CB-1	Church Building

	a)	Weddings & Receptions

	 *	A $50 gift is to be given to the custodian prior to the wedding for his/her efforts in 		setting up the church and cleaning for the wedding.  An additional donation of $100 is 		requested for the use of the sanctuary for non-members.

	**	If the Fellowship Hall is to be used for a reception, an additional $100 donation for set-up 		and cleaning will made for church members.  A $200 donation will be requested from non-		church members for the use of  the  Fellowship Hall (in addition to pastoral services). $25 		will be returned if the Fellowship Hall is found in good order.  This should be made before 		the wedding begins.

	 *	All foods left at the church will be disposed of.

	 *	If the Fellowship Hall is used, please check with pastor for requirements.

	**	$30 for sound man - each time he is required to be present.

	**	A suggested gift of $100 is to be given to musicians for weddings, and it is the bride’s 		responsibility to provide music the organist does not have.  The music will be returned to 		the bride the day of the 	wedding.

	**	All applications for use of the Fellowship Hall by non-members must be approved 		by the Board of Deacons.  Rental facility fees to church ministries may vary.

	b)	Showers & Parties

		1	In order to cover the church’s expenses for cleaning and operation, the following donation schedule is requested

			$25 for an event of up to 25 people
			$50 for an event of up to 50 people
			$75 for an event exceeding 50 guests

		2	Showers and parties are to be held in the fellowship hall, and adequate supervision for guests and their children is required.  Because of sensitive equipment in the sanctuary, children are not permitted to use the sanctuary as a play area.  Please exercise respect for the building as a house of worship. 

	Fellowship Hall Requirements

	1.	Please do not use alcohol or tobacco products on church property.

	2.	Garbage cans and bags are available in order to dispose of trash.  (It is up to those using the 		Fellowship Hall to discard table coverings, paper plates, etc.)
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	3.	You are welcome to use the kitchen’s cooking utensils.  Please wash them after use.

	4.	It is the responsibility of those using the Fellowship Hall to provide their own disposable 		eating  utensils (e.g., paper plates, plastic ware, styrofoam cups, napkins, etc.)

	5.	Arrangements must be made in advance with the church office for decorating, rehearsals, 		etc.  This will give us the opportunity to have someone here to unlock/lock the building.

	6	In order to have the church properly cleaned and prepared for Sunday worship, we ask that the fellowship hall be vacated and cleaned by 8:00 PM on Saturdays.  Exceptions shall be considered by the board of deacons upon request .  
		__________________________________________________________________


	I have read and agree to the above requirements.

					______________________________________________

							        (Signature)


	Action of the Board:__________Approved__________Disapproved__________Date





CB-2	Readiness & Miscellaneous


	All desired room arrangements for meetings shall be included on the master calendar form.

	General suggestions on the use of the building and other church owned properties:


		If you open it . . . . . . . . . . . .	close it.
		If you turn it on . . . . . . . . . .	turn it off.
		If you unlock it . . . . . . . . . .	lock it.
		If you break it . . . . . . . . . . . 	repair it.
		If you can’t fix it    . . . . . . .	report its condition to the church office.
		If you borrow it  . . . . . . . . .	(ask permission first and sign for it, then return it 						promptly when finished.
		If you use it  . . . . . . . . . . . . 	don’t abuse it.
		If you make a mess  . . . . . .	clean it up (especially in the kitchen).
		If you don’t know how to operate it . . . . . leave it alone.
		If it belongs to someone and you want to use it . . . . . get permission.
		If it doesn’t concern you . . . . . don’t mess with it.

	THINK . . . . .  none of us are so busy that we have the right to be thoughtless, careless, 	unkind, or  wasteful.


CB-3	Requests for use of Facilities For Weddings Not Performed By A Staff Pastor

Weddings conducted at New Stanton Assembly of God are subject to the general principles adopted by the Assemblies of God, and must conform to standards involving:

	Divorce and remarriage
	
	Marriage of a believer and unbeliever

	Premarital counseling

These standards are to be observed regardless of the minister performing the ceremony

The use of New Stanton Assembly of God for weddings not being conducted by one of our ministers is subject to the approval of the Board of Deacons.

Appropriate forms, applications, and fees must be submitted before the facility will be considered reserved for such wedding dates.

CB-4	Sound Equipment

Only those qualified and approved to operate sound equipment may turn on or otherwise adjust and modify settings to the P.A. system or equipment.  A list of approved sound technicians will be available through the sound ministry director.

Groups needing a sound technician must schedule with the music director or the sound director. 

Under no circumstances will P.A. equipment be borrowed from the sanctuary without proper authorization. If P.A. equipment needs to be moved or modified, it shall be done under the direction of  the sound director, then returned to the same places and settings that it was found in.

The P.A. system and its components are fragile and sensitive to extremes in volume and temperature. As good stewards, and to foster a positive flow in our worship services, these policies must be diligently adhered to!








Church Finances

F-1	Offering Counting Procedure

	1.	Offerings are to be counted by the Treasurer and one or more of the deacons.

	2.	Should a deacon be unavailable, an usher will be asked to fill in.

3.	Offerings are to be counted after, and not during, services.  The only time money will be counted during the service is when a love offering is taken for a speaker, or when some circumstances dictates that money be counted in conjunction with a special service.

F-2	Spending Policy

	On February 26, 2007, the following spending policy was adopted by the Board of Deacons:

	1.	$ 100	-	at the Pastor’s discretion
	
	2.	$ 250	- 	may be spent by the Pastor in consultation with the church treasurer

	3.	$ 250+ as approved by the Board of Deacons

4.	The Senior Pastor must approve all expenditures from the General Fund prior to reimbursement or payment of invoice.

	5	All credit card holders shall abide by the aforementioned policy.

These are expenditures that are above and beyond the normal monthly bills (mortgage, utility, salaries) and repairs that the church may incur.

F-3	Petty Cash Policy

	1.	Determine the exact cash remainder in the petty cash fund.

	2.	Disperse a check equaling $100, less the remaining cash.

	3.	List all receipts relating to the replenishment including amount of expense, time, place, and 		business nature.

4.	The difference between the total of the listed receipts and the amount of the petty cash reimbursement check is considered by the IRS to be taxable income.  Hopefully,  the shortfall will be traceable to the appropriate employee, but it is ultimately the responsibility of the individual to whom the check was made.




F-4	RESOLUTION 2007-1
FULLY "ACCOUNTABLE" REIMBURSEMENT POLICY
(weekly reimbursements)

The following resolution was duly adopted by the board of deacons of New Stanton Assembly of God Church at a regularly scheduled meeting held on April 9, 2007a quorum being present:

Whereas, income tax regulations l.l61-17 and l.274-5(e) provide that an employee "need not report on his tax return", expenses paid or incurred by him solely for the benefit of his employer for which he is required to account and does account to his employer and which are charged directly or indirectly to the employer; and

Whereas, income tax regulation l.274-5 (e) further provides that "an adequate accounting means the submission to the employer of as account book, diary, statement of expense, or similar record maintained by the employee in which the information as to each element of expenditure (amount, time and place, business purpose, and business relationship) is recorded at or near the time of the expenditure, together with supporting documentary evidence, in a manner which conforms to all the 'adequate records' requirements" set forth in the regulation and

Whereas, New Stanton Assembly of God Church desires to establish a reimbursement policy pursuant to regulations 1.162-17 and 1,274-5(e); be it therefore

Resolved, that New Stanton Assembly of God Church hereby adopts a reimbursement policy pursuant to income tax regulations 1.162.17 and 1.274-5(e), upon the following terms and conditions:

		1.	Any senior pastor now or hereafter employed by New Stanton Assembly of God Church shall be reimbursed for any ordinary and necessary business and professional expense incurred on behalf of the church, if the following conditions are satisfied:  (1)  the expenses are reasonable in the amount; (2) the minister documents the amount, time and place, business purpose, and business relationship of each such expense with the same kinds of documentary evidence as would  be required to support a deduction of the expense on the minister's federal income tax return; and (3) the minister documents such expenses by providing the church treasurer with an accounting of such expenses, no less frequently than monthly.  In no event will an expense be reimbursed if substantiated more than 60 days after the expense is paid or incurred by a minister.

		2.	Reimbursements shall be paid out of church funds, and not by reducing pay checks by the amount of business expense reimbursements.

		3.	Reimbursable business and professional expenses include local transportation, overnight travel (including lodging and meals), entertainment, books and subscriptions, education, vestments, and professional dues.


		4.	The church shall not include in a ministers W2 form the amount of any business or professional expense properly substantiated and reimbursed according to the preceding paragraph, and the minister should not report the amount of any such reimbursement as income on his or her for 1040.

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

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

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

		8.	All receipts and other documentary evidence used by a minister to substantiate the business nature and amount of his business and professional expenses incurred on behalf of the church shall be retained by the minister.  The church may, at its election, make copies of such evidence.

	   	9.	Church credit card usage must be documented as stipulates in Item #1.

F-5	Reimbursements - in order to satisfy proper accounting procedures, all reimbursements, weather requested by a pastor, staff member, or other church leader/member,  must be accompanied by proper documentation.

Requisition Forms - recommended policy:

F-6		It is the position of church that funds raised by a department are used at the discretion of that department.  However, to ensure proper stewardship and accountability, the following procedures will be observed:

1	All departments will deposit their funds in the churches “central treasury.”

2	A requisition form must be completed and signed by the departmental leader, and countersigned by any of the following: the pastor/deacon who oversees that department, the church treasurer, or the senior pastor. 

		3	Furthermore, it is highly recommended that a leadership team be developed and informed or consulted when purchases of unusual nature or exceeding $100 are made.

Miscellaneous

M-1	Registration Expense Policy

General policy whereby camp/retreat registration fees for departmental heads be paid by the church as approved by the Board.

Additionally,  overnight accommodations and travel expenses will be included in this policy, pending Board approval.  Chaperones will also be considered on a case by case basis.

M-2	Scheduling Policy

	1.	All departments must schedule their activities on the church “master calendar.”  			(Please see the church secretary for all scheduling.)

	2.	No activities will be scheduled in conflict with our regularly scheduled services without 		consulting with the Pastor.

	3.	All departments are encouraged to participate and cooperate with their Sectional and 		District programs and representatives.

M-3	Speaker Policy

	1.	Pulpit Supply (local)	-	$ 125.00 - AM
						$ 125.00 - PM
						$ 100.00 - MW

	2.	Special Ministry (full-time evangelists, music ministry, etc.)
		Love offering, depending on the number of days, mileage, expenses.

	3.	Missionary - $200 guaranteed love offering.

M-4	Telephone

	We are glad to allow local calls before and after services as may be necessary.  However, the 	telephones are not to be in use during services.



Personnel Policies

P-1	Employment

	A Job Application Form must be completed by each prospective employee.

	A job interview and other necessary inquiries will be conducted if warranted.

	All Personnel are required to read the personnel policies prior to employment and again with 	their supervisor during the first week of employment.

An employee folder will be maintained for each employee.  The folder shall include: job application form, copy of job description, copy of job performance appraisal, salary agreement, record of absences, days off, and any other pertinent employment data.  Discussion of salary and benefits will be filed in the employee’s folder.

	Each employee shall be given a written job description.  The job description shall be reviewed 	annually and revised as needed.

There will be an annual “Job Performance Appraisal”,  using the job description.  The evaluation will include the supervisor’s input on past goals as well as expectations for the coming year.

	Office and custodial personnel are expected to evidence a Christian lifestyle and conduct, attitudes 	and values which are in keeping with the standards of New Stanton Assembly of God Church.

	Ministerial personnel are expected to evidence a Christian lifestyle, be baptized in water, be 	baptized in the Holy Spirit and fulfill the expectation of the membership standards of New Stanton
	 Assembly of God Church.
	
P-2	Termination of Services:

Termination of services of staff members will result due to: disloyalty to the leadership and/or the church; unscriptural conduct; change of doctrine; being out of harmony with the leadership and/or practices of the church; or incompetence in ministerial function.  Speaking against any fellow member on staff (office or Pastoral), their spouse, or Deacon/spouse is grounds for termination.  The termination process will be according to regular procedures:

		1.	Resignation: voluntary termination requires at least two weeks notice submitted to 			immediate supervisor.  Ministers shall submit at least a one  month notice to the 			Senior Pastor.


2.	Dismissal means termination initiated by the employer.  Dismissal can be immediate.  Severance pay may or may not be allowed.  It will be at the discretion of the Senior Pastor and the Board of Deacons.  Termination with the church taking the initiative will be used in the conditions described in the first paragraph (disloyalty, misconduct.)
P-3	Salary Policy

	The base salary shall be considered and agreed upon at the time of hiring.

	Review of salary will be annually.  Many factors are considered, including ability, quality, 	quantity of work, working relations, attitude, interest, attendance, and punctuality.  An employee’s 	salary is personal and confidential and should not be discussed with anyone. *Discussing salary shall 	be considered grounds for dismissal.

	Employees shall be paid by check weekly.  Deductions will be made for such things as FICA, 	federal, state, and other deductions as determined in consultation with the Senior Pastor at 	the time of hiring.

P-4	Work Schedule:

	The church office will be open from 9:00 AM to 4:30 PM, Monday through Friday.

	If any employee is unable to report to work, the office must be notified prior to 8:30 AM on 	the day of the absence.

Full-time employees are given one half hour for lunch.  Lunch hours will be staggered, so that the office remains open during the lunch break.  All employees are urged to take the lunch time for a break, rest, and refreshment.  The lunch schedule for office personnel shall be established by the Office Manager.

	The ministerial and office staff shall check out with the receptionist when going to lunch, run 	errands, visitation, or other responsibilities.

Employees are expected to work the full number of hours for which they have been employed.  If it becomes necessary to leave before completing all scheduled work hours, the reason for leaving must be given and permission received before leaving the job.

Because of the nature of church work and the need for a good spirit among working staff, the specific hours for each staff person will be worked out cooperatively with the Senior Pastor. However, the following is a generally accepted work schedule:

		1.	Normal hours are 9:00 AM to 4:30 PM, Monday through Friday.  One half 			hour paid lunch will be granted.


2.	Full time office staff will work 40 hours a week.  Part time will work the number of hours they were assigned by the Senior Pastor.

		3.	Custodial staff works begins at 8:30 AM or as assigned by the Senior Pastor 			with days off  as assigned by the Senior Pastor.


		4.	The work day for the ministerial staff begins at 9:00 AM and is understood 			to include some night-time responsibilities.

		5.	The minister’s day off will be approved by the Senior Pastor.  Saturday shall 			be considered a non-structured work day to prepare for Sunday ministry.

		6	In order to keep a staff schedule that is balanced and fair, switching days off is limited to those occurrences where there is a church related conflict that interferes with one’s normal day off. 

P-5	Medical Benefits

	Medical Insurance - a group Medical Insurance Plan is provided by the church.  The church 	will pay the full-time employee’s part of the monthly fee.

From time to time, we will review the Medical Insurance Policy and get bids from other companies.  We will always strive to make this a priority and obtain the best policy from the funds available to us.

Employees are covered by Workman’s Compensation in case of a job-related injury.  The employee is responsible to report the injury to the supervisor immediately.  If there is time loss due to injury, the employee may elect to receive earnings from Workman’s Compensation in lieu of regular wages.

P-6	Sick Leave

	Sick leave is offered only to full time employees.  Ten days a year with pay will be allowed 	for sick leave without deduction of pay, with the exception of absence during the first ninety 	days of employment.  Absences in excess of these ten days will be without pay.  This benefit 	is non-cumulative and is not to be confused as personal days.  (DO NOT ABUSE.)

When sickness is prolonged for a period of two weeks or more or accumulates to that amount, a report must be provided by the supervisor for evaluation of the situation by the Senior pastor.  A doctor’s certification is also required.
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· 	It is the responsibility of staff to notify the Senior Pastor to report that he/she is ill, and needs the day off.

· 	Furthermore, individuals are required to communicate with the Pastor (by phone, text, or e-mail) each additional day that an absence is needed.  If it is known or expected that multiple days are required, that information should be communicated directly with the Pastor. 

· 	Finally, an “accountability calendar” is located in the top drawer of the filed cabinet for the purpose of recording irregularities in schedules, including:

		* Switching days off
		* Vacation days
		* Personal days
		* Sick days 

		It is the responsibility of each employee to record the aforementioned irregularities, then communicate this information to the church secretary for tracking.

P-6b	Doctor’s Appointments and Medical Tests - because there is some level of flexibility in our schedule, doctor’s appointments, dentist appointments, and medical tests may be scheduled during the work day, so long as this privilege is not abused.  However, the following protocol must be observed:

	a	Time out/time in is recorded on the staff accountability calendar

	b	Hours are made up during that work week

	c	If hours cannot be made up during that work week, the time off shall be considered a personal day, vacation day, or day off.

P-7	Family and Medical Leave

	New Stanton Assembly of God Church will allow an employee up to six (6) weeks of job-protected 	leave in any twelve-month period for the following:

		1.	The birth of a child.

		2.	The placement of a child for adoption or foster care.

		3.	The serious health condition of the employee or an immediate family member.  			In these situations, the employee is required to get a certification from their 			doctor stating the employee has reason for the leave.

	To be eligible for leave, an employee must have worked for the employer for at least twelve 	(12) consecutive months.

P-8	Compensation For Family And Medical Leave

New Stanton Assembly of God Church will not pay employees for this type of leave.  However, coverage of the group health policy will be continued during the leave period.

The employee will be restored to his/her former position with equivalent pay, benefits and other terms and conditions of employment.  The employee will not lose any seniority accrued prior to their leave.

P-9	Personal  Days

Full time employees will be allowed four (4) personal days a year with pay for personal use without deduction of pay, with the exception of absence during the first ninety days of employment.  The need for these days is recognized by New Stanton Assembly of God Church due to many things, such as:

	~ children activities, children sickness, one day Get-A-Ways, personal business, etc.  This 	benefit is non-cumulative and personal business, etc.  

	This benefit is non-cumulative and must be approved by immediate supervisor.  A first come 	- first serve basis will apply when employees seek the same day off.

	The Senior Pastor will determine the number of personal days each part-time employee will 	be allowed.  The number of days allowed will be based on the amount of hours worked and 	will be discussed with the employee when he/she is hired.

P-10	Vacation Policy

	Vacation Allotment

Knowing that it is in the best interests of any organization to have its employees rested and refreshed, we are providing the following vacation allotment schedule for full-time employees.  However, vacation time must be used up each calendar year, and can NOT be carried over into another calendar year without the written permission of the Senior Pastor.  This is to insure that each employee will take the time necessary to be refreshed and renewed by the rest that such a vacation provides.

All vacations must be approved at least two (2) weeks in advance, and may be readjusted or changed because of calendar events in the church during that specific time period.  Unless exceptional circumstances prevail, no vacations may be taken the week preceding Christmas and Easter.

	Schedule:

One *week following six (6) months of continuous, full-time service on staff at New Stanton Assembly of God Church.

Two weeks following one (1) year of continuous, full-time service on the staff at New Stanton Assembly of God Church.

Three weeks following five (5) years of continuous, full-time service on the staff of New Stanton Assembly of God.

	* a week is determined by the number of days a staff person is responsible to be in their office.  (e.g., 	a person working 40 hours will receive a five day vacation week)

Pastoral Staff will receive vacation based upon their accumulated years of full-time ministry, receiving 1 week’s vacation after 6 months service at New Stanton Assembly of God Church, and the appropriate amount cited above after one year’s service, unless otherwise arranged at the time of appointment. 

	Part-Time Staff
Part-time staff (20 hours or more) will receive a weeks paid vacation after one years service, equivalent to their average weekly pay.

P-11	Observed Holidays (Full Time Employees)

	New Year’s Day
	*The Day After New Years
	Memorial Day
	July 4th
	Labor Day
	Thanksgiving Day
	*The Day After Thanksgiving
	Christmas Day
	*The Day After Christmas

	*These days are “privileged” days off. When they fall on a Saturday, Sunday, or one’s scheduled day 	off, it should not be assumed nor expected that an alternate day off will automatically be observed or granted.

P-12	Assemblies of God Function & Continuing Education

	1.	District Events - The Pastors of New Stanton Assembly of God Church shall have the privilege of attending District sponsored events (e.g., the annual District Council and Minister’s Institute) to assure the church of proper representation at District council, held in May, and to give the pastors a time of spiritual renewal at Minister’s Enrichment, held in October. The church shall pay the expenses for each of the pastors and their wives, finances permitting.

	2.	General Council Events - The Senior Pastor of New Stanton Assembly of God Church shall have the privilege of attending General Council to assure the church of proper representation on a national level.  The church shall pay the expenses of the pastor and his wife, finances permitting.

	3.	Continuing Education - Understanding that a growing church needs growing pastors, 		it shall be the privilege of the pastors to attend an annual training event in an area that 		is pertinent to their portfolio, finances permitting.   Requests  to attend such events		should  be submitted well in advance in order to help the church prepare for the cost of such 		events.

P-13	Excused Absence

	Jury and Witness Duty

A full-time employee  is paid for the time absent for jury or witness duty by the government.  

	If the employee’s services as a juror or witness are not required for the entire day, the employee is 	expected to report at the church for the remainder of the day.

The employee is expected to report for work on any regular scheduled work day when the court dismisses for a holiday not recognized by the church.

	Funeral Leave

	An employee is given two days excused absence from work without loss of pay to attend the 	funeral of a member of his family.  (Spouse, child, parent, grandparent).

	Requested time off for other reasons will be given consideration upon merit of the request.  	Time off in this category shall be without pay.

	* Part-time employees will be given consideration for these benefits at their annual salary  
	   review with the Senior Pastor.

P-14	Unexcused Absence and Tardiness

	Unexcused Absences

You have been hired to perform a necessary and important job at New Stanton Assembly of God Church.  This job must be accomplished to achieve our goal.  For this reason, habitual absenteeism, patterns of absenteeism, excessive unplanned absenteeism, or excessive leave without pay cannot be tolerated.  Repeated problems of this nature will result in disciplinary  action, which can be cause for termination.  Two consecutive days of unreported absence is grounds for termination.

	Tardiness

	Full time employee’s hours are from 9:00 AM until 4:30 PM.  You are expected to adhere 	to these hours.  Habitual tardiness will not be tolerated and will be grounds for termination.  	Part time employees are expected to adhere to the work schedule established with the Senior 	Pastor at the time of employment.     

P-15	Leave of Absence

	If an employee needs to be away from work due to personal illness, illness in the family, or 	any other temporary disability (excluding maternity) a leave of absence may be granted.  A 	leave of absence request must be submitted in writing to the Senior Pastor.

After thirty days of unpaid leave of absence, your position is not guaranteed.  The Senior Pastor will determine if your position can be held without jeopardy to the operations of the office/church.  At his discretion, your position may be filled.

P-16	Housekeeping

The church attempts to provide employees with clean and pleasant working facilities.  Good housekeeping is not the sole responsibility of the custodial staff; it is the responsibility of each of us.  Cleanliness and orderliness promotes safety, morale, and comfort.  Office and working areas must be kept orderly.  If you use any janitorial equipment, please return it as soon as you are through.

P-17	Telephones

	All calls shall be handled with proper telephone courtesy and with maximum effort to help 	the caller with inquiries and questions.

	Incoming calls shall be answered by the Receptionist with an assigned Secretary as back-up.

	All staff shall share responsibility for phone answering and no call should ring more than three times.

	Calls for the Senior Pastor shall be directed to his secretary.  Calls for other Pastors shall be 	forwarded to them.
	
	Intercom lines shall be used as a primary source of time-saving, energy efficient inter-office 	communications.

	“Do Not Disturb” buttons are not to be abused by the users and should be respected by others.

All staff is responsible for long distance personal ministry calls as well as long distance personal calls.

	When receiving a call or taking a message, be sure to get the caller’s name and phone number.

P-18	Cell Phone Policy

The church will provide a basic cell phone package for full-time pastors.  Additional services that are deemed necessary will be discussed with the pastor and treasurer.

The monthly allotment of minutes will be divided by the number of cell phones on the plan. Presently, our plan allows 1400 minutes. With three phones on the plan, each user is provided 466 peak minutes.

It is the responsibility of each pastor to know and understand the service plan and equipment that he/she is using.

Additional expenses incurred for roaming, data downloads, or overage are the responsibility of the pastor on whose phone these charges were incurred.  

Ignorance of the plan/equipment does not excuse additional charges incurred!

P-19	General Conduct

	Any structured organization needs rules for protection and guidance, New Stanton Assembly of God 	Church has rules.  Listed below, for your guidance, are offenses that will result in dismissal or other disciplinary action.

 		1.	Falsification of records such as application of employment, time sheets, etc.

		 2.	Theft from the church, staff, or visitors.

 3.	Profanity or abusive language, immoral conduct, or improper conduct in performance of  work assignment.

		 4.	Insubordination such as refusal to carry out  assignments or other acts of  			disobedience.

		 5.	Delaying or restricting work or inciting others to do so.

		 6.	Abuse of church property including general carelessness or negligence.

		 7.	Disclosure of confidential information or breach of professional ethics.

		 8.	Patterns of unexcused absences or tardiness.

		  9.	Inability or failure to perform work assignment.

		10.	Engaging in rude or discourteous behavior towards or in the presence of visitors or 			staff.

11.	Engaging in activities on or off duty which are contrary to the mission of New Stanton Assembly of God Church and which will damage New Stanton Assembly of God Church’s image in the Community.	

This list is not exhaustive as other actions not listed may also result in dismissal or other disciplinary action.  Violation of these and other practices and procedures will be dealt with on an individual basis.  Warnings may be used to discipline if the nature of offense does not warrant immediate termination.

Any incident will be handled fairly and justly.  If you do not agree with an issue, you may request a meeting with the Senior Pastor.  He will consider all circumstances and make a final 	determination.
	
P-20	Privileged, Confidential Information

	To protect our members, staff, and New Stanton Assembly of God Church, sensitive or controversial 	information concerning members, finances, staff members and ongoing issues are to be held 	in strictest confidence and is not to be discussed with anyone.  Any discussion of the above 	must be done in a professional manner and limited only to those who have a legitimate need 	to know.  Any request for such information from persons outside the office should be referred 	to the Senior Pastor.



P-21	Parsonage

The church parsonage is provided for one of our pastors.  With this benefit come the following responsibilities:

	Church

	The church will pay for all reasonable utility and maintenance costs

	Grass cutting and driveway snow removal will be included with the church property 

	Resident

The pastor residing in the parsonage is asked to be mindful of utility expenses by turning off lights and keeping the heat set no higher than 72 degrees.

Keeping the parsonage clean and in good repair is a matter of good stewardship.  Small repairs should be attended to by the residing pastor. 

Repairs that fall outside of the skills of the pastor should be reported to the board secretary  for attention. Costs for repairs will be turned in to the church treasurer (and a copy given to the board secretary) for reimbursement.  Repairs exceeding $50 must be pre-approved.

	Damages caused by pets will be the sole responsibility of the pastor residing in the parsonage. 

A general inspection will be conducted by the church secretary and the pastor before moving in and before moving out. Damages and maintenance needs will be noted and reported to the church board for attention.

Vehicle  Policy

V-1	Scheduling and Use:

a)	Requests to use the church van for church activities shall be made in writing to the Church Secretary.  Approved requests will be put on the calendar.  Requests will be processed on a first come first serve basis.

It is essential that requests for church vans be processed through the church office so that conflicts can be avoided.  This should be done at least two weeks prior to the date of planned use.

	b)	The Transportation Ministry Director is responsible for the proper maintenance, service, repairs and official records (insurance and registration), on all church vans.

	c)	The Transportation Ministry Director is responsible for all van keys. These keys will be kept in a secure location in the church office.

	d)	Church groups using the church vans must have adequate supervision other than the driver.

	e)	After the use of the church van, the driver is responsible for filling it up with gas and making sure that it is cleaned before leaving it at the church.

V-2	Driver’s Qualifications and Responsibilities:

a)	All drivers must be approved by the Senior Pastor and/or board of deacons.  An approved driver roster shall be maintained by the Transportation Ministry Director .

	b)	To be approved, all drivers must be at least 21 years of age, have up-to-date license, and a clean driving record for the past 3 years .

	c)	A background check will be filled out by all drivers and helpers, and will be kept on file.

	d)	Drivers shall obey all traffic laws.  Any traffic violations are paid by the driver unless the violation is due to church negligence. If there is a violation, notification must be given to the church by the driver.

	e)	The driver will have complete authority over all passengers while operating the vehicle.

	f)	In case of a vehicle accident:

		1.	Call the police.
		2.	Call for medical help, if needed.
		3.	Do not move the vehicle until the police arrive.
		4.	Do not discuss the accident with anyone except the police.
		5.	Obtain license numbers of other vehicles involved as well as the names and 			addresses of other persons involved.


		6.	Obtain statements, names, and addresses of all witnesses.
		7.	A driver must report immediately to the church office injury, property damage or accident associated with the vehicle usage.

	g)	All passengers shall be seated while the vehicle is in motion and use *seat belts when provided. Car seats / booster seats must be used where the law dictates

		1	Car seat - children under 20 lbs and under 1 year should ride in a rear facing safety seat.

		2	Safety Seat - Children under the age of 4 must ride in a child safety seat

		3	Booster seat - children under the age of 8 must ride in a booster seat.

	h)	When stopping the van to load or unload passengers, place the vehicle in park and set the emergency brake.

	i)	Passengers shall not engage in unnecessary conversation with the driver.  This could be distracting.

V-3	Approved Routes:

	The Transportation Ministry Director will be responsible for mapping out all routes.

V-4	Responsibilities of travel expenses


19


	a)	The church will pay gas and toll expenses if the usage of the van is for Ministry, Outreach, or District Functions.

	b)	A church credit card will be given to the driver of the van to pay gas expenses.

V-5	Maintenance & Upkeep

	a)	The Transportation Ministry Director shall oversee vehicle maintenance, including





		Systematic oil and filter changes
		Check tires and fluid levels
		Washing inside and outside 

	b	Additionally, the  Transportation Ministry Director shall oversee vehicle paperwork, including:

		Keeping inspections current
		Keeping license and registration current

V-6	General Rules for Van Usage     
           




	a)	If involving minors, all adult supervisors must abide by the churches policy for ministry to minors.

	b)	If a second adult is available in the van they will be asked to get out of the van and assist the driver when backing up in a congested area. 

	c)	When the keys to the van are turned in, the church credit card, receipt(s) and the church cell phone must be returned.

	d)	The church van will not be used for anything other than church usage. No members or adherents will be allowed to use the church vans(s) for personal use. 

	e)	After a ministry group has used the van, the gas tank must be filled and there needs to be general clean up of the interior.

	f)	After training has been given by the church for all drivers each driver will sign off that they have read and will abide by these established rules.

	g)	Maintenance and damage report form shall be filled out after use and turned in with keys.

	h)	At no time will the van be filled beyond it’s seating capacity.

V-7	Van Ministry Rules & Guidelines

	a)	A child must be at least 6 years of age to ride without the accompaniment of an adult or guardian.

	b)	Children under the age of six must be accompanied by a parent or guardian. In the event that the “guardian” is a sibling, they must be at least 12 years of age to supervise.  Children under the age of 5 MUST be accompanied by a parent or *adult (*18 years of age or older).

	c)	Sunday morning van routes will pick up for Sunday School, and return passengers after the morning service.

V-8	Discipline on the Church Vehicles

	a)	No foul or abusive language will be permitted (such as swearing, insults, name calling, etc.)

	b)	No destruction to the van or other church property

	c)	Keep your hands to yourself - hitting, pushing, pinching, and other forms of aggressive behavior will result in expulsion from van

	d)	Permission slips from parents will be necessary for children under the age of sixteen. Such permission slips will be kept on file and updated annually. 
	e)	A master roster will be provided for drivers indicating children who have a permission slip on file.

	f)	It is the responsibility of the van driver to maintain order on the van, enforcing the van rules, and keeping those with disciplinary issues off of the van.

		*Once a rider has been expelled, permission from the TD & Pastor must be obtained in order for that rider to gain permission to ride on the van again. 

	g)	Van ministry personnel shall never use physical force in disciplinary matters, and shall restrain from raising their voices, demonstrating respect and the fruit of the Spirit.  (You can get your point across with a calm, firm voice)

	h)	A van roster will be developed, and a van “pastor” will call the roster the Saturday night to determine the rider list for Sunday morning.  The roster must then be e-mailed to Clem Swiatek (clemswan@netscape.com) and Pastor Don (pastordon@newstantonassemblyofgod.com).






I have read and fully understand the policies and procedures of this Manual.  I am aware that if I have any questions or concerns not covered in this Manual, I am to contact my immediate supervisor.  I also understand that upon employment termination, I am to return this Manual to my immediate supervisor.



							_____________________________________
							Employee’s Signature


							____________________________________
							Date
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