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Ministry Leaders Handbook 
May 2008 - This handbook replaces all previous handbooks. 

 

Introduction 
 

Welcome to the Faith Team!  It's an honor to have you aboard.  We are engaged in the greatest 

task known to humanity:  sharing the life-transforming news of Jesus Christ with the people 

throughout our community and world.  That's your calling.  That's why you're part of the Faith 

Team. 

 

This handbook is intended to be a guide and should not be construed to be a contract between 

any particular staff member or group of staff members and Faith Reformed Church. 

 

 

HISTORY 
 

The very first service of Faith Reformed Church was held on November 15, 1953.  Rev. A.  

Tellinghuizen conducted the services on this first day.  147 people were in attendance at the 

morning service and 175 at the evening service. 

 

One week later a steering committee was formed to go through the process of formally  

organizing the church into a new Reformed congregation. 

 

Dr. John VanPeursem conducted the first communion assisted by elders from First and Second 

Reformed Churches.  One hundred persons were present of which were communicants.  Just 

three months later attendance was over 200 people. 

 

March 17, 1954 was the day Faith Reformed Church became an officially organized Reformed 

Church in America.  The first elders were: Max DePree, John Elfers, Henry Helder, Anthony 

Kooiman, Henry Lokers, and Albert Luurtsema.  The first Deacons were: Bruce DePree,  

Clarence Hoffman, Donald Kooiman, Earl Mulder, Jerald Timmer, and William VanKoevering. 

 

In November of 1954 Rev. Edward H. Tanis of Pella, Iowa accepted the call as Faith’s first 

Pastor.  He began his ministry on January 21, 1955. 

 

June 26, 1957 the church broke ground for the new sanctuary.  On May 28 and 29, 1958 the 

church was completed and was dedicated with appropriate ceremonies highlighted by a sermon 

of dedication by Rev. Joshua Hoogenboom. 

 

Since that time Faith Reformed Church has had the following Pastors: Rev. John Haines from 

October 9, 1961 through October 18, 1972, Rev. Arnold Punt from 1973 through the early 

1980’s, Rev. Frank Shearer from early 1980’s through 1991, Rev. David Smits from July 1992 

through July 2000, and Rev. Jonathan Elgersma from July of 2000 to present. 

 

Over the years, staff has increased, programs improved and membership has grown as the Holy 

Spirit has moved the church in a new direction.  After much prayer and discernment a new 

worship service, “ClearWater”, was launched in 2003.  The church now offers a traditional 

worship experience called “Living Water” and a contemporary worship experience through the 

service “ClearWater”.  God continues to bless Faith Church as we seek to “share new life in 

Jesus Christ”. 
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WHY WE ARE HERE 
 

Our mission statement is: Faith Church is a community of faith, 

engaged in sharing new life in Jesus Christ, through exaltation, 

education, encouragement and evangelism. 

 

Everyone on the Faith Team must be passionately committed to this mission.  Anything less 

only hinders the ministry of Faith Reformed Church.  We are committed to accomplishing this 

mission in the spirit of The Great Commandment and that of the Great Commission.  This will 

require a high level of fervency in order to impact our community and our world.  

 

Becoming a successful part of the Faith Reformed Team will require men and women who are 

pursuing a life of full devotion to Christ and His cause.  That is, after all, what "normal  

Christianity" is all about.  We believe that you are such a person.  As such, it is a  real joy to 

welcome you to the staff of Faith Reformed Church.  Together, we can truly make a difference 

for Christ and His Kingdom! 

     

 

 

      Warmly in Christ, 

      Faith Reformed Church Consistory 

 

 

Now glory be to God who by His mighty power at work within us is able to do far more than 

we would ever dare to ask or even dream of - infinitely beyond our highest prayers, desires, 

thoughts, or hopes.  -Ephesians 3:20  

 

 

 

 

 

 

Faith Reformed Church Handbook Overview 
 

 

The Faith Reformed Church Ministry Leader Handbook replaces all prior handbook policy 

statements or understandings dealing with the same subject matter.  This handbook is intended 

to serve three basic purposes: 

 

To serve as a tool that assists Ministry Leaders in building fully  

devoted followers of  Jesus Christ so that we can reach Zeeland  

and beyond for the cause of Christ. 

 

Outline the basic compensation and benefit package offered by  

Faith Reformed Church. 

 

Describe the general policies and guidelines established to assist  

all Ministry Leaders in working effectively with one another. 

 

As with any handbook, it is impossible to cover every situation or circumstance. In these and 

all other cases, Faith Reformed Church is committed to take action that is consistent with our 

Christian commitment and that reflects good judgment. 
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Organizational Categories 

 
 

    Staff Member Classifications* 

 
 

  Ministry Leaders (Pastors) 

 
 This position includes persons who are serving as Called Ministers or Ordained  

 Ministers on staff at Faith Reformed Church. They carry significant responsibility, 

may supervise other Ministry Leaders, serve as salaried Pastors and are considered 

part of the “Ministry Leaders” team. 

 

  Ministry Leaders (not Pastors) 

 
 This position includes persons who are not Called Ministers or Ordained Ministers 

who are serving in positions of leadership on staff at Faith Reformed Church. They 

carry significant levels of responsibility, may supervise other staff members, serve as 

salaried staff members and are considered part of the “Ministry Leaders” team. 

 

  Coordinators 

 
 This position includes persons who serve in a specific area of responsibility for the 

church, do not serve as direct support to another individual staff member, are not 

Called Ministers or Ordained Ministers and generally serve part-time with hourly 

compensation. These individuals serve as head of their specific ministry. 

 

  General and Administrative Staff 

 
 This position includes persons who serve as a direct support to another staff person 

or as a direct support to the facility. These individuals may or may not supervise 

other staff members and generally serve as hourly staff members. 

 

Specialty Staff 

 
 These positions include persons who either supervise the custodial staff or have a 

specific technical skill that provides church-wide support. These individuals will  

 generally serve as contracted staff members. 

   
 *The Senior Pastor and any other “called” Pastor has a unique relationship with the Zeeland 

  Classis that includes some policies that govern him or her outside the authority of  Faith 

  Reformed Church .  When this handbook refers to situations that require the approval of the 

  Executive Pastor there may be another person or organizational body responsible for that approval.   

 This will be determined on a case-by-case basis. 
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Staff Member Status 
 

Full-Time 
 This includes employees who are scheduled to work a minimum of 1,976 hours  

 per year (38 hours per week or more). 

 

Part-Time 
 This includes employees who are scheduled to work less than 1,976 hours per  

 year (less than 35 hours per week). 

 

Temporary Staff Members 
 This includes positions such as interns, project staff members, special time limited  

 assignments, temporary substitutes who could be paid on an hourly basis, salary  

 basis, or by project but who are ineligible for any benefits. 
 

    Consistory and Committee Structure  
 

     The Consistory is a group of individuals who are elected to office by the local  

 congregation. This group of men and women serve the fellowship of Faith  

 Reformed Church by giving spiritual and administrative leadership and oversee  

 the protection and purity of the church. They also serve as representatives of the  

 congregation and work in joint ministry with the staff of the church. 
 

 Administrative Committees – Serve under the direction of the Consistory and are 

subject to its authority.  Administrative Committees are: 

Pastoral Care Elders 

Executive 

Ministerial Operation (Finance) Committee 

Facilities Operations (B/G) Committee 

 Ministerial and Support Staffing Committee 

Spiritual Formation Committee 

Fellowship Committee 

Missions Committee 

Outreach Committee 

Praise and Worship Committee 
 

Pay Categories 
 

Exempt   
 Ministry Leaders and most Specialty Staff are paid a fixed salary bi-weekly and are  

 not eligible for overtime pay. 
 

Non-Exempt (Hourly)    
 Team members are paid for the actual hours worked each week and are eligible  

 for overtime pay for hours worked beyond 40 hours within a week.   
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General Policies 
 

Spiritual Guiding Principles 
 All employees must be devoted followers of Jesus and members of Faith Reformed 

Church.  Expectations for all employees are: All Ministry Leaders will participate in 

morning worship, and be active in a biblical community and reflect the lifestyle of a  

 mature follower of Christ.  Ministry Leaders are also expected to actively participate in 

and support other ministries of the church. Each Ministry Leader is expected to regularly 

have personal devotions with a meaningful and consistent time in prayer as well as in 

the Word of God. Each Ministry Leader should also regularly share their faith with the 

unsaved, seeking to lead them to personal faith in Christ. All employees are expected to 

systematically tithe their income to the church.  Each Ministry Leader is challenged to 

strongly and faithfully pursue a holy life that reflects purity of life in every area. We  

 refer to this as being a fully devoted follower of Christ. 
 

Absences 
 In all cases of absence, A Ministry Leader must notify his/her appropriate supervisor as 

soon as possible and prior to the absence, if at all possible.  
 

Conduct 
 Each Ministry Leader of Faith Reformed Church represents the church in the Zeeland 

community. Impressions given by Ministry Leaders are very important. For this reason 

each one is pleasant, courteous and helpful to everyone at all times. He/she should  

 present himself/herself as a proper role model. 
 

Confidentiality 
 It is inevitable that church work will, at times, involve dealing with confidential  

 information. All employees are expected to protect this confidence at all times. Failure 

to do so may merit termination of employment. 
 

Dress Code 
 Each employee is expected to dress appropriately for his/her position. Any unusual attire 

or sloppiness suggests a lack of consideration for others and a low opinion of the Lord’s 

work in His church.  We desire that even our dress serve as a positive reflection of the 

ministry of Faith Church. 
 

Harassment 
 Faith Reformed Church attempts to provide its employees with a work environment that 

is free of offensive kinds of behavior. Employees’ conduct, whether intentional or  

 unintentional, that subjects another staff member to unwanted attention, comments or 

actions because of race, color, national origin, age, gender, height, weight or marital 

status is prohibited. Conduct emanating from a violation of these prohibitions may result 

in: 
 

 The creation of an intimidating, hostile or offensive working environment; and/or, 
 

 A working environment that would become progressively unrewarding. 
 

 Such conduct, therefore, will be subject to discipline that may lead up to and include  

 termination. 
 

 Any Faith Reformed Church employee who feels he or she has been subjected to  

 unwanted harassment should use the following procedures: 
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The person closest to the situation in most cases is the immediate supervisor. Discussion 

 and resolution should first be attempted with the immediate supervisor. 

 

If the situation is not resolved satisfactorily, then an appointment should be scheduled 

with the EXECUTIVE Pastor to discuss the issue further. 

 

If the issue is not satisfactorily resolved with the EXECUTIVE Pastor, the employee 

may schedule an appointment to discuss this with the Senior Pastor. 

 

If any employee feels he/she has not received a satisfactory response from the above 

steps, he/she may schedule an appointment to meet with the Chairman of the Ministerial 

and Support Staffing  Committee..   

 

The person bringing the complaint will be asked to document their report in writing with 

the assistance of the supervisor, the EXECUTIVE Pastor, the Senior Pastor or the Chair-

man of the Ministerial and Support Staffing Committee. 

 

 Problem Solving Procedure 
 The following guidelines are established to help employees voice their opinions and  

 discuss their problems and concerns. 

 

The person closest to the situation in most cases is the immediate supervisor. Discussion 

 and resolution should first generally be attempted with the immediate supervisor. 

 

If the situation is not resolved satisfactorily, then an appointment should be scheduled 

with the EXECUTIVE Pastor to discuss the issue further. 

 

If the issue is not satisfactorily resolved with the EXECUTIVE Pastor, the employee 

may schedule an appointment to discuss this with the Senior Pastor. 

 

If any employee feels he/she has not received a satisfactory response from the above 

steps, he/she may schedule an appointment to meet with the Chairman of the Ministerial 

and Support Staffing Committee. 

 

Hours of Work 
 The church office is open from 8:00 a.m. to 4:00 p.m. Monday through Friday. Ministry 

Leaders are expected to maintain regularly scheduled office hours that are in keeping 

with an effective and growing ministry.  At times, this will include additional evening 

and weekend hours.  There is flex-time available for part-time Ministry Leaders and for 

Ministry Leaders who have made other arrangements with their direct supervisor.  Four 

and one half weekdays plus Sunday would be considered a normal work week.    

 Consistent and effective communication with the church office and any appropriate staff 

during time off campus is expected. 

 

Performance Reviews 
 Performance Reviews will be conducted a minimum of one time per year for all  

 employees of Faith Reformed Church. Each employee will receive a written copy of the 

Performance Review that was completed by his/her supervisor. This will be reviewed 

with the employee by his/her supervisor and will be signed and dated.  There may be 

other reviews throughout the year at the discretion of the supervisor.  The purpose of all 

reviews will be to help the employee reach his/her fullest potential in ministry. 
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Disciplinary, Termination and Resignation Procedures 
 

Faith Reformed Church is an “at will” employer.  Either the Church or the Ministry 

Leader may terminate employment with or without notice, and with or without cause.  

Called positions will be processed through the Zeeland Classis. 

 

 Disciplinary Procedures 
 Whenever it is determined that a Ministry Leader has committed a disciplinary offense, 

the EXECUTIVE Pastor and, when necessary, the Chairman of the Ministerial and Sup-

port Staffing Committee along with a member of the Consistory will decide upon an ap-

propriate disciplinary action.  The range of disciplinary action may include written 

warning, suspension or  

 termination. The appropriateness of the penalty in each case will be determined by the 

EXECUTIVE Pastor and/or the Ministerial and Support Staffing Committee depending 

on his/her judgment as to the seriousness of the offense. 

 
 

    Definition of Misconduct & Dishonesty includes but is not limited to: 

 Acts which violate the church’s Membership requirements. 

 Theft or other misappropriation of assets, including assets of the church, members, 

vendors, or others with whom we have a business relationship. 

 Misstatements and other irregularities with church records, including the intentional 

misstatements of the results of operations. 

 Wrongdoing. 

 Forgery or other alteration of documents. 

 Fraud and other unlawful acts. 

 Any similar acts. 
 

    Misconduct & Dishonesty Must be Reported 
It is the responsibility of every employee and supervisor, to immediately report  

suspected misconduct or dishonesty to his/her supervisor or to the Chairman of the  

Ministerial and Support Staffing Committee if the suspected violator is the employee’s 

supervisor.  Any reprisal against any employee or other reporting individual because that 

individual, in good faith, reported a violation is strictly forbidden. 
 

Due to the important yet sensitive nature of the suspected violations, effective  

professional follow up is critical.  Supervisors, while appropriately concerned about 

“getting to the bottom” of such issues, should not in any circumstances perform any  

investigative or other follow up steps without first consulting the Executive Pastor.   

Concerned but uninformed managers represent one of the greatest threats to proper  

incident handling.  All reported matters, including reported but unproved matters, should 

be referred immediately to the EXECUTIVE Pastor for follow-up.  It is the responsibil-

ity of the EXECUTIVE Pastor to keep the Ministerial and Support Staffing Committee 

and Consistory informed of all  

misconduct and dishonesty investigations. 

 

Termination of Employment 
 It is Faith Reformed Church’s policy to make every effort to avoid unwarranted  

 terminations.  It is necessary, however, to enforce the church’s policies fairly and  

 consistently which sometimes requires termination. Violations of the policies will result 

in one or more of the disciplinary actions according to the frequency, seriousness and 

circumstances of the offense. Faith Reformed Church believes that termination is  

 normally the last choice and that other alternatives should be pursued diligently before 

termination would happen. 
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Written Warning 
 The supervisor, EXECUTIVE Pastor or Chairman of the Ministerial and Support Staff-

ing Committee will prepare a record of the meeting, stating the facts and the action 

taken. The supervisor will then  

 review the warning memo with the Ministry Leader, ask the Ministry Leader to sign it 

and send one copy to the EXECUTIVE Pastor’s office and a copy will be placed in the 

ministry leader’s personnel file. 

 

Exiting Policies 
    Process for Leaving FRC  

 All Ministry Leaders will be required to process through the EXECUTIVE Pastor’s of-

fice before receiving final pay. This process will include an “exit interview,” turning in 

keys, cell phones, radios, e-mail pass codes, etc. and any other church property. A final 

check will be issued after the “exit checklist” is complete. All full time employees are 

asked to do an exit interview with two members of the Ministerial and Support Staffing 

Committee, including the Chairman. 
 

    Resignation 
 We request a minimum of 30 days notice from Ministry Leaders if you wish to resign.  

This resignation must be in writing and should include a proposed final date of  

 employment 
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Compensation Policies and Procedures 

 Compensation and related policies are recommended by the Ministerial and Support 

Staffing Committee to the Consistory.  A variety of criteria are considered in this proc-

ess.  The criteria includes but is not be limited to, education, years of experience, market 

value and performance.  Specific questions regarding compensation policy and/or proce-

dure should first be directed to your immediate supervisor. 

 

     Pay Days 
Pay periods are bi-weekly and go from Sunday through Saturday. Compensation is  

distributed on Thursday, for the hours worked during the preceding two week period. 

 

     Payroll Deductions 
A variety of payroll deductions are available.  These items are selected by the employee 

and are deducted from the employee’s check each payroll. 
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Direct Deposit 
Direct Deposit is offered for employee compensation distribution.  These accounts 

 may be any combination of banking institutions or types of accounts.  Forms may 

 be obtained from the Business Office. 

 

    Wellness Assistance Program (WAP) (Flex Spending Account )  
All employees working 20 hours or more per week are eligible to pay for health care  

services with pretax dollars.  The employee must assign the amount of money to be  

deducted for medical expenses that will be incurred throughout the upcoming year.  This  

amount is then divided by the number of pay periods and is deducted from each payroll  

as pretax dollars. For example, the employee may decide to assign $1,300 to WAP for  

the upcoming year.  Each paycheck would then show a deduction of $50.00.  Any  

amount may be assigned up to $5,000.  Bills must be submitted to the insurance com- 

pany first and the amount not covered may be submitted for WAP payment.  Medical 

bills are still the employee’s responsibility to pay.  The WAP plan does not directly pay  

the provider.  Examples are: dental, vision, insurance deductibles,  insurance co-pays, 

 “over the counter” medical treatments, etc. All policies are subject to IRS  regulations. 

This program runs on a calendar year.  The amount may be changed annually and forms  

are distributed by the Business Office.  After the deadline, amounts may only be  

changed for family change rules. Family Change Rules include births, divorce, marriage, 

change in insurance status, etc. Any change to WAP must be consistent with the Family 

Change rule, which means that the birth of a child would mean you could only increase  

your WAP amount (not decrease it). 

 

All employees (including those that leave employment with FRC) that have participated 

in WAP, may submit bills that are incurred up to the grace period of March 15 of the  

following year.  The employee has an additional 60 days to submit the bills for  

processing after the grace period.  If WAP is not used, the employee will lose the unused 

contributions.  

 

WAP forms should be completed by the employee and approved by the Business Office. 

Payments are processed monthly. 

 

 

     Statement about Compensation (related to IRS regulations) 

Faith Reformed Church has no issues of violating IRS regulations related to the  

compensation of key employees.  Compensation surveys are done regularly and FRC is 

not at the top of any of those surveys.  Compensation is determined by an elected board 

with no conflicts of interest  related to key employees.  Key employees do not establish 

their own compensation packages.   Minutes of official Consistory meetings that  

establish compensation are recorded and preserved in official records of the Consistory.  

No key employee has a compensation package even close to the IRS definition of exces-

sive compensation. 
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Ministry Leaders Benefits 
 

All benefits for Ministry Leaders begin at the time of employment.  There is not a waiting pe-

riod before benefits begin.  All benefits terminate at the end of employment.  The following 

benefits are available to all full-time Ministry Leaders: 

 Vacation 

 sick pay 

 medical insurance 

 Vacation is included as a benefit for part time staff on a pro rated basis. 

 

 Bereavement Leave 

 
 In the event of the death of a member of a Ministry Leader’s family, the following             

           bereavement pay will be allowed : 

     husband or wife      one week 

      son or daughter     one week 

     mother or father    three days 

 brother or sister    three days 

 grandparent     three days 

 grandchild     three days 

 mother-in-law or father-in-law   three days 

 brother-in-law  or sister- in-law   one day 

 

 These benefits apply to step relationships as well. Other circumstances are at the  

 discretion of the supervisor, the EXECUTIVE Pastor and the Ministerial and Support 

Staffing Committee. 

 

 Family and Medical Leave (FML) 

 
 Eligible employees are to be entitled to a total of 12 unpaid work weeks of leave during 

any moving 12-month period after the first qualifying date for one or more of the  

 following: 

 

 Because of the birth of a son or daughter of the employee, and in order to care for 

such son or daughter 

 

 Because of the placement of a son or daughter with the employee for adoption or 

foster care 

 

 In order to care for an immediate family member if such immediate family    

member has a serious health condition 

 

 Because of a serious health condition that makes the employee unable to perform 

the functions of their position 
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     Definitions (FML) 
An “eligible employee” means an employee who has been employed for at least 12 

months by Faith Reformed Church, and for at least 1,250 hours of service during the 

previous 12-month period. 

 

The term “immediate family member” means a spouse, son, daughter, or parent.  The 

term “spouse” means a husband or wife, as the case may be.  The term “son or daughter” 

means a biological, adopted or foster child, a step-child, a legal ward, or a child of a  

person standing in loco parentis who is (1) under 18 years of age; or (2) 18 years of age 

or older and incapable of self-care because of a mental or physical disability.  The term 

“parent” means the biological parent of an employee or an individual who stood in  

loco parentis to an employee when the employee was a son or daughter.  The term 

“serious health condition” means an illness, injury, impairment, or    physical or     

mental condition that involves (1) inpatient care in a hospital, hospice, or residential 

medical care facility; or (2) continuing treatment by a health care provider. 

 

The term “health care provider” means (1) a doctor of medicine or osteopathy who is  

authorized to practice medicine or surgery (as appropriate) by the State in which the 

doctor practices; or (2) any other individual determined by the United States Secretary 

of Labor to be capable of providing health care services.  

 

 Medical/Dental Insurance  
 Faith Reformed Church maintains health and dental insurance.  The insurance is  

 available to all full-time salary employees of Faith Reformed Church. In lieu of insur-

ance coverage an employee may opt to receive a taxable stipend of $1,500.00 per year.  

If the employee chooses the stipend he/she must provide documentation that he/she is 

covered by another health care plan.  For more detailed information contact the Business  

Administrator.   

 

 Jury or Witness Duty 
 Any Ministry Leader called to jury duty or called as a witness will be compensated for 

normal hours/salary at the normal pay rate, less the amount compensated by the court. 

The Ministry Leader’s supervisor may submit a request for temporary help if the jury 

duty is protracted. This request will be considered on a case-by-case basis by the EX-

ECUTIVE Pastor. 

 

 Military Leave 

 Leave of absence is available to those employees who enter military service. If an  

 employee is entering active service for 3 months to 5 years, the employee need not make 

a formal request for leave. If an employee is attending a weekend or summer  

 encampment, the employee is required by law to request a formal leave of absence, 

which will be treated as a personal leave of absence. 

 

 Paid Holidays 
 There are ten (10) holidays that Faith Reformed Church observes as paid holidays. They   

 are as follows: New Years’ Day, Memorial Day, July 4th, Labor Day, Thanksgiving Day, 

 the day after Thanksgiving, Christmas Day, Spring Break Friday, 1/2 day on Christmas

 Eve and the day after Christmas.  Employees who are required to work on a holiday are 

 permitted to take comparable time off at another time.  When a holiday falls on a  

 Saturday it will be observed on Friday.  When a holiday falls on Sunday it will be  

 observed on Monday.  
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 Pension Plan 
 All ordained Ministry Leader’s are automatically enrolled in the Reformed Church of 

America annuity plan and it is contributed to by the church at the rate of 11% of the base 

salary.  Non-ordained staff may join this same annuity plan or another plan of their own 

choosing and it is contributed to by the church at the rate of 5% of the base salary.  In 

both scenarios the employee may contribute above and beyond within the limits dictated 

by the IRS. 

 

 Personal/Family Counseling 

 Employees and their immediate family members are eligible to receive two free  

 counseling sessions per year per family unit with a counselor approved by the EXECU-

TIVE Pastor and/or the Chairman of the Ministerial and Support Staffing Committee.  

The church health insurance may also cover this. 

  

 Personal Leave 
 An unpaid leave of absence not covered by the Family and Medical Leave Policy may 

be granted in the case of a personal emergency. Each leave will be evaluated on its own 

merit by the EXECUTIVE Pastor, reviewed by the Ministerial and Support Staffing 

Committee and approved by the Consistory. 

 

     Sabbatical Policy  
 After 7 years of ministry at Faith Reformed Church, a full-time Ministry Leader would 

 be eligible for up to a 6 week sabbatical. The following conditions apply: 

 

1. They will receive full pay during this time. 

2. The individual will be responsible to prepare and present a detailed plan of what the 

sabbatical will include. This will cover such items as: 

 Content of study and experience 

 Budget  - up to a  $2,500 ceiling in addition to the already existing operational 

budget 

 Description of benefit to church 

 Description of benefit to individual 

 Proposed time frame to take the time off 

 Show plan of how areas of responsibility at church are covered during the    

absence 

 Statement of impact on individual’s family 

 

3.    No two qualified persons are permitted to be gone at the same time. 

4.   A final report will be drafted and submitted to the Senior Pastor, EXECUTIVE Pas-

tor,  

   Consistory and Ministerial and Support Staffing Committee. 

5.   Regular contact with the church office will be required during the sabbatical leave. 

6.   The sabbatical must be approved by the EXECUTIVE Pastor, Ministerial and Sup-

port Staffing Committee and Consistory. 

7.    A sabbatical may be taken every seven (7) years after the first one. 

 

*Applications for funding a sabbatical through grants may be pursued by the candidate 

and/or the church.. 

 

  Long Term Disability  

Long Term Disability is provided for all full time staff members.  There is a 90 day  

waiting period before this coverage goes into effect. 
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 Sick Days 
 Ministry Leaders will be paid for time away from work due to illness.  At the discretion 

of the EXECUTIVE Pastor, a doctor’s report may be required.  For an extended illness, 

defined as two weeks or longer, a Ministry Leader must use up to 80% of his/her ac-

crued vacation time before receiving the benefit of Faith Church’s self-funded short-

term disability program.  This short-term disability program will pay 100% of the salary 

until the long-term disability begins at 90 days.  No more than 90 days may be used in 

one twelve month period from original occurrence. 

 

 Ministry Leaders will have the security of salary continuation up to the time the  

 long-term disability insurance  begins, which is after 90 days.. This coverage is  

 secondary to any other available coverage and is not to exceed the Ministry Leader’s 

 weekly salary 

 

Education Reimbursement 

     Tuition Reimbursement (This is not funded at this time) 
After 2 years of continuous service any Ministry Leader who is classified as full-time is 

eligible to apply for reimbursement of tuition for continuing education under the following 

conditions: 

 

 The course is related to the area of the service in which the Ministry Leader is       

currently serving. 

 

 Reimbursement will be 100% of tuition for a grade of C or greater.  No                   

reimbursement for below a C.  There is no reimbursement for books, travel, or     

lodging. 

 

 The course and the educational institution must be approved prior to the course being 

taken by the EXECUTIVE Pastor. 

 

 The church will reimburse 100% of the tuition for denominational study courses for 

 ordination , subject to successful completion.  There will be no reimbursement for 

 books,  travel, or lodging. 

 The church has a limited budget to reimburse individuals.  The EXECUTIVE Pastor 

will   allocate limited resources annually. The EXECUTIVE Pastor could approve up 

to the limit of the total reimbursement budget but would be free to deny approval, 

even if the budget was available, based on the other factors described above. All of 

this would be subject to the review of the Ministerial and Support Staffing Commit-

tee. 

 

 Each qualified Ministry Leader may be approved up to $900 per year up to the     

ceiling of the total budget. 

 

Conferences and Training 

 Funding is available for attending and participating in continuing education training 

through attendance at conferences and/or training sessions related to each staff  

 member’s area of ministry.  These funds are disbursed by the EXECUTIVE Pastor 

based on written requests submitted by each staff member.   

 

     Official Pastor’s Expense (OPE) 

This is a fund intended to cover expenses incurred by a staff member for study materials, 

official meal expenses, or other appropriate expenses approved by the EXECUTIVE 

Pastor for carrying out the official business of the ministry. 
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 Vacation 
 Ministry Leaders will accrue vacation hours based on the number of scheduled work 

hours.  Sick time, holiday time, and vacation time will all count as work time to accrue 

vacation time. Vacation time may be taken anytime throughout the year subject to  

 approval by the employees’ supervisor and the EXECUTIVE Pastor. Vacation time is 

pro-rated for any partial year of service. 

 

 A Ministry Leader has until August 31 to use vacation that has accrued by June 30.   

 After August 31, no more than 5 vacation days from the prior year can be carried  

 forward.  In other words, a Ministry Leader may carry forward one unused week of  

 vacation time from a prior year, but forfeit all other unused vacation time. An example 

would be a Ministry Leader who has a vacation package of three weeks may accumulate 

up to a total of four weeks. 

 

 The Ministry Leader must complete the Days Off Request Form and submit it to his/her 

supervisor.  Upon approval from the Ministry Leader’s supervisor, this form is then  

 submitted to the Business Office.  Any unused vacation days will be paid at termination. 

 

 The vacation days will be given in June (on the employee’s compensation agreement) 

for any employee whose anniversary date falls between January and December of that 

year. 

 

 Salary Employees, years of service* 

 

      Less than 3 years              13 days (3 are Sunday Vacation days ) 

 3 years to less than 5 years  15 days (3 are Sunday Vacation days) 

 5 years to less than 8 years  18 days (3 are Sunday Vacation days) 

 8 years to less than 10 years  21 days (4 are Sunday Vacation days) 

 10 years or more              23 days (5 are Sunday Vacation days) 

 

*Time in service at other churches will count toward these totals 

 

 Worker’s Compensation 

 All staff members of Faith Reformed Church are covered by Worker's Compensation  

 Insurance. Faith Reformed Church follows the State of Michigan laws regarding 

Worker’s Compensation. 

 

 Faith Reformed Church is covered under statutory state Workers’ Compensation Laws. 

Should an employee sustain a work-related injury, the employee must immediately  

 notify his/her immediate supervisor and the Business Office.  In the case of an  

 emergency, the employee should go to the nearest hospital emergency room for  

 treatment. 

    

 Cell Phone Policy 

 If a salaried employee of the church carries a cell phone for work purposes, Faith 

Church will reimburse the employee based on the following criteria: 

 

 Ministry Leaders will receive a maximum of $75.00 per month. 

 

 Coordinators will receive a maximum of $50.00 per month. 

 

General Administrative personnel—If it is deemed necessary by the EXECUTIVE Pas-

tor for a full time administrative staff member to carry a cell phone for work purposes, 

reimbursement will  be a maximum of $30.00 Per month. 
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Operating Policies and Procedures 
 

 Check Requisitions and Invoices 

Check requisitions are used to request a check when no invoice is available from an  

outside source. Proper signatures (person responsible for account budget) and account 

numbers must complete the requisition.  Original receipts are required.  Check  

requisitions  submitted to the Business Office by Wednesday noon will be processed 

Thursday.  Reimbursements for staff and lay people are available Thursday by 5:00 p.m.  

Company payments are mailed Monday. 

 

 Invoices are to be submitted with proper signatures and account numbers.  Invoices  

 submitted to the Business Office by Monday noon and will be processed on Wednesday 

and mailed on Friday unless special arrangements are made in advance.  Exceptions to 

this will be made when the date of the invoice would permit a later mailing. 

 

 All check requisitions and invoices must include an identified business purpose. 

 

  

     Conflict of Interest 

Each member of the Consistory, and each employee or agent of FRC shall fully disclose 

all actual and potential conflicts of interest.  A person shall not vote on any issue (nor be 

present during discussion) if the person has an actual or potential conflict of interest 

(except for the right to make a short statement or answer questions relating thereto prior 

to leaving the meeting). 

 

     Conflict of Interest Defined 

 A conflict of interest exists when a person has an interest adverse to that of FRC, 

whether the interest is present or contingent. A conflict of interest also exists when a  

person acts as an agent for anyone with an interest adverse to that of FRC.  For example, 

a person has a conflict of interest if the person (or a close relative) is selling something 

to the Church or will benefit from a proposed action by the Church. 

 

     Duty of Good Faith 

Consistory members, committee members and all Ministry Leaders or employees are 

bound to act in the highest good faith toward Faith Reformed Church (“FRC”) and may 

not obtain any advantage over FRC by the slightest misrepresentation, concealment, 

threat or adverse pressure of any kind. 

 

     Mailings 
 Mail is processed daily.  Use the postage machine to put postage on envelopes and  

 packages using the appropriate department selection. 

  

 Bulk mailings require following the procedures set forth on the form in the workroom. 
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Office Equipment and Supplies 
 Most office equipment is located in the workroom on the third floor.  Please see the  

 Administrative Assistant from the Business Office for training before using this  

 equipment. 

 

 Most supplies for office use are located in the cabinets in the business office.  These are 

for office use only.  Any ministry related supplies should be ordered and paid for by that 

ministry. 

 

To order supplies, complete an office supply form  indicating items requested, account 

number to be charged, and appropriate authorization for that charge.   Any supplies not 

used in an everyday office purpose are considered ministry related and should be 

charged to a ministry expense account. 

 

Personal Use Items 
 

     Copy Machine 
           The copy machine may be used to make personal copies.  

 

 

 

 

 

            

 

           Payment should be submitted to the Business Office. 

 

     Postage Meter 
           Employees may use the postage meter for personal use.  Indicate “personal” on the  

meter selection and process mail.  Submit payment to the Business Office. 

 

     Purchase of Supplies 
In order to avoid violating sales tax laws employees may not purchase supplies through 

the Business Office.    

 

     Computer Use 
Employees may use church computers for personal use during their personal time. 

Games are not to be installed or used on church computers . 

Access to the Internet has been provided to all employees for the benefit of the church 

and its congregation.  It allows employees to connect to information resources around 

the world.  Every employee has a responsibility to maintain and enhance the church's 

public image, and to use the Internet in a productive manner.  To ensure that all  

employees are responsible, productive Internet users and are protecting the church's  

public image, the following guidelines have been established for using the Internet. 

  

Photo-copier: 

Black & White $0.05 Per side/page 

Color $0.15 Per side/page 

  

Outgoing Fax: 

Local $0.10 Per call 

Long distance $0.25 Per call 
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Acceptable Uses 
All employees accessing the Internet are representing the church.  All  

communications should be for professional reasons.  Employees are responsible for 

seeing that the Internet is used in an effective, ethical and lawful manner.  Internet 

Relay Chat channels may be used to conduct official church business or to gain  

technical or analytical advice.  Databases may be accessed for information as needed.  

E-mail may be used for church contacts. 

 

Unacceptable Uses 
During work hours, the Internet should not be used for personal gain or advancement 

of individual views.  Solicitation of non-church business, or any use of the Internet 

for personal gain, is strictly prohibited.  Use of the Internet must not disrupt the  

operation of the church network or other users.  It must not interfere with your  

productivity. 

 

Communications 
Each employee is responsible for the content of all text, audio or images placed or 

sent over the Internet.  Fraudulent, harassing or obscene messages are prohibited.  All 

messages communicated on the Internet should have your name attached.  No  

messages will be transmitted under an assumed name.  Users may not attempt to  

obscure the origin of any message.  Information published on the Internet should not 

violate or infringe upon the rights of others.  No abusive, profane or offensive  

language is transmitted through the system.  Employees who wish to express  

personal opinions on the Internet are encouraged to obtain their own user names on 

other Internet Systems. 

 

Copyright Issues 
Copyrighted materials belonging to entities other than Faith Reformed Church may 

not be transmitted by employees on the Internet.  One copy of copyrighted material 

may be downloaded for your own personal use in research.  Users are not permitted 

to copy, transfer, rename, add or delete information or programs belonging to other 

users unless given written permission to do so by the owner.  Failure to observe 

copyright or license agreements may result in disciplinary action from Faith  

Reformed Church or legal action by the copyright owner. 

 

Harassment 
Harassment of any kind is prohibited.  It is our expectation that no messages with de-

rogatory or inflammatory remarks about an individual or group's race, religion, na-

tional origin, physical attributes, or sexual preference will be transmitted. 

 

Peer-to-Peer File Sharing 
The use of any file sharing programs, clients or networks such as “kazaa”, 

“morpheus”, “iMesh” or “Hotline” is strictly prohibited.  The use of file sharing  

programs, clients or networks introduces a serious security risk to the network, and in 

most cases, is illegal. 
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Security 
All messages created, sent or retrieved over the Internet are the property of the 

church and should be considered public information.  The church reserves the right to 

access and monitor all messages and files on the computer system as deemed  

necessary and appropriate.  Internet messages are public communication and are not 

private.  All communications including text and images can be disclosed to law  

enforcement or other third parties without prior consent of the sender or the receiver. 

 

Software 
To prevent computer viruses from being transmitted through the system, there will be 

no unauthorized downloading of any software.  All software downloaded will be 

done through the Business Office. 

 

Any program must first be approved by the EXECUTIVE Pastor before being in-

stalled on any church owned computer. 

 

Violations 
Violations of any guidelines listed above may result in disciplinary action, up to and 

including, termination.  If necessary, the church will advise appropriate legal officials 

of any illegal violations. 

 

 

Reimbursed Expenses 
 Any travel that is “official church business” will be reimbursed at the IRS rate per mile. 
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I acknowledge that I have read, understand and will comply with 

the principles and policies set forth in this Salary Employee  

Handbook. 
 

 

____________________   _________________________________   

 Date        (Signature) 

 

 

 

       _________________________________

         (Print Name)   


