For events with money, a ‘float’ will be ordered at least a week prior. Money collected will be 
written up on a cash and cheques board with the name of the giver and the amount collected. All 
money will be placed in an envelope with the same details recorded. Money collected is then 
locked away in the safe and later counted by the Finance Team. 
 
Money handled at reception is put into an envelope with details of the giver and what the money 
is for. These details are also written up on a cash and cheques board. Money is then locked in the 
safe and later counted by the Finance Team. 
 
The one petty cash box is locked in the safe cupboard and can only be accessed by Office 
Managers, Finance Team or Executive Pastor. Petty cash is to be used for ancillary items. Cash 
receipts must be presented to the Office Manager or Finance Team to justify money used from the 
petty cash box. 
 
All monies from the safe and envelopes will be counted by at least two people on the Finance 
Team. 
 
Gift Acceptance Policy 
Cash or Checks 
Checks should always be made payable to “Bethlehem Baptist Church” rather than to an individual 
who represents the church. 
 
Publicly Traded Securities                                              
Readily marketable securities, such as those traded on a stock exchange, can be accepted by the 
church. Gift securities are to be sold immediately. For gift crediting and accounting purposes, the 
value of the securities will be taken to be the average of the high and low on the date of the gift. 
 
Real Estate 
Gifts of real estate will be reviewed by the Elders to accept such. The donor should be responsible 
for obtaining and paying for an appraisal of the fair market value and an environmental audit of 
the property. The Elders will conduct a visual inspection of the property; however, if the property 
is located in an area geographically remote from BBC, a real estate broker local to the property 
may substitute for the Eldership in conducting the visual inspection. Property that is encumbered 
by a mortgage or lien may not be accepted. Property may be sold immediately or maintained as an 
asset of the church per Elders decision. 
 
Life Insurance 
The church will accept a life insurance policy as a gift only when it is named as the owner and 
beneficiary of the policy. 
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Tangible Personal Property 
Gifts to the church of tangible personal property should have a use related to the church’s tax- 
exempt purpose(s). Gifts of jewellery, artwork, collections, equipment, and software may be 
accepted if approved by the Senior or Executive Pastor. Such gifts of tangible personal property 
described above shall, if accepted, be used by or sold for the benefit of the church. The church will 
follow all government requirements, reporting and otherwise, pertaining to the liquidation or 
disposal of gifts of tangible personal property. 
 
Endowment and Memorials 
BBC will accept gifts of any size made in honour or in memory of a named individual for an 
already-established Designated or Restricted Fund. Memorial gifts of $10,000 or more may be 
used to establish a new Fund to be commemoratively named and designated for either specific or 
general use as the donor may request. 
 
Bequests 
The church will refuse to accept (disclaim) any bequest that might prove to be more of a cost than 
a benefit. 
 
Cash Disbursements 
All requests for spending must be approved in advance by the Elders. Budgeted spending, 
including regular monthly or quarterly billing items, qualifies as being requested in advance by 
virtue of its inclusion in the approved budget. The Executive Pastor will normally approve such 
spending in order to pay the bills and to keep the church current on financial obligations. 
 
Ministry/programme team spending must be approved by the Ministry Team Leaders or the 
Executive Pastor prior to submission to the Accountant. 
 
Expense Reports and Reimbursement 
Staff and volunteer expenses shall be submitted and reimbursed in a timely manner. As a general 
guideline, anticipated expenses should be approved in advance, and documentation of actual 
expenses should be submitted within 14 days of the date incurred. Failure to submit expense 
reports, along with all supporting receipts, within a 60-day limit may result in delay or denial of 
reimbursement.  
 
An Expense Reimbursement Form will be completed by the requestor, signed off by the Ministry 
Team Leader or Executive Pastor, and submitted to the Accountant for reimbursement. Expense 
reports with receipts should not contain a mix of personal and church-related expenses. 
 
Credit Cards 
Employees may be issued company credit cards for use to purchase church/ministry items and 
services only. Issued credit cards will not be used for personal expenses. The employee is 
responsible for turning in receipts for all expenses to the Accountant on a regular basis. If the 
employee is not able to provide at least 95% of their receipts in a month over 3 consecutive 
months, their credit card will be suspended and taken from them. 
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Fixed Assets 
Fixed assets are physical or tangible assets used in the normal operations of the church, that are 
not held for resale, and that have a useful life of more than one year. These assets are accounted 
for at a historical cost and all such assets excepting land, are subject to depreciation. It is our 
policy to capitalize all physical assets with a cost in excess of $500 and/or a useful life of more than 
one year. Items with acquisition cost of less than $500 and/or a useful life of less than one year 
will be expensed in the year they are purchased. 
 
Fundraising 
The Senior or Executive Pastor must approve all fundraising projects in advance. If a fundraising 
“campaign” is launched to raise more than $10,000, the Elders must also give approval in advance. 
The Senior and Executive Pastor are tasked with considering all aspects of timing and impact on 
other church events and projects.  
 
Fundraising events that benefit other charitable organizations may be supported and publicized by 
the church with approval of the Senior or Executive Pastor. Fundraising events that benefit an 
individual event holder will generally not be supported or publicized by BBC. 
 
Merchandise Sales 
BBC will allow the sale of merchandise on church property to benefit the church or a particular 
ministry under certain conditions. 
 
When sales take place on church premises, a signed report of total sales made and the actual 
proceeds due to the church shall be provided to the Accountant at the close of the day’s sales. 
When sales take place away from church premises, a report of total sales made and the actual 
proceeds due to the church shall be provided to the Accountant within seven (7) days of the date 
of the sale. When sales benefit an individual or another organization, the Accountant shall ensure 
that the proceeds are reported to and given to the recipient within fourteen (14) days from the 
date of the sale.  
 
The Elders, Senior Pastor, and Executive Pastor have the authority to deny the selling of any 
merchandise on property or off-property that is on behalf of the church. 
 
Mission & Missionary Support 
BBC supports missionaries around the world with regular cash distributions, and in addition, 
supports local individuals who go out for short-term mission trips. Several of the overseas or out 
of country missionaries are given an approved monthly, quarterly or yearly amount. These monies 
are part of the budget process in August through November each year and are indicated as line 
items in the Global or Local Initiatives. 
 
There are times that new opportunities for support come up. These opportunities are first 
presented to the Senior or Executive Pastor for review and approval. Support may be taken from 
the pre-approved annual budget under Global or Local Initiatives, or may be taken from 
designated Missions funds. 
 
Short-term mission team members typically try and raise their own support via family, friends, and 
acquaintances. They may also do fundraising through various events and merchandise sales. BBC 
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may provide additional support for these trips when there is a shortcoming in fundraising; this 
must be approved by the Senior or Executive Pastor prior to making further purchases or 
arrangements for the trip(s). 
 
Long Term Debt 
We may borrow to fund the purchase of certain equipment as would a prudent business person. 
We may also borrow to acquire certain land/buildings and/or improvements. Before entering into 
any such obligations, BBC will ensure it has the General Fund and Building Fund resources 
necessary to make any Debt Service Payments that will be required. 
 
Buying or selling real estate property or incurring debt more than 3% of the annual budget shall be 
affirmed by a seventy-five (75) percent majority vote of the members of the church. 
 
Annual Audit 
An annual audit of the church’s financial accounts will be conducted by an external vendor at the 
close of each fiscal year. Costs of the audit shall be considered an administrative expense and will 
be paid out of the General Fund. This expense should be reflected in the proposed budget for each 
fiscal year. The results of the audit shall be presented to the Elders and made available to the 
congregation upon request. 
 
Availability of Financial Records 
Individual contribution records are to be kept confidential; access is limited to the Executive 
Pastor, Accountant, and any other individuals authorized by the Elders. 
 
The church’s financial records, other than individual contributions records, will be made available 
to church members by appointment. 
 
All church financial records, including but not limited to check books, invoice records, savings 
account passbooks, tithing records, and deposit slips are to remain in the church office at all times, 
except as such records may be required elsewhere for audit and/or accounting purposes. 
 
Records needed for the preparation of monthly or quarterly financial statements may be removed 
for a period of no more than 48 hours. Staff on the finance team may sign on to the church’s 
password protected accounting system from any remote, secure location after given permission to 
do so. 
 
All church financial records will be available to the Elders, Senior Pastor, and Executive Pastor at all 
times. 
 
Fraud Prevention 
Fraud covers a number of illegal acts including intentional deception, theft, embezzlement, false 
representation, concealment, misappropriation of resources, manipulation of data, identity theft, 
and other inappropriate conduct. 
 
Any employee who has or receives information or evidence of attempted deception, theft, 
embezzlement, false representation, or otherwise must report this information or evidence as 



 
 

 76 

soon as possible to the Senior or Executive Pastor. If the Senior or Executive Pastor are involved, 
or there is a potential conflict of interest, the report will go directly to the Elders. 
 
The reporting employee will complete an Incident Report Form. The Incident Report Form will 
include details on financial irregularities, misappropriation of funds, or embezzlement as well as 
individuals or entities involved in the irregularities. 
 
If warranted, the Senior Pastor, Executive Pastor or Elders will submit the report to police within 
five days of receiving the report. 
 
In order to maintain confidentiality and prevent compromising any related investigations, 
employees should not attempt to conduct investigations or discuss the facts, suspicions, or 
allegations with anyone, unless specifically directed to do so by the Senior Pastor, Executive 
Pastor, or Elders. 
 
Reports of known or potential fraud will be treated in the strictest confidence to the extent 
possible. Employees will not be subject to retaliation or retribution as a consequence of reporting 
known or suspected fraud. 
 
Employees must direct all inquiries from the media or external parties to the Senior or Executive 
Pastor. Cases involving monetary losses will be pursued for recovery of losses.  
  
Tallulah Release of Funds 
Tallulah, the churches recycled clothing store, supports BBC’s Global and Local Initiatives through 
all profit raised. Funds from the Tallulah account are released to Global and Local Initiatives on a 
basis decided on at the beginning of each budget year (i.e. certain percentage to each). The 
individual Global and Local Initiative teams then decide how to utilise that money in their 
ministries. 
 
Barnabas Fund 
BBC seeks to minister to both the spiritual and physical needs of those in need. The Barnabas Fund 
contains a limited budget to provide financial aid to individuals or families who have an urgent 
need and where there are no other viable financial options. Assistance may include but is not 
limited to the necessities of life such as rent, mortgage, utilities, food, and medical bills. BBC may 
offer assistance other than the use of the Barnabas Fund such as counselling or advising. 
 
Barnabas Fund Committee 
The Barnabas Fund Committee serves at the appointment of the Executive Pastor for a term of 
one year. There is no restriction on the number of consecutive years a member may serve on the 
Barnabas Fund Committee. The Barnabas Fund Committee consists of three to five members. 
 
Oversight and Accountability 
The Barnabas Fund is accountable to the Executive Pastor. The Barnabas Fund Committee will 
interface with the Elders when necessary through the Executive Pastor. 
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Availability of Benevolence Funds 
The church budgets a fixed amount per year for the Barnabas Fund). In addition, individuals can 
give toward a Restricted Fund, which is spendable money above and beyond the annual fixed 
budget. 
 
Requests are considered on a first-come-first-serve basis and to the extent that the funds are 
available. The church is under no obligation to spend these funds in their totality every year. 
Furthermore, if these funds are exhausted for the year, the church may or may not choose to 
provide additional funds. 
 
General Guidelines 
The Barnabas Fund is intended as a source of last resort, to be used when the family or individual 
requesting assistance has explored all other possibilities of help from family, friends, savings, or 
investments. It is intended to be a temporary help during a time of crisis. 
 
Assistance from the Barnabas Fund is intended to be a one-time gift. In unusual circumstances, the 
Barnabas Fund Committee may decide to help more than one time.  
 
Those requesting assistance must also be willing to receive financial, family, or emotional 
counselling. The Barnabas Fund Committee will not provide help to anyone who, in its estimation, 
will have negative or irresponsible behaviour reinforced by financial help. 
 
Those requesting help must be willing to give the Barnabas Fund Committee permission to follow 
up on any of the information provided to the Committee. The Committee will be sensitive to 
confidential issues. 
 
Recipients 
In order of priority, recipients of funds disbursed from the Barnabas Fund at the direction of the 
Committee are: 

 Church members 
 Regular attendees 
 Members of the community 
 Ministries and Christian agencies that serve people with the same needs as those which fit 

the criteria for assistance from the Barnabas Fund, but which provide services the church 
does not 

 Employees of the church 
 
Procedure for Disbursement 
A Request for Assistance Application will be filled out by the person requesting help or by 
someone assisting the person in need. The Barnabas Fund Administrator reviews the Application 
and determines whether BBC can meet the need or if the request may be better met by others. 
The Administrator must verify that sufficient funds are available in the Barnabas Budget to meet 
the need. Once determined, the Request for Assistance is forwarded to the Barnabas Committee 
for review.  At least three of the Committee members must agree in order to fill the request. 
Phone or email is an acceptable method for three of the members to come to an agreement. 
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Generally, assistance from the Barnabas Fund will not exceed $1,500 per person or family. In very 
unusual circumstances, for families and individuals who are in need of funds over $1,500, the 
Barnabas Fund Committee will present the request to the Executive Pastor for decision. 
 
As a policy, monies from the Barnabas Fund are distributed directly to vendors, landlords, etc., 
rather than to the individual requesting assistance. 
 
The Barnabas Committee will receive a quarterly financial statement from the church Accountant 
which states the balance remaining in the Barnabas Budget. 
 
Financial Counselling or Coaching 
BBC recognizes the importance of a healthy balanced budget for the recipients of the Barnabas 
Fund. In this manner, the recipient may be asked to participate in financial counselling or coaching 
as a condition to receive funds. Those cases which exceed $1,500 in funds or have received 
multiple gifts will most likely be directed to a financial counsellor or coach. 
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SERVICE & OFFICE HOURS 
 
Service Hours 
Worship services are held every Sunday at 9:00am, 11:00am, and 6:30pm. Special services may be 
held from time to time at the discretion of the Elders or Pastors. 
 
Office Hours 
The church office hours shall be from 9:00am to 5:00pm Monday through Thursday and 8:30 to 
12:30 on Friday. The office hours are subject to change from time to time as may be determined 
by the Senior or Executive Pastor. 
 
Inclement Weather Policy 
Unless otherwise notified, employees are expected to report to work on time. However, if it is 
impossible or unsafe to arrive on time because of ice, snow, flooding, other inclement weather or 
poor road conditions, employees are expected to arrive at work as soon as safely possible. If 
weather conditions become hazardous during working hours, employees may request permission 
from the Senior Pastor or Executive Pastor to leave early. 
 
During inclement weather, the Senior or Executive Pastor will determine whether or not to close 
the office or cancel a scheduled church activity. This determination should be made at least three 
(3) hours prior to office hours, services, or an event. The church phone voice mail, website, 
Facebook and other points of contact will be updated to reflect closed hours or cancelled events. If 
the office is closed due to inclement weather, employees will be paid for those days. 
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EMPLOYMENT 
 
Policy and Purpose 
To describe expectations of BBC employees, and to outline the policies, programmes, and benefits 
available to eligible employees. 
 
Process 
Employees should read, understand, and comply with all the policies, rules and procedures (our 
policies) that BBC promulgates from time to time.  
 
In order to retain necessary flexibility in the administration of its policies and procedures, BBC 
reserves the right in its sole and absolute discretion to change, revise, or remove any of the 
policies and/or benefits described herein, while also abiding to its legal and consultative 
obligations Employees directly impacted will be notified in writing of such changes to the policies 
or procedures as they occur. 
 
This manual cannot anticipate every situation or answer every question about employment at 
BBC.  Contractual obligations, terms and conditions of employment, are specified in each 
employee’s Individual Employment Agreement (IEA) and, where applicable, the Letter of Offer. In 
the event of a policy/entitlement/procedural conflict, the IEA overrides this document.   
 
Employment policy compliance  is the joint and mutual responsibility of the Senior Pastor and 
Executive Pastor. 
 
Work Schedules  
The Senior or Executive Pastor shall set work schedules for all employees. Employees are classified 
under the following categories: 

 Full-time salaried: 40+ hours per week  
 Full-time hourly: 32-40 hours per week 
 Part-time hourly: up to 32 hours per week  

 
Lunch hours and breaks are recognised and followed according to NZ employment law and 
regulations. Employees will not be required to work more than 5 hours continuously without a 
meal break of half an hour. This meal break is unpaid. Employees will have 15-minute paid breaks 
for refreshment in each of the work periods, at an assigned time, before and after the meal break. 
 
Overtime/Extended Work Hours 
It is the policy of BBC that no employee shall be permitted to work overtime without the prior 
written authorization of the Senior or Executive Pastor. In general, such approval will only be 
granted for those duties that must be performed in order to meet a deadline or other 
extraordinary circumstance. 
 
Overtime or extended work hours may entitle an employee to time off in lieu, if such work has 
received prior approval from the immediate supervisor, Senior or Executive Pastor. This time must 
be taken within 4 weeks of the time worked. 
 



 
 

 81 

On occasion, part-time employees may be asked or permitted to work additional hours, as 
requested by the Senior or Executive Pastor, beyond their regularly scheduled hours. This is 
considered working extended hours up to 40 hours in a given week and is payable at the 
employee’s standard rate.  Full-time salaried employees receive a set salary for all hours worked 
and therefore do not receive additional pay for working extended hours worked. Full-time salaried 
employees can, however, work flexible hours in a month to maintain a typical weekly average (i.e. 
40 hours per week). 
 
This extended hour policy may be applied to events such as Staff Retreats, Mission trips, or other 
activities as determined appropriate by the Senior or Executive Pastor and should be discussed 
and agreed to by the employee prior to their participation in the event. 
 
Where  overtime has been  authorized for part-time employees, the following payment(s) shall 
apply: 

i) any additional hours worked beyond the employee’s standard weekly part time hours to a 
maximum of 40 hours/week shall be paid at the employee’s T1 rate. 

ii) any additional hours worked greater than 40 hours/week shall be paid at the employee’s 
T1.5 rate.  

 
The following hours will not be credited as hours worked when determining the eligibility for 
overtime payments: paid time off, personal time off, holidays, jury duty, bereavement leave, sick 
days, and the like. 
 
Hiring/Screening 
To ensure that all individuals are well-qualified, it is the policy of BBC to check the employment 
references of all applicants. All potential employees are screened with a criminal background 
check prior to his/her start date; during the final selection of the hiring process. 
 
BBC relies upon the accuracy of information contained in the employment application, as well as 
the accuracy of other data presented throughout the hiring process and employment. Any 
misrepresentations, falsifications, or material omissions in any of this information or data may 
result in BBC excluding the individual from further consideration for employment or, if the person 
has been hired, termination of employment. 
 
BBC is committed to employment opportunities for qualified employees and fair treatment of all 
employees and prospective employees without regard to race, colour, age, national origin, sex, 
citizenship, veteran status, or physical handicap. The church does reserve its rights to make 
employment decisions based on religion as this pertains directly to each role at BBC. 
 
Quality of Work, Attitude and Job Performance 
Employees of BBC are expected to exhibit Christ-likeness in their daily work. They should 
demonstrate a positive attitude, maturity and self-confidence. They should project and 
demonstrate respect and consideration for all people. 
 
Employees should take initiative and be proactive in their roles with the team at BBC. They should 
prioritize work assignments in order to meet required deadlines. They should communicate and 
respond to instructions appropriately. They should accept suggestions for improving quality of 
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work. They should work as part of the team and place BBC’s success and accomplishments above 
that of self. 
 
Employee Duties 
Duty of good faith and diligence 
The employee agrees to act in good faith in every respect towards BBC and to perform their work 
diligently and to the best of their abilities. 
 
Duty to comply with directions, policies and legal requirements 
The employee agrees to comply with each of the following: 

 Any reasonable direction given to them by their immediate supervisor in relation to the 
employment; 

 BBC policies, procedures and rules as they affect the employee; 
 All legal requirements related to the position. 

 
Duty in relation to employer’s reputation or business 
The employee must not do anything, whether in respect of their employment or not, that might 
seriously affect BBC’s reputation or the employee’s ability to undertake their tasks properly. 
 
Duty in relation to other employment 
The employee will agree not to accept other employment or operate any business during this 
agreement unless BBC gives their consent in writing. BBC will not unreasonably withhold consent. 
 
Duty in relation to safety and accidents 
The employee must immediately report any hazard in the workplace and must also report as soon 
as practicable any accident or injury, no matter how minor, which occurs during their 
employment. These must be reported using established procedures. 
 
The employee must also be aware of BBC Health & Safety Policies and Procedures and comply 
with these and also ensure that the employee meets their personal responsibilities for Health & 
Safety as an employee. 
 
Duty to preserve confidentiality 
The employee must not disclose any of BBC’s confidential information or confidential information 
about BBC’s congregation except if: 

 The disclosure is required by law; 
 The disclosure is necessary for the employee to perform their obligations under their 

signed employment agreement; 
 The disclosure is reasonably made to a professional legal adviser; 
 BBC consents in writing to the disclosure; or 
 The information is already in the public domain. 

 
For the purposes of this clause, confidential information means any information relating to the 
church, other than information which is in the public domain and shall include but not be limited 
to: any employment information, congregation information, financial information, and records of 
any kind. 
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Duty to uphold BBC’s culture 
The employee must demonstrate a commitment to BBC’s culture as outlined in the “Our Values” 
section of this manual. 
 
BBC hires, evaluates, and rewards its employees based on its staff culture expectations. In addition 
to a character and life style consistent with biblical teaching, the Staff at BBC strives to live out 
these shared cultural values. 
 
Dress and Appearance 
Purpose 
To guide employees (during normal office hours, when on church property, or when attending 
church sponsored events) on dress attire that is sensitive and appropriate to a witness of Christ. 
This is to maintain a positive appearance so as not to cause offense. Clothing may be casual in 
nature but must be modest, clean, and professional. 
 
Dress Code: 

 Employees are expected to dress in smart, casual attire unless the day’s task requires 
otherwise. E.g. When requiring manhandling of equipment and props out of containers, 
painting, creating props, etc. 

 Employees must always present a clean, professional appearance. Everyone is expected to 
be well groomed and wear clean clothing, free of holes, tears or other signs of wear, that is 
not part of the ‘designer’ part of clothing. 

 Clothing with offensive or inappropriate designs or stamps are not allowed. 
 Clothing should be modest and not be too revealing.  
 

Dress Code Violations: 
 Team Leaders are expected to inform their staff when they are violating the dress code. 
 Employees in violation are expected to immediately correct the issue. This may include the 

employee having to leave work to change clothes. 
 Repeated violations, or violations that have major repercussions may result in disciplinary 

action being taken up to and including termination. 
 
Absenteeism and Tardiness 
It is important that employees work their assigned schedules as consistently as possible. However, 
our church understands that because of illness or emergency, employees may be unable to come 
to work. If an employee is unable to report to work for any reason, they must notify their 
supervisor and Office Manager as soon as possible prior to a work shift. It is the employee’s 
responsibility to keep the Senior or Executive Pastor informed on a daily basis during a short-term 
absence and to provide medical verification when asked to do so. 
 
Employees who do not call their supervisor and Office Manager, or do not report to work on time, 
may be subject to loss of compensation and/or disciplinary action, up to and including 
termination. 
 
Employees whose absenteeism levels are approaching or have reached an unacceptable level will 
be asked to attend a meeting with their Head of Department or Executive/Senior Staff leader to 
discuss their absenteeism. 
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At the meeting, the employee will be: 

 Asked questions so BBC might ascertain if there is an underlying reason for the high levels 
of absenteeism. 

 Advised that their absenteeism will be monitored over a review period. 
 Warned that further unacceptable absenteeism may place their role with BBC in jeopardy. 

 
The employee’s absenteeism levels will be monitored. If the employee’s absenteeism levels 
continue at an unacceptable level for an unreasonable period, which seriously compromises the 
employee’s ability to fulfil their obligations under the employment agreement, the employee’s 
employment may be in jeopardy. 
 
Position Results Description & Personal Workplans 
Sample Position Results Descriptions (PRDs) and Personal Workplans for BBC can be found in 
Appendix B. These are subject to change from time to time by the Senior Pastor, Executive Pastor 
or Elders. Additionally, these are samples only and individual employees may be given differing or 
more specific PRDs or Personal Workplans upon hire. Copies of employer-employee initiated PRDs 
and Personal Workplans are maintained in each employee’s personnel file. 
 
Employee Reviews 
Throughout the year, supervisors will provide employees with feedback on their work 
performance, to provide praise, initiate corrective action, and/or to revise expectations as needed. 
 
Staff reviews at BBC are an important aspect of staff development and contribute to positive Staff 
Culture distinctives (Stewardship, Maturity, Innovation and Leadership, Encounter).  Senior and 
Associate Pastors will use the process to know how well staff members are carrying out their role 
and to support staff in their ministry and their ongoing development needs. 
 
Review Team 
The Senior Pastor, in communication with the Elders, will appoint a Review Team Leader and team 
members. The Review Team Leader will: 

 report to the Executive Pastor  
 have oversight for the implementation of the annual review schedule approved by the 

Executive Pastor 
 support review teams to carry out reviews in a professional and efficient manner   
 lead the review of the Senior Staff with the Executive Pastor, and 
 lead the review of the Executive Pastor with another external reviewer. 

 
An annual staff review schedule and timetable will be constructed and approved by the Executive 
Pastor. The Senior Pastor will be reviewed by the Elders. 
Five reviewers (which includes the Review Team Leader) will be selected by the Executive Pastor 
to assist the pastors and team leaders to ensure the realistic and smooth implementation of the 
annual review schedule. The Review Team Leader will provide training and support for the review 
teams as required. 
Review team members will:  

 be respected members of the congregation 
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 preferably have some knowledge and experience in conducting staff reviews in their 
workplace situations, and 

 be expected to sign a confidentiality agreement.  
 

Ideally, the teams will be balanced with people who are gifted with leadership/ management and 
pastoral skills.  
 
An administrator from the BBC administration team will assist, in strict confidence, with the 
smooth administration of the reviews and will liaise in the first instance with the Executive Pastor 
and Review Team Leader. All feedback forms will be sent to the Executive Pastor and Review Team 
Leader. All review information will be stored by the Executive Pastor. The staff member’s 
completed annual review report will be stored in their personal file. 
 
The Review Structure 
All pastors, leaders and staff will have a Personal Work plan which is reviewed and discussed on a 
regular basis throughout the year with whom the staff member reports to. (This forms the basis of 
the regular, ongoing review and is formative and developmental). 
 
Along with this, is an annual review (Summative) which will provide a summary of the staff 
member’s performance.  
 
This review will be take a three-pronged approach drawing on information from: 
 

 the staff members’ and supervisor’s reflection on their Personal Workplan and Position 
Result Description - Tasks and Goals 
 

 a 360° survey involving responses from a peer, a volunteer, ( or two volunteers if no direct 
reports), supervisor and staff member - Character and Teamwork , and  
 

 a Spiritual and Emotional Wellbeing survey completed by each staff member.  
 
Process 
Pre-review planning 

 Annual Review Schedule is determined – review teams/senior staff/ time frame 
established for reviews. Conflicts of interest are discussed both for both parties- Review 
team and those being reviewed. 

 Senior staff review schedule determined. 
 Staff members notified personally and follow up email of their upcoming review. 

 
Review Information/feedback from a variety of sources 
Relevant background material  assembled: 

 Staff member’s Personal Workplan summary prepared by Senior Staff or Team leader 
 the 360° survey involving responses from a peer, a volunteer, supervisor and staff member 
 the Spiritual and Emotional Wellbeing survey.  

 
 The 360° survey will be sent out through the administrator. The Staff member will be asked to 

name a peer and a volunteer so they can be approached to provide feedback. The peer and 
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volunteer will be also given a copy of the staff member’s PRD and Personal Workplan and Staff 
Distinctives. 

 
 The material supplied remains confidential to the review team. 
 

 A meeting of the review team will be arranged where information gathered is assessed and 
used to construct questions for discussion with the staff member.  

 
 A draft one page report (in Word format) which summarises the responses of the 360° 

survey, the Spiritual and Emotional Wellbeing survey and summarised Personal Workplan 
information, from the Leader, will be prepared. 

  
 A meeting will be arranged with the staff member and the external reviewer/ supervisor 

to discuss important aspects of the findings, using the draft report as the basis for 
discussion. The draft report will be given to the staff member for comment before being 
made final and given to the Executive and Senior Pastor. The final report will be stored in 
the Staff member’s HR file. 

Warnings, Suspension and Termination 
Should BBC experience problems with an employee’s conduct or performance requiring formal 
disciplinary action, the following procedures will be used. 
 
Where any warning procedure or dismissal is undertaken, the employee is entitled to have 
another person present. Before any warning is issued, BBC will do the following: 

 Allow the employee to explain their behaviour or actions 
 Consider such explanation; 
 If the employee’s explanation is not satisfactory, BBC will advise the employee of the 

behaviour or performance that is unsatisfactory; 
 Advise the employee what action to take to correct the problem; 
 Provide specific training that will help the employee improve their performance; 
 Advise the employee of the consequences of continuing unsatisfactory performance; and, 
 Confirm the details of any warning by letter to the employee. 

 
If the employee’s performance or behaviour continues to be unsatisfactory, they may receive a 
final warning. This will be issued following the procedure outlines above and will be given in 
writing. The final warning will make it clear that any further unsatisfactory performance or 
misconduct will result in the employee’s dismissal. 
 
BBC reserves the right to implement a more serious disciplinary sanction without exhausting lesser 
sanctions first. Any formal warning will expire after 12 months. 
 
Termination of Employment by the Employee 
The employee can terminate their employment agreement at any time by giving written notice of 
four weeks. 
 
Termination of Employment by BBC 
BBC can terminate an employment agreement for any of the following reasons: 
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 Medical reasons 
 Serious misconduct 
 Breach of an employee’s obligations under their employment agreement 
 Redundancy 
 Poor performance 

 
BBC will give four weeks written notice unless entitled to terminate without notice in 
circumstances of serious misconduct. 
 
Termination for Medical Reasons 
BBC may terminate an employment agreement if the employee is unable, due to medical reasons, 
to perform duties to a satisfactory standard.  
 
BBC will not terminate employment unless they have first asked the employee to have a medical 
examination by a doctor that BBC nominates. The doctor may report directly to BBC. If the doctor 
reports to the employee, they must immediately provide BBC with a copy of the report. BBC must 
take into account that report and any other reports provided by the employee. 
 
Termination for Serious Misconduct or Serious Breach 
BBC may terminate an employment agreement without notice if the employee engages in serious 
misconduct or serious breach of the employment agreement. Examples of serious misconduct or 
serious breach are, but not limited to: 

 Misappropriation of organisation property; 
 Theft; 
 Being under the influence of non-prescription drugs or alcohol while at work; 
 Doing anything likely to diminish BBC’s reputation or standing in the community; 
 Sexual misconduct. 

 
Before BBC makes any decision, they will allow the employee to explain their behaviour or actions 
and will consider such explanation. 
 
If BBC dismisses the employee, BBC will advise the employee of that in the presence of another 
person who is not directly involved. BBC will supply a written statement of the reasons for 
dismissal within 14 days. 
 
Termination for Redundancy 
Redundancy means a situation where an employee’s employment is terminated by BBC, but that 
termination is attributable wholly or mainly to the fact that the position is, or will become, 
superfluous to BBC’s needs. Redundancy may arise from a number of circumstances including, but 
not limited to, restructuring, contracting out, down-sizing, or a change in the way BBC organises 
operations. 
 
In order for BBC to ensure the most effective ongoing operation of the church, BBC will determine 
whether the position is in fact superfluous to BBC’s needs. 
 
In the event that an employee is terminated due to redundancy, they will be provided with four 
weeks’ notice or a payment of the equivalent salary/wages in lieu of notice. 
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Restructuring 
Restructuring includes, but is not limited to, the following situations: 

 Where BBC has contracted or arranged for BBC’s business or part of it to be undertaken by 
another person or business; or 

 BBC is selling or transferring BBC’s business or part of it to another person or company; or 
 That a contract or arrangement for BBC to carry out work has been terminated but the 

work is to be carried out by another person. 
 
In the case of restructuring, an employee is not a “specified category of employee” under Part 6A, 
subpart 1 of the Employment Relations Act 2000, but they are an “affected employee” under Part 
6A, subpart 3 of the Employment Relations Act 2000. 
 
In the event of restructuring, BBC will negotiate with the new employer, including whether the 
affected employees will transfer to the new employer on the same terms and conditions. 
 
Subject to the following clause, if BBC is proposing to make a decision that will, or is likely to, be 
affected by any restructuring proposal, or leads an employee becoming redundant, BBC will 
consult with the employee in a reasonable time in advance of any final decision and, in particular, 
will: 

 Provide the employee with information relevant to the continuation of employment 
 Give the employee a reasonable amount of time to consider the information provided and 

an opportunity to comment on the information 
 Discuss, investigate, and consider any alternatives that employee may suggest, although 

BBC is not required to accept them 
 Discuss possible redeployment, if any possibility of redeployment exists 

 
BBC does not have to provide the employee with information if the information is confidential and 
there is good reason to maintain the confidentiality of the information. Good reason includes: 

 Complying with statutory requirements to maintain confidentiality 
 Protecting the privacy of persons 
 Protecting the commercial position of BBC from being unreasonably prejudiced 

 
If suitable alternative or continuing employment cannot be arranged, the employee shall be given 
written notice not less than 4 weeks prior to the intended date of termination. BBC may, at its 
discretion, give 4 week’s pay in lieu of notice. 
 
In the event of a restructuring, no payment by way of damages or compensation will be payable. 
 
Suspension 
BBC can at any time suspend an employee with pay and not permit the employee onto the church 
premises. BBC must have a good reason for taking this action. 
 
BBC can suspend an employee on pay if there is reason to suspect that the employee has engaged 
in serious misconduct. This is to enable a ‘cooling down’ period or to conduct an investigation. 
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Consent to Deductions 
The employee gives consent to BBC pursuant to section 5 of the Wages Protection Act 1983 to 
deduct from any remuneration or other moneys owing to the employee on termination of 
employment, any sum, including wages paid for leave taken in advance of the entitlement 
accruing, which may be owed to BBC. This includes but is not limited to payment of the value of 
any un-returned or damaged property of BBC or tools or any other debt owed by the employee to 
BBC, whatever it may be. Any withdrawal of this consent shall be communicated in writing to BBC 
at the time of withdrawal. 
 
Abandonment of Employment 
An employee’s employment will cease and their employment agreement will terminate if they fail 
to report to work for 3 consecutive days without BBC’s consent or without notifying BBC. 
 
Payment in Lieu Notice 
 
BBC can pay an employee the equivalent amount of salary/wage in lieu of notice. BBC does not 
have to give an employee work during a period of notice. BBC can direct the employee not to 
attend the work premises during that period. 
 
Duty to Return Property on Termination 
When an employment agreement is terminated, the employee must immediately return all BBC’s 
property and information in their possession or control, including electronic versions. The 
employee must not retain any copies (electronic or hard copies) of any of the information. 
 
Resolution of Differences Principles 
BBC is committed to maintaining good working relationships both between employees and other 
workers, and with BBC. BBC encourages the fair resolution of employment relationship problems 
between the parties and if this fails, through a mutually agreed mediator. 
 
If an employee considers that they have been dealt with unfairly, inappropriately, or unjustifiably 
in any way in their employment or termination thereof with BBC, they can use the services for the 
resolution of employment relationship problems explained below: 
 
Mediation Services 
Resolve, the Christian Service for Dispute Resolution, Inc. The procedure for using Resolve is set 
out in more detail in a separate document.  
 
Employment Mediation Services within the Ministry of Business, Innovation and Employment 
(MBIE) www.employment.govt.nz . The service can provide: 

 Information about employment rights and obligations 
 Information about services 
 Assistance in resolving employment relationship problems. This can include meetings and 

discussions with employees and employers and attending the workplace. 
 
 This is  a confidential service. Anything said or done in connection with the use of the service and 
any documents created or made for the purposes of the mediation must be kept confidential. 
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Employment Relations Authority. If mediation is not successful the employee or BBC can apply to 
the Employment Relations Authority to have the matter resolved. 
 
Labour Inspectors. A Labour Inspector through the Labour Department can be asked for assistance 
to recover any wages, holiday pay or any other money payable by BBC under the Minimum Wage 
Act 1983 or the Holidays Act 2003.  
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REMUNERATION 
 
Remuneration amounts are established and managed by the Senior and Executive Pastor with 
advisement from the Elders and Accountant. The Senior and Executive Pastor have the 
responsibility to establish the salary structure and individual remuneration amounts.  
 
Remuneration levels shall be made (though not exclusively) using the following criteria: 

 Current and forecasted financial position of the church 
 Performance of the employee 
 Relativity - Current pay in other churches for similar work 
 Job responsibilities and accountabilities  
 Training and education 
 Cost of living 

 
BBC will provide remuneration as specified in the employees Employment Agreement. . Payment 
will be fortnightly by direct credit to a nominated bank account in the employee’s name. 
 
BBC will review the employee’s remuneration at BBC’s discretion and shall be under no obligation 
under any circumstances to increase this remuneration. 
 
BBC will provide the employee, on request, with details of their earnings and any deductions. 
 
If an overpayment of remuneration is made, BBC will notify the employee of the overpayment and 
(depending on the circumstances) deduct the amount overpaid from the subsequent pay period.  
 
If any overpayment is not recovered by deduction in the following pay period, the employee shall 
remain liable to repay the overpayment. BBC will not deduct any sums from pay without an 
employee’s consent; however, the employee agrees that in the event of termination of their 
employment, BBC can deduct any debt owed to BBC, including leave taken in advance of 
entitlement, from any final payments. 
 
BBC expects both parties will act in good faith and comply with the provisions of the Wages 
Protection Act. 
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HOLIDAYS & LEAVE TIME 
 
Policy and Purpose 
To provide guidance to employees about BBC’s expectations with respect to an employee’s 
absence from the workplace, their entitlements under the Holidays Act 2003, and the procedures 
BBC expects our employees to follow when requesting Annual Leave, Sick Leave, Bereavement 
Leave, Alternative Holidays, Unpaid Leave, and others. 
 
Process 
BBC will meets its legislative obligations under the Holidays Act 2003, recognising the importance 
and benefits of holidays, and encourage employees to take their available annual leave. 
 
Employees made aware of the procedures they are expected to follow if they are unexpectedly 
absent from work, sick, or when requesting leave or holidays. This includes employees being 
aware of the requirements relating to notifying BBC when they will be absent from work. 
 
Employees are expected to outline their leave in advance of entitlement. Unpaid leave is granted 
at the sole discretion of BBC. 
 
These procedures are for all employees employed by BBC, including fixed term, part-time and full 
time permanent employees, but excludes temporary and casual employees. Unless expressly 
stated otherwise, the entitlements BBC provides are inclusive of, not in addition to, the 
entitlements under the Holidays Act. 
 
Definitions 
Alternative Holiday – means the additional holiday awarded to employees under section 56 of the 
Holidays Act 2003 when an employee works on a public holiday which falls on a day that would 
otherwise be a working day. 
 
Employment Anniversary Day – means the annual anniversary of the day on which the employee 
commenced employment or the company anniversary date when BBC has a closedown. 
 
Annual Leave – mean the legislative holiday awarded under the Holiday Act 2003 which is 
currently four weeks per year. 
 
Bereavement Leave – means the leave that is an entitlement under the Holidays Act 2003, the 
duration of which is dependent on the type of bereavement. 
 
Leave in Advance of Entitlement – means annual leave that an employee requests to take before 
the leave has become an entitlement. 
 
Public Holiday – means one of the eleven public holidays which are detailed under the Holidays 
Act 2003. 
 
Sick Leave – means leave that is an entitlement under the Holidays Act 2003 which is taken when 
the employee, their spouse or partner, or a person that depends on the employee for care is sick 
or injured. 
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Unexpected Absence – means an employee’s absence from work without prior approval which 
includes, but is not limited to, when an employee becomes unwell or suffers a bereavement. 
 
Unpaid Leave – means a leave of absence from work during which the employee is not paid by 
BBC. 
 
Public Holidays 
The following holidays will be observed by BBC as paid holidays where they fall on a day on which 
is otherwise a working day for an employee: 

 Christmas Day 
 Boxing Day 
 New Year’s Day 
 2 January 
 Waitangi Day 
 Good Friday 
 Easter Monday 
 ANZAC Day 
 Birthday of the Reigning Sovereign (observed on the first Monday in June) 
 Labour Day 
 Anniversary Day (or a day locally observed in place of Anniversary Day) 

 
Employees may be required to work on a Public Holiday or may be directed to not work on a 
Public Holiday at the sole discretion of BBC as per the employee’s employment agreement. 
 
Where an employee is not required by BBC to work on any of the Public Holidays specified above, 
it being a day that would otherwise be a working day for them, the employee shall be paid 
relevant daily pay for the day as defined in the Holidays Act 2003. 
 
Where required by BBC to work on any of the public holidays specified above, which would 
otherwise be an ordinary day of work, the employee will be paid the portion of their relevant daily 
pay that relates to the time actually worked on the day plus half that amount again. The employee 
shall also be allowed a whole day’s alternative holiday. This day will be paid to the employee’s 
relevant daily pay and taken at a time mutually agreed. 
 
Christmas and New Year 
If Christmas Day, Boxing Day, New Year’s Day, or the second day in January falls on a Saturday or 
Sunday, the following applies, if it falls on a: 

 Saturday and the day would otherwise be a working day for the employee, the Public 
Holiday must be treated as falling on that day. 

 Saturday and the day would not otherwise be a working day for the employee, the Public 
Holiday must be treated as falling on the following Monday. 

 Sunday and the day would otherwise be a working day for the employee, the Public 
Holiday must be treated as falling on that day. 

 Sunday and the day would not otherwise be a working day for the employee, the Public 
Holiday must be treated as falling on the following Tuesday. 
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Waitangi Day and ANZAC Day 
If Waitangi Day or ANZAC Day falls on a Saturday or a Sunday, and the day would otherwise be a 
working day for the employee, the Public Holiday is treated as falling on that day. If Waitangi Day 
or ANZAC Day falls on a Saturday or a Sunday, and the day would not otherwise be a working day 
for the employee, the Public Holiday is treated as falling on the following Monday. 
 
Transferring a Public Holiday 
Employees may request that a Public Holiday is transferred and observed on another day that the 
employee would otherwise work. Transferring a whole Public Holiday is granted at the sole 
discretion of BBC.  
 
A Leave form must be completed and submitted to their Head of Department or Executive/Senior 
Staff leader before a request to transfer a whole Public Holiday will be considered. If consent is 
given to the transfer, the original date that the Public Holiday fell on will be treated as a normal 
working day and the employee will be paid as they would for any other normal working day. A 
Public Holiday cannot be transferred to a day the employee would not otherwise work or 
transferred to a day on which another Public Holiday falls. 
 
Alternative Holidays 
Where the employee is required to work on any of the days specified in sub-clause 9.1 of this 
policy and if the day is otherwise a working day for the employee, the employee shall be provided 
with an Alternative Holiday. The employee can take the Alternative Holiday on a day that is 
mutually agreed or as directed by BBC with 14 days’ notice. The payment of an Alternative Holiday 
will be in accordance with the Holidays Act 2003. 
 
Annual Leave 
Employees are entitled to 4 weeks paid annual leave for every completed 12 months of 
employment with BBC in accordance with the Holidays Act 2003. This will be pro-rated for 
employees that are part-time.  
 
Annual Leave is authorised when an employee has submitted a Leave form to the relevant Head of 
Department or an Executive/Senior Staff leader, and it is confirmed that the leave has been 
authorised. The authorisation of Annual Leave will be based upon whether BBC can accommodate 
the absence. The employee must take annual leave at a time agreed to by the Head of Department 
or an Executive/Senior Staff leader. If a time cannot be agreed upon, BBC can, with at least 14 
days’ notice, specify when the employee must take leave. 
 
If not taken, annual leave rolls over to the next year. If BBC desires an employee to take unused 
leave, BBC can give notice to that effect.  
 
Leave in Advance of Entitlement 
BBC may grant annual leave in advance of an employee becoming entitled to it, but this is at BBC’s 
discretion. If BBC does grant annual leave in advance, the amount will be limited to the proportion 
of a full year’s entitlement that the employee qualifies for at the time of the request. 
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Cashing up Annual Leave 
Employees can request that BBC cashes up a maximum of one week of the employee’s Annual 
Leave entitlement for each entitlement year. Cashing up Annual Leave is granted at the sole 
discretion of BBC.  Leave in advance of entitlement cannot be cashed up. 
 
Requests to cash up leave must be made in writing, via a Leave form. This must be completed and 
submitted before a request to cash up Annual Leave will be considered. Where granted, the 
cashed up Annual Leave will be paid in accordance with the Holidays Act 2003. 
 
Sick Leave 
After 6 months continual employment with BBC, the employee shall be entitled to 10 days paid 
sick leave in the current and each subsequent 12 month period of continuous employment, 
carrying over any unused sick leave from one 12 month period to the next until the employee has 
accumulated a maximum of 20 days sick leave entitlement in total (including the current period’s 
entitlement). 
 
This entitlement is inclusive of and not in addition to the sick leave entitlement provided for by the 
Holidays Act 2003. 
 
Sick leave may be taken only when an employee is sick or injured, a spouse is sick or injured, or 
someone who depends on the employee is sick or injured. 
 
Sick leave is only available for days on which the employee would normally work. 
 
An employee will, at BBC’s request, provide a medical certificate from a registered medical 
practitioner when an employee claims sick leave over and above three consecutive calendar days. 
The employee will advise their immediate supervisor as soon as possible during their first half day 
of absence due to sickness. 
 
No payment will be made for any unused sick leave on termination of employment. 
 
Sick leave shall be paid at the employee’s relevant daily pay as defined in the Holidays Act 2003. 
 
Time In Lieu 
Employees may, on occasion, be required to work outside what are considered ‘core’ hours of 
work or beyond the contracted hours in order to meet the needs of the church. Time in Lieu also 
allows employees to respond flexibly to unexpected service or personal needs. 
 
Time in Lieu is an exception rather than a routine occurrence. It is to ensure that when employees 
attend meetings, conferences or visits that extend beyond normal working hours, this time can be 
taken back. It also allows for employees to respond to crises in their personal lives. 
 
Employees must agree with their supervisors any time to be worked outside normal working hours 
in advance. Employees must obtain their supervisor’s approval before taking any Time In Lieu, in 
the same way that Annual Leave is approved. Following approval from a supervisor, the employee 
must notify the Accountant through the appropriate form that Time In Lieu will be taken. 
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Time In Lieu must be equal to time actually worked and must be at least one hour in duration for 
any given day. Employees will not accrue more than four days of Time In Lieu in each month, 
except in exceptional circumstances and only with prior consent of their supervisor. Time In Lieu 
must be taken within the same month as accrued unless agreed in advance with the supervisor. 
Employees cannot take more than 2 consecutive Time In Lieu days. Lieu time accrued and not 
redeemed as outlined will be considered lost. Lieu time is not payable on termination of 
employment. 
 
Time in Lieu is not a tool to be used to accrue time to enable extra days leave to be taken. Most 
duties should be carried out as part of normal contractual working hours. Time in Lieu should not 
result in changes to normal working arrangements, for example, every Friday afternoon becoming 
a “Time In Lieu” afternoon, or working through lunch times and leaving work early every day. Any 
employee who is found to have abused Time In Lieu may have it withdrawn and be subject to 
disciplinary action up to and including dismissal. 
 
Bereavement/Tangihanga Leave 
Employees are entitled to 3 days bereavement leave after 6 months of current continuous 
employment where they have suffered a bereavement on the death of a spouse, parent, child, 
brother, sister, grandparent, grandchild or spouse’s parents. 
 
Where on any occasion by reason of the death of any other person, BBC accepts that the 
employee has suffered a bereavement, they shall be entitled to 1 days bereavement leave. 
 
Bereavement leave shall be paid at the employee’s relevant daily pay as defined in the Holidays 
Act 2003. 
 
The employee must advise their immediate supervisor as soon as possible that they will be 
requiring bereavement leave. The employee shall complete all documentation as required by BBC 
in relation to the taking of bereavement leave. 
 
Bereavement leave entitlement provided for is inclusive of and not in addition to bereavement 
leave provided under the Holidays Act 2003. 
 
If an employee suffers a bereavement but has no entitlement to Bereavement Leave, or the 
employee requires more leave than they are entitled to under the Holidays Act 2003, the 
employee may request that the leave is taken as Annual Leave instead of unpaid Bereavement 
Leave. Authorising Annual Leave when an employee’s Bereavement Leave is exhausted is granted 
at the sole discretion of BBC. An employee’s request to take Annual Leave when their 
Bereavement Leave is exhausted is authorised when an employee has submitted a Leave form to 
their Head of Department or Executive/Senior Staff leader and has had the leave confirmed. If the 
employee’s request is granted, the leave taken will be treated as Annual Leave, not Bereavement 
Leave. BBC will also consider granting Unpaid Leave to accommodate other special bereavement 
needs. 
 
Long Service Leave 
After completing 7 years continuous service the employee is entitled to one special 4 week holiday 
in addition to standard annual leave. This leave must be taken within 15 months of it falling due. 
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The leave will be paid at the rate of the employee’s relevant daily pay as defined in the Holiday Act 
2003. It can be taken in one or more periods. It must be taken at times that the employee agrees 
in consultation with BBC. 
 
If the employee leaves employment after becoming entitled to a special holiday, they will be paid 
in lieu if they have not taken the holiday. 
 
If pay is chosen in lieu of a special holiday, the amount will be calculated at the rate of pay which 
was current at the time of the special leave becoming entitled. 
 
If the employee resigns, or their employment is terminated prior to 7 years continuous 
employment, there will be no pro rata leave granted or paid. 
 
Parental Leave 
The employee is entitled to parental leave as provided in the Parental Leave and Employment 
Protection Act 1987 and its amendments. 
 
Jury Service Leave 
If an employee is called for jury service, BBC will pay the difference between the fees paid to the 
employee by the Court and their relevant daily pay. The employee must return to work on any day 
that they are not required in Court. Payment is up to a maximum of 5 days for each period for jury 
service. If the employee needs more than 5 days leave for jury service, they may take annual leave 
(if any is owing) or unpaid leave, at their discretion. 
 
Unpaid Leave 
Unpaid Leave may be granted to an employee at the discretion of the Senior or Executive Pastor 
after review of a written request by the employee. Unpaid Leave is intended to allow an employee 
an extended absence from work due to unusual and extenuating circumstances. 
 
Prior written permission is required which states the reason and terms of the leave including an 
estimated return date.  The return date is subject to review and depending on circumstances may  
be extended by the Senior or Executive Pastor. It is BBC’s preference that employees use up their 
paid leave balances before requesting unpaid leave. Consequently, unpaid leave will not be 
authorised if the employee has a leave balance owing to them. 
 
Unpaid Leave for more than a week that is for a reason other than the following will not be 
counted as a part of the employee’s twelve months continuous employment: 

 Parental leave under the Parental Leave and Employment Protection Act 1987 
 Volunteers leave within the meaning of the Volunteers Employment Protection Act 1973 
 ACC 
 Unpaid Sick Leave 
 Unpaid Bereavement Leave 

 
Any approved Unpaid Leave for more than a week, and for a reason other than those listed above, 
will be conditional on the employee agreeing to move their anniversary date by the number of 
weeks that the employee is on Unpaid Leave (excluding the first week). 
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Medical Incapacity 
When an employee is sick or injured, the employee is expected to remain in contact with BBC to 
update their condition and advise when they might be expected to return to work. An employee 
who is sick or injured may be asked to attend meetings with BBC to discuss the employee’s 
medical condition and their absence. If the employee is deemed medically unfit to attend 
meetings, the employee may be asked to provide information to BBC in writing or by phone. 
 
Leave due to Medical Incapacity will first utilise owed balances of Sick Leave and Annual Leave, 
and then may be considered Unpaid Leave at BBC’s discretion. 
 
Bearing in mind its business demands, BBC will make reasonable attempts to accommodate an 
employee’s long term absence, or likely long term absence, allowing the employee a reasonable 
opportunity to recover. BBC reserves the right to review the employee’s ongoing employment and 
determine whether BBC can continue to accommodate the employee’s absence. An employee 
may be asked to provide information about their medical condition which would assist BBC to 
determine whether the employee’s absence can be accommodated, including a prognosis of when 
they will be able to return to their normal duties. The employee will be notified if BBC considers 
that it may be unable to accommodate the employee’s absence and that the employee’s ongoing 
employment may be in jeopardy. 
 
BBC may ask an employee to produce information from their medical professional which outlines: 

 The employee’s current medical condition 
 The employee’s future prognosis 
 Whether the employee is fit and able to do light duties or reduced hours 
 When the employee might be fit and able to return to full duties 
 Whether the employee is on any medication which may affect the employee’s ability to do 

their role 
 
It is important that BBC receives this information outlined so it can fairly assess the situation. If the 
employee fails (after reasonable opportunities have been given) to provide medical information, 
BBC will advise the employee that they may have no choice but to make a decision based only on 
the information available to them. 
 
After BBC has obtained the available information about the employee’s medical condition, BBC 
will determine whether it can continue to accommodate the employee’s absence or that it is no 
longer able to accommodate the employee’s absence and will have to terminate the employee’s 
employment, bearing in mind all of the relevant information (including but not limited to the 
employee’s prognosis and the business demands). 
 
Other Time Away From Office 
In-Service Training 
BBC acknowledges the value of training and the need for regular up-skilling. External training 
including attending conferences, courses, and workshops may be available at BBC’s discretion. BBC 
will advise employees whether attendance is approved with or without payment of fees and/or 
expenses. 
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Camps 
Full-time employees may attend camps (i.e. Kid’s or Youth, for example) per their work 
responsibilities and approval of their supervisor. Pay for this time is included in the employee’s 
regular salary. 
 
Most part-time employees do not have camps within their work responsibilities but may attend as 
volunteers. If the camp is required within their work responsibilities, the part-time employee will 
agree with their supervisor, ahead of time in writing, the amount of hours they will be paid at 
camp up to a maximum of 8 hours a day.    
 
Exact hours to be worked at camp will be approved and recorded by the supervisor ahead of time. 
Factors in this will include: overall annual budgeted hours for the employee, ability to compensate 
for these additional hours by working less leading up to and after the camp, and the needs of the 
ministry both at BBC and at camp. 
 
Mission Trips 
Full-time employees leading or assisting the leader on a mission trip (i.e. Adult or Youth Mission 
Trips, for example) are eligible to be paid their regular salary.  
 
Employees not in a direct leadership role are required to take annual leave for the duration of the 
mission trip unless prior arrangements are made with written approval from the Senior or 
Executive Pastor. 
 
Personal or volunteer mission trips are not covered under payroll, other than under allowed 
annual leave pay. 
 
Staff Retreats 
All Staff are required to attend annual Staff Retreats, and pay will be given under the following 
guidelines: 1) Full-time employees will be paid per their regular salary, 2) Part-time employees will 
agree with their supervisor, ahead of time in writing, the amount of hours they will be paid at 
retreat up to a maximum of 8 hours a day. These hours will include actual time in meetings with 
other Staff members. Pay will not include time for meals (unless in meeting), sleep time, or free 
time.  
 
Speaking Engagements 
The church recognizes that full-time employees (Pastors, in particular) may be invited to speak to 
ministries or groups outside of BBC. We encourage Staff to use their own discretion whether they 
should accept any such invitations as these opportunities must not hinder the ministry at BBC. 
 
We will allow any full-time employee three (3) Sundays annually after the first year of employment 
to minister away from the church as part of their regular salary. This absence must be approved by 
the Senior or Executive Pastor thirty (30) days prior to the engagement. 
 
Any outside compensation received for such speaking engagements is not considered to be part of 
the employee’s salary from BBC. Each employee is responsible for the reporting of and the tax 
liability of such compensation in accordance with current laws. 
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Reporting Leave Taken 
Employees are required to maintain accurate records of any leave requested and taken. Leave 
forms must be completed and authorised by the relevant Head of Department or a member of the 
Executive/Senior Staff. This must be done in advance of the leave being taken, at least two weeks 
before the leave.  
 
For unexpected absence (Sick Leave or Bereavement Leave), employees shall notify their Head of 
Department or Executive/Senior Staff leader as soon as possible before the expected start time on 
the first day of absence or, where this is not practicable, as soon as possible after the expected 
start time on the first day of absence. Unexpected absences must be documented on a Leave form 
within 1 day of return to work.  
 
The Accountant will review and record all leave. Leave taken by any employee will be available for 
review by the Senior Pastor and Executive Pastor at any time. 
 
Code of Conduct in regard to Leave 
The following actions are considered to be a breach of this policy and are strictly prohibited. These 
actions will be viewed by BBC as serious misconduct which, following a disciplinary process, could 
lead to an outcome up to and including summary dismissal: 

 Taking or attempting to take Sick Leave or Bereavement Leave for a non-genuine reason. 
 Failing to provide a medical certificate when asked by BBC. 
 Failing to provide proof of an entitlement to take Bereavement Leave when asked by BBC. 
 Producing or attempting to produce a falsified medical certificate. 
 Producing or attempting to produce false information as proof of an entitlement to take 

Bereavement Leave. 
 Taking any leave when a request for leave has been declined by BBC. 
 Absenteeism exceeding an acceptable level. 
 Failing to obtain approval before taking annual leave. 
 Working on a public holiday when the employee has been told to not work on that day. 
 Failing to complete a leave form when asked by BBC. 
 Failure to notify BBC of an unexpected absence. 
 Claiming any benefit for working on a holiday that the employee is not entitled to. 
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BENEFITS 
 
Policy and Purpose 
The Elders shall recommend and approve a programme of employee benefits to be administrated 
by the Executive Pastor. These benefits may be changed from time-to-time per Elder discretion 
and per applicable laws. 
 
KiwiSaver 
The church recognizes the importance of assisting in providing for the financial security in 
retirement and provides payments toward a plan established by each employee. Employees are 
eligible for a matched dollar-for-dollar contribution up to 3% of their gross pay.  
 
Employees must notify the Executive Pastor and Accountant of their desired contribution 
amounts. This amount will be reduced pre-tax from each payroll check. These amounts will be 
paid to the plan vendor on a fortnightly basis. 
 
Cellular/Mobile Phone Service 
Full-time Pastors will be reimbursed for cellular/mobile phone service for use as needed in their 
employment and for personal use. Other full-time Staff are also eligible for this benefit if deemed 
necessary and approved by the Executive Pastor.  
 
Vehicle Travel Allowance 
Employees may track and be reimbursed for their time when traveling to and from BBC to a 
vendor, store, or any location for a ministry appointment. Traveling to and from home is not 
reimbursable unless work related to one’s ministry is going to occur at home (i.e. leading a 
meeting). 
 
Other Travel Allowance 
It is the policy of BBC to reimburse staff for reasonable and necessary expenses incurred in 
connection with approved travel on behalf of the church. Accepted expenses may include, but not 
limited to, airfare, hotel costs, cab or shuttle costs, parking, telephone calls, fuel, tolls, visa or 
passport fees, and business-related meals or entertainment. 
 
Travel for employees must be approved by the Senior or Executive Pastor. Employees should verify 
that planned travel is eligible for reimbursement before making travel arrangements. Upon 
completion of the trip, and within 30 days, the traveller must submit an Expense Reimbursement 
Form and supporting documentation/receipts to the Senior or Executive Pastor. 
 
The church encourages use of travel discounts when making travel arrangements. Employees 
seeking reimbursement should incur the lowest reasonable travel expenses and exercise care to 
avoid impropriety. Reimbursement is allowed only when reimbursement has not been, and will 
not be, received from other sources. 
 
In the case where vacation time is added to a business trip, any cost variance in airfare, car rental, 
and/or lodging must be clearly identified on the Expense Reimbursement Form. Personal or Paid 
Time Off expenses will not be reimbursed by the church. 
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Moving Expenses 
BBC may decide to defray a new full-time employee’s moving expenses; that is, reimbursement for 
the sum of actual, allowed moving expenditures when accompanied by adequate accounting and 
documentation. Reimbursement is allowed up to the maximum individual reimbursement rates or 
the maximum aggregate moving expense reimbursements limit as prescribed in this policy. The 
maximum aggregate moving expense reimbursement shall not exceed 8% of the employee’s base 
salary or $6,000, whichever is less. 
 
In the event a newly hired employee does not remain employed with BBC for the required period 
of employment whether due to the employee’s resignation, termination or otherwise, the 
employee is liable to repay BBC on a prorated basis the amount of the moving expense 
reimbursement which BBC has paid (to or on behalf of the employee) in this manner: 

 Within one (1) year of the employee’s official beginning date of employment, the 
employee shall be required to pay back all (100%) of the reimbursed moving expenses. 

 More than one (1) year but less than two (2) years from the employee’s official date of 
employment, the employee shall be required to pay back that portion of the reimbursed 
moving expenses that exceeds $3,000 

 More than two (2) years but less than three (3) years from the employee’s official date of 
employment, the employee shall be required to pay back that portion of the reimbursed 
moving expenses that exceeds $5,000. 

 
The following expenses will be covered in moving expense reimbursement: travel during actual 
move, lodging during actual move, packing charges, appliance shut down or start-up expenses, 
extra moving labour, and truck hire.  
 
The following expenses will not be covered: trips during the move that are not related to the 
move, lodging for trips not related to the move, meals, and return travel to former residence for 
business issues. 
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APPENDIX A 
 

BETHLEHEM BAPTIST CHURCH 
CONSTITUTION 

2019 
 

1. THE CHURCH 
1.1  The name of the church is Bethlehem Baptist Church (“the Church”). 
1.2 Bethlehem Baptist Church is a community of those who believe in God the Father, in God the Son 

Jesus Christ and in God the Holy Spirit – one God in three persons; who are repentant of their sin and 
who have been saved by personal faith in Jesus Christ through His atoning death and resurrection; 
who publicly proclaim their faith and are committed to the Church’s vision, aims and functions. 

1.3  The Church believes in: 
1.3.1  The true deity and humanity of the Lord Jesus Christ – Jesus is fully God and fully human. 
1.3.2  The atonement made on the Cross by our Lord for the sin of the world. 
1.3.3  The person of the Holy Spirit as the one who sanctifies and who sets apart, empowers and 

imparts spiritual gifts to the church. 
1.3.4  The Bible is the inspired Word of God and is authoritative in all matters of faith and practice. 
1.3.5  That salvation comes only through repentance towards God and faith in Jesus Christ. 
1.3.6 The immersion of believers as the only scriptural form of baptism. 

 
2. AIMS AND FUNCTIONS 
2.1  The aims and function of the Church are: 

2.1.1 To glorify God and be an expression of His character and Kingdom in the world. 
2.1.2 To meet regularly for worship, prayer, biblical teaching, encouragement and fellowship. 
2.1.3 To encourage congregational partnership in the mutual care of each other’s spiritual and 

physical well-being. 
2.1.4 To engage in the task of missions to the local community, the nation and the world (see 

Matthew 28:19-20). 
2.1.5 In every possible way to seek to make disciples of Jesus Christ and bring them into His church. 

 
3. STRUCTURE 
3.1 The Church is an autonomous body governed through its Members, identifying with the Baptist Union 

of New Zealand, their appointed leaders and the wider body of Christ. 
3.2 The Eldership Team consists of the Senior Pastor and the Elders. 
3.3 Staff and Ministry Leaders are accountable to the Senior Pastor who, in turn, is accountable to the 

Eldership Team. Ministry Leaders are defined as those who lead key ministries whether on Staff or 
not. 

3.4 The Elders are accountable to the Church Members through the Annual General Meeting. 
3.5 The Church may set up a Charitable Trust or Trusts to provide resources which will enable the Church, 

through the Trust, to minister to its local community by seeking to meet the social, emotional, 
physical, spiritual and educational needs of the people of its local community. The Eldership Team 
may elect Trustees when required under the relevant Trust Deed(s). Any Trust so formed shall at all 
times be under jurisdiction and control of the Eldership Team. The Trust so formed shall report to the 
Church annually along with other ministries at the time of the Annual General Meeting. 
 

4. MEMBERSHIP 
4.1 Any person who confesses faith in the Lord Jesus Christ, who has been baptized as a believer, shows 

evidence of following Christ in newness of life and who is willing to uphold the commitments as 
outlined in the Member’s Pledge (refer to Appendix 1) may apply to become a Church Member. 
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4.2 Application for membership shall be made through senior Staff to the Eldership Team who will 
consider the application. 

4.3 The Eldership Team may consider an application for membership from a person who has not been 
baptised as a believer, provided they are satisfied that the person is a genuine disciple of Jesus but 
whose church background has led them to a different understanding of baptism. 

4.4 The Eldership Team will decide whether to accept the application. 
4.5 A membership roll shall be kept. A successful applicant for membership will sign the Member’s Pledge 

and be added to the membership roll. 
4.6 Any Member who has ceased to fulfil the spirit of the Member’s Pledge shall be contacted, where 

possible, and given the opportunity to comment. The Eldership Team will then decide if that Member 
shall be removed from the roll. 

4.7 All leadership, including the Senior Pastor, Elders, and Ministry Leaders must be a Church Member. 
4.8 Ending Membership 

4.8.1 A Member may resign their membership.  
4.8.2 The Elders may revise the membership roll from time to time to remove those who appear to 

have left the Church. 
4.9 Resolution of Difference and Church Discipline 

4.9.1 In cases of difference between Church Members, the biblical process as set out in Matthew 
18:15-17 shall be followed. 

4.9.2 Any complaints submitted to the Elders must be in writing. 
4.9.3 The Eldership Team shall have the authority to admonish, suspend or expel any Member for 

misconduct. If an allegation of conduct inconsistent with the teaching of Scripture or the 
Churches doctrine is received, the Eldership Team shall arrange to have the allegations 
investigated. If the allegation is found to have substance, appropriate action will be taken by 
the Eldership Team to address the issue and to seek repentance and reconciliation. Where 
this does not result, the Eldership Team may take appropriate action. The person or persons 
concerned shall, where possible, be given an opportunity to speak at any meeting called to 
consider their membership. 

4.9.4 In the event of dispute of difference causing serious division in the Church, the name 
(Bethlehem Baptist Church) and property rights, shall be retained by those adhering to this 
Constitution. In the event of a dispute as to which faction is adhering to this Constitution, the 
National Consultant of the Baptist Union of New Zealand shall review the dispute and make a 
decision binding on both factions. The intent of this provision is to ensure that the Church 
remains in possession of the buildings and ministries which were created in its name. 

 
5.  LEADERSHIP 
5.1 Eldership Team/Elders 
 5.1.1 Nominations 

Church Members may bring recommendations for new Elders to the Eldership Team at least 
8 weeks before the election. 
The Eldership Team will bring the nominations for new Elders to a Church meeting. A secret 
ballot vote of not less than 75% of the votes cast is required.  
Elders shall serve for a term of two years and shall be eligible for re-election. 

5.1.2 Eldership Team Makeup 
The Eldership Team shall have a minimum of three Elders plus the Senior Pastor. If the number 
of Elders drops below 3 for any reason then the process for nominations and election must 
begin within at least 4 weeks of this occurring. 

5.1.3 Character 
The process of nomination shall take into account the spiritual and character qualities of an 
elder as found in Scripture (1 Timothy 3:1-7; Titus 1:6-9; 1 Peter 5:1-3). 

5.1.4 Responsibilities 
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 The Eldership Team is responsible for: 
 Along with the Senior Pastor, establishing the vision and mission of the Church. 
 Along with the Senior Pastor, the oversight, direction and governances of the Church, 

seeking to bring into reality the vision and mission of the Church. 
 The well-being of the Senior Pastor and his family. 
 Carrying out the human resource tasks related to the Senior Pastor. 
 Being available for pastoral care with reference to James 5:13-16. 

5.1.5 Meetings 
 The Eldership Team, where possible, shall meet at least monthly. 
5.1.6 Committees 

The Eldership Team has the authority to create any committee deemed necessary for projects, 
information and/or research. Any such created committee reports to the Eldership Team. 

5.1.7 Elder Termination 
5.1.7.1 Elders may resign their position, giving the highest consideration to church health. If 

a resignation occurs, the Eldership Team will present it to the Church Members. 
5.1.7.2 If an Elder is not affirmed by the Church Members at the Annual General Meeting, the 

vote serves as an immediate termination of their office. 
5.1.7.2 If there is a disagreement that cannot be reconciled, the Eldership Team may consult 

the National Consultant of the Baptist Union of New Zealand for advice toward 
harmony. 

5.1.7.3 A majority of the other Elders, the Senior Pastor, or at least 10% of the Membership 
may call a Special Meeting of the Members for a vote to terminate an Elder. This shall 
require a vote of at least 51% of votes cast by secret ballot. 

5.2 Senior Pastor 
 5.2.1 The Senior Pastor shall be entrusted with: 

 In conjunction with the Elders, establishing the vision and mission of the Church. 
 Outworking the vision and mission of the Church. 
 Leadership and management of the Church Staff. 
 Leadership and management of all Ministry Leaders. 
 The responsibility for all Church ministries. 

5.2.2 Accountability 
 The Senior Pastor is accountable to and reports to the Eldership Team. 
5.2.3 Vacancy 

5.2.3.1 When the Senior Pastorate is vacant the Church may, on the recommendation of the 
Eldership Team, appoint an Interim Pastor who shall temporarily take up this function. 

5.2.3.2 A search committee shall be appointed by the Eldership Team. 
5.2.3.3 The committee shall be guided by the Baptist Union pastoral search protocols, where 

considered appropriate. 
5.2.3.4 The Eldership Team shall bring one nomination to a Church meeting called for that 

purpose. At least two weeks’ notice shall be given of the meeting. No call to the 
pastorate shall be made except on the votes of 75% of the votes cast at that meeting. 

5.2.3.5 Voting shall be by secret ballot. 
5.2.4 Termination 
 5.2.4.1 The Senior Pastor shall serve until resignation, by Church vote, or by death. 

5.2.4.2 A Special Meeting of the Members may be called to terminate the pastorate by 
unanimous decision of the Elders or at least 10% of the Membership. 

5.2.4.3 Any resolution to terminate the pastorate shall require a vote of at least 51% of votes 
cast by secret ballot at the Special Meeting of the Members. 

5.2.4.4 The Church or the Senior Pastor shall give at least three months’ notice before the 
pastorate is terminated unless another period is negotiated between the parties. 
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5.2.4.5 While it is acknowledged that the Senior Pastor is not an employee, and no legal 
relationship exists between the Church and the Senior Pastor, the Church 
Membership shall ensure that the Pastor is treated with fairness and dignity upon the 
conclusion of the pastorate. Any dispute or difference arising out of the conclusion of 
the pastorate must be referred to an independent party for resolution by way of 
mediation or such alternative dispute resolution process that is agreed as being 
appropriate. In the event it is not possible to reach agreement as to the identity of 
the independent party, the National Consultant of the Baptist Union shall appoint 
such an independent person. 

5.3 Staff and Ministry Leaders 
5.3.1 Ministry Areas 
 The Senior Pastor, in consultation with the Eldership Team, shall determine Church ministry 

areas. 
5.3.2 Appointment 
 The Senior Pastor, within the budget approved by the Church, shall appoint Staff and Ministry 

Leaders. 
5.3.3 Accountability 
 Staff and Ministry Leaders shall be accountable to the Senior Pastor. 
5.3.4 Pastoral Staff 
 Those considered “Pastors” in the life of the Church in most cases shall receive a “Terms of 

Call” to their ministry position. The Eldership Team will decide to give an endorsement for all 
“Terms of Call”. The Church reserves the right to also appoint “Pastors” under employment 
contracts. 

5.3.5 Nature of the Relationship 
 Unless the parties agree in writing to the contrary, the relationship between the Church and 

those under “Terms of Call” will not be an employment relationship, but a relationship of 
spiritual service, and is not intended to create a legal relationship. 

 
6.  CHURCH MEETINGS 
6.1 Church Meetings 

6.1.1 There shall be at least two Church meetings per year. One being the Annual General Meeting, 
the other being a mid-year reporting meeting. Other Members meetings may be called from 
time to time as required. 

6.1.2 The church financial year shall end on October 31st. 
6.1.3 The Annual General Meeting shall be held within 90 days of year-end and shall include: 

 The consideration of the annual report and of the financial accounts for the preceding 
year. 

 Approval of the budget for the current financial year. 
6.1.4 At least two Sundays notice is required for any Church Members meeting. 

6.2 Purpose 
6.2.1 The purpose of any Church Members meeting shall be to seek to discover and confirm the 

mind of God on matters affecting the life and work of the Church and its mission. 
6.2.2. The following are matters that may not be decided except by a Members Meeting (with 

percentage of vote needed for approval): 
 Altering this Church Constitution (75%) 
 Appointment of Elders (75%, by secret ballot) 
 Calling of a Senior Pastor (75%, by secret ballot) 
 Termination of Elders (51%, by secret ballot) 
 Termination of a Senior Pastor (51%, by secret ballot) 
 Approving the Church budget (51%) 
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 Approval of non-budgeted expenditure, outside the agreed parameters that have been 
delegated to leadership by the Members (51%) 

 Approval of the borrowing of money (51%) 
 Purchase of land and buildings (51%) 

6.3 Quorum 
 At least 15% of the Church membership is a quorum for any Church Members meeting where binding 

decisions are to be made. 
6.4 Special Meetings 
 The Eldership Team may call a Special Meeting of the Church at any time. Additionally, on receipt of a 

request signed by at least 10% of the Church Membership, the Eldership Team shall call a Special 
Meeting of the Church within 21 days of the request being received. Normal notice of the meeting 
shall be given. 

6.5 Chairperson 
 A member of the Eldership Team or nominee shall chair all Members meetings. 
6.6 Attendance 
 Church Members and others of the congregation are able to attend Church meetings, but only 

Members may vote. 
6.7 Secret Ballot 
 A secret ballot shall be held if requested by at least 10% of the Members present at the meeting or if 

requested by the chairperson. 
6.8 General Business 
 Any general business must be submitted to the Eldership Team at least one week prior to the Church 

meeting. 
6.9 Voting Process 

6.9.1 All Members must sign an attendance log at a Members meeting where voting is to take place 
to confirm that a quorum is present. 

6.9.2 When calculating the percentage of votes for a motion this is calculated by the following 
formulae: ((votes for) divided by (votes for + votes against)) multiplied by 100. 

 Note: Abstentions are NOT included in the total. 
6.9.3 All secret ballot voting papers will be destroyed once the result has been confirmed. 
 

7.  DECLARATION OF TRUST 
 Any land or any property including church buildings and manses shall be vested in the Baptist Union 

as Trustee, which shall hold them for and on behalf of the Church; and shall deal with the property by 
consent and direction of the Church in accordance with the Trusts declared in the Sixth Schedule to 
the “Baptist Union Incorporation Act 1923”. 

 
8. ALERATIONS TO THIS CONSTITUTION 
8.1 Any recommended alteration to the Constitution shall be publicised at least two Sundays before a 

Members meeting, either by including the details of the proposed change in a Church newsletter or 
by posting it in the Church foyer. No alterations or additions shall be made to this Constitution unless 
adopted by a majority of at least 75% of the Members present at a Members meeting. 

8.2 Unless the Church agrees to forgo its charitable status and income tax exemption, no alteration shall 
be made to this Constitution, which would in any way detract from the exclusively charitable nature 
of the Church and in particular shall not alter the provisions of clauses 9 and 10 hereof. 

 
9. NO PECUNIARY PROFIT FOR ANY INDIVIDUAL 
9.1 No decision of the Church or its leadership shall be made which would allow a Member or Members 

to receive any private pecuniary profit except that: 
9.1.1 A Member may receive reimbursement for all expenses properly incurred in connection with 

the affairs of the Church; 



 
 

 108

9.1.2 The Church may pay reasonable and proper remuneration to any officer or employee of the 
Church in return for services actually rendered to the Church; 

9.1.3 Any Member of the Church may be paid for all usual professional business or trade changes 
for services rendered, time expanded and all acts done by that Member or by any firm or 
entity of which the Members is a partner, employee or associate, in connection with the 
affairs of the Church. 

9.1.4 Any Member may retain any remuneration properly payable to the Member by any company 
or undertaking with which the Member may in any way be concerned or involved for which 
the Member has acted in any capacity whatever notwithstanding that Member’s connection 
with that company or undertaking is any way attributable to that Member’s connection with 
the Church. 

9.1.5 Nothing shall prevent the Church from making payments to any individual (whether a Member 
or not) in fulfilling any of the purposes expressed in clause 2 hereof. 

9.2 Members or leaders of the Church, in determining all reimbursements, remuneration and charges 
payable in this clause, shall ensure that the restrictions imposed by the following clause are strictly 
observed. 

9.3 Notwithstanding anything contained or implied in this Constitution, no Member of the Church or any 
person associated with a Member shall participate in or materially influence any decision made by the 
Church in respect to the payment to or on behalf of that Member or associated person, of any income 
benefit or advantage other than the ordinary course of operational ministry. 

 
10. WINDING UP PROVISIONS 
 Subject to clauses 17, 18 and 19 of the Sixth Schedule to the Baptist Union Incorporation Act 1923, if 

the Members resolved at a properly constituted meeting of the Church adopted by a majority of at 
least two thirds of the Members present at such a Church meeting that the Church should be wound 
up then the net proceeds arising from such winding up shall be applied, with the prior approval of the 
Baptist Union of New Zealand, to such charitable purposes within New Zealand as the Members may 
determine or in default of such determination as may be determined by a Judge of the High Court of 
New Zealand on application by the Members, and such proceeds shall not be paid or distributed 
amongst the Members of the Church. 

 
APPENDIX 1 

 
Member’s Pledge 
As I partner with the Church for the sake of Jesus and for the call of the Church to save the lost and 
make disciples in His name, I agree to these expectations as a Member: 
  

 That I have confirmed a decision and confession of faith in Jesus Christ as Lord and Saviour 
of my life. 

 That I will endeavor to live with biblical integrity, being a light to the world around me. 
 That I will commit to discipleship so that I will grow in the knowledge of Jesus and mature 

in my Christian faith. 
 That I will attend worship services regularly, worshipping with my heart, mind and will. 
 That I will fellowship with my fellow Christians in the church and will aim to join a 

fellowship group so that I grow through knowledge, encouragement and accountability. 
 That I will seek to Serve in a ministry of the Church so that I am the ‘hands and feet’ of 

Jesus to others in my community. 
 That I will be generous with my money, time and resources for the mission of taking the 

Gospel message locally and to the ends of the earth. 
 That I will commit myself to Pray corporately and privately, praying for the Gospel to 

transform my life and the lives of those around me. 



 
 

 109

 To live in unity with my spiritual family, seeking love first, striving toward reconciliation in 
all disagreements. 

 That I will share in listening to the voice and will of God alongside the Church body so that 
leadership can hear corporately what God is saying to the Church.  

 That I will attend, as able, the Annual General Meeting, Half Year Meeting and other 
Members meetings as announced, so that I can stay apprised of what is happening in the 
Church and so that I can be a part of voting for major Church decisions, such as calling 
Senior pastoral staff, financial budgets and significant projects. 
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APPENDIX B 
 

Position Results Description – Next Steps Coordinator 
 
Date prepared:  
 
Staff Name:    
 
Position:  Next Steps Coordinator 
 
Purpose: To build a culture and system whereby all congregants can grow in their 

faith, grow in their service, and learn how BBC carries out its vision and 
mission. New to their faith are growing towards becoming disciples of 
Christ, and new to the church are growing towards becoming leaders for 
Christ. 

 
Reports to:   
 
Oversight    
Responsibilities: Volunteers on the teams listed below 
 
Hours:   40 hours per week 
 
 
Key Results Areas - Performance Standards (I know I have done a good job when…) 
 
Host Team 

 I have established and clearly communicated the vision for the Host Team ministry, what 
we are seeking to achieve, the planning, and how we are going to get there. 

 I have identified and grown key leaders through good management and spirituality, 
building unity, maturity and passion. 

 I have grown the Host Team in volunteer numbers so that rostering for all weekends and 
special events are covered. 

 Host Team members are clear in their role of being warm in welcoming and able to provide 
useful information to those seeking answers (i.e. understand our Next Steps well). 

 I am working in unity with teams of volunteers, and continue to work on the “team 
building” philosophy of BBC, seeking and training more volunteers. 

 I am not afraid to challenge the status quo, do things differently and have the courage to 
think outside the box. 

 In decision-making I use: commitment, fairness and creativity that demonstrates my ability 
to successfully execute ideas. 
 

Integration and Next Steps 
 I have established a clear Next Steps pathway for both ‘New to Faith’ and ‘New to Church’ and this 

is well promoted and understood by the congregation. 
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 All visitors are given information relatively quickly on how they can learn more about the Christian 
faith, more about BBC, getting plugged into a Life Group and service at BBC, membership, and 
baptism. 

 Volunteers and staff are selected and prepped to lead and teach the various ‘classes’ or ‘events’ of 
Next Steps (i.e. Alpha, Basic Christianity, Baptism, Explore BBC, Membership Class, etc.). 

 An annual calendar is prepared that integrates all the classes above in an efficient and effective 
manner. 

 
Find Your Fit 

 I have established opportunities throughout the year for people to volunteer and serve in our 
church. 

 All visitors are given information relatively quickly on how they can serve at BBC. 
 At least 2 times per year, a “Find Your Fit” promotional season is launched. This is coordinated 

through the church Communication/Production team so that all attendees learn about the service 
opportunities. 

 I have identified specific volunteer needs for the BBC website listings and for the “Find Your Fit” 
seasons. 

 I have followed up with all those that desire to serve and followed up with the corresponding 
leaders to make sure they are assigned to a ministry team. 

 
People Database 

 I have ensured that all new people to the church have been entered into our people database. 
 I have maintained the people database with updates to people’s personal data, service, groups, life 

stages, membership status, etc. 
 I have archived people in the database that have left the church. 

 
Management, Organization and Planning 

 I have the ability to communicate clear objectives and direction. 
 I am able to execute a vision, i.e. take a strategic vision and break it down into a roadmap 

to be followed by the team. 
 I demonstrate the ability to direct the day-to-day work efforts, review resources needed 

and anticipate needs along the way. 
 I have established work rules, processes, standards and operating procedures to achieve 

our shared vision. 
 I optimise my effectiveness through: transparency, consistency and compassion. 

 
Personal development and spirituality 

 I demonstrate first-class behaviour when dealing with all types of people. 
 I faithfully use my time and energies through proper work habits and responsible use of my 

time. 
 I demonstrate that I am a team player and a team builder creating unity and team spirit. 
 I practice good self-care by maintaining a healthy work-life balance. 
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 I demonstrate and own a culture of honour, using self-control in conversations, i.e. 
preventing gossip and keeping confidentiality, maintaining a positive representation of 
BBC. 

 I have practiced prayer as a lifestyle, leading by example, modelling that prayer is 
foundational to all that we do and is evidence of our relationship with Christ. 

 I show evidence in my life of spiritual growth and reliance on God. 
 
Health, Safety and Child Protection 

 I have approached Health & Safety issues with due diligence, documenting, communicating 
and managing identified hazards & risks. 

 I have ensured all leaders and volunteers under my areas of responsibility fully comply with 
Bethlehem Baptist child protection policies.   

 
Meetings 

 I have participated in church leadership events and church meetings as appropriate 
 
Reporting 

 I have reported regularly to my supervisor on how the key results areas in this position 
description are being fulfilled 

 
 
Name of Employee:   
 
Signature of Employee:                                                                                  Date: 
 
 
Name:  
 
Signature of Bethlehem Baptist Church:                                                      Date: 
 
The Employee acknowledges that she has received, read and understood this position results 
description agreement, and accepts its terms completely.  That this position results description is 
not exhaustive and is clarified to include broad duties inherent in the post.  Evaluation and 
development of this post may, in time, indicate a need to revise duties herein. 
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Bethlehem Baptist Church 
Personal Workplan for Executive Pastor 
 
Person in role:  
 
2019 Goals/Objectives 

1. New BBC hierarchical structure 
a. Roll out diagram and reasoning to staff early in year 
b. Confirm individual’s roles and their supervisors/direct reports 
c. Utilize diagram for future staff and education to church body 

2. Improved communication & collaboration at all levels 
a. Begin weekly Executive Summary email to Elders 
b. Begin monthly senior staff meetings  
c. Staff meeting notices and minutes distributed regularly 

3. Build Management “Advisory” Team to support my role 
a. Clarify purpose of Management Team (i.e. prayer, vision, support, wisdom to 

Executive Pastor) 
b. Recruit 2-3 new members 
c. Begin meeting every other month 

4. Personal Workplans for goals and objectives become a natural part of review culture 
a. Create Personal Workplan for each employee 
b.  Train supervisors to check in regularly with their direct reports to review the 

Personal Workplans and adjust as necessary 
c. Modify yearly reviews to be a natural outflow of this process 

5. New Staff in Place 
a. Hire Children’s Ministry missing staff 

6. Finalized comprehensive Policy & Procedure Manual for BBC 
a. Utilize existing policies and add policies as necessary 
b. Obtain Elder review and approval 
c. Train staff on manual 

7. All necessary Human Resource systems and documents in place 
a. Assess gaps in systems and documents; build 
b. Improve Onboarding and Exiting of staff 
c. Educate all staff on systems and documents 

8. People Database and Calendaring software and systems in place and utilized by all 
staff/key volunteers 

a. Assess current software used and review new ones 
b. Assess each ministry departments needs for software 
c. Make selection and implement to entire church 
d. Clean up database to remove those that have left the church 

 
Staff Culture Distinctives 
I am striving for growth in the following: Stewardship, Maturity, Innovation, Leadership, and 
Encounter. For this year in particular, I am focusing on “Leadership: Each program at BBC seeks to 
reproduce its own leadership.” 
  

0% 100% 
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APPENDIX C 
 

BBC HEALTH & SAFETY STATEMENT  
 

Bethlehem Baptist Church believes that an effective Health & Safety management 
system is the key to a successful organization: ethically, morally, spiritually, legally 
and financially. Through our active commitment to legislation compliance and most 
importantly, ensuring our workers and Church are safe, we will continually look for 
opportunities to improve our performance and system whilst still following our Church 
values. 
 
We aim to actively promote improvement through ensuring our staff and management 
are equally committed, involved and supportive of our Health and Safety practices. 
 
To achieve this, we will ensure all workers and visitors are: 
 

 Working together, taking reasonable steps to ensure that any significant risks 
or hazards to workers are minimized, and workers are protected where 
elimination is impracticable. 

 
 Involved in identifying and controlling new and existing hazards and regularly 

monitoring these hazards within our facilities. 
 

 Informed about accident and emergency procedures. 
 

 Aware of their responsibilities to themselves, their fellow workers and the 
general public. 
 

 Utilizing the systems in place to record all incidents, near misses or injury. 
 

 Promoting the provision of advice, information, education and training in 
relation to work health and safety. 

 
 
Authorised & review by: 

 
 

Senior Pastor:   Craig Vernal                             Executive Pastor:  Kyle Fleischmann              ,   

 
 

Signed:  ___________________________      Signed:  ___________________________ 

 

 
 

Date: ___________________________       Date:    ___________________________ 
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BBC HEALTH & SAFETY CHARTER  

 
This Charter  
 

- Recognises the specific duties of due diligence placed on the Committee under 
the HSE Act, 2015. 

- Is founded on the principle that effective management of health, safety and 
wellness is far more than just a legal requirement. 

- Demonstrates BBC’s commitment to the creation of a healthy and safe work 
environment for employees, contractors, visitors and others who may be 
affected by our activities.  

 
 
Meetings 
 

- Meetings shall be held no less than two times during the year. Further meetings 
will be arranged on an as-needed basis.  

- Minutes of all meetings shall be kept. 
 
 
Responsibilities 
 

- Acquire, and keep up to date knowledge of health and safety matters. 
- Provide information, training and supervision to its BBC’s workforce so they are 

competent to perform their tasks safely. 
- Maintain an understanding of the nature of activities held at BBC, along with 

the hazards and risks associated. 
- Effective hazard and risk management. Systematically identify hazards and 

take all practicable steps to manage associated risks in our workplaces so as 
to prevent harm.  

- Ensure incidents are accurately reported and investigated, and relevant 
learning is implemented.  

- Ensure BBC has, and implements, processes for complying with its health and 
safety duties and obligations. 

- Seek assurance that contractors' systems and activities are ensuring the safety 
of our workers, visitors, their own workers and members of the public.  

- Integrate Health and Safety into all regular activities – for both internal and 
external activities associated with BBC. 

 
Review of the Charter 
 
The committee shall undertake an annual self-review of its objectives and 
responsibilities, and of its charter. 
 
Charter adopted by the committee on  /09/2020 
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Health & Safety Documents 
 

RISK MATRIX 
 
 
 

                               IMPACT 
  
 
 

 
 

 
Impact: 
 
Low – Little or no effect 
Medium – Effects are felt, but not critical 
High – Serious impact 

 
Probability: 
 
Low – Improbable - small chance of happening – risk unlikely to occur 
Medium – Possible – some chance of happening – risk could occur 
High – Probable – very likely to happen – risk will occur 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
Low 
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High 

 
High 

 

 
Low 
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High 

 
Medium 

 

 
Low 

 
Medium 
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Low 

 

 
Low 
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Incident Reporting and Escalation 
 
Criteria for escalating risks and incidents 
 

 Where risks have been rated as high after risk assessment using the risk matrix 
outlined in the H & S Planning document. 

 Where an incident is rated serious and where the existing controls mechanisms are 
deemed to be inadequate. 

 Where the incident has resulted in death and/or serious harm. 
 Where an incident results or may result in public safety concerns for staff, volunteers 

or others. 
 Where incident investigation indicates that a look back review is required 

 
The role of the committee/Team Leader/ Executive Pastor looking at such risk and 
incidents will: 

 Assess the risk in accordance with H&S policies and procedures to ensure that relevant 
changes have been made 

 Investigate and manage the incident in accordance with H&S policies and procedures 
 Develop a management plan 
 Determine if the risk or incident requires escalation 
 If escalation is not required - continue to manage locally 
 If escalation is required - advise the Eldership that a risk or incident requires 

escalation, and submit the revised plan to deal with such issues 
 
 
Process: 
 
 Assess the risk        Investigate & manage the incident 
 
 

Develop a plan 
 
 

Determine if the risk or incident 
requires escalation 

 
 
 If NO, continue to manage                       If YES, advise Eldership and submit a 

management plan, and maintain    
management responsibility 
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HAZARD Eliminate Isolate Minimise MITIGATION – What can be done about it. 

Fall Hazards 
 

    

Materials stored 
on top of 
containers, 
shelves or 
cupboards 

   

 

When accessing materials: 
 Make sure the ladder is properly set up. 
 Don’t use the top rung of the ladder, but as per the 

instructions on the ladder. 
 Make sure you either secure the ladder to the 

container or have a person hold the ladder.  
Tripping    Daily checks by Office Manager of building to ensure 

there is nothing blocking entrances and exits. 

Noise Hazards 
 

    

Power tools 
 
 

  
 

  Use ear protection when using power tools.   
 Do a visual check before using the tool to ensure no 

other unprotected people are nearby.  
Hand Tools    Use ear protection when using loud hand tools such as 

hammers inside the workshop as this can resonate. 
Dust Hazards 
 

    

Accumulated 
Dust 

   Vacuum workshop regularly to avoid accumulation of 
dust that can be stirred up.  

Generated Dust     Use the vacuum hose attachment for power tools that 
are compatible.   

 Turn on the main dust extractor to suck out the 
airborne dust.  

Chemical 
Hazards 
 

    

Stored chemicals     In the Workshop, store all flammable, corrosive and 
poisonous chemicals in the rear half on the container 
that is locked and isolated from the workshop half of 
the container where sparks are generated and ignition 
sources are.  

 In the Cleaning cupboards, dangerous chemicals stored 
on top shelves, and door handles lifted to a height 
children are unable to access. 

Using chemicals     Use gloves and respirator equipment when using 
chemicals that could cause skin damage, or where 
inhalation could be dangerous.   

 Do not use chemicals when there is a danger of 
contamination or contact with the public.  

 All bottles/containers to be labelled. 
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HAZARD Eliminate Isolate Minimise MITIGATION – What can be done about it. 

Fire Hazards 
 

    

Sparks from 
Grinders 

    Only use grinders in the front half on the workshop or 
outside.   

 Make sure dust is cleaned up and that no flammable 
materials or chemicals are near the path of the sparks.   

 Have fire extinguisher within reach.  

Open flames     When using open flames make sure they are away from 
flammable chemicals and materials.   

 Have fire extinguisher within reach.  
Use of Barbecues     When in use, barbq to be away from buildings 

 Have fire extinguisher within reach 
Material/Tool 
Storage 

    

Materials/Tools 
stored at ground 
level 

    Stack materials against walls and store tools against 
walls to minimize trip hazards.   

 Keep a clear walkway in the center of the workshop.  
Materials/Tools 
stored in racks 

    Make sure materials are stacked neatly to avoid 
materials falling off racks.   

 Check rack mountings periodically to ensure they are 
still in good condition.   

 Do not overload racks.  
Materials/Tools 
stored on 
benches and 
hooks 

    Ensure all hooks can support the weight of the tool.   
 Cover sharp tool ends with appropriate cover.   
 Make sure heavy tools are not balanced on benches or 

racks, and are stable and secure.  
Electric Child 
proofing 

    

Electric Sockets    In West Wing, the Nurture Room and S1, safety plugs will 
be installed into all plugs. 
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REGISTER OF STAFF TRAINING  
 
As new staff members come in during the year, induction training will occur covering the 
areas below. 
 

Area of Training and 
Practice 

Frequency 2020 
Dates 

2021 
Dates 

 

2022 
Dates 

 

2023 
Dates 

 

2024 
Dates 

 

2025 
Dates 

 
 
Kitchen Protocol 

 
Yearly 

      

 
First Aid Training 

 
Yearly 

      

Sunday Fire 
Evacuation 
Children to rehearse 
Adults by video 

 
2x a Year 

      

Sunday 
Earthquake Drill 
Children to rehearse 
Adults by video 

 
2x a Year 

      

Sunday 
Lockdown Drill 
Children to rehearse 
Adults by video 

 
2x a Year 

      

Staff Rehearsal of Fire 
Evacuation & 
Lockdown 

2x a year  
run by 

Fire Security 

      

 
 

       

 
 

       

 
 

       

 
 

       

  
 
 


