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WELCOME!
Welcome to Lindsay Lane Baptist Church, Athens, Alabama!  We consider you to be a gift from God and look forward to working with you as a member of our ministry team.  We appreciate you and the gifts and talents you bring to this ministry and are committed to helping you achieve your highest level of service for the Lord in this ministry.

As an employee of the church, you represent this ministry in both your work life and your private life.  As a result, you are expected to always be sensitive to how others may see you biblically, spiritually, and ethically.  We encourage you to strive toward living a life that is an example to others of your relationship with the Lord Jesus Christ and your belief in the church’s Mission Statement.

MISSION STATEMENT

Growing Christ’s church through

Preaching the Word, Teaching the Way, and Reaching the World.

INTRODUCTION / EMPLOYMENT AT WILL
This handbook applies to all employees and is intended to provide guidelines and summary information about the church’s personnel policies, procedures, benefits, and rules of conduct.

It is important to read, understand, and become familiar with the handbook and comply with the standards that have been established.  Please talk with your supervisor if you have any questions or need additional information.
It is obviously not possible to anticipate every situation that may arise in the work place or to provide information that answers every possible question.  As a result, the church reserves the right to modify, supplement, rescind, or revise, any policy, benefit, or provision, with or without notice, as it deems necessary or appropriate.
If there is a conflict between the provisions, benefits, and policies in this handbook and those set forth in the terms of an ordained staff member’s call, the terms of the call shall prevail.

Employment is with the mutual consent of the employee and the church.  Consequently, both the employee and the church have the right to terminate the employment relationship at any time, with or without cause or advance notice.  This employment-at-will relationship can only be modified by an express written agreement signed by the employee and the Personnel/Finance Ministry Team of the church.

The at-will relationship may not be modified by any oral or implied agreement.

This handbook is not a contract for employment, or for benefits, and it is not a contract for a specific term.

SECTION I:  EMPLOYMENT

EMPLOYEE CLASSIFICATIONS

The church classifies employees in three different ways, as follows (see Appendix A: Organizational Chart):

1.  Levels 1-3
Senior Ministerial Staff
2.  Levels 4
Ministerial Staff

3.  Level 5
Support Staff

The pastor is an ordained minister, whereas other senior staff members may or may not be required to be ordained.  The general office staff is comprised of all clerical positions and others as needed.  The maintenance staff is comprised of all positions in support of the building and grounds, maintenance and appearance.  Other non-ministerial staff could be positions such as preschool workers, day-care director, food service director, interns, etc.

Types of Employment:

Full-time Employee:
An employee is considered a full-time employee if their regularly scheduled hours of work each week are at least 32 hours.

Part-time Employee:
An employee is considered a part-time employee if their regularly scheduled hours of work each week are at less than 32 hours.

Contract Employee:
Contract employees are hired to perform a specific task or work for a specific period of time.  Benefits are not available to contract employees except where special provisions are stated in the contract.

Interns:
1. Staff Intern.  This classification of intern is one who works in a direct staff relationship up to twelve months.  The intern would be recommended by the staff person with whom they would work, endorsed by the pastor or his designee.  A salary will be established prior to employment.

2. Summer Intern.  This classification of intern is one who works in a direct staff relationship during the summer months.  The staff person responsible for the summer intern will recommend the intern to the pastor or his designee for approval.  A salary will be established prior to employment.
Calling of Staff Members:
Senior Pastor:
The senior pastor will be called in congruence with the bylaws of the church.

Other Ministerial Staff:
Associate pastors and other ministerial staff members will be called on the recommendation of the senior pastor with approval of the Personnel/Finance Ministry Team after having input from the congregation and in congruence with the bylaws of the church.
Support Staff:
Support and other church staff will be employed on the recommendation of the immediate supervisor with the approval of the senior pastor or his designee.  Initial terms of employment will be stated in a signed Employment Agreement (Appendix E).  
EMPLOYMENT OPPORTUNITY

The church has the right to employ and/or terminate employees based on biblical principles and convictions.

The church provides equal employment opportunities to all employees and applicants for employment without regard to race, color, sex, national origin, age, or disability in accordance with applicable laws.  This policy applies to all terms and conditions of employment, including but not limited to hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation, and training.

It is the church’s policy to maintain a working environment free of unlawful discrimination.

Sexual harassment is unacceptable conduct which violates this policy.  Our policy concerning sexual harassment in the workplace is clear.  It is against the law; it will not be tolerated.

Sexual harassment encompasses a wide range of unwanted, sexually directed behavior and has been defined in the following manner:

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitutes sexual harassment when:  (1) submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment, or (2) submission to or rejection of such conduct by and individual is used as the basis for employment decisions affecting such individual, or (3) such conduct has the purpose of effect or unreasonable interference with an individual’s work performance or creating and intimidating, hostile, or offensive working environment.

A hostile environment may include jokes, vulgar comments, sexually suggestive cartoons or posters, as well as actual physical abuse or touching.  Sexual harassment does not necessarily include conduct of a romantic or sexual nature.

Sexual harassment applies to the conduct of a supervisor toward a subordinate, an employee toward another employee, a non-employee toward an employee, or an employee toward an applicant for employment.  Sexual harassment can apply to conduct between members of the same sex.  Sexual harassment can apply to conduct outside the workplace as well as on the work site.

Retaliation for harassment complaints is also against the law and will not be tolerated.  Retaliation includes any adverse employment action against an employee because the employee has complained about or resisted harassment, discrimination, or retaliation, or has cooperated in an investigation.  Refusal to cooperate in an investigation of harassment or retaliation is also prohibited.

Employees who wish to register a complaint may do so through the employee’s immediate supervisor, the senior pastor, or the Personnel/Finance Ministry Team.

Allegations of sexual harassment or retaliation will be investigated thoroughly.  The facts will determine the response to each allegation.  Substantiated acts of sexual harassment or retaliation will be met with appropriate disciplinary action, up to and including termination of employment.  All information regarding any specific incident will be kept confidential with the necessary boundaries of the fact-finding and decision-making process.

Similarly, harassment concerning age, race color, national origin, disability or any other prohibited factor is also unlawful and against the church’s policy.  Such harassment should be reported and will be investigated as described above.

IMMIGRATION REFORM AND CONTROL ACT OF 1986

The church is committed to full compliance with the federal immigration laws and will not knowingly hire or continue to employ anyone who does not have the legal right to work in the United States.
As a condition of employment, the employee will be required to provide documentation verifying identity and legal authority to work in the United States.

EMPLOYMENT OF MINORS

The employment of minors is restricted only by the terms, conditions, and provisions of state and federal law.

SECTION II:  BENEFITS

Record of Employee Benefits:  Each employee will be given a copy of their compensation and benefits package, as applicable.  A copy will also be retained by the church.
HOLIDAYS

The following are authorized paid holidays (or days observed).  The church offices will be closed:

January

New Year’s Day (1st)
When this holiday falls on Saturday, or Sunday, it will be observed the following Monday.


May


Memorial Day





Observance will coincide with the national observance.


July


Independence Day (4th)

When this holiday falls on Saturday, it will be observed on the Friday before.  When this holiday falls on Sunday, it will be observed on the following Monday.


September

Labor Day

November

Veteran’s Day (11th)

When this holiday falls on Saturday, it will be observed on the Friday before. When this holiday falls on Sunday, it will be observed by all on the following Monday.


November

Thanksgiving (Thursday & Friday)

December

Christmas (24th, 25th, plus one day)

If the 25th falls on Friday, offices will be closed the 24th, 27th, and 28th.  If the 25th falls on Saturday or Sunday, offices will be closed the Friday before, and the Monday and Tuesday following.  If the 25th falls on Monday, offices will be closed the 25th , 26th, and 27th.
Note:
Friday observances of the above scheduled holidays shall not constitute an alternate day of observance for ministers and church employees who are routinely off on Fridays.

The following general provisions apply to holiday pay:
1. Holidays will be observed on the calendar day designated by the church for observance.

2. To be eligible for holiday pay, employees must be available to work their last scheduled workday before the holiday and their first scheduled workday after the holiday.

3. If a holiday falls during an employee’s approved vacation period, the employee will receive holiday pay and will not be charged a vacation day on the day the holiday(s) is observed.

4. Employees on leave of absence for any reason are not eligible for holiday pay on holidays that are observed during the period they are on leave.

LEAVE OF ABSENCE


The need for one’s self to be absent for matters not covered in this section are recognized as unusual cases.  These will be administered by the employee’s supervisor.  The employee should use the Leave of Absence form (Appendix B) when requesting any leave of absence.

The church makes leaves of absence available to employees as follows:
VACATION:  Full-time and part-time employees will earn a pro-rated number of vacation days on their first anniversary date.  Applicable vacation days will be awarded each January 1st thereafter as long as they are employed.  Vacation days are based on the length of continuous service with the church for non-ordained staff in Levels 4-6.  Vacation days are based upon length of service in the ministry for staff in Levels 1-3.  Pro-rata days awarded for the first year of service will be based on the number of months from their first anniversary date until the end of that calendar year.  A vacation day, for both full-time and part-time employees, equals one regular scheduled work day.

Length of Continuous Service



Vacation

After 1 through 5 years




10 Days

After 5 through 15 years




15 Days

After 15 years or more




20 Days

Exceptions to the above may be necessary when hiring a person with superior vacation benefits.

Unused vacation leave does not carry over from one year to the next except for unusual circumstances which are approved by the pastor or his designee.  Employees should use all vacation during the calendar year in which it is awarded.  Upon resignation or termination, vacation will be prorated at the employee’s current rate of pay.

Requests for vacation time must be submitted in writing using the Leave of Absence form (Appendix B) and should be submitted to the employee’s supervisor for approval at least three working days in advance.  Vacation requests will be approved on a first-come, first-serve basis, and only if the time off will not interfere with the normal business operations of the church.

Employees should be sensitive to the number of Sundays that are missed.  Example:  If an employee has three weeks vacation, the employee should only miss three Sundays due to vacation leave.
SICK:  All full-time personnel will accrue sick leave at the rate of one day per month, beginning on the date of their employment, up to a maximum of  seven days per year.  Part-time employees will accrue sick leave on a prorated basis.  Sick leave may be used as it is earned, however it is a benefit for those who are sick and is not intended to be a tool to be used to extend vacation leave.  Sick leave is not subject to “buy back” and will not be paid upon termination of employment, retirement, of for any other reason.

Sick pay benefits may only be used in the case of personal illness or injury (including spouse and children) that is not work-related and is not accumulative from one year to the next.  Employees who receive sick pay benefits may be asked to provide medical verification of their illness and their ability to return to work.  A Leave of Absence form (Appendix B) should be filled out immediately upon returning to work.

BEREAVEMENT:  Full-time employees who have completed at least 30 days of continuous service will be eligible for up to three days away from work, with pay, to arrange and/or attend the funeral of an immediate family member.  Immediate family member for the purpose of this policy is defined as the employee’s, parent, child, sibling, grandparent, or grandchildren or any in-law of same relations.

Requested or recorded time off should be documented using the Leave of Absence form (Appendix B).  Employees who require more than three days away from work may request earned vacation time or a personal leave of absence, subject to the provisions of the church’s leave of absence policy.  In the event of death of a spouse or child, additional days away from work, with pay, may be extended with approval of the employee’s immediate supervisor and the senior pastor (or his designee).
MILITARY:  A leave of absence for required military service.  The church complies with all applicable state and federal law concerning leaves for military service.

MISSION TRIP:  Given LLBC’s vision and commitment to global missions, all Ministerial Staff are strongly encouraged and may even be required to participate in mission projects annually as part of their assigned ministry tasks and responsibilities.  Prior approval must be obtained from the minister’s supervisor by using the Leave of Absence form (Appendix B).

Support Staff may be granted up to five days per year of paid leave in order to participate in church sponsored mission projects.  Such leave shall be awarded in addition to an employee’s earned vacation.  The church will not prepay/refund expenses (travel, meals, and lodging).  Prior approval must be obtained from the supervisor by using the Leave of Absence form (Appendix B).
CONVENTION / CONFERENCE:  A leave of absence to attend an applicable work related convention, conference, or training workshop.  Prior approval must be obtained from the supervisor by using the Leave of Absence form (Appendix B).  

Where it can be demonstrated that the church will benefit from an employee’s participation in an educational program, conference, or professional organization, the related expenses may be paid by the church.

Requests for payment of expenses related to educational programs and professional organizations must be approved by the employee’s immediate supervisor and the pastor (or his designee).  Upon returning to work, the employee should turn in an Expense Reimbursement / Check Request form (Appendix C).
EXTENDED ILLNESS / MATERNITY:  Extended illness/maternity leave may be taken up to 25 working days with pay after one year of service, only after sick leave benefits have been exhausted.  Prior approval (excluding emergencies) by the employee’s immediate supervisor and the senior pastor must be obtained using the Leave of Absence form (Appendix B).  Under unusual circumstances, unpaid extended illness/maternity leave may be extended with the approval of the Personnel/Finance Ministry Team.  Employees who receive extended illness/maternity leave benefits may be asked to provide medical verification of their illness and their ability to return to work.
Employees who return to work at the end of and extended illness/maternity leave will normally be returned to their former job classification if an opening exist or, if there is no such opening, they will be considered for a comparable position if one is available.  Reinstatement however, is not guaranteed.
JURY DUTY:  A leave of absence to serve on jury duty or appear for other mandatory court appearances.  When an employee has been notified to serve on jury duty, they should immediately notify their immediate supervisor and the senior pastor by using the Leave of Absence form (Appendix B), and may be required to submit the summons notice to their supervisor.

Full-time hourly personnel and part-time personnel who are called to serve on jury duty will be paid the difference between their regular pay and all monies paid to them by the court.  No adjustment in pay will be made for full-time salaried personnel.

Upon completion of jury duty, a Verification of Attendance form (obtained from the court) must be presented to the church.  Employees who are excused from jury duty for the day, or are excused early, should report to work when it is practical to do so.  When it is not practical, the employee should call in.

If an employee is called to serve on jury duty at a time that would unreasonably interfere with the normal business operations, the pastor or his designee may request that the required service be rescheduled for a later date that would be more convenient for the church.

STUDY LEAVE / SABBATICAL:  A leave of absence for personal growth and professional advancement for ministerial staff.  Study leave/sabbatical will be granted only with the approval of the Personnel/Finance Ministry Team for the senior pastor, and with the approval of the pastor for other ministerial staff, and will be classified as non-chargeable leave with pay.  Written requests for study leave/sabbatical must be submitted in advance using the Leave of Absence form (Appendix B).
MINISTERIAL ENGAGEMENT:  A leave of absence extended to ministerial staff to preach, teach, speak, and/or to provide or lead music at another church, conference, seminar, or other such event.  Prior approval must be obtained by using the Leave of Absence form (Appendix B) if the engagement requires significant time away from normal ministerial responsibilities.  
PERSONAL LEAVE WITHOUT PAY:  Occasionally, employees may encounter circumstances that warrant a leave of absence other than those defined above.  Personal leave without pay is a leave of absence for a compelling personal reason that is not medically related.  Such occasions are considered rare and should not be requested except in extenuating circumstances.  It must be clearly understood that such leave is not merely a provision for additional time away from work.  
For employees with less than two years service, requests for personal leave without pay must not exceed 7 calendar days. Employees who have completed at least two years of continuous service may submit a written request for a personal leave of absence, without pay, for up to a maximum of 30 calendar days.  
All such requests must be made in writing using the Leave of Absence form (Appendix B).   The reason for the leave must be stated, as well as the beginning and ending dates, and prior approval must be obtained by the immediate supervisor and the administrative pastor and/or senior pastor.  Personal leaves of absence for the senior pastor must be approved by the Personnel/Finance Ministry Team.

Requests for personal leave will be considered for approval at the discretion of the employee’s immediate supervisor and the administrative pastor and/or senior pastor, based on the facts and circumstances surrounding each individual request.

Employees who return to work at the end of a personal leave will normally be returned to their former job classification if an opening exists or, if there is no such opening, they will be considered for a comparable position if one is available.  Reinstatement, however, is not guaranteed.

The following general provisions apply to all leaves of absence:
1. A request for an extension of a leave of absence must be made in writing one week prior to the expiration date of the original leave and, when appropriate, must be accompanied by a physician’s written statement verifying the need for the extension.

2. Failure to return to work on the first work day following the expiration of an approved leave of absence may be considered a voluntary termination.

3. Employees on leave of absence will be subject to lay off on the same basis as employees who are actively at work.

4. Employees on leave of absence must communicate with the church on a regular basis, at least once each month, regarding their status and anticipated return to work date.

5. Employees on leave of absence who seek or accept other employment without the church’s prior written approval will be subject to disciplinary action, up to and including termination of employment.

6. Employees who falsify the reason for their leave of absence will be subject to disciplinary action, up to and including termination of employment.

WORKERS COMPENSATION

The church complies with all applicable state and federal law concerning a leave of absence for a work-related illness or injury.  The church also carries Workers Compensation Insurance pursuant to applicable law.  
It is the responsibility of the employee to report any work-related injury or illness to their supervisor at the time the accident occurs, regardless of how minor it may be.  It is also important to get proper first aid and/or medical attention immediately.
SECTION III:  EMPLOYMENT STATUS

TARDINESS AND ABSENCE


It is important that employees work their assigned schedules as consistently as possible.  However, the church understands that because of illness or emergency an employee may be unable to come to work.

If unable to report to work for any reason, an employee must inform their immediate supervisor as quickly as possible.  It is the employee’s responsibility to keep the church informed during short-term absence and to provide medical verification when asked to do so.
Employees are expected to be at their work station ready to begin work at the beginning of their scheduled shift, and at the end of any scheduled breaks and meal period.  Except in an emergency, non-ministerial employees must have their supervisor’s permission to leave work before they are regularly scheduled to do so.

A tardy or absence is considered “excused” only when the employee calls ahead of time and the tardy or absence is for a compelling reason.  The church reserves the right, at its sole discretion, to determine what constitutes a compelling reason.  A tardy or absence for a non-compelling reason, and/or failing to call in according to church policy, will be considered “unexcused.”

The church considers “unexcused” tardiness and/or absence to be a serious problem.  However, employees who are tardy or absent excessively, or show a consistent pattern of absence and/or tardiness, whether “excused” or “unexcused,” will be subject to disciplinary action, up to and including termination of employment.

If an employee does not call in or report to work for two consecutive workdays, they may be considered to have abandoned their job and may be terminated.

TERMINATION

Employees who resign their employment are requested to give at least 14 days written notice before leaving their job.  Written notice should include the reason for leaving and the date of departure.  If an employee does not call in or report to work for two consecutive workdays, they may be considered to have abandoned their job and may be terminated.

WORK SCHEDULE

Sunday:  Sundays are considered work days for ministerial staff and departmental directors.  With a large portion of church activity being conducted on Sundays, ministerial staff and departmental directors’ absences will be held to a minimum on that day.  When one plans to be away from church on Sunday, explicit notification, and approval by the employee’s immediate supervisor is necessary using the Leave of Absence form (Appendix B).
Monday – Saturday (Work Schedule)
A. Pastor - The pastor will establish his own work schedule in accordance with the church bylaws and procedures pursuant to his job description and in such a manner that he can execute his responsibilities to the best of his ability within the terms of his call.

B. Other Ministerial Staff – The pastor or his designee will establish the working hours for all other ministerial staff in accordance with the church bylaws and procedures pursuant to their job description and in such a manner that they can execute their responsibilities to the best of their ability within the terms of their call.
C. Support Staff – The schedule will be established by the immediate supervisor.

All work schedules are subject to change considering the needs of the church’s ministries and programs.  Scheduled changes will be established by the immediate supervisor in consultation with the pastor (or his designee).

Overtime work (over 40 hours a week) for non-exempt employees may only be performed with the express written authorization of the immediate supervisor.  Unapproved overtime will be considered “volunteer” service to the church.  Wages for overtime hours will be paid at one and one-half times the employee’s regular hourly rate.
PERSONNEL RECORDS

It is important that the church always have current personnel information.  Employees are requested to notify the church immediately of any change to name, address, telephone number, marital status, etc.  If for some reason changes need to be made to a name and/or Social Security number, original documentation must be provided to authorize changes to personnel records.

Upon request, employees will be allowed to review any personnel records that have been used to determine qualifications for employment, promotion, compensation, termination, or other disciplinary action.  Employees should first see their supervisor for more information.

SECTION IV:  COMPENSATION

PAY SCHEDULE

Normally, scheduled paydays are the 15th and the last scheduled Monday through Friday work day of each month.  Paychecks will be issued on the workday prior to scheduled payday when the payday falls on a weekend or holiday.  The church cannot cash paychecks for employees, nor are salary advances permitted.
WAGE AND SALARY REVIEWS

The church attempts to review employee compensation at least once a year.  A wage or salary review may or may not result in an increase in pay.  See the Employee Performance Evaluation form (Appendix D).  

All aspects of the compensation structure are contingent upon the budget, employee work performance, and other job related factors.

PERFORMANCE

Evaluation of each employee’s performance is an ongoing process.  Employees will receive a written performance evaluation after approximately 90 days of service and approximately every 12 months thereafter.  The purpose of the performance evaluation is to let the employee know how well he/she is doing and to gather employee feedback.  Written performance evaluations may include commendations for good work, specific recommendations for improvement, as well as reprimands.
Employees will have the opportunity to discuss their performance evaluation with their supervisor.  This is a good time to ask questions and clarify important points.  Performance evaluations help the church make important decisions about job placement, training, professional development, and pay adjustments.  A satisfactory performance evaluation does not guarantee a salary increase nor does it alter, modify, or amend the employment-at-will relationship between the employee and the church.

The personnel memo is a tool to help the staff communicate.  It may be used to compliment special effort or results, or to advise, warn, or otherwise discipline an employee for performance or conduct that is not acceptable.  If an employee receives a personnel memo about unacceptable performance or conduct, they are encouraged to take advantage of the opportunity to improve, in order to avoid the need for further disciplinary action.  When the memo is used for discipline or to communicate unsatisfactory conduct or work, the immediate supervisor should verbally discuss this with the employee and a copy of the memo is to be placed in the employee’s personnel file.
Employees are given a job description before they start to work.  A job description summarizes duties and responsibilities and gives important information about the job.  Employees should read and study their job description carefully and discuss it with their supervisor if there are any questions.

The church reserves the right to revise and update a job description from time to time, as it deems necessary and appropriate.

PAYROLL DEDUCTIONS

Various payroll deductions are required by law, such as federal and state income taxes and social security taxes.  Other deductions from paychecks may be authorized by the employee, in writing.  The church complies with applicable state and federal laws regarding the garnishment and assignment of wages.

Each paycheck stub will itemize amounts that have been withheld.  It is important to keep this information for tax purposes.  If there are any questions about deductions, they should be discussed with the church’s Business Administrator or his designee.

SECTION V:  GENERAL INFORMATION

WORK RULES AND

PERFORMANCE STANDARDS

Employment is with the mutual consent of the employee and the church.  Consequently, both the employee and the church have the right to terminate the employment relationship at any time, with or without cause or advance notice.
It is not possible to provide a complete list of every work rule or performance standard.  As a result, the following categories are presented only as examples.  This is not an exclusive list.  Employees are responsible for understanding and following the church’s standards and work rules.  Employees who do not comply may be subject to disciplinary action, up to and including termination of employment.

Job Performance – Employees may be disciplined, up to and including termination of employment, for poor job performance as determined by the employee’s supervisor(s) and in accordance with the church guidelines.  Some examples of poor job performance are as follows:

· Below average work quality or quantity;

· Poor attitude, including rudeness, or lack of cooperation;

· Excessive absenteeism, tardiness, or abuse of break and/or meal privileges;
· Failure to follow instructions or church policies and procedures.

Reasons for Discipline and/or Termination of Employment – Employees may also be disciplined, up to and including termination of employment, for misconduct.  Some examples of misconduct are as follows:

· Insubordination;

· Abuse, misuse, theft, or unauthorized possession or removal of church property or the personal property of others;

· Falsifying or making a material omission on church records, reports, or other documents, including payroll, personnel, and employment records;

· Divulging confidential church information to unauthorized persons and/or organizations;

· Disorderly conduct on church property, including fighting or attempted bodily injury or the use of profane, abusive, or threatening language toward others, or possession of a weapon;

· Violation of any law adversely affecting the church, or conviction in court of any crime which may cause the employee to be regarded as unsuitable for continued employment;

· Use of alcohol, drugs, and/or controlled substances;

· Uncooperative spirit or attitude that is expressed by an unwillingness to comply with instruction of a superior.

Employee Standards – Employees should…

· Perform their work in a responsible, pleasant, cooperative, and confidential manner.

· Be professional in appearance.

· Be faithful and regular in church attendance and tithing.

· Have a positive attitude and respect each other.

· Be above reproach in honesty and integrity.

Violation of any of these may result in disciplinary action, up to and including termination of employment.

ALCOHOL, TOBACCO, DRUGS, AND OTHER

CONTROLLED SUBSTANCES

The use, sale, transfer, possession, or being “under the influence” of alcohol, tobacco, drugs, or other controlled substances when on duty, on church property, or in church vehicles is prohibited.  In addition, any off-duty conduct such as previously described which my adversely affect the reputation or interest of the church is prohibited.  Violation of this policy may result in disciplinary action, up to and including termination of employment.

OUTSIDE ACTIVITIES

Full-time employees are prohibited from engaging in outside employment without the prior written approval of the senior pastor or his designee.  In addition, all employees are prohibited from engaging in outside employment, private business, or other activity which might have and adverse effect on, or create a conflict of interest with, the church.  These activities should not impinge upon the church time.
PERSONAL APPEARANCE

Appearance reflects not only on the employee as an individual, but on the church as well.  Employees are expected to take pride in their appearance and strive to achieve a positive image when representing the church.
LOST AND FOUND

Employees should not bring large sums of money, jewelry, or other valuables to work.  The church will not be responsible for personal property that is lost, damaged, stolen, or destroyed.  Some exceptions to this policy may apply as stated in the church’s insurance policy, particularly regarding ministers’ personal property, such as books, materials, etc.
Personal belongings that have been lost by another person should be turned in to a supervisor.
ACCESS TO CHURCH PROPERTY

It is important that the senior pastor, administrative pastor, and/or an employee’s immediate supervisor have access at all times to church property, as well as other records, document, and files.  As a result, the church reserves the right to access employee offices, work stations, filing cabinets, desks, and any other church property at its discretion, with or without advance notice or consent.

In an effort to provide a safe working environment and to safeguard the property of our employees, our members, and the church, and to help prevent the possession, use, and sale of alcohol, tobacco, and illegal drugs on church property, (in keeping with the spirit and intent of the church’s drug, alcohol, and tobacco policy), the church reserves the right to question employees and all other persons entering and leaving the premises, and to inspect all areas of its premises, including but not limited to, offices, parking areas, and all church property, including without limitation, desks, lockers, and church vehicles.  

The church also reserves the right to search any personal property, with or without prior notice.  Such personal property includes, without limitation, vehicles, clothing, purses, knapsacks, brief cases, packages, and lunch boxes that employees bring onto church premises.  This right also includes, without limitation, searching for alcohol, tobacco, illegal drugs, drug paraphernalia, stolen property, and illegal weapons.  Any illegal drugs, weapons, stolen property, or other contraband discovered during any search will be turned over to law enforcement authorities and criminal charges will be filed where appropriate.  Employees who are discovered to be in possession of said items, or who refuse to consent to a search of their belongings, will be subject to disciplinary action up to and including immediate discharge and/or termination of employment.
BUSINESS EXPENSE REPORTING

Employees will be reimbursed for all approved business-related expenses upon submission of the Expense Reimbursement / Check Request form (Appendix C), receipts and substantiated business mileage logs.  Employees are requested to submit these reports monthly to ensure proper accounting and prompt reimbursement.  
IRS requirements mandate that churches adopt an, accountable, arrangement for reimbursing employees for business mileage and that employees substantiate business miles with adequate records at least every 60 days (Church Treasurer Alert! Vol. 9, No. 2, Feb. 2001).  Thus, the church will only reimburse employees for business miles logged during the 60 day period prior to the date a request for reimbursement is turned in.  
PURCHASING

Employees must adhere to the purchasing policies as defined by the church business office utilizing, as appropriate, a Purchase Order Request Form (Appendix F), an Expense Reimbursement / Check Request Form (Appendix C), or an assigned church credit card.

USE OF CHURCH TELEPHONES & COMPUTERS

From time to time it may be necessary for an employee to make and receive personal calls on church telephones.  However, these calls should be limited to a maximum of five minutes in length, and should be made, whenever possible, during scheduled break and meal periods.  Employees are expected to use good judgment and common sense when it comes to personal phone calls.

Employees who violate this policy may be subject to disciplinary action, up to and including termination of employment.

All electronic and telephonic communication systems and all communications and information transmitted by, received from, prepared, maintained, or stored in these systems are the property of the church and, as such, are to be used for church purposes.  The use of such systems, including but not limited to, fax machines, telephones, computer equipment and software, supplies, photo copy machines, e-mail, and voice mail should be used for such purposes.

To ensure that the use of electronic and telephonic communications is consistent with the church’s legitimate interests, the church may monitor such systems at any time, without prior notice.  This may include listening to voice mail messages, reviewing e-mail messages, and monitoring Internet access.  The contents of e-mail, voice mail, and materials in computers may be disclosed without the permission of the employee.

The confidentiality of any materials in computers, e-mail, or voice mail messages should not be assumed.  The use of security passwords does not guarantee confidentiality.  All passwords are church property and must be disclosed to the church.  Employees may not give their passwords to another employee or log in as another user.  Even when a document or message is erased, it still may be possible to retrieve and review.

Employees are not permitted to retrieve, review, or otherwise access any materials, e-mail, and voice mail messages that are not sent to them unless expressly authorized to do so.

Employees are prohibited from copying any information contained on the church’s computer system without written consent.

Use of electronic and telephonic communications systems, including without limitation, e-mail, voice mail, and the Internet, are subject to the church’s prohibition of harassment policy.  Screen savers must be appropriate.

Violation of this policy may result in disciplinary action, up to and including, immediate discharge and/or termination of employment.
EMPLOYEE PARKING

Employees park at their own risk, and the church will not be responsible for theft or damage to any vehicles parked on or near the church property.  Also, the church will not be responsible for personal property left in vehicles that is either, lost, damaged, stolen, or destroyed.
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