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TEEN CHALLENGE 

BOARD OF DIRECTOR’S POLICY MANUAL

A.   APPROVAL OF MINISTRY AND FRATERNAL RELATIONSHIP

To be recognized as a Teen Challenge center, the ministry shall be approved by the Global Teen Challenge, World Headquarters and be governed by a constitution, by-laws, and Board of Directors.  The constitution and by-laws shall be that of a non-government, not-for-profit religious, educational, and charitable organization.

Teen Challenge of _________________________is committed to following the standards of operation of Global Teen Challenge and shall maintain a fraternal relationship for accountability, fellowship and networking.

B.    CORE VALUES

In order to obtain the documented success of the Teen Challenge ministry, the Board is committed to:  

1. Adhere to the basic Teen Challenge model.

2. Insist that all aspects of the program operate with the highest standards of integrity.

3. Maintain a Biblical, Christ-centered treatment approach.

4.   Require a structured program, balanced with love, discipline and accountability.

5.   Maintain a focus on outreach evangelism.

6.   Maintain discipleship training as the heart of the program.

7.   Preach and live the message of faith in God to meet every need.

8.   Maintain a strong Pentecostal message.

C.    MEMBERSHIP AND MEETINGS

1.  Composition-The Board shall be comprised of not less than five or more than fifteen members, including the Executive Director, the majority of which should be Assemblies of God ministers and laymen when possible.  All members shall be Christians that are in harmony with the Global Teen Challenge sample Constitution and By-laws, Statement of Faith and Mission Statement.   

2.  Length of term-The term of office of all board members shall be three consecutive years, however members may be considered for re-election at the end of a term.

3.  Termination-Membership on the board shall cease if any board member shall resign or be disqualified.  Members may be disqualified for missing two consecutive meetings without notice to the President of the board.

4.  Frequency of Meetings-The Board shall meet a minimum of four times per year.  Special meetings may be called by the Executive Director if he gives the members seven days prior notice.  

5.   Executive Committee-The Executive Committee shall be comprised of the Executive Director, the President, the Vice-President, the Secretary and the Treasurer and they shall meet as required or called upon by the Executive Director.  They shall have power to govern the corporation and make decisions in the absence of full board meetings as necessary.

 D.      CONSTITUTION AND BY-LAWS

The constitution and by-laws of the organization shall define:

1.  The official name, registered office location and objectives;

2.  The relationship with Global Teen Challenge;

3.  The prerogatives of the Board;

4. The qualifications and responsibilities of the members of the Board and its makeup, officers, duties, terms and rules for elections;

5.  The frequency of board meetings and attendance requirements.

6.  The guidelines for managing property, personnel and finances.

E.      RESPONSIBILITIES

The Board shall: 

1.  Act as the legal caretakers of the organization and with the Executive Director verify that its goals and objectives are carried out.  They shall hold the Executive Director responsible to work within the established policies and procedures, the Executive Director’s Job Description, and Director’s Guidelines. 

See Addendum A (Teen Challenge Executive Director’s Guidelines).

2.  Understand the philosophy and structure and all aspects of the operations of Teen Challenge and be committed to its goals.    

3.  Be familiar with the Teen Challenge Constitution and By-laws, Board of Director’s Manual, Policies and Procedures Manual, Staff and Student Manuals, and Job Descriptions.

4.  Support Teen Challenge financially on a regular basis and regularly promote the ministry to his/her church, fellow Christians and the community. 

F.      DUTIES

The Board shall: 

1.   Adopt policies that define the powers and duties of the Board and its committees.

2. Appoint, advise, encourage, evaluate and if necessary, dismiss the Executive Director as the official representative of the Board.

3. Work with the Executive Director to develop an annual plan with measurable goals and budget, and a long-range plan (3-5 years, reviewed annually).

4.   Review and approve an annual budget. 

5.  Develop policies, establish controls and make available sufficient resources such as funds, staff, equipment, supplies, and facilities to ensure that a high quality program is provided to the students.  

6.  Review on a regular basis the program's goals, organizational structure, lines of communication, policies and general effectiveness for the purpose of information, evaluation, planning and/or corrective action in meeting its stated goals.

7.   Attend all Board meetings, both regular and specially called.

8.   Keep minutes of all Board meetings that include:




 a.  The date and place of the meeting.

      

 b.  The names of all members attending.

            

 c.  The topics discussed.

      

 d.  The decisions reached and target dates for their implementation. 

      

 e.  The Executive Director’s report and any other reports.

            See Addendum B (Sample Minutes of a Board Meeting).                   

G.      INDIVIDUAL LEGAL RESPONSIBILITY

In the event of civil litigation against the organization all board members, the Executive Director and staff personnel should be protected by liability insurance as per Teen Challenge policy.

H.      LEGAL DOCUMENTS

1.  The Executive Director shall be empowered to act on behalf of the Teen Challenge to    execute legal documents, contracts, agreements, etc., in the name of Teen Challenge, provided the board has prior full knowledge and has given their approval.

2.  Copies of all legal documents shall be safely secured by the Executive Director and the Secretary of the organization.
 I.      STAFF PERSONNEL 

  1. Hiring-The Executive Director shall be responsible to interview, select and hire all individuals to fill staff positions.  He shall, with input from the department heads, give the Board an annual performance evaluation of each staff member.

          2.  Dismissal- Staff personnel may be dismissed or suspended by the Executive Director as per established policy.  They may request in writing an opportunity to appeal their dismissal before the Board.  The Board shall have the final decision concerning the dismissal of all staff personnel providing the Executive Director is in agreement.

          3. Grievances-Grievances will be heard by the Executive Director and his department heads in accord with the grievance procedure outlined in the Staff Policy Manual.  

      At no time shall a board member entertain a verbal or written complaint from a past or   present employee or student, but shall refer it to the Executive Director for response.

          4.  Salaries and Promotions-Salaries are overseen by the Executive Director within the   limits established by the Board.  Annually, the Executive Director with the Board  shall consider possible increases in salary based on finances available, cost of living increases, performance evaluations, length of service, etc.  

       
If possible, salaries and benefits for staff personnel shall be similar to that of others in a comparable ministry.  

         5.  Benefits-As finances permit, Teen Challenge should provide health, dental and retirement benefits for staff personnel, depending upon length of service, position, education and qualifications and in accordance with prevailing law.

J.   POLICY AND PROCEDURE MANUALS

Teen Challenge shall maintain comprehensive policy and procedure, staff and student manuals which shall be reviewed annually with input from the Board.

K.    DAILY OPERATIONS

The overall operation of Teen Challenge shall be implemented by the Executive Director.  His department heads and staff personnel shall be directly responsible for carrying out the directives and policies of the ministry.  

L.     FINANCES

1. Purchasing-All purchases of more than _________ shall be subject to finances available and a minimum of two comparative estimates shall be secured prior to purchase.  Purchases shall be in accordance with established policies, and the Executive Director’s limitations and Job Description.

    Operating expenditures shall be subject to the approved annual budget.  If requests for purchases exceed the funds, it is the Executive Director’s responsibility for choosing priorities.  When possible, the staff salaries shall have priority over all accounts payable.

2.  Signing Checks-There shall be three persons approved by the Board to sign Teen Challenge checks with two signatures required on each check.  The Executive Director or his designee shall ensure that there is supporting documentation for all expenditures.

3. Monitoring the Budget-The Board shall be advised of the financial position of the ministry by monthly, or at least quarterly financial statements by the Executive Director.  See Addendum B (Sample Teen Challenge Monthly Financial Statement).

    The Executive Director, in consultation with the Bookkeeper, shall have the authority in   case of an emergency, to borrow funds to meet short term cash shortage situations up to the amount of $_____________(amount to be approved by the Board). 

4. Designated Giving-All gifts shall be used entirely for the specific project for which  they are designated.

5. New Projects-All projects, major capital spending, or significant changes in the direction for the Teen Challenge ministry, shall be discussed with the Board and approved prior to pursuing action or making public announcements.

ADDENDUM A

TEEN CHALLENGE EXECUTIVE DIRECTOR’S GUIDELINES

The Executive Director of Teen Challenge shall not cause or allow any practice, activity, decision or organizational circumstance which is either imprudent or in violation of commonly accepted business, professional or Christian ethics.

1. Dealings with all staff personnel, students and the public shall always be humane, fair and dignified.

2. Neither budgeting nor spending for any fiscal period shall deviate materially from Board-approved budget priorities, risk financial jeopardy nor fail to show a generally acceptable level of foresight.

3. Information and advice to the Board will have no significant gaps in their timeliness, completeness or accuracy.

4. Assets shall always be protected, adequately maintained and never risked unnecessarily.

5. There shall be no conflict of interest in any financial dealing of Teen Challenge.

6. All dealings with members of the opposite sex shall be conducted in ways that do 

not give any appearance of impropriety. 

ADDENDUM B

TEEN CHALLENGE OF ____________________

BOARD OF DIRECTOR’S MEETING MINUTES

Date:
Place:
(Location where the meeting is held)

Present:
 (Names of people)

Absent:  (Names of people)

(Person’s name) opened meeting in prayer.

Reports:

The minutes of the previous meeting were read. It was moved and seconded to accept the minutes from the previous meeting.  It was unanimously passed. 

The financial statement dated (month/day/year) was presented.  A motion was made to accept the financial statement.  It was seconded and passed.

Old business  (Business mentioned in the last board meeting minutes)

Expanding the ministry to (name of location) was discussed.  A new site has been located and financing for the property is available.  After some discussion, the expansion was tabled until the TC Center renovation is finished and the Executive Director has had a chance to visit the new proposed site.  It was moved, seconded, and passed. 

The TC thrift store report.  The thrift store is now under new management. (Person’s name) is overseeing the store.  (Person’s name) is the new manager.  

A report was given on the renovation of the Farm. 

The procedure for installing a new septic system was distributed and an update given.  Final cost will be (amount).  This will include digging a new drain field and building a wastewater treatment plant.  We will provide the labor to reduce cost.  

A Certified Public Account’s financial audit is in the process of being done for last year. 

New Business

The Board learned that there are possibly Government funds available to "faith based" programs like Teen Challenge.  We want to investigate this and will invite someone who is knowledgeable about the process of obtaining these funds to meet with the Board and discuss the feasibility of Teen Challenge becoming a beneficiary. 

Ministry Report

1
The Farm is completely full of students and there is a waiting list.

2.
More men want to stay and continue their Bible studies or do reentry.

3.
Possibilities of starting a School of Life or our own Training Institute.

4.
We need to write out a ministry missions statement.

5.
A crisis center is needed in (city) and a person to direct it.

A motion was made to find a facility for an induction center in (city).  It was seconded and passed.

The next meeting will be held on (month/day/year) at (place) at (time).

The meeting closed in prayer by (person’s name) at (time).

Respectfully Submitted,

(Signature of Secretary) 

ADDENDUM C

(Sample Teen Challenge Monthly Financial Statement)

TEEN CHALLENGE OF _______________________________

FIINANCIAL STATEMENT

(Month/day/year)

                           Balance brought forward (date & year of previous month)
_________

                             INCOME


  
   Personal Offerings



  ________


     Churches - Assemblies of God
________

                                                          - Other
________

     Community Groups
________


     Student Designations
________


     Designations
________



EXPENSES


Executive Director


Salary
________


Travel
________


Retirement
________


Seminar
________


Health Insurance
________


Parsonage


Electric
________


Phone
________


Maintenance
________


Heating Gas
________





  Water
         



 ________

               Mortgage




 ________


   Insurance




 ________

                                 Office


   Printing
________


   Mailing
________


   Supplies
________


   Phone
________

TEEN CHALLENGE FINANCIAL STATEMENT
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Center


       Food
________


       Janitor Supplies
________


       Equipment
________


       Maintenance
________


       Rent/Mortgage 
________


       Fuel Oil
________


          Electric

  ________





       Water




  ________





       Insurance




  ________

Transportation


  Gas




         ________


  Maintenance



         ________

       Insurance



         ________

Designations


  Staff




         ________


  Student



         ________


  Video




         ________

                                         Other

                                      ________

                                 Staff Salaries

Resident Director

                                      ________


Secretary              

                                      ________


Head Counselor 

                                      ________


Counselor 1

                                      ________


Bible Teacher

                                      ________


Intern

                                      ________


Cook

                                      ________

                                      Miscellaneous 


  Staff Health Insurance
                                     ________


  Teen Challenge International Curriculum       ________


  Taxes

                                       ________


  Audit                                                                ________


           Bank Debit                                                      _________   

            Balance (Month/day/year)                                     __________







PAGE  
2

