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Introductory Employment Statements
100 INTRODUCTORY STATEMENT
This Handbook is designed to acquaint you with the Church and to provide you with important information about your working conditions, employee benefits, and policies and procedures affecting your employment. The Handbook also describes many of your responsibilities as an employee and outlines various programs we have developed to benefit you as an employee. It is our goal to provide a work environment that is conducive to personal, professional and spiritual growth. It is very important that you read, understand, and comply with all of the provisions in the Handbook.
No Handbook or statement of policies can anticipate every circumstance or question about our policies and procedures. As the need may arise, we anticipate there will be changes to the information contained in this Handbook. We reserve the right to revise, supplement, or rescind any policies or portion of the Handbook from time to time, as we deem appropriate, in our sole and absolute discretion.  Employees will be notified of changes to the Handbook as they occur to the extent practicable under the circumstances. Lack of notice does not mean the policy or procedure may not be or is not effectively changed.
Certain provisions of this Handbook are based upon or summarize governing state and federal laws and regulations, and accordingly should be interpreted as being consistent with those governing laws. If there is any change in those governing laws, the policies in this Handbook should be considered automatically revised to the extent required by the change in law, as it is the policy of the Church to comply fully with all applicable legal requirements.

101 EMPLOYMENT “AT-WILL”
You entered into an employment relationship with the Church voluntarily with no guaranteed, specified length of employment. Either you or the Church may end the employment relationship “at will.” In other words, you or the Church may end the employment relationship at any time, with or without reason, with or without notice.

102 EQUAL EMPLOYMENT OPPORTUNITY
We are committed to recruiting, employing, utilizing, compensating, training, coaching, assigning jobs or job duties, disciplining, providing benefits to, and promoting our staff in a manner consistent with our commitment to the inclusion and acceptance of individuals without regard to ethnic, racial, age, physical and mental, marital, gender, or disability. All employment decisions will be made without regard to race, color, sex, national origin, age, marital status, pregnancy, or physical or mental disability, except as required or allowed by law. Nor will the Church discriminate against anyone in any employment decision on account of military service or veteran status.


In order to provide equal employment opportunities to all individuals, employment decisions are based on the needs of the position, the needs of the Church, merit, qualifications, skill set, and other legitimate factors that indicate whether a person is likely to succeed in the position. We reserve our rights under the Constitution and  42 U.S.C. 2000e-1 to assure that an applicant or employee’s religious beliefs and personal conduct are consistent with the beliefs of the United Methodist Church. We also reserve the right to consider an applicant or employee’s religious beliefs and personal conduct when making employment decisions.
Consistent with our equal opportunity commitment, we will make reasonable accommodations for qualified individuals with known disabilities, as required by law. Please refer to Section 206 for more information about accommodations.
Also consistent with our equal opportunity commitment, we prohibit all types of unlawful harassment and retaliation against employees for engaging in protected conduct. Please refer to Section 503 for more information about unlawful harassment and retaliation.
If you ever have any questions, comments, concerns, or suggestions about inclusiveness, diversity, discrimination, harassment, retaliation, or wrongful accusation in the work place, you should bring your issue to the attention of the Senior Pastor, the Associate Pastor, the Business Director, or to any member of the Staff Parish Relations Committee as soon as possible. You may ask questions, raise concerns, make suggestions, and make reports without fear of reprisal, reprimand or retaliation. Anyone found to be engaging in any type of unlawful discrimination, harassment, retaliation or wrongful accusation will be subject to disciplinary action, up to and including termination of employment.

103 EMPLOYEE RELATIONS
We believe the working conditions, wages, and benefits offered to our employees are competitive with those offered by similar employers. If you have questions, comments, concerns, or suggestions about your working conditions, compensation, or benefits, you are strongly encouraged to communicate openly and directly with your supervisor or the Senior Pastor. Experience has shown that when employees deal openly and directly with supervisors, the work environment is excellent, our communications are clear, and our attitudes are
cooperative and positive. It is our goal to accept and to respond effectively to employee questions, comments, concerns, and suggestions.
104 STAFF PARISH RELATIONS COMMITTEE (SPRC)
Our Staff Parish Relations Committee works directly with the Senior Pastor to help our employees fulfill their duties and responsibilities. The Committee normally:
· Reviews our employment policies and procedures as well as our compensation and employee benefits plans to ensure our ability to competitively attract and retain employees.
· Works to create a climate that secures and retains the confidence and trust of employees at all levels in the organization.



· Answers employment-related questions, accepts employment-related comments and suggestions, and addresses employment-related concerns.
· Drafts, reviews, and administers our employment policies and procedures, consistent with federal, state, and local law, as well as the needs of the Church and our employees.
· Maintains the Employee Handbook, interpreting and applying the policies and procedures in the Handbook, including disciplinary actions.
· Assists Departments with employment recruiting, interviewing, reference checking, and job offers.

105 INTRODUCTORY PERIOD
All new and rehired full-time employees go through a 90-day introductory period. During this period, you are eligible for Health/Dental care, Worker’s Compensation insurance and any legally mandated benefits. These benefits begin the first of the month after your hire date.
The introductory period is intended to give you the opportunity to demonstrate your basic ability to perform the job for which you were selected and to determine if the new position meets expectations. We use the introductory period to evaluate your skills; work habits, overall performance, and “fit” for the position.
Either you or the Church may decide that the new relationship is not beneficial. Of course, either you or the Church may end the employment relationship “at–will” at any time during or after the introductory period, with or without reason, and with or without notice.
Any significant absence during the introductory period will automatically extend the introductory period for an additional amount of time, equal to the length of the absence. If you, or we, determine that the designated introductory period does not allow sufficient time to thoroughly evaluate your basic performance and potential fit for the job, the Senior Pastor may extend the introductory period by thirty (30) day increments. A maximum of two (2) extensions are permitted.
Employees are considered "regular" employees after the introductory period is completed and continue employment on an at-will basis. “Regular” employees may be eligible for additional benefits, subject to the terms and conditions of each benefit program. You should read the plan information for each specific benefit program for details about the plan and the eligibility requirements.  If you have questions, you should consult the Business Director.

106      EMPLOYMENT INFORMATION AND REPRESENTATIONS   
We rely on the accuracy of information provided in the employment application, presented throughout the hiring process, as well as stated during your employment. Any misrepresentations, falsifications, or material omissions (in our sole and complete discretion) in any of this information or data may result in the exclusion of an applicant from further consideration for employment or, if the person has been hired, immediate termination of the employment relationship.
107	JOB DESCRIPTIONS
A copy of all current job descriptions will be included in this handbook:
· Job title
· Job responsibilities
· Job summary
· Job duties
· Education, training, certification and experience requirements
· Professional affiliations, if applicable
· Essential and non-essential job functions
































General Employment Policies

200 	BASIC STAFF MEMBER QUALIFICATION
All staff members must:
· Be supportive of the Christian faith, the purposes of the United Methodist Church, and the mission and goals of Spanish Fort United Methodist Church of Spanish Fort, Alabama.
· Be willing to submit to the spiritual leadership of the Pastoral Team and to pursue the vision and path they set for our Church with excitement and enthusiasm.
· Possess special aptitudes, skills, and capabilities required.
· Be able to win and hold the cooperation and goodwill of the people they serve, work with, and Staff Parish Relations Committee (SPRC) members.
· Strictly maintain confidence at all times.
· Be committed to cooperation, respect for others, open communications, and all other behaviors consistent with being a positive and productive team player.
· Have satisfactory employment references, criminal check results, and other screening results, as required.

201        HIRING OF RELATIVES
The employment of relatives in the same area of an organization may cause conflicts and/or problems with favoritism and employee morale. In addition to claims of partiality, conflicts from outside the work environment may be carried into day-to-day working relationships.
Although we have no blanket prohibition against hiring relatives of existing employees, we will monitor situations when relatives work in the same area or are involved in joint or related projects. Each situation will be evaluated on a case-by-case basis by the employee’s supervisor and the Senior Pastor. In the event of actual or potential problems, we will take prompt action. This action may include reassignment or, if necessary, termination of employment for one or both of the individuals involved in the situation.
For the purposes of this policy, a relative is any person who is related by blood or marriage, or whose relationship with the employee is similar (e.g. step-son, step-daughter) to that of persons who are related by blood or marriage.

202	IMMIGRATION LAW COMPLIANCE
We are committed to employing only United States citizens and individuals who are authorized to work in the United States. We do not unlawfully discriminate on the basis of citizenship or national origin.
In compliance with the Immigration Reform and Control Act of 1986, all new employees must complete the “Employment Eligibility Verification Form” (I-9) and present documentation establishing your identity and employment eligibility. Former employees who are re-hired must 

also complete the form if they have not completed an “I-9” with the Church within the past two years, or if their previous “I-9” is no longer retained or valid. 
If you have questions, or need more information about immigration law issues, you are encouraged to contact the Business Director or the Senior Pastor. You may raise questions or make comments, complaints, or suggestions about immigration law compliance without any fear of reprisal, reprimand or retaliation.
203	  CONFLICTS OF INTEREST
As employees, we all have an obligation to conduct Church business within guidelines that prohibit actual or potential conflicts of interest. Even the appearance of a conflict of interest may harm our ministries.
An actual or potential conflict of interest occurs when you are in a position to influence a decision that may result in your own personal gain or personal gain for a relative or business associate, as a result of Church business. For the purposes of this policy, a relative is any person who is related to you by blood or marriage, or whose relationship with you is similar (e.g. step- son, step-daughter, etc.) to that of persons who are related to you by blood or marriage.
No "presumption of guilt" is created by the mere existence of some relationship with outside firms. If you have any influence on transactions involving purchases, contracts, or leases, it is imperative that you disclose the relationship to the Senior Pastor as soon as possible so that appropriate safeguards may be established to protect all parties.
Personal gain may result not only when you or one of your relatives or business associates has a significant ownership interest in a firm with which we do business, but also when you or your relative or associate could receive any kickback, substantial gift or special consideration as a result of any transaction or business dealings involving the Church.
This policy establishes only the basic framework for evaluating, considering, and avoiding actual or potential conflicts of interest. The purpose of these guidelines is to provide general direction so you may seek further clarification on issues related to the subject of acceptable standards of operation. You should contact the Senior Pastor with questions regarding actual or potential conflicts of interest.
204	  OUTSIDE EMPLOYMENT
Upon the approval of your supervisor, the Senior Pastor and SPRC, you may hold a job with another organization as long as you satisfactorily perform your job responsibilities with the Church. All employees are judged by the same performance standards and subject to the Church’s scheduling demands, regardless of any outside work requirements.
If we determine that your outside work interferes with your performance or the requirements of the Church, you may be asked to end the outside employment to remain employed with the Church. Outside employment is a conflict of interest and is not allowed when the outside employment relationship could have an adverse impact on the Church.

205	NON-DISCLOSURE (CONFIDENTIALITY) 
The protection of confidential information provided to the Church and its staff is vital to the interests and mission of the Church. The Church’s confidential information includes, but is not limited to:
· Compensation data.
· Financial information.
· Personal information concerning those who have sought the advice and counsel of the Church and its staff.
· Medical and other personal information.
· Password and/or security codes to computer workstations, email accounts, sound systems, security systems, etc.
· Employment performance, counseling, disciplinary and/or termination information.

206  	DISABILITIES ACCOMMODATION
We are committed to complying with the Americans with Disabilities Act (ADA) as well as all other federal, state, and local laws regarding individuals with disabilities.
We want to provide equal employment opportunities for qualified persons with disabilities. Accordingly, as set forth in Section 102, all of our employment practices and activities are conducted on a non-discriminatory basis. In addition, reasonable accommodations will be provided for qualified individuals with mental or physical disabilities.
Reasonable accommodations will be made during the job application process as well as regarding hiring, advancement, termination of employment, compensation, job training, job transfers, continuation of employment, and all other conditions or privileges of employment. All employment decisions and the evaluation of proposed accommodations are based on the merits of the situation in accordance with appropriate criteria.
We also prohibit discrimination against any qualified employee or applicant because of a relationship or association with a person with a disability.

REQUEST FOR HANDICAP ACCOMMODATIONS

1. The applicant or employee with a disability is responsible for informing us that an accommodation is needed to enable the applicant or employee to apply for a position or to
Perform the functions of a job.

· We may ask an applicant or employee with a known disability if the applicant or employee needs an accommodation.
· It is anticipated that the applicant or employee will cooperate fully with us as well as communicate openly and honestly to determine whether an accommodation is needed and whether a suggested accommodation is reasonable.

2. When an applicant or employee requests  an accommodation, the Senior Pastor, SPRC and                                                                          
supervisor for the position will:

·    Analyze the job involved and determine its essential functions.
· Consult with the employee or applicant to determine the individual's job-related limitations and how the limitations might be overcome through accommodation.
· Identify potential accommodations in consultation with the applicant or employee, including but not limited to asking the applicant or employee’s health care provider to provide information based on the job description at issue, asking the employee to complete an examination with a health care provider of our choice, etc.
· Assess the effectiveness of each potential accommodation identified.
· Consider the applicant or employee’s preferences and select the accommodation most appropriate for the employer and the applicant or employee. If more than one accommodation is feasible, we will exercise our discretion in selecting which accommodation will be provided. The most readily available, least expensive, and easiest accommodation to implement normally will be selected as long as the accommodation will allow the applicant or employee to perform the essential functions of the job.
· Determine if an accommodation is possible without undue burden to the Church.

 3.   The hiring supervisor, SPRC and the Senior Pastor must approve all accommodations.

4. Documentation of requests for accommodations, discussions, considerations, approvals, and rejections will be kept separate from other employee or applicant information and will be maintained by the Business Director. 

5. Regardless of disability, applicants or employees selected for positions should be the best- qualified person with or without reasonable accommodation. Applicants and employees must be qualified for the position and must be able to perform the essential functions of the job with or without reasonable accommodation.

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

207 	EMPLOYMENT CATEGORIES
Each position of employment with the Church is classified as either exempt or non-exempt. This classification must be approved by the Staff Parish Relations Committee.  Employees in non-exempt positions are paid on an hourly basis.  Employees in exempt positions are paid on a salary basis.  All permanent full-time and part-time employees are subject to a 90-day probationary period following the date of hire.    

TEMPORARY, INTERN OR SEASONAL EMPLOYEES
· Hired to temporarily supplement the work force or to assist in the completion of a specific project.
· Temporary, Intern or Seasonal positions are created, continued and terminated at the discretion of the Senior Pastor and the Staff Parish Relations Committee.   
· The maximum number of weekly hours allocated for each Temporary, Intern or Seasonal position will be determined by the Senior Pastor and the Staff Parish Relations Committee. 
· Temporary, Intern or Seasonal employees are not eligible for benefits.
· Temporary, Intern or Seasonal employees change employment status only when the Senior Pastor and the Staff Parish Relations Committee verifies that a change in the status is warranted for that position and then notifies the employee of the change in writing.

	REGULAR, PERMANENT FULL-TIME SALARIED EMPLOYEES 
· Have completed the introductory period
· Are not in a temporary position
· Are paid a salary 
· Are scheduled to work 36.5 or more hours per week. 
	Regular, permanent full-time salaried employees are exempt from overtime wages.  Regular, 	permanent full-time salaried employees are eligible for all benefits, subject to the terms, 	conditions, and limitations of each benefit program. 
	REGULAR, PERMANENT PART-TIME SALARIED EMPLOYEES
· Have completed the introductory period
· Are not in a temporary position
· Are paid a salary
· Are regularly scheduled to work less than 30 hour per week 

	Regular, part-time salaried employees are exempt from overtime wages.  Regular, part-time salaried employees are not eligible to receive benefits offered by the church. 

REGULAR, PERMANENT FULL-TIME HOURLY EMPLOYEES 
· Have completed the introductory period
· Are not in a temporary position
· Are paid at an hourly rate 
· Are scheduled to work 36.5 or more hours per week. 
	Regular, permanent full-time hourly employees are eligible for all benefits, subject to the terms, 	conditions, and limitations of each benefit program. 
REGULAR, PERMANENT PART-TIME HOURLY EMPLOYEES 
· Have completed the introductory period
· Are not in a temporary position
· Are paid at an hourly rate
· Scheduled to work less than 30 hours per week 
· Exempt from overtime wages
· Not eligible to receive benefits

	
208 ACCESS TO PERSONNEL FILES
We maintain a personnel file on each employee. Your personnel file includes such information as your job application, resume, records of training, documentation of performance appraisals and salary increases, and other employment records.
Personnel files are the property of the Church and are maintained in the office of the Business Director. Access to employee personnel files is restricted. Generally, only the Senior Pastor, Business Director, the Staff Parish Relations Committee, and the employee’s supervisor are allowed to review an employee’s personnel file.  Personnel files are not to be removed  from the church office.  

Medical and other sensitive information is not kept in the employee’s personnel file.

If you want to review your personnel file, you should contact the Senior Pastor or your supervisor.  With reasonable advance notice, you may review your personnel file in the presence of the Senior Pastor or his/her designee. You may review all documents in your personnel file except reference information, attorney client privileged or attorney work product documents, legal claim information, ongoing investigation information or other information the Senior Pastor and Staff Parish Relations Committee deem inappropriate for review.

209    	EMPLOYMENT REFERENCE CHECKS
It is important that our employees are well qualified for their jobs and have a strong potential to be productive and successful. Accordingly, we check each applicant’s employment references and criminal records. The Church reserves the right to ask applicants to provide additional information which might be required to obtain a Security Bond, up to and inclusive of, examination of a Credit Report. All employees and applicants are required, as a condition of employment, to provide written consent for the reference checks and other background investigations that may be required by the Church.
Additional checks or searches may be conducted for all individuals who work with infants,
children, youth,  young adults or developmentally disabled adults.

The Business Director will confirm only an employee’s dates of employment and position(s) held. Additional employment data may be released (at our discretion) if we receive a written authorization and release signed by the individual who is the subject of the inquiry. The Business Director will respond to all reference or employment inquiries received from other employers or organizations in addition to those listed above.

210         PROTECTION OF CHILDREN AND YOUTH 
We are committed to ensuring safety measures are in place to protect the physical and emotional welfare of children and youth who participate in our ministries.  Anyone working with children will be required to take the “Safe Sanctuary Training” prior to working with the children.  Thereafter, they will be required to take the training annually. We will also follow the stringent guidelines established by the Alabama-West Florida Conference and all requirements of Alabama State law. Sexual abuse and other inappropriate behaviors must never occur. These behaviors are devastating to all the individuals involved and to our ministries.

DEFINITIONS
Sexual Abuse - The sexual exploitation or use of anyone under eighteen (18) years of age through any contact or interaction in which the minor is used for the satisfaction of the older person, with or without the minor’s consent. This includes both touching and non-touching behaviors.  
Touching Behaviors - Behaviors that include, but are not limited to, kissing, private touching, and any sexual overtures.
Non-Touching Behaviors - Behaviors that include, but are not limited to, verbal sexual comments, displaying pornography, obscene telephone calls, exhibitionism, and allowing or coercing minors to witness sexual activity.
Minor - Any person under the age of eighteen (18).
Paid Staff - Compensated employees of Spanish Fort United Methodist Church of Spanish Fort, Alabama.
Volunteer - Any person who has direct or indirect contact with any minor, including High School students who have direct or indirect contact with any minor.
High School Student - Students in grades nine through twelve.

SELECTION AND SCREENING
We are committed to carefully screening employees and volunteers who will work with children and youth.  All screening results are confidential.
1. Before being employed as a paid staff person, or prior to volunteering to work with our children and youth may be invited to complete the “Safe Sanctuary” training. The applicant must remain in the presence of a screened employee or Program Director.

2. We ask each applicant to complete a “SFUMC Safe Sanctuaries; Authorization and Request to Run Criminal Background Check” Form.  This allows us to contact references and perform investigations, including contacting appropriate law enforcement agencies and references. (See form behind this document).


3. We may refuse employment for any reason, including information provided on the application, obtained from references, or impressions formed during the evaluation process. Persons convicted of sexual or physical abuse are not eligible for work or volunteer with children and youth.

4. We will closely and carefully monitor compliance of our guidelines and policies. The Trustees and the Business Director have the responsibility and the duty to ensure that the provisions of the Trustees Master Policy are maintained always, plus ensure 
That all classrooms and public spaces comply with the building requirements for lighting, visibility and availability always. There is no time, place, or space that is beyond the bounds of observation and evaluation on church property.

5. Any person who suspects that abuse is taking place or has taken place must immediately report the activity or suspicion to the Senior Pastor, Associate Pastor, or Business Director and document the incident. The Senior Pastor or his/her designee will speak with all parties concerned and file a written report with SPRC containing the accounts of those contacted.

6. All media contacts must be referred to the Senior Pastor or Associate Pastor.  We want to protect the privacy and confidentiality of all individuals involved in a situation to the extent practical under the circumstances.

7. The Senior Pastor and SPRC must be informed of and involved in the investigation of any incident that involves a staff member, volunteer, anyone who functions in a supervisory capacity over student and/or an ordained Pastor, as soon as they are made aware of the situation.

8. All individuals working with children and youth must annually review and sign the “Safe Sanctuary” document. 

We welcome all comments, suggestions, questions, and concerns regarding these procedures and any activities observed or discovered. We cannot over-emphasize the importance of protecting those individuals who may not be able to protect themselves.

211          PERSONNEL DATA CHANGES
It is your responsibility to promptly notify your supervisor and the Business Director of any changes in your personnel data. Your personal mailing address, telephone numbers, number and names of dependents, changes in marital status and name, individuals to be contacted in the event of an emergency, and other personnel information must be accurate and current at all times.

212          LIFE-THREATENING ILLNESSES IN THE WORKPLACE
Employees with life threatening illnesses (e.g. cancer, heart disease, AIDS, etc.) often wish to continue their normal pursuits, including work, to the extent their condition allows. We support these endeavors as long as employees are able to meet acceptable performance standards.

The Church will make reasonable accommodations available for employees with life-threatening illnesses, consistent with all legal requirements.

Medical information on individual employees is treated confidentially. We will take reasonable precautions to protect medical information from inappropriate disclosure. Directors and all other employees who have knowledge of an individual’s medical information have a responsibility to respect and maintain the confidentiality of that information. Anyone 

inappropriately disclosing medical information is subject to disciplinary action, up to and including termination of employment.
Employees with questions or concerns about the continuation of the employment relationship in the midst of life-threatening illnesses are encouraged to contact the Senior Pastor.

213          INTELLECTUAL PROPERTY RIGHTS OF OTHERS
During your employment, you will occasionally receive and use the proprietary information of others. You must use this proprietary information only in accordance with our agreement with the owner and all applicable laws. We honor copyrights and respect the propriety information of 
others.  You should not engage in any unauthorized copying or unauthorized use of any propriety information in connection with your employment. This prohibition also applies after our employment relationship ends.

214	 CHILDREN IN THE WORKPLACE
As a parent, you are expected to have adequate childcare during business working hours to provide for the safety and supervision of your children, to allow you to perform your work without undue distraction, to allow other employees to perform their work without undue distraction, and to avoid liability to yourself and to the Church for accidents which might result from bringing children into the workplace.

Should you need to visit the workplace on off-hours or on days when you are not normally working; your visits should be brief.  You should not visit the workplace when your children are not feeling well or may be disruptive to other staff. It is your responsibility to exercise parental authority and oversight of your children while in the workplace.

2

 	Employment Compensation Policies	
300 	TIME RECORDING 

	NON-EXEMPT EMPLOYEES									                                                                
Accurately recording time worked is an important responsibility of every non-exempt employee. Federal and state laws require that we keep an accurate record of time worked to calculate employee pay. Time worked is all the time actually spent in the job performing assigned duties or certain other activities for the benefit of the Church.

Non-exempt employees must accurately record the time they begin and end their work. Non-exempt employees must also record the beginning and ending time if they must depart work for personal reasons.

EXEMPT EMPLOYEES
Exempt employees have the freedom and flexibility to adjust their work schedules based upon the duties and demands of their ministry responsibilities. Though the amount of time spent on campus may be different each day, it is understood that the sum total of hours spent fulfilling those responsibilities will rarely be less than 36.5 hours per week.
Exempt employees who have Sunday programming/ministry responsibilities are provided a day off during the week to tend to personal business and relaxation. Your particular day off will be selected in consultation with your supervisor. If for any reason you need to change your scheduled day off, you must notify your supervisor of the change. If for any reason you need to make significant modifications to your work schedule for a given week, you must notify your supervisor of the change. If you are absent from your duties without the consent and/or knowledge of your supervisor, or without having requested personal or vacation leave, your supervisor, with authorization of the Business Director, may submit a “Time Away Request “   form on your behalf. A day of leave will be deducted from the balance of your remaining personal leave time, or, if depleted, will result in the loss of a vacation day.
It is your responsibility to keep your supervisor notified of changes to your weekly schedule. Excessive or unauthorized absenteeism may result in disciplinary action, up to the termination of the employment relationship.

From time-to-time, the Senior Pastor, Associate Pastor, or SPRC may request that an employee complete a time analysis report outlining time spent on all aspects of their position or specific components of their daily routine.  The information will be used to evaluate the overall needs of the department, to anticipate areas of future staffing needs, and/or to modify current ministry descriptions. The request to complete this form is non-negotiable. The completed survey will be presented to the Senior Pastor or Associate Pastor and/or SPRC by the required due date.


301 PAYDAYS
You will be paid on a biweekly basis (every other week). Each paycheck includes earnings for all work performed through the end of the current payroll period.  Employees can register online at www.elminfo.com to access all payroll information such as pay stubs.  

302 ENDING THE EMPLOYMENT RELATIONSHIP
The end of the employment relationship is an inevitable part of personnel activity within any organization. Many of the reasons for ending the relationship are routine. Below are examples of some of the most common circumstances when employment is discontinued:
· RESIGNATION – the voluntary end of the employment relationship, initiated by the employee.
· DISCHARGE – the involuntary end of the employment relationship, initiated by the employer.
· POSITION ELIMINATION – the involuntary end of the employment relationship, initiated by the employer due to the reduction of staff positions or a change in circumstances dictating a lack of need for the position.
303 ADMINISTRATIVE PAY CORRECTIONS
We take all reasonable steps to ensure that you receive the correct amount of pay in each paycheck and that you are paid promptly on the scheduled payday.
In the event there is an error in the amount of your pay, you should promptly and professionally bring the discrepancy to the attention of the Business Director. The situation will be evaluated and appropriate corrections will be made as quickly as possible.
304 PAY DEDUCTIONS
Typical pay deductions may be divided into two categories – deductions required by law and deductions authorized in writing by you for your benefit.

The law requires that we make certain deductions from your compensation. Among these are applicable federal income taxes; Social Security taxes up to a specified limit called the Social Security "wage base;" garnishments; and child support payments.
We offer various programs and benefits beyond those required by law. If eligible to participate, you may voluntarily authorize deductions in writing from your paycheck to cover the cost of your participation in these programs. Eligible programs may include, but are not limited to, the payment of your group medical and dental insurance premiums, pension contributions and tithes.
On rare occasion, we may make voluntary pay deductions to help you pay off a debt or obligation to the Church or others.  We will make these deductions only when you have authorized the deduction, named the payee, and noted the total amount in writing.  If you ever have questions about any deductions from your paycheck, please ask your supervisor and/or the Business Director for assistance.  Any correction will be made promptly.



	Employee Benefits	
400 EMPLOYEE BENEFIT PROGRAMS
We are pleased to provide eligible employees a wide range of employee benefits. Several of our programs are available to all employees as required by law (e.g., Workers’ Compensation, Social Security). Some benefit programs require contributions from the employee. Your eligibility for benefits depends on a variety of factors, including your employee classification.
The Business Director can help you identify the benefits programs for which you are eligible. You may review some of the details of the employee benefits programs in this Handbook. You should always refer to the official plan document for the specific benefits plan,  you should then get the most accurate information. Any inconsistencies between the formal plan document and any other document or representation are controlled by the plan document.
401 PAID TIME OFF (PTO)
   
Paid Time Off (PTO) is a benefit program that meets employees’ needs for time off for any reason, with supervisor’s approval, such as sick leave or vacation time. Salaried employees working a regular schedule, who have completed their probationary period, are eligible to receive PTO as follows: 	
	
Episcopal Appointments:
	Four work weeks (including four Sundays)
	After 5 years of employment – 5 work weeks
	After 10 years of employment – 6 work weeks

Full-time, exempt & non-exempt:
	After probationary period – 4 work weeks
	After 5 years of employment – 5 work weeks
	After 10 years of employment – 6 work weeks

Part-time, exempt & non-exempt Support Staff:
	After probationary period – 1 work week for every 10 hours worked/week
	After 5 years of employment – 1 and a quarter work weeks for every 10 hours 
After 10 years of employment – 1 and a half work weeks for every 10 hours


PTO accrues in full at the end of a 90-day probationary period, although absences of more than a week within the first year must be approved by the senior pastor. During the probationary period, employees may use PTO only in emergency situations or for a specific event that is approved prior to employment. This time will be deducted from their yearly amount once probationary period ends. 

Employees may “roll over” unused PTO at the end of a budget year (December 31) up to a maximum of 2 weeks. Any accrued PTO over 2 weeks at the end of the budget year will be forfeited. 

Any employee who has been employed consecutively for one year or more and who terminates voluntarily or is terminated involuntarily for reasons other than job performance or misconduct will be entitled to payment for up to two weeks of unused PTO. Any PTO used during the time between informing the church of their termination and the termination date will be deducted from the two-week payout. Payments will be made according to the regular pay schedule. Any employee terminated for misconduct or unsatisfactory job performance will not be entitled to accrued PTO.


These PTO benefits are the minimum amounts common to their respective employment status groups. Alternate arrangements may be made in special circumstance by the express agreements of the employee and SPRC. Any such special agreements should be acknowledged in the employee’s job description. 

402 MEDICAL & DENTAL INSURANCE
Medical and Dental Insurance is not offered through the Church.

403 UNEMPLOYMENT INSURANCE
Unemployment Insurance is not offered through the Church.

404 PENSION BENEFITS
The Church provides a pension program to eligible employees. Further information regarding these benefits will be provided to you by the Business Director.
Should an employee decline participation in the retirement program, they must sign a waiver on a form provided by the General Board of Pension and Health Benefits. The signed form will be placed in the employee’s personnel file.
405 LEAVES OF ABSENCE  

Emergency Leave
The church has an Emergency Leave policy which is designed to provide compensation in addition to accrued PTO for employees who have been employed by the church for more than five years and who have used all of their PTO while on FMLA leave. In this instance, employees are entitled to Emergency Leave as follows:
		
	Less than 5 years
· Accumulated PTO Only
	
Between 5 and 10 years	
· After accumulated PTO is used, employees are entitled to 2 weeks of pay

Over 10 years	
· After accumulated PTO is used, employees   are entitled to 3 weeks of pay

Episcopal appointees and all full-time employees are entitled to paternity or maternity leave of up to three months, with full compensation for eight weeks of that leave. The Paternity/Maternity Policy for episcopal appointments follows paragraph 356.3 of the Book of Discipline. 

Time taken under Emergency Leave Policy coincides with the time taken under FMLA. It is not intended to supplement the time available under FMLA.

All requests for emergency leave must be submitted on a Leave Authorization Form. In extraordinary circumstances, additional paid leave may be granted at the discretion of the SPRC committee.

Jury Duty
Serving on a jury when called is a civic duty, and as such, is fully recognized and supported by the church. It is the employee's responsibility to notify the church as soon as a formal notice regarding jury duty is received. While serving, an employee's normal compensation will continue. Employees are expected to return to work when released from service by the Court prior to 12:00 p.m. on the day in question. 

Family Medical Leave Act
A. Eligibility 
Under this policy, an eligible employee may request a leave of absence for any of the reasons identified below for up to 12 weeks in a 12 month period, with job protection and no loss of previously accumulated service or any employment benefit, provided the employee returns to work at the end of the leave period. An eligible employee is any employee who has worked for the church for at least twelve months (not necessarily consecutive months), and who has worked at least 1,250 hours during the 12-month period immediately preceding the leave request. 

B. Qualified Leave
Under this policy, an eligible employee may take FMLA qualified leave for any of the 	following reasons:

1.	Birth and care of the employee's newborn child; 
2.	Placement of a child with the employee for adoption or foster care;
3.	To care for the employee's spouse, child, or parent who is incapable of self-care because of a mental or physical disability or serious health condition;
4.	Because of the employee's own serious health condition, which condition renders the employee unable to perform the essential functions of his or her job.

For purposes of this Policy, "Parent" is defined as either the biological parent of an employee or an individual who actually acted as parent to an employee when the employee was a child. Neither grandparents nor parents "in-law" qualify as "parents" under the Policy. "Child" means a biological, adopted or foster child, a stepchild, a legal ward, or a child of a person acting as parent, who is under 18 years old, or who is older than 18 years old and incapable of self-care because of a mental or physical disability. "Spouse" is defined as either a husband or a wife as defined by State law. 

Eligible married spouses employed by the church are limited to a combined total of 12 weeks of leave if the leave is taken for (1) the birth of an employee's child and the care attendant with such birth; (2) the placement of a child with an employee for adoption or foster care and the care attendant with such placement; or (3) to care for an employee's parent with a serious health condition. 

FMLA leave will be granted by the church following appropriate leave request and the situation’s being in compliance with the Family and Medical Leave Act of 1993. 

Sabbatical Leave for Episcopal Appointment 
As stated in paragraph 351, pages 294-295 of the 2016 Book of Discipline, the Episcopal               Appointment Ministers who have been serving in a full-time appointment for six     consecutive years may request a sabbatical leave for up to one year. The leave is to be approved by the Bishop upon the vote of the annual conference after recommendation by the Board of Ordained Ministry. 

406	  HOLIDAYS
  The following paid holidays will be observed by the office during the year:

New Year’s Day			Memorial Day
Martin Luther King, Jr. Holiday	4th of July
Lundi Gras and Mardi Gras Days 	Labor Day
Easter Monday			Thanksgiving Day and subsequent Friday
Veterans Day			Christmas Eve and Christmas Day

Employees who are required to work on a holiday are entitled to take another day off with the approval of their supervisor or the senior pastor. 

407      WORKERS’ COMPENSATION 
We provide a comprehensive Workers’ Compensation insurance program at no cost to employees. If you are injured or become ill at work, you must notify your supervisor and the Business Director immediately. No matter how minor an on-the-job injury may appear, it is important that it be reported immediately.

408 BEREAVEMENT/FUNERAL LEAVE
When a death occurs in the family of an employee, the employee will be compensated for time lost from his/her regular work schedule in accordance with the following guidelines:  The employee will be granted a minimum of three days off from work with pay in the event of the death of a member of one’s immediate family and one day in the event of the death of a relative not a member of the employee’s immediate family. 

Employees who request more time off than is allowed by church policy (e.g. to attend an out-of-town funeral) are generally permitted to take PTO, if it is available, or are granted time off without pay.

410       CONTINUING EDUCATION LEAVE
We recognize that the skills and knowledge of our employees are critical to the success of the organization. Employees have the opportunity to continue to grow in their ministries through continuing education events. Attendance at conferences, seminars, and other educational events as approved in advance by the Church is encouraged. Requests should be made well in advance of the event to the immediate supervisor and to the Business Director for calculations and will then be submitted to the Senior Pastor for final approval.  Continuing education leave is understood to be in addition to, not in place of, regular earned vacation leave.

411      CONNECTIONAL LEAVE
Directors and Clergy are encouraged to fulfill their responsibilities on the District, Annual Conference, and General Church levels. Requests for Connectional Leave must be made in advance on the “Time Away Request” form. This form must be submitted to the Business Director for payroll and benefit calculations and will in turn be submitted to the Senior Pastor for final approval. Connectional leave is understood to be in addition to, not in place of, regular earned vacation leave.

412       MISSION LEAVE  
Pastoral Staff and the Director of Youth Ministries are encouraged to take one SFUMC sponsored mission trip per year.  This week is not counted as vacation/personal  leave since it keeps them informed of church sponsored activities.  Time taken by other staff members for church approved Mission trips will also not be counted as vacation/personal time.  This time is limited to one week per year for church employees. Requests for mission leave must be made on a “Time Away Request” form well in advance of the event. Submit your completed form to your supervisor for final approval and forward to the Administrator tracking personnel time-off. 

413       CLASSES DURING  WORK  HOURS
We encourage staff to participate in Church-sponsored studies and classes, as these provide opportunities for personal and spiritual growth. Preferably, staff will be able to attend classes on non-work scheduled time. On certain occasions, an employee may be granted the opportunity to attend a job-related class during work hours. Please speak to your supervisor, Business Director, Associate Pastor, Senior Pastor or Staff Parish Relations, to see if your participation in a class qualifies for this benefit.

414 	MILITARY LEAVE
Military leaves of absence will be granted consistent with Federal and State laws and requirements in effect at the time the request for Military Leave is presented. Please see the Business Director for more information.

 	Supervision / Disciplinary Guidelines	

500	EMPLOYEE CONDUCT AND WORK RULES
To ensure orderly operations and provide the best possible work environment, we expect employees to follow rules of conduct that further the mission of our Church, glorify God, and protect the interests and safety of our Church, congregation, employees, volunteers, and visitors.

It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. We expect that each employee will be responsible for his or her own behavior and make smart choices. 

 501           COMPUTER AND E-MAIL USAGE 
It is our intent and hope that this policy will minimize the potential risks associated with using our computers and connecting to the internet, without unduly limiting the potential benefits offered by speedy access to global information.

You are representing the Church whenever you are using the Church’s e-mail or Internet connection. You are responsible for using our resources in a professional, ethical, and lawful manner, and you must exercise good judgment in all e-mail and internet transmissions. We will not be responsible for any damages, direct or indirect, arising out of the use of our internet or computer resources.	
502 DRUG AND ALCOHOL USE 
It is the Church’s desire to provide a drug-free, healthy, and safe workplace.  To promote this goal, employees are required to report to work in appropriate mental and physical condition to perform their jobs in a satisfactory manner. 
While on our premises or while conducting employment activities, no employee may use, possess, distribute, sell or be under the influence of alcohol or illegal drugs.  The legal use prescribed drugs is permitted on the job, only if it does not impair the employee’s ability to perform the essential functions of the job effectively and in a safe manner without danger to other individuals in the workplace. The illegal use, distribution, sale (etc.) of legal drugs is prohibited. 
To help ensure a safe work environment, employees may be subject to drug testing in a certified laboratory (Mobile Infirmary may be used) whenever the immediate supervisor, the Senior Pastor and SPRC concur that an employee should submit to testing.  If the test results are negative, the employee may return to work immediately and all compensation will be paid.  If the test results are positive, the Senior Pastor, in consultation with SPRC will consider appropriate disciplinary action to be applied to the employee.


Violations of this policy shall lead to disciplinary action, up to and including the immediate termination of employment, the required participation in a substance abuse rehabilitation or treatment program at the employee’s expense before returning to work, required periodic testing, etc.  Violations of this policy may have legal consequences.  
Employees with questions or concerns about substance dependency or abuse are encouraged to discuss these matters with their supervisor or the Senior Pastor without fear of reprisal, reprimand or retaliation.  Assistance and referrals to appropriate resources in the community may be made available to the employee.  An employee with a drug or alcohol problem may request approval to take unpaid time off to participate in a rehabilitation or treatment program.   
503 SEXUAL   AND   OTHER   UNLAWFUL   HARASSMENT    
We are committed to providing a safe, healthy, and productive workplace for our employees. Our workplace must be free from unlawful harassment, including but not limited to sexual, racial, age, disability, color, national origin, pregnancy, sexual orientation, and religious harassment as well as all other types of harassment prohibited by federal, state, or local law.
You must report any incident of discrimination, harassment, or suspected discrimination or harassment immediately to the Senior Pastor, Associate Pastor, Business Director or any SPRC member. We will not tolerate retaliation against any employee for asking questions, making a complaint, or cooperating in an investigation.  Any employee who experiences or suspects retaliation must report it to the Senior Pastor, Associate Pastor, Business Director or any member of SPRC.  Anyone who observes discrimination or harassing conduct or suspect’s discrimination or harassing conduct has occurred, even if directed at another employee, must report immediately to Senior Pastor, Associate Pastor or SPRC member. 
504 WEAPONS   
To ensure a safe and non-threatening environment for our employees, congregation and visitors, weapons are prohibited on Church property except when properly secured in a locked personal motor vehicle.  A weapon includes a firearm, whether or not loaded, an explosive device, electric stunning device, switchblade knife, pocket knife with a blade larger than three inches, metal knuckles or any other device the primary purpose of which is to inflict bodily harm.   Church property includes all property, vehicles and equipment owned or leased by the Church, whether or not located on the Church campus.
 505	  ATTENDANCE AND PUNCTUALITY 
Your job is very important to our success as a Church. We need you to be present at work during your scheduled work hours. The volume of work each department must produce determines staff levels for each department. We cannot accomplish our mission or goals without depending on each and every employee to carry out their responsibilities.

It is very important that you establish and maintain a good attendance record and you communicate honestly and openly with your supervisor about attendance issues. When you are unable to come to work, or when you will arrive late, you must notify your supervisor immediately so that others may be assigned to cover your duties. Upon return to the Church, a completed and signed “Time Away Request” form is to be submitted to the Business Director for payroll and benefits calculations and will then be presented to employee’s supervisor for final approval. Absences for reasons other than sickness or emergencies must have prior approval from your supervisor.

Poor and unexpected absenteeism and excessive tardiness puts undue stress on your co- workers, supervisor, department, and the Church. Either may lead to disciplinary action, up to and including termination of employment. Should termination be necessary, the Senior Pastor and SPRC Chairman will meet with the employee and follow the SFUMC procedures outlined in #509 “Termination” listed below. 
506        PERSONAL APPEARANCE/DRESS CODE  
Your dress, grooming, and personal cleanliness contribute to the morale of all employees and impact the business image we present to the community. We expect that you have sufficient pride in your work and association with the Church to always exercise mature discretion regarding your appearance and demeanor.  When in doubt, you should choose the more conservative option.

507        SOCIAL MEDIA POLICY  
This Social Media Policy applies to all online and mobile platforms for sharing content and 
information, whether controlled by Spanish Fort United Methodist Church or hosted by others, on which members of the Spanish Fort United Methodist Church community engage in discussions or activities relating to Spanish Fort United Methodist Church. The term “social media” refers to social networking services, blogs, short message services, message boards, wikis, podcasts, image and video sharing sites, and other methods for real time information sharing among users. Because this is a constantly evolving area, this policy applies to all new social media platforms whether or not they are specifically mentioned in this policy.

· Be selective - there are a variety of digital platforms available. Use the right medium for your message – a blog or social network might not be the right place for messages intended only for a small group, and email or other more targeted media might be best.
· Be responsible - social media is available for individual interactions, not official parish communications. Members of Spanish Fort United Methodist Church are personally responsible for the content they publish. Official statements of parish policy may only be made by the Pastor or his designee in the appropriate venue.
· Be smart - a blog or community post is often visible to the entire world and can be shared by others in ways that one cannot control. Remember that what anyone writes is public and will remain public for a very long time, perhaps permanently. Be respectful of the Spanish Fort community. 
· Be identified - authenticity and transparency are driving forces behind social media. Use real identities to the greatest extent possible rather than anonymous posts and comments. 
· Respect the privacy of others - do not publish the personal information of others in the community without their permission or, in the case of children under 13, written permission of their parents. This is particularly important in the school community, in which some parents do not wish their children’s personal information and images to be shared online. 
· Be respectful - Spanish Fort United Methodist Church is a thoughtful and prayerful community that encourages free expression and values civil debate. If any employee or member disagrees with others, he/she should do so with civility. Respect one’s audience, express views with appropriate language, and be respectful of the Church and its teachings. 
· Be faithful - Spanish Fort United Methodist Church is your church and your employer. Do not publicly criticize the church, coworkers or ministry groups on social media. Criticism that alludes to any situation or person, even though no names or specifics are mentioned, is still criticism and is inappropriate. 
· Be trustworthy - respect the confidentiality of matters that are shared in confidence or that are meant to be kept confidential by the nature of one’s work, ministry or volunteer mission.

Violation of this policy can lead to disciplinary action up to and including termination of employment.

508 	RETURN OF PROPERTY
You are responsible for all the property, materials, keys, and written information we issued to you as well as Church property in your possession or control.

You must return all Church property immediately upon request or upon termination of 
employment.  When permitted by applicable laws, the Church may withhold from your check or final paycheck the cost of any items that are not returned when requested/required. We also may take legal action, when deemed appropriate, to recover or protect our property.
509  	RESIGNATION 
Resignation is a voluntary act you initiate to end your employment with the Church. Although notice is not required for you to resign, we ask that you give at least two weeks written notice of your resignation. This will help us make a smoother transition and may cause less disruption.
Before you leave employment with us, the Senior Pastor may schedule an exit interview to discuss your reason for resigning and the impact of your resignation on your benefits.
If you do not provide advance notice as requested, you may be considered ineligible for re-hire. If your supervisor, the Senior Pastor, and the Staff Parish Relations Committee determine that it is in the best interest of the Church that you be released immediately after you provide notice of your resignation, you will be released from your duties.
510       TERMINATION 
Since all employees of the Church are employed at will, lay employees of the Church are free to terminate the employment relationship at any time. 
Employees may be terminated in several ways:  voluntary termination (resignation); involuntary termination (dismissal); reduction in staff; retirement. 

Employees who wish to resign should submit a written notice of resignation to their supervisor at least two (2) weeks prior to their departure date.  The date of departure should be specified in the notice.  At the discretion of the supervisor and/or SPRC, an employee may be granted two weeks’ compensation in lieu of working the two week notice period. 

When the Church terminates the employment through dismissal; when an employee has been found in violation of one (1) or more of the items listed in the misconduct section of the handbook, SPRC and/or applicable supervisor may dismiss the employee immediately. 

511	SECURITY INSPECTIONS
	We wish to maintain a work environment that is free of illegal drugs, alcohol, and other improper materials. To this end, we prohibit the possession, transfer, sale, or use of such materials on our 	 premises and when conducting Church business. We require the cooperation of all employees in administering this policy. 

	Desks, file cabinets, and other storage areas may be provided for your convenience. However, these items and anything on our property is subject to search at any time, for any or no reason, with or without notice, and with or without permission. If you have something you wish to keep private and personal, you should not bring it to the workplace or with you when conducting Church business.

	E-mail, computer files, hard drives, voice mail, text messages, and all other information storage devices are subject to inspection at any time, for any or no reason, with or without notice, and with or without permission. If you do not want anyone to read your e-mail, access a computer file, view URL addresses, view call logs, etc., you should use your personal equipment in the privacy of your home – do not use our business equipment. (See section 608 for additional information.) To ensure a safe environment for all, you should anticipate that nothing you have or do is private in our workplace or with regard to the business of SFUMC.

	The Senior Pastor, Associate Pastor, the Business Director, with the consent of the Staff Parish Relations Committee, reserve the right and the duty to conduct security inspections on all Church supplied equipment and properties as deemed necessary to maintain a secure workplace for all employees. 

512	EMPLOYEE COUNSELING
Because of our desire to provide the best workplace possible, we are committed to the administration of appropriate and consistent discipline for unsatisfactory performance or conduct in the workplace. Our collective best interests lie in ensuring the appropriate treatment of all employees and in making certain that disciplinary actions are prompt, uniform, and impartial. The primary purpose of any disciplinary action is to improve performance, correct a problem, continue improved performance, prevent recurrence of a problem, and prepare the employee for satisfactory service in the future.

When we deem appropriate, in our complete discretion, we will use a progressive discipline system to address employee performance and conduct issues. Our system generally includes four steps: (1) verbal warning, (2) written warning, (3) suspension with or without pay, or (4)
Termination of employment -- depending on the severity of the problem and the number of occurrences. Steps may be varied, combined, or bypassed all together as the Church deems appropriate at any time, for any reason or no reason, with or without notice, in our full and complete discretion.
During the first and second steps (verbal or written warning), the employee may participate in the design and implementation of a written "Self-Improvement Program." This plan will be used for counseling and to measure progress.

Employee Self Improvement Plan:
The employee, in cooperation with the supervisor and the Senior Pastor, is encouraged to design a self-improvement plan of action and make the needed commitments toward improved job performance. Both the supervisor and employee contribute improvement suggestions with the supervisor providing final approval of the plan.

The plan should include a clear written indication with verbal counseling that repetition of the substandard behavior may call for additional discipline, including but not limited to immediate dismissal. A signed and dated copy of the plan will be presented to the Senior Pastor for inclusion in the employee’s personnel file.

513        ROLES AND RESPONSIBILITIES OF SPRC STAFF LIAISONS 
I. Staff Liaison

An SPRC liaison shall be assigned to each staff person. The purpose of this assignment is to offer each employee someone who will celebrate, encourage, and champion the staff person and the ministry in which they work, as well as receive concerns and official complaints from employees in the case where they do not feel comfortable bringing them to their supervisor or the staff Human Resources representative.

An SPRC liaison should meet in person with their assigned staff member(s) at least quarterly and should speak with them at least monthly.  An SPRC liaison should interact with their assigned staff member(s) so as to make them feel known, valued, and heard as individuals and not merely as employees.  Especially in the first meetings, the liaison should take a genuine interest in the employee’s life outside the workplace, including such things as family.  

II. Complaints

The SPRC liaison is not meant to serve as the arbiter of employee complaints but rather to make sure the employee knows the proper channels for reporting and helps them connect with the person(s) who can best help resolve an issue.

A complaint is an employee’s expressed objection:  to a particular treatment directed at the employee (e.g., an insult, a work assignment); to an employment decision (e.g., an evaluation, a denial of leave); or to prohibited conduct (e.g., embezzlement), accompanied by an expressed or implied request for review and/or corrective action.  A complaint may focus on a single incident, a pattern of similar incidents, or a collection of dissimilar incidents.

1. If the matter involves anyone other than the staff member’s direct or indirect supervisor, the staff member should address their complaint directly with the other individual before involving their direct supervisor.
2. If the matter cannot be resolved without additional support from a supervisor, the staff member should seek guidance by making their director supervisor aware of the situation. 
3. If the matter involves the staff member’s direct supervisor, the staff member should address the complaint with the supervisor of their direct supervisor.  
4. If the matter involves the staff member’s indirect supervisor, the staff member should address their complaint with the Human Resource Representative.   
5. If the staff member declines to address the matter with the relevant supervisor or the Human Resources Representative, or if the staff member indicates the matter remains unresolved after doing so, the staff member can bring their complaint to their liaison or the SPRC-Chair.

III. Duties of the Chair

If the chair determines it is appropriate, they can invite the staff member to present their complaint to the SPRC.  If the chair determines that it does not rise to the level of SPRC discussion, the chair will advise the staff member, and the SPRC’s involvement in the matter will end.

In determining whether to hear from the staff member, the chair will consider the relevant circumstances, including the nature of the complaint, the gravity of the complaint, and the reasons the staff member declines to address the matter with the relevant supervisor.  In general, an employee’s preference to avoid the inevitable discomfort of addressing a matter with the supervisor will not furnish grounds for an audience with the SPRC or the chair.

If the matter is brought to the SPRC, the staff member making the complaint must attend and present their complaint.  Pursuant to the Discipline, the pastors are entitled to be present at any such meeting.  If a pastor declines to excuse themselves and the staff member declines to present their complaint in the pastor’s presence, the SPRC will take no further action unless the chair determines that, pursuant to the Discipline, the District Superintendent should be present.  Requesting the District Superintendent’s presence will occur in only the most compelling situations, such as where the complaint involves sexual harassment, financial misconduct, or other gross impropriety or where the staff member demonstrates an objectively reasonable fear of retaliation.

In the discretion of the chair, a staff member may present witnesses.  Anonymous or hearsay complaints will not be considered by the SPRC.  

	The chair will advise the staff member of the SPRC’s decision, which will be final.

III.  Confidentiality

An SPRC liaison should honor all requests for confidentiality made by their assigned staff member, except for information that places the employee, another person, or the church in physical or legal danger.  Examples would include instances of drug use or sexual or financial misconduct.  An SPRC liaison may share with the SPRC any employee information not subject to a valid confidentiality request, and staff members should expect such sharing if they have not expressly requested otherwise.  

IV. Vibes

A vibe is a general sense of the work environment derived from observation, conversation, and other means.  The SPRC may discuss perceived vibes with the pastors without awaiting an employee complaint or appearance at an SPRC meeting.

 	Rules and Regulations	
600       SAFETY
In a large facility such as ours, it takes a lot of time and effort to provide a safe and healthful work environment for our employees, congregation, customers, and visitors. The Business Director, the Senior Pastor, and the Board of Trustees share the responsibility for implementing, administering, monitoring, and correcting safety-related issues throughout our campus. However, our success to keep our campus hazard-free depends on the alertness and personal commitment of every staff member to notice potential problems and dangers and to report them in a timely manner.
You and all of your co-workers are expected to obey safety rules and to exercise caution in all work activities. You must immediately report any unsafe condition to your supervisor or the Business Director.  Any employee who violates safety standards, causes hazardous or dangerous situations, or fails to report (or when appropriate, remedy such situations), may be subject to disciplinary action, up to and including termination of employment.
If you or any individual on our premises or working for us is involved in an accident that results in injury, regardless of how insignificant the injury may appear, you must notify the Business Director immediately and complete any documentation required.   It is our responsibility to keep track of workplace safety issues. We want to comply with all of the laws applicable to safety issues as well as initiate insurance and Workers' Compensation benefits procedures on behalf of an injured person or employee as soon as possible. Workplace safety is everyone’s responsibility.
601           WORK SCHEDULES 
Our work schedules for employees vary throughout our organization. Your supervisor will advise you of your individual work schedule. Staffing needs and operational demands may necessitate variations in your starting and ending times, as well as variations in the total hours for which you may be scheduled each day and week.
Flextime scheduling is available in some cases to allow you to vary your starting and ending times each day within established limits. You should consult your supervisor for details, eligibility information, and consideration.
602            OFFICE HOURS
The Church Office operating hours are from 8:00AM until 4:00PM, Monday through Thursday and 8:00AM to 12 Noon on Friday. The Church Office may be closed temporarily during the day to allow the staff to participate in staff meetings or funeral services.  Changes in Church Office hours will be determined by the Senior Pastor.

603           TELEPHONE USE
Our telephones are provided for church-related business. Personal long distance or toll calls are discouraged during working hours. You are responsible for all charges associated with any personal long-distance, toll, or other fee-based calls.

604          SMOKING
Consistent with our goal of providing a safe and healthful work environment for all employees, smoking is prohibited in all Church-owned buildings and vehicles.
605 USE OF EQUIPMENT AND CHURCH VEHICLES
Equipment and vehicles essential in accomplishing job duties are expensive and may be difficult         to replace. When using Church property, you are expected to exercise care and to follow all operating instructions, safety standards, and guidelines.

Please notify your supervisor if any equipment, machines, tools or vehicles appear to be damaged, defective or in need of repair.   Prompt reporting of damage, defects, and the need for repair could prevent the deterioration of equipment as well as the possible injury to employees or others. Your supervisor or the Business Director can answer any questions about your responsibility for maintenance and care of equipment or vehicles used on the job.
The improper, careless, negligent, destructive, or unsafe use or operation of equipment or vehicles, as well as excessive or avoidable traffic and parking violations, may result in the loss of privilege to use Church equipment, and/or disciplinary action, up to and including termination
of employment. 

Spanish Fort United Methodist Church currently owns two (2) buses.  For the large bus, a driver must have a Commercial Driver’s License (CDL) and a Class A or B endorsement.   Class A endorsement is for 18 wheelers and Class B is for a dump truck size truck. Drivers must be 21 years of age and a clean driving record.   For anyone to drive the small bus, they need only a valid driver’s license.  Prospective drivers must go through an approval process through SFUMC Trustee Committee. 

606          EMERGENCY CLOSINGS
At times, emergencies such as severe weather or power failures may disrupt company operations. In extreme cases, these circumstances may require the immediate closing of our work facilities. The Senior Pastor or Associate Pastor in consultation with the Business Director will determine if the work facility should be closed. The Senior Pastor or Associate Pastor in consultation with the Business Director will determine when the facilities will reopen and when you should return to your work station. When our offices are closed due to emergency conditions, time off from scheduled work will be paid for all full-time employees.
607          PROHIBTED ACTIVITIES            
We prohibit the use or display of inappropriate language and inappropriate, offensive, or harassing material.  You are specifically prohibited from sending or posting messages that may contain inappropriate language or may be considered inappropriate material, including, but not limited to, abusive or objectionable language or material, language or material that could defame or libel others, or language or material that could infringe the rights of others.
Further, when inappropriate, offensive, or harassing material is received from others inside the Church or from third parties outside the Church, you must take steps to insure that your e-mail is not viewed by others and insure that the receipt of such inappropriate, offensive, or harassing material ceases. E-mails of this nature received from any employee of the Church must be reported to the Senior Pastor in a manner consistent with our unlawful harassment policy.
Restrictions against inappropriate language and inappropriate, offensive, or harassing    material apply to all public messages, private messages (whether sent or received), and material posted on Web pages. You must not use, view, download, copy, transmit, display, print, send, search for, post, access, or otherwise disseminate material that is, or could be, considered obscene, profane, lewd, vulgar, fraudulent, harassing, embarrassing, sexually explicit, intimidating, defamatory, false, discriminatory, violent, pornographic, rude, inflammatory, threatening, illegal, or disrespectful. Additionally, you must not post information that, if acted upon, could cause damage, embarrassment, or danger of disruption to the Church. You also must not engage in personal attacks, including prejudicial or discriminatory attacks, and you must not harass, distress, libel, slander, defame, or annoy any other person when using the Church’s system.

You may NOT use the Church’s system to engage in or arrange for any illegal act, including, but not limited to, arranging for a drug sale or the purchase of alcohol, engaging in criminal gang activity, threatening the safety of any person, or gambling.



You must not congest the network or interfere with the work of others when accessing
The Internet, including the transmission or posting of messages that are intended or are likely to
Result in loss of the recipient’s work or privileges. As with personal phone calls, good judgment
should be exercised in the use of the Internet, e-mail, and the World Wide Web so as to not
Interfere with the performance with any employee’s job duties.  You are not to modify or delete any data currently on the hard drive.  Any abuse of these privileges will result in discipline, up to and including the termination of your employment.

When you place information on the Internet, you are, in effect, publishing such
Information on the Church’s behalf. You must observe all existing standards, policies, and
Regulations   regarding materials published on the Church’s behalf. You are accountable for all
Information regarding Church business or publications posted on the Internet for public access
Using the internet or other Internet information access functions.

We have established a website and a webpage to present information about the Church.
You should not post anything on the Church’s website or webpage without the approval /
consent of our Senior Pastor or Webmaster and following our normal procedures.

You should not download large computer files unless absolutely necessary. If necessary,
You may download the file at a time when the system is not being heavily used. You should
Consider   immediately removing the file from the system computer to your personal computer.
You must not post chain letters or engage in “spamming” -- sending an annoying or unnecessary
Message to a large number of people. You should check your e-mail frequently and delete unwanted messages promptly.
You must not plagiarize work found on the internet. Generally, plagiarism is taking the
ideas or writings of others and presenting them as if they were original to you. You must refrain
from illegally copying protected works or making available copies of such works.

You are responsible for observing copyright and licensing agreements that may apply
when downloading files, documents, and software. You must obtain approval from your
supervisor personnel before downloading or using any protected materials or materials for
which a registration fee is requested.

Although personal use of our computers, e-mail, fax, and voice mail is not absolutely
prohibited, you must use good judgment in your use of our systems both as to access and time.
Any use, even if personal, that is inappropriate, unlawful, or offensive is prohibited. Use of our
systems for personal gain is prohibited. If any doubt exists regarding the appropriateness of
usage, your doubt should result in non-usage or you should consult with the Senior Pastor for
clarification.

Computer programs, e-mail, fax, and voice mail on the Church’s systems are considered
confidential and proprietary to the Church and are not to be disclosed to persons outside the
Church without the permission of the responsible person.  In the absence of such permission,
such communications are assumed to be confidential and/or proprietary.

All passwords, authentication codes, or other rights of access to the Church’s computer
and email system issued to you for the conduct of your job, remain the property of the Church.
They are not to be shared, loaned, or conveyed to others at any time. The employee is always
responsible for all Internet and e-mail activity accessed under their account information.
Wrongful use of a Church-owned account may result in the retraction of Internet and/or email
privileges, or may result in disciplinary action, up to and inclusive of termination of 
employment.
It is prohibited for any employee to “wipe clean” any church-owned electronic device. 
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EMPLOYEE 
JOB DESCRIPTIONS









Spanish Fort United Methodist Church 
Senior Pastor 


Reports to:  		Staff-Parish Relations Committee
Hours:  			Full Time/Salary 
		 
 
Position Description: 
Preach and teach the Word of God, to administer the sacraments of baptism and Holy Communion, and to order the life of the Church for mission and ministry” (The Book of Discipline of the United Methodist Church) 

Primary Responsibilities include:
“Leading the people of God in worship and prayer”
· “Leading persons to faith in Jesus Christ”
· “Exercising pastoral supervision in the congregation”
· “Leading the Church in obedience to mission in the world”
	(The Book of Discipline of the United Methodist Church)
· Weekly sermon preparation and delivery; assignment of Associate Pastor to a preaching 	schedule
· Meet with and inform those presenting children or themselves for baptism; conduct baptisms with assistance from associate Elders and Deacon
· Meet with those expressing an interest in church membership; ascertain their relationship 	with God and readiness for membership; share plan of salvation when and where 	appropriate
· Being a pastor to the staff, church leaders and their families.
· Give visionary leadership to the church with an emphasis on worship, study, and service
· Assist in teaching Confirmation along with a plan administered by the Youth Director
· Chair committee on Lay Leadership; give leadership to weekly staff meetings
· Conduct funerals 
· Officiate weddings
· Contact first-time visitors and visit with them when requested
· Respond to parishioners going through a major crisis—death, serious illness, emotional crisis, etc.; Stephen Ministry
· Conduct short-term counseling, when and where appropriate; make referrals to                      community counselors
· Teach Bible studies and other short-term classes when appropriate
· Carry share of denominational responsibilities, participating in ecumenical groups and      other cooperative bodies in district, conference and local community
· Have a “hospital day” each week and an “on-call” weekend shared with Associate Pastor and Congregational Care Pastor 
· Support Group Ministries
· Westminster Village Luncheon
· Counseling
· Pre-marriage
· Marriage/Divorce
· Children/Youth
· Grief

· Attend Meetings
· Missions
· SPRC
· Trustees
· Church Council
· Study
· Service 
· Others as needed or requested 

Supervisory Duties
· Responsible for the supervision of all church staff including Associate Pastor(s); Director of Finance and Operations; Contemporary Worship Minister; Children’s Minister; Youth Minister; Pastoral Executive Assistant; Minister of Preschool; Accompanist and any other positions.  

Shared Duties with Associate Pastor
· Shut-in visitation
· Support Group ministries 
· Home-bound Communion/Lay Lead
· Teach
· Disciple
· Discipleship Hour/Sunday School (participate and lead)
· Short-term studies (seasonal)

Qualifications:

· Full-Time Ordained Minister/Elder 
· College degree required (M.Div. recommended)
· Ability to organize and administrate a variety of duties
· Budget and fiscal management experience desired
· Basic understanding of the Book of Discipline related to the United Methodist Church 




















Spanish Fort United Methodist Church
Associate Pastor/Membership Care & Missions 


Reports to:  		Senior Pastor
Hours:  			Full Time/Salary 

Position Description: Assist Senior Pastor in worship, congregational care, teaching, and in servant leadership of Spanish Fort United Methodist Church as directed by the Senior Pastor. Support the Senior Pastor in the accomplishment of the church’s mission through ministry effectiveness, evaluation, discernment, decision making, planning and overall direction of Adult Discipleship.  

Primary Responsibilities 
· Assist the ministry staff in the establishment and ongoing direction of ministries that effectively reach the church’s demographics, insuring the accomplishment of the overall mission.
· Lead church in the development of infrastructure by ministries and support areas for healthy, long-term growth of the church; specifically, Evangelism and Adult Discipleship teams. 
· Create ministry opportunities for spiritual growth and outreach, specifically for young adults and women’s ministry.
· Communicate with the congregation about specific Discipleship and Evangelistic goals. 
· Lead trainings for congregation and hospitality ministries. 
· Assist with Confirmation as designated by Family Ministries Director. 
· Oversight of social media and communication; including but not limited to website, Facebook, twitter, etc.
· Teach Bible studies.
· Work with Family Ministry Team to create Christian Formation plan outlining what children, youth, and families will know, feel and do as Christ followers
· Participate in weekly staff meeting and program staff meetings
· Support and care for families in time of need
· Plan and coordinate family/church wide events, like Easter Celebration, Senior Recognition, etc. 
· Evaluate the possibility of an annual family camp
· Develop short studies for parenting and families
· Personally, invite families, children and youth to participate in various church activities
· Assist with any other children and youth events, such as VBS, Confirmation, senior recognition, etc.
· Assist Senior Pastor in worship, congregational care, teaching, preaching, conducting marriages, funerals, and assisting in the Sacraments monthly or as assigned
· Lead Safe Sanctuary program for SFUMC members, staff, and volunteers 
· Participate in worship services at SFUMC
· Assist and delegate as needed with special events outside of church. 

Relationships:
· Connect with new members, visitors and their families
· Create a welcoming environment that encourages new relationships and strengthens existing relationships so that all feel welcomed and valued as part of SFUMC.
· Participate in community outreach to local schools, as well as engage the unchurched children and youth within the Spanish Fort community

 Other:
· Assist with preaching and sacraments as assigned by Senior Pastor; conducting marriages and funerals as assigned or requested.
· Share in congregational care (i.e., hospital days, on call weekends, homebound visitations.) 
· Share in Administration of Committee Oversight. (Adult Discipleship, Evangelism, and Women’s Ministry.) 
· Share in Strategic Planning
· Other duties as assigned 

 Supervisory Duties
· Responsible for the supervision of the following staff position:   Minister of Preschool

 Qualifications:
· Ability to organize and administrate a variety of duties
· Budget and fiscal management experience desired
· Basic understanding of the Book of Discipline related to the United Methodist Church 
· Experience working with children, youth and families
· Experience leading teams of people
· Detail-oriented, organized and strong administrative skills.
· Relational and communication skills required 
· College degree required (M.Div. recommended)
	




















Spanish Fort United Methodist Church 
[bookmark: _Hlk527615484]Associate Pastor - Minister of Worship Arts

Reports to:  		Senior Pastor
Hours:  			Full Time/Salary


Primary Responsibilities: 
· Develop, organize, and create leadership for all Worship Arts programming
· Provide dynamic worship leadership for Worship Services
· Coordinate Service Leaders and Accompanist
· Recruit, train, and empower the congregation to use their musical gifts.
· Plan and Coordinate anthem, hymns, and music to correlate with weekly sermon.
· Provide oversight for Worship Committees, Communion Servers, Ushers, Greeters and Acolyte schedule
· Weekly worship team meeting with Associate and Senior Pastors. 
· Lead weekly choir practice and any additional rehearsals for special music performances.
· Create music programs for combined services. 
· Arrange special music, such as, soloists, instrumentals, youth orchestra, etc. and manage contracts for these performances. 
· Set-up practices and support members who perform solos and/or ensembles. 
· Oversee worship budgets, choral music library and purchase of new music.
· Schedule annual choir robe cleaning and bi-annual piano tuning. 
· Develop choir performances to participate in community outreach, i.e., caroling at Westminster
· Provide funeral music for members, if requested
· Provide leadership and opportunities for communal worship gatherings
· Other roles as assigned by leadership.

Relationships:
· Create a hospitable welcoming environment for all worship participants
· Work closely with clergy, staff and lay persons in planning worship experiences                       
· Foster a missional mindset with the Spanish Fort, Eastern Shore community

Programs: 
Traditional choir, Development of Children’s Choir, Handbell Choir

Supervisory Duties
· Responsible for the supervision of the following staff position(s):  Accompanist, Worship Leaders, Sound and AV Technician   

Qualifications: 
· Ability to organize and administrate a variety of duties
· Budget and fiscal management experience desired
· Basic understanding of the Book of Discipline related to the United Methodist Church 
· Experience leading teams of people
· Detail-oriented, organized and strong administrative skills.
· Relational and communication skills required 
· College degree required (M.Div. recommended)
· Experienced in Contemporary and Traditional worship styles
· Gifted in areas of vocal and instrumental music, worship and artistic expression 





















	






















Spanish Fort United Methodist Church 
Contemporary Worship Minister


Reports to:  		Senior Pastor
Hours:  			Part Time/Salary

Primary Responsibilities: 
· Report to and is responsible to Minister of Worship Arts for day-to-day activities, performance measurement and spiritual content of program
· Serves as liaison between Contemporary Worship music team, Creative Arts and Youth Musical teams
· Ensures all music activities encourage spiritual growth 
· Recruit, aid and facilitate volunteers in identifying and developing their spiritual gifts and talents
· Lead congregation and worship team during Contemporary and combined worship services
· Schedule and oversee rehearsals in accordance with other ministry areas
· Serve in vital leadership role as part of Contemporary worship team
· Establishes an effective, positive, personal and team relationship with music/drama/audio visual volunteers and staff
· Attends Tuesday church staff meetings
· Attends Church Council meetings
· Assist with visiting and caring, particularly for Contemporary Worship congregants, as directed
· Participates in weekly or called Contemporary worship team meetings
· Coordinates music with Pastor’s sermon topics
· Secure and coordinate stand-in worship leader and musicians as needed.  

Qualifications: 
· Knowledge of Bible and its concepts; scriptural application of acts of praise
· Able to communicate and demonstrate thoughts and skill on design of worship, flow of worship and sensitivity to the whole worship experience
· Gifted in area of music, worship, artistic expression
· Able to develop transparency and connectedness with multi-generational congregants in a worship experience
· Previous experience in leading and developing a comprehensive music program
· Organizational skills required
· Technical knowledge necessary for the creation and presentation of A/V media for use in Worship













Spanish Fort United Methodist Church
Director and/or Co-Director of Children’s Minister


Reports to:  		Senior Pastor
Hours:  			Part Time/Salary

Primary Responsibilities: 
· In conjunction with the Senior Pastor develop and implement an overarching Christian Formation plan outlining what children will know, feel, and do
· Recruit, train & support volunteers for children’s weekly program ministry & events
· Prepare schedules & supplies for weekly program ministries and, if necessary, lead: Large group for Sunday school, Wednesday/Sunday night, or children’s church
· Recruit, train, & schedule nursery workers for Sunday morning during worship, Tuesday & Wednesday for women’s Bible study, and various other weekday events 
· The Director/Co-Director of Children’s Minister participates in the weekly staff meetings 
· The Director/Co-Director of Children’s Minister attends and participates in program staff meetings as they plan and prepare for the future ministry of the church 
· The coordination/oversight of children’s and nursery area supplies, room set up, etc. 
· In conjunction with the Senior Pastor, the Director/Co-Director of Children’s Minister helps to plan the annual children’s ministry budget 
· In conjunction with the Director of Family Ministries, lead teams in the planning & execution of Annual Events such as the Easter Celebration, Palm Sunday, Vacation Bible School, Blue Lake, etc. 
· Support and care for families in times of need
· Provide pre-school chapel on Tuesdays and Thursdays.
· Staff volunteers for Sunday School and Wednesday nights
· Responsible for the Supervision and evaluation of the Children’s Ministry Assistant Staff 
· Responsible for the hiring and recruitment of nursery staff
· Responsible for overseeing and planning of Nursery and Children’s Ministries

Qualifications:

· Experience in and knowledge of child development 
· Minimum 3 years’ experience in children’s ministry or equivalent 
· Bachelor’s degree preferred 
· Experience in leading teams of people 
· Comfortable speaking in front of large groups of children & volunteers
· Ability to plan & execute events
· Alignment with the beliefs and practices of the United Methodist Church
· Detail oriented, organized, strong administrative skills









Spanish Fort United Methodist Church 
Youth Minister


Reports to:  		Senior Pastor
Hours:  			Part Time/Salary


Primary Responsibilities Include: 
· In conjunction with the Senior Pastor an overarching Christian Formation plan will be developed and implemented throughout the youth ministry.  
· The Youth Minister provides leadership to the Assistant Youth Minister and youth ministry interns through weekly team meetings and monthly one-on-one check-ins.  
· The Youth Minister is responsible for maintaining and implementing the volunteer recruitment process on a yearly basis, assuring that the minister is supported by the appropriate number of volunteers targeting a 1 to 7 ratio 
· The Youth Minister participates in the weekly staff meetings. 
· The Youth Minister attends and participates in program staff meetings to plan and prepare for the future ministry of the church. 
· The coordination of the ongoing communication to youth, their families, and the church is maintained by the Youth Minister. 
· In conjunction with the Senior Pastor, the Youth Minister helps to plan the annual youth ministry budget. 

Relationships 
· The Youth Minister is available and responsive to the needs that arise among those who are a part of the ministry, both relationally and programmatically
· The Youth Minister connects personally with all first-time visitors and/or the families 
· The Youth Minister is visible in the broader church outside of the youth ministry (i.e. through being part of the youth’s extracurricular activities, engaging in groups in the community, etc.) 
· The Youth Minister also seeks to engage the unchurched youth within the community of Spanish Fort
· The Youth Minister serves as a catalyst for the faith development of youth and leaders, by connecting with each of the Sunday school classes and small groups 

Programs
· In conjunction with the Senior and/or Associate Pastor, the Youth Minister participates in confirmation leadership 
· The Youth Minister plans and coordinates the youth worship service on Sunday evenings 
· The Youth Minister is the primary worship speaker in the youth worship, while incorporating others to share the message 
· Oversees and helps implement the vision for youth worship alongside the ministry interns
· Oversees and helps implement the vision of the ministry alongside the Youth Leadership Team

Leadership 
· In line with the Christian Formation plan, the Youth Minister selects and provides the appropriate curriculum for each program and distributes to the volunteers.
· The Youth Minister coordinates the ongoing plan for training and equipping volunteers to serve with excellence.
· The Youth Minister coordinates and leads the Youth Leadership Team meetings once a quarter or more often as needed.

Qualifications
· A minimum of three years of experience in leading a youth ministry-related program
· A Bachelor’s degree
· Ability to implement sustainable structures and vision for the youth program 
· Strong leadership skills as well as relational, and organizational skills
· Ability to effectively communicate with parents and teams of staff and volunteers
· Alignment with the beliefs and practices of the United Methodist Church






































Spanish Fort United Methodist Church 
Assistant Youth Minister


Reports to:  		Youth Minister
Hours:  			Part Time/Hourly



Primary Responsibilities:  
· Follow Christian Formation plan outlining what youth will know, feel and do as followers of Christ 
· Participate in weekly staff meetings, as assigned and weekly youth ministry team meeting. 
· Attend and contribute during program meetings for the Youth Ministry. 
· Encourage youth to consistently participate in worship, study, service and fellowship opportunities throughout middle and high school. 
· Transition middle school youth to the high school youth program by building relationships between middle and high school youth in joint activities 
· Interact and communicate with youth and their families, including approved social media sites. Personally, invite new youth attendees to participate in youth activities. 
· Assist with any other youth events, such as Confirmation, Senior recognition, etc. 
· Attend youth extracurricular activities (i.e., sports, recitals) outside of youth program at SFUMC 
· Engage in worship service at SFUMC 
· Assist in coordinating special events outside of church. For example, Youth week, retreats, camps, Waterville trip.   
 
Relationships:	 
· Create a welcoming environment that encourages new relationships and strengthens existing relationships so that all feel welcomed and valued as part of the youth ministry. 
· Connects with new members and first-time youth visitors and their families. 
· Participate in community outreach to local schools, as well as engage in the unchurched youth within the Spanish Fort community. 
  
Leadership: 
· In line with the Christian Formation plan, the Assistant Youth Minister studies the appropriate curriculum. 
· In partnership with the Director of Youth Ministries, the Assistant Youth Minister helps to train volunteers who partake in the youth programs. 
· Youth ministry from 7th-12th grade 
 
 Qualifications: 
· Experience working with children and youth. 
· At least 4 years older than youth and workers. 
· Good organizational, relational and communication skills required  
· Alignment with the beliefs and practices of the United Methodist Church 







Spanish Fort United Methodist Church 
Director of Finance and Operations

Reports to:  		Senior Pastor
Hours:  			Full Time/Hourly 
Monday -Thursday 8:00 am – 4:00 pm (Half Hour for Lunch); 
Friday 8:00 am – 12:00 pm; 36.5-hour weekly/73-hour bi-weekly

Primary Responsibilities: 

Finance Committee and Board of Trustees
Serves as an ex-officio member of the Church Council, Finance Committee, and Trustees. 
Prepare agenda and monthly analysis for meetings.
Prepare financial statements.
Handle all items directed by Trustees.
Assist in preparing and maintaining the annual budget.

Human Resources and Volunteer Equipping
Provides particular guidance concerning personnel and financial questions for the preschool. 
Oversees all human resources matters, including maintaining background checks and applications for all new employees and orienting them to the Employee Resource Manual.  
Maintains employment files, approves PTO requests, and conducts exit interviews.
Prepare workers’ comp reports.

Facilities Oversight
With the Trustees, provides direction for the overall operation of the facilities - including planning, coordinating, scheduling, or modifications to the buildings or grounds.
Develop a plan and budget with the Trustees for the regular maintenance and improvement of the church’s physical plant.
Maintains facility use and upkeep policies established by the Trustees.
Supervises the Office Administrator in maintaining and improving the computer, communication, and data systems of the church to facilitate easy connections between ministry leaders and participants
Oversee cleaning of all facilities.

Financial Oversight
Serves as chief financial officer of the church, responsible for the accounting, revenue, payables, and payroll. 
Maintains financial procedures as established by the Finance Committee and Financial Secretary. 
Assist the Finance Committee in creating the church's operating budget and projecting the income needed to meet that budget.
Ensures that all financial reports are accurate and easily understood by the Finance Committee and Church Council.


Additional Administration
Acts as a team player on the church staff, assisting outside of this position’s primary responsibilities when needed or as assigned.
Work with staff to ensure pensions and other benefits are managed correctly.
Work with Hub Insurance on all church insurance issues
Act as liaison between Piggly Wiggly, Eastern Shore Ace Hardware, Power 88, and Walgreens Pharmacy
Schedule use of the buses
Maintain the church key inventory system by following guidelines established by the trustees.
Prepare and mail quarterly giving statements
Prepare and mail yearly Charitable Contribution Statements
Prepare and submit Conference End-of-Year Annual Report  
Upon supervisor’s approval, record time-off requests for staff and report them as requested.

Qualifications: 
Detailed-oriented person with excellent organizational skills 
Extensive background in business and management
Commitment to do what it takes to ensure the business department of SFUMC runs smoothly and accurately

































Spanish Fort United Methodist Church
Pastoral Executive Assistant

Reports to:  		Senior Pastor
Hours:  			Full Time/Hourly 
Monday -Thursday 8:00 am – 4:00 pm (Half Hour for Lunch); 
Friday 8:00 am – 12:00 pm; 36.5-hour weekly/73-hour bi-weekly


Primary Responsibilities
 
Administrative Support to the Senior Pastor
Assist in wedding, baptism, and funeral coordination.
Assist with mailings.
Set up appointments for the Senior Pastor.
Reconcile credit card statements.

Manage Church Membership Database
Administer church database.
Input new membership information and remove out-of-date information.
Send a transfer letter if required.

Church Council and Nominations Committee 
Send emails to committees one week before the meeting.
Compile all reports, print and prepare for members binders.
Attend meetings as requested by the Senior Pastor.
Coordinate with program staff to make the on-call schedule.

Charge Conference
Contact Committee Chairs with required reports for completion.
Organize report binders.
Pre-submit all reports to the District Superintendent for review one week prior.
Prepare reports requested by D.S. for those in attendance.

Meal Coordination
Recruit volunteers for the kitchen.
Receive and distribute deliveries and mail.
Order supplies, soft drinks, and water on both campuses.

Other Administrative Duties 
Prepare materials/make hotel reservations for Annual Conference
Resource UMM
Resource Prime Timers
Attend staff meetings
Assist other Program Staff and Support Staff as necessary
Manage rotation schedule of office volunteers.

Desired Qualifications:  
Previous administrative and/or business management experience
Proficient organizational skills
Experience with multiple computer programs, including Microsoft Office, Outlook, church databases
Knowledge of United Methodist Church polity.
Maintain strict confidentiality
















































Spanish Fort United Methodist Church
Communications Specialist

Reports to:  		Senior Pastor
Hours:  			Full Time/Hourly 
Monday -Thursday 8:00 am – 4:00 pm (Half Hour for Lunch); 
Friday 8:00 am – 12:00 pm; 36.5-hour weekly/73-hour bi-weekly
	
Primary Responsibilities: 

Digital Management:
Provide social media management.
Provide graphic design and production.
Provide website management and search engine optimization for SFUMC and SFUMP.
Provide computer IT support to staff as able.
Manage email accounts through Microsoft Office 365 for staff.
Create and maintain concise, organized network filing system for media and data.

Graphic Design and Communication:
Create, edit, change, custom vector graphics and content for all communications.
Collaborate with program staff on weekly bulletins and all staff on monthly newsletters.
Design and produce publications.
Email and mail regular communications.
Create, update, and maintain current events slides on the televisions in Narthex, Fellowship Hall, and Church Office Lobby.

Calendar:
Maintain all calendars for the church.
Communicate with appropriate staff regarding scheduling details. 

Other Administrative Duties
Provide assistance to other staff as needed.
Attend weekly staff meetings.
Answer telephones as a backup as needed.
Assist in providing a consistent, up-to-date, and accurate membership database.
Coordinate server setup for new hires. Also, set up new hires computers, software, emails, security, etc. 
Troubleshoot and fix issues with tvs and equipment in adult studies and classes.
Maintain office machines to ensure efficient operation (this includes making service calls for repairs and routine maintenance, filling paper trays, changing toners, ordering, and maintaining “backup” toners and cartridges, etc.).

Programs/Skills:
Graphic Design for Web and Print Production
Microsoft Word, Excel, Publisher, PowerPoint, Outlook
Adobe Illustrator, Photoshop, InDesign, Acrobat, Express
Realm Church Management Software
WordPress, Web Management System
Google Calendar, Google Docs
Facebook, Twitter, YouTube
GoDaddy, Website Host
Organizational Skills











































Spanish Fort United Methodist Church
Accompanist

Reports to: 	Associate Pastor
Hours: 		Part-time/Hourly - Rehearsals and Worship Services
	
Summary: The accompanist provides music for the Traditional and Contemporary Sunday morning worship services, special services, and programs throughout the year. Special services include Christmas Eve, Holy Week, and Ash Wednesday. This position also accompanies the Sanctuary Choir, soloists, and small groups with weekly rehearsals for the Sanctuary Choir and others as needed. The accompanist will have first right of refusal for weddings and funerals held at Spanish Fort UMC.

Primary Responsibilities: 

Accompanying Choir and Band:
Provide music at the Sunday morning Traditional and Contemporary services year round, including Christmas Eve, Holy Week, and other special services.
Play for weekly Choir rehearsals and Sunday morning choral and instrumental warm-ups and performances.
Select and perform music that coordinates with and supports the main worship focus each week as best as possible. Music should represent a variety of musical styles, ranging from traditional to contemporary.
Work with the Associate Pastor of Traditional Worship to arrange for substitutes when necessary for Sunday morning or rehearsals. 
In the event of weddings and funerals, the Spanish Fort UMC pianist will be the first choice of musician. 

Qualifications:
A strong commitment to quality music appropriate to the theology of the United Methodist Church.  
Demonstrate excellence at the keyboard, including sight-reading and playing prepared selections in a range of musical styles.
Ability to play four-part choral music for rehearsal and performance.

Core Competencies:
Mission Ownership: Demonstrates the skills of active listening and openly accepts criticism. Productively engages and resolves interpersonal conflict. 
Interpersonal Skills: Demonstrates the skills of active listening and openly accepts criticism. Productively engages and resolves interpersonal conflict. 
Respect of Oversight: The Church setting can be a place of conflict. The role of the musicians is to bring joy and awe in the presence of God, not conflict. Take instruction well.  Be a promoter of the pastors and leaders. 








Spanish Fort United Methodist Church 
Minister of Preschool 


Reports to: 	Associate Pastor
Hours: 		Part-time/Salary


Primary Responsibilities 
· Attend church staff meeting and assist in leading preschool board meetings with Board President. 
· Be present from 8:30 a.m. until 1:30pm, Monday through Friday, through the regular school year and summer program. (During absence a Board approved interim director will perform this duty)
· Supervise school staff and assist teachers when aides cannot
· Direct and provide teachers with a weekly planning session while aides supervise the classes
· Responsible for registration and enrollment of children
· Communicate with the cleaning company and Business Director regarding housekeeping. Periodically check the playground for signs of wear and tear. Make plans for repairs/replacement as needed. Report building and ground needs to Church Trustees.
· Purchase needed/requested supplies and equipment. Expenditures (excluding daily operating expenses) are to be approved by the Church’s Finance Committee and/or Trustee Committee.
· Create and maintain a balanced budget for Preschool expenditures.
· Recommend amount of fees/tuition and any policy changes to the Preschool Board.
· Correspond with Business Director who maintains enrollment, financial records of school and budget. Provide school financial statements to Preschool Board and personal statements as requested.
· Secure and approve needed substitutes. Schedule additional help as needed for special events.
· Hold monthly preschool staff meetings
· Communicate with parents by sending monthly newsletters and calendars as well as emails.
· Keep updated information on the preschool website and social media account(s).
· Direct publicity efforts for preschool ministry and support publicity for other church ministries.
· Responsible for planning and coordinating all special events such as Orientation Day, 
· Check references (including background checks) and hold interviews with Board Representative 
· Prepare directory and handbook. Update forms and job descriptions as needed (with Board approval)
· Endeavor to adhere to the Alabama State Licensing Guidelines and UMC Safe Sanctuary Policy.
· Provide teacher job evaluations once a year. Keep updated files on all preschool employees.

Qualifications and Skills
· Preferably a member of Spanish Fort United Methodist Church, if not, must be attending a Christian Church.
· Preferably have a four-year college degree
· Must have three to four years’ experience in Education, preferably early childhood.
· Experience in management of employees and budgets is desired
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			EMPLOYEE HANDBOOK ACKNOWLEDGMENT FORM
I understand that the Employee Handbook of Spanish Fort United Methodist Church (SFUMC) of Spanish Fort, Alabama describes important information about the Church and my employment relationship with the Church.  I understand that the Pastoral Team, Business Director, and the Staff Parish Relations Committee are responsible for implementing and interpreting the policies in the Handbook. I understand that I should consult with my Supervisor whenever I have any questions, comments, concerns, or suggestions about information in the Handbook. I also understand that I should consult with my Supervisor about any issues or concerns not addressed in the Handbook.

I UNDERSTAND THAT I HAVE ENTERED INTO MY EMPLOYMENT RELATIONSHIP WITH SPANISH FORT UNITED METHODIST CHURCH, SPANISH FORT, ALABAMA, VOLUNTARILY.  I ACKNOWLEDGE THAT THERE IS NO GUARANTEED, SPICIFIED LENGTH OF EMPLOYMENT.  I UNDERSTAND THAT EITHER THE CHURCH OR I MAY END THE EMPLOYMENT RELATIONSHIP “AT WILL” – WITH OR WITHOUT REASON, AT ANY TIME, AND WITH OR WITHOUT NOTICE. 

I recognize that the information, policies, and benefits described in this Handbook are necessarily subject to change. I acknowledge that revisions to the Handbook may occur at any time, with or without reason, and with or without notice. I understand that revised information supersedes, modifies, or eliminates the existing policies.

I acknowledge that this Handbook is not a contract of employment or a legal document. I recognize that this Handbook does not create any obligation on the part of the Church to have any reason to end or continue the employment relationship, to handle matters in a certain manner, or to provide certain benefits or programs to me.

I further acknowledge that I have carefully reviewed the Church’s policies prohibiting harassment and discrimination in the workplace, and understand that I am bound to comply with these policies and to report any information regarding violations of these policies to the Senior Pastor, the Associate Pastor, the Business Director, or to the Staff Parish Relations Committee.

Finally, I acknowledge that I have received a copy of the Handbook. Although certain sections may have been highlighted with me during my orientation, I understand that it is my responsibility to read, understand and comply with all of the policies contained in this Handbook and any revisions or amendments made to it.

By signing this receipt, I acknowledge that I have received a copy of the Handbook that I will read and understand the policies contained in the Handbook, and that I am fully aware of my obligations at all times to comply with the responsibilities set forth in the Handbook.






     EMPLOYEE'S SIGNATURE                                                                   DATE





     PRINTED NAME





Spanish Fort United Methodist Church
Employee PTO Request Form


Employee Information:

· Full Name: ______________________________________
· Position/Title: ___________________________________
PTO Request Details:

· Requested PTO Start Date: ________________________
· Requested PTO End Date: _________________________
· Total Number of Days Requested: ___________________
PTO Status:

· ☐ Paid Time Off
· ☐ Unpaid Time Off
Employee Acknowledgment: I understand that this request must be approved before taking time off and that I am responsible for arranging appropriate coverage for my responsibilities during my absence.

Employee Signature: _____________________________Date Submitted: _________________

Supervisor Approval:

☐ Approved	☐ Denied 

Supervisor Signature: _____________________________Date: _________________

Supervisor's Comments: __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Office Use Only:

☐ Recorded on Spreadsheet	☐ Recorded on Staff Calendar
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