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INTRODUCTION  
 

As a staff member of StoneBridge Church, we are providing you with this handbook to help you 

understand the policies and benefits we have developed for the staff.  This handbook is not a contract 

of employment and the policies and benefits may change periodically.  You will be notified in 

writing when any of the information in your employee handbook is updated.   

 

Please read the entire handbook, sign the acknowledgement at the back of the handbook and return it 

to the church administrator within the first week of employment.  You are responsible for knowing 

and understanding the contents of the handbook and using it as guide while employed at StoneBridge 

Church.  If you have any questions about policies or benefits contained in the handbook, please 

contact the church administrator at any time.   

 

Underlying what we are communicating in this handbook is StoneBridge Church’s desire to support 

individual performance and development and to provide the information necessary for all of us to 

make good decisions as we go about our daily work.   

 

At StoneBridge our desire is to lead people into a real, healthy, growing relationship with Jesus 

Christ. Embracing this vision will challenge and stretch in ways you may never have anticipated or 

expected. We trust this will result in your experiencing Christ and serving Him fully.  
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EMPLOYMENT BASICS 

 

Classification of Employees   
 

Your wages or salary, benefits, and job duties are affected, in part, by your employee 

classification and job title.  The following are the employee classifications we use.  You may fall 

into more than one of these categories:   

1. Regular Full-Time Employee: An employee who is regularly scheduled to work at least 

32 hours per week.     

2. Regular Part-Time Employee: An employee who is regularly scheduled to work less 

than 32 hours per week.  Regular part-time employees are not eligible for benefits, 

except sick leave, paid holidays and paid vacation, which accrue and are paid on a 

pro-rated basis.  

3. Temporary Employee: An employee who is hired with the expectation he or she will be 

needed for a specific project or specified period of time, usually not more than six 

months.  Temporary employees are not eligible for benefits. 

4. Non-Exempt Employee: An employee who is included in the minimum wage, overtime, 

and time card provisions of the wage and hour laws.  Nonexempt employees are eligible 

for overtime pay for all overtime hours actually worked in accordance with applicable 

federal and state law. 

5. Exempt Employee: An employee who is paid a fixed salary on a weekly, bi-monthly, 

monthly, or annual basis, rather than an hourly wage, and who meets the criteria for 

exclusion from the wage and hour laws.  An exempt employee does not receive overtime 

pay. 

You will be categorized at the time of employment as either a salaried or hourly wage employee. 

As a general rule, all regular full-time employees will be salaried personnel. Regular part-time 

employees may be either salaried or hourly wage.  This determination will be made as required 

by applicable law. 

 

Introductory Period  
 

Newly hired employees are required to complete a 90-day period of probation. During the 

Probationary Period you or the church may terminate employment and you will leave in good 

standing. 
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Salary Administration  
 

Employees are paid on the 15th and the 30th day of each month or the last workday immediately 

preceding either. 

 

Federal income tax, FICA (social security) and Medicare are deductions that are, by law, taken from 

your paycheck.  Other deductions may require your authorization.  Examples of such deductions 

include deductions for your portion of any insurance premiums or additional income tax.  If you want 

to change the number of your exemptions or your marital status for federal income tax withholding 

purposes, please inform the church administrator in writing. 

 

Ordained, ministerial staff are considered “self-employed” when it comes to paying Social Security 

and Medicare Taxes.  

 

Work Week and Scheduling  
 

Regular office hours are 8:30 a.m. to 5:00 p.m., Monday through Friday. Our normal workday for a 

full-time employee is eight (8) hours plus an unpaid lunch period of one hour.  We may establish 

other workdays or workweeks for individual employees or certain positions or certain locations.  The 

church administrator and your supervisor will set your workday schedule at the time of employment.  

 

You are expected to work all of the hours and days assigned.  Review each schedule thoroughly so 

that you are familiar with your assigned hours and days off.  Requests for scheduling changes or for 

particular days off must be made ahead of time and approved by the church administrator and 

supervisor. 

  

If the church administrator and supervisor approve an alternative schedule for a day or several days, 

you need to let the receptionist know your new schedule. 

 

Flex time may be permitted from 7:00 – 9:00 a.m. to 3:30 – 5:30 p.m. Approval for flextime will be 

given by the church administrator and supervisor. 
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EMPLOYEE RELATIONS 

 

Equal Employment Opportunity  
 

StoneBridge Church is committed to equal employment opportunity for all qualified persons, without 

regard to race, color, national origin, sex, marital status, disability or any other factor protected by 

law. This includes providing reasonable accommodations to qualified applicants and employees with 

known physical or mental disabilities. The church does, however, reserve the right to employ persons 

who have a denominational background and philosophy of ministry similar to ours and who, in the 

opinion of the church, have a work history and a life style that is consistent with the scriptural 

principles of the church. 

 

StoneBridge Church is committed to full compliance with federal immigration laws and will not 

knowingly hire or continue to employ anyone who does not have the legal right to work in the United 

States. You will be required to provide documentation verifying your identity and legal authority to 

work in the United States. 

 

Sexual and Other Illegal Harassment  

StoneBridge Church intends for its employees and their work environment to be free from all forms 

of unlawful harassment and intimidation. The Church prohibits unlawful discriminatory practices 

and harassment on any factor prohibited by law. The Church will not tolerate unlawful harassment of 

any kind including unwelcome verbal or physical sexual advances between Church employees. 

Unlawful harassment can include, but is not limited to, slurs, epithets, threats, derogatory comments, 

and unwelcome jokes.  

 

In no case should submission to unlawful harassment be a term or condition of continuing 

employment or advancement. Any sexual advances or other harassing conduct that interferes with 

work performance or tends to create an intimidating, hostile, or offensive work environment is 

prohibited and grounds for immediate termination of the offending party. 

 

It is unlawful for employees to sexually harass others (employees, members, attendees or others) 

regardless of either gender. Harassment is prohibited whether it involves co-worker harassment, 

harassment by or against a supervisor, or by persons doing business with the Church. 

Reporting and Investigating Instances of Harassment: 

 

1. If you believe you have been harassed you should promptly report the alleged harassment to 

your supervisor. If for any reason you are uncomfortable speaking to your supervisor, you 

may report the matter to the church administrator.  Additionally, any employee who becomes 

aware of any possible unlawful harassment or other violation of this policy, whether 

personally affected or not, is directed to immediately advise the church administrator. 
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2. The Church will conduct a prompt, thorough and objective investigation of all harassment 

allegations. The Church will take appropriate action based on the results of its investigation. 

Appropriate action will also be taken to deter any future harassment. You are expected to 

fully cooperate in the Church’s efforts to investigate harassment complaints.  

 

3. The Church will not retaliate or permit retaliation against an employee for using this 

complaint procedure or for filing, testifying, assisting or participating in any manner in any 

investigation, proceeding or hearing conducted by a state or federal enforcement agency. Any 

employee who retaliates against another employee for using this complaint procedure or for 

cooperating in a harassment investigation will be subject to disciplinary action, up to and 

including discharge from employment. 

 

 

Personal Information and Personnel Records  
 

StoneBridge Church maintains individual files with employment records of each employee. These 

records are Church property and are maintained by the church administrator. If you would like to 

review your file, you should contact the church administrator. These records may only be viewed in 

the presence of the church administrator; they may not be taken from the premises or photocopied. 

Examples of documents in each personnel file include the following: job application, criminal record 

check, change of status records, commendations, corrective action warnings, vacation requests, and 

benefit information. 

 

EMPLOYEE RESPONSIBILITIES 

 

Employee Conduct________________________________________________     

 

StoneBridge Church bases its teachings and guidelines for living and working on the Bible.  We 

expect each employee’s conduct, on the job as well as off the job, to be in line with the moral, 

spiritual and ethical teachings of the Bible as well as our Statement of Faith and Statement on 

Marriage and Sexuality.  Conduct that is inconsistent with these standards may result in 

disciplinary action, up to and including termination of employment. 

 

Additionally, StoneBridge utilizes the MinistrySafe child and youth protective safety system.  We 

practice zero tolerance with regard to abuse and any abuse is reported to the appropriate 

authorities or agencies as required by Law.   

 

Safety  
 

Safety is important. By observing safety rules and precautions, most accidents can be avoided. If 

you are injured on the job, no matter how slightly, you must immediately report such injury to the 

church administrator and have the injury treated promptly. 
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Child and Youth Safety System_______________________________________ 

 

Because we desire to protect children involved in our ministry, StoneBridge Church requires all 

staff members to complete the following safety steps: 

 

1. Complete Sexual Abuse Awareness Training.  StoneBridge Church requires that staff 

members avoid abusive behavior of any kind.  Staff members are required to report any 

policy violations to a supervisor or a member of the StoneBridge Church Safety 

Committee. Staff members should have a basic understanding of the characteristics of 

sexual abusers and their behaviors in ‘grooming’ a child for sexual abuse.  Grooming is 

the process used by an abuser to select a child, win the child’s trust (and the trust of the 

child’s parent or ‘gatekeeper’), manipulate the child into sexual activity and keep the 

child from disclosing the abuse. 

 

To equip staff members with information necessary to recognize abuser characteristics 

and grooming behavior, StoneBridge Church requires all staff members to complete 

sexual abuse awareness training.  This training will be renewed every three years. 

 

2.  Screening Process.  Staff members required to complete StoneBridge Church’s Screening 

Process, which includes an Employment Application, Safety Application, an interview 

and references to be checked. 

 

3. Criminal Background Check. StoneBridge Church requires that all staff members 

undergo a criminal background check.  Depending upon the ministry position, differing 

levels or intensity of criminal background check may be required. 

 

Child Safety Policy_________________________________________________ 

 

StoneBridge Church has a zero tolerance for abuse in ministry programs and ministry activities.  

It is the responsibility of every staff member and volunteer at StoneBridge Church to act in the 

best interest of all children in every program. 

 

In the event a staff member observes any inappropriate behaviors (i.e. policy violations, 

neglectful supervision, poor role-modeling, etc.) or suspected abuse or neglect (physical, 

emotional, or sexual) it is your responsibility to immediately report the observations to your 

supervisor or the Safety Committee.   

 

StoneBridge Church is committed to providing a safe, secure environment for children and their 

families.  To this end, any report of inappropriate behaviors or suspicions of abuse or neglect, or 

any inappropriate behavior of a colleague or co-worker, will be taken seriously and will be 

reported, in accordance with this policy and state law, to the StoneBridge Church Safety 

Committee and the Police Department, Child Protective Services, or other appropriate agency. 

Any person accused of committing a prohibited act or any act considered by the church to be 

harmful to a child will be immediately suspended. This suspension will continue during any 

investigation by law enforcement or Child Protective agencies. 
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StoneBridge Church staff members who supervise other staff members or volunteers are charged 

with the diligent enforcement of all Church policies. Violations of these policies are grounds for 

disciplinary action including immediate dismissal. Final decisions related to policy violations 

will be the responsibility of the StoneBridge Church Safety Committee. 

 

A professional who has cause to believe that a child has been or may be abused or neglected must 

make a report no later than 48 hours after the professional first suspects that the child has been or 

may be abused or neglected and may not delegate to or rely on another person to make the 

report. Under Texas law, a “professional” includes any individual who is licensed or certified by 

the state, and who, in the normal course of his or her duties for which licensure is required, has 

direct contact with children. Professionals include teachers or daycare employees.  

 

Texas State Law also requires that any person having cause to believe that a child’s physical or 

mental health or welfare has been or may be adversely affected by abuse or neglect must make a 

report to an appropriate law enforcement agency.   

 

In addition, a staff member must make a report if he or she has cause to believe that an adult was 

a victim of abuse or neglect as a child, and the staff member determines in good faith that 

disclosure of the information is necessary to protect the health and safety of another child from 

the abuser. 

 

StoneBridge Church Leadership will take appropriate action on behalf of the church when a 

report of abuse occurs. 

 

Attendance and Tardiness   
 

Regular attendance is essential to the smooth operation of our organization.  It shows respect for your 

fellow employees who must do your work in your absence.  You must report for work regularly and 

on time.  If you will be late for work, you must contact your supervisor or church administrator.  If 

you will be unable to report to work, you must contact your supervisor or the church administrator 

before your scheduled start time to inform him/her of your absence.   

 

Repeated absences or tardiness are causes for involuntary termination.  

 

Personal Appearance   
 

You are a representative of the church.  While no specific dress code is required, it is the 

responsibility of the employee to be dressed and groomed in a manner that is professional and makes 

a favorable public impression. Personal clothing must be clean and neat and appropriate for the task 

performed. Your behavior should also be professional. Supervisors are responsible for deciding if 

employees are properly dressed for work and behaving in a professional manner.   
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Employee Use of Vehicles   
 

If you use your own vehicle or StoneBridge’s vehicles as you perform your job, please be aware of 

and follow these requirements: 

 

1. You must have and carry with you a valid in-state driver’s license and evidence of 

sufficient insurance under Texas law.  We may ask to keep a copy of these in your 

personnel file. 

 

2. You must drive in a safe and lawful manner. 

 

3. You must not operate a vehicle under the influence of drugs, alcohol, or any controlled 

substance. 

 

4. You must promptly notify the church administrator of any citations or moving violations. 

 StoneBridge is not responsible for payment of any fines. 

 

Use of StoneBridge vehicles is limited to church related activities only. 

 

Employee Staff Meetings   
 

All pastors, directors, executive and support staff are expected to attend a weekly staff meeting(s).  

These meetings are vital to the coordination and planning of the ministries at StoneBridge.  If you 

cannot attend a meeting, you must notify the church administrator and your supervisor at least 24 

hours prior to the scheduled meeting.  

 

Computer Network and Internet Access Policy   
 

Permitted Uses: The computer network is the property of StoneBridge Church and is to be used 

primarily for legitimate business purposes. You are provided access to the computer network to 

assist you in the performance of your job duties; however, occasional personal use during non-work 

hours is permissible. You may also be provided with access to the Internet through the computer 

network. You have a responsibility to use StoneBridge computer resources and the Internet in a 

professional, lawful, and ethical manner. Abuse of the computer network or the Internet may result in 

disciplinary action, including possible termination and civil and/or criminal liability. 

 

Prohibited Uses:  StoneBridge computing facilities must be used responsibly by everyone, since 

misuse by even a few individuals has the potential to disrupt StoneBridge business. You are therefore 

required to exercise responsible, ethical behavior when using the computing facilities. This includes, 

but is not limited to, the following: 

 

1. You must use only those computer resources, which you have been individually authorized to 

use by StoneBridge. The unauthorized use of computer resources, as well as the providing of 

false or misleading information for the purpose of obtaining access to computing facilities, is 

prohibited and may be regarded as a criminal act and treated accordingly by StoneBridge. 

You must not use StoneBridge computing facilities to gain unauthorized access to computing 

facilities of other institutions, organizations, or individuals. 
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2. Any unauthorized person shall not be given permission to use your computer for any reason. 

You are responsible for all use of your accounts. You must take all reasonable precautions, 

including password maintenance and file protection measures, to prevent use of your account 

by unauthorized persons. You must not, for example, share your password with anyone else. 

 

3.   You must use your computer resources only for the purposes for which they were authorized. 

For example, a StoneBridge account may not be used for a private business. You must not 

use your computer resources for unlawful purposes, such as the installation of fraudulently or 

illegally obtained software. Use of external networks connected to StoneBridge networks 

must comply with the policies of acceptable use promulgated by the organizations 

responsible for those networks. 

 

4 You must not access, install, alter, copy, or remove information, proprietary software, or 

other files (including programs, data, and electronic mail) without prior authorization from 

the church administrator. You must not copy, distribute, display, or disclose third-party 

proprietary software without prior authorization from the licensor. Proprietary software must 

not be installed on systems not properly licensed for its use. 

 

5. You must not use any computing facility irresponsibly or needlessly affect the work of 

others. This includes transmitting or making accessible offensive, annoying, or harassing 

material; intentionally, recklessly, or negligently damaging any system; intentionally 

damaging or violating the privacy of information not belonging to you; intentionally 

misusing system resources or allowing misuse of system resources by others; or loading 

software or data from untrustworthy sources, such as free-ware, onto administrative systems. 

 

6. You are encouraged to report any violation of these guidelines by another individual, and any 

information relating to a flaw in or bypass of computing facility security, to the church 

administrator. 

 

Standards of Conduct and Discipline  
 

The purpose of standards of conduct and discipline is not to restrict your rights, but to define your 

rights and protect everyone. StoneBridge Church takes a constructive approach to disciplinary 

matters and performance problems. Where appropriate, the Church will endeavor to counsel an 

employee to correct any disciplinary or performance problems. However, in certain circumstances 

the Church may find it necessary to impose immediate disciplinary action, including termination of 

employment without prior notice or counseling. So that you are aware of your responsibilities to the 

Church and to your fellow employees, the following list sets forth, by way of example and without 

limitation, conduct which may result in disciplinary action and/or termination of employment. You 

are responsible for understanding and following these standards and rules. 

 

1. Below average work quality or quantity. 
 

2. Poor attitude, including rudeness, or lack of cooperation. 
 

3. Excessive absenteeism, tardiness, or abuse of lunch hours. 
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4. Failure to follow instructions or Church policies and procedures. 
 

5. Insubordination or willful failure to perform work as assigned. 
 

6. Abuse, misuse, theft, or the unauthorized possession or removal of Church property or 

the personal property of others. 
 

7. Falsifying or making a material omission on Church records, reports, or other documents, 

including payroll, personnel, employment application, records or background 

information.  
 

8. Divulging confidential Church information to unauthorized persons. 
 

9. Disorderly conduct on Church property, including fighting or attempted bodily injury, or 

the use of profane, abusive, or threatening language towards others or possession of an 

unregistered weapon. 

 

10. Violation of any law adversely affecting the Church, or conviction in court of any crime 

that may cause the employee to be regarded as unsuitable for continued employment. 
 

11. Adherence to policies regarding Sexual harassment and moral conduct. 

 

12. Rule of 3 when members of opposite sex are present.  Offsite meetings, lunches and 

travel must include a minimum of three people when members of the opposite sex are 

present.  If a one to one meeting between two people of the opposite sex is required 

(counseling, benevolence, or ministry specific discussion) it is to be scheduled on 

campus in a highly visible place (main building 1st floor lobby, department area when 

others are in the immediate vicinity).  If the meeting requires privacy it is to be held in an 

office with a window while others are in close proximity of the door.   

 

13. Rule of 3 when minors are present.  Meetings, lunches and travel must include a 

minimum of three people when minors are present.  If a one to one meeting between two 

people where a minor is present (counseling, discipleship or ministry specific discussion) 

it is to be scheduled on campus in a highly visible place (main building 1st floor lobby, 

department area when others are in the immediate vicinity).  If the meeting requires 

privacy it is to be held in an office with a window while others are in close proximity of 

the door.  

 

14. Any form of personal Social Media is to be used with the understanding that any 

comments or posts made are likely to be viewed as being endorsed by or as a position of 

StoneBridge Church.  With this in mind, all posts and contacts must be above reproach.  

Any failure to comply will the church or departments within the church guidelines are 

subject to discipline including termination.    

 

15. When employees volunteer in an area other than the one in which they are employed, 

they must comply with the policies and procedures of the department they are 

volunteering in at the time.   
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Violations of the Church’s standards will result in one of the following forms of corrective action: 

oral warning, written warning, suspension, or termination. In arriving at a decision for proper action, 

the following will be considered: 1) the seriousness of the infraction, 2) the past record of the 

employee and 3) the circumstances surrounding the matter. 

 

Again, this list is not intended to be comprehensive and does not alter the employment-at-will 

relationship between you and the Church. 

 

Complaint Resolution  
 

Any employee who has a complaint, grievance, or other work-related problem should attempt to have 

it solved informally through direct communication with their immediate supervisor.  It is desirable 

that difficulties be resolved at the working levels.  If mediation is necessary, the church administrator 

will arrange for the parties to meet with one of the pastors. 

 

Public Relations  
 

The Senior Pastor is the spokesperson for the Church in all matters of publicity or official comment. 

No employee is to originate or release any news related to the Church.  Inquiries thereon are referred 

to the Senior Pastor. 

 

Confidentiality  
 

Matters related to members and non-members are not matters of public discussion or disclosure; nor 

are the general operations of the Church office, financial office or records office and such is not 

discussed outside the working environment of that office. You are to use the utmost tact and 

discretion in carrying out the functions of your position. Failure to exercise such tact and discretion 

may be grounds for immediate termination. 

 

EMPLOYEE SEPARATION  
 

Resignation  
 

If you wish to terminate your employment with the Church you are requested to provide two to four 

weeks written notice to the church administrator. The notice should include the reason for leaving, 

the date of your last day of work and a signature. This notice will become part of your employment 

record. If such notice is not given, you will not be eligible for credited unused vacation time.  

 

 

 

 

 

 

 

 

 



 15 

 

Termination  
 

You may be involuntarily terminated at the discretion of the church. If you are full-time, and 

terminated at the request of the church (other than for cause) you will be entitled to receive a lump 

sum payment as follows: 

 

1. Two weeks pay in lieu of a termination notice period, and, 
 

2.  Payment for unused vacation.  

 

In either of the above cases, if you have taken more vacation than earned, the excess days are 

deducted from the final pay. Two weeks pay in lieu of a termination notice is not made if the 

termination is a result of an employee’s dishonesty or misconduct. 

 

Exit Interviews  
 

On or before the last day of work, an exit interview will be scheduled. All Church property such as 

keys, credit cards, personnel handbook, and any other Church property must be returned at that time. 

 

You will receive your final paycheck as soon as possible but only after all applicable church property 

has been returned. If you are full-time you will be compensated for unused vacation by a lump sum 

payment based on your current pay.  Resignation dates are not extended by unused vacation time. 

 

 

EMPLOYEE SERVICES 

 

Facilities   
 

1. Employee Parking.  We ask that employees park in areas designated for parking.  Please do 

not park near door entrances or in driveways for extended periods of time.  Always lock your 

car while it is parked.  We do not assume responsibility for vehicles or their contents in the 

parking area. 

 

2.  Use of Telephones.  In order to keep lines open for work-related purposes, employees are 

asked to limit personal telephone calls to 10 minutes.  Personal calls should, whenever 

possible, be reserved for non-work time.  Excessive use of the telephone for personal use will 

subject the employee to discipline up to and including discharge. 

 

3. Personal Mail and Copying.  Office equipment is available to you for personal use, only if 

used within the church facility.  The copy machines and postage machines may be used for 

personal business if the employee pays reimbursement for such use to StoneBridge.  The 

church administrator will set the per page charge for personal copying. 
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4.  Removal of StoneBridge Property and Work Off Premises.  No equipment, documents, 

records, computer equipment and computer programs or other property of any kind belonging 

to StoneBridge shall be removed from the premises by an employee without first obtaining 

permission from the church administrator. Also, no work shall be performed at home or other 

place off the premises by any employee during normal business hours unless permission from 

your supervisor is first obtained. 

 

 

Personal Possessions  
 

We furnish desks and cupboards for security of employee personal possessions.  We do not, 

however, assume responsibility for any theft or damage to the personal belongings of employees. 

 

Time Off for Voting  
 

We encourage each employee to exercise the right to vote.  In most situations, a person should be 

able to vote before or after work or by absentee ballot.  If for some reason you cannot, you may take 

up to two hours off with pay to vote.  You must request this time off in advance from the church 

administrator, and you must have a valid reason why you cannot vote other than during working 

hours.  You will be expected to take the time off at the time of day that will require the least time 

missed from work, usually at the beginning or end of the workday. 

 

Expense Reimbursement  
 

It may occasionally be necessary for you to incur expenses while on business.  You must fill out and 

return to the church administrator an expense reimbursement form, with receipts attached.  This form 

should be completed within 7 working days of when the expenses were incurred.  Accrued expenses 

must not exceed $100 without prior approval of the church administrator and your supervisor. 

 

BENEFITS 
 

Group Insurance Plans  
 

If you work over thirty-two hours per week you will be eligible for the group insurance plan. The 

group insurance plan is through an independent insurance agency chosen by the church 

administrator. The plan offers major medical insurance (for you and your family), dental, death, and 

disability insurance. Dental insurance is made available to the employee at their sole expense.  

StoneBridge Church will pay a minimum of 80% of the employee portion of the health insurance 

premium.  StoneBridge Church pays 100% of the premiums for disability insurance for all full-time 

employees.  Detailed information about the plan is made available at the time of employment.  
 

 

 

 

 

 

 

 



 17 

 

Workers Compensation Insurance  
 

You are covered by Workers’ Compensation Insurance at the time you are hired. The cost of this 

coverage is paid by StoneBridge Church.  
 

It is important that you report any work-related injury or illness to the church administrator as soon 

as it happens, regardless of how minor it may be. It is also important to get proper first aid and/or 

medical attention immediately. 
 

This coverage is used for work-related illness or injury only.  A complete investigation will be made 

concerning the accident reported.  All applicable laws will be followed regarding accrued time and 

return to work. 
 

Unemployment Insurance  
 

StoneBridge Church is exempt from state and federal unemployment insurance requirements. 

Therefore, no staff member is covered by unemployment insurance. 

 

Holidays  
 

You will receive the following paid holidays:  

New Year’s Day   - January 1    - 1 day 

Easter     - Monday after Easter   - 1 day 

Memorial Day   - 4th  Monday in May   - 1 day 

Independence Day   - July 4     - 1 day 

Labor Day    - 1st  Monday in September  - 1 day 

Thanksgiving   - Thanksgiving Day & the   - 2 days 

     Friday after Thanksgiving Day 

Christmas Eve   - December 24     - 1 day 

Christmas     - December 25 & 26     - 2 days 

Personal Business Days       - 2 days 

 

You must take a holiday leave as it occurs. Compensation in lieu of a holiday is not allowed. Should 

a holiday occur on a Saturday, the preceding Friday will be observed. If a holiday occurs on a 

Sunday, the following Monday will be observed. Special circumstances may require a change of 

dates on this policy. Should that need arise, you will be notified.  Sundays that fall on holiday 

weekends where children/youth ministry is deferred require those employees to engage fully in 

assisting with Guest Services.  Employees who work all Christmas Eve service will take December 

27 off in place of December 24.  If employees just attend church or are absent on that day are 

required to take a vacation day for that Sunday. 

 

Ministry comp time is available for ministry performed for special events when that time exceeds the 

40 paid hours worked in a given week.  Ministry comp time must be approved by your immediate 

supervisor and must be utilized within 30 days from the date of occurrence.  Ministry comp time is 

recorded on vacation/leave request as Other Day used and is noted in the explanation as ministry 

comp time for the event/date and specific work for which they are utilizing comp time. 



 18 

 

Personal business days are opportunities for you to schedule doctor appointments and take care of 

other personal matters. Personal business days may be taken in half-day increments. You should 

obtain approval from the church administrator and your supervisor before scheduling time-off for a 

personal business day. 

 

Vacation Benefits  
 

Ministerial Staff: Ministerial staff with 10 years or more experience are normally entitled to four 

weeks vacation with no more than four vacation days taken on Sundays. 

 

Regular Full-Time Employees: Accrual of days will start on the first day of the month following 

employment.  Earned vacation may be used following your 90 days probation. 

 

Unless otherwise determined at the date of your employment the number of days allowed is 

determined by the following terms of continuous employment: 

 

     Employment Term  Vacation Allowance 

     1 year – 4 years   10 days 

     5 – 9 years    15 days 

     10 years and over   20 days 

 

You should arrange your vacation on a scheduled basis. A minimum of two (2) weeks notice is 

required so that arrangements may be made to “cover your job” (We are aware that occasions may 

arise when you are not able to give advance notice). Vacations should be arranged to avoid peak 

periods of activity in the church (i.e. Easter, Christmas and Special Events). 

 

You may not carry vacation time over to a subsequent year, nor is compensation allowed in lieu of 

vacation time except upon termination. 

 

If you are a part-time employee you are entitled to annual vacation on a pro rata basis. For example, 

if you work half-time, you will be entitled to one-half of the vacation days stated above, which is 

based on length of service.  

You must request your vacations period by using a Vacation/Ministry Request Form.  

 

 

Sick Leave  
 

Absence due to sickness: 

 

You should report any illness requiring absence from regularly assigned hours to the church 

administrator or supervisor by 8:00 a.m. each day you will be absent from work.  

 

The church provides sick leave in order to prevent you from being financially penalized for illness or 

accident. It is not intended to provide extra days off and should not be used for purposes other than 

sickness or accident. 
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You are eligible for six compensated sick days per year. You may begin using your sick leave after 

90 days of employment. 

 

Sick leave pay will not be paid in addition to any compensation provided for by the church in the 

form of insurance or Worker’s Compensation. 

 

Compensation will not be paid for unused sick leave at the end of a year or the termination of your 

employment. 

 

In the event of serious illness or injury, after all other sick leave and compensating time have been 

taken, you should file for disability benefits through the plan provided by StoneBridge Church. 

 

Bereavement Leave  
 

Consideration will be granted full-time employees for certain unexpected and/or emergency 

absences: 

 

1. Absence due to death of a member of immediate family or household: Immediate family 

is considered spouse, children or parents. You are eligible for paid bereavement leave up 

to one calendar week. 

 

2. Absence due to death of relative other than immediate family: You are eligible for paid 

bereavement leave for up to three workdays. 

 

Jury Duty or Military Duty  
 

Civic responsibilities, such as jury duty or short-term military duty, will be granted with pay for a 

period of time required to fulfill those responsibilities. If your obligation does not require the full 

workday, then you are expected to report to work for the remainder of the day. You may retain any 

pay or compensation received for civic duties in addition to earned church pay.  

  

Leaves of Absence  
 

You may request a planned absence as authorized by these procedures: 

 

1. Absence due to Leave of Absence: The church administrator must approve absence 

from work without pay. 
 

2. Absence due to Church-related business: Continuing Education (Conferences, 

Conventions, Seminars, Workshops, etc.) is important to keep abreast of information in 

respected fields of study. Continuing education may be a part of your terms of 

employment.  If not, you may request time away with pay for continuing education with 

the approval of your supervisor.  Requests for such absences must include dates, costs 

and specific training or ministry objectives. 
 

3. Absence due to vacation: The length of your vacation is determined by the terms of  

employment or by the length of your continuous employment. 
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4. Absence for Sabbatical Leave: Sabbaticals represent an opportunity for a time of 

renewal, education and refreshment.  Such requests will be submitted to the Senior Pastor 

and will be judged on a case-by-case basis. 
 

5. Absence for Maternity Leave: The church will grant a paid maternity (medical) leave of 

six (6) weeks to regular full-time staff members who intend to return to work following 

their maternity leave. During the paid leave, compensation and benefits will be 

continued. The 6-week period includes time off for pregnancy, delivery and baby care 

and will not be construed as sick leave. An employee who takes the six (6) weeks of paid 

maternity leave will be allowed to continue her leave for an additional six (6) weeks of 

unpaid leave. 
 

6. Absence for Adoption Leave: In the case of an adoption of a child, the adoptive mother 

or father will be granted a paid leave of up to two (2) weeks. Following the two weeks of 

paid leave, an additional four (4) weeks of unpaid leave may be taken. 
 

 

7. Absence due to Family or Medical Leave: 

 

a. Regular full-time staff members may be granted a leave of absence (paid or 

unpaid) for a medical condition that is certified by a licensed physician.  The 

medical condition could be your own or your spouse, child or parent. The length 

of time granted for a medical leave, defined as an illness requiring a leave of 

absence for more than ten (10) consecutive workdays, will be based upon a 

licensed physician’s recommendation. You are eligible for leave after having 

worked for StoneBridge Church for more than twelve (12) months and you must 

have worked at least 1,250 hours in the previous 12 months. You are required to 

first apply any accrued paid time off (vacation and sick days) toward the twelve 

(12) week family and medical leave.   

 

b. You may take an unpaid leave of absence for family or medical leave of absence 

for up to twelve (12) weeks within a twelve (12) month period. The twelve (12)-

month period is measured beginning with the month in which the requested leave 

starts. Leave may be taken intermittently -- in two or more blocks of time --or by 

reducing your normal weekly or daily work schedule. You should try to schedule 

leave in a way that minimizes disruption to church operations. 

 

c. StoneBridge Church will maintain existing benefits coverage during the leave 

period.  However, family and/or medical leave will not be considered working 

time for the purposes of accrual of vacation. Medical leave lasting longer than 30 

days requires Physician approval to be eligible for reinstatement.  Although the 

church is not able to guarantee reinstatement in all cases, employees on family 

care and medical leave who return to work immediately following the end of an 

approved leave will normally be returned to the same position they held 

immediately prior to their leave or, if that position has been eliminated, a 

comparable position if one is available. 
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You are required to provide thirty (30) days advance notice of the need to take leave when the need 

is foreseeable and such notice is possible.  Thirty (30) days prior to taking the leave or, if less, as 

soon as the need for a leave is known, you should inform your supervisor and the church 

administrator of your intention to take the leave. 

 

 

In certain circumstances, you may be denied a leave if it will cause substantial disruption of ministry 

activities to StoneBridge Church.   

 

Part-time employees are not typically eligible for absence benefits. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 22 

 

 

 

Policies and Procedures 

Statement of Acknowledgment and Agreement 

 

I have received and read a copy of StoneBridge Church’s Family Life Ministry Policies and 

Procedures Manual and understand the importance of the matters set forth within the manual. I agree 

to follow and abide by these guidelines during my service at StoneBridge Church. Further, I 

understand that the manual may be modified at any time, and that any guidelines may be amended, 

revised, or eliminated at any time by Stonebridge Church. I also acknowledge that I have reviewed 

and agree to fulfill the duties listed in the Manual. While, ideally, I will serve in this ministry for the 

agreed term, I understand that I may choose to end this relationship at any time. If possible, I will 

provide two weeks’ notice to my Family Life Minister or Director. I further acknowledge and 

understand that the materials and guidelines contained in this manual in no way express or imply a 

contractual employment relationship between StoneBridge Church and me. If I am applying as a 

volunteer, I acknowledge and agree that I will receive no compensation for hours worked. Finally, I 

understand that it is my responsibility to review new guidelines that are created and distributed, as 

well as manual guidelines that are changed or deleted. I hereby acknowledge receipt of StoneBridge 

Church policies and procedures manual.  

 

 

 

https://sbciahtx.infellowship.com/volunteer/application/apply/15862

