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HIGHLAND HILLS BAPTIST CHURCH  

Proposed By‐Laws  

Final Draft – Board Approved  

Congregational Approval 12/08/2024; Effective 01/01/2025 
   

ARTICLE I – MEMBERSHIP  

  

Section 1: Overview  

  

A. Local church membership is an important responsibility of everyone who has received Jesus Christ as 

their personal Lord and Savior.  The biblical basis for church membership is clearly taught by the example 

of the early church, by the New Testament letters of instruction addressed to the local assemblies of 

believers, and by the instructions for the organization and leadership of the churches.  

  

B. Membership is open to anyone who gives satisfactory evidence of having been born again by the Spirit 

of God and of being a follower of our Lord and Savior Jesus Christ.  Members must be baptized by 

immersion as a testimony of their union with Christ. Members must accept the Scriptures as verbally 

inspired, infallible, the full and final authority in all spiritual matters.  Members must agree to, be 

governed by and walk in harmony with the Church Confession of Faith and these By‐Laws.  

  

C. The Pastors and Elders shall keep a membership record.  

  

Section 2: Classification of Membership  

  

A. Active members are those who are consistently attending the regular services of the church, giving 

evidence of a life that is born again, adhering to the faith and practice of the Word of God.    

  

1. Active members shall be eligible to vote on any matters requiring congregational action.  

  

2. Active members shall be eligible to hold leadership positions in the church provided they meet 

other requirements set forth in these By‐Laws.  

  

B. Members under the age of eighteen (18) are not eligible to vote or hold elective office.  Upon attaining 

the age of eighteen (18) they shall become full members.  

  

C. Non‐Resident Members  

  

1. Members who are actively serving as missionaries, actively serving in United States Armed 

Forces, students attending out of area educational institutions shall be considered non‐resident 

members.   

  

2. Unless physically present, non‐resident members shall not have eligibility to vote on any matter 

requiring congregational action.   
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Section 3: Admission to Membership  

  

A. Anyone may be admitted into church membership:   

  

1. Who gives testimony of his/her faith in Jesus Christ and has been baptized by immersion.  

  

2. Who gives evidence of salvation and baptism through testimony and affirmation from an 

evangelical church.  

  

3. Who is being restored to fellowship after responding to church discipline.  

  

B. While recognizing a person becomes a member of the body of Christ at the moment of salvation, these 

procedures for admission to membership are followed to assure understanding of church doctrine and 

the By‐Laws of Highland Hills Baptist Church providing for the unity of the congregation.  

  

1. Candidates for membership will complete a process for membership as determined by the 

Pastors and Elders.  

  

2. Following satisfactory examination by the Pastors and Elders and upon recommendation by the 

Church Board.  

  

a. All candidates shall be required to give their testimony to the congregation, verbally or 

written.  

  

b. All candidates shall be considered for membership at a regular Sunday service or 

congregational meeting.   

  

3. All candidates must be willing to adhere to these By‐Laws and Confession of Faith.  

  

4. They shall not be members of secret fraternal societies or lodges.  

  

5. They will be faithful in attendance, support, prayer and service.  

  

6. New members and restored members (ARTICLE I, Section 7, Paragraph A, Sentence 3) shall be 

publicly welcomed into this congregation by the right hand of fellowship.  

  

7. No dual memberships shall be allowed.  

  

Section 4: Conduct of Members  

  

A. Each member of the church is expected to:  

  

1. Uphold and faithfully follow the church covenant (see Addendum: Highland Hills Baptist Church 

Covenant)  
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2. Make regular progress in spiritual maturity and scriptural knowledge (Rom. 12:1‐2, Phil. 4:8‐9).  

  

3. Avoid worldliness, which is embracing the world’s system, while denying the Lordship of Christ. (I 

John 2:15‐17)  

  

4. Forego any questionable associations, practices or places, which would bring reproach upon the 

name of Christ or cause a weaker brother to stumble. (I Cor. 10:23‐33, Rom. 14: 1‐23)  

  

B. Each member shall be expected to conduct his public and private life so as to be compatible with Biblical 

principles, including but not limited to:  

  

1. Dedication (Rom. 12:1)  

  

2. Separation (Rom. 12:2, I John 2:15‐17)  

  

3. Godliness (Titus 2:12, I Pet. 1:16)   

  

4. Expediency [Beneficial] (Rom. 14:1‐23, I Cor. 10:23‐33)  

  

5. Love (I John 4:20‐21)  

  

6. Evangelism (Acts 1:8)  

  

7. Sanctification (Gal. 5:13‐26)  

  

C. Each member who fails to follow these principles, as stated in this section, shall be subject to admonition 

and when necessary, church discipline.  

  

Section 5: Duties of Members  

  

A. Each member should be present for worship, service, fellowship and instruction in God’s Word at the 

appointed meetings of the church, both on the Lord’s Day and weekdays.  

  

B. Each member should exhibit a mutual love and vital interest in the spiritual and material welfare of all.  

  

C. Each voting member should be present at church business meetings.  

  

Section 6: Church Discipline  

  

A. The Pastors and Elders shall oversee the discipline of the church.  

  

B. To avoid the necessity of church discipline in matters of personal grievances, all members should follow 

the commandment of Christ found in Mat. 18:15‐17.  It is expected that each member shall accept a 

rebuke in love and admonish a brother or sister in love without first referring to a third party.     

 (See Addendum: Discipline, Expulsion, Restoration and Dispute Resolution)  
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C. It is specifically directed that the Pastors/Elders, in safeguarding the purity and peace of the church, shall 

move with promptness in the case of anyone who is denying our articles of the faith, violating the church 

covenant, tarnishing the assembly’s testimony, obstructing the work of ministry, or disturbing 

congregational unity. (Acts 20:28‐32)  

 

Section 7: Cessation of Membership   

  

A. Membership in the church shall cease upon transfer, dismissal, removal or discipline.    

  

1. Transfer – A letter of transfer shall be granted for any member in good and regular standing upon 

request from the church to which the member is transferring, if a church of like tenets of faith.  

  

a. If membership termination is for reasons other than transfer to another church of like 

faith such persons shall meet with the elders. Those who joined with consent should 

not depart without consent.  

  

2. Removal – Any member who has not attended the church for a period of twelve (12) months, and 

who has not supported the work of the church for that period – sickness and disability excepted – 

may upon recommendation of the church board, be removed from the membership.  

  

3. Discipline – Any member who has come under discipline by action of the congregation as outlined in 

ARTICLE I, Section 6, shall no longer be carried on the membership roll. He/she may be restored by 

action of the congregation, upon repentance and desire for restoration, and church board 

recommendation.  

  

B. Cessation of membership shall be done by congregational action.  

  

Section 8: Membership Record  

  

A. The Pastors and Elders shall keep a membership record.  

  

B. The membership record shall identify members who are active and non‐resident.  

  

Section 9: Baptism and Communion  

  

Holding that there are two scriptural ordinances:   

  

A. We will practice Believer’s Baptism by immersion only. Baptism may be administered with or without 

reference to church membership upon confession of faith. In baptism we are seen as having died to sin, 

and regarded as crucified, buried, and risen with Christ.  

  

B. We will welcome to the Lord’s Table all who confess Christ as their Lord and Savior and are walking in 

obedience to Holy Scripture. (I Cor. 11:23‐32)   

  



  5 

C. We will observe Communion on the first Sunday of every month unless otherwise directed by the 

Pastors and Elders.   

  

D. Each member should regularly present themselves at the Lord’s Table which testifies to our union with 

Christ in His death, our continued fellowship with the Savior and other members of the church family, in 

the blessed hope of His triumphant return. (I Cor. 11:23‐34, Heb. 10:24‐25)  

  

ARTICLE II – CONGREGATIONAL MEETINGS  

  

SECTION 1: Annual Election and Church Fiscal Year  

  

A. The fiscal year for Highland Hills Baptist Church shall be from October 1 to September 30.  

  

B. The annual election of church officers shall be held the first Sunday which falls on or after December 2, 

each year.  Officers elected at this meeting shall begin their terms on January 1 of the following year.  

  

C. The Church Board may reschedule the meeting and notice of such shall be published in the Church 

bulletin for two consecutive Sundays prior to the new date.  

  

SECTION 2: Annual Congregational Meeting  

  

The annual congregation meeting of the church shall be the third Tuesday of October.  The Church Board may 

reschedule the meeting, and the notice of such shall be published in the Church Bulletin for two consecutive 

Sundays prior to the new date.  

  

A. All matters relating to the church may be considered and acted upon.  

  

B. A full and complete financial report of the affairs of the church for the preceding fiscal year shall be 

presented.  

  

C. A proposed Annual Budget shall be presented by the Church Treasurer or designee, which shall include 

General and Missions expenses.  

  

SECTION 3: Special Meetings  

  

A. Meetings dealing with church membership shall be called by the church board provided the purpose is 

announced in advance.   

  

B. Other special meetings may be called by the church board provided the purpose is published two 

Sundays in advance.  

  

C. A quorum of the congregation shall be required for all meetings.  
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SECTION 4: Quorum: Eligibility to Vote  

  

One‐fourth of the active membership eighteen years of age and above shall constitute a quorum.  If a quorum is 

lacking, a smaller number may adjourn the meeting to a future date. The date of the rescheduled meeting must 

be published at the next Sunday services.  

  

A. Ineligibility to vote shall be defined as:  

  

1. Those under eighteen (18) years of age.  

  

2. Those under church discipline.  

  

3. Those not in regular attendance.  

  

4. Those not physically present, except absentee ballots shall be allowed under Article 3, Section 2, 

Paragraph C, Section 9.  

  

B. The pastors and elders shall rule on voting eligibility.  

  

SECTION 5: Opening and Closing Meetings:  

  

All meetings of the church, board, organizations and committees shall be opened and closed in prayer.  

  

SECTION 6: Business Procedure  

  

A. The business of this church shall be conducted according to standard parliamentary procedure (Robert’s   

 Rules of Order).  

  

B. All congregational financial agreements shall be voted on by written ballot.  Non‐financial matters may  

be voted on by ballot or voice, depending on their gravity.  

  

  

ARTICLE III – OFFICERS OF THE CHURCH AND CHURCH ORGANIZATIONS  

  

CHURCH POLITY  

  

The offices of the church shall consist of elders, deacons, treasurer, and clerk.  The official board of Highland Hills 

Baptist Church shall consist of Staff Pastors, Elders and Deacons.  The officers, individually or as a body in regular 

session, constitute entrusted stewards, having liberties and responsibilities as given by these By‐Laws, but in no 

other sense may they exercise authority over the church, individual members, offices or officers.  (Mat. 23:9‐11; 

II Cor. 1:24; I Pet. 5:3 and I Tim. 3:1).  
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Section 1: General Qualifications of Elders, Deacons, and Officers  

  

A. Elders must have attained an age of spiritual maturity, for the purposes of these By‐Laws. All must be 

active members, in good standing for more than one year.    

  

B. Elders and deacons are to be men who meet the qualifications set for them in the Word of God.  

    All church officers shall be biological males, 21 years of age or over. (Acts 6:1‐8; 1 Tim. 2:12‐14; 1 

Tim.      3:1‐13; Titus 1:5‐9; 1 Pet. 5:2‐3).  

  

C. There will be at least three elders in addition to the staff ordained pastors.  There will be at least eight 

deacons, unless fewer are determined necessary by the board.  

  

D. Elders will serve for three‐year terms and can serve a maximum of two consecutive terms or six years, at 

which time they will be required to take a minimum of a 1‐year break from the board, providing other 

qualified men are willing to serve.  

  

E. Deacons and Deacon‐Clerk, will serve for  two‐year terms and can serve a maximum of 3 consecutive 

terms, at which time they will be required to take a minimum of a 1‐year break from the board, 

providing other qualified men are willing to serve.   

  

F. All elders, deacons and the deacon clerk, must be approved by congregational action, with each 

individual requiring a minimum 75 % affirmative vote.  

  

G. The treasurer (a non‐board position) will be approved by the full board every year.  

  

H. All church officers shall be in full accord with Highland Hill’s Confession of Faith, Church Covenant, and  

Constitution.  

  

Section 2: Senior Pastor  

  

A. Overview  

  

1. Modeling Godly character as an example to the church, the Senior Pastor will be designated, along 

with the elders, as an under shepherd of the local flock assembled at Highland Hills Baptist Church.  

  

2. He shall be the moderator of the church board, and of all church congregational meetings except in 

matters concerning himself.    

  

3. He shall serve as the Chairman of the Church Board  

  

B. Responsibilities  

  

1. The Senior Pastor’s main responsibility is the faithful and expository preaching and teaching of the 

Word of God.  
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2. He is responsible for promoting the spiritual welfare, life and ministries of the church.   

  

3. He is responsible to lead in bringing to the attention of the board and congregation current doctrinal 

errors confronting Christianity and teaching how to confront such errors.  

  

4. He is responsible for administering the ordinances of the church. He may upon need, designate 

another Elder to lead in Communion and Baptismal services.  

  

5. He shall provide guidance in the weekly planning of the worship services. Also, he will develop and 

manage the preaching schedule for the church year, arranging for teaching series and guest 

speakers.  

  

6. He shall offer counsel and direction to the elders.  

  

7. He is responsible for the day‐to‐day administration, giving oversight to the secretary, worship leader 

and others employed or those who have been given routine responsibilities.  

  

8. He is responsible for providing oversight to other pastoral staff by involving them in the work of the 

ministry and providing them with counsel and discipleship in order to further their gifts and ministry.  

9. He shall provide spiritual counseling to individuals, as necessary.  

  

10. He or a designated elder/deacon, shall provide visitation services to those who are shut‐in or 

hospitalized.   

  

11. In cases where congregational members or their family members are near death, the senior pastor 

should make all reasonable effort to visit with the member and family, providing assurance and 

comfort.  

  

12. He shall either directly provide or oversee the responsibility of pre‐marital counseling, performance 

of marriage ceremonies and funerals.  

  

13. He is an ex‐officio (voting) member of the church board, committees, departments and 

organizations, however; he may choose to delegate that responsibility to another Elder.  

  

C. Selection for Senior Pastorate  

  

1. Upon the vacancy of the office of senior pastor, a pulpit committee shall be formed to lead in the 

search for a new senior pastor.  

  

2. The pulpit committee will consist of the current elders, two current deacons and two members from 

the congregation, who are approved by congregational vote.  

  

3. The committee will select one of the elders to be moderator; and one of the members to be the 

secretary.  
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4. They shall be responsible for pulpit supply and may recommend to the congregation for approval, an 

individual to serve as interim pastor.   

  

5. They shall show due diligence in locating and evaluating prospective candidates to include reviewing 

resumes, questionnaires, contacting references, and listening to messages. Whenever possible, 

discretely visiting the church in person where potential candidates are currently serving.  

  

6. The pulpit committee must be in unanimous agreement on any individual before they are called as a 

potential candidate for the senior pastorate. When in unanimous agreement, a recommendation will 

be made to the full board, for their approval to call a potential candidate to fill the pulpit.  The pulpit 

committee will call a potential candidate to fill the pulpit on a minimum of one full weekend to 

provide opportunity for the board and congregation, as a whole, to question the potential candidate.  

  

7. They shall keep the congregation informed of their activities by written or verbal announcements.  

  

8. When in unanimous agreement, the pulpit committee will recommend the candidate to the full 

board for approval to be senior pastor.    

  

9. Upon 90% of the full board’s approval and consent of the potential candidate, the pulpit committee 

will give notice to the congregation by written communication and announcement for two 

consecutive Sundays, prior to a congregational meeting, at which time a congregational vote will be 

held.  An 80 % positive vote of all voting members present, and absentee ballots received, shall be 

required to extend a call to the new senior pastor.  Members who cannot attend the meeting for 

reasonable cause, and who have heard the candidate speak at least one time may request in writing, 

an absentee ballot.  All active members over the age of eighteen (18) are eligible to vote. (see Article 

I, Section 2, and Article II, Section 4).  

  

10. The pulpit committee shall be responsible for all moving arrangements and the installation service 

for the new senior pastor.  

  

D. Resignation or Dismissal  

  

1. When the senior pastor is led to resign, he shall give written notice of at least forty‐five (45) days 

prior to the effective date of his resignation.  Notice shall first be given to the elders and deacons.  

  

2. Public notice of his resignation will be given not less than thirty (30) days prior to the effective date 

of resignation.  

  

3. Any pastor may be dismissed for disciplinary reasons, after due counsel by the elders and upon 

recommendation by a unanimous vote of non‐staff elders, affirmed by 75% vote of the deacons and 

finally by 75% majority vote of the congregation.  
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Section 3: Associate Pastors   

A. Overview  

  

1. Additional pastors may be added to church staff in the capacity of “associate” to the senior pastor.  

  

2. Recognized by the congregation as both spiritually gifted and called to Christian ministry.  

  

3. Ordained or considering ordination at a time to be determined.  

  

B. Responsibilities  

  

1. When ordained, shall be an elder, performing the duties of an elder, and responsible to the 

eldership, but not subject to the term limits of an elder described in these By‐Laws.  

  

2. Under the direction of the senior pastor, performing assigned duties pertaining to the office of 

pastor, appointed by the constitution, and/or delegated by the eldership.   

  

3. Under the oversight of the elders, responsible for the duties of the Senior Pastor in his absence or 

incapacity for defined periods of time (e.g., sabbatical, vacation, illness, etc.).   

  

4. An ex‐officio (voting) member of the church board, committees, departments, and organizations, but 

responsible only for meetings pertinent to his area of ministry.  

  

5. Responsible for the administration and training of the leaders and required personnel of his 

particular area of church ministries.  

  

6. Ministering in church services as delegated by the senior pastor and eldership.  

  

C. Selection of Associate Pastors  

  

The following procedure shall be followed in calling an associate pastor:  

  

1. If a position shall become vacant, a successor will be chosen by the church at the earliest 

convenience, initiated by a search committee.  

  

2. The church board shall appoint a search committee to include the senior pastor, two elders, two 

deacons, and two members from the congregation.   

  

3. Duties of the search committee:  

  

a. They may choose to recommend a qualified individual from the congregation to serve in the 

vacant position during the interim.  
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b. They shall contact, interview, and evaluate those who they believe to be qualified to serve in 

the vacant position.  

  

c. They shall, when in unanimous agreement, invite individuals who might be considered 

candidates to visit the church for at least one full weekend (e.g. morning services, evening 

services, etc.).  

  

d. They shall, with church board approval, keep the congregation informed of their activities by 

written and/or verbal announcements.  

  

e. Their authority as a search committee shall not exceed these stated duties.  

  

f. When extending a call to an associate pastor, the same procedure will be used as when 

extending a call to Senior Pastor – see Article III, Section 2, Paragraph C, Section 8 and 9.  

  

D. Resignation or Dismissal  

  

1. In the event of resignation or dismissal of an associate pastor, the same procedure will be used as that 

of the Senior Pastor – See Article III, Section 2, Paragraph D  

  

Section 4: Pastoral Assistants  

  

A. The Senior Pastor/Elders may call (employ) additional church staff for the work of the ministry.  They 

shall serve as Pastoral Assistants and unless otherwise designated, be responsible to the Senior 

Pastor/Elders in the performance of their duties.  Salary and benefits will be determined at a regular or 

specially called congregational business meeting.  Pastoral Assistants are generally not ordained or 

seeking ordination.  

  

B. All Pastoral Assistants shall have adequate training for their assigned responsibilities and be scripturally 

qualified.  They shall affirm their agreement with the Church Constitution and Statement of Faith, 

conducting themselves in a manner consistent with both.   

  

C. Pastoral Assistants can serve in areas such as worship, secretarial, children’s director, Christian arts or 

technical support. Additional ministries may be considered as determined by the Senior Pastor/Elders.  

  

D. Pastoral Assistants shall have written job descriptions and are employed by Highland Hills Baptist Church 

at will. Should their job performance or conduct be unsatisfactory, the Senior Pastor/Elders may 

terminate their employment.  

  

Section 5: Elders  

  

A. Overview  

  

1. Scripture repeatedly refers to elders (plural) of a local church (singular), (Acts 14:23; 20:17, 28;  

Titus 1:5; James 5:15).  Their characteristics and responsibilities are variously defined as “pastor” 
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or “pastor‐teacher” (shepherds who tend, protect and feed the flock); “elder” (one spiritually 

mature) and “bishop/overseer” (those who provide direction, management and oversight).  The 

by‐laws of Highland Hills Baptist Church recognize a plurality of Godly leadership (elders) with 

the provision of a "senior pastor” whose main responsibility is to labor in preaching and 

teaching.  The senior pastor is recognized as the “first among equals” being the primary teacher, 

board chairman and moderator of the church.  

  

2. Qualifications for elders are stated in 1 Tim. 3:1‐7 and Titus 1:5‐9.  Elders are to LEAD and FEED – 

which entails teaching, preaching, and providing godly oversight to the ministry.  However, not 

all elders (I Tim. 5:17) will “work hard at teaching and preaching.” Though an elder must be “able 

to teach” some (e.g. the pastoral staff) will likely carry more responsibility in such areas.  

Scripture is not creating two different types of elders but is sensible to a division of labor among 

them.  

  

3. Elders “rule” (I Thes. 5:12; Heb. 13:7,17) with reference to sound doctrine, directing the church  

ministries and giving oversight to its affairs.  It is nonetheless forbidden for elders to “lord it over 

the church” (I Pet 5:1‐4) being answerable to the local assembly, let alone the Chief Shepherd. (I 

Tim. 3:1‐7, 6:19‐20; Titus 1:5‐9).  

  

B. Responsibilities:  

  

              As spiritual overseers the elders will be responsible for:  

  

1. Shepherding the flock of God among them (I Pet. 5:1‐2)  

  

a.  This is accomplished by:  

  

i. Teaching the Word of God ‐ contending for the Truth, and standing against error.  

  

ii. Guiding the church in pursuit of its Biblical Mission and Vision.  

  

iii. Modeling Christlikeness, thus leading by example. 

  

iv. Faithfully praying for God’s continuing work of grace among us.  

  

2. Providing guidance in the selection of all committee chairpersons and members, assisting 

committees in fulfilling their responsibilities, and nominating a representative serving ex officio 

(voting) on committees, so designated (Worship, AMC, CE, Missions).  

  

3. Overseeing the educational ministries of the church including all Sunday School teachers, Bible 

study, or group leaders.  

  

4. Giving oversight to the Adult Ministry and Christian Education committees for the evaluation and 

choice of all curriculums.  
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5. Assessing ministries of the church.  

  

6. Administering the ordinances of baptism and communion, in the absence of the senior pastor.  

  

7. Administering policies for licensure, ordination, and commissioning of members engaged in Christian 

ministries.  

  

8. All spiritual ministries of the church will be under direct elder supervision and guidance.  

  

9. The Pastors and Elders shall keep a membership record.  

  

10. To authorize church action in those areas not subject to the assembly.  

  

11. To work with the Senior Pastor to provide accountability and assistance to the church staff.  

  

12. Give oversight to the deacons pursuant to their church duties and responsibilities.  

  

13. Temporal ministries of the church, i.e., Finance, Budget, Building, Service, Grounds and Property will 

be jointly managed by the full board of Highland Hills Baptist Church. The elders, whose primary 

Biblical responsibility is the spiritual life and wellness of the church body should not be hindered or 

burdened with the sole management of temporal things.  

  

C. Resignation, Evaluation and Removal  

  

1. Elders may resign at any time.  

  

2. Elders will be evaluated (by fellow Elders and Pastors) and may be removed by a majority vote  

of the elders, in keeping with 1 Tim. 3:1‐7 and I Tim. 5:19‐20.  

  

Section 6: Deacons  

  

A. Overview  

  

Scripturally, deacons are the servant‐ministers of the church. Under the oversight of the elders, they are 

to give primary attention to caring for the assembly’s physical welfare and providing management for the 

temporal affairs of the congregation. The biblical qualifications for deacons are listed in Acts 6:1‐7  and I 

Tim. 3:8‐13. Though largely focused on material matters, the ministry of Stephen (Acts 6:8‐15; 7:16) and 

Philip (Acts 8:4‐40) demonstrates a significant spiritual component as well.  

  

B. Responsibilities  

  

1. The Board will appoint a head deacon who will coordinate and oversee the deacon’s ministries.  

  

2. Deacons, working with the elders, will provide the formal care ministry of the church by:  
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a. Giving attention to the personal and physical welfare of the church family, bringing 

encouragement, accountability and assistance when needed.  

  

b. Distributing the Benevolent Fund in keeping with our love for one another and according to 

the guidelines for its use. Deacons are the sole administrators of the Benevolent Fund.  

  

3. Responsible for the management, maintenance and care of all church facilities, properties and 

vehicles.  

  

4. Appoint building, finance committees.  

  

5. Approve all budgeted expenditures.  

  

6. Recommend the purchase of necessary items not in the budget.  

  

7. Hire and give oversight to all janitorial services.  

  

8. Serving the church family in coordination with the respective committees which includes:  

  

a. Determining needs, organizing and arranging for fellowship meals, refreshments, etc.  

  

b. Assisting in preparing for special events including outreach activities.  

  

9. Appoint a Kitchen Committee whose responsibility includes by:  

  

a. Assisting in obtaining supplies and the set up for meals.  

  

b. Maintaining cleanliness and helping other groups using the facilities and kitchen.    

   

10. Appoint a Funeral Luncheon Committee to give aid and grief support in times of crisis and loss.  

  

11. Collect, count, safeguard and deposit all offerings into the church bank account and report all 

deposit information, including a summary of giving to the treasurer.  

  

12. Designate who will sign checks and provide the Treasurer with authorization for expenditures.  

  

13. Responsible for approval of the use of church facilities, determining costs for use, including those for 

weddings per our wedding policy.  

  

14. Assist the pastors and elders in the administration of church ordinances, assuring their observance in 

a manner devout and scriptural by:  

  

a. Preparing for and distributing the bread and the cup for communion.  

  

b. Preparing for and assisting candidates for baptism during the service.  
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15. Responsible to provide security and medical response teams for the church by:  

  

a. Appointing security and safety (medical) committees.  

  

b. Approving guidelines for these areas.  

  

c. Arranging schedules for various services and activities as needed.  

  

16. Responsible for coordinating the greeters and ushers for all church services.  

  

C. Resignation, Evaluation and Removal  

  

1. Deacons may resign at any time.   

  

2. Deacons will be evaluated, by the elders, and may be removed in accordance with scriptural guidelines, 

by a majority vote of the full church board.  (Acts 6:3; 1 Tim. 3:8‐13)  

  

Section 7: Deacon Clerk  

  

A: Overview  

  

The position of Deacon‐Clerk shall only be occupied by those men who meet the qualifications of 

deacons as outlined in I Tim. 3 and by these By‐Laws and shall be elected by the congregation.  

  

B.   Responsibilities  

  

1. Prepare the minutes and keep the records of the business meetings of the board and church.  

  

2. Receive and issue all official church letters.  

  

3. Be the custodian of all church records in the church storage room; or electronically on a secure 

section of the church website with back‐ups to be stored in the deacons’ safe.  

  

4. All records and documents of policy shall be edited, indexed and filed by the clerk for ready access. A 

copy of these documents shall be kept in a separate file for ready access.  

  

5. At the close of his term of office, all current records in his custody shall be given to his successor.  All 

other records shall be filed in the church storage room.  

  

6. The Deacon‐Clerk shall be a voting member of the church board.  
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Section 8: Church Board and Administrative Practices  

  

A. Overview  

  

The church board shall consist of all Pastors, Elders and Deacons. The Board shall be the administrative 

and executive body of the church.  

  

B. Responsibilities  

  

The Church Board shall:  

  

1. Meet in regular monthly sessions, and/or in special sessions as requested by the Pastors, Elders, 

Deacons or church officers.  

  

2. A quorum of the church board is required to conduct business.  

  

a. For regular monthly sessions – greater than one half of all board members shall represent a 

quorum.  

  

b. Specially called meetings – two thirds of the church board members shall represent a 

quorum.  

  

3. Consider and recommend for vote by the church membership all matters of church polity, the annual 

budget, the regular monthly support of all missionaries, matters of special discipline, amendments 

to the by‐laws, the expenditure of church funds defined as “legal transactions requiring membership 

approval”, and any other matters, financial or otherwise, which for reasons of gravity shall be acted 

on by the church membership.  

  

4. Recommend to the congregation legal transactions requiring church membership approval.  

  

a. The purchase or sale of real estate  

  

b. The incurrence of any form of indebtedness which exceeds an amount equal to 1% of the 

annual budget.  

  

c. Any transaction which the Deacons or Church Board are not empowered to authorize as 

described in Article III, Section 8.   

  

5. Act on legal transactions not requiring church membership approval but requiring the authorization 

of the Church Board or Deacons alone in matters of the Benevolent Fund.  Such transactions shall be 

defined as:  

  

a. The payment of all regular church expenses as provided for in the annual budget.  
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b. The disbursement of monies from the Benevolent Fund.  The Deacons shall be the sole 

administrators of the Benevolent Fund.  

  

c. The disbursement of monies from Special Funds provided that the intent and purpose of the 

Special Fund was clear when monies were directed into the fund.  

  

d. The disbursement of unrestricted monies from Endowed Funds.  Unrestricted monies are 

those monies that are available for disbursement according to the policies of each Endowed 

Fund.  

  

e. The disbursement of monies from the Renewal and Replacement Fund when the amount is 

less than 5% of the annual budget.  All such expenditures which are in excess of one 

thousand ($1,000) dollars, shall be reported to the Church Membership by means of letter 

or a printed notice in the church bulletin.  

  

f. The purchase of non‐real estate assets or other service expenses from the General Fund, 

with a cost that does not exceed an amount equal to 1% of the annual budget, and are not 

provided for in the annual budget.  All such expenditures, which are in excess of one 

thousand ($1,000) dollars, shall be reported to the Church Membership by means of a letter 

or a printed notice in the church bulletin.  

  

g. The purchase of non‐real estate assets or other service expenses from the General Fund, 

with a cost greater than 1% and less than 10% of the annual budget and are not provided for 

in the annual budget, when a State of Exigency is declared by the Church Board. A State of 

Exigency may be declared only by a unanimous act of the Church Board, when it is 

determined that:  

  

(i) The failure to immediately make a purchase or enter into a contract for services would 

result in significant and avoidable harm to the church.  

  

(ii) It is evident to the Church Board that the church membership would consider its actions 

to be reasonable and appropriate.  

  

(iii) In the event that a purchase is made or a contract for services is entered into under a 

State of Exigency, the Church Board shall call a special meeting of the church 

membership at its earliest reasonable opportunity to inform the membership of the 

action.  

  

6. Appoint three or more of its members to be trustees, to represent the church in legal matters as 

required by the laws of the State of Michigan.  

  

7. Elect one of its number annually to be the vice chairman to serve in the absence of the Senior Pastor 

or in matters pertaining to him.  

  

8. Appoint qualified people for a review of the treasurer’s records on an annual basis.  
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9. Approve or appoint chairmen of their subordinate committees.  All committees shall have policies 

approved by the church board.  The term of all committees shall be from January 1 to December 31.  

  

10. Recommend to congregation for approval candidates of church membership as determined by 

Article 1 Section 3.  

  

11. Approve policies to cover the following: licensing, ordination and commissioning of members 

engaged in Christian ministries. (see addendum: Licensure)  

  

Section 9: Elective Offices and Terms   

  

A. The following shall constitute elective offices: Elders (with the exception of Pastoral positions), Deacons, 

and the Deacon‐Clerk.  These shall be elected by the Church at the annual election.  

  

1. All terms of office shall begin on January 1 of each year.  

  

2. Elders shall serve three (3) year terms.  

  

3. One elder is to be elected each year, provided that there is a qualified candidate.  

  

4. The Deacon‐Clerk shall serve two (2) year terms, provided there is a qualified candidate.  

  

5. Deacons shall serve two (2) year terms, with one half of their number to be elected each year, 

provided there are qualified candidates.  

  

Section 10: Requirements for Office  

  

A. All church board members, officers and officers of church ministries shall be members of Highland Hills         

Baptist Church.  

  

B. Their personal life should be above reproach in order that the work of the Lord not be hindered.        

 Their conduct and duties as members are found in Article 1, Section 4 and 5.  

  

C. In the case of board officers and officers of ministries the following shall apply:  

  

1. They shall have been a member in good standing of Highland Hills Baptist Church for at least one 

year and manifest exemplary conduct and their walk with the Lord.  

  

2. Persons divorced post conversion, or married to a person divorced post‐conversion, shall not be 

eligible to serve in the office of elder or deacon.  Persons divorced pre‐conversion, or married to a 

person divorced pre‐ conversion, shall be eligible to serve in the office of elder or deacon. (I Tim. 

3:2,12). See addendum on Divorce Policy.  
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Section 11: Corporate Treasurer  

  

A. The Corporate Treasurer’s principal function is to ensure the highest level of fiscal integrity over the 

financial affairs of the church. This entails:  

  

1. Receiving and recording all the funds of the church.  

  

2. Maintaining accurate financial books and records, including monthly reconciliations and balancing as   

                 necessary.  

  

3. Ensuring that sound financial controls are in place and functioning.  

  

4. Maintaining contribution records and providing annual offering statements to members.  

  

5. Paying out all funds as directed by the congregation and the Church Board.  

  

6. Providing a monthly financial report to the Church Board and congregation.  

  

7. Presenting an annual financial report to the congregation at the annual meeting.  

  

8. Having primary responsibility for preparation of the budget and presentation to the congregation at 

the annual meeting.  

  

9. Complying with all federal, state and local tax reporting requirements.  

  

B. The Corporate Treasurer shall be appointed by the Church Board for a term of two (2) years and serve at  

its  

        discretion.  

  

C. The Corporate Treasurer shall assure compliance with all church financial policies and propose new 

policies and procedures as deemed advisable.  

  

D. The Corporate Treasurer shall serve as a member of all financially related ministries, perform other 

duties as assigned by the Board, and assist should it become necessary in any review of the church’s 

financial statements.  

  

Section 12: Removal from Office    

  

The failure of any elected official, appointed officer, or committee chairman, of the church to fulfill the  

responsibilities of his/her office for a period of three (3) months shall be sufficient reason for the Elders to 

declare the office vacant.  If during his/her term of office, it is discovered that he/she does not meet the  

qualification and requirements of his/her office, the Elders shall declare the position vacant.  
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Section 13: Vacancies  

  

A. In the event of a vacancy in any church board office (other than pastor), the church board shall, at any early 

date, appoint a qualified member of the church to fill the office until the next annual election, when the 

unexpired term, if any, shall be filled.  

B. This temporary placement must be published in the church bulletin for two (2) weeks prior to filling the 

vacancy, giving the congregation ample opportunity for concerns (if any) to be brought before the board.  

  

ARTICLE IV NOMINATING PROCESS AND ELECTION OF OFFICERS  

  

Section 1: Elders’ Responsibility  

  

A. Will prayerfully review the members of the congregation eligible to serve as Elder or Deacon, and 

interview the candidates when appropriate.   

  

B. Will present a list of men whom they have approved as currently qualified to serve as Elder or Deacon to 

the nominating committee.  

  

Section 2: Nominating Committee  

  

A. Will be composed of the ordained pastors, the elders and deacons whose terms do not expire and two 

men from the congregation at large, appointed by the church board.  

  

B. Shall present a slate of men equal to the number of open positions, to the congregation, for approval to 

serve as elders and deacons.  

  

C. Nominations shall be published in the church bulletin, for prayerful review and comment, on the two 

Sundays preceding the annual church election.  

  

D. Nominations will not be accepted from the floor.  

  

E. The members of the congregation will vote to affirm the men who will serve, and a 75% approval will be 

required for each man being selected for service.  

  

ARTICLE V: ESTABLISHMENT OF COMMITTEES  

  

A. It shall be the policy of Highland Hills Baptist Church to establish committees as needed to better serve 

the congregation, assist the church staff and do the work of ministry.  The creation and membership of 

such committees shall be approved by the Church Board and shall consist of those both qualified and 

available for the area to be served.   

  

B. Committees may be permanent (standing) or temporary (ad hoc). Their overall mission and functional 

description shall be placed in the addendum to these by‐laws.  
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ARTICLE VI: RAISING OF CHURCH FUNDS  

      

All funds of the church shall be raised on a voluntary basis.  Fund raising may be done through work projects, but 

no money shall be raised by means of sales or fund‐raising contests.  

ARTICLE VII: EXPLOITATION OF MEMBERS  

  

Outside organizations shall not be permitted to use promotional means designed to obtain names of 

membership for the purpose of soliciting funds.  Church, class or organization membership rolls shall not be 

given to outside organizations.  

  

ARTICLE VIII: USE OF THE CHURCH BUILDING AND FACILITIES  

  

The principal purpose of the church facilities is to provide a congregational meeting place for regular Sunday 

services and weekly activities of the Church.  It is also provided for general church ministries and fellowship 

which can include serving of food and refreshments and other social activities, but such use shall be incidental to 

spiritual objectives.  

  

Section 1: Rules for Use  

  

The church board shall establish written policies governing the use of the church building and/or equipment.  

  

Section 2: Members and church groups  

  

A. Members and friends in regular attendance are entitled to use the building and facilities.  The use shall 
be consistent with our faith and practice. The church may require a fee to compensate for custodial 
work.  
  

B. Regular meetings of groups, classes, organizations, special meetings or social events must be scheduled 

in advance with the church office.  

  

C. Members of the church or non‐members in regular attendance are welcome to use the church facilities 

for weddings, receptions, etc., in accordance with the wedding policy. (See addendum: Wedding Policy)  

  

Section 3: Non‐members  

  

The use of the church by non‐members, not in regular attendance, outside groups or community organizations, 

shall be permitted only by proper authorization of the church board.  

  

Section 4: Conduct  

  

No smoking, dancing, alcohol usage, use of illicit/illegal substances, rowdiness or use of unchristian language, 

and no gambling of any sort shall be permitted at any time.  
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ARTICLE IX: OTHER AGENCIES  

  

Agencies which are of a civic nature, while they may be good in themselves, shall not be formed in this church.  

 

ARTICLE X: LICENSING, ORDAINING AND COMMISSIONING  

  

Section 1: Licensing  

  

When men of the church have evidenced the call of the Lord by their life and actions, then, upon the request of 

the individual, the pastors, elders, and deacons will examine the individual and present him to the congregation 

for a motion to license him to the ministry.  Such license shall be for one year. (See Addendum:  Licensure)  

  

Section 2: Ordination  

  

When the church desires to set aside one of its members to the full‐time work of the ministry, it shall invite 

pastors and brethren from other Baptist churches and churches of like faith to sit in council with them to advise 

concerning ordination.  This council, after due examination of the candidate and consultation, shall advise the 

church to ordain or refrain from ordaining, but the final decision shall rest with Highland Hills Baptist Church. 

(See Addendum: Ordination)  

  

Section 3: Commissioning  

  

When an individual/s is called of the Lord and there is supporting evidence, the Pastors, Elders and Deacons shall 

meet with the candidates for examination.  They shall, if satisfied, recommend that the individual/s be 

commissioned by the church as a missionary.  The service of commissioning will be arranged after the vote of the 

church and before the individual/s leave for the field.  

  

ARTICLE XI: CANCELLATION OF SERVICES  

  

Any cancellation of church services and activities or limitation of access to the church property for a period less 

than seven (7) consecutive calendar days shall be approved by a majority vote of the Elders.  Any cancellation of 

church services and activities or limitation of access to the church property for a period exceeding seven (7) 

consecutive calendar days shall be approved by a majority vote of the church board. The vote of the board under 

this section may be held at a regularly scheduled meeting, a special called meeting, or by e‐mail.  The church 

board may submit the decision to cancel church services and activities or limit access to the church property for 

a period exceeding seven (7) consecutive calendar days to the church membership for approval.  

  

ARTICLE XII: EFFECTIVE DATE, AMENDMENTS, EXCEPTIONS, SUSPENSION  

  

Section 1: Effective Date  

  

These By‐Laws shall be fully effective on the first day of the month following their approval and acceptance by 

the congregation.  Approval and acceptance shall be by two‐thirds (2/3) of the voting membership present at the 

business meeting where the By‐Laws are presented. 
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Section 2: Amendments  

  

A. These By‐Laws may be amended at any Annual or Special Business Meeting of the Church by a twothirds 

(2/3) majority of the voting membership present at the business meeting. Written notice of the 

proposed amendment shall be given or sent to each voting member at least two (2) weeks prior to the 

meeting and such meetings shall be announced at both Worship Services on the two (2) Sundays 

immediately preceding the meeting.   

  

B. Appendices (statements of clarification) to the By‐Laws may be added and/or amended by the Elders 

recommendation to the board.   

  

C. Upon adoption of these By‐Laws, it shall supersede any prior By‐Laws.  

Section 3: Exceptions  

  

Any matters not covered by these By‐Laws shall be referred to the church board for consideration and 

recommendation to the congregation.  

  

Section 4: Suspension  

  

These By‐Laws shall not be suspended at any time.  

  

Article XIII:  DISSOLUTION  

  

In the unlikely event that Highland Hills Baptist Church should ever be dissolved, the elders shall call for a Special 

Business Meeting for that purpose. Notice of said meeting must be given at the two (2) Sunday worship services 

immediately preceding the meeting and additionally sent in writing to the membership at least two weeks prior 

to the meeting. A two thirds (2/3) majority of the voting members present at the meeting shall be required to 

dissolve the church and distribute its assets. Assets remaining after payment of all outstanding debts and 

obligations, plus the cost and expenses of such dissolution shall be distributed to one or more Christian 

organizations that qualify as exempt under section 501(c) (3) of the most current Internal Revenue Code. Further, 

assets may only be distributed to such organizations that are in agreement with Highland Hills Baptist Church’s 

doctrinal statement as outlined in the church by‐laws.   

  

  

  

  

  

  

  

  

  

  

  


