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PERSONNEL POLICY MANUAL

INTRODUCTORY STATEMENT

Welcome to NAME OF CHURCH. We are pleased that God has called you to serve Him together with us. The Bible has much to say about the employment relationship. Employers are taught to give unto their employees “that which is just and equal” and are to have no “respect of persons.” (Col. 4:1S Eph. 6:9) Employees are to be obedient to employers “with fear and trembling in singleness of heart, as unto Christ Not with eyeservice, as men pleasers: but as the servants of Christ, doing the will of God from the hearts With good will doing service, as to the Lord, and not to men: Knowing that whatsoever good thing any man doeth, the same shall he receive of the Lord....”(Eph.6:5-8).

In keeping with these Biblical commands and to ensure that things may be “done decently and in order,” we have designed this Policy Manual to acquaint you with NAME OF CHURCH and provide you with information about working conditions, employee benefits (where applicable), and some of the policies affecting your service.

Our NAME OF CHURCH ministry team is comprised of both paid employees and unpaid volunteers. Whether a staff member is a full or part-time paid employee, or a full or part-time volunteer, it is absolutely essential that each member’s testimony be above reproach. In this handbook, the term staff member is used to describe all of these various groups of individuals, whether paid or unpaid. The term employee is used in those sections—such as employment benefits—which apply only to paid staff positions and does not include unpaid volunteers.

You should read, understand, and comply with all provisions of the handbook. It describes many of your responsibilities as a member of our ministry team and outlines the programs developed by NAME OF CHURCH to benefit staff members. As we hope you will see by the policies contained in this Policy Manual, NAME OF CHURCH is committed to providing an environment that is pleasing to the Lord and that is conducive to spiritual, personal, and professional growth.

No Policy Manual can anticipate every circumstance or question. As NAME OF CHURCH continues to grow, the need for changes may arise. NAME OF CHURCH reserves the right to revise, supplement, or annul any policies or portions of the handbook from time to time as it deems appropriate, in its sole and absolute discretion. Employees will, of course, be notified of such changes to the handbook as they occur. The only policy in this Policy Manual that is not subject to change is our employment at will policy permitting you or NAME OF CHURCH to end our relationship for any reason at any time.











STATEMENT OF FAITH
GOD:THE CREATOR- God is the Creator and Ruler of the universe. He has eternally existed in three personalities: the Father, the Son, and the Holy Spirit. These three are co-equal and are one God. 
Genesis 1:1, 26, 27; 3:22; Psalm 90:2; Matthew 28:19; 1 Peter 1:2; 2 Corinthians 13:14 
MAN: GOD'S GREATEST CREATION- Man is made in the spiritual image of God, to be like Him in character. He is the supreme object of God's creation. Although man has tremendous potential for good, he is marred by an attitude of disobedience toward God called "sin." This attitude separates us from God. 
Genesis 1:27; Psalm 8:3-6; Isaiah 53:6a; Romans 3:23; Isaiah 59:1, 2 
ETERNITY: FOREVER- Man was created to exist forever. He will either exist eternally separated from God by sin or in union with God through forgiveness and salvation. To be eternally separated from God is hell. To be eternally in union with him is eternal life. Heaven and hell are places of eternal existence. 
John 3:16; 1 John 2:25; 1 John 5:11-13; Romans 6:23; Revelation 20:15; Matthew 25:31-46 
JESUS CHRIST: GOD'S SON-Jesus Christ is the Son of God. He is co-equal with the Father. Jesus lived a sinless human life and offered himself as the perfect sacrifice for the sins of all men by dying on a cross. He arose from the dead after three days to demonstrate His power over sin and death. He ascended to heaven's glory and will return again to earth to reign as King of Kings and Lord of Lords. 
Matthew 1:22, 23; Isaiah 9:6; John 1:1-5, 14:10-30; Hebrews 4:14, 15; 1 Corinthians 15:3, 4; Romans 1:3, 4; Acts 1:9-11; 1 Timothy 6:14, 15; Titus 2:13 
SALVATION: HIS PLAN- Salvation is a gift from God to man. Man can never make up for his sin by self-improvement or good works - only by trusting in Jesus Christ as God's offer of forgiveness can man be saved from sin's penalty. Eternal life begins the moment one receives Jesus Christ into his life by faith and is secured for eternity. Salvation is maintained by the grace and power of God, not by the self-effort of the Christian. 
Romans 6:23; Ephesians 2:8, 9; John 14:6, 1:12; Titus 3:5; Galatians 3:26; Romans 5:1 John 10:29; 2 Timothy 1:12; Hebrews 7:25; 10:10, 14; 1 Peter 1:3-5 
HOLY SPIRIT: OUR GUIDE- The Holy Spirit is equal with the Father and the Son as God. He is present in the world to make men aware of their need for Jesus Christ. He also lives in every Christian from the moment of salvation. He provides the Christian with power for living, understanding of spiritual truth, and guidance in doing what is right. The Christian seeks to live under his control daily. 
2 Corinthians 3:17; John 16:7-13, 14:16, 17; Acts 1:8; 1 Corinthians 2:12, 3:16; Ephesians 1:13; Galatians 5:25; Ephesians 5:1 
THE BIBLE: OUR OWNERS MANUAL- The Bible is God's word to all men. It was written by human authors, under the supernatural guidance of the Holy Spirit. It is the supreme source of truth for Christian beliefs and living. Because it is inspired by God, it is truth without any mixture of error. 
2 Timothy 3:16; 2 Peter 1:20, 21; 2 Timothy 1:13; Psalm 119:105,160, 12:6; Proverbs 30:5 


SECTION: 	EMPLOYEE BENEFITS 
DATE: 	January 2023
SUBJECT: 	MERCH DISCOUNT
APPLICABILITY: 	To all Church Employees

PURPOSE: 	To outline policy on employee discount at Merch Store





POLICY:

All employees will receive a 10% discount on all items in the Merch Store, including sale items. All employees will receive a "ministry discount" for items to be used in their personal ministry at NAME OF CHURCH. This discount will be cost plus 5% for freight and handling.























SECTION:	FACILITIES & EQUIPMENT	
DATE: 	JANUARY 2022
 SUBJECT:	CHURCH BUILDING RULES
APPLICABILITY:	To all Church Employees 
PURPOSE:	To outline church-building rules

POLICY:

Remember the following rules on use of the building and all church owned property:


If you turn it on  turn it off.

If you open it  close it.

If you unlock it  lock it.

If you make a mess clean it up.

If it doesn't belong to you get permission before borrowing it.

If you borrow it  return it.

If you use it  don't abuse it.

If you don't know how to use it don't.

If you move it put it back.

If you break it  repair it.

If you can't fix it  report it to the church office.










SECTION:	FACILITIES & EQUIPMENT	
DATE: 	JANUARY 2023
SUBJECT:	USE OF CHURCH FACILITIES
   APPLICABILITY:	To all Employees

PURPOSE:	To outline policy on use of church facilities


POLICY:

NAME OF CHURCH is justifiably proud of its beautiful and functional facilities. They are to     be used for an effective witness and ministry. The church exists as a means of meeting the spiritual needs of our members and reaching out in love to the spiritual needs of non-members  in our community.


CHAIN OF COMMAND: ALL activities, purchases, use of the bus or van, additional helpers, etc., must be cleared first with the pastor, or leader in charge of that particular area of responsibility, and then contact the church office to reserve a date on the master calendar and/or use of the facility.
CHURCH CALENDAR: After clearing the activity with the pastor, or leader in charge, please contact the church office to reserve a date on the master calendar and/or arrange for use of the facility. Activities should be scheduled with the church office at least 14 days in advance or earlier if possible. NO CHANGE OF DATE OR FACILITY USE WILL BE CONSIDERED TO BE IN EFFECT UNTIL CLEARED WITH THE CHURCH OFFICE.
USE OF FACILITY: Any person or groups using the facilities will be responsible for the following:

CLEANING: You will find all necessary cleaning equipment in the Custodian's closet. Make sure the room is cleaned and put back in order according to the appropriate diagram posted in each room.
TRASH & GARBAGE: All trash and garbage should be placed in plastic bags and put in the dumpster located in rear, northeast corner.
HEATING/COOLING/LIGHTS: Make sure the heating/cooling is turned off, and the lights in the entire building are turned off before leaving.
DOORS: Make sure every door in the entire building is shut and locked when you leave.
TABLES/CHAIRS/DECORATIONS: Make sure all tables, chairs, decorations, kitchen equipment, etc. are returned to their proper place before leaving.


A check of the area will be made later by the custodian and if not properly taken care of, special permission to use the facility in the future will have to be granted by the Board.







SECTION:	FACILITIES & EQUIPMENT	
DATE: 	JANUARY 2023
SUBJECT:	USE OF CHURCH FACILITIES
   APPLICABILITY:	To all Employees

PURPOSE:	To outline policy on use of church facilities

Use of Church Facilities, Continued
KEYS: All keys that are checked out must be promptly returned the next working day after the event to the person who issued the key. DO NOT HAVE A COPY OF THE KEY MADE. Do not give the key to anyone else or leave it on an office desk.

DECORATIONS: Permission to use any church owned decorations must be obtained from the church office. All borrowed items must be returned promptly to the decoration room. You will have to contact the church office to gain admittance to the decoration room.
BULLETIN: Any information to be printed in the bulletin MUST be turned in to the church office at least one week before the date you want the item printed in the bulletin.

MEDICAL RELEASE FORM: Medical release/permission forms MUST be filled out for any youth or children's activity which will take place off of church property or for any youth or children’s overnight event which will take place on church property. These forms may be obtained from the church office.
OFFICE EQUIPMENT:   Because of the expensive equipment that we have in the office, only trained persons will be allowed to use it. Just knowing how to operate the machine is not enough. The person must be trained and knowledgeable in what to do in case of malfunction, paper jams, emergencies, etc. You must receive permission from the Business Office before using the equipment.
PURCHASING SUPPLIES: All purchases of supplies and materials MUST be cleared with the Lead Pastor by submitting a purchase order form.   We will need to know where the purchase is to be made, what department the purchase is for and the approximate cost of the item (s).
EQUIPMENT AND FURNISHINGS USE: The policy of NAME OF CHURCH is that no equipment or furnishing of the church shall be loaned to any individual or group for personal use. It may be used for church related functions by contacting the Lead Pastor with the proper form for approval.


1
SECTION:	FACILITIES & EQUIPMENT	
DATE: 	JANUARY 2023
SUBJECT:	USE OF CHURCH PROPERTIES
APPLICABILITY:	To all Church Employees

PURPOSE:	To outline policy on use of all church properties

POLICY:

All buildings and properties owned by the church have been dedicated to God for worship, preaching, teaching, evangelism, character building and related activities that honor Jesus Christ and serve the community.
Regularly scheduled meetings and services shall have priority claim to space, facilities, and equipment.
ADMINISTRATION
Before scheduling an activity requiring a meeting room or other space assignment, a request for such space shall be made in writing to the Lead Pastor's office on a Calendar Clearance form so all assignments may be coordinated and recorded on the church's calendar of activities. If your activity requires a room, a Room Arrangement form must also be submitted at that time.
It is particularly important that the scheduling of wedding rehearsals, ceremonies and receptions be done well in advance in cooperation with the Lead Pastor.
Use of the conference room shall be scheduled through the Lead Pastor's office.

DIRECTION ON USE OF THE BUILDINGS:
The use of decorations, the changing of furniture, attachment of materials to walls and items of a similar nature shall be done only with the advice and consent of the Lead Pastor's office.
After the use of a room, all doors must be locked and lights and air conditioning turned off.
The musical instruments are under the care and supervision of the Music Director and may not be used without his consent.
The sound systems are carefully designed. No additions or changes in the equipment shall be made without the express approval of the Lead Pastor in cooperation with the Music Director.





Use of Church Properties, Continued

No temporary structure will be built anywhere on the premises without the consent and supervision of the Lead Pastor. This limitation refers to such items as platforms, structures, or devices that attach to the floor, wall, or ceiling, or those that may damage coverings.
Use of any portion of the property shall conform to the fire and safety ordinances.
The custodians and personnel of the church shall move all equipment and furniture when necessary and shall see that it is in the proper place for regular meetings.
Food and beverages may be consumed only in the following areas of the buildings: designated nursery areas, the kitchen, and the fellowship hall but only  when designated as a dining room.
Use of the kitchen and its equipment may not be made except with prior arrangement by the Kitchen Coordinator.
All facilities must be left clean and all furniture and equipment in place.


EQUIPMENT:

Projectors, recorders, and other visual equipment of the church shall not be loaned for outside use. Permission for internal use shall be arranged through the Pastoral Staff.
Approval of the Youth Director is required before recreational equipment is used or loaned.
Lending of equipment other than visual aid and recreational is to be done only through the office of the Lead Pastor.  A written record of loaned equipment must be provided. In any event, lost or damaged equipment shall be replaced or repaired by borrower. LENDING EQUIPMENT SHALL BE DISCOURAGED.
All equipment must be returned in clean and good order immediately after use.

















SECTION:	FINANCIAL	
DATE: 	JANUARY 2023
SUBJECT:	BENEVOLENCE
APPLICABILITY:	To all Church employees

PURPOSE:	To outline ELC policy on benevolence
POLICY:
NAME OF CHURCH, in the exercise of its religious and charitable purposes, has established a benevolence system to assist persons in financial need. Donors wishing to make contributions subject to these conditions ordinarily may deduct their contributions if they itemize their deductions. Checks should be made payable to the church, with a notation that the funds are to be placed in the benevolence fund.
In the event a request is made to the church for assistance of a benevolent matter, there is an order of priorities that should be considered in determining if the need is to be met.
FIRST PRIORITY:	First consideration should be given to the active members of the church as the benevolence fund is contributed mostly by these members.
SECOND PRIORITY:	The next priority should be directed toward the attending members of the body.

THIRD PRIORITY:	After our own church family is considered and there is money available in our benevolence fund, we will consider and attempt to reach out to our community.
Anyone requesting assistance is asked to fill out a benevolence request form giving us the details in writing for our records and also to help us to determine the urgency of the need. Our first consideration in helping will be directed toward the welfare of children and providing food for the truly hungry. Anyone receiving help for any other reason, such as rent, utilities, care expenses or medical bills will be asked to present receipts showing how the money was spent.
NO ONE PERSON OR FAMILY WILL BE ASSISTED FINANCIALLY MORE THAN ONCE IN ANY 12 MONTH PERIOD.

All inquiries and requests should be made to the Church Business office which is authorized to approve and distribute up to one hundred and fifty dollars per request.
Requests for more than this amount must be presented in writing to the Board. 


SECTION:		FINANCIAL	
DATE: 		JANUARY 2023
SUBJECT:		CHECK REQUESTS AND PETTY CASH	
APPLICABILITY:	To all employees	
PURPOSE:		To outline CHURCH policy on petty cash and check requisitions
POLICY:

CHECK REQUESTS:

Individuals requesting checks for church related expenses must either have a receipt, sales slip, purchase order or must fill out a "Check Request Form". All check request forms must be approved by the Lead Pastor.*
All regular requests for checks should be turned in prior to Sunday at 10:00am so as to receive the checks by Wednesday night.

A request for an emergency check by any department or individual must be approved by the Business Office.


*Note:	The church is under no obligation to reimburse purchases made without prior approval.


PETTY CASH:

To obtain petty cash or charge on a credit card, a purchase order must be submitted to the Lead     Pastor.










SECTION:	OFFICE POLICIES	
DATE: 	JANUARY 2023
 SUBJECT:	ATTENDANCE AND PUNCTUALITY
APPLICABILITY:	To all Employees

PURPOSE:	To outline policy on required attendance and punctuality

POLICY:

NAME OF CHURCH requires employees to report to work punctually and to work all scheduled hours and any required overtime. Absenteeism and tardiness disrupt the work flow and place a burden on other employees and on NAME OF CHURCH. Employees should notify their supervisor as far in advance as possible whenever they are unable to report to work, know they will be late, or must leave early.  The notice should include the reason for the absence and an indication of when the employee can be expected to report to work. Failure to notify NAME OF CHURCH of any absence may lead to disciplinary action.


Poor attendance and excessive tardiness will not be tolerated. Either may lead to disciplinary action, up to and including termination of employment.





SECTION:	OFFICE POLICIES	
DATE: 	JANUARY 2023
SUBJECT:	CHURCH LETTERHEAD & STATIONARY USES
APPLICABILITY:     To all Church Employees

PURPOSE:	To outline policy regarding use of Church letterhead & stationary





POLICY:

Employees shall not use official stationary or letterhead for any purpose other than business connected with the work for which he/she is compensated by NAME OF CHURCH.

Use of letterhead or stationery, for solicitation of members or others, in any manner which could result in direct personal gain, is absolutely prohibited. 

SECTION:	OFFICE POLICIES	
DATE:	 JANUARY 2023
SUBJECT:	PUBLIC INTERVIEW AND STATEMENT POLICY
APPLICABILITY:	To all  Employees

PURPOSE:		To prevent any necessary speculation concerning the policy, procedure, or business affairs on the subject of NAME OF CHURCH.


POLICY:

Under no circumstances may an NAME OF CHURCH employee make any statement, either written or oral, concerning the policy, procedure or business affairs on the subject of NAME OF CHURCH.
All requests to do so will be politely refused and directed to the Lead Pastor for disposition. The individual receiving such a request will IMMEDIATELY notify the Lead Pastor of the request and the details of the surrounding circumstances.
Do not attempt to speculate, presuppose, or state what you may think the Lead Pastor meant by something he said, attempt to explain NAME OF CHURCH position or complain to members or others about NAME OF CHURCH or NAME OF CHURCH policies and procedures.  There is NO exception.





SECTION:	PASTORAL	
DATE:	 JANUARY 2023
 SUBJECT:	LEADERSHIP
APPLICABILITY:	To all Employees 
PURPOSE:	To outline policy on leadership
POLICY:
As a designated leader you have not only a place of honor and respect but also a tremendous responsibility! You are challenged to coordinate your life and area of responsibility until the very best shall be given and gained from the opportunities before you and all of us.
You are responsible to perform your assignments under God – to manage the work, make plans, set goals, and then work to achieve them. “A place for every man and every man in his place. No man without a place, and no man out of his place, but every man in his place,” is our motto. Our prime objective is not the development of plans or programs, but people! People helping people, helping people being helped. People who need love, linked with people who have love to share. Ours is a church dedicated to meeting human needs by supernatural means.
In meeting the challenge before you, it is not basically a matter of your doing God’s work for him. God is the active agent. Primarily it is His work in and through us. Daily, deliberately, voluntarily, dedicate yourself – mind, emotion, will and body to the Lord. You must develop yourself (no one else can do it for you) to discipline your time and energy to be of maximum help for those for whom you are responsible.
You are a leader – in your area of responsibility you are the Commander in Chief. Leadership is the ability to take the initiative with others, to plan and organize actions, and in so doing, gain the cooperation of others to achieve the desired objectives. As a leader, you must never think failure. You must have a passion to do more for God, never less.

While being a leader – you are still a team member. True, many times, frustrations occur when you must curtail your own wishes to fill the needs and necessities of the whole team, but remember you are only a part of the total. Your AREA of leadership and the CHURCH must become one. Emphasize the total church program. Be as enthusiastic about the success of others as you are about your own.


SECTION:	STAFF CONDUCT	
DATE: 	JANUARY 2023
SUBJECT:	BEHAVIOR OF STAFF MEMBERS
APPLICABILITY:    To all  Employees

PURPOSE:	To outline the policy on the behavior of all staff member

POLICY:

Staff members are expected to uphold the doctrines and standards of NAME OF CHURCH as articulated in the Bible and NAME OF CHURCH Statement of Faith and Standard of Conduct in all aspects of their lives, both at and away from NAME OF CHURCH employment and functions. Staff members must uphold by precept and example the highest Christian virtue and personal decorum, serving as a Christian role model in judgment, dignity, respect, and Christian living both at and away from NAME OF CHURCH. Staff members must faithfully attend all ministry services and take an active part in the total ministry program.
Staff members must be loyal to the ministry leadership of NAME OF CHURCH in word and in deed. To ensure orderly operations and provide the best possible work environment, NAME OF CHURCH expects staff members to follow rules of conduct that will protect the interests and safety of all staff members and the organization.
Although it is impossible to list all forms of behavior that are expected and prohibited of  NAME OF CHURCH staff members, the following lists provide examples of expected and prohibited behaviors.
Staff members are expected at all times to conduct themselves in a Christ-like manner in order to present a good personal and ministry testimony.  Expected staff member conduct includes, but is not limited to:
Treating all members, guests, and coworkers in a courteous and loving manner..
Refraining from behavior or conduct that is offensive or undesirable, or which is contrary to NAME OF CHURCH best interests.
Reporting to the ministry leadership suspicious, unethical, or illegal conduct by coworkers, members, or suppliers.
Reporting to the ministry leadership suspected or actual violation of NAME OF CHURCH policies.
Reporting to the ministry leadership any threatening or potentially violent behavior by coworkers, members, or guests.
Cooperating with all NAME OF CHURCH investigations.
Complying with all NAME OF CHURCH policies.
Performing assigned tasks efficiently and in accordance with instructions.
Reporting to work punctually as scheduled and being at the proper place, ready to work, at the assigned starting times. 
Giving proper advance notice whenever unable to work or report to work on time.
Maintaining cleanliness and order in the workplace.
Complying with NAME OF CHURCH Standards of Conduct.
Staff members who deviate from these and other similar forms of expected behavior are subject to discipline, up to and including termination.
The following are examples of conduct that is prohibited. Staff members engaging in such conduct or similar conduct, as determined by the ministry leadership, will be subject  to discipline, up to and including termination of service:
Stealing, destroying, defacing, or misusing NAME OF CHURCH property.
Falsifying or altering any NAME OF CHURCH record or report, such as an employment application, medical reports, timekeeping records, financial records, travel reimbursement voucher, personnel record, membership record, counseling record, or invoice. 
Engaging in any form of homosexuality, fornication, adultery, transvestitism, bestiality, deviant gender identity, or any other deviant sexual behavior as determined by the ministry leadership. 
Possessing, distributing, selling, transferring, or using alcohol, tobacco, or illegal drugs
Engaging in or threatening acts of workplace violence, including but not limited to:
Possessing explosives or other dangerous materials on Church  property.
Fighting or assaulting a coworker or any other person
Threatening or intimidating a coworker or any other person.
Engaging in any form of sexual or other harassment
Disclosing confidential information of the church.
Misusing NAME OF CHURCH communications systems, including electronic mail, computers, Internet access, and telephones.
Refusing to follow ministry leadership or a supervisor’s instructions concerning a ministry related matter or being insubordinate or disrespectful
Failing to follow safety or health rules
Sleeping on the job without authorizations
Wearing inappropriate clothing
Engaging in negligent or improper conduct leading to damage of ministry[owned or other property. 
Engaging in excessive absenteeism or any absence without notices
These examples of prohibited behaviors are not intended to be an all inclusive list. At the church’s discretion, any violation of NAME OF CHURCH policies or any conduct considered inappropriate or unsatisfactory may subject the staff member to disciplinary action.
Service with NAME OF CHURCH is at the mutual consent of NAME OF CHURCH  and the staff member, and either party may terminate that relationship at any time, with or without cause, and with or without advance notice.



SECTION:	STAFF CONDUCT	
DATE: 	JANUARY 2023
SUBJECT:	DISCIPLINE OF STAFF MEMBERS
APPLICABILITY:	To all Employees

PURPOSE:	To outline policy disciplinary methods of staff members


POLICY:

Disciplinary action is a last resort. Ideally, through good leadership, supervisors will so motivate and guide employees so that disciplinary action is not necessary. Unfortunately, instances may sometimes occur which will warrant discipline, due possibly to a violation of NAME OF CHURCH policies, a supervisor's directives, wanton carelessness, or similar offenses. Hopefully, as a Christian organization, this will rarely occur. However, even the Apostle Paul tells us that admonishment, rebuke, or other measures are sometimes necessary even for Christians.

The type and degree of discipline will, of course, depend on the offense. Under normal circumstances, NAME OF CHURCH will use a policy of progressive discipline to attempt to provide the offending employee with notice of the deficiency in his conduct and an opportunity to improve. This policy of progressive discipline is used at the sole discretion of NAME OF CHURCH  retains the right to discipline however it sees fit and bypasses the progressive discipline procedures.
Disciplinary action may call for any of four steps—verbal warning, written warning, suspension with or without pay, or termination of employment—depending on the severity of the offense and the number of occurrences.
Progressive discipline means that, with respect to many disciplinary problems, these steps will normally be followed: a first offense may call for a verbal warnings a next offense may be followed  by  a  written  warnings  another  offense  may  lead  to  a  suspensions  and,  still  another offense may then lead to termination of employment.

Circumstances warranting, offenses should be dealt within the following order:

First offense Oral warning
Second offense Written warning
Third offenseTermination of employment

PROCEDURES:

Supervisor should keep a record of oral admonishments in the employee's file.
A copy of written admonishments should be kept in the employee's file.
Dismissal action should be first cleared with the Lead Pastor.
Serious offenses which might cause embarrassment to the ministry or have significant effect upon the ministry will be reported immediately to the Lead Pastor who may have authority to proceed with whatever measures may be deemed necessary.
Staff members are expected to comply with NAME OF CHURCH policies and procedures as outlined in the Personnel Policy Manual, as well as its standards of behavior and performance.  Any deviation from these standards must be corrected.   The major purpose of any disciplinary action is to correct the problem, prevent recurrence, and prepare the employee for satisfactory ministry service in the future.
Any time NAME OF CHURCH determines it is necessary the progressive discipline procedures may be disregarded.



























SECTION:	STAFF CONDUCT	
DATE: 	JANUARY 2023
SUBJECT:	RETURN OF PROPERTY
APPLICABILITY:    To all Employees

PURPOSE:	To outline policy on return of property at termination of employment



POLICY:

Staff members are responsible for the care and upkeep of all of NAME OF CHURCH property, materials, or written information that has been issued to them or that is in their possession or control.



Staff members must return all NAME OF CHURCH property immediately upon request or upon termination of service. Where permitted by applicable laws, NAME OF CHURCH may withhold from the employee’s check or final paycheck the cost of any items that are not returned when required. NAME OF CHURCH may also take all action deemed appropriate to recover or protect its property.
SECTION: VOLUNTEER POLICIES
DATE: January 2023
SUBJECT: VOLUNTEER APPLICATION AND APPROVAL
APPLICABILITY: To all Volunteers
PURPOSE: To outline requirements for volunteer service
POLICY:
All individuals desiring to serve in a volunteer capacity at NAME OF CHURCH must complete an official volunteer application and receive approval from ministry leadership prior to beginning service. Volunteer service is a privilege, not a right, and acceptance is based on spiritual maturity, character, availability, and alignment with the mission and Statement of Faith of NAME OF CHURCH. The church reserves the right to approve, assign, reassign, or deny volunteer placement at its sole discretion. Providing false or misleading information during the application process may result in denial or immediate removal from volunteer service.

SECTION: VOLUNTEER POLICIES
DATE: January 2023
SUBJECT: VOLUNTEER CODE OF CONDUCT
APPLICABILITY: To all Volunteers
PURPOSE: To define behavioral expectations for volunteers
POLICY:
All volunteers are expected to conduct themselves in a Christ-like manner that reflects biblical values, integrity, humility, and respect for others. Volunteers shall uphold the doctrines, moral standards, and leadership authority of NAME OF CHURCH both while serving and in their public conduct. Any behavior that brings discredit to the church, causes division, or contradicts Christian testimony may result in corrective action or termination of volunteer service. Volunteers are expected to follow all church policies, cooperate with leadership, and serve in unity and submission.

SECTION: VOLUNTEER POLICIES
DATE: January 2023
SUBJECT: VOLUNTEER DISCIPLINE AND TERMINATION
APPLICABILITY: To all Volunteers
PURPOSE: To outline disciplinary procedures for volunteers
POLICY:
Volunteers serve at the discretion of NAME OF CHURCH and may be disciplined or released from service at any time, with or without notice. Disciplinary actions may include verbal correction, written notice, suspension, reassignment, or termination. Grounds for discipline include but are not limited to violation of church policies, doctrinal disagreement, insubordination, moral misconduct, or behavior deemed detrimental to the ministry. Volunteer termination decisions are final and not subject to appeal unless otherwise determined by church leadership.

SECTION: CHILD & YOUTH SAFETY
DATE: January 2023
SUBJECT: CHILD PROTECTION POLICY
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To ensure safety and protection of minors
POLICY:
NAME OF CHURCH is committed to providing a safe and secure environment for all children and minors entrusted to its care. Any form of abuse, neglect, or inappropriate conduct toward a minor is strictly prohibited. All staff and volunteers working with minors must adhere to established supervision, conduct, and safety guidelines. Violations of this policy will result in immediate removal from service and may be reported to civil authorities in accordance with applicable laws. Protection of minors is a moral, spiritual, and legal responsibility of the church.

SECTION: CHILD & YOUTH SAFETY
DATE: January 2023
SUBJECT: BACKGROUND CHECK AND SCREENING
APPLICABILITY: To all Employees and Volunteers working with minors
PURPOSE: To outline screening requirements
POLICY:
All employees and volunteers serving in positions involving minors are required to undergo background checks prior to approval and periodically thereafter. Consent to screening is mandatory. NAME OF CHURCH reserves the right to deny or revoke service based on the results of background checks at its sole discretion. Background screening is conducted to protect children, families, and the integrity of the ministry and does not imply mistrust of individuals seeking to serve.

SECTION: CHILD & YOUTH SAFETY
DATE: January 2023
SUBJECT: MANDATORY REPORTING
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To outline reporting obligations
POLICY:
Any employee or volunteer who becomes aware of suspected abuse, neglect, or inappropriate behavior involving a minor must immediately report the matter to church leadership. Failure to report may result in disciplinary action. NAME OF CHURCH will comply with all applicable mandatory reporting laws and will cooperate fully with civil authorities when required. Internal handling of such matters shall never supersede legal obligations or child safety considerations.

SECTION: TRANSPORTATION
DATE: January 2023
SUBJECT: CHURCH VEHICLE USE
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To regulate use of church vehicles
POLICY:
Church-owned vehicles may be used only for authorized ministry-related purposes and by individuals approved by church leadership. Drivers must possess a valid driver’s license and demonstrate responsible driving history. Personal use of church vehicles is prohibited. Any accident, damage, or mechanical issue must be reported immediately to the church office. Failure to comply with this policy may result in loss of driving privileges and disciplinary action.

SECTION: TECHNOLOGY & COMMUNICATION
DATE: January 2023
SUBJECT: COMPUTER, INTERNET, AND EMAIL USE
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To define acceptable technology use
POLICY:
All church-owned computers, email systems, and internet access are provided for ministry-related purposes only. Users shall not access, transmit, or store content that is inappropriate, offensive, illegal, or inconsistent with Christian values. NAME OF CHURCH reserves the right to monitor and restrict usage to ensure compliance. Misuse of technology resources may result in disciplinary action, up to and including termination of service.

SECTION: TECHNOLOGY & COMMUNICATION
DATE: January 2023
SUBJECT: SOCIAL MEDIA POLICY
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To guide online conduct
POLICY:
Employees and volunteers are expected to use social media responsibly and in a manner consistent with Christian testimony and the values of NAME OF CHURCH. Public statements, posts, or comments that misrepresent the church, cause division, or undermine leadership authority are prohibited. No individual may represent NAME OF CHURCH online without express authorization. Violations of this policy may result in corrective or disciplinary action.

SECTION: GOVERNANCE
DATE: January 2023
SUBJECT: CONFLICT OF INTEREST
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To ensure integrity in decision-making
POLICY:
Employees and volunteers must avoid situations where personal, financial, or relational interests conflict with the interests of NAME OF CHURCH. Any potential conflict of interest must be disclosed promptly to church leadership. No individual shall use their position for personal gain or influence decisions in which they have a direct interest. Failure to disclose conflicts may result in disciplinary action.

SECTION: FINANCIAL
DATE: January 2023
SUBJECT: OFFERING COUNTING PROCEDURES
APPLICABILITY: To all designated finance personnel
PURPOSE: To safeguard financial integrity
POLICY:
All offerings shall be counted by at least two unrelated individuals and recorded accurately. Funds must be secured immediately following counting and deposited promptly. No single individual shall have sole control over collection, counting, and depositing of funds. These procedures exist to protect both the church and those entrusted with financial responsibilities and to maintain transparency and accountability.

SECTION: FINANCIAL
DATE: January 2023
SUBJECT: EXPENSE REIMBURSEMENT
APPLICABILITY: To all Employees
PURPOSE: To outline reimbursement procedures
POLICY:
Employees may be reimbursed for reasonable and necessary ministry-related expenses incurred in the performance of their duties, provided such expenses have received prior approval from the Lead Pastor or Business Office. All reimbursement requests must be supported by original receipts and submitted using the approved expense reimbursement form. NAME OF CHURCH reserves the right to deny reimbursement for unauthorized or insufficiently documented expenses. Reimbursement is not guaranteed and is subject to budget availability and leadership approval.

SECTION: FINANCIAL
DATE: January 2023
SUBJECT: GIFT ACCEPTANCE POLICY
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To regulate acceptance of gifts and donations
POLICY:
NAME OF CHURCH reserves the right to accept or decline any gift or donation that does not align with its mission, values, or legal obligations. Gifts that impose conditions, restrictions, or obligations inconsistent with church purposes may be refused. Employees and volunteers shall not solicit or accept personal gifts in connection with their ministry role that could influence decision-making or create the appearance of impropriety. All gifts intended for church use must be processed through the Business Office.

SECTION: GOVERNANCE
DATE: January 2023
SUBJECT: GRIEVANCE PROCEDURE
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To provide a process for resolving concerns
POLICY:
Employees and volunteers are encouraged to address concerns or grievances in a spirit of biblical reconciliation. Initial concerns should be raised directly with the immediate supervisor whenever possible. If unresolved, the matter may be submitted in writing to the Lead Pastor for review. All grievances will be handled confidentially and prayerfully. Retaliation against any individual raising a concern in good faith is strictly prohibited and will result in disciplinary action.

SECTION: GOVERNANCE
DATE: January 2023
SUBJECT: WHISTLEBLOWER POLICY
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To encourage ethical reporting
POLICY:
NAME OF CHURCH encourages employees and volunteers to report suspected unethical, illegal, or dishonest behavior without fear of retaliation. Reports may be made directly to the Lead Pastor or Board. All reports will be investigated promptly and confidentially to the extent possible. Retaliation against individuals who report concerns in good faith is strictly prohibited and may result in disciplinary action up to and including termination.

SECTION: HUMAN RESOURCES
DATE: January 2023
SUBJECT: HIRING AND SELECTION
APPLICABILITY: To all Employees
PURPOSE: To outline hiring standards
POLICY:
All hiring decisions at NAME OF CHURCH are based on spiritual maturity, qualifications, experience, and alignment with the church’s mission and Statement of Faith. Employment offers are contingent upon completion of required documentation and background checks when applicable. The church reserves the right to determine suitability for employment at its sole discretion. Employment is at-will and does not create a contractual relationship.

SECTION: HUMAN RESOURCES
DATE: January 2023
SUBJECT: PERFORMANCE EVALUATION
APPLICABILITY: To all Employees
PURPOSE: To establish evaluation guidelines
POLICY:
Employee performance evaluations may be conducted periodically to assess effectiveness, accountability, and alignment with ministry goals. Evaluations are intended to provide constructive feedback, encourage growth, and improve ministry effectiveness. Performance reviews do not alter the at-will employment relationship and may be conducted at the discretion of church leadership. Failure to meet performance expectations may result in corrective action or termination.

SECTION: SAFETY & EMERGENCY
DATE: January 2023
SUBJECT: EMERGENCY PROCEDURES
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To provide emergency response guidance
POLICY:
All employees and volunteers must familiarize themselves with emergency procedures, including evacuation routes, fire safety measures, and emergency contacts. In the event of an emergency, individuals are expected to remain calm, follow instructions from leadership, and prioritize the safety of children and vulnerable persons. Any incident or injury must be reported immediately to church leadership. Failure to comply with emergency procedures may result in disciplinary action.

SECTION: SAFETY & EMERGENCY
DATE: January 2023
SUBJECT: MEDICAL EMERGENCIES
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To outline response to medical incidents
POLICY:
In the event of a medical emergency on church property or during a church-sponsored activity, emergency services shall be contacted immediately when necessary. Employees and volunteers should not provide medical treatment beyond their training. Incident details must be reported promptly to church leadership. Medical release forms are required for minors participating in off-site or overnight activities.

SECTION: TECHNOLOGY & PRIVACY
DATE: January 2023
SUBJECT: DATA PRIVACY AND CONFIDENTIALITY
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To protect sensitive information
POLICY:
All personal, financial, and ministry-related information obtained through church activities is confidential and must be protected. Unauthorized disclosure, access, or misuse of confidential information is strictly prohibited. Employees and volunteers are responsible for safeguarding records and data in their care. Violations of this policy may result in disciplinary action and possible legal consequences.

SECTION: MINISTRY OPERATIONS
DATE: January 2023
SUBJECT: COUNSELING POLICY
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To define counseling boundaries
POLICY:
Pastoral counseling provided by NAME OF CHURCH is spiritual in nature and not a substitute for professional medical or psychological treatment. Employees and volunteers shall not present themselves as licensed counselors unless properly credentialed. Confidentiality shall be respected within legal and ethical limits. Counseling sessions involving minors require parental consent and appropriate supervision.

SECTION: MINISTRY OPERATIONS
DATE: January 2023
SUBJECT: WEDDINGS AND FUNERALS
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To outline ministry procedures
POLICY:
Weddings, funerals, and memorial services conducted at NAME OF CHURCH must be approved and scheduled through the Lead Pastor’s office. Such services shall reflect the beliefs and values of the church. Use of facilities, personnel, and equipment is subject to established policies and availability. The church reserves the right to decline participation in services inconsistent with its Statement of Faith.

SECTION: ACKNOWLEDGMENT
DATE: January 2023
SUBJECT: RECEIPT AND UNDERSTANDING OF POLICIES
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To confirm acknowledgment of manual
POLICY:
All employees and volunteers are required to acknowledge that they have received, read, and understand the policies contained in this Personnel Policy Manual. Compliance with these policies is a condition of continued service with NAME OF CHURCH. Failure to adhere to the policies may result in disciplinary action, up to and including termination of service.

SECTION: FINANCIAL
DATE: January 2023
SUBJECT: EXPENSE REIMBURSEMENT
APPLICABILITY: To all Employees
PURPOSE: To outline reimbursement procedures
POLICY:
Employees may be reimbursed for reasonable and necessary ministry-related expenses incurred in the performance of their duties, provided such expenses have received prior approval from the Lead Pastor or Business Office. All reimbursement requests must be supported by original receipts and submitted using the approved expense reimbursement form. NAME OF CHURCH reserves the right to deny reimbursement for unauthorized or insufficiently documented expenses. Reimbursement is not guaranteed and is subject to budget availability and leadership approval.

SECTION: FINANCIAL
DATE: January 2023
SUBJECT: GIFT ACCEPTANCE POLICY
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To regulate acceptance of gifts and donations
POLICY:
NAME OF CHURCH reserves the right to accept or decline any gift or donation that does not align with its mission, values, or legal obligations. Gifts that impose conditions, restrictions, or obligations inconsistent with church purposes may be refused. Employees and volunteers shall not solicit or accept personal gifts in connection with their ministry role that could influence decision-making or create the appearance of impropriety. All gifts intended for church use must be processed through the Business Office.

SECTION: GOVERNANCE
DATE: January 2023
SUBJECT: GRIEVANCE PROCEDURE
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To provide a process for resolving concerns
POLICY:
Employees and volunteers are encouraged to address concerns or grievances in a spirit of biblical reconciliation. Initial concerns should be raised directly with the immediate supervisor whenever possible. If unresolved, the matter may be submitted in writing to the Lead Pastor for review. All grievances will be handled confidentially and prayerfully. Retaliation against any individual raising a concern in good faith is strictly prohibited and will result in disciplinary action.

SECTION: GOVERNANCE
DATE: January 2023
SUBJECT: WHISTLEBLOWER POLICY
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To encourage ethical reporting
POLICY:
NAME OF CHURCH encourages employees and volunteers to report suspected unethical, illegal, or dishonest behavior without fear of retaliation. Reports may be made directly to the Lead Pastor or Board. All reports will be investigated promptly and confidentially to the extent possible. Retaliation against individuals who report concerns in good faith is strictly prohibited and may result in disciplinary action up to and including termination.

SECTION: HUMAN RESOURCES
DATE: January 2023
SUBJECT: HIRING AND SELECTION
APPLICABILITY: To all Employees
PURPOSE: To outline hiring standards
POLICY:
All hiring decisions at NAME OF CHURCH are based on spiritual maturity, qualifications, experience, and alignment with the church’s mission and Statement of Faith. Employment offers are contingent upon completion of required documentation and background checks when applicable. The church reserves the right to determine suitability for employment at its sole discretion. Employment is at-will and does not create a contractual relationship.

SECTION: HUMAN RESOURCES
DATE: January 2023
SUBJECT: PERFORMANCE EVALUATION
APPLICABILITY: To all Employees
PURPOSE: To establish evaluation guidelines
POLICY:
Employee performance evaluations may be conducted periodically to assess effectiveness, accountability, and alignment with ministry goals. Evaluations are intended to provide constructive feedback, encourage growth, and improve ministry effectiveness. Performance reviews do not alter the at-will employment relationship and may be conducted at the discretion of church leadership. Failure to meet performance expectations may result in corrective action or termination.

SECTION: SAFETY & EMERGENCY
DATE: January 2023
SUBJECT: EMERGENCY PROCEDURES
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To provide emergency response guidance
POLICY:
All employees and volunteers must familiarize themselves with emergency procedures, including evacuation routes, fire safety measures, and emergency contacts. In the event of an emergency, individuals are expected to remain calm, follow instructions from leadership, and prioritize the safety of children and vulnerable persons. Any incident or injury must be reported immediately to church leadership. Failure to comply with emergency procedures may result in disciplinary action.

SECTION: SAFETY & EMERGENCY
DATE: January 2023
SUBJECT: MEDICAL EMERGENCIES
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To outline response to medical incidents
POLICY:
In the event of a medical emergency on church property or during a church-sponsored activity, emergency services shall be contacted immediately when necessary. Employees and volunteers should not provide medical treatment beyond their training. Incident details must be reported promptly to church leadership. Medical release forms are required for minors participating in off-site or overnight activities.

SECTION: TECHNOLOGY & PRIVACY
DATE: January 2023
SUBJECT: DATA PRIVACY AND CONFIDENTIALITY
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To protect sensitive information
POLICY:
All personal, financial, and ministry-related information obtained through church activities is confidential and must be protected. Unauthorized disclosure, access, or misuse of confidential information is strictly prohibited. Employees and volunteers are responsible for safeguarding records and data in their care. Violations of this policy may result in disciplinary action and possible legal consequences.

SECTION: MINISTRY OPERATIONS
DATE: January 2023
SUBJECT: COUNSELING POLICY
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To define counseling boundaries
POLICY:
Pastoral counseling provided by NAME OF CHURCH is spiritual in nature and not a substitute for professional medical or psychological treatment. Employees and volunteers shall not present themselves as licensed counselors unless properly credentialed. Confidentiality shall be respected within legal and ethical limits. Counseling sessions involving minors require parental consent and appropriate supervision.

SECTION: MINISTRY OPERATIONS
DATE: January 2023
SUBJECT: WEDDINGS AND FUNERALS
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To outline ministry procedures
POLICY:
Weddings, funerals, and memorial services conducted at NAME OF CHURCH must be approved and scheduled through the Lead Pastor’s office. Such services shall reflect the beliefs and values of the church. Use of facilities, personnel, and equipment is subject to established policies and availability. The church reserves the right to decline participation in services inconsistent with its Statement of Faith.

SECTION: ACKNOWLEDGMENT
DATE: January 2023
SUBJECT: RECEIPT AND UNDERSTANDING OF POLICIES
APPLICABILITY: To all Employees and Volunteers
PURPOSE: To confirm acknowledgment of manual
POLICY:
All employees and volunteers are required to acknowledge that they have received, read, and understand the policies contained in this Personnel Policy Manual. Compliance with these policies is a condition of continued service with NAME OF CHURCH. Failure to adhere to the policies may result in disciplinary action, up to and including termination of service.
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