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PERSONNEL MANUAL PERSONNEL MANUAL RECEIPT

PERSONNEIMANUAL RECEIPT

l, , (staff member) acknowledge receipt of a copy of the
Personnel Manual | understand that this PersonnelManual describes important
information about my employment with FBCPN. | further understand that | am
responsible for reading, undestanding, and complying with the contents of this
PersonnelManual, and that | should consult the Personnel Committee regarding any
guestions about the content of this PersonneManual or any questions about my
employment that are not answered in theManual.

| have entered into my working relationship with FBCPN voluntarily and
acknowledge that there is no specified length of service. Accordingly, either FBCPN
or | can terminate the relationship at will, with or without cause, at any time, so long
as there is no violation of applicable federal or state law. | understand that no
representations made or information distributed by any representative of FBCPN
shall be considered to alter the awill status of my service.

| further understand that this Personrel Manualis not a contract of employment nor

a legal document, and nothing contained herein creates a contract between FBCPN
and me. FBCPN may revise the information contained in this Personnidhnual to
supersede, modify, or eliminate existing policies.

Finally, | understand that this PersonneManualEO &" #0. 8O0 DOI PAOOU

returned to the ministry and/or deleted from personal electronic files when | leave
my service with FBCPN.

3 .1 -% j POET OAAQd . . .
3 3)'" .1 452 %(q

Qu

34! && - %- " %2

Qu

34! && - %- " %2

DATE RECEIVED:
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PERSONNEL MANUAL PERSONNEL MANUAL RECEIPT

. INTRODUCTORY STATEMENT

Welcome to FBCPN! We are pleased that God has called you to sétfie together

with us. The Bible has much to say about the employment relationship. Employers

are taught to treat employees considerately and are to be fair with them. (Col. 4:1;

%ODE8 ¢dwh 4EA - AOOACAQ wokwithAsmi®onjyokdad,] | UAAO
always keeping in mind that no matter who happens to be giving the orders, you're

really serving God.(Eph. 6:58, The Message)

)T EAAPET C xEOE OEAOA "EAITEAAI ATIT1 AT A0 Al
AARAAAT 01 U AT A ET T OAns@arsonnel ManualAcCequalnByOlE CT A A
with FBCPN and provide you with information about working conditions, employee

benefits (where applicable), and some of the policies affecting your service.

Our FBCPN ministry team is comprised of both paid employeeand unpaid

volunteers. Whether a staff member is a fullor part-time paid employee, or a ful
orpart-OEIi A O1T1 61 OAAOh EO EO AAOI 1T OO6AT U AOOAI
above reproach. In thisManual, the termstaff memberis used to describe dlof these

various groups of individuals, whether paid or unpaid. The ternremployees used in

those section® such as employment benefits which apply only to paid staff

positions and does not include unpaid volunteers. Where the terrBenior Pastoris

used,it shall refer to the person serving in the office of Senior Pastor. In the event

such office is vacant, it shall refer to the Interim Senior Pastor, if one is in place, or, if

there is no Interim Senior Pastor, to the Personnel Committee, or its designee

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

No PersonnelManual can anticipate every circumstance or questin. As FBCPN
continues to grow, the need for changes may arise. FBCPN reserves the right to
revise, supplement, or rescind any policies or portions of th&lanual from time to
time as it deems appropriate, in its sole and absolute discretion. Employees widif
course, be notified of such changes to thanual as they occur. The only policy in
this PersonnelManualthat is not subject to change is our employmenrat-will policy
permitting you or FBCPN to end our relationship for any reason at any time.

FBCPMNersonnel Maual 6



PERSONNEL MANUAL INTRODUCTORY STATEMENT
A. ADMINISTRATION OF THIS POLICY

The Senior Pastor shall be responsible for the administration of this policy on a day
to day basis and may call on the Personnel Committee as necessary. The Personnel
Committee shall be the responsible supervisor of the Senior Past

The Personnel Committee reserves the right to revise, supplement, or rescind any
policies or portions of the Manual from time to time as it deems appropriate, in its
sole and absolute discretion, always yielding to instruction provided by the church.

No PersonnelManual can anticipate every circumstance or question. As FBCPN
continues to grow, the need for changes may arise. Employees will, of course, be
notified of such changes to theManual as they occur. The only policy in this
Personnel Manual that is not subject to change is our employmenat-will policy
permitting you or FBCPN to end our relationship for any reason at any time.

B. AUTHORITY OF THIS POLICY

This is not intended to be a legal document, nor the letter of the law, but to help
foster the spirit of understanding and cooperation among all employees. By
impartially enforcing this policy, the attitude of trust and interdependence can be

established and maintained. In summary; this policy shall serve as a guide for
personnel and procedure decim®ns.

FBCPMNersonnel Maual 7



PERSONNEL MANUAL PERSONNEL/WORK POLICIES

ll. PERSONNEL POLICIES

A. NATURE OF EMPLOYMENT

Employees who do not have a written employment contract with FBCPN for a
specific, fixed term of employment are employed at the will of FBCPN for an
indefinite period. Such employees are deemed -atill employees.

At-will employees are subject to termination at any time, for any reason or no
reason whatsoever, with or without cause or notice. At the same time, these
employees may terminate their employment at any time and for any reason.

No FBCPN representati® is authorized to modify this policy for any employee or to
enter into any agreement, oral or written, that changes the awill employment
relationship. No statements made in prenire interviews, discussions, or recruiting
materials alter the atwill nature of employment or imply that discharge will only
occur for cause

The provisions of this PersonnelManual have been developed at the discretion of

the Personnel Committee and, except for its policy of employmeiatt-will, may be

amended or cancelled attU OEI Ah AO &"#0.80 OiI1 A AEOA
supersede all existing policies and practices and may not be amended or added to

without the express approval of the Personnel Committee or by action of the

Church.

B. CLASSIFICATIOMND ELIGIBILTYOF EMR-OYEES

Status Time Type Insurance | Annuity | Vacation | Sick Leave
Permanent | Full | Ministerial Yes Yes Yes Yes
Permanent| Part | Ministerial None None | Paid Leave None
Permanent| Full | Support Yes Yes Yes Yes
Permanent| Part | Support None None None None
Temporary | Part | Ministerial None None None None
Temporary | Part | Support None None None None

Each employee is designated as either nonexempt or exempt from federal and state

wage and hour laws. Nonexempt employees are entitled to overtime pay under the

federal and/or state laws. Exempt employees are excluded from specific provisions

of federal and state wage and hour laws, including the provisions requiring overtime

DAU8 . 1T TAgGAI PO AibBPITUAAG AOA ATITTT1U OA,
whereas exempt employees aréA 1 I I TT1 U OAEZAOOAA OI AO 0O,
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PERSONNEL MANUAL PERSONNEL/WORK POLICIES

Upon hire, an employee will be notified whether he is considered a nonexempt or an
AgAi pO AipITUAA8 )& OEA AipIlTUAASO AoAi POE
his/her employment, the employee will be notifed of that change in writing.

In addition to the exempt classification, each employee will be classified in one of
the following employment categories:

Regular fulttime employees are those who are regularly scheduled to work

thirty -five (35) hours or more a week and who are not in a temporary or
introductory status. Regular futkOET A Al b1 T UAAO AOA Al ECE
benefit package, subject to the terms, conditions, and limitations of each

benefit.

Regular parttime employees are those who are regutly scheduled to work
less than thirty-five (35) hours per week and who are not in a temporary or
introductory status. Regular parttime employees receive all legally
mandated benefits such as Social Security, but they are ineligible for all of
&" # 0. @enefiBE

Introductory employees are newly hired employees who are being evaluated
to determine whether further employment with FBCPN is appropriate.
Introductory employees are entitled to the same benefits as their regular
counterparts, depending on vhether they are fulktime or part-time, subject
to eligibility requirements set forth in applicable plan documentsEmployees
who satisfactorily complete the introductory period will be categorized as
regular full-time or regular part-time employees.

Temporary employees are those who are hired to work a fixed or limited

period of time or who are hired to assist in the completion of a certain

project. Examples of temporary employees include summer interns and

interim employees. Employment of a temporary emipyee beyond any

ET EOEAIT U OOAOAA DPAOETA 1T &£ OEI A AT AO 1
status. Temporary employees retain that status unless and until notified of a

change in writing. Temporary employees receive all legally mandated

benefits such as S&eAl 3 AAOOEOUh AOO AOA ET Al ECE/
benefits, unless a specific written agreement to the contrargxists.

The foregoing classifications and categories do not guarantee employment for any
specified period of time, and nothing containd in this policy in any way alters the
at-will status of FBCPN employees.

For further classification of supervisors see organizational chart see Appendix H.

FBCPMNersonnel Maual 9



PERSONNEL MANUAL PERSONNEL/WORK POLICIES

C. EMPLOYMENT PROCESS
The process of employment will be directed by the Personnel Committee in
accordance to church approved procedures.

Employment of the Senior Pastor will be assisted by the Personnel Committee in
compliance to a congregational approved process.

Employment of Ministerial Staff will require the action of the Personnel Committee,
the Deacon Body, and the Senior Pastor. All aspects pertaining to employment will
comply with this Manual.

Employment of Support Staff will require the approval of the supervisor, the Senior
Pastor and Personnel Committee. All aspects pertaining to employment Wwdomply
with this Manual.

D. EMPLOYMENT APPLICATIONS

FBCPN relies upon the accuracy of information contained in the employment
application, as well as the accuracy of other data presented throughout the hiring
process and employment. Any misrepresentations falsifications, or material
omissions in any of this information or data may result in the exclusion of the
individual from further consideration for employment or, if the person has been
hired, termination of employment.

In processing employment appliations, FBCPN may obtain a consumer credit
report for employment purposes only concerning credit worthiness, credit standing,
and credit capacity. If FBCPN takes an adverse employment action based in whole or
in part on the consumer credit report, a copy bthe report and a summary of rights
under the Fair Credit Reporting Act, as well as any other documents required by
law, will be provided to the employee.

Background checks are conducted to promote a safe work environment and to
POl OAAO OEA imperéa@ AdsésOthel peopl® we serve and the people
with whom we serve. They assist hiring authorities in making prudent employment
decisions based upon more comprehensive jetelated information. Prior to
employment, or serving the staffing needs of thehurch, all candidates (employees
and volunteers) must provide authorization to conduct a background check. An
offer of employment is contingent upon the following:
9! AAOAOI ET AOEITT AU 4EA #EOOAE OEAO OEA
preclude him/her from employment or volunteering with FBCPN.

In addition, if the Church knows or has reason to believe that an employee or
volunteer has a criminal conviction that was not previously disclosed, that
individual will also be requested to consent to furthe background checks as
described above, or the Church may terminate the employee or volunteer. FBCPN
specifically reserves any and all rights to conduct criminal background checks
regarding applicants, employees, or volunteers without the consent of such
individuals, as permitted by law.

FBCPNersonnel Maual 10



PERSONNEL MANUAL PERSONNEL/WORK POLICIES
E. EQUAL EMPLOYMENT OPPORTUNITY

FBCPN believes that spiritual unity among all its employees is essential to the
fulfillment of its mission. (1 Cor. 1:10; Eph. 4:44, 16). FBCPN further believes that
all men are created equain the image of God (Gen. 1:27; Acts 17:26) and therefore,
are to be afforded equal opportunity in employment. (See also Eph. 6:9.)

In order to provide equal employment and advancement opportunities to all
individuals, employment decisions at FBCPN will d based on merit, qualifications,
and abilities. FBCPN does natnlawfully discriminate in employment opportunities

or practices on the basis of race, color, sex (as determined at birth and not subject to
change), national origin, age, disability, or anytber characteristic protected by law,
except when an otherwise protected characteristic is a bona fide occupational
gualification and except as provided below.

As a religious entity, FBCPN is legally permitted to make employment decisions

based upon religous criteria, including doctrinal and lifestyle issues. It is the policy

of FBCPN to utlize only staff members of like faith who subscribe without
OAOAOOAOGETT O &"#0.60 30A0AI AT O 1T &£ &AEOE
living out these doctrines and standards in all areas of their lives, both at and away

from ministry functions.

Furthermore, FBCPN is legally permitted to make employment decisions concerning

its ministerial employees based upon any criteria it deems appropriate, regardless

of whether those criteria include otherwise legally protected characteristics.
Ministerial employees are defined as employees who have administrative
OAODPI 1 OEAEI EOU &£ O OEA AEOOAESO0 [ ETEOOOU
public. Support employees are defing@ as employees who support ministerial
employees in the execution of church ministries.

FBCPN will make reasonable accommodations for qualified individuals with known

disabilities unless doing so would result in an undue hardship. This policy governs
all aspects of employment, including selection, job assignment, compensation,
discipline, termination, and access to benefits and training.

Any staff members with questions or concerns about any type of discrimination in
the workplace are encouraged to bringthese issues to the attention of their
immediate supervisor or the Senior Pastor(or to a member of the Personnel
Committee if they are not comfortable discussing with their supervisor or church
staff). Staff members can raise concerns and make reportstivdut fear of reprisal.
Anyone found to be engaging in any type of unlawful discrimination will be subject
to disciplinary action, up to and including termination of service.

F. DISABILITY ACCOMMODATION

FBCPN is committed to fully complying with the Americansvith Disabilities Act
(ADA) and ensuring equal opportunity in employment for qualified persons with

FBCPMNersonnel Maual 11



PERSONNEL MANUAL PERSONNEL/WORK POLICIES

disabilities. All employment practices and activities are conducted in a manner that
does not illegally discriminate on the basis of disability.

&" #0 . &iQy pibcedures provide persons with disabilities meaningful
employment opportunities. Upon request, job applications will be made available in
alternative, accessible formats, and assistance will be provided in completing the
application.

Post-offer medical examinations are required only for those positions in which there
is a bona fide job related physical requirement and are given only after a
conditional job offer has been made. Medical records will be kept separate and
confidential.

Reasonable aaemmodation is available to all disabled employees, where their
disability affects the performance of job functions. All employment decisions are
based on the merits of the situation in accordance with relevant criteria, not
disability of the individual.

Qualified individuals with disabilities are entitled to equality in pay and other forms

of compensation (or changes in compensation) as well as in job assignments,
classifications, organizational structures, lines of progression, and seniority lists.
Leavesof all type will be available to all employees on an equal basis.

FBCPN is also committed to not discriminating against any qualified employees or
applicants because they are related to or associated with a person with a disability.
FBCPN will follow anystate or local law that provides individuals with disabilities
greater protection than the ADA.

This policy is neither exhaustive nor exclusive. FBCPN is committed to taking all
other actions necessary to ensure equal employment opportunity for personsith
disabilities in accordance with the ADA and all other applicable federal, state, and
local laws.

G. SERIOUS DISEASES

Staff members with infectious, longterm, life-threatening, or other serious diseases
or illnesses may continue to serve as long as theye able to perform the duties of
their position without undue risk to their own health, to that of other staff members,

or to that of the people to which FBCPN ministers. Serious diseases and ilinesses for
the purposes of this policy include, but are nalimited to the following: cancer, heart
disease, major depression, multiple sclerosis, hepatitis, tuberculosis, certain
musculoskeletal disorders, human immunodeficiency virus (HIV), and acquired
immune deficiency syndrome (AIDS).

FBCPN will support, whee feasible and practical, educational programs to enhance
staff member awareness and understanding of serious diseases and illnesses.

FBCPMNersonnel Maual 12
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A staff member afflicted with a serious disease or illness is to be treated no
differently than any other staff member.Therefore, if the serious disease or illness

affects his/her ability to perform assigned duties, the staff member will be treated

like other staff members who have disabilities which limit their job performance.

A staff member who is diagnosed with a seosus disease or illness, and who wants

an accommodation should inform his/her supervisor of his/her condition as soon as

possible and provide his/her supervisor with any pertinent medical information

needed to make decisions regarding job assignments, abjlito continue working, or

AAEI EOU O OAOOOT OF xT OE8 &"#0. |1 AU OAN(
i AT AAO6GO AAEI EOU OI bDAO&EI Of ET A AOOEAO8s )i
member to undergo a medical examination.

A staff member whose ease or illness directly threatens the health or safety of the
staff member or others must inform his/her supervisor of his/her condition as soon
as possible.

FBCPN will attempt to maintain the confidentiality of the diagnosis and medical

records of stdf members with serious diseases and illnesses, unless otherwise
OANOEOAA AU 1 Ax8 )1 & Oi AGETT ATTAAOTEIC A
will be treated as confidential. Anyone inappropriately disclosing such information

is subject to disciplinary action, up to and including termination of service.

Staff members concerned about being infected with a serious disease or illness by a
co-laborer or a recipient of ministry services should convey this concern to their
supervisor. Staff members who efuse to work with or perform services for a person

known or suspected to have a serious disease or illness, without first discussing

their concerns with a supervisor, will be subject to disciplinary action, up to and

including termination of service. Whee there is little or no evidence of risk of

ET ZAAQGET 1T O1 OEA AT 1T AAOT AA OOAEE 1 Al AAOh
result in disciplinary action, up to and including termination of service.

H. EMPLOYEE MEDICAL EXAMINATIONS

To help ensure that certan employees are able to perform their duties safely,

medical examinations may be required of certain positions (as stated in their job
descriptions) where such information is needed to prevent a health and safety

threat. After a conditional offer of emplyment has been made to an applicant

entering a designated job category, a medical examination may be performed at
&"#0. 060 A@obpAi OA Au A EAAI OE bDOIT FAOOCEI T Al
employment and assignment to duties is contingent upon satisfactoryompletion of

the exam.

Medical examinations required by and paid for by FBCPN are the property of o
&"#0.8 )1 A& Of AGETT 11 A1 AipIiTUAAGO | AAEA
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PERSONNEL MANUAL PERSONNEL/WORK POLICIES

separate from other employee information and maintained confidentially. Acceds
this information will be limited to those who have a legitimate need to know.

l. IMMIGRATION LAW COMPLIANCE

FBCPN is committed to employing only United States citizens and aliens who are
authorized to work in the United States. In compliance with the Immigtion Reform
and Control Act of 1986, each new employee, as a condition of employment, must
complete the Employment Eligibility Verification Form }9 and present
documentation establishing identity and employment eligibility. Former employees
who are rehired must also complete the form if they have not completed ar9 with
FBCPN within the past three years, or if their previous-9 is no longer retained or
valid.

Employees with questions or seeking more information on immigration law issues
are encouragel to contact the Senior Pastor or his staff employed designee
Employees may raise questions or complaints about immigration law compliance
without fear of reprisal.

J. OTHER EMPLOYMENT AND PURSUIT OF HIGHER EDUCATION
DEGREE

All employees must obtain prior agroval from their supervisor, Senior Pastor and
Personnel Committee prior to undertaking any outside employment or work
activity, including selfemployment or prior to pursuing a degree of higher
education. Employees are cautioned to consider carefully thelemands that
additional work activity will create before requesting permission to seek or accept
outside employment. Outside employment will not be considered an excuse for poor
job performance, absenteeism, tardiness, leaving early, refusal to travel, refusal to
work overtime or additional hours.

) £ &"#0. h ET EOO Oi1 A AEOAOAOEITh AAOAOI
interferes with performance or the ability to meet the requirements of FBCPN as

they are modified from time to time, the employee ray be asked to terminate the

outside employment if he or she wishes to remain with FBCPN. If outside work

activity causes or contributes to jobrelated problems, it must be discontinued; and,

if necessary, normal disciplinary procedures, as outlined in theerformance

evaluation and other policies, will be followed to deal with the specific problems.

Employees who have accepted outside employment may not use paid sick or
personal absence time to work on the outside job. Fraudulent use of sick or personal
absences will result in disciplinary action, up to and including termination.

K. PERSONAL RELATIONSHIPS IN THE WORKPLACE

The service of individuals involved in a dating relationship in the same area of an
organization may cause serious conflicts and problems ithh favoritism and staff
member morale. In addition to claims of partiality in treatment at work, personal

FBCPMNersonnel Maual 14



PERSONNEL MANUAL PERSONNEL/WORK POLICIES

conflicts from outside the work environment can be carried over into dayto-day
working relationships.

For purposes of this policy, a dating relatinship is defined as a relationship that

i AU AA OAAOITTAAIT U AgpPpAAOGAA O 1 AAA O OEA
relationship. Absent specific approval of the immediate supervisor, individuals

involved in a dating relationship with a current staff menber may not occupy a

position that will be working directly for or supervising the staff member with

whom they are involved in a dating relationship. FBCPN also reserves the right to

take prompt action if an actual or potential conflict of interest arisesinvolving

individuals involved in a dating relationship who occupy positions at any level

(higher or lower) in the same line of authority that may affect the review of
employment decisions.

If after a staff member begins serving a dating relationship eablished between
staff members who are in a reporting situation described above, it is the
responsibility and obligation of the supervisor involved in the relationship to
disclose the existence of the relationship to the immediate supervisor of the staff
member involved and to the Personnel Committee. The individuals concerned will
be given the opportunity to decide who is to be transferred to another available
position. If that decision is not made within thirty (30) calendar days, immediate
supervisor and Personnel Committee will decide who is to be transferred or, if
necessary, terminated from service.

In other cases where a conflict or the potential for conflict arises because of a
relationship between staff members, even if there is no line of authositor reporting
involved, the staff members may be separated by reassignment or terminated from
service. Individuals in a close personal relationship should refrain from public
workplace displays of affection or excessive personal conversation.

Absent theexpress approval of the immediate supervisor and Personnel Committee,
no full-time staff member may maintain a dating relationship with an individual to
whom he/she directly ministers. Because ministry staff members often maintain a
position of trust and influence, and because staff counseling positions involve ethical
considerations of confidentiality and fiduciary responsibility, dating an individual to
whom one directly ministers is strictly prohibited. Under no circumstances may a
full-time staff membermaintain a dating relationship with a minor.

L. PERSONNEL FILES

FBCPN maintains a personnel file on each employee. The personnel file includes
OOAE EI & Oi ACEIT AO OEA AipITUAABO EI A ADPD
records.

Employees have a duty tdkeep their personnel records up to date and should notify
the Senior Pastor or his staff employed designee writing of any changes, including
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the following: name, address, telephone number, marital status, number of
dependents, and persons to be notifein case of emergency.

Personnel files are the property of FBCPN, and access to the information they
contain is restricted. Only supervisors and Personnel Committee members of FBCPN
who have a legitimate, employmentelated reason to review information n a
personnel file are allowed to do so. Employees who wish to review their own file
should contact theSenior Pastor or his staff employed designee

Current employees who believe that any personnel file material is incomplete,
inaccurate, or irrelevant may submit a written request for file revisions tothe Senior
Pastor or his staff employed designeelf the request is not granted, the employee
may place a written statement of disagreement in the file and make a complaint
using the regular grievance procdure.

M. EMPLOYMENT REFERENCE CHECKS

1. Applicants

It is the policy of FBCPN to check themployment and personal references of all
applicants to ensure that individuals who join FBCPN are spiritually, professionally,
and personally qualified for the position towhich they have applied.

2. Former Employees

FBCPN will respond in writing only tothose reference check inquiries that are
submitted in writing. No specific employment data will be released without a
written authorization and release signed by the individ@al who is the subject of the
inquiry.

N. INTRODUCTORY PERIODS

It is the policy of FBCPN to give all new employees the opportunity to demonstrate

their ministry spirit and their ability to perform their duties at a satisfactory level

and to determine whetherthe new position meets their expectations. FBCPN uses

AT ET EOEAI ET OO AOAOTI oOuU PDAOET A OI AOAI OA
abilities, work ethic, and overall performance. This initial introductory period

applies to all new and rehired norexempt employees and will begin the date of hire

and end ninety (90) calendar days after the date of hire. Upon satisfactory

Al i pl AGETT 1T &£ OEA ETEOEAI ET OO AOAOI OU b
employment classification.

During the initial introductory period, employees are eligible for those benefits that
are required by law, such as Social Security. They may also be eligible for other
FBCPNprovided benefits, subject to the terms and conditions of each benefits
program. Employees should direct any qu&ions concerning benefits to the Senior
Pastor or designee.
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Employees who are promoted to a new position within FBCPN must complete a

second introductory period ninety (90) calendar days beginning on the effective

date of the promotion. An employee whojn the sole judgment of FBCPN, is not
successful in the new position can be removed from that position at any time during

the second introductory period. If this occurs, the employee may be allowed to

return to his/her former job or to a comparable job for which the employee is

NOAI EXZEAAR AADPAT AET ¢ 11 OEA AOAEI AAEI EOU 1

The introductory period may be waved for an employee at the discretion of the
Personnel Committee and Senior Pastor.

Nothing contained in this policy sh#l be deemed to alter the atwill status of an

Al DI TUAAGO AiIiPiTUiATO xEOE &"#0.8 %EOEAO (
employment relationship at will at any time during or after the introductory period,

with or without cause or advance notice.

O. PERFORMNCE EVALUATION

Supervisors and staff members are strongly encouraged to discuss the staff

i Al AAOG6O OPEOEOOAI AT A POI £ZAOOET T A1  AAOGAII
goals on an informal, dayto-day basis.(See Appendix H Organizational Chart for
clarification of supervisor(s).)

Formal performance evaluations will be conducted annually as scheduled by the
Senior Pastor coordinated with the Personne Committee to provide all staff
members the opportunity to discuss job tasks, identify and correct weakrsses,
encourage and recognize teengths, and discuss positive approaches for meeting
goals. (See Appendix J 20 pt Evaluation System)

Personnel Committee serves as the responsible supervisor of the Senior Pastor.
Senior Pastor serves as the chief supgsor of the church staff.

Salary adjustments are based on merit, job responsibility and economic conditions.
All adjustments are determined by the Personnel committee and the Senior Pastor
within the confines of the church budget. Adjustments outside dhe church budget
must be recommended by the Pastor, Personnel Committee and Finance Committee.

Nothing in this policy alters the employmentat-will relationship between FBCPN
and its employees.

P. OBSERVANCE OF SERVICE ANNIVERSARIES

The Church will observethe ministry anniversaries of employees at the conclusion
of every fiveyear tenure milestone. Ministry organization related parttime
employees will be assisted by the Personnel Committee to provide appropriate 5
year recognitions by their ministry organzation.
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Each January the anniversary observance date(s) will be set for that year by the
Personnel Committee in consultation with the Senior Pastor. In the event that more
than one staff member anniversary is to be calendared, care will be given to shet
dates of observance to be separately and appropriately spaced for each to receive
proper and individual significance.

The observance may include a free will love offering collected from among the
congregation and a fellowship gathering.

Q. TERMINATIONOF EMPLOYMENT

'T AT DI TUAAGO AibiT Ui Al O xBy@iher &e énployeel AU
or the Church at any time for any reason, without limitation

1. Resignation

Resigning employees are requested to give written notice of their intent to resign as
far in advance as possiblelt is requested that supervisory and managerial
employees should give at least 30 days notice. Clerical and administrative
employeesare requested togive at least two (2) weeks notice. All other employees
are requested togive atl AAOO OAOAT jxq AAUOGS 11T OEAA
search for a replacement employee. Employees who fail to give written notice in
accordance with these time periods may be ineligible for reemployment.

2. Retirement

All retiring staff members will notify the Personnel Committee in writing of their
effective retirement date. Retiring employees are requested to give notice of their
intent to retire as far in advance as possible. (SaResignation for recommended
notice timelines.)

3. Reduction of workf orce or reorganization of staff

In cases where an employee is discharged for reasons other than misconduct,
FBCPN will endeavor, in its sole discretion, to give the employee advance notice of
the discharge or pay in lieu of notice.

4. Discharge

Discharge maybe for any reason not prohibited by law. Since employment with
FBCPN is based on mutual consent, both the employee and FBCPN have the right to
terminate the employmentat-will relationship, with or without cause, at any time.

FBCPN is committed to handtig all issues related to the termination of employment
in a Christlike manner and trusts that its employees will do likewise.

Nothing contained in this policy shall be deemed to alter the awill status of an
Al I TUAAGO AipiiT Ui ATO xEOE &"#0. 8
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For a mae thorough but not exhaustive explanation of misconduct, refer to
Workplace Rules and Staff Conduct.

Termination of the Senior Pastor will be by majority vote of the church upon
recommendation of the Personnel Committee and the Deacon Body.

Termination of ministerial staff, other than the Senior Pastor, will be by action of
Senior Pastor with the approval of the Personnel Committee and the Deacon Body.

Termination of support staff will be by the appropriate supervisor with approval of
the Senior Pasbr and Personnel Committee.

Employees who are absent from work for three (3) consecutive days without being
excused or giving proper notice will be considered as having voluntarily quit.

FBCPN may schedule exit interviews at the time of employment termation. The
exit interview will afford an opportunity to discuss such issues as employee
benefits, repayment of outstanding debts to FBCPN, or return of FBCBNNned
property. The departing employee may voice suggestions, complaints, or questions
at that time. The departing employee will be asked to sign a written authorization
for the release of information requested for an employment reference.

Employees will receive their final pay in accordance with applicable state law. All
accrued, vested benefits thiaare due and payable at termination will be paid. If the
employee is entitled to the continuation of certain benefits, the employee will be
notified in writing of the benefits that may be continued and of the terms,
conditions, and limitations of such cotinuance. Nothing contained in this policy in

any way alters the employmentat-will relationship between employees and FBCPN.

Upon involuntary termination of service, fulttime employees will receive severance

pay accordingly:
1 If the employee has completd one full year of employment, compensation N
xEl1T AA TTA xAAESGO DPAU 1 O AAAEOEITAI A

Personnel Committee and Finance Committee.

1 If the employee has completed two or more years of employment,
AT 1T PAT OAQCEIT I xET 1 Adk addtiorial confbdngaliod DAU
determined by the Personnel and Finance Committee.

1 Further consideration by Personnel Committee may include Appendix I.

lll. WORK POLICIES

A. WORK SCHEDULES

The normal work schedule for all norexempt employees is 7 hours a day, 5 dags
week. Supervisors will advise employees of the beginning and ending times of their
shifts. Although FBCPN will attempt to give employees schedules as stable as
possible, the needs of FBCPN and the people it ministers to sometimes require
FBCPNersonnel Maual 19
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variations in employee scheduling. Employees are required to work the hours they
are scheduled unless they are given advance permission by the appropriate
supervisor to deviate from the schedule. (See Appendix E)

B. REST AND MEAL PERIODS

All full-time regular employeesare provided with one meal period of sixty (60)
minutes in length each workday. Supervisors will schedule meal periods to
accommodate ministry requirements.

C. OVERTIME

Overtime is defined as all hours worked in excess of forty (40) hours in one week or
as oherwise defined by state law. The workweek begins on Monday at 12:00 AM
and ends on Sunday at 11:59 PM. Neexempt employees are prohibited from
x| OEET ¢ T OAOOEI A xEOEI OO DPOEI O APBPOI OAI £&O
not to require overtime work of its employees. However, when ministry
requirements or other needs cannot be met during regular working hours, non
exempt employees may be scheduled to work overtime hours. When possible,
advance notification of these mandatory overtime assignments wibe provided.

Overtime compensation is paid to all norexempt employees in accordance with
federal and state wage and hour requirements. Overtime pay is based on actual
hours worked. Time off on sick leave, vacation leave, or any leave of absence will no
be considered hours worked for purposes of performing overtime calculations.

The practice of granting hourfor-hour compensatory time, often referred to as
OAT i b6 OEIi Ah A& O T OAOOGEI A ET OO0 xi OEAA EO

Failure to work scheduled overtime or woking overtime without prior
authorization from the supervisor may result in disciplinary action, up to and
including possible termination of employment.

D. EMERGENCY CLOSINGS

At times, emergencies such as severe weather, fires, power failures, or earthqugkes
can disrupt ministry operations. In extreme cases, these circumstances may require
the closing of a work facility. In the event that such an emergency occurs during
nonworking hours, local radio and/or television stations will be asked to broadcast
notification of the closing.

Operations will be officially closed at the discretion of the Senior Pastor or officers
of the Personnel Committee based upon availability to declare. In most situations
the church will follow the declarations as determined and pulished by Port Neches
Z Groves Independent School District.

FBCPMNersonnel Maual 20



PERSONNEL MANUAL PERSONNEL/WORK POLICIES

When operations are officially closed due to emergency conditions, naxempt
employees will be paid at regular rate at the discretion of supervisor. The
supervisor may require make up time as wik load dictates.

Yyl AAOAO xEAOA Al Ai AOCAT Au AITOETI¢c EO 1160
fail to report for work will not be paid at their regular rate. Such employees may
request available paid leave time such as unused vacation benefits.

I T xrdpt employees in essential operations may be asked to work on a day when
operations are officially closed. In these circumstances, such employees who work
will receive regular pay.

E. VOLUNTEERING AT THE CHURCH

ITZAGAI PO AI BPI T UAAO iAdged a BIOnteEr thAnE Sakdare&OT | O
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must properly record all time worked in their ministry area. Any questions
regarding this policy should be directed to the Senior Pastaor his staff employed

designee.

IV. PAY POLICIES

A. TIMEKEEPING

Non-exempt employees are responsible for ensuring that their time worked is
accurately recorded. Federal and state laws require FBCPN to keep an accurate
record of time worked in order to calculate enployee pay and benefits. Time
worked is all the time actually spent on the job performing assigned duties.

Non-exempt employees should accurately record the time they begin and end each
shift, the beginning and ending time of each unpaid meal period, amhy departure
from work for personal reasons. As previously stated, overtime work must always
be approved before it is performed.

Non-exempt employees must sign their time records to certify the accuracy of all
time recorded. The supervisor will review he time record and, if accurate, will

initial the time record and submit it for payroll processing. If the time record is

inaccurate, the supervisor will make the appropriate correction to the time record,
and both the employee and the supervisor must inial the changes before

submitting it for payroll process.

Altering or falsifying time records, tampering with time recording equipment, or
OAAT OAET ¢ OEIi A 11 A1TT OEAO AiBPITUAAGO OEI A
up to and including termination of employment.
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B. PAY PERIODS

All employees are paid semmonthly on the 14" and 28" of the month. Each
paycheck will include earnings for all work performed through the end of the
previous payroll period.

In the event that a regularly scheduled payday fis on a day off such as a weekend
or holiday, employees will be paid no later than the first day of work following the
regularly scheduled payday.

Employees may have pay directly deposited into their bank accounts if they provide
advance written authorization to FBCPN. Employees will receive an itemized
statement of wages when FBCPN makes direct deposits.

C. ADMINISTRATIVE PAY CORRECTIONS

FBCPN takes all reasonable steps to ensure that employees receive the correct
amount of pay in each paycheck and that gmoyees are paid promptly on the
scheduled payday.

In the unlikely event that there is an error in the amount or timing of pay, the
employee should promptly bring the discrepancy to the attention of theSenior
Pastor or his staff employed designeso that corrections can be made as quickly as
possible.

D. PAY DEDUCTIONS

The law requires that FBCPN make certain deductions from every naninisterial

Al b1 TUAAGO AT i pAT OAOGETI T8 '1i1i1¢c OEAOA AOA
income taxes. FBCPN must also deddc 317 AEAT 3 AAOOEOU OAQAO |
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prescribed by law.

Please direct your questionsconcerning any pay issue or leave of absence to the

Senior Pastor or his staff employee designee.

E. GROUP INSURANCE

At this time, FBCPN does not offer group health insurance to staff members.

F. RETIREMENT CONTRIBUTIONS

At this time, FBCPN offers retirementcontributions to full time staff members.

Employer (Church) contributions are calculated on the base salary of support staff

AT A OEA T ETEOOA0O8O AAOA OAIl Anedicaljeic) @l OOE O 4
evidenced by the approved annual church budget.
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Employer contributions are limited to 1% per year of fulltime employment to a
maximum employer contribution of 5% upon five years of fulltime employment and
are recognized in the approved annual church budget.

Years of fulltime employment is understood asaving been employed in similar
tasks and responsibilities with a congregational/denominational employer.

G. ACCOUNTABLE REIMBURSMENT ALLOWANCE

FBCPN provides an accountable reimbursement allowance for each minister or staff
member which allows the minister or staff member to receive reimbursement for
business related expensef?ursuant to income tax regulations 1.16217 and 1.274
5(e):

1. Any minister now or hereafter employed by FBCPN shall be reimbursed for any
ordinary and necessary business and professinal expense incurred on behalf of
the church, up to the predefined amount for each party, if the following
conditions are satisfied: (1) the expenses are reasonable in amount (auto
mileage will be at the rate currently allowed by the IRS); (2) the ministeor staff
member documents the amount, time and place, business purpose, and business
relationship of each such expense with the same kinds of documentary evidence
as would be required to support a deduction of the expense on the minister's
federal incometax return; and (3) the minister or staff member documents such
expenses by providing theSenior Pastor or his staff employed designeeith an
accounting of such expenses, no less frequently than monthly. In no event will
an expense be reimbursed if suliantiated more than 60 days after the expense
is paid or incurred by a minister.

2. The church shall not include in a minister's W2 form the amount of any
business or professional expense properly substantiated and reimbursed
according to the preceding pragraph, and the minister should not report the
amount of any such reimbursement as income on his/her Form 1040.

3. Any church reimbursement that exceeds the amount of business or professional
expenses properly accounted for by a minister pursuant to tli reimbursement
policy must be returned to the church within 120 days after the associated
expenses are paid or incurred by the minister, and shall not be retained by the
minister.

4. If, for any reason, the church's reimbursements are less than the amounf o
business and professional expenses properly substantiated by a minister, the
church will report no part of the reimbursements on the minister's W2, and the
minister may deduct the unreimbursed expenses as allowed by law.

5. Under no circumstances will thechurch reimburse a minister for business or
professional expenses incurred on behalf of the church that are not properly
substantiated according to this policy. Church and staff understand that this
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requirement is necessary to prevent our reimbursement [an from being
classified as a "noraccountable" plan.

6. All receipts and other documentary evidence used by a minister to substantiate
the business nature and amount of his/her business and professional expenses
incurred on behalf of the church shall be rained by the church. The minister
may make copies of such evidence for his/her file.

H. FBCPN MINISTRY TRAVEL EXPENSES

Staff members may be required to travel away from the local area to perform
ministry business. FBCPN will reimburse staff members for reasable ministry

travel expenses incurred while on ministry business. All ministry travel must be
ApDpPOT OAA ET AAOAT AA AU OEA OQBe&AppdnddGAAOS O

Staff members whose travel plans have been approved should coordinate withet
Senior Pastor or his staff employed designe® ensure that all travel arrangements
are made in the most cost effective manner possible. FBCPN will directly pay, will
advance, or will reimburse actual costs of travel, meals, lodging, and other expenses
directly related to accomplishing ministry business, provided that the staff member
used the most cost effective manner possible.
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Expenses that generally will be reimbursed include the following:
1 Airfare at the lowest available fare

i Car rental fees at tle lowest available rate

1 Fares for shuttle or airport bus service, where available; costs of public
transportation for other ground travel

1 Taxifares, only when there is no less expensive alternative

1 Mileage costs for use of personal cars, only when less pexsive
transportation is not available

1 Cost of standard accommodations in low to migriced hotels, motels, or
similar lodgings

T #1060 T &£ I AAT Oh 11T 11 OA 1 AOEOE OEAI
expense

1 Tips not exceeding 20% of the total cost of a @al or 10% of a taxi fare

1 Charges for telephone calls, fax, and similar services required for ministry
business purposes

Whenever possible, FBCPN will directly pay or advance the major expenses of travel
such as airfare and lodging to ensure that staff nnebers are not required to pay
major expenses owof-pocket subject to reimbursement.

Staff members who are involved in an accident while traveling on ministry business
must promptly report the incident to the Senior Pastor or his staff employed
designee Vehicles owned, leased, or rented by FBCPN may not be used for personal
use without prior approval.

Staff members operating their own vehicle in performing their job, are personally
responsible for any accidents, fines or traffic violations.

With prior approval, staff members on ministry travel may be accompanied by their
spouse or a family member when the presence of such a family member would
further or would not interfere with the ministry purposes for the travel.

Generally, employees are also permigdd to combine personal travel with business
travel, as long as time away from work is approved. Additional expenses arising
from such nonbusiness travel are the responsibility of the employee.

When travel is completed, staff members should submit completl travel expense
reports within five (5) days. Reports should be accompanied by receipts for all
individual expenses.No reimbursement will be made without supporting receipts or
other satisfactory evidence of the expenditures.
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Staff members should contet the Senior Pastor or his staff employed designefor
guidance and assistance on procedures related to travel arrangements, expense
reports, reimbursement for specific expenses, or any other business travel issues.

Abuse of this policy, including falsifing expense reports to reflect costs not incurred
by the employee, shall be grounds for disciplinary action, up to and including
termination of employment.
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cost to employees. This program covers any injury or illness sustained in the course

of employment that requires medical, surgical, or hospital treatment. Subject to
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after a short waiting period or, if the employee is hospitalized, immediately.

Employees who sustain workrelated injuries or illnesses should inform their

supervisor immediately. No matter how minor an orthe-job injury may appeatr, it is

important that it be reported immediately. This will enable an eligible employee to

qualify for coverage as quickly as possible.
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compensation benefits for injuries that occur during an e®1 T UAAG O O1 1 O1
participation in any off-duty recreational, social, or athletic activity sponsored by

FBCPN. All coverage is subject to the terms of the applicable plan documents in

place for such insurance.

J. CONTINUATION OF BENEFITS

FBCPN does not cuently offer continuation of benefits.

V. WORKPLACE RULES AND STAFF CONDUCT
A.  BEHAVIOR OF STAFF MEMBERS

Staff members are expected to uphold the doctrines and standards of FBCPN as
AOOGEAOI ACGAA ET OEA "EAT A AT A &"#0.amd ! OOE
Standard of Conduct in all aspects of their lives, both at and away from FBCPN
employment and functions.

B. STANDARD OF CONDUCT

Staff members must uphold by precept and example the highest Christian virtue
and personal decorum, serving as a Christian rolenodel in judgment, dignity,
respect, and Christian living both at and away from FBCPN. Staff members who are
also church members should faithfully attend ministry services and take an active
part in the total ministry program.
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Staff members must be loyalo the administrative leadership of FBCPN in word and
deed. Public or private insinuations, decorum and contributions in church business
meetings, and in staff meetings should be constructive and contributing to the
stable and declared leadership of thelmrch and the administrative leadership.

To ensure orderly operations and provide the best possible work environment,
FBCPN expects staff members to follow rules of conduct that will protect the
interests and safety of all staff members and the organizatn.

Although it is impossible to list all forms of behavior that are expected and
prohibited of FBCPN staff members, the following lists provide examples of
expected and prohibited behaviors.

Staff members are expected at all times to conduct themselvaés a Christlike
manner in order to present a good personal and ministry testimony. Expected staff
member conduct includes, but is not limited to:

1 Treating all members, visitors, and coworkers in a courteous and loving
manner

1 Refraining from behavior or @nduct that is offensive or undesirable, or
xEEAE EO Al 1 OOAOU O &"#0.080 AAOGO EI OAO

1 Reporting to administrative leadership suspicious, unethical, or illegal
conduct by coworkers, members, or suppliers

1 Reporting to administrative leadership suspected oractual violation of
&" #0. 860 DI 1 EAEAO

1 Reporting to the administrative leadership any threatening or potentially

violent behavior by coworkers, members, or visitors

Cooperating with all FBCPN investigations

#1 I BPIUET C xEOE All &"#0.80 bBil1EAEAO

Wearing appropriate clothing and jewelry

= =4 4 =

Performing assigned tasks efficiently and in accordance with instructions
from supervisor and/or Senior Pastor

1 Reporting to work punctually as scheduled and being at the proper place,
ready to work, at the assigned starting time

1 Giving proper advance notice whenever unable to work or report to work on
time

1 Maintaining cleanliness and order in the workplace

Complying with theseStandards of Conduct
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Staff members who deviate from these and other similar forms of expected
behavior are subject to discipline, up to and including termination.

The following are examples of conduct that is prohibited. Staff members engaging
in such conduct or similar conduct, as determined by the Senior Pastor in
consultation with the Personnel Commitee, will be subject to discipline, up to and
including termination of service:

30AAT ET ch AAOOOT UET ch AAZAAEI Ch T O i1 EOO
Falsifying or altering any FBCPN record or report, such as an employment
application, medical reports, timekeepingrecords, financial records, travel

reimbursement voucher, personnel record, membership record, counseling
record, or invoice

=

1 Engaging in any form of homosexuality, fornication, adultery, transvestitism,
bestiality, deviant gender identity, viewing or possssing pornography, or
any other deviant sexual behavior as determined by the Personnel
Committee

Possessing, distributing, selling, transferring, or using illegal drugs
Abusing, distributing, or selling alcohol or tobacco

Using profanity, vulgarity, or alusive language

= =4 A =

Engaging in or threatening acts of workplace violence, including but not
limited to:

o lllegally possessing firearms, other weapons, explosives or other
AAT CAOT 60 I AGAOCEAT O 11T &"#0.80 DPOI PA
o Fighting or assaulting a coworker or any other peson
o Threatening or intimidating a coworker or any other person
1 Engaging in any form of sexual or other harassment

Disclosing confidential information of FBCPN

-EOOOET C &"#0.60 ATi1 O EAAGETIT O OUOOAI
computers, Internet accessand telephones
T 2AEO00ET ¢ Ol Al111Tx OEA B3ATEIT O O0AOOI O

concerning a ministry-related matter or being insubordinate or disrespectful
Failing to follow safety or health rules

Sleeping on the job without authorization

Engaging ingambling

Playing pranks or engaging in horseplay

= =4 4 4

Wearing inappropriate clothing or jewelry, or displaying inappropriate
tattoos, or otherwise having an inappropriate personal appearance as
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Appearance on pages 30 & 31)

Engaging in boisterous or disruptive activity in the workplace

=

Engaging in negligent or improper conduct leading to damage of ministry
owned or other property

Engaging in excessive absenteeism or any absence withoutice
Engaging in unauthorized absence from work station during the workday

Violating employment policies

= =4 4 -

Unsatisfactorily performing job responsibilities

These examples of prohibited behaviors are not intended to be an -ticlusive list.

1O &" #0OAROEIAIETOAAT U OET T AGETT T &£ &"#0.60 DI
inappropriate or unsatisfactory may subject the staff member to disciplinary action,

up to and including termination.

C. CONFLICTS OF INTEREST

FBCPN expects that each staff member will use agb judgment, high Biblical and
ethical standards, and honesty in all business dealings with and on behalf of FBCPN.
Staff members have a responsibility to avoid any conflict of interest or appearance
of conflict of interest.

D. SEXUAL AND OTHER FORMS OF HARRNSENT

FBCPN seeks to promote a productive work environment in which all staff
members reach their full spiritual and professional potential in ministry service.

FBCPN will not tolerate verbal or physical conduct by any staff member or other
person that hahk OOA Oh AEOOOPOOh T O ET OAOAAOAO xE
that creates an intimidating, offensive, or hostile work environment.

O
m

No form of harassment will be tolerated, including harassment because of a staff

i AT AAOGO OAAAN 1 At Breghahdy, ajleOdE @K Specialdiedifod E
should be paid to sexual harassment. No staff member, either male or female,
should be subjected verbally or physically to unsolicited and unwelcome sexual
overtures or conduct.

Behavior that amounts to sexal harassment shall result in disciplinary action, up
to and including dismissal from service.

Staff members are prohibited from threatening or insinuating, either explicitly or
Ei bl EAEOI Uh OEAO A OOAEAE | Al AAObadvanceési | ET CI
xEIl 1 AEEAAO OEA OOAEE | AT AAROGO OAOI O T O AIi
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Staff members are also prohibited from engaging in other sexually harassing or
offensive conduct in the workplace, including but not limited to:

F Unwanted physical contact or conductof any kind, including sexual flirtations,
touching, advances, or propositions

E Verbal harassment of a sexual nature, such as lewd comments, sexual jokes or
references, and offensive personal references

F Demeaning, insulting, intimidating, or sexually suggstive comments about an
individual

E The display in the workplace of demeaning, insulting, intimidating, or sexually
suggestive objects, pictures, or photographs

E Demeaning, insulting, intimidating, or sexually suggestive written, recorded, or
electronically transmitted messages

Any of the above conduct, or other offensive conduct, directed at individuals
because of their race, sex, national origin, disability, pregnancy, or age is also
prohibited.

Sexual harassment does not refer to occasional complimentof a socially

acceptable nature. It refers to behavior that is not welcome, and that is personally
offensive, and that debilitates morale, and that, therefore, interferes with work
effectiveness.

Sexual harassment includes genddrased harassment of a grson of the same sex
as the harasser.

Any staff member who experiences or witnesses harassment of any form in the
workplace, must report it immediately to the  Minister of
Education/Administration or the Senior Pastor. If the Senior Pastor is the alleged
harassing party, a staff member may report the harassment to a member of the
Personnel Committee. Any supervisor or staff member who witnesses sexual
harassment or learns of an allegation of sexual harassment and does not report it
to the Minister of Educdion/Administration or the Senior Pastor (or to the
Personnel Committee if the Senior Pastor is the alleged harasser), is subject to
disciplinary action, up to and including termination of service.

All allegations of sexual harassment will be promptly ingstigated in as impartial
and confidential manner as possible. A timely resolution of each complaint will be
communicated to the parties involved.

FBCPN will permit no employmeribased retaliation against anyone who brings a

bona fide complaint of harassrent or who provides true information as a withess
in the investigation of a complaint of harassment. However, an individual who
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makes a false complaint or provides false information to an investigator will be
subject to disciplinary action, up to and inclding termination of service.

Any staff member found to have violated this policy is subject to disciplinary
action, up to and including termination.

E. ATTENDANCE AND PUNCTUALITY

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

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

F. PERSONAL APPEARANCE
AAE OOAAZZLZ | AT AAOBO AOAOOh cOlITiEITCh AT A b
only on the Christian testimony of the staff member, but also on the testimony of

FBCPN. Staff members are expected during service hours and when representing
FBCPN to present a professional, Christian image.

Without unduly restricting individual tastes, the following personal appearance
guidelines should be followed as the Dress Code:

1 Both male and female staff members are expected to be tasteful in the
styling of their clothing, accessories, and hair, exhibit cleanliness, and
exemplify Godly principles of decorum and moesty. Extremes in styling or
color are not professionally appropriate.

1 If there is any question regarding what is considered appropriate dress for
the occasion, the individual is encouraged to speak to their supervisor or the
Senior Pastor.

1 Inappropriate or offensive tattoos or other permanent bodily markings
inconsistent with a good Christian testimony should never be acquired by
ATu T ETEOOOU OOAEZE8 !''TU OAOOIT O AANOE
conversion to Christ which might be deemed inappropriate mst be
covered? to the extent possible and to the satisfaction of the Senior

Pastor? by clothing or other means.

1 Offensive body odor and poor personal hygiene are not professionally
acceptable.
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1 Perfume, cologne, and aftershave lotion should be used in modeiat.

The Dress Code is in effect at all staff functions and ministry services unless
specifically stated otherwise by the Senior Pastor.

The Personnel Committee reserves the right to modify this policy from time to time,
in its sole discretion. Compliancewith these policies must be accomplished to the
full satisfaction of the Senior Pastor and Personnel Committee. The Personnel
Committee also reserves the right to require any staff member whose personal
appearance is considered by it to be inappropriate mimmoderate to correct the
matter immediately to the full satisfaction of the Senior Pastor or supervisor at
hand.

G. RETURN OF PROPERTY

SOAEE | Al AAOO AOA OAOPI T OEAT A £ O OEA AAOR
materials, or written information that has been issued to them or that is in their

possession or control.

Staff members must return all FBCPN property immediately upon request or upon
termination of service. Where permitted by applicable laws, FBCPN may withhold
AOT 1T OEA Al bl 1 weAphyciieck AhE Acktbof ahyOtem&Ehat are not
returned when required. FBCPN may also take all action deemed appropriate to
recover or protect its property.

H. SECURITY

It is the policy of FBCPN to make reasonable efforts to provide for the security of

FBCPNM O BOT DPAOOUh OOAZLEAE | Ai AAOOh AT A AOOET OE
Staff members, church members (if applicable), and visitors are prohibited from

illegally possessing firearms, other weapons, explosives or other dangerous

| AOAOEAT O 11 &"#0. 060 fidd. BtadffOr@tdbers &e flktler & " # 0 .
prohibited from carrying illegal firearms, other weapons, explosives or other

dangerous materials in ministry-provided vehicles or in personal vehicles while on
ministry business.

Desks, lockers, filing cabinets, and othestorage areas or devices may be provided

for the convenience of staff members, but remain the sole property of FBCPMNaff

members have no expectation of privacy in angmployer-provided desk, locker,

filing cabinet or other storage area or device, comgar records, or email.

Accordingly, they, as well as any articlebound within them, may be searched and

inspected by any properly authorized agent or representative of FBCPN at any time,

either with or without prior notice. FBCPN may remove all ministry poperty and

I OEAO EOAI O OEAO AOA ET OEI1TAOEIT 1T &£ OEA i
storage areas and devices.
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Staff members are expected to exercise reasonable care for their own personal

DOl OAAGETT AT A DPAOOIT Al eniddsEFRCPA WsswnEsenb A
responsibility for loss, damage, or theft of personal property.
l. SAFETY

To assist in providing a safe and healthy work environment for our staff members
and the people to which we minister, staff members are expected to exercise
caution in all work activities. Staff members must immediately report any unsafe
condition to their supervisor. Staff members who cause hazardous or dangerous
situations, who fail to report, or, where appropriate, fail to remedy such unsafe
conditions, may besubject to disciplinary action, up to and including termination of
service.

SAEAOU EO AOAOUAT AusO AOOET AOO8 3AEAOQOU
aspect of planning and performing all FBCPN activities. We want to protect our staff

against industrial injury and illness, as well as minimize the potential loss of
production.

Please report all injuries (no matter how slight) to a Supervisor immediately, as
well as anything that needs repair or is a safety hazard. Below are some general
safety rules. Your Supervisor may post other safety procedures in your department
or work area:

Avoid overloading electrical outlets with too many appliances or machines.

Use flammable items, such as cleaning fluids, with caution

Walk-AT 1860 0OOI

Use stairs one at time

Report to your Supervisor if you or a ceworker becomes ill or is injured

Keep cabinet doors and file and desk drawers closed when not in use

Sit firmly and squarely in chairs hat roll or tilt

Wear or use appropriate safety equipment as required in your work

I OT EA OET OOADPI AU 1T O POAAOGEAAI EITEAO
Start work on any machine only after safety procedures and requirements
have been explained (and you understand them)

1
1
1
1
1
1 Ask for assistance when lifting heavy objects or moving heavy furniture
1
1
1
1
1

1 Wear appropriate personal protective equipment, like shoes, hats, gloves,
goggles, spats, hearing protectors, etc., in designated areas or when working
on an operation which requires their use

1 Keep your work area clean and orderly, and the aisles clean

9 Stack materials onlyto safe heights
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1 Watch out for the safety of fellow employees
1 Use the right tool for the job, and use it correctly

1 Wear gloves whenever handling castings, scrap, barrels, etc.

A Supervisor may post other safety procedures in a department or work area, at
any time.

J. HOUSEKEEPING
Neatness and good housekeeping are signs of good stewardship and efficiency.

You are expected to keep your work area neat and orderly at all timesit is a
required safety precaution. Easily accessible trash receptacles are locate
throughout the building. Please put all litter in the appropriate receptacles and
containers. Always be aware of good health and safety standards, including fire and
loss prevention.

Please report anything that needs repairing or replacing to your Supésor
immediately.

K. USE OF MINISTRY EQUIPMENT AND VEHICLES

God has entrusted FBCPN with resources such as equipment and vehicles to use to
perform His work. Every ministry staff member must recognize that they are a
steward of these resources. As stewarddsf is imperative that staff members
exercise due care to use and maintain all ministry resources in the manner
intended.

Staff members are expected to exercise care, see that required maintenance is
performed, and follow all operating instructions, safey standards, and guidelines
for each piece of equipment used in carrying out their ministry tasks. Staff members
must promptly inform their supervisor if any equipment, machines, tools, or
vehicles are or appear to be damaged, defective, or in need of rapa

Staff members operating ministry vehicles must comply with all applicable laws
and regulations. Staff members who are involved in an accident while operating a
ministry vehicle must promptly report the incident to the Senior Pastor or his staff
employed designee Vehicles owned, leased, or rented by FBCPN may not be used
for personal use without prior approval. Fines and traffic violations are the
personal responsibility of the employee.

The improper, careless, destructive, unsafe, or illegal use operation of equipment

or vehicles subjects the staff member to disciplinary action, up to and including
termination of service.
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L. VISITORS IN THE WORKPLACE

FBCPN expects that unknown visitors will come to FBCPN looking for physical,
emotional, and spiritual needs to be met. Regardless of their appearance or dress,

all visitors should be courteously treated in a Christike manner. Unknown and

unexpected visitors should be directed to theSenior Pastor or his staff employed
designee,who will ensure that all visitors are presented the gospel of Jesus Christ,

AT A OEAO OEA OEOEOI 006 1 ACEOEI AGA TAAAO AO

FBCPN recognizes that the call to ministry service is a call to the entire family and

that the ministry is a gathering place for members and friends of FBGP Staff

members should ensure, however, that visits by family members, friends, and

i AT AAOO AT 110 O1 AOI U ET OAOEAOA xEOE OEA C
duties.

M. SOLICITATION AND DISTRIBUTION

&"#0. AT AT OOACAO EOO OOCAGEADAI AROOEAIDEDRQJE
such as Christian books, tapes, sermons, and articles with each other that would

promote spiritual growth. FBCPN further encourages its staff members to support

ministry fundraising efforts and allows solicitation of funds for mhnistry

fundraisers. Staff members engaging in these activities should ensure that they do

1170 O1 AOI U ET OAOZAOA xEOE OEA OOAE£E i Al AAO

Staff members may not solicit donations or sales to neRBCPNrelated causes on
the ministry premises without the prior approval of the Senior Pastor.
Furthermore, staff members may not distribute secular literature or other media or
solicit funds or sales for noAFBCPNrelated causes approved by the Senior Pastor
during working time. Working time does not include lunch periods, breaks, or any
other periods in which staff members are not on duty.

4EA DPIT OOET C T £ xOEOOAT Oi 1 EAEOCAOQCEITO 11 &
bulletin boards display important announcements and memoranda ancerning
ministry and employment information and should be regularly reviewed by all staff
members. If staff members have a message of interest to the entire staff, they may
submit it to the Senior Pastor or his staff employed designefor approval before
posting.

N. MINISTRY COMMUNICATION SYSTEMS

Communication services and equipment provided by FBCPN, including the
messages transmitted and stored by them, are the sole property of FBCPN.
Accordingly, FBCPN may access and monitor staff member communicationsdan

files as it considers appropriate.Staff members do not have any expectation of
DOEOAAU ET ATuU Aiii Ol EAAOGEITO 10 £ZEEIAO i
communication services and equipment, regardless of whether the communications

or files are designate or intended as private by the sender or the recipient-=BCPN
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service or equipment.

Communication services and equipment include, but are not limited to: mail,
electronic mail (email), courier services, facsimiles, telephone systems, personal
computers, computer networks, computer files, computer software, online services,
internet connections, intranets, video equipment and tapes, tape recorders and
recordings, pagers, cellulartelephones, voice mail systems, answering machines,
and bulletin board.

Staff members should ensure that no personal correspondence appears to be an

official communication of FBCPN since staff members may be perceived as
representatives of FBCPN and, thefore, damage the reputation of or create

liability for FBCPN. All outgoing messages, whether by mail, facsimile, email

internet transmission, or any other means, should be accurate, appropriate, and
ministry-OAT AOAA8 3 OAZEA | Al AAOOionénAds pobtag® forOOA &"
personal letters.

Most communication services and equipment have toll charges or other usage

related expenses. Staff members must be aware of these charges and should
consider cost and efficiency needs when choosing the proper vehaclfor each

ministry communication. Staff members should consult their supervisor if there is a

guestion about the proper mode of communication. Staff members are not
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calls. Staffmembers should practice discretion when making local personal calls

and may be required to reimburse FBCPN for any charges resulting from their

personal use of the telephone.

All incoming telephone calls should be answered promptly, courteously and
professionally. Messages taken for other staff members should be written legibly;

OET O A ET Al OAA OEA AAI1AOGO0 1T Ai Anh OAI APET
time of the telephone call; and should be promptly delivered to the recipient.

&" #0. 8O0 AT isipfopetylaAdiehuipment may not be removed from the
premises without prior authorization from the Senior Pastor or his staff employed
designee.

Other than the public access account provided by the Church, all online services and

the internet may be accesed only by staff members specifically authorized by

&" #0.8 3O0AEE | Al AROOGS 111 ET Arelé&igdfactiviies] O1 A A/
except as allowed below. In addition, staff members should not duplicate or

download from the internet or from an email,any software or materials that are

copyrighted, patented, trademarked, or otherwise identified as intellectual

property without the express written permission of the owner of the material.

When appropriate internet materials or email files are downloadedthey should be
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before and after decompression.

&" #0. 860 DI I EAEAO OEAO bpOI EEAEO 1 ££A1 OEOAN
materials in the workplace apply with equal érce to material communicated
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equipment is allowed as long as the use does not interfere with the staff medtD & O
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result in any additional expense to FBCPN. Each staff member will be required to
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In order to assure access to church files in the event the staff person is inaccessible,
all staff members must disclose their current passwords to the care of the
Personnel Committee. Updates are to be strigtl maintained. This listing of
passwords will be held in safe keeping and available for registered request. Staff
members should not share the passwords with other staff members. Staff members
may not monitor, retrieve or review any communication or file towhich they are
not a party, unless they have prior authorization. In the case of accessing files not
authored by the individual will require the identification of two withesses.

Abuse of FBCPN communication services and equipment provided by the ministry
in violation of law or ministry policies will result in disciplinary action, up to and
including termination of service. Staff members may also be held personally liable
for any violations of this policy. Staff members should notify their immediate
supervisor or the Senior Pastor or his staff employed designeapon learning of
violations of this policy. The following behaviors are examples of previously stated
or additional actions and activities that are prohibited and can result in disciplinary
action:

1 Sending or posting discriminatory, harassing, or threatening messages or
images
50ET ¢ OEA 1 OCAT EUAOQET I
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authorization

-
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1 Sending or posting confidenial material, trade secrets, or proprietary
information outside of the organization

1 Violating copyright law

Failing to observe licensing agreements
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1 Engaging in unauthorized transactions that may incur a cost to the
organization or initiate unwanted internet services and transmissions

1 Sending or posting messages or material that could damage the
I OCAT EUAOQETI 160 Ei ACA 10 OAPOOAOET I

1 Participating in the viewing or exchange of pornography or obscene
materials

Sending or posting messages that defame or slandethet individuals

Attempting to break into the computer system of another organization or
person, or refusing to cooperate with a security investigation

1 Sending or posting chain letters, solicitations, or advertisements not related
to business purposes or atvities

1 sending broadcast email messages from the FBCPN email account to all
users or large groups of users unless specifically authorized to do so

1 Using the internet for political causes or activities

Using the internet for gambling of any sort

JeopardUET ¢ OEA OAAOOEOU 1T & OEA 1T OCAT EUAOE
systems
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or services
Passing off personal views as representing those of the organization
Sending anonymous email rassages
Engaging in any other illegal activities

O. WORKPLACE VIOLENCE PREVENTION

FBCPN is committed to preventing workplace violence and to maintaining a safe

ministry environment. Given the increasing violence of society in general, FBCPN

has adopted the éllowing guidelines to deal with intimidation, harassment, and

threats and incidents of violence that may occur on its premises.

SOAELE | AT AAOO AOA POI EEAEOAA EOI I FEECEOEI C
be dangerous to others. lllegal firearms ah weapons, explosives or other

dangerous materials are prohibited from ministry premises.

Conduct that threatens, intimidates, or coerces another staff member, visitor,

member, or a member of the public at any time, including etfuty periods, will not

be tolerated. This prohibition includes all acts of harassment, including harassment

OEAO EO AAOGAA 11 AT ETAEOEAOAI 60 OAgh OAA
federal, state, or local law.
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Staff members who observe or learn of threats or incident®f violence or who
observe or learn of suspicious individuals or activities must report such
information to their immediate supervisor or another supervisory employee as
soon as possible. This includes threats by staff members, as well as threats by
visitors, members of FBCPN, or members of the public. The report must be as
specific and detailed as possible. When necessary to protect life, health, or property,
or when otherwise appropriate, employees should call the police before reporting
the threat or incident to a supervisory staff member. Staff members should not
place themselves in peril in attempting to intervene in a suspicious or a potentially
violent situation.

FBCPN will promptly and thoroughly investigate all reports of threats or incidents
of violence and of suspicious individuals or activities. The identity of the individual
making a report will be protected as much as is practical. In order to maintain
workplace safety and the integrity of its investigation, FBCPN may place employees
on administrative leave, either with or without pay, pending investigation.

Any staff member determined to be responsible for a threat or incident of violence
or other conduct that is in violation of these guidelines will be subject to prompt
disciplinary action up to and including termination of service.

P. DRUG AND ALCOHOL USAGE
Yyl AAAEOEIT OI AAET ¢ OET £#1 AAEAOEI O ET O
alcohol abuse and illegal drug use pose serious safety and health risks. Staff

members must immediately repat any observations of unusual behavior or other
indications that another staff member is under the influence of alcohol or drugs.

Staff members should report to their supervisor andSenior Pastor or his staff
employed designeetheir use of overthe-counter or prescription medication that
may impair their ability to perform their job safely and effectively.

The sale, use, purchase, transfer or possession of an illegal drug or drug
paraphernalia is a violation of the law. The Church will report information
concerning possession, distribution, or use of any illegal drugs to law enforcement
officials and will turn over to the custody of law enforcement officials any such
substances found during the search of an individual or property. The Church will
cooperate fully in the prosecution and/or conviction of any violation of the law.

Q. MOBILE DEVICE AND CELLULAR TELEPHONE USAGE

FBCPN may provide mobile devices (e.g., tablets, mobile hotspots, etc.) and/or
cellular telephones to some staff membersas a ministry tool to assist them in
communicating with other staff members, church members (if applicable), and
others with whom they interact as part of their ministry. Mobile device and/or
cellular telephone use is primarily intended for ministry-related calls. However,
occasional, brief personal use is permitted within a reasonable limit. If the church
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supplies a mobile device and/or cellular telephone the invoices are regularly
monitored.

In some instances, a monthly ministry reimbursement stipend may be provided as a
means of defraying the cost the employee bears as a convenience to the church for
ministry purposes.

Staff members who have access to a mobile device or cellular telephone while
operating a motor vehicle should remember that their primary responsibility is
driving safely and obeying the rules of the road. Staff members are prohibited from
using mobile devices and/or cellular telephones while drivingChurch vehicles or

TTTZ#EOOAE OAEEAI AO xakdssholld dafely pulEod ddead AOOET £
and cone to a complete stop before using electronic devices.

As a representative of FBCPN, cellular telephone users are reminded that the
regular etiquette used when speaking from office telephones or in meetings applies
to conversations conducted over a cellulatelephone.

R. RIGHTS TO CREATIVE EFFORTS; OWNERSHIP OF WORK
PRODUCT

Work product of church employees created from or during the work relationship
with the church is church property. If a church employee creates, writes, composes,
produces, designs, inventsmanufactures, develops or otherwise generates any
work or creative product while working for a church ministry assignment, arising
from the work relationship, while at work, using church time, materials, resources,
compensation, personnel or other mattersor relationships, any such product or
result, including the possession, value, sales, rights to income, marketing or other
forms of promotion or commercial exploitation belong to the church, and are not
the property of the employee.

If an employee belizes that he/she may be or become involved with an activity or
enterprise that will develop property, real or intangible, with value, while such
person is an employee of the church, the matter should be discussed thoroughly
with appropriate church personnelin order to avoid any confusion regarding the
activity, enterprise, or project, and the rights to or benefits arising from, such
activity.

Violations of these guidelines will be treated seriously, and strictly enforced, to the
extent necessary and appropate, including seeking available remedies through

1 ACAT AT A EOAEAEAI [ AAT 08 4EA #EOOAEGO DI |
regarding all creative work product matters, in order to protect the Church and
employee.

Employees may seek permissioirom the Senior Pastor or Personnel Committee
Officers to temporarily offer specified examples of their skill or creativity as
needed.
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S. DISCIPLINE

Disciplinary action may call for any of four steps verbal warning (recorded in file),
written warning, suspension with or without pay, or termination of employment?
depending on the severity of the offense and the number of occurrences.

During the course of an investigation of an allegation of employee misconduct, the
employee may be relieved of his/her duties ad placed on administrative leave
with pay pending the outcome of the investigation. Employees on administrative
leave with pay remain subject to all employment rules and policies, and will
continue to receive the pay and benefits to which they are othense entitled.

Employees who believe that they have been disciplined too severely or who
guestion the reason for discipline may use the dispute resolution procedure.

T. DISPUTE RESOLUTION

FBCPN recognizes that disagreements are inevitable in the life of evaninistry.
The important thing is not the fact that disagreements exist, but the manner in
which staff members express and resolve them. FBCPN believes that the process for
dealing with conflict given by Christ to believers (recorded in Matthew 18:180)
also applies to managing interpersonal conflict relating to ministry service. FBCPN
thus requires staff members with grievances to use the following procedures for
dealing with their grievances. FBCPN will attempt to promptly resolve all disputes
that are appropriate for handling under this policy.

U. PROCEDURES FOR ADDRESSING GRIEVANCES

Al APDPpOi POEAOA AEOPOOA EO AAEET AA
dissatisfaction concerning any interpretation or application of a work
related policy by supervisors or other saff members.Charges of workplace
harassment fall under a different dispute category, and should be reported
immediately as outlined in the Harassment PolicyExamples of matters that
may be considered appropriate disputes under this policy include:

1. A bdief that ministry staff policies, practices, rules, regulations, or
disciplinary procedures have been applied improperly or unfairly to a
staff member

2. Alleged discrimination because of a legally protected status such as
race, color, sex, age, national ignin, or disability

3. Improper or unfair administration of employee benefits or
conditions of employment such as scheduling, vacations, fringe
benefits, promotions, retirement, holidays, performance review, or
salary

B. Staff members should notify their supevisor, the Senior Pastor, or a
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member of the Personnel Committee in a timely fashion of any dispute
considered appropriate for handling under this policy. The dispute
resolution procedure is the exclusive remedy for staff members with

appropriate disputes.

1 6 OOAA EIT OEEO bIilEAUR OEA OAOI O OOE
OEi Aho AT A OB Odhdll &éan flve(5)udinedsdays]l 1 U

C. The dispute resolution procedure has a maximum of four steps, but disputes
may be resolved at any step in the processidputes will be processed until
the staff member is satisfied, does not file a timely appeal, or exhausts the
right of appeal under the policy. A decision becomes binding on all parties
whenever a staff member does not file a timely appeal or when a deasiis
made in the final step and the right of appeal no longer exists.

D. Staff members who feel they have an appropriate dispute should
proceed as follows:

FBCPMNersonnel Maual

Step One Promptly bring the written complaint to the attention of the

immediate supervisor within 5 (five) business days of the action leading

to the grievance. If the dispute involveghe supervisor, then the staff

member may proceed directly to step two. The supervisorshall

investigate the complaint, attempt to resolve it, and give a decision to¢h

staff member within 10 (ten) business daysThe supervisor $all prepare

a written and dated summary of the dispute and proposed resolution for

OEA AIiPITUAAGO PAOOITTAI FEEIA jEE ADPDI

Step Two: Appeal the decision to the supervisor's supervisoor Senior

Pastor, if dissatisfied with the OODPAOOEOI 06 0 AAAEOET T h
procedure with the Personnel Committee if Step One has been
bypassed. This appeal or initial dispute notification must be made in a

timely fashion in writing.

The supervisdd O OAOOETT 1T &£ OEA AEODPOOA AT A
submitted in writing. The supervisor's supervisor or Senior Pastor

will, in a timely fashion, confer with the staff member, the supervisor,

and any other members of administrative leadership considered

appropriate; investigate the issues; and communicate a decision in

writing to all the parties involved.

Step Three: Appeal an unsatisfactory Senior Pastor decision to the
Personnel Committee. The timeliness requirement and procedures to be
followed are similar to those in Step Two. The Personnel Committee will
take the necessary steps to review and investigate the dispute and will
then make a final decision that shall be put in writing and will become
the final agreement.
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E. Final decisions on disputes willnot be precedentsetting or binding on
future disputes unless they are officially stated as ministry policy. When
appropriate, the decisions will be retroactive to the date of the staff
i Al AAOGO 1T OEGCET A1l AEODPOOA 11 OEEZEAAOQEI T 8

F. Information concerning an enployee dispute should be confidential.
Supervisors and other administrative leadership who investigate a
complaint may discuss it only with those individuals who have a need to
know about it or who are needed to supply necessary background
information or advice.

G. Time spent by employees in dispute discussions with administrative
leadership or Personnel Committee during their normal working hours
will be considered hours worked for pay purposes.

H. Staff members will not be penalized for proper use of the dpute
resolution procedure. However, it is not considered proper use if a staff
member raises complaints in bad faith or solely for the purposes of delay
or harassment or repeatedly raises meritless disputes. Implementation of
the dispute resolution procediure by a staff member does not limit the right
of the ministry to proceed with any disciplinary action that is not in
retaliation for the use of the dispute resolution procedure. In addition, staff
members and supervisors are prohibited from retaliating aginst a staff
member who properly uses the dispute resolution procedure.

I. The Personnel Committee may, at its discretion, refuse to proceed with

any dispute it determines is improper under this policy. Further, this
policy does not alter the employmentat-will relationship in any way.
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VI. LEAVES OF ABSENCE
A.  SICK LEAVE

FBCPN provides paid sick leave benefits to regular fttime employees for periods
of temporary absence due to ilinesses or injuries. Sick leave benefits will be
calculated based on the employge®O AAOA PAU OAOA AO OEA OEIi A

Sick leave for all regular fulitime employees will be accumulated at the rate of one
day per month for any part of a calendar year that the employee is employed by
FBCPN. Staff members, employed prior ttanuary 2017, accumulation of sick leave
shall not exceed a maximum of seventy (70) working days. Any unused portion of
the (70) days may be carried over into next year, provided the accumulated total
does not exceed 13 weeks. Sick days may be carried forward kvét maximum carry
forward of 10 days. Upon termination or resignation, all remaining sick leave is
forfeited.

Authorization of sick leave for any employees not covered by the preceding policies
must be authorized by the supervisor and theSenior Pastor @ his staff employed
designeeon the basis of specific needs.

Paid sick leave can be used in minimum increments of one half day. An employee
may use sick leave benefits for an absence due to his/her own iliness or injury, or
that of a child, parent, orspouse.

Employees who are unable to report to work due to illness or injury should notify
their direct supervisor before the scheduled start of their workday if possible. The
direct supervisor must also be contacted on each additional day of absence.

If an employee is absent for five or more consecutive days due to illness or injury, a
DEUOEAEAT 80 OOAOCAI AT O 10060 AA DOI OEAAA OA
beginning and expected ending dates. Such verification may be requested for other
sick leaveabsences as well and may be required as a condition to receiving sick

leave benefits.

Before returning to work from a sick leave absence of ten (10) calendar days or
I T OAnh AT AiBITUAA T AU AA AOGEAA O bDHOI OEAA
may safely return to work.

As an additional condition of eligibility for sick leave benefits, an employee on an
extended absence must apply for any other available compensation and benefits,
OOAE AO x1 OEAOOGG6 AT i DAT OAOET 1 8pplerkeAtianyl AAOA
payments that an employee is eligible to receive from state disability insurance,

x] OEAOO8 Ai i DAT phdEd disabiity insé&ranéeOprograms. The
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combination of any such disability payments and sick leave benefits cannot exceed
theAl D1 T UAASO 11 Oi Al xAAEI U AAOT ET cO8

Sick leave benefits are intended solely to provide income protection in the event of
illness or injury, and any request involving extended absence beyond the regular
sick leave authorized, or requiring other special conderation, must be made
through the Senior Pastor to the Personnel Committee and will be considered on an
individual basis.

Sick leave may not be used for any other absence. Unused sick leave benefits will not
be paid to employees while they are employedraipon termination of employment.

B. LONGTERM DISABILITY
At this time, FBC does not offer longerm disability to staff members.

C. PARENTALLEAVE (Maternity/Paternity Leave)

Prior to delivery, any employee may request up to 6 weekgarental leave with a
maximum of 4 weeks paid by submitting a written request to their supervisor for
approval by the Senior Pastor and the Personnel Committee. Leave will be granted
on an individual basis.

D. PERSONAL BUSINES

It is occasionally necessary for an employee to be absenbrn work briefly for
personal reasons. Such absences may be arranged by securing the approval of the
immediate supervisor. The maximum number of paid days permitted shall be three
(3) in any calendar year. Personabusiness days may not be scheduled agugi
holidays of the church unless approved by the Pastor. When possible, personal days
should be requested a minimum of three weeks in advance.

E. VACATION BENEFITS

It is the policy of FBCPN to provide regular fultime employees with vacation time

off with pay to provide opportunities for spiritual renewal, physical rest and

OAl AGAOCET T h AT A EAITEI U OEiIi A8 6AAAOCEIT OEI A
at the time of vacation. Vacation benefits will be communicated to the new staff

member at the timeof their employment.

Each permanent full time employee (ministerial and support) shall receive one

week of vacation absence with pay (including one (1) Sunday) after having worked

six (6) months, and another week, including one (1) Sunday after having waed

one year. Thereafter, each employee shall receive two (2) weeks vacation absence

with pay (including two (2) Sundays) in each calendar year. At the end of five (5)

years of continuous service and the beginning of the sixth (6) year, each employee

will receive three (3) weeks vacation, four (4) weeks vacation after the end of ten

(10) years, and so forth. A week of vacation time shall be defined as a work week

1 AT cOE EAAT OEZEAA ET OEA AiDPITUAAGO -ET A AR
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with FBCPN prior to January 2017 will receive a maximum of 5 weeks vacation.

Permanent parttime support staff may request unpaid time away. Appendix D will
be used to place tk request before the supervisor.

VACATION EARNED

MAX
Service Vacation 1 week 2 weeks 3 weeks 4 weeks
after within final
1-5years 2 weeks 6 months 6 months
after after within final
6 - 10 years 3 weeks 4 months 8 months 4 months
after after after within final
11+ years 4 weeks 3 months 6 months 9 months 3 months

a. Granted unearned vacation will be recovered in final payment check.

b. Vacations should be scheduled to provide adequate coverage of church activities by
remaining staff. Staff members shall not take vacation during Vacation Bible School
or other times when heavy work loads are expected. Pastor shall have the final
authority in matters relating to timing and scheduling of vacations, vacations must
be used in the given yem no vacation time can be carried over into the following
year. (See Appendix C)

c. If a staff member begins work before July 1, (applies to new employee with no
previous denominational service) he or she is entitled to one (1) week of vacation
for that year.

d. Called staff member shall not be off the church field for more than two (2)
consecutive Sundays, without the approval of the Personnel Committee.

e. Staff shall always give priority to Sunday and Wednesday churekide ministry
scheduling as well as majoministry assignments. Absences for such priority are to
be held to a minimum. In such absences, assurances should be communicated prior
to the absence and those covering the absence should be identified by position and
name.

f. Vacation (time away from thechurch) for Ministers or Support Staff coming from

another Church or Institution under the Cooperative Program Canopy will be based
upon total time in ministry.
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g. Upon termination of employment, employees will be paid for accrued unused
vacation time thathas been earned through the last day of work.

F. PERMANENT PART TIME MINISTERIAL EARNED TIME AWAY

Each part time ministerial employee shall receive earned time away in order to
compensate when time on job has exceeded their supervisor approved expected
hours worked. There will be a maximum of two weeks earned annually. No time
earned will be carried over.Part-time ministerial employees with more than 11
years of service with FBCPN prior to January 1, 2017, are permitted to earn a
maximum of 3 weeks annual}.

Ministerial duties that include extended hours of service such as overnight camp
schedules, concentrated ministry service such as Vacation Bible School will require
the use of regular schedule weekly ministry segments (20 hours) applied to the
event ard only a maximum of 40 service hours will be earned at the event (20
regular hours and a maximum of 20 earned hours at the same event, with only a
maximum of 8 ministry hours earned in a 24 hour period.)

51 PAEA 1 AAOA 1 AUu AA ¢ OAWwith dpprovil bf Siiperdisorx AAE 6 O
and Personnel Committee.

G. PROFESSIONAL LEAVES OF ABSENCE

Any staff member may request permission, subject to the approval of the Senior
Pastor, to attend a continuing education conference or annual convention. The
church may provide for the fees of the conference including travel and lodging. Each
staff member shall generally be limited to one conference/convention per year, not
to exceed 4 days. Attendance of additional conferences/conventions must be
approved by the Senior Pstor.

Completed form must be filed in personel folder. (See Appendix D)

H. MINISTRY ENGAGEMENTS

A ministerial staff member may request to assist other churches by leading revivals,
workshops, conferences and seminars. Each ministerial staff member may
participate in multiple engagements, the total not to exceed seven days, including
ITA 301 AAU xEOEET OEA OAI A UAAO8 4EA 1 EI
approved by the Senior PastorCompleted form must befiled in personnel folder.
(See Appendix D)

. CHUR®E-SPONSORED MISSION TRIPS

Any staff member may request permission, subject to the approval of the Senior
Pastorand Personnel Committeeto lead a churchsponsored mission trip. The staff
member may be reimbursed at his/her regular pay rate for the time bthe mission
trip. The church may assume responsibility for the travel and lodging expenses of
the staff member only. Each staff member shall be limited to one mission trip per
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year. Special circumstances may be accommodated, with approval of the Senior
Pastor with consultation of Personnel Committee.

J. SABBATICAL LEAVE

Upon completion of each seven year period of service to the FBCPN, the Senior
Pastor is eligible, with full salary, a leave of twelve (12) weeks. Additionally, upon
completion of each seve year period of service to the FBCPN, feime members of
the ministerial staff, other than the Senior Pastor, are eligible, with full salary and
housing allowance, a leave of twelve (12) weeks. The sabbatical leave weeks are to
be consecutive, are to & used for study, additional training and rest and may, upon
approval by the Senior Pastor, be taken anytime during the calendar year following
the 7th year anniversary date.

Approval of a sabbatical anticipates a minimum continued employed service togh
church of 1 (one) calendar year. If employed service is less than 1 year there will be
consideration of reimbursement to the church due to diminished benefit to the
church as a result of the sabbatical experience.

Sabbatical leave may not be cumulativand should be taken in a timely manner, as 3
AEOAOOOAATADPDPOI OAA Au OEA 3ATEI O 0AOOI Oh A
date.

Sabbatical leave shall include vacation time, conference/convention time, ministry
engagement time, and nogfob related chuch-sponsored mission trip time for the
year in which it is taken. If sabbatical is granted for less than twelve (12) weeks, an
appropriate proportion of reduced vacation time, conference/convention time, and
ministry engagement time will be established pon approval of the sabbatical
details.

In the event two or more ministerial staff persons are eligible for sabbaticals in the
same calendar year, seniority will serve as the basis for the priority in selecting
dates for sabbaticals. Normally only one misterial staff member will be granted a
sabbatical leave in a given yeatn the event more than one ministerial staff member

is eligible for sabbatical leave, the Senior Pastor shall determine which staff member
takes sabbatical leave. In the event anigible ministerial staff member is unable to
take sabbatical leave as a result of one or more others taking sabbatical leave, such
eligibility shall extend to the next year.

In addition to full salary, a stipend (not to exceed 5 percent of the ministeriadtaff

DAOOTI 160 AT1T OA1 AAOA OAlI Aduq i Au AA CcOAT O
study expenses. The amount of the stipend will be determined by the Senior Pastor

and the Personnel Committee, subject to approval by the Finance Committee and
basedupon sabbatical plans submitted (See Appendix B)
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K. HOLIDAYS

FBCPN will grant paid holiday time off to regular fultime employees on the
holidays listed below:

. Ax 9AAOBO %wOA

. Ax 9AAOGO $AU j*AT OAOU pQ
Good Friday

Memorial Day (last Monday in May)

Independence Day (July 4)

Labor Day (first Monday in September)

Thanksgiving Day (fourth Thursday in November)

Day after Thanksgiving

Christmas (December 24, 25, 26)

One floating holiday (date determined by employee, subject to approval of
supervisor)

= =4 =4 4 4 -4 -5 45 -5 -9

Holiday pay will be after employee has been on job for thirty days.

A recognized holiday that falls on a Saturday will be observed on the preceding
Friday. A recognized holiday that falls on a Sunday will be observed on the following
Monday.

Part time employees a awarded holidays when the holiday falls during their
regularly schedule work hours. Paid time off for holidays will not be counted as
hours worked for the purposes of determining overtime.

L. DUE TO DEATH

1 Immediate Family (all employees)z Employee may begranted up to three
days with pay for funeral service

1 Other than immediate family z May be granted one day paid leave by
Personnel Committee

4EA OAOI OEI T AAEAOA MEAT EI U6 OEAIT ETAI OAA
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1. Spouse, en or daughter, including a biological, adopted, or foster clai,

son- or daughter-in-law, a stepchild, a legal ward, or a child for whom the
employee stands in loco parentis.

2. Parent, stepparent, parerdin-law, or other individual who stands in

loco parentis to the employee.

3. Sibling, stepsibling, siblingin-law.

4. Grandparent and grandchild.

5 1T U PAOOIT OAOEAET C ET OEA AipIlTUAA
or death.

M. CIVIC LEAVE

FBCPN encourages employees to fulfill their civic responsibilities by voting and by
serving jury duty or testifying as a witness when requied. Generally, employees are
able to find time to vote either before or after their regular work schedule, or on
their lunch break. When working hours coincide with voting hours, flexible
scheduling or time off for voting may be authorized by the immedia&t supervisor.

Qu

Employees needing time off to testify as a witness or serve jury duty must
immediately provide their supervisor with a copy of their withess subpoena or jury
duty summons as soon as it is received so that the supervisor may make
arrangementsto accommodate their absence. Employees will be paid up to ten days,
thereafter, difference in jury pay and regular pay.

%EOEAO &"#0. 10 OEA AiDiiUAA AU OANOAOO A
EOACI AT Oh OEA Al P11 UAAGBG Gopkrationalidifidulties.] 01 A AOA
FBCPN will continue to provide regular benefits for the full term of the jury duty

absence. Vacation, sick leave, and holiday benefits will continue to accrue during
jury duty leave.
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Vil. APPENDIX

FIRST BAPTIST CHURCH
JOB DESCRIPTIONS

LAST UPDATED 01.01.2017
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1. SENIORPASTOR

Principle Function: The pastor is responsible to the church for proclaiming the gospel of
Jesus Christ, teaching the Bible, pastoral care ministries in the church and community,
administrative leadership in all areas of church life, and administration of the paid staff.

Staff Relationship: The Senior Pastor shall be responsible for the administration of the
church staff on a day to day basis and may call on the Personnel Committee as necessagy. T
Personnel Committee shall be the responsible supervisor of the Senior Pastor.

Responsibilities:

1. He is the spiritual leader and overseer of the congregation.

2. Lead in planning and conducting the worship services, prepare and deliver sermons,
lead in obsevance of ordinances and other special services.

3. Provide administrative leadership for the total church program.

4. Lead the staff and the church in a caring ministry for persons in the church and
community.

5. Proclaim the gospel and lead the church in proclaimg the gospel to the church and
community.

6. Conduct funerals and perform wedding ceremonies.

7. Act as moderator of monthly ministry conference.

8. Work with the deacons, church officers, and committees as they perform their
assigned responsibilities; train andead the deacons in a program of family ministries.

9. Recommend and advise on the selection of all staff members and determining their
duties.

10.  When needed, give supervision to other members of the church staff.

11.  Serve as the primary staff adviser for the Comittee On Committees and Teams,
Constitution and Bylaws Committee, Finance Committee, Personnel Committee,
Property and Maintenance Committee, and the Missions Committee.

12.  Cooperate with associational, state, and denominational leaders in matters of mutual
interest and concern; keep the church informed of denominational development;
represent the church in civic matters.
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2. MINISTER OF WORSHIP/MUSIC

Principle Function: To give guidance, supervision, and promotion to the Music and Worship Ministry
of First Baptist Church of Port Neches.

Staff Relationships : Shall work under the guidance and supervision of the Pastor, in cooperation with
other staff members.

Responsibilities:
A. Music Ministry

1.
2.

3.

11.
12.
13.
14.
15.
16.
17.

18.

19.

20.

21.

Lead the congregation in dynamic worship.

Assist the Pastor in @nning worship services of the church with special attention to the
selection of music.

Direct the planning, coordination, operation, and evaluation of a year round comprehensive
music and worship ministry.

Coordinate the church music and worship ministrywith the calendar and emphases of the
church (so that the calendar accurately reflects and communicates the overall purpose and
direction of the church.)

Direct or supervise special music including individual voice, ensembles, handbells and drama
presentaion. Develop appropriate age kevel music organizations including but not limited to
3AT AOOAOU #ETEOh 3ATETO ! AOI O #ET EOOh [/ OAEAOOC
Conduct Sanctuary Choir and related rehearsals.

Develop appropriate age level musiorganizations including but not limited to Sanctuary
#ET EOh 3ATEI O ! AOI O #ET EOOh / OAEAOOOAKh 91 OOE ¢
Maintain music library and materials; supervise the care and maintenance of the
instruments or other equipment used in the musc ministry.

Supervise the work of instrumentalists.

Help arrange music for weddings, funerals, and other church related ministry events as
requested.

Enlist, train, and supervise leaders of the church music ministry.

Cooperate with the association and sta lkeaders in promoting ministry.

Be the primary staff advisor for the Music and Flower Team and CELs (Christians enjoying
living).

Work with Pro-presenter, Finale Music Notation Program or its Equivalent.

Direct the work of Media Interns and give directio to media ministry.

Direct the work of Sound System Technicians and coordinate maintenance of sound and
lighting equipment with proper Team (s).

Lead the Music and Worship Team to strengthen the ministry of First Baptist Church of Port
Neches.

Assist in the development and administration of the annual budget needs of the Music &
Worship Team (so that the budget accurately reflects and communicates the overall
purpose and direction of the church.)

Identify and develop potential leaders, volunteers and advig's to assist with diverse,
changing music and worship needs in the local church.

Maintain compliance with First Baptist Church policies and procedures. Maintain
compliance with all state and federal laws and regulatory requirements

Develop, maintain, andconsult the protective care regarding all workers and participants in
all music ministry activities.
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Skill and Experience

1. In-depth understanding of a comprehensive field of knowledge, generally acquired through
AAOT AA AAAEAT T 08 O ABA ¢ 00 ADId OA ABAKIORBA D OAEZRIOOAA S
2. Ability to relate positively, influentially, and sensitively to a broad spectrum of persons in a
variety of multi-tiered relationships and settings to include but not limited to clergy, laity,
institutional staff/faculty, var ious Baptist organizations.
3.  Proficient ability to plan, administer, and report budgets.
4.  Ability to provide strategic and logistical planning and facilitate meetings,
conferences, workshops, and retreats as required.
5.  Proficient client managenent skills.
6.  Ability to establish and maintain effective working relationships with staff,
vendors, churches, committees, organizations, etc.
7. Excellent organizational skills; ability to multi-task.
8.  Professionalism in the workplace to inclu@ professional and accurate
communication with others.
9. Commitment to Christian principles and teachings both professionally and
personally required, with an understanding and commitment to Baptist distinctives.
SUN MON TUE |WED |THUR |FRI | SAT
Before Noon 4 2
1:00-4:30 3 2
Before 9:00 pm | 3 2 4
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3. MINISTER OF STUDENTS
Principle Function: Minister of Students- Grades7-12 and Collegeages19-25

Staff Relationship: Shallwork under the guidanceand supervision of the Pastor, in cooperation with
other staff members.

Responsibilities:

1. Direct and promote the total StudentMinistry (Grades7-12 and College)of First Baptist Church
through the participation of studentsin evangelism,discipleship, missionsand church life.
Development of these priorities is expectedto include but is not limited to the following strategies:

*a. Discipleship

i. Implement aleadershipdevelopmenstrategythat includesall student grades7-12 and
College.

ii. Implement an enlistmentstrategy for involving new studentsin all ministries

iii. Implement aworship strategythat trains studentsin leadingworship with opportunity to
leadin worship

iv. Implement ameaningful LifeGroup/ Bible studystrategythat actively involves youth in
learning

*b. Evangelism

1) Strongevangelisticskills.

2) Implement a sharingyour faith strategythat equips Christian studentswith the knowledge
andtraining to reachthe unsavedon their campus,giving them the opportunity to hearand
respondto the gospel

3) Planand conductregular outreach efforts for prospectsand absentees.

4) Identify needsof students parents and respond to those needsthrough ministry activities,
seminars,etc.

*c. Missions

1) Useaninvolvementstrategythat leadsstudents to be involved in StudentMissions.

2) Implement an experiencestrategy that gives students opportunities to beinvolved in short
term projects aswell asongoinglocali E O O Expériéntes.

3) Usea giving strategythat teachesstudents the discipline of giving sacrificially to missions.

*d. ChurchLife

1) Useachurchstrategythat leadsstudentsto beinvolved in First Baptist Church.

2) Coordinatewith program organizational leadersto enlist workers for students ministry
organizations.

3) Coordinate the creation of the annual students ministry and church family life ministries
budget proposals;administer thesebudgetsin accordancewith church policy.

4) First Baptist Churchof Port NechesStudentMinistry is not designedto function asa
counselingministry. The StudentMinister will not be involved in ongoing counselingwith
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students but will seekto encouragestudentsto the proper professionalchannelsfor this

service.

(5) Develop, maintain, and consult the protective care regarding all wkers and participants
in all student ministry activities.

(6) Cooperate with associational, state, and denominational leaders in matters of
mutual interest and concern; keep the church informed of denominational
development; represent the church in civic mattes.

Required Skills/Experiences

1. Requiresability to provide strategic and logistical planning and facilitate meetings,conferences,
workshops, and retreats asrequired.

2.Requiresknowledge of and commitment to traditional Baptist distinctives.

3. Requiresunderstanding of Scripture and theology and commitment to lifelong study and personal
growth.

4. Ability to develop strong, consistentleadershipamongstudents.

5. Requiresstrong evangelisticskills.

6. Requiresarecognizableword gift in speakingbefore a group or congregation.
7.Requiresproficiency in interpersonal and conversationalskills for sharing the messageof Jesus
Christ at anytime in an appropriate manner fitting of the person, situation andtime.

8. Requiresexcellent,professionalwritten communication skills.

9. Requiresability to make effective,timely and appropriate decisions.

10. Requiresexcellentlistening skills, interpersonal skills, and relationship building skills.
11.Requiresexcellentdemonstrated leadership skills necessaryto appropriately influence peopleto
achieveadesired outcome.

12. Requiresability to travel to various geographiclocations and someovernight staysincluding
weekends.

13. Requiresprofessionalismin the workplace to include professional and accuratecommunication
with others.

14. Requiresability to speakclearly and make self understood in faceto faceinteractions; to
articulate with accuracyon the telephone and through e-mail.

15. Requiresability to establishand maintain effective working relationships with staff, vendors,
community partners, teams,organizations, etc.

16. Requiresexcellentorganizational skills; ability to multi -task.

17.Requirescommitment to Christian principles and teachingsboth professionally and personally.
18. Requiresproficient working knowledge and ability to usevarious office software including, but
not limited to, Microsoft Word, Excel, AccessMicrosoft Outlook email, and internet skills;
intermediate level skills required.

19. Requiresability to grasp,push,pull, carry or otherwise manipulate objects;ability to perform
tasksrequiring action of musclesor groups of musclesand foot and/or hand-eye coordination

20. Requiresability to walk, stand and sit, sometimesfor prolonged periods of time.

21. Requiressufficient good health to properly dischargeduties.

22. Maintain compliancewith The First Baptist ChurchPort Nechesemployeepolicies and
procedures.Maintain compliancewith all state and federal laws and regulatory requirements.

23. Perform other duties asrequired.

24. Develop, maintain, and consult the protective care regarding all workers and participants in all
student ministry activities.

SUN MON TUE WED | THUR | FRI SAT
Before Noon 45 4 4 4 4 3
1:00-4:30 2 3.5 3.5 3.5 3.5
Before 9:00pm | 4 1 1 4.5 1
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4. INTERIM ADMINISTRATIVE PASTOR

Principle Function: In the absenceof a SeniorPastor,the Minister of Studentshastaken on the
duties of the Interim Administrative Pastor.The current title is Minister of Students/Interim
Administrative Pastor.

Staff Relationship: Shallwork under the guidanceand supervision of the Interim SeniorPastor,in
cooperationwith other staff members.

Responsibilities:

1. Pastor Care in coordination of Deacon and church leadership tespond to hospital
visitation, emergency pastoral care response, and other related needs.

2. Coordination and staff leadership toProperty and Maintenanc&€ommitte€, Janitorial
Care and coordination of facilities, grounds, and maintenance.

3. Partnered attertion with the Interim Senior Pastor regardingFinance Committee
Office Staff coordination, and consultation/consideration of congregational needs.

4. Serve as primary staff advisor to: Property and Maintenance Committee, Finance
Committee and Missions &en!
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5.

MINISTER OF CHILDREN & PRETEENS

Principle Function : To give guidance, supervision, and promotion to the children and preteen
ministries of the church.

Staff Relationship: Shall work under the guidance and supervision of the Pastor, in coofgion
with other staff members.

Responsibilities:

1.

10.

11.

12.

13.

Lead the church in planning, conducting and evaluating a comprehensive ministry of Christian
education, primarily through LifeGroup, Discipleship Training, Vacation Bible School, Bibke Drill,
Bible Buddies and Missions Organizations for children and preteens.

Direct the enlistment and training of children and preteen workers for the church ministry
organizations.

Work with the ministry leaders to coordinate visitation for the children and preteen divsion and
lead workers to visit prospects and absentees.

Communicate weekly with workers of children and preteen and LifeGroup workers.

Advise in the use of program materials, equipment, supplies, and space by children and preteens in
the church ministries. Maintain adequate supplies, literature and materials.

Assist with planning and conducting special projects for children and preteen ministries such as
retreats, camps, summer programs, Fall Festivals, etc.

Administer Extended Session Adtities (i.e. revivals, event evangelism).
Prepare an annual budget for recommendation to thBinance Committee

Serve as staff advisor of Children/Preteen Team which meets monthly (generally the second
Wednesday of each month)

Work with other members of the church staff in coordinating their work with the total church
ministry.
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Develop, maintain, and consult the protective care regarding all workers and participants in all
children ministry activities.
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Part Time Minister of Children & PreTeen
Ministry Service Report

APPENDIX A5

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Church
Church
Off campus prep
Off campus
ministry
Off campus
ministry Off campus prep
Church Church
Church Church
Off campus
ministry
6.5hrs 3 hrs 3 hrs 5 hrs 4 hrs

Employee Signature

Supervisor Signature

FBCPMNersonnel Maual
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6. INTERIM LADIES BIBLE STUDY COORDINATOR

Principle Function: In the absenceof a SeniorPastor,the Part-time Minister of Children and
Preteenshastaken on the duties of the Interim LadiesBible Study Coordinator.

Staff Relationship: Shallwork under the guidanceand supervision of the Interim SeniorPastor,in
cooperationwith other staff members.

Responsibilities:  This job involves leading,organizing, and facilitating ladies bible study.
1. Prayerfully choose curriculum for 2 bible study sessions per year (faéind spring).

2. Responsible for room set up (filling out proper paperwork, checking to see set up is
complete, setting up if necessary, doors unlocked, AC/heat on)

3. Purchasing and distributing curriculum.

4. Scheduling bible study dates based on church caléar and room availability.
5. Recruit facilitators when necessary

6. Communicate with volunteer facilitators on a regular basis

7. Provide other resources necessary as required by curriculum

8. Publicity of bible study through church communications & social media

9. Coordinate with Preschool Minister to provide childcare
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7. MINISTER OF PRESCHOOL

Principle Function:  To give guidance, supervision, and promotion to the preschool ministries of the
church.

Staff Relationship: Shall work under the guidance and sugrvision of the Pastor, in cooperation with
other staff members.

Responsibilities:

1. Lead the church in planning, conducting and evaluating a comprehensive ministry of Christian
education, primarily through LifeGroup, Discipleship Training, and Mission®rganizations, for
preschool.

2. Direct the enlistment and training of preschool workers for the church ministry organizations.

3. Work with the ministry leaders to coordinate visitation for the preschool division and lead workers
to visit prospects andabsentees.

4. Advise in the use of program materials, equipment, supplies, and space by preschool in the church
ministries.

5. Communicate weekly with preschool workers.

6. Assist with planning and conducting projects for preschool ministries.

7. Administer Extended Session Activities through the Preschool Team.

8. ! Al ETEOOAO OEA -1 OEAOG6O0 $AU /OO DOI COAI 8
9. Prepare an annual budget for recommendation to thBinance Committee

10. Work with the Preschool Team.

11. Enlist and hire paid childcare wakers as needed.

12. Supervise paid childcare workers

13. Maintain adequate supplies and literature.

14. Develop and calendar a full program of activities for the preschool ministry.

15. Work with other members of the church staff in coordinating their wak with the total church
ministry.

16. Develop, maintain, and consult the protective care regarding all workers and participants in all
preschool ministry activities.
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Part Time Minister oPreschool

Ministry Service Report

Sunday Monday Tuesday Wednes@dy  Thursday Fri. Sat.

5 3 4.5 4 4.5 22 hrs

Employee Signature

Supervisor Signature
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8. MOTHERSGDAY QUT DIRECTOR

Principle Function: 4 EA -1 OEA0G0 $A
El
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Staff Relationship: Shall work under the guidance and sugrvision of the Parttime Minister

of Preschool, in cooperation with other staff members.

Responsibilities :

1. Works directly under the supervision and guidance of the Minister of Preschool.

2. Attend monthly Preschool Team meetings (as needed).

3. Secureadeqgh OA Ai 1010 T £# PAEA OAAAEAOO AT A OOAOOE
program.

4. Supervise the paid teachers, coordinates their work schedule, maintains a record of hours
worked, calculates wages earned and turns in a monthly summary sheet to the Minister
of Preschool.

5. Shall see that all church Preschool Policies and Procedures are maintained and followed.

6. 3EAI 1T OAA OEAO OEA -1 OEAOGO $AU /OO0 EO A NOA

7. Coordinate with other church ministries as needed.

8. Is responsible for maintainingmaximum program enrollment, handling inquiries
about the program, and corresponding with parents of children enrolled in program.

9. Be an active participating member of First Baptist Church, Port Neches.

10. Attend weekly Staff meetings as requested.

11. Devdop, maintain, and consult the protective care regarding all workers and participants

s ~NA 2 s 2 oAz

ET All -1 OEA0O8O $AU I/ OO AAOEOEOEAOS

FBCPMNersonnel Maual 63



PERSONNEL MANUAL APPENDIX A9
9.0! 34/ 283 -).)3429 133)34! .4
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performance of ministerial assistant duties.
Responsibilities:

1. Does all typing for the Pastor including letters of correspondence, outlines, list of m®ns for
special activities, or promotion of a project.

2. Answer phone, and place calls for the Pastor as requested.
3. Prepare order of worship bulletin for Sunday worship services and/or other special worship
services. Run off needed copies of Sundayder of worship, then count out for LifeGroup
departments.
4.  Prepare and mail cards to newcomers and cards of appreciation to visitors.
5. 3APAOAOA OEOEOI 060 EIT £ O AOGET T h OAOAOOGAOGETT O £
a. give visitors slips tostaff
b. type up list of reservations for Wednesday night meal
C. update staff on prayer request and place requests in prayer room )
6. 0OAPAOA DPOAUAOTOITC OEAAO £ O 7AAT AGAAU TECEO O
7.  Work with Pastor on special projects and special teams, includirgpecial typing or preparation

of booklets and promotional items.

8. 001 AAOO AA8O AOI I xI OOEEDP OAOOEAAO ATl PUTODIT.
processed from programmer, upload to church website, place original cd in library).

9. Keep church alendar and website upto-date. Type up church calendar for congregation.

10. Serve the congregation as church clerk, requesting and granting letters, update membership
records on computer and rolodex cards, prepare minutes for business meeting, keep redaf
minutes/decision and organizational reports and type minutes from deacons meeting or obtain
from deacon secretary and keep copies of minutes for deacons record book.

11. Send memorial acknowledgements to contributors and those receiving memorials. &g records
of scholarship contributors to provide to scholarship committees.

12. Type hospital cards and email/update staff on those in hospital/rehabilitation. Work with prayer
team.

13. Make up new member notebooks to be delivered by LifeGroup departmisn Keep new
member/decision board up to date.

14. Keep master membership records ugo-date including teams, deacons, surveys, homecare, and
widow(er) members.

15. Annually complete and mail the Annual Church Profile to the Golden Triangle Baptist Netor

16. Perform all other duties as may be assigned by Pastor.

17. Attend meetings as requested by staff.

18. Demonstrate thoroughness, reliability, and a high degree of accuracy in performing work
assigned.

19. Work cooperatively with others and maintainsa positive attitude in the work environment.

Sun (attend worship services for any decisions made as church clerk)

SUN MON TUE WED | THUR | FRI SAT
Before Noon 4 4 4 4 4
1:00-4:30 3 3 3 3 3
Before 9:00 pm
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10. RECORDS AND FINANCIAL MINISTRYSAISTANT

Principle Function : Responsible for maintaining the church financial and organizational records,
preparing periodic reports, and writing of checks as authorized.

Staff Relationship: The Records and Financial Ministry Assistant is responsible the church, through
the Minister of Christian Education or Pastor for performance of the ministry duties.

Responsibilities:

1. Supervise the counting and depositing of all church offerings and other receipts.

2. Post receipts and disbursement of all accountccording to financial system.

3.  Supervise the posting of weekly offerings to individual accounts.

4. Prepare bank reconciliation statements monthly.

5. Prepare financial reports forFinance Committeeand Church Ministry Conference. Prepare
weekly, monthly, andannual financial reports upon request.

6. Check all invoices and obtain approval before payment. Credit to proper budget items.

7. Maintain file of invoices, correspondence, and reports.

8. Prepare and issue checks for all regular budget items and confer with Niter of Christian

Education or Pastor about payment of special items.

9. Keep the staff and Treasurer informed about the budget expenditures and receipts.

10. Maintain records for all special offerings and designated accounts.

11. Assign envelope numbers to new Lif@roup members and Church members.

12. Compute byweekly time cards of hourly paid workers and issue checks or transmit payroll
through designated bank. Issue compensation checks for other workers or ransmit through
designated bank.

13. Oversee the sending of cdribution statements to members quarterly.

14. Maintain and keep upto-date all LifeGroup records, enroll new LifeGroup members.

15. Post LifeGroup attendance records in Church program.

16. Provide weekly LifeGroup summary reports.

17. Assist ministry assistants in answeing the phone when necessary and help with extra work
around the office if caught up on regular work.

18. Maintain and send monthly envelope list via computer-enail to Baptist Envelope Service.

19. Post mail and go to post office daily and as needed for mailouts.

20. Attend meetings as requested by staff.

21. Demonstrate thoroughness, reliability, and a high degree of accuracy in performing work
assigned.

22. Work cooperatively with others and maintains a positive attitude in the work environment.

23. Order items for office and Nhisters.

24. Help Ministers with special events.

SUN MON TUE WED | THUR | FRI SAT
Before Noon 4 4 4 4 4
1:00-4:30 3 3 3 3 3
Before 9:00 pm
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11. PUBLICATIONS/MUSIC/OUTREACH MINISTRY ASSISTANT

Principle Function : To perform ministry assistantduties related to Publications, Ministerof
71 OOEEDPT- OOEA Al A xI OE AT A AOOEOO E OEA EI bi Al Al
strategy and ministries.

Staff Relationship : Publications/Music/Outreach Ministry Assistant is responsible to tke church,
through the age group Ministers, Minister of Worship/Music and Pastor for performance of ministry
assistant duties.

Job will require working up to 22 hours each week.
Responsibilities:

1. Maintain all materials and equipment necessary for t program or any other
visitation/outreach programs we may schedule.

2. -AET OAET OEA 1 AOGOGAO AT A All x1 OEET C Z£EI A0 AU 0O}
information up-to-date.

3. Prepare and assign visitation cards to the appropriate LifeGup.

4, 3A0 Obph DPOAPAOA AT A DPEAE OP All 1 OOOAAAE 1 AOGA
outreach program and other scheduled group visitations.

5. Distribute up-to-date outreach information in time for weekly leadership meetings.

6. Assistin the orgoing discovery of prospects.

7. Coordinate with staff members and LifeGroup leadership the outreach program.

8. Post weekly offerings to individual accounts.

9. 00OADPAOA AT A 1T OAOOGAA 1T1T1TO0EIT U AAEOGEIT 1T &£ OEA O6E
through final preparation and mailing.

10. Order literature and supplies as necessary to Music Minister through requested points of
supply. Enter all new music into music program and make and label individual pieces or books.

11. Assist Minister of Worship/Music in their preparation through typing, mailings and publicity.

12. Answer telephones on assigned days. TueThurs.)

13. Upon request answer phone and place calls for Minister of Worship/Music.

14. Assist all organizations of the church with needed tyipg, mailing, or publicity.

15. Demonstrate thoroughness, reliability, and a high degree of accuracy in performing work
assigned.

16. Work cooperatively with others and maintains a positive attitude in the work environment.

17. Attend meetings as requestd by staff.

18. Empty Music Folders from Sunday Choir and returmusic to files.

20. Run weekly choir rolls and post attendance.

21. Do mailings for Student Ministry.

22. Maintain the records and ordering of the Memory Gardens Plaques.

23. Pull weekly music, copy and make accompanist books for Wednesdpsactice and Sunday
worship.

24. Do Postcards for LifeGroups as requested.

SUN MON TUE WED | THUR | FRI SAT
Before Noon 2.5 2.5 2.5 2.5
1:00-4:30 3 3 3 3
Before 9:00 pm
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12. CHURCH PIANST

Title : Church Pianist

Accountability : Minister of Music

Employment : Part-time

Principle Function : The pianist is responsible to the minister of music for serving as
an instrumentalist for the church and assisting in the music
ministry.

Responsibilities :

Plays for and assists minister of music with Wednesday night rehearsals.

Plays piano for Sunday morning, Sunday evening and Wednesday evening services.
Play for weddings and funerals as requestednd approved by the minister ofmusic.
Consult with minister of music to improve the overall effectiveness of music used in
worship services.

HwnNhPE
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13. CHURCH ORGANIST

Title : Church Organist

Accountability : Minister of Music

Employment : Part-time

Principle Function : The organist is responsible to the minister of music for serving
as an instrumentalist for the church and assisting in the music
ministry.

Responsibilities :

Assists minister of music with Wednesday night rehearsals.

Plays organ for Sunday morning and Saay evening services.

Play for weddings and funerals as requested and approved by the minister of music.
Consult with minister of music to improve the overall effectiveness of music used in
worship services.

hwnpE
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14. ORCHESTRA ASSISTANT

Title : Orchestra Assistant

Accountability : Minister of Music

Employment : Part-time

Principle Function : The orchestra assistant is responsible to the minister of music

for serving as an instrumentalist for the church and assisting in
the music ministry.

Responsibilities :

The orchestra assistant is primarily responsible for the preparation of printed music fothe
members of the orchestra.

* Make sure that music selected for Sunday morning worship is copied and set out for
orchestra members in time for Wedresday night orchestra rehearsal.

* Pull and copy partsfor any orchestrations neededo accompany choir anthems or to
provide offertory music.
* Create orchestrations for choir anthems when those orchestrations cannot be
purchased.
* Transpose orclestra music as needed.
* Conduct rehearsals in the absence of the minister of music.
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15. WORSHIP SOUND & MEDIA ASSOCIATE

Title : Worship Sound & Media Associate

Accountability : Minister of Music

Employment : Part-time

Principle Function : The worship sound and media associate is responsible to the

minister of music for the weekly preparation of worship slides
and for operating the sound system during Sunday morning and
Sunday evening services.

Responsibilities :

1. Prepare slides for Sunday mornig and Sunday evening worship services each week.

2. Secure someone to advance the worship slides for Sunday morning and Sunday evening
services each week.

3. Prepare and arrange microphones for the services each week.

4.  Work with the minister of music, soloists, @sembles, instrumentalists, etc to adequately
prepare the sound prior to the beginning of each service.

5. Operate the sound during Sunday morning and Sunday evening services.

6. Report any issues or problems with our sound equipment to the minister of music.
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B. SABBATICAL PLANS

Sabbatical plans must be presented in writing by the Senior Pastor to the Personnel
Committee outlining how the sabbatical absence will be used.

Other pastoral staff shall first present a written request to the senior pastor follving
the same guidelines. The request shall then be presented to the Personnel Committee
for final approval.
The proposal should include the following:
Z OUDPA I1-réatdd Bdtivity(plarihed for sabbatical;
E T OEAO DI AT O A& O |bdedaidnAifanmily réspadgbiiesD A OOT |
intellectual stimulation, and spiritual renewal;
E OOOAOACU &£ O AT OAOACA AOOET ¢ OEA OAAAAOD
Z AT i1 EOI ATO AU OEA T ETEOOAO & O Al 1 OET OA
A written report shall be presented to tre Personnel Committee at the conclusion of

the sabbatical. It should include how the time was invested and what benefits will be
realized at First Baptist Church going forward.
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C. VACATION REQUEST

First Baptist Church Port Neches
1900 Magnolia

P.O. Box 36

Port Neches, TX 77651

Yes No

Date: FAPRIOV

Name: Keyla Poss Start Date:

Department: End Date:

I am requesting the following dates for my vacation: (Please list date as start of pay week
and ending date. Only one week may be requested on a form. An additional form Is needed

for each additional vacation request.)

Supervisor Signature:- Date:

I understand that until my Supervisor signs this form, my vacation request is not approved.

Employee/Minister Signature
Copies to Employee and Employer File
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D. ABSENTEE FORM

First Baptist Church Port Neches
Employee Absentee Form
Called Staff Absentee Form

Name

Date(s) Gone

Reason for Absence

Vacation

Conference

Sick Leave

Personal Business Day

Other

Employee’s Signature

Office Use Only
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PERSONNEL MANUAL

E. WEEKLY TIME SHEET
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PERSONNEL MANUAL

F. ACCOMPANIST TIME SHEET
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APPENDIX G

G. TRAVEL ADVANCE AND EXPENSE REPORT

FBC Port Neches
Travel Advance and Expense Report

Name

Today's Date  10/17/16

Location

Name of Event:

Workshop Location

Departure Date Time:

Return Date: Time

This form must be received in the business office seven

(7) working days prior to departure or all expenses will
be paid on a reimbursement basis.

Estimated Expenditures

No. of Employees/Sponsors

Actual Expenditures

Return Date
Return Time

Departure Date
Departure Time

Meals (employee) $

Meals (accompanying) (Attach Receipts) $

Employee's signature Date
Supervisor's Approval Date
Business Manager Approval Date

FBCPNPersonnel Maual

Breakfast 0 @ $12.00 each $0.00 :
Actual No. in Travel Grou
Lunch 0 @ $14.00 each $0.00 P
Dinner 0 @ $20.00 each $0.00 Hotel: Nights (Attach Receipts) $
No. of Students Traveling 0 Actual Miles @ .56 $
No. of Student Meals 0 @ $7 each $0.00 . .
Gas/Parking 0 Other Expenses (List and Attach Receipts)
Gas/Parki ipt ired
Hotel 0 Nights @ [ $0.00 each go.00 | Cas/Parking (receipts required) s
Number of Rooms
Hotel Name Registration/Entry Fees
Hotel Address (Attach Receipts) $
[] Checkto Employee TOTAL EXPENSES $
Total Advanced to Employee $0.00 Less Advanced Payments $
Registration/Entry Fees$0.00 Due by Refunded to Employee §
To: Check #
(Attach a copy of registration information)
Refunded to District 3
[0 Send to Employee ] Send to Vendor
Receipt #
Account(s): yYr SETTLEMENT COPY MUST BE IN THE BUSINESS OFFICE
A T 15 WORKING DAYS AFTER THE TRIP
moun

Employee certifies that all expenditures are
work-related and that they are allowed by
FBCPN Administrative Policies.

Employee's Signature Date
Supervisor's Signature Date
Business Manager Approval Date
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H: FBAPORT NECHES ORGANIZATIONAL CHART

Senior Pastor
Staff Administrator

Rob Jones
Min Students/
Int. Adm Pstr Tracy Cutrer _
Sr PstiAddministrative Assst

Steve James Jeanette Harvey Donna Smith
Int. Pt Min Pt-Children/Preteens Pt-Preschool
Worship/Music Minister Minister
Keyla Poss . . .
. . . Elaine Hinson Summer Stacey Bridges
Financial Assistant ..
Pianist Intern Mothers Day Out
Dir
Terrie VanderWeg _
Pt-Publi/Music/Outreach Sherri Paslean
Organist
Summer Todd Patteson
Intern Orchestra Assistan|
Clayton Castille
WorshipSound/Media
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|. ADDITIONAL PERSONNEL COMMITTEE SEVERANCE CONSIDERATION F
FULLTIME MINISTERIAL EMPLOYEES

Example
SEVERANCE AGREEMENT AND GENERAL RELEASE OF ALL CLAIMS

This Agreement is made between (hereinafter generally referred to as
“Mi nister”) and First Bapti st Chur ch, Port
employees and any personslated to or acting on behalf of the First Baptist Church, Port
Neches, Texas (hereinafter generally refer

It I's recognized herein that Mi ni ster’s e
terminate effective”)(t haend Ttehani nahe oChbat|
certain separation benefits to Minister to
in exchange for this release.

The Church shall pay Minister weekly for thirty (30) days, with final payment taking place

on (the “Termination Date” plus 30 days),
with associated regular withholdings and benefits contingent upon the following terms:

Mi ni ster’s conduct i's such as to bodpgas caus
discerned by the Senior Pastor and Personnel Committee.

Minister agrees to keep confidential those things that were considered confidential while
working as a member of the Church staff as discerned by the Senior Pastor and Personnel
Committee.

Mi ni ster agrees to help with the transfere
responsibilities and outstanding job activities so as to ensure a smooth transition to the
new or interim Minister.

Minister agrees to provide transitional servicgsrequested by the Senior Pastor in order
to assist new or interim replacement.

Mi ni ster’s behavior toward or concerning t
are deemed appropriate as discerned by the Senior Pastor and Personnel Committee.

Chu ch shall pay for Mi nister’s benefits fc
Date.
Mi ni ster shall promptly return al/l Church

possession or control. In the event Minister fails to return Church prgperaiccordance
with the terms of this Agreement, Church shall have the right to offset against payments
or benefits owing to Minister hereunder the replacement value of any and all such
unreturned property.
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All required and authorized payroll deductionsll be withheld from the amounts to be
paid to Minister under this Agreement. Minister will be paid for unused earned vacation.

All unreimbursed travel and business expenses to which Minister is entitled to
reimbursement as of the Termination Date wile lpromptly paid to Minister after
submission of expense reports in accordance with standard Church policy.

Minister and the Church desire to settle fully and finally any existing or potential
differences between them including, without limitation, all tor contractual,

di scrimination, statutory and common |l aw
employment and/or the termination of employment with the Church.

I n exchange for the above promises and agr
Minister as a Minister until the Termination
heirs, legal representatives, estates and successors in interest does hereby completely
release and forever discharge the Church, its officers, directors, agents, Ministers
attorneys, successors and assigns (coll ect
rights, demands, actions, obligations, liabilities, and causes of action of any and every
kind, nature and character whatsoever, whether known or unknown, wirebased on a

tort, contract, statute, or any other theory of recovery, and whether for compensatory or
punitive damages which Minister may now have, has ever had, or may in the future have,
arising or i n any way c¢onnec theGhurch,ot the Mi n i
manner in which that employment terminated, including without limitation all wrongful
discharge actions; all actions arising under the Americans with Disabilities Act, the Age
Discrimination in Employment Act (if applicable), Title VihefCivil Rights Act of 1991, or

any other federal or state statute which may be held applicable; all actions for breach of
contract or the covenant of good faith and fair dealing; all tort claims; and any and all
claims for compensation, wages, bonusgsyerance pay, commissions, vacation pay, or
rei mbur sement for expenses, attorneys’ f
compensation i nsurance benefits under t
insurance policy or fund, unemployment or anyeammployment or state disability
insurance benefits pursuant to the terms of applicable state law, and continued
participation in certain of the Company’ s
known as COBRA.

e ¢
h ¢

Minister understands and hereby agremt by signing this Agreement and by accepting

the payment described above, Minister gives up any and all rights Minister may have to

file any claim or action which Minister may now have, has ever had, or may in the future
have, with respectto any matte pert aining to or arising fr
termination of employment with the Church.

Minister represents that Minister does not have pending against Church or any employee,
agent, official, or director of Church any claim, charge, or adticor within any federal,
state, or local court or administrative agency. Minister agrees, to the extent necessary to
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effectuate the provisions of this Agreement, within ten (10) days after the execution of

this Agreement, to cause to be dismissed, widnan or discontinued all complaints or
proceedings instituted by Minister against Church with any state or federal administrative
agency or judicial body, with copies of relevant documents delivered to Church within the
same time period. Minister also agre@ot to initiate, assist, support, join, participate in,
encourage, or actively cooperate in the pursuit of any employntet#ted legal claims
against Church or its employees or agent s,
own behalf or on behalbf any other person or entity. Nothing in this agreement will
preclude Minister from testifying truthfully in any legal proceeding pursuant to subpoena

or other legal process.

It is understood and agreed that this is a compromise settlement of a displiééch or
potential disputed claims, and that the furnishing of the consideration for this Severance
Agreement and General Release of All Claims shall not be deemed or construed as an
admission of any wrongdoing, deficiency, liability or responsibilitarat time for any
purpose.

Minister agrees to hereby waive any alleged right to employment eam@loyment with
the Church.

Minister and Church both agree that now and forever they will keep the terms and
monetary severance amount of the Agreement cont@le confidential, and that they will
not disclose such to any other person or indirectly.

As an exception to the foregoing, and the only exception, the parties may disclose the
terms and monetary amount of this Agreement to their attorneys, tax advjsors
accountants and immediate family members (defined as and limited to parents, spouse,
siblings and children) who shall be advised of its confidentiality.

Notwithstanding the foregoing, the parties may make such disclosures of the terms and
monetary amout of the Agreement as are required by law or as necessary for legitimate
enforcement or compliance purposes.

Minister further agrees that Minister shall not disparage this Church or its agents,
employees, attorneys, and any persons related to or actingbehalf of the Church.
Minister shall be responsible and liable for any damages caused by any such
disparagement. Mutuality of this agreement is to be held by the Church.

The parties agree that any dispute of any kind whatsoever arising from the sufgeter
of this Agreement, including claims regarding this Agreement, shall be resolved under the
following procedures:

The party claiming to be aggrieved shall furnish to the other party, within thirty (30) days
of the disputed action, a written statemermtf the grievance identifying any witnesses or
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documents that support the grievance and the relief requested or proposed. Minister is
required to furnish the written statement of grievance to the Church at address.

Each party agrees and assumes the risgkt #my fact with respect to any matter covered

in this Agreement may hereafter be found to be other than or different from the facts it
believes at the time of this Agreement to be true, and agrees that this Agreement shall be
and will remain effective netithstanding any such difference in fact.

Should any provision of this Agreement be declared or be determined by any court to be
illegal or invalid, the validity of the remaining parts or provisions shall not be effected
thereby and said illegal or invdlpart, term or provision(s) shall be deemed not to be a
part of this Agreement.

This Severance Agreement and General Release of All Claims incorporates the entire
understanding among the parties, and recites the sole consideration for the promises
exchanged herein and supersedes and cancels any prior or contemporaneous written or
oral agreements.

In reaching this Agreement, no party has relied upon any representation or promise
except those expressly set forth herein. This Agreement shall in all baseterpreted in
accordance with its fair meaning, and not strictly for or against either party hereto. This
Agreement will be governed by and construed in accordance with Texas law.

Minister understands and agrees that Minister:

Has carefully read andlly understands all of the provisions of this Agreement;

Is, through this Agreement, releasing Church from any and all claims Minister may have
against the church;

Knowingly and voluntarily agrees to all of the terms set forth in this Agreement;
Knowngly and voluntarily intends to be legally bound by the same.
Minister further acknowledges that:

Minister has not been coerced in any manner into signing this agreement and of their own
free will executed it.

Minister has seven (7) days after the exegon of this Agreement within which Minister
may revoke this Agreement;

Il n order to revoke this Agreement, Mi ni st
before seven (7) days after the execution of this Agreement, a letter stating that Minister
is revoking this Agreement; and

FBCPMNersonnel Maual 81



PERSONNBMANUAL APPENDIX |

That this Agreement shall not become effective or enforceable until after the expiration of
seven (7) days following the date Minister

Minister Signature Date

(Sr. Pastor)
Date:

(Personnel Gomittee Chair)
Date:

(Finance Committee Chair)
Date:

(Deacon Chair)
Date:
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FURTHER CONSIDERATIONS OF SEVERANCE

1. Why pay a severance?

a. Frequently a minister cannot achieve a call to another ministerial position at will. The
congregational process takes months. There is not quick application adg nga in
Baptist ministerial services.

b. Most ministers have been educated and trained for service as a minister. Secular
employment training, skills, and experience are lacking or have been so long ago there is
little chance to achieve employment that chandle even the basic financial obligations a
minister must face.

c. Some secular employers will not consider a minister for fear that the minister will be a
di straction to the workfl ow, being much toc
spiritual condiions over the daily tasks of employment.

d. All of this leads to a much slower entry into employment when unanticipated dismissal or
termination occurs for a minister.

2. Appropriate regard for prior service?

a. Given a basic severance of 30 days, in some tuRtivith besetting circumstances (long
tenure with the church; family size or obligations; lack of potential for spousal
employment; medical conditions; etc.) it may prove more justified to provide a more
extended severance.

b. Often a previously effective mister will be granted severance with one month of pay and
benefits for every year served to a maximum of 3 months. Caution should be taken in
granting such considerations. Care should be given to calculate the financial burden falling
upon the church togstain such support to the departed minister while also assuming the
concurrent cost of the replacement.

3. The provision of severance is not a requirement, but an action of care by the church to provide for
the wellbeing of the minister and/or his/her fatgi It would seem incumbent to the minister that
when employment is secured so that the potential harm is lessened, the minister should be called
upon to cease the support intended by the severance and thus relieve the cost to the church.

4. If the ministeris housed in church owned property a date certain for the departure from the

property and a clearly stated condition of the property upon departure should be stated in the
severance package.
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J. 20 PT EVALUATION SYSTEM

A numerical ranlyields an overall assessmert the result ofthe extensive evaluation of 2(
factors evaluatingthe employee's behaviors in the workplac®9 or less'Unsatisfactory";
60- 69 "Needs Improvement"; 709"Satsfactory"; 8089 "Very Good"90-100 "Outstanding.)'

1. Accuracyi the correctness of work duties performed
Comments: .57 1 Accuracy of work is unsatisfactory
1.57 2 Careless; makeecurrent errors. Substandard accuracy

2.57 3 Usually accurate; makes only average number of mistakes
3.571 4 Requires little supervision; is exact and precise most of the time.

4.57 5 Requires absolute minimum of supervision; is most always aecura

2. Alertnessi the ability to grasp instructions, to meet changing conditions and to solve novel and problem situations
Comments: .57 1 Slow to grasp instructions and learn new jobs.
1.57 2 Requires more than average instructions antheagions.

2.51 3 Grasps instructions with average ability.
3.57 4 Usually quick to understand instructions and learn new jobs.

4.57 5 Exceptionally able to learn new jobs and adapt to new situations.

3. Attainment - actual accomplishment of asgned tasks

Comments: .51 1 Definitely unsatisfactory.

1.57 2 Substandard but making progress.

2.57 3 Doing an average job.

3.571 4 Definitely above average.

4.57 5 Outstandig.

4. Attendance- faithfulness in coming to work daily and conforming to work hours
Comments: .57 1 Often absent without sufficient reason and/or frequently reports for work latg.

17

1.57 2 Below standard in attendance and/or repofftingvork on time.

2.57 3 Present and on time as expected.

3.57 4 Very prompt; regular in attendance

4.57 5 Always regular and prompt; available for overtime when needed.

5. Attitude i the feelings or emotions displayed toward the job and fel employees.
Comments: .57 1 Unsatisfactory attitude for the job.

1.57 2 Frequently displays a poor attitude.

2.57 3 Generally acceptable attitude.

3.571 4 Very good attitude; nice to be around.

457 5 Excellent attitude.
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6. Confidentiality 7 the ability to be entrusted with confidences.

Comments: .57 1 Gossiper, quicko reveal confidences.

1.57 2 Needs reminding to hold confidences.

2.51 3 Fairly reliable with confidences.

3.51 4 Can be trusted with most confidences.

4.571 5 Holds statements in the strictest confidences.

7. Cooperationi the ability to work with others.

Comments: .51 1 Uncooperative; hard to work with.

1.57 2 Sometimes resents helping out or being helped
2.57 3 Usually willing to help or receive help.

3.51 4 Always available and willing to help or be helped.

Excellent coopettion with others.

8. Courtesyi the polite attention an individual gives other people.
Comments: .51 1 Blunt; discourteous antagonistic.
1.57 2 Sometimes discourteous.

2.57 3 Agreeable and pleasant.

3.51 4 Always very polite and pleasant.
4.571 5 Inspiring to others in being courteous and very pleasant.

9. Creativity T the talent for having new ideas, for finding new and better ways of doing things and for being imaginative
Comments: .51 1 Rarely has a new idea; is unimaginative.
1.57 2 Occasionally comes up with a new idea.

2.57 3 Has average imagination; has reasonable number of new ideas.
3.51 4 Frequently suggests betters ways of doing things; is very imaginative.
4.51 5 Continually seeks new and better ways of ddiniggs; is extremely imaginative.

10. Dedicationi the degree of devotion one has for the job or ministry.
Comments: .51 1 Very little dedication.
1.57 2 Sometimes questionable.

2.51 3 Satisfactory, no cause for questioning.
3.51 4 Sets a lgh example to follow.
4.57 5 Total devotion to the task.
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11. Dependabilityi the ability to

do required jobs well with a minimum of supervision.

Comments:

.57 1 Requires close supervision; is unreliable.

1.57 2 Sometimes requires prompting.

>

2.57 3 Usually takes care of necessary tasks and completes with reasonable prd

3.57 4 Requires little supervision; is reliable.

4.57 5 Requires absolute minimum of supervision.

12. Drivei the desire to attain g

oals, to achieve.

Commants:

.51 1 Has poorly defined goals and acts without purpose; puts forth practically nc

1.57 2 Sets goals too low; puts forth little effort to achieve.

2.51 3 Has average goals and usually puts forth effort to reach these.

3.51 4 Strives hard; has high desire to achieve.

4.57 5 Sets high goals and strives to reach these.

employees; supervisor, and the

13. Friendlinessit he sociability and warmth which an individ

persons one maypervise.

Comments:

.57 1 Very distant and aloof. Generally not friendly.

1.57 2 At times not friendly.

2.57 3 Warm; friendly; sociable.

3.57 4 Very sociable and friendly.

4.571 5 Extremely friendly; excellent at establishing good will.

14. Housekeeping is the orderliness and cleanliness in which an individual keeps his work area.

Comments:

.57 1 Disorderly or untidy.

1.57 2 Some tendency to be careless and untidy.

2.51 3 Ordinarily keeps work area fairly neat.

3.57 4 Quite conscientious about neatness and cleanliness.

4.57 5 Unusually neat, clean and orderly.

15. Job knowledgd the information concerning work duties which an individual should know for a satisfactory job.

Comments:

.51 1 Poorly informed about whrduties

1.57 2 Lacks knowledge of some phases of work.

2.57 3 Moderately informed; can answer most job related questions.

3.57 4 Understands all phases of work.

4.57 5 Has complete mastery of all phases of job.
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A

16. Personalityi anindivi dual és behavior characteristics or hi

S

p €

Comments:

.51 1 Personality unsatisfactory for this job.

1.57 2 Personality may not be suited for this job.

2.571 3 Personality satisfactory for this job.

3.51 4 Very degable personality for this job.

4.57 5 Outstanding personality for this job.

17. Personal Appearancé the personal impression an individual makes on others. (Consider cleanliness, grooming,
neatness and appropriateness of dress on the job.

Comments:

.57 1 Very untidy; poor taste in dress.

1.57 2 Sometimes untidy and careless about personal appearance.

2.57 3 Generally neat and clean; satisfactory personal appearance.

3.51 4 Careful about personal appearance; good taste in dress.

4.571 5 Unusually well groomed; very neat; excellent taste in dress.

energy.)

18. Physical Fitnes$ the ability to work consistently and with only moderate fatigue. (Consider physical alertness and

Comments:

.51 1 Tires easily; may not be physilyahble to perform job.

1.57 2 Frequently tires and is slow.

2.57 3 Meets physical and energy job requirements.

3.571 4 Energetic; seldom tires.

4.571 5 Excellent health; alert and energetic. .

19. Quantity of Work 1 the amount of work an individual does in a work day.

Comments:

.57 1 Does not meet minimum quantity requirements.

1.57 2 Quantity of work below expected level.

2.51 3 Volume of work is satisfactory.

3.57 4 Very industious; does more than is required.

4.57 5 Superior work production record.

20. Stabilityi the ability to withstand pressure and to remain calm in crisis situations.

Comments:

.57 1 Conduct becomes unsatisfactory under pressure; is nervoussiatle.

1.571 2 Occasionally unstable under pressure; is easily irritated.

2.51 3 Has average tolerance for crisis; usually remains calm.

3.57 4 Tolerates most pressure; likes crises more than the average person.

4.57 5 Performs well under pssure; really effective at solving crisis situations.
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MINISTRY INTERN MANUAL
HRST BAPTIST CHURCH OF PORT NECHES

FIRST BAPTIST CHURCH

1

First Baptist Church
1900 Magnolia
Port Neches, TX 77651
(409)7228334
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MINISTRY INTERN PROGRAM
FIRST BAPTIST CHURCH PORT NECHES

I. PRINCIPAL FUNCTION:

The Ministry Inters will be assigned to an area of ministry and wilkdsponsible in assisting the

staff in planning, coordinating, promoting and executing a balanced program in the specialty area

of ministry.

After an interview process with the appropriate ageded ninister (children, students or adults),

that minister wil.l present the perspective i n:
and approval beforeghe minister formally submits a recommendation of employment to the

Senior Pastor and Personnel Quitiee.

II. RESPONSIBILITY:

1. Assist in coordinating a calendar of activities, programs and ministries for the assigned program.

2. Assist in special event3.hese ministries will vary depending on the ministry you are interning
with. You will be gpected to assist outside of your ministry area if neejled.

3. Meet on a regular weekly basis with the assigned minister to plan, coordinate and evaluate
programs.

4. Assist with recreational activities.

5. Assist in outreach ministries.

6. Assistn mission efforts.

I1l. QUALIFICATIONS:

1. The person should be a growing Christian.

2. Interns need to have been out of high school one year before qualifying to work with our
Student Ministry (?-12" grade and college).

3. It is preferred thatthe person should demonstrate and share a specific call intetirfud
ministry.

4. An intern needs to have a teachable spirit and be able to handle constructive criticism.
IV. SUPERVISION:

1. This position is under the directiamd supervision oftte appropriate age level minister.
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V. GOALS & PHILOSOPHY:

1. To provide comprehensive training for young men and women in the specialized ministry areas
of the church. This ministry is an opportunity for the intern to grow in Christ and gain knowledge
and experience. Most interns will be going into a-futhe Christian vocation and certainly all of
them will be called upon to be leaders in the Church.

2. To assist in the areas of Evangelism, Fellowship, Discipleship, Missions, Ministry and Worship.

3. To allow multiplication of ministry by way of the example of Paul and Timothy.

4. To train men and women to become quality leaders and have a heart for God, the lost without
Christ, and one another.

VI. OBJECTIVES:

FBC Port Nechasterns will beexposed to a wide range of ministry opportunitidaring their

service Working beside more experienced staff members will allow them to glean valuable
practical wisdom from their supervisors. Additionally, interns will be given opportunities to make
minigry decisions in a safe, controlled environment. The experience will be viewed as successful if
the following objectives are met.

1. I nterns learn to trust God’'s | eadership in
2. Interns exhibit a spirit of selflessness andrice as modeled by their ministry supervisors.

3. Interns gain skills in the area of planning and implementation of ministry programs.

4. Interns gain insight into the dynamics of the day to day activities of a busy church.

5. Interns develop intgrersonal communication skills in dealing with church members and co
workers.

6. Interns gain a clarification of their own unique calling and giftedness.

7. Interns complete the program with a strong desire to serve our Lord and His church than when
they entered.

VII. WEEKLY SCHEDULE:
1. Hours will vary depending on the ageaded ministry. Interns should realize that some weeks
will require more hours than others depending on the calendar of events. Age graded ministers

and perspective interns shaliagree to a work schedule before the intern is hired.

2. The full day of Sunday will be considered a workdagis means you are expected to be at
worship services.)
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3. I n addition to Sunday’'s schedul e,nightthak i nt e
special activities and events; and all chuvalkle events.

VIIl. LENGTH OF PROGRAM

1. The Ministry Internship will begias agreed upon with the appropriate ageaded minister
Typically, €n weeks have been set asifbr this trainingministry. Any internship that exceeds ten
weeks needs to be approved by the Personnel Team upon recommendation by the appropriate
agegraded minister.

2. You may take one week for wunpaid personal
assigned schedael.

IX. FINANCES

1. The pay per week for a Summer Intenitl be determinedper week. Interns will be paid a salary
with some weeks rguiring more hours than otherd. n t e r any’ wsll bes aline item in the
Personnel section of the budget

2. All expensefor agegraded ministries and activitiesill be waived for the Intern. This incles:
activities, fellowshipszamp, and all other trips, programs and ministri€sese expenses will be a
part of the appropriate age graded ministry bed@reas.

3. Any personal spending money is the responsibility of the Intern.

X. PRI NCIPLES TO BE BUI LT I NTO THE I

1. A passion for the Lord Jesus Christ. (Psalm 42:1 & 2; 25:4 & 5)

2. A hunger for study, communication and applicatiéthe Word of God.
(Il Timothy 3:16 & 17)

3. A greater dependence upon God’'s Resources
(Proverbs 3: 5 & 6; 1 John 5: 14 & 15; John 15: 17)

4. A commitment to evangelize the student culture in a cullyredlevant fashion.
(I Peter 3: 1416; 1 Corinthians 9: 183)

5. A desire to disciple young people in the disciplines of the Christian life, especially those who are
new Christians. (Il Timothy 2:2)

6. A vision for the local church and its respoilibto reach and teach a lost and dying world.
(Matthew 28: 19 & 20)
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7. A desire to be the holy, clean and pure vessel we are called to be by our Lord Jesus Christ. (I
Peter 1: 1416; Leviticus 20:7)

8. Love for people in and out of the Body of Gh(is Timothy 1:5)

Xl. Dresscode

An intern is expected to dress @m appropriate manner that reflects the professionalism of the
position. As an employee, an intern is a direct reflection of the church and its ministries.

For Sunday services, intexr may not wear shorts orghirts. Your daily dress code in the office

should reflect the ministries you will be performing that day. All clothing should promote modesty
and be reflective on an individual who feels called to do ministry with the locatichu

XIl. Compliance

Compliance with applicable personnel policies will be followed. The Intern Program of FBCPN will
be subject to the personnel manual. Interpretation and adherence will be monitored by the
Supervisor and Personnel Committee accagdim stated personnel policies.
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INTERN BEHAVIOR STANDARDS

The Intern Behavior Standards is a list of appropriate behavior and/or steps designed to protect
our church members and interns of First Baptist ChuRdrt Neches

Name of staff/volunteer:

This intern behavior standards document is to be read and signed by the Intern upon acceptance
of the position.

1. Any verbal or nonverbal sexual behavior with any church member is inappropriate.

2. Daing or going out with any middler high school studenparticipating in the ministries of

FBCPN is strongly discouragebh the event that an intern is dating someone in the Student
Ministry before being hired (such a Student Ministry Intern havinggnbén a longerm
relationship with a younger student or a Chil
school) there should not be any evidence of that relationship in the presence of other students
during ministry events. We understand this mhg difficult but it is best for the ministry
programming of the church.

3. Discretion must be used in dealing with all church members, especially regarding physical
contact. Innocent behavior can be misinterpreted. A hug around the shoulders is nail séxise,
but a full bodyto-body hug, stroking, massaging, or an affectionate kiss raises questions.

4. Sexual gestures or overtures to a staff member by a student should be reported to the Minister
of Students so that discussion can be held with tiuelent.

5. Buddy systems should be used by interns/staff whenever possible.

6. Oneto-one counseling with a student should always occur in a public plaewver alone in a
car or a private place.

7. Driving alone with a student should be avoidadall times, especially when working with
troubled teens.

8. Romantic or sexual attraction for a student by an adult leader will not be tolerated under any
circumstances. Any indication of such behavior is to be immediately reported to your Superviso
or Superior Authority.

9. All suspicions of child or sexual abuse must be reported to the staff supervisor who will assist in
reportingall necessary information.
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10. Any knowledge of suspicion of any youth ministry staff having an inappropriaténship
with a student must be reported promptly to the Supervisor of the staff member invelved.

Have you been involved romantically or sexually with any student in the youth ministry at any
time in the past? Yes No

Do you know of anyamon the youth ministry team who is romantically or sexually involved with
any student in the youth ministry? Yes __ No

Are you now a child abuser or have you ever been convicted of child abuse or sexual abuse?
Yes No
If yes, please etain:

| certify that | have read the standis and agree to abide by them and that the statements above
have been answered truthfully.
Signature Date

Supervisor Date
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MINISTRWTERN APPLICATION

(Please attach a recent photograph with your application)

Name Phon®&irthdate Age

Address

Mailing Address (if different)

Email Address

Name & Addresef your home church

Parent’s Name(s)

If attending a college or university, what is your expected date of graduation

In the past year, what ministries have you been a part of?

Where do you currently attend church (name & address)

How are you currently involved in the church?

Who is a contact person at that church that would know you?

(For the following questions, feel free to write on back of the application ochtemother sheet if
needed)

Describe your salvation experience:

Describe your call to ministry:
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Describe 3 major ways in which you have grown in your spiritual walk since you became a
Christian:

How would you describe your spiritual wal&w?

Explain your desire to be an intern and your expectations:* By submitting this application, you
grant First Baptist Church Port Neches authorization to conduct basic confidential background
screening.
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1 Updated by Congregation June2017
ChangeProperty and Maintenance Teano Property and Maintenance Commitée

And the following was added
4. Serve as primary staff advisor to: Property and Maintenance Committee, Finance

Committee and Missions Team.
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