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ADVANCE \d252 
Welcome!tc \l1 "Welcome!
The pastors, staff, and Board of Deacons welcome you to the ministry at Townsend Free Will Baptist church.

It is a privilege for the entire staff to work together as a team for the Lord.

You should read, understand, and comply with all provisions of the handbook.  It describes many of your responsibilities as an employee and outlines the programs developed by the Townsend Free Will Baptist Personnel Committee to benefit employees.  One of our objectives is to provide a work environment that is conducive to both personal and professional growth.

Please thoroughly familiarize yourself with the contents of this handbook and help ensure that all of Townsend Free Will Baptist’s human resource policies and procedures are administered as consistently and fairly as possible.

In our work together as a team, our goal is to have a heart for people while we fulfill Jesus' command:

"...go and make disciples of all the nations, baptizing them in the name of the Father and of the Son and of the Holy Spirit, and teaching them to obey everything I have commanded you.  And surely I am with you always, to the very end of the age."
Matthew 28:19-20 (NIV)
God bless you.

General Provisionstc \l1 "General Provisions
Handbook Conventionstc \l2 "Handbook Conventions
This handbook contains the basic human resource policies, practices, and procedures for TFWB (now and later referring to Townsend Free Will Baptist).  It is not, however, intended to alter the employment-at-will relationship in any way.

Human Resource Officertc \l2 "Human Resource Officer
The chairman of the Personnel Committee is TFWB’s Human Resource Officer and along with the Personnel Committee, is responsible for fair and consistent enforcement of TFWB's human resource policies and procedures.  The Senior Pastor is a senior consultant to the Personnel committee on all matters concerning human resource management.  The Senior Pastor provides staff assistance to ministry and department heads in developing, communicating, and carrying out TFWB's human resource policies and procedures.

Human Resource Recordstc \l2 "Human resource Records
The Personnel Committee maintains human resource records for applicants, employees, and past employees in order to document employment‑related decisions, evaluate and assess policies, and comply with government record keeping and reporting requirements.  The Personnel Committee strives to balance its need to obtain, use, and retain employment information with each individual's right to privacy.  To this end, it attempts to restrict the human resource information maintained to that which is necessary for the conduct of its ministry operations or which is required by federal, state, or local law.

 SEQ CHAPTER \h \r 1Employees are responsible to make sure their human resource records are up to date and should notify the Personnel Committee in writing of any changes in at least the following:

A.   Name;

B.   Address;

C.   Telephone number;

D.   Number of dependents;

E.   Beneficiary designations for any of The TFWB’s Church’s employee benefit plans;

F.   Addresses and telephone numbers of dependents and insurance beneficiaries; and

G.  Persons to be notified in case of emergency.

H.  A personal background check is required.

Employees who feel that any file material is incomplete, inaccurate, or irrelevant may submit a written request to the Personnel Committee chairman that the files be revised accordingly.  If such a request is not granted, the employee may place a written statement of disagreement in the file and pursue the matter further using the regular grievance procedure.

Goals and Expectations

It is Personnel Committee’s policy to implement fair and effective human resource policies and procedures, and to require all employees to pursue TFWB's best interests.

The Personnel Committee expects all employees:

A.
To deal with church members and suppliers in a professional manner;

B.
To perform assigned tasks in an efficient manner;

C.
To be punctual;

D.
To demonstrate a considerate, friendly, and constructive attitude toward fellow employees; and

E.
To adhere to the policies adopted by the Personnel Committee.

The Personnel Committee retains the right to advise the Senior Pastor and Deacons in their exercising all managerial functions including, but not limited to, the rights:

A.
To dismiss, assign, supervise, and discipline employees;

B.
To determine and change starting times and quitting times.

C.
To determine and change the size and qualifications of the work force;

D.
To determine and change methods by which its operations are to be carried out;

E.
To assign duties to employees in accordance with TFWB's needs and requirements and to carry out all ordinary administrative and management functions.

Employmenttc \l1 "Employment
Equal Employment Opportunitytc \l2 "Equal Employment Opportunity
It is the intention of the Personnel Committee to practice equal employment opportunity without regard to an individual's race, color, national origin, or disability in application of any policy, practice, rule, or regulation.   SEQ CHAPTER \h \r 1Functioning as a church (or as a for not-for-profit Christian ministry), we can and do discriminate on the basis of religion.

Employee Harassmenttc \l2 "Employee Harassment
The Personnel Committee is committed to maintaining a work environment in which all individuals treat each other with dignity and respect and is free from all forms of intimidation, exploitation and harassment, including sexual harassment.  The Personnel Committee is prepared to take action to prevent and correct any violations of this policy.  Anyone who violates this policy will be subject to discipline, up to and including termination.

Employees who feel that they have been subjected to conduct of a harassing nature are encouraged to promptly report the matter to the Personnel Committee, or the Head Deacon if the complaint involves the Personnel Committee.  Employees who observe conduct of a harassing nature are also encouraged to report the matter to the Personnel Committee, or the Head Deacon if the complaint involves the Personnel Committee.  All complaints will be promptly investigated.  Every effort will be made to protect the privacy of the parties involved in any complaint.  However, The Personnel Committee reserves the right to fully investigate every complaint and to notify appropriate government officials as the circumstances warrant.

It is against The Personnel Committee's policy to discriminate or retaliate against any person who has filed a complaint concerning harassment or has testified, assisted, or participated in any investigation proceeding or hearing concerning harassment.

Job Descriptions/Ministry Focus Sheets/Ministry Descriptionstc \l2 "Job Descriptions/Ministry Focus Sheets
As per the church constitution and by-laws, Job descriptions, or Ministry Descriptions, will be developed for all the TFWB positions.  Ministry descriptions:

A. Indicate the general nature of duties, responsibilities, and specifications; 

B. May be changed to meet the needs of TFWB at any time; and


C.
Will be reviewed on a timely basis as per the church by-laws by the Personnel Committee and the Deacons

Medical Examinations & Health Procedurestc \l2 "Medical Examinations & Health Procedures
The Personnel Committee reserves the right to require acceptable confirmation of the nature and extent of any illness or injury that requires an employee to be absent from scheduled work.  Employees returning from a disability leave or an absence caused by health problems may be required to provide a doctor's certification of their ability to perform their regular work satisfactorily without endangering themselves or their fellow employees.  In addition, The Personnel Committee reserves the right to require a second medical opinion regarding an employee's absence because of illness or injury or regarding a doctor's certification of an employee's ability to return to work.  Any such second opinion will be paid for by TFWB church.

Employees who become ill on the job or suffer any work‑connected injury, no matter how minor, must report the situation to the Senior Pastor for determination of appropriate action such as arranging for examination and treatment, and for recording of the incident.

Introductory Periodtc \l2 "Introductory Period
New staff is to be monitored and evaluated for an initial introductory period on the job of at least three months.  After satisfactory completion of the introductory evaluation, such employees will be evaluated on an annual basis as provided for in the Personnel Committee policy manual.

At all times, employment with TFWB church is considered to be "at‑will," and the employer/employee relationship may be terminated at any time for any lawful reason by either party.

Hours of Worktc \l2 "Hours of Work
Ministerial and professional personnel are encouraged to maintain regular office hours.  The church understands that the pastoral staff is on call at anytime.  However, as a general rule, they will observe normal business hours.   If a staff member has primary responsibilities on Sunday, he or she may take one day off each week in addition to Saturday.  When away from the office during regular office hours, ministerial or professional staff members should give the minister’s support person information about when he or she expects to return to the office and how to be contacted if needed.

The personnel Committee shall establish policy on vacation, sick and compensation time and have it tracked and reported monthly to the Chairman of the Personnel Committee.

Un-worked days for which an employee is entitled to be paid (paid absences, paid holidays, or paid vacation time) should be entered and approved by the Senior Pastor on the time record.

Salary & Benefit Administrationtc \l1 "Salary & Benefit Administration
Holidaystc \l2 "Holidays
The Personnel Committee observes certain designated days each year as holidays.  Eligible employees will be given a day off with pay for each holiday observed.  The following schedule of holidays is observed during each calendar year.


1.  New Year’s Day


7.   Thanksgiving Day


2.  Monday following Easter

8.   Day after Thanksgiving

3. Memorial Day  


9.   Christmas Eve


4.  Independence Day


10. Christmas Day

5. Labor Day


11. Day after Christmas

6. President’s Day


12. New Year’s Eve

Part-time employees and employees on leaves of absence or on lay‑off are not eligible to receive holiday pay.  Full‑time employees are eligible to receive their regular rate of pay for each observed holiday

If a holiday occurs during an employee's vacation period, the holiday will not be charged as a vacation day.

If an employee works on one of TFWB’s observed holidays, the employee may take the same amount of paid time off, as they would have received if they had not worked on the holiday.  The compensating day off must be taken within thirty days of the original holiday.

Vacation Policy

The following vacation weeks, (a week defined as 5 days); will be awarded to new hires with the following policy. New hires will earn one-week vacation after working six months, and a second week after twelve months. They will then comply with the following staff schedule.  Up to 5 vacation days may be rolled over to the following year at the discretion of the Senior Pastor.


1-5 years   = 2 weeks



11 years forward  = 4weeks


6-10 years = 3 weeks

Salary Administrationtc \l2 "Salary Administration
Townsend Free Will Baptist church pays wages and salaries, which are nondiscriminatory and as competitive as possible with rates being paid for like jobs by other employers in the community.  However, all wage and salary policy decisions must take into consideration TFWB's overall economic condition and ministry mission.

TFWB withholds payroll deductions for federal and state income tax and federal insurance contributions (FICA) as required by law.  TFWB also complies with all garnishment orders served upon it and will not retaliate against any employee for any garnishment.

Performance Appraisaltc \l2 "Performance Appraisal
The Senior Pastor upon the following occasions should evaluate the job performance of each employee periodically:

A.
By the end of the first three months of employment;

B.
Prior to the annual salary review, on the anniversary date of employment, or more often as determined.

C.
At the time of the employee's termination, if a disciplinary or termination report is not prepared.  If a performance appraisal has been completed on the employee within one month prior to one of the above occasions, a new appraisal need not be completed except in cases involving probation or termination.

Between scheduled appraisals, the Senior Pastor should discuss with the staff on an informal basis any performance issues that warrant attention and should keep records of any significant incidents.

The employee will have the opportunity to examine the written evaluation and make written comments or write a response about any aspect of it.  Employees who feel that they want more than the chance to add written comments or write a response to their appraisal may request a review by the Personnel Committee.

A good performance appraisal is not a promise of continued employment.

Authorized Absence from Worktc \l1 "Authorized Absence from Work
Paid Time Away

The Personnel committee permits employees to be absent from work on a short‑term basis under certain circumstances, including sickness or injury.  A short‑term absence is any absence continuing one week or less.

Examples of possible PTA time include the following:

A. Sickness or injury resulting in temporary disability of the employee or a member of his immediate family;

B. Death, funeral, or estate settlement in the employee's immediate family;

C. Marriage of the employee or a member of his immediate family and

D. Approved voluntary participation in community projects.

Short‑term absences resulting from jury duty, voting, testifying as a subpoenaed witness, emergency closings of TFWB church, and approved participation in community affairs will not be charged against an employee's accumulated days of paid absence.  Employees will be paid their regular base rate for authorized absences to serve as a juror or subpoenaed witness, up to a limit of two workweeks per calendar year.

Employees are expected to use their PTA responsibly, based on their individual needs and preferences, as well as the ministry needs of the church. Employees are encouraged to request the use of PTA time well in advance, whenever possible. Occasionally, it may be necessary for employees to use PTA time without sufficient advance notice. If an employee’s use of PTA time without sufficient advance notice becomes excessive or interferes with the ministry needs of the church, the Human Resource Officer should discuss the matter with the employee and take disciplinary action, if appropriate. Employees may not accept gainful employment while using their PTA time, unless approved by the church. To supplement the church holiday schedule, the church or Human Resource Officer may assign PTA time to be used for additional holidays. These “church-assigned PTA days” may vary year to year. Employees will be notified in advance of church-assigned PTA days so they reserve PTA time for them. 

Sundays Away

Full time pastoral staff should not be away more than three Sundays or more than two consecutive Sundays. The Board of Deacons or the Senior Pastor may approve special circumstances. 

The Townsend Free Will Baptist Premises & Work Areastc \l1 "First Church Premises & Work Areas
Solicitation and Distributiontc \l2 "Privacy
Townsend Free Will Baptist Church, the Deacons and Senior Pastor provide resources to facilitate employees’ contributions towards the accomplishment of its mission and reserve the right to examine all provided resources at any time and without warning.  Such resources may include desks, desk drawers, locks, computers, computer system databases, communication systems, email, voice mail, lockers, file cabinets, etc.  These resources are the property of TFWB, and are therefore not private.

The Board of Deacons and Senior Pastor may authorize fund drives by employees on behalf of non-political charitable organizations or for employee gifts.  Employees are encouraged to volunteer to assist in these drives; however, employees are not to be discriminated against because of their willingness or unwillingness to participate.

Employees may be permitted to engage in solicitation or distribution of literature, other than official church literature, only when pre-approved by the Deacons and Senior Pastor.

Securitytc \l2 "Security
TFWB makes reasonable efforts to provide security for its property, its employees, and authorized visitors to its premises.  Employees are expected to know and comply with TFWB's security procedures and are expected to report any violations or potential problems to the Church Administrator.  Employees violating security procedures will be subject to discipline; and, in addition, illegal acts committed by employees may be reported to law enforcement authorities.

Employees working in sensitive or high security jobs (such as bookkeeping or childcare) must meet any applicable special security clearance requirements specified for such jobs.  These requirements may include more extensive background checks, fingerprinting, bonding, or other special security measures.  Failure or inability to meet and/or comply with any special security requirements is grounds for termination of employment or rejection of an applicant.

Employees are expected to exercise reasonable care for their own protection and for that of their personal property while on TFWB premises and while away from the premises on TFWB business.  TFWB church assumes no responsibility for employee losses resulting from robbery or theft while away from the premises on TFWB business.

Employee Conducttc \l1 "Employee Conduct
Personal Behavior of Employeestc \l2 "Personal Behavior of Employees
Certain rules and regulations regarding employee behavior are necessary for the efficient operation of Townsend Free Will Baptist church and for the benefit and safety of all employees.  As a religious organization, the conduct of employees on and off the job can impact TFWB's mission.  Conduct that interferes with operations, discredits TFWB, or is offensive to members or fellow employees will not be tolerated.

Employees are expected at all times to conduct themselves in a positive manner so as to promote the best interests of TFWB.  Such conduct includes:

A.
Reporting to work punctually as scheduled and being at the proper workstation, ready for work, at the expected starting time;

B.
Giving proper advance notice whenever unable to work or report on time;

C.
Complying with all TFWB safety and security regulations;

D.
Wearing clothing appropriate for the work being performed;

E.
Maintaining work place and work area cleanliness and orderliness;

F.
Treating all members, visitors, and fellow employees in a courteous manner; 

G.
Refraining from offensive or undesirable behavior or conduct, or conduct which is contrary to TFWB's doctrinal stance or official policies; and

H.
Performing assigned tasks efficiently and in accord with established job descriptions.

Employees are expected to conduct themselves in a manner consistent with the religious principles and spiritual objectives of TFWB. 

The examples above are illustrative of the type of behavior that will not be permitted, but are not intended to be an all‑inclusive listing.  Any questions in connection with this policy should be directed to the Chairman of the Personnel Committee.

Personal Sexual Puritytc \l2 "Personal Sexual Purity Statement
In an age where secular society is increasingly confused about sexual identity and sexual purity, TFWB believes it is important that it be clear with its staff, missionaries, and employees about its expectation that they uphold the highest standards of Biblical purity in their interpersonal relationships.  Without a clear understanding of sexual identity and consistent practice of sexual purity by TFWB church staff, missionaries, and employees, TFWB cannot be an effective agent of the healing power of Jesus Christ to the victims of sexual confusion in our world, as covered by our church Constitution and by-Laws

We believe that God’s design for the gift of sexuality is that it is to be exercised and enjoyed only within the covenant relationship of marriage between one man and one woman.  It is God’s intention that those who enter marriage shall seek, in mutual love and respect, to live, one man and one woman, in Christian fidelity as long as both shall live.

We believe God has expressly condemned sexual intercourse outside of the marriage covenant.  This prohibition applies to married persons committing adultery, to sexual relationships between unmarried men and women, and, because God’s order intends the sexual relationship to be between male and female, to homosexual practice.  It is God’s expectation that the unmarried shall live pure and celibate lives, refraining from sexual intimacy.

Because of the serious consequences confused sexuality and unrepentant sexual sin can have on the ministry of TFWB, staff, missionaries, and employees who disagree with this policy or who do not conform their conduct to it are expected to resign or they will be terminated.  Individuals applying for positions with TFWB must acknowledge their agreement with this policy and commitment to abide by it.

Conflicts of Interesttc \l2 "Conflicts of Interest
Employees are not to engage in any activity, practice, or act, which conflicts with, or appears to conflict with, the interests of TFWB or its members.

Disciplinary Proceduretc \l2 "Disciplinary Procedure
All employees are expected to comply with TFWB's standards of behavior and performance, and any non-compliance with these standards must be remedied.

Under normal circumstances, TFWB endorses a policy of progressive discipline in which it attempts to provide employees with notice of deficiencies and an opportunity to improve.  It does, however, retain the right to administer discipline in any manner it sees fit, up to and including termination.

The head of the Personnel Committee, the Senior Pastor, and the Head Deacon, under normal circumstances, should review all recommendations for termination before any final action is taken. 

Grievance Proceduretc \l2 "Grievance Procedure
Employees have an opportunity to present their work‑related complaints and to appeal supervisory decisions through a dispute resolution or grievance procedure.  The Personnel Committee will attempt to resolve promptly all grievances that are appropriate for handling under this policy.

An appropriate grievance is defined as an employee’s express feeling of dissatisfaction concerning any work-related policy matter.
Employees must notify The Personnel Committee in a timely fashion of any grievance considered appropriate for handling under this policy.  As used in this policy, the terms "timely fashion," "reasonable time," and "promptly" will mean five working days.

Employees will not be penalized for proper use of the grievance procedure.  However, it is not considered proper if an employee abuses the procedure by raising grievances in bad faith or solely for the purposes of delay or harassment, or by repeatedly raising grievances that a reasonable person would judge has no merit.  Implementation of the grievance procedure by an employee does not limit the right of The Personnel Committee to proceed with any disciplinary action, which is not in retaliation for the use of the grievance procedure.

Information concerning an employee grievance is to be held in strict confidence. Supervisory personnel who investigate a grievance are to discuss it only with those individuals who have a need to know about it or who are needed to supply necessary background information.

Terminationtc \l2 "Termination
Townsend Free Will Baptist Church or the employee may terminate employment at any time.  The chairman of the Personnel Committee, Senior Pastor, and Head Deacon may conduct an exit interview no later than the employee's last working day.  The interview should:                                                                                          

A. Attempt, if the termination is voluntary, to determine the actual reason or reasons why the employee is leaving so that, where appropriate, action can be taken to correct any problems that come to light;

B. Discuss, if the termination is involuntary, the circumstances and reasons leading to the termination, so that misunderstandings and hard feelings can be minimized (two Personnel Committee representatives should be present);

       C.
Explain any conversion or continuation of benefits under TFWB Church’s group insurance plans and any other vested benefits available to the employee under TFWB's benefit plans;

       D.
Determine the employee's availability for future employment, if the supervisor's written evaluation recommends such employment, and explain TFWB’s policy on references;

       E.
Obtain the employee's correct address for mailing IRS Form W‑2 and the correct mailing addresses of the employee's spouse or former spouse and any dependents that are eligible to continue their health care benefits under TFWB’s health insurance plan;

       F.
Remind the employee to take away any personal belongings; and

      G.
Discuss the employee's continuing duty not to disclose confidential information.

The Chairman of the Personnel Committee will have the final pay for terminating employees available on their last working day unless the employee quit and failed to give at least seventy-two hours notice. If the paycheck is not picked up, the Chairman of the Personnel Committee will mail the pay to the last known address.  He will also be responsible for securing the return by terminating employees of all TFWB property in their possession for which the employee signed an agreement of responsibility.

The following two forms should be completed and forwarded to the Senior Pastor who will review them and pass them along to the Chairman of the Personnel Committee.

Employee Information Formtc \l1 "Employee Information Form
First name, middle initial & last name 

Home street address 

Home city, state, & zip code  

Home phone #ADVANCE \u3 (          )           -ADVANCE \d3                      Social Security # ADVANCE \u3                -                  -ADVANCE \d3
Marital status (circle one)    S    M

Gender (circle one)    M    F

Birth date ADVANCE \u3             /              /ADVANCE \d3
Name of individual to notify in case of emergency 

Home street address (if different from yours) 

Home city, state, & zip code 

Home phone # (if different from yours)  ADVANCE \u3(          )           -ADVANCE \d3
Work phone #ADVANCE \u3  (          )           -ADVANCE \d3
Employee Signature ADVANCE \x230Date


Employee Statement of Handbook & Arbitration Acknowledgmenttc \l1 "Employee Statement of Acknowledgment
This is to acknowledge that I have received a copy of the Townsend Free Will Baptist Human Resource Policy Handbook.  I understand that it provides guidelines and summary information about its human resource policies, procedures, benefits, and rules of conduct.  I also understand that it is my responsibility to read, understand, become familiar with, and comply with the standards that have been established.  I further understand that The Townsend Free Will Baptist Church reserves the right to modify, supplement, rescind, or revise any provision, benefit, or policy from time to time, with or without notice, as it deems necessary or appropriate.

I also acknowledge that both, Townsend Free Will Baptist church and I, have the right to terminate the employment relationship at any time with or without cause, in compliance with the Human Resource Policy Handbook, and that this employment-at-will relationship will remain in effect throughout my employment with Townsend Free Will Baptist church unless it is specifically modified by an express written agreement signed by me and the Personnel committee.

I further acknowledge that this employment-at-will relationship may not be modified by any oral or implied agreement.  SEQ CHAPTER \h \r 1
In addition, I acknowledge that I agree to the Grievance Procedure Policy contained in this Handbook.

To the classification of employees in this manual, I am considered: ______ Support Staff _____ Pastoral Staff According 

Employee's Name (Please Print)


Employee's Signature


Date ______________________________________________
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