
 

  

Mt. Carmel Baptist Church 

Personnel Manual 
 

Mt. Carmel Baptist Church Personnel Committee 
February, 2020 



1 
 

I. Welcome ................................................................................................................................................................................................ 3 

A. Mission Statement ........................................................................................................................................................................ 3 

B. History of Mt. Carmel Baptist Church ................................................................................................................................... 3 

C. Organization with Respect to Human Resources ............................................................................................................ 3 

D. About the Personnel Manual .................................................................................................................................................... 4 

II. Employment Categories & Classifications ............................................................................................................................... 5 

A. Job Descriptions............................................................................................................................................................................. 5 

B. Classifications ................................................................................................................................................................................. 5 

C. Employment Records .................................................................................................................................................................. 7 

III. Hiring Process ................................................................................................................................................................................ 8 

A. Search Committees and Selection .......................................................................................................................................... 8 

B. Equal Employment Opportunity............................................................................................................................................. 8 

C. Onboarding Process ..................................................................................................................................................................... 9 

IV. Workplace Matters ..................................................................................................................................................................... 10 

A. Office Hours ................................................................................................................................................................................... 10 

B. Payroll Matters ............................................................................................................................................................................. 10 

C. Safety & Security ......................................................................................................................................................................... 11 

D. Inclement Weather ..................................................................................................................................................................... 12 

E. Public Relations ........................................................................................................................................................................... 12 

V. Benefits ................................................................................................................................................................................................ 13 

A. Time Off ........................................................................................................................................................................................... 13 

B. Career Development .................................................................................................................................................................. 16 

C. Sabbatical ....................................................................................................................................................................................... 16 

D. Housing Allowance ..................................................................................................................................................................... 18 

E. Reimbursement of Business Expenses .............................................................................................................................. 18 

F. Insurance ........................................................................................................................................................................................ 19 

G. Retirement ..................................................................................................................................................................................... 19 

H. Workers’ Compensation ........................................................................................................................................................... 19 

VI. Performance Reviews ............................................................................................................................................................... 19 

A. Standards ....................................................................................................................................................................................... 19 

B. Purpose of Evaluations ............................................................................................................................................................. 19 

C. Frequency of Evaluations ........................................................................................................................................................ 20 

D. Merit Compensation .................................................................................................................................................................. 20 

E. On-Going Employee Development ....................................................................................................................................... 20 

F. Additional Performance Review Resources .................................................................................................................... 20 

VII. Conduct ........................................................................................................................................................................................... 20 



2 
 

A. Personal Appearance Standards ........................................................................................................................................... 20 

B. Confidentiality .............................................................................................................................................................................. 20 

C. Church Computer, Email, and Internet Use ...................................................................................................................... 21 

D. Social Media................................................................................................................................................................................... 21 

E. Grievance Procedure ................................................................................................................................................................. 22 

F. Non-Harassment ......................................................................................................................................................................... 22 

G. Child Welfare ................................................................................................................................................................................ 23 

H. Disciplinary Condition .............................................................................................................................................................. 23 

I. Progression of Disciplinary Action ...................................................................................................................................... 24 

J. Intellectual Property .................................................................................................................................................................. 25 

VIII. Departure ....................................................................................................................................................................................... 26 

A. Voluntary Resignation or Retirement ................................................................................................................................ 26 

B. Involuntary Departure .............................................................................................................................................................. 26 

C. Wrapping up ................................................................................................................................................................................. 27 

IX. Signature/Acknowledgement ................................................................................................................................................ 27 

 

  



3 
 

Mt. Carmel Baptist Church Personnel Manual Draft February 5, 2020 

I. Welcome  

A. Mission Statement 

At Mt. Carmel Baptist Church (hereinafter “MCBC”) our mission is to help you move with the 

presence of God wherever you are. This applies to our employees as well as our congregation.  

B. History of Mt. Carmel Baptist Church  

All new staff members are encouraged to familiarize themselves with the history of Mt. Carmel 

Baptist Church. A full history can be found on the church website at: 

https://www.mcbc1803.org/history.  

C. Organization with Respect to Human Resources  

1. Role of the Personnel Committee  

a) Selection of the Personnel Committee  

The Personnel Committee consists of Mt. Carmel Baptist Church members 

nominated and elected by the Church pursuant to Bylaws Art. X, Sec. 3. B. 

They serve for an annual term beginning on October 1 and ending September 

30 of the following year. 

b) Duties of the Personnel Committee  

(1) Draft and revise job descriptions for ministerial staff other than the Pastor. 

(Bylaws Art. X, Sec. 2. B.). 

(2) In conjunction with the Deacons, recommend to the church that a ministerial 

position other than the Pastor be vacated. A congregational vote on the 

recommendation will follow. (Bylaws Art. X, Sec. 2. B. 2.). 

(3) Along with the supervising staff member and related committees, 

recommend employment or termination of non-ministerial staff, including 

financial secretary, to the Church. A congregational vote on the 

recommendation will follow. (Bylaws Art. X, Sec. 4.). 

(4) The Personnel Committee is responsible for the contents of this Personnel 

Manual and associated job descriptions. (Bylaws Art. X, Sec. 5. A. 2.) The 

Personnel Committee reviews the Personnel Manual annually and has 

authority to recommend changes to the Church in Conference. (Bylaws Art. 

X, Sec. 5. B.). 

(5) Advise office staff of developments in the law which affect employment 

records, timecards, and sound employment practices generally. 

 

https://www.mcbc1803.org/history


4 
 

(6) Establish a personnel file for each new hire pursuant to Section II. C. of this 

manual and see that employment records are maintained in a confidential 

manner by the Pastor. 

(7) Serve as a resource to the staff and congregation with respect to human 

resource concerns generally and as outlined elsewhere in this manual, 

including but not limited to Section VII. Conduct and Section VIII. C. 2. 

Departure Checkout Procedure.  

2. Role of the Deacons  

The Deacons are responsible for forming the Pastoral Search Committee pursuant to Bylaws 

Art. X, Sec. 2. A. 3. a. 2 when a vacancy in the Pastorate occurs. The Deacons evaluate 

pastoral performance and make salary recommendations to the Budget & Finance Committee 

pursuant to Bylaws Art. X, Sec. 2. C. 2. e.  

 

The Deacons also nominate a Staff Search Committee, to be approved by the Church in 

Conference, for ministerial staff positions other than the Pastor. (Bylaws Art. X, Sec. 2. B.)  

In general, the Administrative Deacons serve alongside the Personnel Committee, providing 

support, promotion, and cohesion.  

D. About the Personnel Manual 

The Personnel Manual is prepared as a general statement of Mt. Carmel Baptist Church policy and 

as a guide for general information that should assist employees during their employment. It is not 

intended to be comprehensive or to address all the possible applications of, or exceptions to, the 

general policies and procedures described. Exceptions may be made from time to time on the basis 

of particular circumstances. Nothing in this manual shall be construed to supersede the current 

Church Bylaws. At the time of this writing, the 2016 revision of the Bylaws, as amended July 24, 

2019, is the current version.  

 

This Personnel Manual does not constitute a contract for employment with Mt. Carmel Baptist Church 

either express or implied. Nor does it guarantee any fixed terms and conditions of employment. The 

Church and its staff recognize that all employees are hired at-will, meaning they may quit their 

employment at any time or the Church may terminate any employee at any time, for any reason.  

 

This Personnel Manual supersedes all prior oral or written policies and guidelines. Further, the 

policies, procedures, and benefits described herein may be added to, modified or discontinued at any 

time. Minor procedural revisions (including, but not limited to, office hours, security protocol, 

inclement weather) may be made by the Personnel Committee with the advice and approval of the 

Pastor. If the Church Bylaws are amended, then affected portions of this Manual will be revised 

accordingly by the Personnel Committee. Substantive revisions (such as employee benefits) require 

approval by the Church in Conference. All changes and revisions will be in writing.  

 

Any questions concerning the interpretation, application, or administration of this Personnel Manual 

will first be directed to the Pastor. Beyond that, questions will be directed to the Personnel 

Committee, which is responsible for the contents of the Personnel Manual pursuant to Bylaws Art. X, 

Sec. 5. A. 2.  
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II. Employment Categories & Classifications  

A. Job Descriptions  

The Church through the Personnel Committee (Bylaws Art. X, Sec. 2. B and Sec. 5. A.2 ) maintains 

job descriptions for each position in the Church. The job description includes job title, supervisor, 

duties, and the date it was adopted or revised. This aids the Church in developing and maintaining a 

mutual understanding of job responsibilities, performance standards, and pay scale. Job descriptions 

are designed to give general job requirements and may be modified over time as needed.  

 
Employees may be asked to perform duties or responsibilities outside of their job description. If the 

new duties or responsibilities remain an ongoing part of the employee’s job assignment, the 

Personnel Committee may revise the job description to reflect these changes as part of its periodic 

review. 

B. Classifications 

The following is intended to help Church staff understand employment classifications and benefit 

eligibility. These classifications do not guarantee employment for any specified period of time. The 

right to terminate the employment-at-will relationship at any time is retained by both the employee 

and Mt. Carmel Baptist Church. 

1. Exempt or Non-exempt  

Non-exempt staff are those whose work is covered by the Fair Labor Standards Act (FLSA). 

They are not exempt from the law’s requirements concerning minimum wage and overtime. 

Non-exempt employees are typically (but not always) paid on an hourly basis.  

 

Exempt staff are generally managers or professional, administrative, or technical staff who are 

exempt from the minimum wage and overtime provisions of the FLSA. They are typically paid on 

a salary basis.  

 

The job description will state whether a position is exempt or non-exempt.  

2. Full-time or Part-time  

Church staff who are regularly scheduled to work 30 hours or more per week are classified as 

full-time employees. Generally, these employees are eligible for the full benefit package, subject 

to the terms, conditions and limitations of each benefit program and the applicable benefit plan 

documents.  

 

Church staff who are not in a temporary status and who are regularly scheduled to work less 

than 30 hours per week are classified as part-time employees. Unless otherwise provided for in 

benefit plan documents or in this handbook, regular, part-time employees are not entitled to 

benefits.  

3. Regular or Temporary/Interim Employees  

Regular employees are employed for an indefinite period with no specific arrangements for a 

termination date. Regular employees are eligible for benefits based on their full- or part-time 

status (see II. B. 2) as designated above.  

 

Temporary or interim employees are those hired for a stated period of time on a short-term 

basis, for reasons such as, but not limited to: (a) filling a vacant position until a permanent 
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employee is hired or returns from leave, (b) supplementing the workforce during a time of 

overload, or (c) assisting with completion of a specific project. Employment beyond the initially 

stated period does not in any way imply a change in employment status. Temporary or interim 

employees are not eligible for church-benefit programs. If a temporary or interim employee is 

subsequently hired as a regular full-time or part-time employee, date of hire will be determined 

by the date on which the employee becomes a regular employee.  

 

Employees are informed at the time of hiring whether they are a regular or temporary/interim 

employee.  

4. Ministerial or Non-ministerial  

The Mt. Carmel Baptist Church Bylaws make a distinction between ministerial and non-

ministerial employees. (See Bylaws Art. X, Sec. 2. A. Pastor; and Art. X, Sec. 2. B. Ministerial 

Staff other than the Pastor; and Art. X, Sec. 4. Non-Ministerial Staff.)  

 

The Pastor is called by the Church upon the recommendation of a specially convened Pastoral 

Search Committee as provided in the Bylaws Art. X, Sec. 2. A. The pastor reports to the 

Leadership Council.  

 

Ministerial Staff other than the Pastor shall be called and employed as needed in accordance 

with Bylaws Art. X, Sec. 2. B. The Bylaws do not require that Ministerial Staff hired pursuant to 

Art. X, Sec. 2. B. be ordained. The Ministerial Staff serve as assistants to the Pastor.  

 

Non-ministerial Staff shall be employed as the Church determines the need for their services in 

accordance with Bylaws Art. X, Sec. 4. Non-ministerial Staff are not required to be members of 

the Church.  

5. Ordained or Non-ordained  

The IRS makes a distinction between ordained and non-ordained church staff. It is possible for 

an employee to be considered “Ministerial Staff” under the Mt. Baptist Church Bylaws, but not be 

considered ordained by the tax code. For IRS purposes, “ordained” means the minister is duly 

ordained, commissioned, or licensed by a church or denomination and has authority to conduct 

religious worship and perform sacerdotal functions, as well as administer ordinances or 

sacraments. (For more, see IRS Pub. 517.) The IRS treats licensed and ordained ministers of 

the Gospel as self- employed for purposes of the Federal Insurance Contributions Act (“FICA”).  

 

Ordained pastors are eligible for a housing allowance. In accordance with IRS regulations, each 

ordained pastor or ordained ministerial staff member may designate a portion of her/his pre-tax 

salary as “housing allowance” which is approved by the Leadership Council and recorded in the 

minutes. The housing allowance amount shall be designated each year, in advance, in 

compliance with tax law. Pastors are encouraged to submit their requested designation for the 

November agenda of the Leadership Council in order to be approved prior to the January 

payroll. The burden of proof for the actual use of the housing allowance rests with the Pastor 

and is not the responsibility of the church. The housing allowance is considered part of the base 

pay for purposes of calculating salary increases or bonuses.  

 

Pastors and ordained Ministerial Staff are encouraged to request an amendment to their 

housing allowances during the year if any of the following circumstances arise: (a) purchase of a 

new or more expensive home; (b) sale of a home; or (c) major remodeling of the home.  
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In the event the laws and/or regulations regarding the housing allowance change, it is Mt. 

Carmel Baptist Church’s intention and policy to abide by the new law until the Personnel Manual 

can be amended to incorporate such changes.  

6. Interns 

Interns are either attending or have recently completed college or seminary. They work to gain 

experience in church ministry. Their work schedule is determined at the time of hire. Each intern 

will be supervised by the Pastor or director in that specific ministry. Interns are not eligible for 

church-benefit programs. Because interns are here to learn under the supervision of an 

experienced staff member, they do not meet the definition of independent contractor and will be 

paid as W-2 employees.  

7.  Independent Contractors  

Persons may be contracted to perform specific work for the Church on an as-needed basis. 

Independent contractors exercise a greater degree of autonomy over their work hours and 

methods. They have other clients for whom they provide similar services. They are not subject 

to the discipline and authority of the Church except as to the results of their work. Contract 

workers are not eligible for church benefit programs. The Church does not withhold FICA tax on 

their behalf and instead provides them with IRS Form 1099.  

8. Classification Summary 

When hiring a new employee, the Personnel Committee, Deacons, and staff will think through 

the aspects of employee classification listed in the table and check the appropriate box in each 

row. The classification will be reflected in the job description and/or offer letter.  

 

FLSA status? Exempt Non-exempt 

Hours per week? Full-time (30 or more) Part-time (under 30) 

Length of employment? Regular (open-ended) Temporary (for a set time period)  

Ministerial status? Minister (under bylaws)  Non-ministerial (under bylaws)  

Ordination status? Ordained (per IRS regulations) Non-ordained (per IRS regulations)  

Intern? Yes No 

C. Employment Records 

A personnel folder shall be established by the Personnel Committee for each member of the church 

staff at the time of hire and shall be treated as confidential information in the safekeeping of the 

Pastor. Those desiring access to employment records will submit a request to the Pastor, who has 

discretion whether to grant a request. The folder shall contain such things as: application for 

employment, letters of reference, background check, withholding forms such as W-4 and NC-4, letter 

of call or offer of employment, annual reviews, salary and raises, disciplinary matters and 

commendations. The personnel folder shall be stored and then later destroyed in accordance with 

the Church’s Document Retention Policy. 



8 
 

III. Hiring Process  

A. Search Committees and Selection  

Mt. Carmel Baptist Church seeks employees who are interested in serving the local church and who 

possess the skills and dedication necessary for a particular position. Those involved in hiring seek 

God’s leadership in the selection via the process outlined in the Mt. Carmel Baptist Church Bylaws 

for the various classifications of employees.  

1. Pastor  

A Pastoral Search Committee, proposed by the Deacon Leadership Council and approved by 

the Church in Conference, evaluates candidates and makes a recommendation--one name at a 

time-- to the Church for consideration. An affirmative vote of two-thirds of those present and 

voting is necessary to extend a call. (Bylaws Art. X, Sec. 2. A. 3.) The Pastor’s duties are set 

forth in the Bylaws Art. X, Sec. 2. A. 1.  

2. Ministerial Staff other than the Pastor  

A Staff Search Committee, nominated by the Deacons and approved by the Church in 

Conference, evaluates ministerial candidates and makes a recommendation--one name at a 

time-- to the Church for consideration. The Personnel Committee writes or updates the job 

description with input from other Church committees. (Bylaws Art. X, Sec. 2. B.)  

3. Non-Ministerial Staff  

Non-ministerial staff members are hired as the Church determines the need and approves their 

employment in Conference. The Personnel Committee writes or updates the job description with 

input from other Church committees. The Personnel Committee recommends a candidate to the 

Church with input from supervising staff and related Church committees as appropriate. Non- 

ministerial staff members are not required to be members of the Church. (Bylaws Art. X, Sec. 4.)  

B. Equal Employment Opportunity  

Mt. Carmel Baptist Church is an equal-opportunity employer. Personnel policies shall be 

implemented without regard to color, race, gender, age, citizenship, veteran status or national origin. 

For example, men and women performing similar work with similar experience and performance will 

receive equal pay and have equal opportunity for leadership. However, federal law creates an 

exception to the “religion” component of the employment discrimination laws for religious 

organizations and permits them to give employment preferences to members of their own religion 

and particular faith or church.  

 
Similarly, Mt. Carmel Baptist Church will make reasonable accommodations for qualified individuals 

with known disabilities unless doing so would result in an undue hardship. This policy governs all 

aspects of employment, including selection, job assignment, compensation, discipline, termination 

and access to benefits and training.  

 
Employees with questions or concerns about any type of discrimination in the workplace are 

encouraged to bring them to the attention of their immediate supervisor or the Personnel Committee. 

Employees can raise concerns without fear of reprisal.  
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C. Onboarding Process 

1. Reference Check 

Ministerial candidates are required to submit three references as part of their hiring process. 

Ideally, where possible, the references should include the following relationships: academic, 

church/ministry, and personal. Family members may not serve as a reference. References will 

be contacted by a member of the Search Committee. Information learned will be kept 

confidential and shared only with individuals involved in the hiring process.  

2. Background Check  

A pre-employment background check will be performed on all applicants after they have 

received a conditional offer of employment. Background checks may include verification of any 

information on the applicant’s resume or application form. All offers of employment are 

conditioned on receipt of a background check that is acceptable to Mt. Carmel Baptist Church.  

 
Background checks are conducted in conformity with the Federal Fair Credit Reporting Act, the 

Americans with Disabilities Act, and state and federal privacy and antidiscrimination laws. 

Reports are kept confidential and are only viewed by individuals involved in the hiring process.  

 
If information obtained in a background check would lead the church to deny employment, a 

copy of the report will be provided to the applicant, and the applicant will have an opportunity to 

dispute the report’s accuracy. Background checks will include a criminal-record check, although 

a criminal conviction does not automatically bar an applicant from employment. Additional 

checks such as a driving record or credit report may be made on applicants for particular job 

categories.  

 
Mt. Carmel Baptist Church also reserves the right to update background checks on current 

employees in the same manner as described above in order to ensure that we maintain a safe 

and productive work environment or to determine eligibility for promotion or reassignment.  

3. Employment Forms  

Shortly after an offer of employment is extended by Mt. Carmel Baptist Church, the 

administrative assistant will provide new hires with a packet of employment forms to complete. 

(This includes, but is not limited to: IRS Form W-4; NC-4; I-9; direct deposit authorization.) 

Employees should complete and return the forms to the administrative assistant as soon as 

possible. New hires will need to provide proof of employment eligibility with the completed I-9 

form by the first day of work and show the requisite identification to the administrative assistant 

or supervisor. Refer to www.uscis.gov/i-9 for more information.  

 
These forms are necessary for payroll and to ensure that the church is in compliance with 

federal and state laws. The packet will also include information and enrollment forms for any 

benefit plans offered by the church at that time and for which the employee is eligible. 

Employment paperwork will be confidentially maintained by the Church pursuant to Section II. C. 

of this Manual.  

4. Employee’s Duty to Update Personal Information  

In order to properly communicate employment information and administer employee benefits, 

Mt. Carmel Baptist Church must maintain current and accurate records on all employees. 

Consequently, it is important that employees notify the administrative assistant whenever 

changes occur to any of the following personal information:  
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● Name  

● Contact information: address, telephone number, email  

● Person to notify in case of accident or illness  

● Marital status (may affect tax withholding and benefits)  

● Change in dependent status (may affect tax withholding and benefits)  

IV. Workplace Matters  

A. Office Hours  

Church office hours at present are 8:30 am - 3:00 pm, Monday through Friday. An employee’s 

workday and/or workweek shall not be determined solely by the stated office hours. Supervisors will 

advise employees of their individual work schedules. Staffing needs and operational demands may 

necessitate variations in starting and ending times, as well as variations in the total hours that may be 

scheduled each day and week.  

B. Payroll Matters  

1. Pay Periods  

Employees are paid semi-monthly on the 15th and the last working day of the month. If a 

payday falls on a holiday or weekend, payday will be on the preceding workday.  

2. Time Records  

All non-exempt employees are responsible for completing timesheets with the cutoff time being 

the end of the business day five days prior to payday. Accurate reporting of hours worked is the 

employee’s responsibility. Time sheet shall be submitted to the supervisor for approval. Failure 

to submit timesheets on a timely basis may result in a delay in pay.  

 

Time sheets shall also indicate all vacation, sick or other time away from the office. Sick and 

vacation time incurred by non-exempt employees may be taken in half-day increments.  

 

Exempt employees shall record only absences from work, not the actual number of hours 

worked in a pay period. Sick and vacation time may be taken in half-day increments.  

3. Overtime  

Non-exempt employees are eligible for overtime pay if they exceed 40 hours in a workweek. 

(For purposes of calculating overtime, the workweek begins on Saturday and ends the following 

Friday.) Overtime must be approved in advance by the employee’s supervisor.  

 

Exempt employees are not eligible for overtime. Instead, exempt employees earn compensatory 

time off when a work event or pastoral-care emergency has required extensive additional time. 

Exempt employees should take earned compensatory time off within sixty days after earning it. 

Compensatory time off should be recorded as such when it is earned and taken to avoid 

confusing it with vacation or paid leave. Compensatory time off that is not used within sixty days 

will be forfeited.  
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4. Payroll Deductions  

The law requires that Mt. Carmel Baptist Church make certain deductions from employee 

paychecks. Among these are applicable federal, state, and local income taxes. The Church also 

must deduct Social Security taxes on each employee’s earnings. Mt. Carmel Baptist Church 

matches the amount of Social Security taxes paid by each employee.  

 
Ordained pastors or ministers may be considered self-employed by the IRS for purposes of 

Social Security, in which case the staff member must pay his/her own Social Security taxes 

without a matching amount from the Church.  

 
In addition, eligible employees may voluntarily authorize deductions from their paychecks to 

cover the cost of participation in various benefit programs.  

 
Employees with questions about the deductions or calculation of their paycheck may notify their 

supervisor, who will put them in touch with the person responsible for payroll. 

 
Important Notice: The Church is exempt from mandatory participation in State and Federal 

Unemployment Insurance programs and has not elected to voluntarily participate in these 

programs. Therefore, there are no unemployment insurance benefits available through either the 

State or Federal program to former employees of Mt. Carmel Baptist Church.  

C. Safety & Security  

1.  Generally  

Safety is everyone’s responsibility. It is the responsibility of each employee and volunteer to 

conduct all tasks in a safe manner and to familiarize themselves with the first-aid kits positioned 

throughout the building. Church security is a rapidly changing field. Accordingly, the 

Administrative Deacons and Pastor may establish security procedures, including but not limited 

to building security, potential threats, and emergency response. Employees will familiarize 

themselves with these procedures and practice them. Failure to follow safety guidelines or 

engaging in conduct that places people or Church property at risk may lead to disciplinary action 

up to and including termination of employment.  

2. Accidents & Injuries  

The Church’s general liability insurance carrier expects accidents or injuries to be recorded if 

they occur on the Church premises. It is the responsibility of each employee and volunteer to 

report injuries occurring on the Church premises to the Administrative Assistant or Pastor and to 

complete a “Notice of Injury” form provided by Brotherhood Mutual (or successor insurance 

company). https://www.brotherhoodmutual.com/resources/safety-library/risk-management-

forms/notice-of- injury-form/  

 
Mt. Carmel Baptist Church maintains workers’ compensation insurance. Employees shall 

promptly report to the Administrative Assistant or Senior Pastor all injuries suffered as a result of 

employment activity at or on behalf of Mt. Carmel Baptist Church. Failure to report an injury 

promptly may result in loss of benefits. http://www.ic.nc.gov/forms/form18a.pdf  

 
Mt. Carmel Baptist Church reserves the right to request an employee involved in any accident 

resulting in injury, death or property damage to submit to a drug test. Refusal to submit to a drug 

test, after being requested to do so, shall be grounds for dismissal. 

https://www.brotherhoodmutual.com/resources/safety-library/risk-management-forms/notice-of-%20injury-form/
https://www.brotherhoodmutual.com/resources/safety-library/risk-management-forms/notice-of-%20injury-form/
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3. Building Security  

As a security measure, all weekday visitors shall use the Church-office entrance of the building 

and check in with reception during office hours. When an employee is advised of a guest’s 

arrival, the employee will personally meet visitors in the reception area and escort them through 

the building.  

 

Mt. Carmel Baptist Church locks all entrances to the building at the end of each day. Unless an 

employee has personal knowledge of the visitor, the employee shall not permit any non-

employee to enter the building after hours. If an employee has invited a guest after work hours, 

the employee shall accompany the guest at all times.  

 
If an employee notices a suspicious person or activity on the Church premises, the employee 

shall immediately report the incident to local law enforcement.  

4. Threats of Violence  

A safe, secure workplace for Mt. Carmel Baptist Church employees and congregants is 

important. Accordingly, any actual or potential threat to safety within the workplace will be 

addressed. Any violence or threatened violence in the workplace by an employee will result in 

disciplinary action up to and including termination. No talk of violence or any communication 

involving threats of violence will be tolerated.  

 
“Violence” includes physically harming another, shoving, pushing, harassing, intimidating, 

coercing, displaying weapons, or threatening or talking of engaging in those activities.  

D. Inclement Weather  

The Pastor will determine when the Church will be closed for inclement weather or other disruptive 

emergency such as a power failure, flooding, or fire. All full-time and part-time, regular and temporary 

employees and interns will be paid during Church closings due to inclement weather or disruptive 

emergency. Contract employees will not be paid.  

 

Staff may discuss alternative work arrangements in the event of a delayed opening, early closing or 

complete closing due to inclement weather or emergency. If feasible, work may be done from home 

with supervisor approval.  

 
Employees are not expected to endanger themselves by driving to work during adverse weather 

conditions. If, when the Church reopens, road conditions in the employee’s neighborhood remain 

dangerous, the employee may use accrued sick time, vacation time, compensatory time, unpaid 

leave, or make arrangements with his or her supervisor to make up the lost hours outside of the 

normal work week.  

E. Public Relations  

The Pastor will be the official spokesperson for the Church in all matters of official comment. If the 

Pastor is unavailable, the Moderator shall speak on behalf of the church. No employee will originate 

or release news concerning matters such as policies, doctrines, finances, accidents, or crimes with 

respect to the Church or its members for use in any medium of communication without review and 

authorization by the Pastor. Questions from the press and media will be referred to the Pastor for 

response.  
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In addition, all written or verbal inquiries regarding the work performance of present or former 

employees or written or verbal requests for employment recommendations shall be directed to the 

Pastor.  

 
This provision does not apply to the routine dissemination of congregational communications and 

upcoming events via newsletter, email, and website. 

V. Benefits  

A. Time Off  

1. Holidays  

The Church provides 11 paid holidays for all full-time and part-time regular staff. These holidays 

are: New Year’s Day; Good Friday or Easter Monday; Memorial Day; Independence Day; Labor 

Day; Thanksgiving (2 days); Christmas (4 days taken within a week before or after Dec. 25).  

 

If the holiday falls on a weekend, the Pastor will decide if Friday or Monday will substitute as the 

paid holiday. If a recognized holiday falls during an employee’s vacation or sick leave, holiday 

pay will be provided and the holiday will not be charged against the employee’s accrued 

vacation/sick leave.  

 

Non-salaried staff members who are required to work on a Church-recognized holiday will 

receive two times their hourly pay rate for all hours worked on that day.  

 

On holidays, the ministerial staff will arrange for one minister to be available to the congregation 

in the event of an emergency. The on-call minister should be available by cell phone if needed.  

2. Vacation  

a) The Church provides paid vacation to full-time and part-time regular staff. Vacation 

time is accrued on January 1st of each calendar year based on completed years of 

employment as of the same January 1st date as set forth in the table below. A week of 

vacation equals five workdays, while recognizing that a minister’s work week is not the 

typical Monday through Friday. Paid vacation may include as many Sundays as weeks 

allowed. (E.g., if entitled to three weeks of vacation, that means up to three Sundays 

may be taken as vacation.) 

 
0-4 years as of Jan 1:   2 weeks of vacation (10 days)  
 
5-9 years as of Jan 1:  3 weeks of vacation (15 days)  
 
10+ years as of Jan 1:  4 weeks of vacation (20 days)  
 

At time of hire, vacation will be based upon two weeks annually and prorated from the 

date of hire. After the first year of employment, vacation will be determined based on 

the table above unless otherwise specified in the employment offer.  
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b) Search committees may be given authority by the Administrative Deacons to negotiate 

the amount of vacation provided to ministers as part of the overall financial package 

offered. If a higher number of days is negotiated, the extra amount will continue to be 

added to the standard amount of vacation earned each year as the staff member gains 

tenure at Mt. Carmel Baptist Church. (E.g., a mid-career minister is hired and offered 

three weeks of vacation instead of the usual two weeks. He or she will be entitled to 

three weeks of vacation until he or she has been at Mt. Carmel Baptist Church for 5 

years, at which time he or she will be awarded four weeks of vacation.) Any offers of 

vacation outside standard Church policy must come before the church for approval. In 

any event, the total annual vacation is not to exceed four weeks.  

 
If and when a higher number of vacation days is part of an employment offer, this will 

be documented in the offer letter, as well as in the motion brought by the Search 

Committee to the Church in Conference. A copy of the offer letter will be retained in 

the employee’s personnel file.  
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c) Staff may carry over a maximum of ten days of unused vacation from one calendar 

year to the next. This is not permitted to accumulate through multiple years of carry 

over beyond a total of ten days. Vacation time in excess of the ten-day carryover limit 

will be forfeited at year end. 

d) Vacation should be scheduled at least two weeks in advance by written request to the 

supervisor. Vacation may be used in minimum increments of one-half day. Holidays 

that occur during a vacation will not be counted as vacation days. 

e) Upon termination of employment, employees will be paid for accrued but 
unused vacation time.  

3. Sick/Personal Business Leave  

a) The Church provides paid sick/personal business leave for full- time and part-time 

regular staff. This leave may be used for personal illness, immediate family illness, 

medical/dental appointments and for other personal matters that can only be handled 

during regular business hours. (E.g., closing on a house; conducting personal 

business at the Department of Motor Vehicles) Ten days of sick/personal business 

leave is accrued on January 1st of each year. New hires receive a prorated annual 

amount of leave their first year. 

b) Sick/personal business leave may be used in minimum increments of one-half day. 

Holidays that occur during sick leave will not be counted as sick-leave days. 

c) Staff may carry over a maximum of five days of unused sick leave from one calendar 

year to the next. This is not permitted to accumulate through multiple years of carry- 

over beyond a total of five days. Sick time in excess of the five day carryover limit will 

be forfeited at year end. Upon termination of employment, employees will NOT be paid 

for unused sick leave.  

4. Miscellaneous Leave  

a) Jury and Witness Duty 

Staff members are encouraged to carry out their civic responsibility for jury or witness 

duty when called and may serve without loss of pay. Regular full-time or part-time staff 

will receive regular pay in addition to jury pay. Employees should notify their 

supervisor of summons for jury duty or to be a trial witness and report to the court as 

required or requested. Staff members are expected to stay in regular contact with the 

church office and to ensure that their responsibilities are covered. If dismissed or 

excused early, employees are expected to return immediately to Church duties.  

b) Bereavement  

The Church will grant extra paid time off to regular full-time and part-time staff 

members who have a death in their family. The staff member may use vacation, 

sick/personal business leave, or leave without pay for any additional days off that are 

necessary.  

 

● Spouse or child of staff member: 5 days  

● Parents or siblings of staff member or spouse: 4 days  

● Grandparents, aunts, uncles, cousins of staff member or spouse: 2 days  
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c) Parental Leave  

Around the time of the birth or adoption of a child, the Church will award regular full-

time and part-time staff members two weeks of paid leave in addition to the regular 

vacation and sick time they have accrued. The timing and use of this leave is flexible, 

but should be communicated to the supervisor in advance and utilized within one year 

of the birth or adoption. In addition, staff members may consider an unpaid personal 

leave described in Section V. A. 4. d.  

d) Unpaid Personal Leave  

The Church is committed to the care and welfare of Church employees and will grant 

unpaid family and medical leave up to 12 weeks at the discretion of the Pastor and 

Leadership Council.  

 

 

Employees desiring unpaid personal leave should submit a request 30 days in 

advance (or as soon as practicable in the case of unforeseen emergency) to the 

Pastor, along with any necessary documentation and plans for coverage of duties 

while absent. The Pastor and Leadership Council will review the request, considering 

the financial and personnel resources of the Church available to accommodate the 

leave. If satisfactory arrangements can be made, the request for leave will be 

presented to the Church in Conference for final approval.  

B. Career Development  

The Ministerial Staff is encouraged to integrate staff development as an ongoing part of their 

activities. Specific opportunities shall be identified and progress toward objectives shall be reviewed 

as a part of the annual performance evaluations. The Pastor will mentor and guide the Ministry Staff 

in evaluation and selection of opportunities. The Church will support staff development via budgeted 

funds and time away from work to attend seminars, conventions and similar training for personal or 

professional enhancement. 

C. Sabbatical  

1. Purpose 

The purpose of a sabbatical leave will be for spiritual renewal, education, or other purposes that 

will enhance the ministerial effectiveness of Church staff members. Examples may include, but 

are not limited to: research and writing, travel with a definite purpose, continuing education, 

spending time at a retreat center, or going on a mission trip.  

2. Eligibility 

The following positions are eligible for a sabbatical leave: Pastor and other full-time Ministerial 

Staff.  
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3. Requirements  

a) A member of the Ministerial Staff is eligible for a sabbatical leave after completing 
seven years of full-time service at Mt. Carmel Baptist Church. Sabbatical leaves 
may be approved for a maximum of 13 weeks.  

b) Sabbatical leaves may be requested during each seventh year of service after the 
initial sabbatical leave is taken. 

c) All staff members must request the leave no less than six months in advance. If 
possible, leaves should be requested and approved to allow for consideration in 
the following year’s Church budget. 

d) No two Ministers may be on sabbatical during the same period of time. 

e) Following completion of the sabbatical the Pastor or Minister will share a report 
with the Church.  

 

4. Approval Process  

a) The Pastor will submit a written proposal describing the nature and intended use of the 

sabbatical, as well as any estimated cost to the Church, directly to the Deacon 

Leadership Council. 

b) Ministerial Staff other than the Pastor will submit a written proposal to the Pastor 

describing the nature and intended use of the sabbatical, as well as any estimated 

cost to the Church. If endorsed by the Pastor, the request will then be submitted to the 

Leadership Council. 

c) The Leadership Council will review the proposal to ensure compliance with applicable 

Church policies, evaluate the impact of the Minister’s absence on the Church, confirm 

estimated costs, and assess the appropriateness of the intended use of the leave.  

d) The Leadership Council will also review the proposal with all appropriate groups, 

including the Finance Committee, prior to bringing a recommendation to the Church. 

e) A motion for sabbatical leave will come from the Leadership Council and be supported 

by a majority (50%+1) of Church members present and voting at a regularly scheduled 

business meeting or a specifically called business meeting in accordance with the 

terms of the Church Bylaws. 
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5. Implementation Process  

a) The Ministers are responsible for arranging support for their areas of ministry in 
their absence (including developing a specific schedule of events, recruiting and 
training Church members or external support to lead programs, ensuring that 
needed supplies are on hand, etc.). 

b) During the sabbatical, the Church will continue to pay the Minister’s full salary and 
benefits. The Minister will not be required to use earned vacation time to cover the 
sabbatical period. Any expenses incurred by the Minister associated with the 
sabbatical such as travel, tuition, etc., will be paid by the Minister. Staff members 
considering or planning for a sabbatical are encouraged but not required to apply 
for grants to facilitate travel and other expenses of the sabbatical.  

 

The Personnel Committee is responsible for all interpretations of this policy.  

D. Housing Allowance  

Ordained pastors and ministers are eligible for a housing allowance. In accordance with IRS 

regulations, each ordained pastor or ordained ministerial staff member may designate a portion of 

her/his pre-tax salary as “housing allowance” which is approved by the Leadership Council and 

recorded in the minutes. The housing allowance amount shall be designated each year, in advance, 

in compliance with tax law. For more information on the housing allowance see Section II. B. 5 of this 

manual.  

E. Reimbursement of Business Expenses  

It is the intention of MT. CARMEL BAPTIST CHURCH to have a reimbursement arrangement for 

business expenses that meets the IRS definition of an “accountable plan” as set forth in IRS 

Publication 463. If or when the IRS revises the requirements of an accountable plan, the Church will 

adjust its practices to remain in compliance in advance of formal amendment to this manual. 

  

Examples of reimbursable business expenses include non-commuter transportation at the IRS rate, 

overnight travel (including lodging and meals), business meals, books and subscriptions, education, 

vestments, and professional dues. The Church agrees to reimburse up to the amount approved in the 

current year’s budget. 

To that end, staff members shall be reimbursed for business expenses incurred on behalf of Mt. 

Carmel Baptist Church if the following conditions are met: 

1. a. the expenses are reasonable in amount; b. the employee documents the amount, date, place 

and business purpose of each expense; c. the employee submits receipts or other 

documentation to the administrative assistant no more than 60 days after the expense is 

incurred.  

2. Any reimbursement that exceeds the amount of actual business expenses properly accounted 

for must be returned to the church within 120 days. 

3. The church will not include in an employee’s W-2 form the amount of any business expense 

properly substantiated and reimbursed according to this plan, and the employee should not 

report the amount of such reimbursement as income on Form 1040. 
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4. All receipts and other documentary evidence used by an employee to substantiate business 

expenses reimbursed under this plan shall be retained by the Church as provided in its 

Document Retention Policy. 

F. Insurance  

Many variables affect Mt. Carmel Baptist Church’s ability to offer insurance benefits to its employees: 

the Affordable Care Act (ACA) with its subsequent amendments; consolidation and market shifts 

within the healthcare delivery system; and the Church’s annual budget, to name a few.  

 

Rather than attempt to set forth a policy which is subject to change within months of approval, the 

insurance benefits (e.g., medical, dental, life, disability, etc.) will be jointly proposed by the Personnel 

Committee and Budget & Finance Committee each year as part of the budgeting process and 

submitted to the Church in Conference for approval.  

G. Retirement  

The Cooperative Baptist Fellowship (“CBF”) offers a Section 403b tax-sheltered annuity plan for 

member churches such as Mt. Carmel Baptist Church. (Section 403b refers to the section within the 

Internal Revenue Code that allows for these retirement savings plans: similar to 401k plans, only for 

churches, public schools and certain tax-exempt organizations.) The plan allows eligible employees 

to defer a portion of pre-tax compensation into an investment account geared toward retirement.  

 

Participation is optional, with the employee deciding the amount (flat dollar or percentage, up to an 

annual maximum) to contribute to the plan via payroll withholding. The Church will match an 

employee’s voluntary contribution up to a percentage of salary as determined in the budget for the 

fiscal year. Participating employees will receive statements directly from CBF each quarter.  

H. Workers’ Compensation  

Mt. Carmel Baptist Church carries workers’ compensation insurance that provides benefits to 

employees experiencing injury or illness in connection with Church employment. This insurance 

covers medical expenses, in addition to 66% of lost earnings that result from work-related injuries. 

Benefits are subject to state regulation.  

 

If an employee is injured while working, he or she should report it to his or her supervisor 

immediately. Failure to do so may affect eligibility for benefit payments.  The insurance carrier is not 

usually responsible for injuries resulting from voluntary, off-duty activity or injuries sustained going to 

and from work. (See also Section IV. C. 2 Accidents & Injuries.)  

VI. Performance Reviews 

A. Standards    

The job description shall be used as a basis for performance reviews with each employee. 

B. Purpose of Evaluations 

Formal performance evaluations are conducted to provide both supervisors and employees the 

opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize 

strengths, and discuss positive, purposeful approaches for meeting goals. These evaluations also 

form the basis for staff development and training for the next year. 
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C. Frequency of Evaluations  

The performance of all employees is generally evaluated according to an ongoing 12 month cycle. If 

one or more areas in the employee’s job description are evaluated at below expected performance 

standard, the supervisor will be expected to create and complete an action plan with the employee 

within three months of the initial evaluation. 

D. Merit Compensation 

Depending upon the availability of funds, merit-based pay adjustments are awarded by Mt. Carmel 

Baptist Church in an effort to recognize truly superior employee performance. 

E. On-Going Employee Development 

Supervisors and employees are encouraged to discuss job performance and goals periodically on an 

informal basis as part of the normal communication process. 

F. Additional Performance Review Resources 

The Personnel Committee is available to discuss unresolved performance questions or concerns with 

employees and supervisors.   

VII. Conduct 

Professional conduct is essential for each employee to fulfill the Christian mission of Mt. Carmel Baptist 

Church.  The guidelines within this policy are to provide direction to employees in understanding conduct 

expectations and to provide assistance to supervisors in developing a fair and compassionate framework in 

which to resolve conduct issues.   

A. Personal Appearance Standards 

Employees are expected to present themselves during working hours in attire that is modest and 

appropriate to their position and the nature of work performed. Employees having personal contact 

with visitors and church members should be particularly conscious of maintaining dress, grooming, 

and hygiene standards, as representatives of their ministry area and the church. 

 
Employees who are in doubt, or have questions about specific personal appearance standards in 

their role, should consult with their supervisor. Any employee who appears for work in a manner that 

does not conform to church standards will be required to correct the situation. 

B. Confidentiality 

During the course of employment with Mt. Carmel Baptist Church, employees may have access to 

information of a highly sensitive and confidential nature. This information will be contained in 

conversations, church records, correspondence with church members and others, interoffice 

memoranda, and other similar documents. Church employees are expected to protect confidential 

information, sharing it only when necessary to carry out their job responsibilities and only to those 

who absolutely need to know. Inappropriate disclosure of confidential information would compromise 

the church and its employees and seriously erode the confidence of others in our ministry. 

  

Failure to adhere to these standards will result in disciplinary action up to and including immediate 

termination. Queries by individuals concerning the operations of the church should be directed to the 

Pastor, or his/her designee (See also Section 4.E Public Relations). 
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C. Church Computer, Email, and Internet Use  

1. The church computer equipment and network resources will only be used in ways 
consistent with the ministry of the church. Electronic devices, including computers and cell 
phones, will be used only in a manner that enhances ministry and does not create a risk of 
legal liability to the church or the users. The church’s policies on sexual and other types of 
harassment apply fully to the use of the church’s computers, email, and internet network. 

2. In general, users should be aware that, despite the simplicity of creating and 
communicating information by email, e-mail is no less significant than letters, memoranda 
and other communications and employees should use the same care for all 
communications on behalf of the church.  

D. Social Media 

Social media is a fun, easy, and rewarding way to share life, faith and personal opinions with family, 

friends and co-workers; however, the use of social media also presents certain risks and carries with 

it certain responsibilities, especially in relation to the church. 

1. Online activities on personal accounts are not exempt from the standards of conduct 
described throughout this Personnel Manual. Individual employees are solely responsible 
for their own posts on social media.  Employees should be on guard against actions and 
discussions that could harm the interests of our community, faith, or other persons. Any 
conduct that adversely affects other employees, members, attendees, or others who work 
for or on behalf of the church’s legitimate business interests or violates the Bylaws will 
result in disciplinary action up to and including termination. 

2. Church employees are expected to be honest and accurate when posting information or 
news on social media. Mistakes must be corrected as soon as possible. Authors must be 
transparent about any correction, edit, or alteration to a previous post. Information or 
statements known to be false about co-workers, church members, attendees or others 
related to the church, or other churches should never be posted.  

Employees are reminded that online posts are permanent and the Internet archives almost 
everything. This means even deleted posts can still be searched and discovered. 

a) Personal accounts 

Employees should be aware that due to their affiliation with the church, any 

statements made through social media could be interpreted by others as a 

representation of the church, its beliefs, or its stance on a topic or issue.  

b) Church accounts 

The church website and social media accounts are property of Mt. Carmel Baptist 

Church. Only the Pastor, or his/her designee, is authorized to use social media to 

speak on behalf of the church in an official capacity. Photos of minors are not to be 

posted unless the church office has received signed photo releases for those minors. 

In addition, if a church member requests, for any reason, to remove a photo that has 

been posted, either of themselves or their family member, this request will be 

respected and the post deleted as soon as possible. 

 

The church’s policies against sexual and other types of harassment apply fully to the employee’s use 

of social media. Employees are strongly encouraged not to comment on, share, or repost social 

media posts which display sexually explicit messages, ethnic slurs, racial epithets, or anything that 

could be construed as harassment or disparaging to others. Violations of these policies will result in 

disciplinary action, up to and including termination. 
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Employees using social media to communicate with youth will act at all times as if they were 

communicating in person. All communications must comply with the policies regarding non-

harassment (section F, below) and Child Welfare (section G). Inappropriate communication with a 

minor is unacceptable behavior that will lead to disciplinary action.  

E. Grievance Procedure 

Mt. Carmel Baptist Church strives to ensure fair and honest treatment of all employees. Supervisors 

and employees are expected to treat each other with mutual respect. Employees are encouraged to 

offer positive and constructive criticism. Employees are also encouraged to work out concerns with 

their co-workers. The Personnel Committee is a resource to employees if grievances cannot be 

resolved. No employee will be penalized by Mt. Carmel Baptist Church, formally or informally, for 

voicing a complaint in a reasonable, business-like manner, or for using the grievance procedure. 

Information regarding a grievance will be disclosed only on a need-to-know basis. 

 

If a workplace grievance has not been effectively resolved through communication with co-workers, 

the employee with an unresolved grievance may submit the problem in a letter or email, with 

signature and date, to the Personnel Committee. 

 

The Personnel Committee will acknowledge the grievance in writing, with signature and date, to the 

employee and begin an investigation within seven calendar days. 

 

The Personnel Committee will take the necessary steps to resolve the grievance by working with the 

affected parties and will ultimately provide a written resolution. The grieving party may request to 

expedite the investigation and resolution. 

F. Non-Harassment 

Mt. Carmel Baptist Church is committed to providing a work environment that is free from 

harassment. For the purpose of this handbook, harassment is defined as any offensive conduct that 

has the effect of substantially interfering with an employee’s work performance or creating a 

pervasive, intimidating, hostile, or offensive work environment. Harassment may be based on color, 

race, gender, age, citizenship, disability status, veteran status or national origin as outlined in Section 

III. B. of this manual.  

 

Sexual harassment is present whenever unwelcome sexual advances (either verbal or physical), 

requests for favors and other verbal or physical conduct of a sexual nature have occurred, and 

submission to such conduct is either an explicit or implicit term or condition of employment; 

submission to or rejection of the conduct is used as a basis for making employment decisions; or the 

conduct has the purpose or effect of substantially interfering with an individual’s work performance, or 

creating an intimidating, hostile, or offensive work environment. Sexual harassment includes, but is 

not limited to, unwelcome sexual advances, verbal abuse or physical conduct of a derogatory or 

offensive nature, the display or communication of pornographic material, or job-related requests for 

sexual favors. Sexual harassment does not refer to occasional compliments or other conduct that is 

socially acceptable and does not have a discriminatory effect on the employment relationship. 

 

If an employee experiences any form of harassment, he/she should follow the procedure set forth 

below to report it. 
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1. Mt. Carmel Baptist Church has instituted the following three-step procedure for reporting and 
investigating allegations of harassment, including sexual harassment. 

a) Reporting: An employee who believes that he or she has been the victim of 

harassment has a duty to report it immediately in an email or a signed and dated letter 

to the Personnel Committee. In all reported cases, the Personnel Committee will take 

reasonable steps to protect the reporting employee from retaliatory, harassing, or 

abusive behavior in relation to such reporting. 

b) Investigation: The Personnel Committee will direct the investigation of complaints. 

The Personnel Committee will acknowledge the grievance in writing, with signature 

and date, to the employee and begin an investigation within seven calendar days. All 

employees are expected to cooperate with an investigation of any type of harassment. 

Confidentiality will be maintained to the extent permitted under such circumstances. 

c) Corrective Action: After the investigation has been completed, the Personnel 

Committee will make a determination regarding the resolution of the case. If 

warranted, appropriate disciplinary action, up to and including dismissal, will be taken. 

2. If any church attendee reports harassment or sexual harassment by a Mt. Carmel Baptist 

Church employee, the above procedure would apply. 

G. Child Welfare 

The youth and children are a very important part of Mt. Carmel Baptist Church, and the church is 

committed to protecting them. All church employees and those volunteers who work with minors are 

required to have a criminal background check and to adhere to safety policies. Copies of background 

checks will be made a part of the employee’s personnel file. 

 

North Carolina requires reporting of any suspected abuse or neglect of a juvenile which can include: 

serious injury other than by accidental means; substantial risk of serious injury; cruel or inappropriate 

discipline; any sexual abuse or exploitation, including rape; serious emotional damage which could 

manifest in behaviors like anxiety or aggression. If an employee suspects abuse of a juvenile, he or 

she must make a report to the county Department of Social Services where the child resides or is 

found (N.C.G.S. 7B-301(a)). Ministerial roles do not exclude employees from the duty to report. 

(N.C.G.S. 7B-310). (See Appendix A for DSS Report Form.) 

H. Disciplinary Condition 

Mt. Carmel Baptist Church expects employees to follow rules of conduct that will protect and promote 

a safe, harmonious, and positive work environment. 

 

It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. 

While the following is not an exhaustive list, activities listed below are behaviors that are considered 

inappropriate in work with Mt. Carmel Baptist Church and will result in disciplinary action determined 

by the supervisor. Consequences can range from documentation in the personnel file to termination. 

The following offenses are listed in increasing severity, ending in behaviors that will lead to the 

immediate initiation of the Suspension or Termination process (see section VII, I, 3.). 
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1. Tardiness, absenteeism, leaving early, or any absence without notice. 

2. Inappropriate use of church telephones and/ or computers. 

3. Unsatisfactory performance or conduct. 

4. Engaging in conduct which adversely affects or is in conflict with the covenant held by Mt. 

Carmel Baptist Church (as stated in Article IV of the Bylaws) and affects the employee's ability 

or credibility to carry out his or her employment responsibilities. 

5. Malicious, false, or derogatory statements that may damage the integrity or reputation of Mt. 

Carmel Baptist Church, its ministry, or its employees. 

6. Insubordination or other disrespectful conduct. 

7. Negligence or any action that results in injury to another employee, self, church member, or 

visitor, or that endangers the health or safety of others. 

8. Destruction of, damage to, or theft of Mt. Carmel Baptist Church property or personal property of 

others. 

9. Use of church vehicles without prior approval, or unlawful operation of such vehicles. 

10. Falsification of records required in the transaction of the Church ministries or business, including 

payroll and employment records. 

11. Working under the influence of alcohol or illegal drugs. 

12. Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace, while 

on duty, or while operating vehicles or equipment. 

13. Harassment, violence, or threat of violence towards a coworker or any attendee of Mt. Carmel 

Baptist Church (see Section VII.F). 

14. Abusive or neglectful behavior towards a child attending Mt. Carmel Baptist Church, or failure to 

report suspected child abuse (see Section VII.G.). 

15. Possession of dangerous or unauthorized materials, such as explosives or firearms, in the 

workplace. 

16. Violation of any law or conviction in court of any crime which reflects adversely on the Church 

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

I.         Progression of Disciplinary Action 

Disciplinary action may call for any of three steps -- verbal warning, written warning, 

suspension with or without pay, or termination of employment -- depending on the severity 

of the problem and the number of occurrences. Feedback and constructive criticism will be 

offered by the supervisor before this formal process is initiated. There may be 

circumstances when one or more steps are bypassed, as determined by the supervisor. Mt. 
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Carmel Baptist Church recognizes that there are certain types of employee problems that 

are serious enough to justify either a suspension, or, in extreme situations, termination of 

employment, without going through the usual progressive discipline steps. 

1. Verbal warning 

A verbal statement by the supervisor to the employee, usually pointing out an 

unsatisfactory element of job performance, is intended to be corrective or cautionary. A 

verbal reprimand informally defines the area of needed improvement, sets up goals for 

the achievement of improvement, and informs the employee that failure to improve may 

result in more serious actions. Notice of a verbal reprimand will be documented, placed 

in the employee's personnel file, and signed by the employee and supervisor, and the 

Personnel Committee will be notified that a verbal warning has been issued. 

2. Written warning 

The written reprimand is issued by the supervisor with the approval of the Pastor. A 

written reprimand formally defines the area of needed improvement, sets goals for 

achieving improvement of defined issues, and informs the employee that failure to 

improve within a defined length of time as determined by the supervisor, may result in 

additional disciplinary action. A signed copy is sent to the Pastor for placement in the 

employee's personnel file, and the Personnel Committee will be notified that a written 

warning has been issued. 

3. Suspension or Termination 

Recommendations to suspend or terminate an employee are to be made in accordance 

with the Bylaws (Article X, Section 2.A.4 for Pastoral Office and Article X, Section 2.B.2 

for Ministerial Staff; Article X, Section 4 for Non-ministerial Staff).   

 

For both non-ministerial and ministerial staff, involuntary termination requires a Church 

Conference vote to vacate the position. If prior corrective actions have failed to improve 

performance or if the employee has engaged in a serious offense warranting immediate 

termination, the supervisor will recommend the termination to the Personnel Committee 

(in the case of non-ministerial staff) or to the Personnel Committee and Deacon 

Leadership Council (in the case of ministerial staff). The Personnel Committee and/or 

Deacon Leadership Council will make a motion to vacate the position at the next 

regular or specially called Church Conference. The employee will be considered 

suspended until the Church Conference has met and voted. 

J. Intellectual Property 

As an employee of the church, any intellectual property work done for Mt. Carmel Baptist Church is 

“work made for hire”. All such intellectual property created and generated, either solely or jointly with 

others, during his or her employment, and in whole or in part on church time (including sabbatical) 

shall immediately become and remain church-owned property pursuant to The Copyright Act (17 

U.S.C. sec. 101 et.seq.). 

 

This includes, but is not limited to: sermons, books, curriculum, musical compositions and lyrics, 

recordings, devotionals, training manuals, software, photographs, and illustrations.  Any transfer of 
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the church’s ownership in such intellectual property works to the employee or a third party will be 

dealt with on a case-by-case basis at the discretion of the Leadership Council and evidenced in 

writing by both parties. 

VIII. Departure  

We hope that employment with Mt. Carmel Baptist Church will be a mutually rewarding experience; 

nevertheless, we understand that varying circumstances and seasons of life cause people to resign voluntarily. 

Likewise, the leadership of the Church may decide that continued employment is not in the best interest of the 

Church and/or employee. Employment at Mt. Carmel Baptist Church is on an at-will basis, meaning that the 

Church may terminate an employee with or without cause. Because the Church, as a tax-exempt organization, 

does not pay federal or state unemployment tax, its former employees are not eligible for unemployment 

benefits.  

A. Voluntary Resignation or Retirement  

Church Bylaws specify that thirty (30)-day notice be given of termination of the pastoral relationship 

by the Pastor. (See Bylaws Art. X, Sec. 2. A. 2.) A similar thirty (30)-day notice is requested if the 

Pastor is retiring from ministry. Written notice shall be given to the Leadership Council.  

 

All other Ministerial Staff shall give a three (3)-week notice pursuant to Bylaws Art. X, Sec. 2. B. 2. 

Written notice shall be given to the Pastor.  

 

Non-ministerial Staff who voluntarily resign are requested to give at least a ten (10)-working-day 

notice (excluding any vacation days). Written notice shall be given to the supervisor.  

B. Involuntary Departure  

1. Layoff  

A layoff is a termination of employment that results from any change in circumstances which 

necessitates a reduction in staff. If the Church in Conference, upon the recommendation of its 

Administrative Deacons, determines that a layoff is necessary, Ministerial Staff will receive at 

least thirty (30) calendar days’ notice and Non-ministerial Staff will receive at least ten (10) 

calendar days’ notice.  

2. Termination  

The procedure for termination of the pastoral office is set forth in the Bylaws Art. X, Sec. 2. A. 4. 

Nothing in this Personnel Manual changes that procedure.  

 

For other ministerial staff, the Church may vote to terminate at the recommendation of both the 

Personnel Committee and the Deacons pursuant to Bylaws Art. X, Sec. 2. B. 2. Non-ministerial 

staff may be terminated at the recommendation of the Personnel Committee. Such termination 

shall be with the recommendation of the supervising staff member, and as appropriate, with the 

consultation of related committees of the Church in accordance with Bylaws Art. X, Sec. 4. It is 

presumed, but not a requirement, that unsatisfactory job performance as outlined in Section VI 

or misconduct described in Section VII have prompted the recommendations for termination and 

that efforts to remediate were unsuccessful.  
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The Church reserves the right to require any employees who have been terminated, or who 

have advised the Church of their intent to terminate, to cease employment immediately, return 

any materials and equipment owned by the Church, and leave the building.  

C. Wrapping up  

1. Vacation Time and Benefits  

Upon the voluntary resignation from employment or layoff, Church staff shall be paid for all 

vacation time accrued up to the last day worked. An employee’s termination date is the last day 

of active employment in which the employee was present and working. If an employee is on 

medical leave and subsequently determined to be unable to return to work, the termination date 

shall be the date the employee notifies the Church of this decision.  

 

Unless otherwise prohibited by law or contract, benefits shall cease on the employee’s 

termination date.  

2. Checkout Procedure  

Employees are responsible for all Church property issued to them -- including but not limited to 

computers, keys, credit cards, tools, curriculum, music, written materials, and manuals. All 

Church property must be returned prior to making arrangements to issue the employee’s final 

paycheck.  

 

A member of the Personnel Committee will reach out to the departing employee for an exit 

interview. The supervisor or a member of the Personnel Committee will assist the employee in 

the completion of any necessary paperwork and explain any benefit issues or other  

matters relating to separation of employment.  

IX. Signature/Acknowledgement  

The employee acknowledgement form consists of two parts: (1) one copy is part of the manual and remains in 

the employee’s possession for reference; (2) the second copy is on a separate piece of paper, which will go 

into the employee’s personnel file after signature.  

-------------------------- 
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Employee Acknowledgement Form 
(Employee Copy)  

 
 
This is to acknowledge that I have received a copy of the Mt. Carmel Baptist Church personnel manual. I 
understand that it describes the goals, policies, benefits and expectations of Mt. Carmel Baptist Church, and my 
responsibilities concerning employment with the Church. This personnel manual replaces all previous manuals and 
other oral or written statements of employment policy or practice.  
I have received, read and become familiar with the provisions and agree by signing below to abide by them. I 
understand that the manual is not exhaustive, and I should consult with my supervisor regarding any matter 
not addressed herein or any questions or interpretations concerning these policies.  
 
I understand that this personnel manual does not constitute an employment contract, either express or implied, 
and that I am employed at-will and either I or the Church may terminate my employment at any time, with or 
without cause.  
 
I understand that the policies and benefits in this personnel manual may be added to, deleted, or changed by the 
Church at any time.  
 
 
Please sign and date this form and keep it for your records.  
 
_________________________________ Employee’s Signature  
 
_________________________________Employee’s Name (printed)  
 
_________________________________Date 
 
 
 
_________________________________Supervisor’s Signature  
 
_________________________________Date 
 
_________________________________Supervisor’s Name (printed)  
 
 


