
Employee Handbook 



INTRODUCTION
This handbook is designed to provide important information about working at 

One Church. Though we realize many of the policies and procedures within are 

quite boring, they are still important to communicate and we hope you find 

we’ve written them in such a way you won’t fall asleep while reading. 

While we’ve worked around the clock on this document, we have not been 

able to think of everything. And many of the things that did occur to us we 

chose not to include. Remember, we don’t want you to fall asleep. 

So, if you have questions not answered in this manual, don’t be alarmed, just 

ask. We’ll warn you in advance there are some things in this handbook we’re 

encouraged by law to include. It’s really hard to make those interesting, but 

we’ve done our best. 

Have fun reading! 



BEFORE ANYTHING ELSE
On behalf of everyone on the One Church staff, welcome! We are delighted to 

have you on our team. To take your place on this team, you need to know some 

basics. It is what we stand for and how we work together. We know you are 

already on board with this stuff or we wouldn’t have invited you on the team. 

We’ve captured critical One Church info here for you to review. These are the 

foundational beliefs and values we think about every day and evaluate our 

efforts by measuring against them. 

[Acts 1:8] 
“But you will receive power when the Holy Spirit comes upon you. And you will 
be my witnesses, tell people about me everywhere – in Jerusalem, throughout 
Judea, in Samaria, and to the ends of the earth.”  

[Mark 16:15] 
And then he told them, “Go into all the world and preach the Good News to 
everyone.”  

[Matthew 28:19] 
“Therefore, go and make disciples of all the nations, baptizing them in the name 
of the Father and the Son and the Holy Spirit.” 



Section I: Employment 

!  

EMPLOYMENT STATUS 

One Church maintains an “employment at will” policy. This 
means that just as you are free to end your employment with 
One Church at any time for any reason, One Church is also free 
to end the employment relationship with you at any time for any 
reason, with or without cause or advance notice, as long as we 
do not violate any applicable federal or state laws. 

One Church and its employees recognize their mutual right to 
end their employment relation-ships at any time and 
acknowledge that such relationship is one of “employment at 
will”. Neither this handbook, nor One Church procedures or 
communications are intended to be interpreted as a promise or 
guarantee of future or continued employment or as stating 
provisions and terms of employment. 

Since this sounds like a tough talk, please keep in mind the fact 
that we do not want to end good employment relationships! 
One of our most important goals is to have a great team and 
this means having the best people on the team. It‟s that simple! 

(Now, just a little more dry stuff and then you‟re on to the next 
section.) 

Except with respect to employment at will, One Church reserves 
the right to change or make exceptions to its policies, 
procedures and benefits at any time without notice. These 
provisions replace all other existing policies and may not be 
changed or added to without the express written approval of 
the Human Resource Department of One Church. 



Section II: Salary & Benefits
!  

PAYDAY
Hooray, it’s payday. Employees who desire to be paid are normally paid every 

two weeks on the 15th and 30th of the month. 

 
Certain deductions from your paycheck may be for elective options, like 

insurance and 403(b) investments. Other deductions are required by law, like 

taxes. 

Compensation packages are personal and confidential. Employees should 

never discuss their compensation package with anyone, unless they are a 

member of your family. This is something we take very seriously. Sharing 

compensation information with others could cost you your job. It’s that serious. 

WORK HOURS
Our typical work week is Monday through Thursday, Saturday as needed and 

Sunday. Friday is One Church Staff’s day off. But as you know, ministry runs 24-7. 

Your regular hours will be determined by your supervisor based on the specifics 

of your job. 

An average work week is minimum of 40 hours with some extra time as needed 

based on church events/calendar. It will be important to manage your schedule 

to protect your personal time.  

Think of your work week in blocks of ten (4) hour increments. If you know your 

going to be working an evening one day,  schedule your morning block of (4) 

hours off and stay at home. Your eight hour day would then be from noon to 8 

pm. 

All staff should attend (not serving, but sitting with your family or friends and 

enjoying) at least one (1) weekend service each week. When attending any 

service, event or activity – you are always “on.” If you are on vacation, and 



want to act like you’re on vacation – it would be best to attend church 

somewhere else. 

All staff are expected to attend and be involved at all major church events. 

These include, but are not limited to One Big Parties, All Access, Outreaches, 

etc. If there is a question, please ask your supervisor. 

If, for any reason, a staff member is unable to report to work, he or she is 

expected to call their supervisor to report their absence. Consult your supervisor 

for their preferred procedure on reporting absences when they are unavailable. 

In the event of a predictable all-day absence (vacations, conferences, etc.), 

staff are expected to advise their supervisor. 

VACATION
Just as we don’t keep track of hours worked, we don’t keep track of hours taken 

off.  Having said that, staff can plan on 3 weeks of vacation a year including 3 

Sundays off a year. 

If you want to take time off, talk to your supervisor to approve timing and 

covering your weekend responsibilities. 

A Note About Your Vacation Time 

Nobody is impressed with someone who works themselves into depression, poor 

health, a grumpy attitude or estranged family relationships. This applies to 

everyone. You need to take time off...it makes you a better leader, co-worker 

and generally good person. We celebrate your time off. You deserve it. 

LEAVES OF ABSENCE
General
With approval from your supervisor (who may need approval from Human 

Resources), you can take leave without pay. To continue staff benefits, any 

employee on leave of absence must make prior arrangements for the direct 

payment of their share of the benefit costs. The church continues to pay its share 



of the benefit cost. Full-time employees may receive time off with or without pay 

for the following reasons: 

Long Term 

Personnel who have disabilities caused or continued by pregnancy, miscarriage, 

medically mandated abortion, or childbirth, and recovery there from, are (for all 

job-related purposes) temporarily disabled and are so treated during the 

hospitalization. The determination of the length of time a staff member will 

require because of pregnancy and childbirth is a medical decision between the 

woman and her physician to be treated in the same way as other leaves of 

absence. Although the church cannot guarantee any staff member on a leave 

of absence the same position upon expiration of leave, every attempt will be 

made to find a suitable position for the person. 

There is no set number of weeks that the church provides for maternity leave. 

Sick Leave 

Sick leave. You’re miserable when you’re taking it, but you can’t live without it. 

Here’s the bottom line. If you’re really too sick to work, we want you to stay 

home and get better. So, when you’re truly down and out, call your supervisor & 

let them know you’ll be out. 

Bereavement 

Employees can receive paid time off because of the death of a family member 

or close friend. Just clear it with your supervisor. You are allowed up to a one 

week absence with pay for necessary attendance to funeral matters for death 

in the immediate family (grandparent, parent, child, sibling, spouse and 

respective in-laws.) 

Jury Duty 

We encourage you to fulfill your civic responsibilities if you get a summons, and 

we will give you time off without loss of pay. Subject to the terms, conditions, 

and limitations of the applicable plans, you’ll continue to receive health 

insurance benefits for the full period of jury duty leave. 



Military Leave  
One Church will grant a military leave of absence if you are absent from work 

because you are serving in the U.S. uniformed services in accordance with the 

Uniformed Services Employment and Reemployment Rights Act (USERRA). You 

must give your supervisor advance notice of upcoming military service, unless 

military necessity prevents advance notice or it is otherwise impossible or 

unreasonable. 

You will not be paid for military leave. 

Family and Medical Leave Act (FMLA) 

During the course of your employment at One Church (One Church), you may 

need to take a leave of absence for your own medical care or that of an 

immediate family member. One Church provides the opportunity for you to take 

an extended time away from work for these instances. Now, before you go on, 

you should know that this is one of those sections required by law. It goes on for 

several pages. You may enjoy reading it, or you might find the legal verbiage 

useful as a slumber aid if you are having difficulty falling asleep at night. 

The Family and Medical Leave Act of 1993 (FMLA or Act) allows "eligible'' 

employees of a covered employer to take job-protected, unpaid leave, or to 

substitute appropriate paid leave if the employee has earned or accrued it, for 

up to a total of 12 workweeks in any 12 months because of the birth of a child 

and to care for the 

newborn child, because of the placement of a child with the employee for 

adoption or foster care, because the employee is needed to care for a family 

member (child, spouse, or parent) with a serious health condition, or because 

the employee's own serious health condition makes the employee unable to 

perform the functions of his or her job. 

The 12 month period is calculated as follows: a "rolling'' 12-month period 

measured backward from the date an employee uses any FMLA leave. 

The Department of Labor defines an employer covered by FMLA as any person 

engaged in commerce or in any industry or activity affecting commerce, who 

employs 50 or more employees for each working day during each of 20 or more 

calendar workweeks in the current or preceding calendar year. 



Eligible Employee 

(1)  Has been employed by the employer for at least 12 months (need not be 

consecutive), and  

(2)  Has been employed for at least 1,250 hours of service during the 12-month 

period immediately preceding the commencement of the leave, and  

(3)  Is employed at a worksite where 50 or more employees are employed by 

the employer within 75 miles of that worksite.  

If there are State Family Leave laws as well as the Federal Family and Medical 

Leave law that affect employees, the more generous provisions of the law will 

apply. 

Family Leave 

(1)  For birth of a son or daughter, and to care for the newborn child; or  

(2)  For placement with the employee of a son or daughter for adoption or 

foster care.  

Under the above circumstances, leave must be completed within 12 months of 

birth, adoption or foster placement. 

Medical Leave 

(1)  To care for the employee's spouse, son, daughter, or parent with a serious 

health condition; or  

(2)  Because of a serious health condition that makes the employee unable to 

perform the functions of the  
employee's job.  

The right to take leave under FMLA applies equally to male and female 

employees. A father, as well as a mother, can take family leave for the birth, 

placement for adoption or foster care of a child. 



Circumstances may require that FMLA leave begin before the actual date of 

birth of a child. An expectant mother may take FMLA leave before the birth of 

the child for prenatal care or if her condition makes her unable to work. 

We will grant FMLA leave before the actual placement or adoption of a child if 

an absence from work is required for the placement for adoption or foster care 

to proceed. 

For purposes of FMLA, “serious health condition” entitling an employee to FMLA 

leave means an illness, injury, impairment, or physical or mental condition that 

involves: 

(1)  Inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential 

medical care facility, including any period of incapacity (for purposes of this 

section, defined to mean inability to work, attend school or perform other 

regular daily activities due to the serious health condition, treatment therefore, 

or recovery there from), or any subsequent treatment in connection with such 

inpatient care; or  

(2)  Continuing treatment by a health care provider. A serious health condition 

involving continuing treatment by a health care provider includes any one or 

more of the following:  

 (i) A period of incapacity (i.e., inability to work, attend school or perform 

other regular daily activities due to the serious health condition, treatment 

therefore, or recovery there from) of 

more than three consecutive calendar days, and any subsequent treatment or 

period of incapacity relating to the same condition, that also involves: 

  a)  Treatment two or more times by a health care provider, by a 

nurse or physician's assistant under direct supervision of a health care provider, 

or by a provider of health care services (e.g., physical therapist) under orders of, 

or on referral by, a health care provider; or  

  b)  Treatment by a health care provider on at least one occasion 

which results in a regimen of continuing treatment under the supervision of the 

health care provider.  



 (ii)  Any period of incapacity due to pregnancy, or for prenatal care.  

 (iii)  Any period of incapacity or treatment for such incapacity due to a 

chronic serious health condition. A chronic serious health condition is one which:  

  a)  Requires periodic visits for treatment by a health care provider, 

or by a nurse or physician's assistant under direct supervision of a health care 

provider;  

  b)  Continues over an extended period of time (including recurring 

episodes of a single underlying condition); and  

  c)  May cause episodic rather than a continuing period of 

incapacity (e.g., asthma, diabetes, epilepsy, etc.).  

 (iv)  A period of incapacity which is permanent or long-term due to a 

condition for which treatment may not be effective. The employee or family 

member must be under the continuing supervision of, but need not be receiving 

active treatment by, a health care provider. Examples include Alzheimer's, a 

severe stroke, or the terminal stages of a disease.  

 (v)  Any period of absence to receive multiple treatments (including any 

period of recovery there from) by a health care provider or by a provider of 

health care services under orders of, or on referral by, a health care provider, 

either for restorative surgery after an accident or other injury, or for a condition 

that would likely result in a period of incapacity of more than three consecutive 

calendar days in the absence of medical intervention or treatment, such as 

cancer (chemotherapy, radiation, etc.), severe arthritis (physical therapy), 

kidney disease (dialysis).  

A husband and wife eligible for FMLA leave and are employed by us may be 

limited to a combined total of 12 weeks of leave during any 12-month period if 

the leave is taken: 

(1)  For birth of the employee's son or daughter or to care for the child after birth;  

(2)  For placement of a son or daughter with the employee for adoption or 

foster care, or to care for the child after placement; or  



(3)  To care for the employee's parent with a serious health condition.  

Our employee’s are required to substitute accrued paid leave for FMLA leave. 

FMLA leave runs concurrently with other types of leave. 

INSURANCE BENEFITS 

As if the paycheck wasn’t enough! Here are other things you might be eligible 

for as a staff member... 

Medical 

All staff who are full-time and work at least 30 hours weekly are eligible to 

participate in a group health insurance program through One Church. For staff 

choosing to participate, One Church pays 75% of the insurance premium for the 

staff person and 50% for their dependents. Specific details of the group medical 

insurance is too long to cover here, but you can get all of the information in the 

New Employee Insurance Packet. 

Disability 

Full-time, non-temporary staff will be offered a long-term disability insurance 

policy, which will provide replacement income up to a percentage of their 

salary as determined by the specific product. This product is fully coordinated 

with social security or other state or federal benefits. This is paid for by One 

Church. Other info is in the Employee Insurance Packet. 

COBRA 

The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) helps 

employees and their dependents to continue their health insurance even if they 

are no longer eligible under our health plan. 

There are strict rules about when you can use COBRA. COBRA lets an eligible 

employee and dependents choose to continue their health insurance when a 



"qualifying event" happens. Qualifying events include the employee's 

resignation, termination, leave of absence, shorter work hours, divorce, legal 

separation or death. Another qualifying event is when a dependent child stops 

being eligible for coverage under your health insurance. 

If you continue your insurance under COBRA, you will pay the full cost of the 

insurance at One Church's group rates. 



Section III: General Information
!  

CHARACTER & CONDUCT
Personal Appearance
Unlike stuffy places like banks or accounting firms, dress here is tastefully relaxed. 

Your appearance in the office and at services should be neat and mature (i.e. 

don’t wear the sweatpants your wife has been trying to get rid of for years). 

Dress in relation to the people you interact with; sometimes this will dictate 

professional dress, sometimes casual, always sharp. We are all leaders leading 

other leaders, and the way we dress should reflect that. We want you to be 

comfortable but we also want the people around you to be comfortable, too. If 

you step over the bounds of good taste, your supervisor will alert you. They’re on 

your side and looking out for you as well as the church. 

Computer Use
We may or may not provide you with the hardware and software to do your job, 

and if we do, it remains the property of One Church. And, yes, while we reserve 

the right to monitor computer usage and find and read any data you write, 

send or receive, we only do so if there is a good reason for it. We’re not voyeurs 

or control freaks about your every move. We don’t even have a policy against 

using your computer for personal files and photos (we’re just not responsible for 

backing them up for you). We trust you and believe the best in you; just use 

good judgment. 

CONFIDENTIALITY
Your employment at One Church constitutes your agreement to never disclose 

information which is sensitive or personal in nature which may or may not be 

included in the list below. If you are in a role where you have access to 

confidential information, we may ask you to sign a confidentiality agreement as 

a condition of your employment. 

Confidential information includes, but is not limited to, the following: 

•Compensation data (including your personal salary)  



•Partner lists  

•Financial information  

•Passwords and security codes  

•Pending projects and proposals  

•Personal information about Partners or attendees received through 

counseling or private conversations 

 If you improperly use or disclose confidential church information, you will be 

subject to disciplinary action, up to and including termination of employment 

and legal action.  

EXPENSE REIMBURSEMENT
The One Church Vision Development Team approves a budget each year for 

the general operations of the church. This budget serves as a guideline for all 

One Church expenditures. In addition to the budget, the church has specific 

procedures that assist staff in the stewardship of the church resources that have 

been entrusted to us. 

Spending Authorization
Each budget section is assigned to a person for "primary authorization". Though 

this person may elect to delegate spending authorization to others, it is still their 

responsibility for signing requisitions, overseeing and reporting on the budget 

items assigned. 

Staff Reimbursements
Reimbursements to staff members must be approved by the “primary 

authorization” person responsible for each requested account. Staff members 

may not, however, approve reimbursements to themselves. In those instances 

the staff member should prepare the request for payment and initial the 



“requested by” box and then forward the request to their supervisor for 

authorization. 

Credit Cards
One Church credit cards may be issued to staff. They are intended for One 

Church ministry and event-related approved expenses only. The cardholder is 

responsible for submitting a requisition with receipts for all purchases by the end 

of each month. Late fees and finance charges negatively affect One Church’s 

credit rating and are to be avoided. If late fees and finance charges are 

incurred, the cardholder is responsible for paying them. If there are missing 

receipts for anything purchased on the credit card, the cardholder is responsible 

for paying them. 

Leadership Appreciation Expenses
Appreciation for volunteer leaders is totally appropriate within a budget area as 

funds are available. For accountability purposes, gifts over $100 in a calendar 

year to an individual need authorization from the Finance Department. 

THE LAST WORD
Whew! Did you get all of that? 
We are truly thrilled to have you part of this team. We believe our team will be 

better because you are on it. 

ACKNOWLEDGEMENT
I’ve received and read the One Church Employee Handbook. I realize there 

may be authorized changes to the information, policies and benefits in the 

handbook from time to time. If I have further questions, I understand I should ask 

my supervisor or HR. 



I also get and agree this handbook is not a contract or legal document. I 

became an employee at One Church voluntarily, and understand there is no 

specified length to my employment. My employment is “at will” which means I 

can quit at any time, with or without advance notice. It also means that my 

employment can be terminated at any time, with or without cause or advance 

notice. 

I know what I signed up for when I was hired here, and I voluntarily agree to 

serve on this staff team based on the guidelines included in this handbook. 

EMPLOYEE'S NAME (printed): _______________________________________________ 

EMPLOYEE'S SIGNATURE: _______________________________________________ 

DATE: _______________________________________________ 




