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About This Handbook…  
This Employee Handbook is intended for the orientaƟon of all staff. This book includes general 
rules of conduct, expectaƟons of employees, policies, procedures, and discipline rules.  Any 
administraƟve change (non-financial or non-policy) subject to revision, addiƟons, or deleƟons 
can be made by the Personnel CommiƩee of First BapƟst Church Fairview, TN. (FBCF) Any policy 
change or added financial expense above the cost threshold requiring approval by the Financial 
CommiƩee must be approved by the Church.   

Nothing in this book or in any verbal statement should be construed as creaƟng any type of 
employment contract either expressed or implied. Also, nothing contained in this book is 
intended to restrict the church’s right to unilaterally change the policies and procedures 
described therein. The Personnel CommiƩee shall be involved in all non-ministerial employee 
issues or discipline maƩers. The role of the Personnel CommiƩee will be to make 
recommendaƟons to the Senior Pastor.  The Senior Pastor or designated staff representaƟve 
may choose to convene a counsel including any pastoral staff, Deacon Chairman, and Personnel 
Chairperson who will have the final authority in all decisions concerning employment.  

All employment at FBCF is at-will. This means either the employee or Church may end 
employment at any Ɵme, with or without cause, and with or without noƟce. No representaƟve 
of FBCF has authority to create an employment contract or guarantee employment for any 
specific duraƟon. 

Employees should direct any quesƟons regarding policies, expectaƟons, or employment maƩers 
to their immediate supervisor. 
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Welcome to First BapƟst Church, Fairview 
 
Welcome to the team at First BapƟst Church, Fairview (FBCF).  As a member of our staff, you play 
an important role in helping us serve our congregaƟon and community with excellence.  We 
expect all employees of FBCF to conduct themselves in a respecƞul, professional, and Christ 
honoring manner in all interacƟons - both with the church and with the public.  At FBCF, our 
work is a form of worship.  Scripture reminds us in Colossians 3:23 and 24: “Whatever you do, 
work at it with all your heart, as working for the Lord, not for human masters, since you know 
that you will receive an inheritance from the Lord as a reward.  It is the Lord Christ you are 
serving.”   
 
Pre-school workers are not subject to the procedures found in this handbook.  They are under 
the direcƟon of the Pre-School Director. 
 
Our prayer is that your service here brings joy, spiritual growth, and the opportunity to use the 
giŌs God has entrusted you for His kingdom.  

  

The Vision Statement of FBCF:   
Our vision is that we glorify God by knowing Christ through an inƟmate and personal 
relaƟonship, by conƟnually studying God’s word, and faithfully living His command to go and 
make disciples of all people.  

KNOW = Worship  

GROW = Discipleship & Fellowship  

GO = Evangelism & Missions 

Core Values: 
 FBCF is a commiƩed group of followers of Jesus Christ, who upon professing faith in Jesus Christ 
as the Lord and Savior, have been bapƟzed by immersion, and have covenanted with one 
another to gather to worship the triune God in obedience of the Great Commandments 
(MaƩ.22:37-39) and the Great Commission (MaƩ. 28:18-20; Acts 1:8) for the glory of God 
through commitment to: 
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 Evangelism and Missions – The process of making disciples by sharing the Gospel with 
the lost and unchurched intending to lead the lost to salvaƟon and the unchurched to 
fellowship through Jesus Christ.  

 Worship – Expressing love for the triune God by magnifying and exalƟng His name 
through the declaraƟon of His Gospel, through music, and through our service.  

 Fellowship – The purposeful and life-changing involvement and commitment to the body 
of Christ.  To build lasƟng relaƟonships with fellow believers, share life together, and to 
love and support others in celebraƟon and/or trials.  

 Discipleship – To pursue a lifelong journey to equip ourselves and others to become 
more like Christ in thought, feelings, and acƟons.  

 Ministry and Caring – Demonstrate God’s love to others by meeƟng needs, healing hurts, 
and supporƟng each other in the trials of life in the name of Jesus Christ. 

 Lordship – in our daily living a total commitment of our thoughts, acƟons, decisions, 
personality, and possessions to the Lordship of Christ. 

OrientaƟon Procedures  

Employment At Will Statement  
As previously stated, all employment of FBCF is at-will. This means either the employee or 
church may end employment at any Ɵme, with or without cause, and with or without noƟce.  
No representaƟve of FBCF has authority to create an employment contract or guarantee 
employment for any specific duraƟon without wriƩen approval from the Personnel CommiƩee.    
  

Equal Employment Opportunity  
FBCF provides employment opportuniƟes to qualified persons without regard to race, sex, age, 
naƟonal origin, physical or mental disability, veteran status, or marital status. We believe that 
denying a qualified person the opportunity to contribute to our ministries based on such 
characterisƟcs is inconsistent with both fairness and biblical principles.  
 
It is our intenƟon to offer equal opportunity in all areas of employment, including, without 
limitaƟon, hiring, promoƟon, compensaƟon, benefits, and all the general terms and condiƟons 
of employment.  
 
As a church, FBCF reserves the right, consistent with federal law, to employ persons who affirm 
a ChrisƟan tesƟmony and whose beliefs, background, and philosophy of ministry align with the 
doctrinal and scriptural principles of FBCF.  The Personnel CommiƩee is responsible for 
determining whether an applicant’s background and lifestyle are consistent with these 
expectaƟons.  
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All employment decisions will be made in compliance with applicable laws, including Title VII of 
the Civil Rights Act of 1964, and its recognized religious exempƟons for faith-based ministries.   

Job DescripƟon & Performance EvaluaƟon Process  
Each employee will receive a wriƩen job descripƟon upon hire.    
  
This job descripƟon outlines the primary duƟes and expectaƟons of the posiƟon and serves as 
the foundaƟon for performance evaluaƟons.  The job descripƟons are reviewed and revised 
annually to ensure accuracy and relevance.   
  
A performance evaluaƟon will be conducted within an employees’ first 90 days of employment.  
AŌer this introductory review, addiƟonal evaluaƟons may be completed as needed.  Employees 
will receive two annual evaluaƟons. The first will be completed between the employee and 
their direct supervisor.  The second will be completed between the employee and the Personnel 
CommiƩee.   
  
EvaluaƟons should provide the opportunity to discuss accomplishments, strengths, growth 
areas, job performance, and overall ministry effecƟveness in an open and construcƟve 
environment.  Employees and supervisors will sign the evaluaƟon form to confirm the 
evaluaƟon has taken place.  
 
CompensaƟon consideraƟons may be influenced by factors such as Church resources, 
performance, and length-of-service.  The Personnel CommiƩee reviews staff compensaƟon 
annually following the second performance evaluaƟon.  
  

Pre-Employment and Workplace Drug/Alcohol Screening   
All offers of employment are conƟngent upon successful compleƟon of required pre-hire 
screenings which include a criminal background check and drug screening.   
 
To maintain a safe, sober, and producƟve work environment, the church may require employees 
to undergo drug and/or alcohol tesƟng under the following circumstances:  

 For Cause:  
o When there is reasonable suspicion that an employee is impaired or under the 

influence of drugs, alcohol, or illegal substances while on duty or on church 
property.  

 Random TesƟng:   
o Random tesƟng may be conducted at the discreƟon of the Senior Pastor, the 

Personnel CommiƩee, or the Senior Pastor’s designated staff representaƟve.     
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Employees are required to comply with any request for tesƟng. Refusal to submit to a required 
test will result in terminaƟon of employment.   
 
Confirmed violaƟons of this policy, including posiƟve test results, will result in disciplinary acƟon 
up to and including terminaƟon of employment.  (See Discipline Policy and Procedures, Page 
31.)  
 

General Employee ResponsibiliƟes  

 Dress Code  
FBCF maintains a business-casual dress standard. Employees are expected to dress in a manner 
that is respecƞul, modest, and appropriate for the ministry responsibiliƟes and service tasks 
they perform.  Clothing should reflect the values of FBCF, project professionalism, and allow 
employees to carry out their duƟes comfortably and safely.    
  

Energy ConservaƟon  
Employees are expected to help the Church steward its resources wisely.  Please turn off lights, 
equipment, and other electrical devices in areas not in use. Report any leaking faucets, running 
toilets, unusual uƟlity issues, or other maintenance concerns to the Chairperson of the Building 
and Grounds Team.  
 
With everyone’s cooperaƟon, FBCF can significantly reduce unnecessary costs and ensure our 
faciliƟes are maintained in a manner that honors the Lord and supports our ministry.    
  

FBCF Membership InformaƟon   
All membership informaƟon maintained by FBCF is confidenƟal. This informaƟon may not be 
shared, distributed, or used for any commercial, for profit, or non-ministry purpose. To protect 
the privacy of our members and their families, access to membership data, including the church 
directory, pictorial directory, and certain areas of the church website, is restricted to members, 
regular aƩendees, and authorized staff.  Most of the resources require a password and should 
only by accessed for legiƟmate purposes. 
 
Employees are expected to safeguard all confidenƟal informaƟon and to handle it with integrity 
and discreƟon.    
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FBCF Property & Equipment  
FBCF may issue keys, fobs, cell phones, uniforms, computers, credit cards, or other equipment 
necessary for employees to perform their duƟes.  All such items remain the property of FBCF 
and must be used exclusively for authorized ministry purposes.   
 
Employees are responsible for safeguarding church property while in their possession.  All items 
must be returned to the Senior Pastor or designated staff representaƟve, or the Personnel 
Chairman at or upon request.    
 
All employees, current or new, will be required to sign an Acknowledgment to Return Church 
Property and Equipment Statement.  This acknowledgment affirms the employee’s 
responsibility to return all church property upon terminaƟon.    
 
Failure to return church property may result in the employee being held responsible for the 
replacement cost of the items.  By signing the Acknowledgment to Return Church Property and 
Equipment Statement, the employee authorizes FBCF to deduct from their final paycheck the 
replacement cost of any church property not returned at the end of their employment.   
 

Building Access 
Employees will be issued a key fob to provide appropriate access to the church faciliƟes. Key 
Fobs are issued by the Security Team Leader and the Church Office or Safety Team will maintain 
a list of key and code assignments.   

Employees are responsible for safeguarding their access credenƟals and must report lost or 
stolen key fobs immediately.  For addiƟonal details, please refer to the Policies and Procedures 
Manual.  

 

Cash Handling 
FBCF is commiƩed to managing all offering contribuƟons and any funds collected through 
church events, acƟviƟes, or product sales, with the highest level of financial integrity. 
Established procedures are in place to safeguard the Church, its staff, and its volunteers and to 
ensure all funds are handled accurately and transparently. Employees and volunteers involved 
with receiving, counƟng, transporƟng, or recording funds must follow these procedures without 
excepƟon.  For detailed instrucƟons, please refer to the Policies and Procedures Manual. 
 



 

11  2025 
 

Church Calendar Maintenance 
Responsible Employees – Church Secretaries 

1. The Church Secretaries maintain the official church calendar, which is available in the 
church office.  All scheduling requests, updates, and/or changes must be submiƩed 
through the office to ensure accuracy and coordinaƟon.    

2. Staff members, organizaƟon and department directors, and commiƩee chairpersons 
may schedule Church program acƟviƟes such as meeƟngs, fellowships, recreaƟonal 
events, and musical programs.  

3. The Ministry Assistant will aƩend all Ministry Team and staff meeƟngs to support 
accurate scheduling and ensure acƟviƟes are properly coordinated on the church 
calendar. 

4. Program acƟviƟes and commiƩee meeƟngs must not conflict with the regularly 
scheduled church services including, morning and evening worship, Sunday School, 
and Mid-week services.  

5. Use of church buildings for non-church-sponsored acƟviƟes is subject to the Church 
policy on building use and is subject to space availability.  In the event of a 
scheduling conflict, church acƟviƟes take priority over privately sponsored events on 
a first-come, first-served basis. 

 

Individual/Personal Responsibility  
Employees are expected to conduct themselves in a manner that reflects the values and mission 
of FBCF.  Both personal and professional behavior should demonstrate integrity, responsibility, 
and sound judgement so that neither the employee’s reputaƟon nor the reputaƟon and 
ministries of FBCF are compromised. 
 
Employees should avoid acƟons – whether inside or outside the workplace – that could 
reasonably raise ethical or moral concerns or call into quesƟon their ability to represent FBCF 
effecƟvely.    
  

Personnel Records  
Employees are responsible for keeping their personnel records current.  NoƟfy the Senior Pastor 
and/or the Financial Secretary within fiŌeen (15) days of any changes to the following:  

➢ Address and telephone number  
➢ Marital status (for insurance and tax withholding purposes)  
➢ Legal name  
➢ Beneficiary designaƟon as listed on employer-provided life insurance 
➢       Number of dependents listed on employee medical insurance 
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➢       Person(s) to noƟfy in case of an emergency. 
➢       Banking or financial insƟtuƟon for direct deposit, if applicable. 

  
AddiƟonally, employees should inform their supervisor about the compleƟon of any 
educaƟonal, training, enrichment, or cerƟficaƟon courses relevant to their role.   
 

Children at Work  
Children of employees (regardless of age) or children for whom employees have custodial 
responsibility should not be present during working hours.  FBCF recognizes occasional 
situaƟons with child care may arise.  In such rare circumstances, employees must obtain prior 
approval from their supervisor before bringing children to the workplace.   
 
 

Employee ClassificaƟons, Staff Types, MeeƟngs, PotenƟal 
Benefits  
  

ClassificaƟons:  

FBCF organizes employment into categories to clarify work expectaƟons, compensaƟon, and 
benefits eligibility.  All employees are also classified as either EXEMPT, or NON-EXEMPT in 
compliance with federal and state labor laws.     

1. Exempt Employees (Salaried) – These employees are paid a fixed salary and are not 
subject to overƟme requirements.  Work hours are generally flexible to accomplish 
assigned responsibiliƟes.  Work may be done in the office, at home, or out of office 
on church business.  See the Policies and Procedures Manual for addiƟonal details.  

 
a. Full-Time Exempt: Employees who work a minimum of 40 hours per week.  

PosiƟons include the Senior Pastor and Children’s Director.  These posiƟons are 
eligible for full employee benefits.    

b. Part-Time Exempt: Employees who work fewer than 40 hours per week.  
PosiƟons include the Youth Minister.  Eligible for benefits if desired.   

c. Part-Time Salaried (Special Services):  Employees who provide special services on 
a salaried basis (e.g. Pianist) Hours are flexible to meet posiƟon requirements. 
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2. Non-Exempt Employees (Hourly): Non-exempt employees are paid based on hours 
worked and are eligible for overƟme according to law.  Hours worked outside the 
office must be approved by the Senior Pastor or designated staff representaƟve and 
must be recorded on the Ɵme sheet (not to exceed their normal weekly hours).   
a. Full-Time Hourly: Employees who work a maximum of 40 hours per week. 
b. Part-Time Hourly: Employees who work fewer than 40 hours per week, generally 

in support staff roles (e.g. Office Staff, Financial Secretary, Custodian, Koinonia 
Fellowship Manager.)   

c. Contract/On-Call Employees: Employees hired for a specific period or on an as-
needed basis.   

 

Staff Type:  
Staff at FBCF are categorized into three types: Ministerial, Program, and Support Staff.  These 
classificaƟons are representaƟve but not exhausƟve.     

Ministerial Staff:  

Responsible for spiritual leadership and pastoral care.  Examples include:  

• Senior Pastor  
• Worship Leader  
• Youth Minister   

 Program Staff:  

Responsible for planning, coordinaƟng, and leading church programs and ministries.  Examples 
include:  

• Preschool Director 
• Children’s Ministries Director  

Support Staff:  

Responsible for administraƟve, operaƟonal, and facility-related funcƟons.  Examples include:  

 Ministry Assistant 
 AdministraƟve Assistant   
 Financial Secretary 
 Custodian  
 Pianist 
 Koinonia Manager 
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NOTE: Eligibility for employment benefits is based on the employee’s type of employment. If an 
employee’s status changes to exempt or non-exempt full-Ɵme hourly, benefits become effecƟve 
on the same date as the status change, subject to any applicable waiƟng periods.     
 

Staff MeeƟngs  
Membership: Senior Pastor, Ministry Assistant, AdministraƟve Assistant, Preschool Director, 
Children’s Director, Youth Pastor/Director/Minister, and Worship Leader.   
 
All team members are expected to aƩend weekly staff meeƟngs.  Absences are permiƩed only 
in cased of emergency or with prior approval for the Senior Pastor.  Part-Ɵme staff members 
who have conflicƟng employment obligaƟons should coordinate with the Senior Pastor to 
receive updates and relevant informaƟon from the meeƟng.  
 
Personal appointments and non-emergency maƩers should be scheduled outside the regularly 
scheduled staff meeƟng Ɵmes.   
  

Leadership Council:    
Membership: Senior Pastor, Ministry Assistant, AdministraƟve Assistant, Chairperson of all 
standing commiƩees, Building and Grounds Team Chairperson, Chairman of Deacons, Worship 
Leader, and Sunday School Director.    
 
Purpose: The Leadership Council provide a forum for church leaders to collaborate on ministry 
iniƟaƟves, set and coordinate church calendar dates, and communicate a shared vision and 
other essenƟal informaƟon.    
  

 Worship Planning:  
 
The Worship Leader and Senior Pastor will meet to plan weekly worship needs. This is a Ɵme of 
planning worship for current and future services.  
  

All Staff MeeƟng:  
 
All Employees are requested to aƩend staff meeƟngs whenever scheduled unless their 
supervisor approves of their absence. This is a Ɵme for sharing informaƟon, prayer requests, 
and general announcements.  (This is the same as the Staff MeeƟng above but includes the 
Financial Secretary.) 
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ResignaƟon Procedures  
Employees who choose to resign are encouraged to provide their supervisor at least two (2) 
weeks’ noƟce.  While this noƟce is voluntary due to the “employment at will” relaƟonship with 
FBCF, it allows Ɵme to adjust work schedules and/or begin the process of finding a successor.   
  
Upon separaƟon from employment, the employee’s final paycheck will be issued on the next 
regular pay date.  The final paycheck may be reduced by the replacement cost of all church 
property and equipment not returned or replaced, as stated in the Acknowledgement to Return 
Church Property and Equipment Statement.    
 
Any non-paid volunteers should return all church property, keys, fobs, etc. upon noƟce of 
resignaƟon from church ministries.  
  
The Personnel CommiƩee may request an exit interview to discuss the employee’s experience 
and provide feedback for the Church.  
  
All confidenƟality requirements outlined in this handbook remain in effect aŌer resignaƟon or 
separaƟon from FBCF. 
 

Office Procedures 
 

On Boarding  
All new employees will have scheduled meeƟngs with staff members and commiƩee 
chairpersons to become acquainted and to receive detailed informaƟon about their specific job 
duƟes.  The Technical Coordinator prepare laptops as needed, and the Church Secretary will 
assist with login ID’s and credenƟals.  The employee will also meet with the Security Team 
Leader to review all protocols, including keys, fobs, digital lock codes and other procedures 
necessary for their role.  The Financial Secretary will guide the new employee through 
registering for direct deposits, compleƟng tax forms, and related administraƟve requirements, 
etc.  While all expected duƟes will be outlined in each job descripƟon, coordinaƟon of 
responsibiliƟes within the staff team will be discussed during onboarding.  The church staff is 
expected to work cooperaƟvely, maintain a posiƟve aƫtude, and serve in a unified manner to 
support the mission of the Church.  
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Church Office Hours  
Regular Church office hours are 9 a.m. to 3 p.m. Monday through Thursday.  Hours on Friday are 
9 a.m. to 12 p.m.  Office hours may be adjusted at the discreƟon of the Senior Pastor or his 
designated staff representaƟve.  
  

Employee Workday  
The employee workday begins upon arrival at FBCF. Specific working hours are determined by 
job responsibiliƟes and the needs of the employee’s supervisor. ExcepƟons to regular working 
hours may occur when deadlines arise or when special circumstances require addiƟonal 
flexibility. In such cases, employees must obtain Supervisor approval before deviaƟng from their 
assigned schedule. Significant issues in communicaƟon and coordinaƟon can occur when 
employees arrive excessively late or leave unusually early, and such situaƟons should be 
avoided unless properly approved.  
  

Workweek  
A workweek consists of seven (7) consecuƟve days.  FBCF’s designated workweek begins on 
Sunday and ends on Saturday. While state law does not require the workweek to start or end on 
specific days, the start day may not be changed for the purpose of avoiding overƟme obligaƟons 
for non-exempt employees.  Once an employee’s workweek start Ɵme is established, it must 
remain fixed, regardless of variaƟons in the employee’s work schedule.    
  

OverƟme Pay   
Non-exempt employees, whether full-Ɵme or part-Ɵme, are eligible for overƟme compensaƟon.  
When an employee’s duƟes require more than 40 hours of work in a given workweek, overƟme 
will be paid at one and one-half Ɵmes the employee’s regular rate for hours worked over 40.  
Supervisors may adjust an employee’s schedule within the same workweek, including sending 
the employee home early to ensure appropriate Ɵme away from work and to prevent 
unnecessary overƟme.   

  

Lunch/Dinner Break  
All full-Ɵme exempt employees are encouraged to take a work-free lunch or dinner break each 
day. Non-exempt employees are required to clock out for a 30-minute lunch break.   
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Employees should check with their supervisor to coordinate lunch schedules, as it is generally 
not feasible for all staff members to be away at the same Ɵme.   
  
If a supervisor instructs an employee to work through their lunch or dinner break on a given 
day, employee will either be compensated accordingly or permiƩed to leave early that day, or 
arrive later than their regular start Ɵme the following day.   
 

AƩendance  
Employee contribuƟons to FBCF’s work efforts are especially important; therefore, regular 
aƩendance is expected.  
  
All full-Ɵme employees are expected to work at least 40 hours per workweek, and part-Ɵme 
employees are expected to work the hours as established. Employees must arrive on Ɵme for 
their scheduled shiŌs each day. If an employee is unable to report to work at their assigned 
Ɵme, they must contact their supervisor at least one (1) hour prior to their normal start Ɵme.  
  
If an employee needs to be away from the office during regular work hours (for example for a 
doctor's appointment), they must inform both their supervisor and the church office of their 
planned departure Ɵme and their expected Ɵme of return. 
  

Absenteeism  
Accurate records of absenteeism are essenƟal.  Any employee who fails to request pre-approval 
for an absence or fails to report an absence as required will have the absence recorded as 
unexcused.  Repeated tardiness or absenteeism may result in disciplinary acƟons, up to and 
including terminaƟon.  
  

Payroll/Pay Period  
FBCF pays all staff on a bi-weekly schedule, with payday occurring on Wednesdays. (26 pay 
periods per calendar year).  
  
A payroll service processes payroll and deposits wages directly into each employee’s designated 
bank account.  Check stubs are available exclusively through the payroll website. All employees 
are required to parƟcipate in the automaƟc deposit system as a condiƟon of employment.  If a 
regular payday falls on a holiday, employees will receive their pay on the last regular workday 
before the holiday.   
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Time Clock Requirements   
In accordance with FBCF Policy and applicable with Wage & Labor regulaƟons, all non-exempt 
employees (those paid on an hourly basis), as well as all part-Ɵme employees regardless of 
classificaƟon, are required to use a Ɵmecard system.   
  

DeducƟons  
The following deducƟons are required and will be withheld employee’s paycheck:  
• Federal income tax  
• FICA  
• Medicare Insurance DeducƟon 
• Any other taxes that may be enacted by law.  
  
OpƟonal deducƟons may also be withheld from an employee paycheck, based on the 
employee’s instrucƟons through the Guidestone Pre-Tax Plan. (GPP see page 24)  
• Voluntary reƟrement plan  
• Voluntary disability plan  
• Dependent health insurance plan  
• AddiƟonal income tax  
• Other opƟons which become legally and/or administraƟvely available.  
  

Wage Assessment and Garnishments  
It is the employee’s responsibility to manage personal finances to avoid wage assessments or 
garnishments. Employees should make immediate arrangements to seƩle any outstanding 
accounts. FBCF will comply with all legal requirements and proper noƟficaƟons from 
appropriate agencies or organizaƟons to implement wage assignments or garnishments as 
required by law.  
  

 Employee Benefits Statements  
All regular full-Ɵme employees may be eligible to receive employer-paid benefits. Certain part-
Ɵme employees may also qualify for pro-rated benefits, including specific paid Ɵme away (see 
the Senior Pastor or his designated staff representaƟve for details).   
 
Employee benefits are generally administered through the church’s plan with Guidestone or 
other benefit providers chosen by the church.  
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Although the benefits outlined below are currently available, the benefits may be adjusted by 
wriƩen acƟon of the Personnel CommiƩee with approval of the Finance CommiƩee. Factors 
that may necessitate changes include, but are not limited to, increased costs or the decreased 
funds or contribuƟons received by FBCF’s financial posiƟon.  
 
Highlights of the current benefit plan are provided below.  For complete details on benefits 
offered through FBCF, employees should consult the Senior Pastor or his designated staff 
representaƟve.     

Employee Benefits 

Paid Time Off (PTO) Overview 
Paid Time Off (PTO) provides eligible employees with paid Ɵme away from work for rest, 
renewal, and personal maƩers.  PTO includes both vacaƟon and sick leave and must be 
scheduled and approved in advance to ensure ministry operaƟons conƟnue smoothly, and 
adequate staffing is maintained.   
  

General Guidelines:  

 PTO must be used in the year it is earned.  However, up to five (5) days may be carried 
over and used in January of the following year.     

 If a paid holiday or regular scheduled day off occurs during the approved PTO, the day is 
not counted as PTO.  Example: If an employee requests Sunday through Saturday off but 
their regular days off are Tuesday and Saturday, only five (5) PTO days will be used.   

 PTO for employees hired mid-year will be prorated based on the remaining porƟon of 
the year.   

 One PTO day is based on the employee’s budgeted workday, up to a maximum of six (6) 
hours per day.   

 PTO may be taken in half-day or full day increments and does not need to be taken in 
full-week segments.  

 Employees may request PTO dates whenever possible.  If conflicts arise, seniority 
(length of service) will determine priority.  

 PTO requests must be submiƩed using the FBCF PTO Request Form and approved by the 
employee’s supervisor at least two (2) weeks in advance and must be approved by the 
employee’s supervisor and/or the Senior Pastor, or his designated staff representaƟve.  

 The Ministry Assistant or AdministraƟve Assistant maintains the master schedule of all 
PTO requests.   
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Coverage During PTO:  

Employees are responsible for arranging appropriate coverage during their absence.  Every 
effort should be made to find a volunteer within the church family.  If no volunteer is available, 
the Personnel CommiƩee may hire a temporary worker at a rate of pay not to exceed the 
employee’s current hourly rate.    
 
For custodial absences, the Building and Grounds Team will assume the duƟes if a subsƟtute 
cannot be found.  
 

Payment Upon TerminaƟon:  

 Full-Ɵme salaried employees will be paid for unused PTO accrued prior to terminaƟon.  
 Part-Ɵme salaried employees in good standing will also be paid for unused PTO  

accrued prior to terminaƟon.  
 Part-Ɵme hourly employees will not receive payment for unused PTO accrued prior to 

terminaƟon.   
 

PTO for Part-Time Salaried Employees with Regular Sunday DuƟes:  

Employees who regularly serve on Sundays are eligible for four (4) paid Sunday absences per 
calendar year aŌer compleƟng one (1) year of service. 
 
Employees starƟng mid-year will receive a prorated number of paid Sunday absences.  
 
Employees must noƟfy the Financial Secretary in advance of planned Sunday absences and 
provide the name and pay arrangements for an approved subsƟtute.   
  

PTO Eligibility by Employment ClassificaƟon 
 

Exempt Ministerial and Program Staff  

 Hired on of before June 24:  Eligible for one week of PTO during the first calendar year 
aŌer six (6) months of service.  

 2nd year: Twenty (20) days   
 3rd year – 4th year: Twenty-Five (25)    
 5th year and beyond: Thirty (30)  
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Regular Full-Time Salaried Support Staff  

 Hired on or before June 24:  One week of PTO aŌer six (6) months of service.  
 2nd year – 4th year: Twenty (20) days  
 5th year -9th year:  Twenty-Five (25)  
 10th year and beyond: Thirty (30)    

Part-Time Hourly Support Staff  

 AŌer 1 year of service: Two (2) weeks of PTO based on normal workweek.  
 5th year:  Three (3) weeks based on normal workweek. 
 10th year and beyond: Four (4) weeks based on normal workweek. 

AddiƟonal Provisions: 

 The Personnel CommiƩee may adjust PTO allowances at the Ɵme of hire based on prior 
experience or tenure in vocaƟonal ministry.  

 For posiƟons that require Sunday service, PTO days may not be used for more than four 
(4) Sundays per calendar year.  

 

Personal Days  
All employees are provided with two (2) personal days annually, which may be used for personal 
maƩers without interrupƟon of regular pay.  
 
Personal days must be used in the year earned and cannot be carried over to the following year.  
 
Personal days must be taken in Half-Day and Full-Day increments. 
 
Employees must submit a request using the Personal Day Request Form. 
 
Personal days cannot be cashed out or exchanged for other types of paid Ɵme off.  
  

Church Observed Holidays  
FBCF observes nine (9) paid holidays annually for all regular full-Ɵme employees. There is no 
employer-paid holiday coverage for part-Ɵme employees; however, part-Ɵme employees can 
arrange with their supervisor to make up the hours if a holiday falls on a scheduled workday.   
  
The church office is closed on holidays. AddiƟonally, the church offices will close at 11 a.m. the 
day before a holiday (or on Friday if the holiday falls on a Sunday or Monday).   
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The Personnel CommiƩee recommends that all programs follow the holiday schedule. If an 
employee is required to work on a holiday due to church program needs, they will receive either 
appropriate pay or an alternate day.  See the Senior Pastor or his designated staff representaƟve 
for details.   
 
Part-Ɵme hourly staff do not have holiday benefits.  If they want to reduce the hours lost due to 
a holiday, they may make up for the lost Ɵme another day of the week.   
  
Holiday Schedule:  

➢ New Year’s Day  
➢ Good Friday  
➢ Memorial Day  
➢ Independence Day  
➢ Labor Day  
➢ Thanksgiving (2 Days)  
➢ Christmas (2 Days)  

  
  

Bereavement Leave  
Full-Ɵme and exempt employees are eligible for bereavement leave.   

For the death of an immediate family member (spouse, children, parents, siblings, parents-in-
law), employees may take up to five (5) day of paid leave.   

For the death of extended family members, (sister/brother-in-law, nieces/nephews, uncles, 
aunts, and grandparents), employees may take up to three (3) days of paid leave.  

Part-Ɵme hourly employees who miss work due to bereavement may make up those hours, if 
desired.  

 

Jury Duty 
In addiƟon to other absence policies, employees summoned for jury duty will be granted Ɵme 
off without loss of pay.     
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ReƟrement  
All full-Ɵme exempt and non-exempt employees may be eligible to parƟcipate in the FBCF 
reƟrement plan.   
 
Ministerial Staff: No waiƟng period; eligible immediately upon hire.  
 
Other Full-Time Employees: There is a 30-day waiƟng period following the date of hire. Once 
enrolled in the FBCF plan, employees are immediately vested.    
  
In addiƟon, a voluntary 403(b) ReƟrement Plan is available to all employees, including part-Ɵme 
employees.  Employees should contact Guidestone to determine enrollment dates and 
qualificaƟons needed to parƟcipate. For further details, consult the Senior Pastor or designated 
staff representaƟve.  
  

Major Medical Insurance  
All regular full-Ɵme exempt employees are eligible for medical coverage through the FBCF plan.   
Members of the Ministerial Staff are eligible for paid family coverage. Full-Ɵme program staff 
are eligible for paid employee coverage.  Employees who are covered under another insurance 
plan may be eligible for medical insurance reimbursement.   
 
Part-Ɵme employees who work a minimum of 20 hours per week elect employee medical 
coverage through payroll deducƟon.   
 
Employees already receiving employer-paid medical insurance through the church carrier may 
fund dependent coverage through payroll deducƟon and parƟcipaƟon in the Guidestone Pre-
Tax Plan. Coverage begins once approved by the insurance carrier. Contact the Senior Pastor or 
his designated staff representaƟve for more informaƟon to obtain the necessary paperwork for 
payroll deducƟon and the Guidestone Pre-Tax Plan.  
  

Employee Life Insurance  
All regular full-Ɵme exempt employees are eligible to receive access to life insurance coverage 
through the FBCF plan, if desired.  Coverage begins once approved by the insurance carrier. 
Employees should consult the Senior Pastor or his designated staff representaƟve for details on 
coverage amounts.  
 
Part-Ɵme hourly employees working at least 20 hours per week, as well as part-Ɵme exempt 
employees may elect to obtain to obtain life insurance through payroll deducƟon via the 
benefits provider. 
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Dental & Vision Insurance  
All regular full-Ɵme exempt employees are eligible for dental and vision coverage through the 
FBCF plan. Part-Ɵme employees who work at least 20 hours per week may also elect coverage.  
This coverage is opƟonal, and employees are responsible for the cost.  For details on plan 
opƟons and enrollment, employees should consult the Senior Pastor, ,or his designated staff 
representaƟve.   
  

Guidestone Pre-Tax Plan (GPP)  
All employees are eligible to parƟcipate in the Guidestone Pre-Tax Plan (GPP) offered by the 
church.  The GPP allows employees to set side pre-tax dollars to fund opƟonal insurance 
coverage and to contribute addiƟonal reƟrement amounts to the FBCF plan.   
 
Employees should contact the Senior Pastor or his designated staff representaƟve for plan 
details, including enrollment dates and required documentaƟon.   
  

Unemployment Benefits/Insurance  
Church employees are not eligible for unemployment benefits as the church is exempt from 
parƟcipaƟng in the state unemployment insurance program.  
  

Workers' CompensaƟon Insurance  
Workers' CompensaƟon coverage is provided for all employees.  Any accident occurring on 
church premises or during a church sponsored event off campus must be reported immediately 
to the employee’s supervisor, the Financial Secretary, and the Senior Pastor or his designated 
staff representaƟve.  The Senior Pastor or his designated staff representaƟve is responsible for 
reporƟng the incident to the insurance carrier with within 48 hours of the occurrence.  
  
 

ConƟnuing EducaƟon (C.E.) / Professional Development  
Time away for the purposes of conƟnuing educaƟon or professional development includes study 
Ɵme, classroom events, conferences, convenƟons, and other extraordinary events that help 
enhance an employee’s effecƟveness in fulfilling their job duƟes.   
 
Employees must submit a ConƟnuing EducaƟon Request Form to the Personnel CommiƩee at 
least one (1) month prior to the desired start date of the course or event.  
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The Personnel CommiƩee will review each request individually and may approve up to ten (10) 
days away from the office per year, with regular pay for Ministerial or Program Staff.  Approval is 
based on the employee’s need, coverage of duƟes during the absence, and other perƟnent 
factors.   
  
Each August, staff are required to submit to their supervisor a tentaƟve schedule of proposed 
ConƟnuing EducaƟon acƟviƟes for the upcoming year, including esƟmated costs.  Approval is 
subject to budgeted C.E. funds, the church event calendar, potenƟal impact of the employees’ 
absence, and approval from the supervisor concurrence with the Senior Pastor, designated staff 
representaƟve, or the Personnel CommiƩee.  
  
The Ministry Assistant or AdministraƟve Assistant prepares an C.E. annual report – approved by 
the Senior Pastor or designated staff representaƟve - for the Personnel CommiƩee.  
  
Any change to the number of approved C.E. days must receive prior approval from the 
Personnel CommiƩee.  
  
  

SabbaƟcal Leave  
SabbaƟcal leave is defined as a temporary stepping away from daily job duƟes to focus on vision 
seƫng, ministry development, research, extended professional development, rest, prayer, and 
learning.  The purpose of a sabbaƟcal is to provide dedicated Ɵme for study, reflecƟon, and 
renewal that is beneficial for improved mental and physical health and spiritual well-being of 
the ministerial staff.      
  
Paid sabbaƟcal leave is available to full-Ɵme exempt ministerial staff upon wriƩen approval of 
the Personnel CommiƩee, Finance CommiƩee and the concurrence of the Senior Pastor.   
SabbaƟcal leave is not required but is strongly encouraged.  Upon returning, the ministerial staff 
member must provide a wriƩen report and present a summary of their sabbaƟcal experience at 
a subsequent business meeƟng.         
 
The Church should cover travel, lodging, and food for the pastor during the sabbaƟcal when 
such expenses are necessary for gaining experience, increasing knowledge, visiƟng other 
churches, or otherwise enhancing ministry effecƟveness. Family expenses are generally not 
covered unless a family member is serving as a church delegate to a convenƟon or conference.   
 
The Personnel CommiƩee, Finance CommiƩee, and ministerial staff member will work together 
to plan for sabbaƟcal leave by determining an overall budget plan and presenƟng to the church 
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for approval.  Funding may be set aside annually in a designated budget line item or allocated 
during the year of the SabbaƟcal as determined by the Finance CommiƩee.  
  
SabbaƟcal leave ranges from 4 – 12 weeks depending on years of service at FBCF:   
    

➢   5th   Year: 4 weeks  
➢  10th Year: 6 weeks   
➢ 15th Year: 10 weeks   
➢ 20th Year: 12 weeks   
 

Requests for sabbaƟcal leave must be submiƩed in wriƟng to the Personnel CommiƩee at least 
six (6) months prior to the planned start date.  The employee is responsible for arranging 
appropriate subsƟtute coverage during their absence.     
 
SabbaƟcal leave...  

 Should be taken within 12 months of the eligible anniversary milestone 
whenever possible.  

 Must be taken within the 5 year period between milestone anniversaries.  
 Must be taken at least four years apart.  
 May not be carried over, combined, or accumulated 
 May not be cashed in for reimbursement.  
 Replaces regular ConƟnuing EducaƟon Ɵme away for the applicable year.  

 
Ministerial staff are expected to conƟnue employment at FBCF for at least one year aŌer 
following their return from sabbaƟcal leave.  If the staff member does not remain employed for 
the full year, the church should be reimbursed for the sabbaƟcal leave expenses on a prorated 
basis reflecƟng the number of months not completed.   
  

Leadership Leave  

 

FBCF Camp or Mission Trip ResponsibiliƟes  

Ministerial Staff and program staff may be required, as part of their job responsibiliƟes and staff 
liaison assignments, to lead or parƟcipate in FBCF Camps and/or FBCF Mission Trips.  When 
camp or mission parƟcipaƟon is a job requirement, the staff member will receive their regular 
compensaƟon, and no vacaƟon or personal Ɵme will be deducted.  
 
All staff members, regardless of posiƟon, are eligible to parƟcipate in an FBCF-approved camp 
or mission trip without taking vacaƟon days. The staff members parƟcipaƟng in approved 
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mission trips may also be eligible for assistance from the Missions CommiƩee in accordance 
with established guidelines.    
  

Non-FBCF Programs  

Ministerial Staff and program staff may be away from the church to fulfill leadership or 
parƟcipaƟon responsibiliƟes not directly related to FBCF (e.g. guest speaking engagements, 
involvement with community or professional organizaƟons, revivals, seminars, workshops, or 
non-FBCF mission trips.)  Such absences require prior approval from the staff member’s 
supervisor or the Personnel CommiƩee. Employees may use paid Ɵme off during their absence.       
  

Leave of Absence  

A Leave of Absence may be granted with the approval of the Personnel CommiƩee, the 
employee’s supervisor, and the Senior Pastor or designated staff representaƟve. The types and 
condiƟons of leave of absence are below:  
 

Jury Duty Leave: If an employee is summoned for jury duty, Ɵme away is without 
interrupƟon of regular pay.   
 
Medical or Maternity Leave: Medical or maternity leave may be granted without pay once 
the employee has used all accumulated paid Ɵme away.  FBCF complies fully with all 
Family and Medical Leave Act (FMLA) regulaƟons.   
 
Military Leave: FBCF follows the guidelines of the Uniformed Services Employment and 
Reemployment Rights Act. (USERRA) Military leave may be granted without pay for 
required services.  Employees are enƟtled to re-employment in accordance with federal 
regulaƟons.  Employees who are members of a reserve unit may be granted up to two 
(2) weeks away without pay or may choose to use accrued vacaƟon Ɵme.    
 
Serious Illness or Injury Leave:  In the case of serious illness or injury, the Personnel 
CommiƩee may grant up to three (3) addiƟonal months of PTO. Requests for extended 
paid sick leave must be supported by a doctor’s cerƟficate.   
     
Personal Leave: Personal leave may be granted without pay for reasons of extreme 
personal necessity.  
 

Employee Service Award Program 
FBCF values the dedicaƟon and service of its employees and provides recogniƟon in several 
meaningful ways throughout the year.   



 

28  2025 
 

 
 Employees are recognized at their first anniversary and every fiŌh year thereaŌer.  A one-Ɵme 
service award, in the amounts listed below, will be added to the employee’s payroll check 
closest to the anniversary date.  WriƩen recogniƟon will also be included in the church bulleƟn. 
The Personnel CommiƩee, may, at its discreƟon, provide addiƟonal recogniƟon each ten (10) 
year milestone.  
  
Employees will receive a card and service award on anniversaries as follows:  

▪  5th Year    $50  
▪  10th Year    $75  
▪  15th Year    $100  
▪  20th Year    $125  
▪  25th Year    $150  
▪  30th Year    $175  
▪  35th Year    $200  

 

Birthday RecogniƟon 

Employees will receive a birthday card and $50 on their birthday each year.   
 

Pastor AppreciaƟon Month 

Pastoral staff will receive a card and $50 during Pastor AppreciaƟon Month. 

  

Staff Christmas Bonus   

Employees will receive a bonus for Christmas each year in an amount determined by the 
Finance CommiƩee.    

 

 

AccounƟng / Travel / Fiscal & Legal Procedures   
 

Financial Guidelines  
Purchases: Purchase orders are required for any purchase made in the name of the church. 
Employees should either visit the church office to complete a purchase order form, or call the 
office to provide the necessary informaƟon prior to making the purchase.  This requirement 
applies to:  
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 Purchases from businesses where the church maintains charge accounts 
 Purchases made using a church credit check 
 Purchases for which reimbursement will be requested.   

If the exact amount of the purchase is unknown at the Ɵme the order is iniƟated, the employee is 
responsible for submiƫng the final amount to the Financial Secretary aŌer the purchase is 
completed.  All receipts must be submiƩed to the church office so they may be properly filed.   

Special Events: Coordinators of any church-related trip, event, or ouƟng that requires the church 
to make payments on behalf of parƟcipants are responsible for collecƟng all required monies 
from parƟcipants.  Funds may be accumulated through the church office; however, payments will 
not exceed the amount collected.      

It is the coordinator’s responsibility to communicate with the church office regarding all payment 
deadlines ensuring that sufficient funds have been collected prior to any required prepayments. 
Refunds of money that has already been sent on behalf of parƟcipants will only be issued aŌer 
the church receives the corresponding refund from the vendor or enƟty that was paid.   

SolicitaƟon of Funds: Funds collected through the church are to be used exclusively for ministry 
and missions. Individual members parƟcipaƟng in non-church related charitable or community 
acƟviƟes may inform the congregaƟon of fundraising opportuniƟes associated with those 
acƟviƟes.  Any parƟcipaƟon or support by church members must be voluntary  

Tax Exempt Purchases: Purchases made using tax-exempt status must be made using a church 
check or credit card and receipts for the purchases must be given to the Financial Secretary. Tax 
exempt privileges cannot be extended to outside vendors. 

Benevolence Requests: Benevolence requests must be submiƩed using the designated 
applicaƟon for assistance.  The benevolence policy is designed to honor Biblical principles by 
responding to financial crises with compassion, wisdom, and accountability.   

Benevolence funds as allocated in the church’s annual budget, are intended to assist individuals 
within the Fairview Community – including FBCF – who are experiencing financial hardship.   
Applicants are expected to pursue other available sources of assistance including local chariƟes, 
community organizaƟons, and including their own personal resources in conjuncƟon with the 
request.   

For more detailed guidelines and eligibility requirements, refer to the Policies and Procedures 
Manual.  
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Accountable Reimbursement Procedure  
FBCF maintains an accountable-expense reimbursement procedure that complies with federal 
and state regulaƟons. All business expense reimbursements and accounts payable will generally 
be processed by the following Wednesday.   ExcepƟons may be made at the discreƟon of the 
Financial Secretary. All reimbursement or payment requests, must meet the following 
requirements:  

1. A Request for Payment Form (RFP) must be completed and submiƩed to the 
Financial Secretary.  The form must include the appropriate church budget 
account and billing address informaƟon.  

2. All requests for business reimbursement must be submiƩed within thirty (30) 
days of the expense being incurred.  

3. Original sales receipts, invoices, or other proof of payments must be aƩached 
to the RFP.  If a receipt is lost, employees should contact the Financial 
Secretary.   

4. For items purchased online or by phone, the credit card statement may serve 
as the receipt. Whenever possible, aƩach the packing slip when the item is 
received.   

 

Travel Procedure   
When work responsibiliƟes require an employee to travel for church business, a travel advance 
may be arranged in accordance with the church’s purchasing and reimbursement procedures.  If 
an employee aƩends a church-approved and church-paid conference and their spouse also 
aƩends, all travel, entertainment, and direct conference expenses related to the spouse must be 
paid or reimbursed by the employee.   

• If the spouse or guest aƩends in a lay-leadership role represenƟng the church (e.g., an 
elected delegate) expenses will not be charged back to the employee and will not be 
treated as taxable income.   
• If the spouse is not represenƟng the church, and the employee is not being charged for 
these expenses, the amount of expenses will be treated as taxable income in accordance 
with IRS regulaƟons.  

  

Mileage Reimbursement Procedure  
FBCF follows the standard business mileage rate set by the I.R.S. If an employee’s work 
responsibiliƟes require the use of their personal vehicle, they may request mileage 
reimbursement by compleƟng a Mileage Log or submiƫng a Request for Payment.  (RFP) 
 
The submission must include:  
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 Beginning and ending mileage for each trip 
 The business purpose of the trip  

 
Reimbursement will be calculated based on the IRS standard mileage rate and processed 
according to the reimbursement procedures.   
 

Fiscal & Legal Procedure  
 

Per FBCF Bylaws, only the Senior Pastor and/or the Trustees are authorized to sign contracts or 
service agreements on behalf of FBCF.   

• Ministry events: For events such as camps, guest speakers, or similar acƟviƟes, the 
Senior Pastor may require the employee and/or lay-leader overseeing the event to co-
sign the contract or service agreement prior to finalizing any arrangements.  
• Real Property Contracts: Any contract involving real property must first be approved by 
vote of the congregaƟon.  Once approved, the Trustees may sign on behalf of the 
church.    
• Legal Review: Prior to signing most contracts or service agreements, the Senior Pastor 
forwards the document to an aƩorney for review to ensure compliance and protect the 
church’s interests.    

Discipline Policy & Procedures  

Purpose  
FBCF’s discipline policy and procedures are designed to provide a structured process for 
improving employee performance and prevenƟng recurrence of detrimental behavior.  This 
policy is intended to promote accountability, clarity, and fairness while protecƟng the ministry 
of FBCF.   

FBCF reserves the right to combine, skip, or modify steps depending on the facts of each 
situaƟon and the nature of the offense. Factors considered include;  

 Whether the offense is repeated despite coaching, counseling, or training  
 The employee’s overall work record 
 The impact of the conduct or performance issue on FBCF’s ministry. 

Gross Misconduct: Certain acƟons may result in immediate terminaƟon, including but not 
limited to embezzlement, assault, baƩery, theŌ, sexual misconduct, and abuse whether verbal, 
physical, sexual, or emoƟonal.  
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Nothing in this policy provides contractual rights regarding discipline, nor does it alter the at-
will employment relaƟonship between FBCF and its employees.  

 

Discipline Procedures and Steps  

Step 1: Counseling and Verbal Warning   

 The immediate supervisor brings aƩenƟon to a performance, conduct, or aƩendance 
issue.   

 The supervisor discusses the problem, expectaƟons, and steps required for 
improvement.   

 Within five (5) business days, the supervisor documents the coaching in wriƟng, and the 
employee signs to acknowledge understanding.   

 DocumentaƟon is placed in the employee’s personnel file.  
 If another issue occurs within six months, the process will move to Step 2. 
 If a third issue occurs within one year, FBCF may move to Step 3 or Step 4, or proceed to 

immediate terminaƟon for offenses with potenƟal harm to others or financial detriment.    
 AŌer twelve (12) months without incidents, a new verbal warning may be issued.  Any 

addiƟonal incidents will move to Step 2 immediately.   

Step 2: WriƩen Warning   

 DocumentaƟon of the issue and consequences is prepared by the supervisor and 
reviewed with the Senior Pastor or designated staff representaƟve.  

 A performance improvement plan (PIP) is issued within five (5) business days detailing 
required correcƟve acƟon.   

 WriƩen warnings may include a statement that failure to take immediate and sustained 
correcƟve acƟon may result in further discipline, up to terminaƟon.  

 DocumentaƟon is placed in the employee’s personnel file.  AŌer eight (8) months, 
repeated issues require a new wriƩen warning.   

 If the same violaƟon occurs within six (6) months or two wriƩen warnings have been 
issued, Step 3 is implemented.    

Step 3: Suspension and Review by the Personnel CommiƩee   

 Suspension may occur for conƟnued performance or conduct issues that threaten safety 
or the ministry.  

 The immediate supervisor may suspend an employee pending review by the Personnel 
CommiƩee, with approval from the Senior Pastor or his designate staff representaƟve.  

 Suspension without pay may occur in full day increments consistent with federal, state, 
and local wage laws.  
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 Non-exempt/hourly employees cannot subsƟtute accrued vacaƟon or sick Ɵme for 
unpaid suspension.  

 Exempt/salaried employees’ unpaid suspension is reserved for serious workplace safety 
or conduct issue, in compliance with FLSA.  

 Pay may be restored if the employee is absolved of wrongdoing.   

 

Step 4: RecommendaƟon for terminaƟon of employment   

 The final step is a recommendaƟon for terminaƟon, which is typically preceded by 
counseling, wriƩen warnings, or suspension.   

 Suspension may occur while an invesƟgaƟon is conducted.  The Personnel CommiƩee 
may involve an outside party for assistance, if necessary.  RecommendaƟons for 
terminaƟon must be approved by the Senior Pastor and Personnel CommiƩee.  Final 
approval may require a congregaƟonal vote.  

  

Appeals Process   
 Employees may present informaƟon to dispute the basis for the disciplinary acƟon.  
 ExtenuaƟng circumstances may be considered to reach an equitable soluƟon.  
 Employees have five (5) business days aŌer each disciplinary meeƟng to submit 

addiƟonal informaƟon  

 

Performance and Conduct Issues Not Subject to Progressive Discipline   
The following behaviors may result in immediate terminaƟon and may be reported to law 
enforcement authoriƟes.   

Illegal Behavior:  TheŌ, substance abuse, sexual abuse, intoxicaƟon, fighƟng, or violence.   

  

DocumentaƟon   
 Employees receive copies of all discipline documentaƟon, including PIPs.  
 Employees sign to acknowledge receipt and understanding.  
 DocumentaƟon is placed in the employee’s personnel file.      
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Grounds for Disciplinary AcƟon and/or Dismissal    
Grounds for disciplinary acƟon include, but are not limited to:   

 Absence without noƟce or consent   
 Possession, distribuƟon, or use of illegal drugs, alcohol, substances at work   
 Possession, distribuƟon, or use of pornography at work   
 ReporƟng to work impaired  
 Unauthorized/illegal possession, distribuƟon, or use of firearms/weapons   
 Unauthorized absence from the work area and no one knows where the employee can 

be found.   
 Security violaƟons (breach of confidenƟality, open/close procedures, etc.)   
 Willful destrucƟon, loss, or theŌ of church property   
 FighƟng (verbal or physical incidents occurring at FBCF)   
 Sexual harassment of fellow staff, church members, or visitors to FBCF   
 InsubordinaƟon   
 Financial Impropriety: Misuse of church credit cards, improper use of church funds, 

embezzlement  
 Excessive absenteeism or lateness.   
 Any repeated disrespecƞul behavior or aƫtude that interferes with team unity of the 

church staff.   
 

Workplace Grievance and Appeal Procedure 
1. Purpose 

This procedure ensures that employees can raise concerns about workplace issues, such as 
unfair treatment, policy violaƟons, or disputes, in a structured and respecƞul manner. It also 
provides a clear process for appeals if the resoluƟon is unsaƟsfactory. 

 

2. Grievance Procedure 

Step 1: Informal ResoluƟon 

Employees are encouraged to discuss their concerns directly with their manager or supervisor. 

The aim is to resolve the issue quickly and amicably without formal escalaƟon. 

Step 2: Formal Grievance Submission 
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If the issue remains unresolved, the employee should submit a wriƩen grievance to the 
Personnel CommiƩee. 

The grievance should include: 

A clear descripƟon of the issue. 

Relevant dates, events, and evidence. 

Desired outcome or resoluƟon. 

 

Step 3: InvesƟgaƟon 

Personnel CommiƩee or an imparƟal invesƟgator will review the grievance. 

This may involve interviews with the employee, witnesses, and other relevant parƟes. 

A wriƩen report will be prepared summarizing findings and recommendaƟons. 

Step 4: Outcome and CommunicaƟon 

The employee will receive a wriƩen response detailing the decision and any proposed acƟons. 

If the grievance is upheld, correcƟve measures will be implemented promptly. 

 

3. Appeal Procedure 

Step 1: Submiƫng an Appeal 

If the employee is dissaƟsfied with the grievance outcome, they may file an appeal within five 
(5) days of receiving the decision. 

The appeal must outline specific reasons for disagreement and any addiƟonal evidence. 

Step 2: Appeal Review 

A senior manager or independent panel will review the appeal. 

This process may involve re-evaluaƟng evidence, conducƟng further interviews, or consulƟng 
external advisors. 

Step 3: Final Decision 

The appeal decision will be communicated in wriƟng. 

This decision is final and concludes the grievance process. 
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4. ConfidenƟality and Non-RetaliaƟon 

All grievance and appeal maƩers will be handled confidenƟally. 

RetaliaƟon against employees for raising concerns is strictly prohibited and may result in 
disciplinary acƟon. 

This procedure ensures transparency, fairness, and respect for all parƟes involved while 
fostering a posiƟve workplace culture 

 


