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Koinonia Christian Fellowship 

 
Employee Policy Handbook 

Acknowledgment Form 
 

 

This employee handbook has been prepared for your information and understanding of the policies, 
philosophies and practices and benefits of Koinonia Christian Fellowship. Please read it carefully. Upon 
completion of your review of this handbook, sign the statement below, and return it to your supervisor by 
the due date. A copy of this acknowledgment appears at the back of the handbook for your records. 

I, ____________________, have received and read a copy of the Koinonia Christian Fellowship 
Employee Handbook which outlines the goals. policies, benefits and expectations of Koinonia Christian 
Fellowship, as well as my responsibilities as an employee. 

I have familiarized myself with the contents of this handbook. By my signature below, I acknowledge, 
understand, accept and agree to comply with the information contained in the Employee Handbook 
provided to me by Koinonia Christian Fellowship. I understand this handbook is not intended to cover 
every situation which may arise during my employment, but is simply a general guide to the goals, 
policies, practices. benefits and expectations of Koinonia Christian Fellowship. 

I understand that the Koinonia Christian Fellowship Employee Handbook is not a contract of employment 
and should not be deemed as such. 

 

 

 

 

 

______________________________________  

(Employee signature) 

 

 

Please return by:  
 
______________________  
(put date here)
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Section 1: Welcome 
 
 

1.1 Letter of Welcome 
 

Dear Staff; 
 
We are very thankful you decided to become part of the team of Koinonia Christian Fellowship.  There is 
a lot to accomplish and we believe you are the right person for the job.  There are four words that sum up 
my desire for every team member: 
 
They are: 1. Know; 2. Grow; 3. Show; and 4. Go 
 

1. I want us to KNOW God in a special way, and get to KNOW each other on a deeper 
level. 

2. It is my desire that we GROW together and to move beyond our present boundaries. 
3. I believe it is God’s desire for us to SHOW His love to all people and to each other.  As 

we do, people will know we belong to Him and see what “family” really means. 
4. Last of all, may Jesus help us GO to areas of darkness and bring light to hurting people. 

 
There will be ups and downs as we work together but God has always been faithful to use all things to 
work out his purposes.  I am banking on His continued faithfulness as we ride the rollercoaster together.  
May we enjoy His presence and the ride. 
 

Tim 
Tim Howard 
Lead Pastor 
 
 
1.2  Introduction 

 
This Employee Policy Handbook is designed to acquaint you with Koinonia Christian Fellowship and 
provide you with information regarding working conditions, employee benefits, and policies affecting your 
employment. 
 
The handbook is intended to give you a general overview of Koinonia and information regarding 
Koinonia’s commitment to you and its expectations from you in return. 
 
No employee handbook can anticipate every circumstance or question about policy.  As Koinonia 
Christian Fellowship continues to grow, the need may arise and Koinonia Christian Fellowship reserves 
the right to revise, supplement, or rescind any policies or portion of the handbook from time to time as it 
deems appropriate, in its sole and absolute discretion.  The only exception to any changes is our 
employment at-will policy permitting you or Koinonia to end our relationship for any reason at any time.  
Employees will, of course, be notified of such changes to the handbook as they occur. 
 
This handbook gives a general summary of your benefits.  Official documents (e.g., insurance plans) are 
on file in the business office.  If there is ever any inconsistency between this summary and the official 
documents, the official documents will prevail. 
 
Ask your supervisor if you have any questions about your benefits or any of the policies presented in this 
handbook. 
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1.3 Vision Statement 
 
A caring community in pursuit of knowing Jesus Christ through: 
 

!  Vibrant, life-changing worship. 

!  Practical teaching of God’s word. 

!  The power and presence of the Holy Spirit. 

!  Equipping and releasing people to serve others. 

!  Compassionate local and global outreach. 

 
 
1.4 Mission Statement 
 

Making it hard to get to hell from Hanford (Evangelism) 
Instructing Christians to become disciples (Discipleship) 
Seeking to be a house of prayer and worship (Devotion) 
Seeing a need and meeting it (Practical Benevolence) 
In-depth sharing of our lives  (Koinonia) 
Overcoming terminal tendencies (Victorious Living) 
Never fixing on temporal things (Eternal Perspective) 

 
Following is our statement of purpose and commitment to our staff. 
 

1. To do everything possible to meet the needs of our members in a timely, courteous, and helpful 
manner.  To always remember that our commitment to provide an atmosphere for worship and 
spiritual growth is our reason for existence, that serving is not an imposition on our time; it is the 
reason we are here. 

 
2. To provide a work environment that enables every employee to reach the highest possible level 

of professional and personal fulfillment. 
 

3. Koinonia and its administration will make every effort to provide working conditions that enable all 
employees to fulfill their personal needs and goals and to maximize their professional growth as a 
part of the Koinonia staff.  In return, employees are expected to put forth maximum effort and 
initiative towards the performance of their jobs and the achievement of the church’s goals. 

 
4. We are dedicated to a process of constant improvement – continuously seeking ways to improve 

the operations of the ministry to better serve our church and our community.  Department 
supervisors and employees will work together and seek new ideas and suggestions from each 
other to achieve this end. 
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1.4 Staff Core Values 
 

Stewardship — No Squatters Rights 
Honesty — Tell It Like It Is 
Integrity — Be the Real Deal 
Faith — Don’t Live by Sight 
Togetherness — Never Stand Alone 
 
Giving — Give It Your All 
Expression — Be Who You Are 
Attitude — Think Positively 
Respect — Value People 
Solution — Always Look Up 
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Section 2: Employee Introductory Information 
 
2.1 Employee Policy Handbook  
 

To ensure Koinonia Christian Fellowship achieves and maintains the purpose of the Employee Policy 
Handbook and to assure the church’s continued ability to meet its needs and those of its staff under 
changing conditions, Koinonia Christian Fellowship within its sole discretion may modify, augment, 
suspend, or revoke any and all policies, procedures, practices and statements contained in this 
manual at any time, without notice. 
 
At the time the new staff member receives their copy of the Employee Policy Handbook they sign an 
Employee Policy Handbook Acknowledgment Form, which sets forth this policy.   

 
 
2.2  Confidentiality 
 

As leadership in the congregation, the staff is to exercise caution when discussing any church 
business, with those outside the church staff as well as other staff members.  Any information learned 
from correspondence, conversations, counseling sessions, or business transactions should not be 
discussed or made public in any way, except on expressed instruction from the member of the 
Administrative Team.  Breach of confidentiality shall be cause for disciplinary action. 

 
 
2.3  Personnel Files 
 

We respect your right to have the information in your records treated confidentially. Other than 
records, which we are legally required to make available to government agencies or other parties, we 
will not release any information from your files or regarding your employment here without specific 
authorization from you. If you wish, we will give you the opportunity to review your own personnel 
files upon request and to have any statements or comments of your own added to the official file.  
 
 

2.4 Personnel Data Changes  
 

It is the responsibility of each employee to promptly notify Koinonia of any changes in personnel 
data.  Personal mailing addresses, telephone numbers, number and names of dependents, 
individuals to be contacted in the event of an emergency, educational accomplishments, and other 
such status reports should be accurate and current at all times.  If any personnel data has changed, 
notify the Personnel Administrator. 

 
 

2.5  Access to Personnel Files  
 
Koinonia Christian Fellowship maintains a personnel file on each employee.   The personnel file 
includes such information as the employee’s job application, resume’, records of training, 
documentation of performance appraisals and salary increases, and other employment records. 
 
Personnel files are the property of Koinonia Christian Fellowship, and access to the information they 
contain is restricted.    

 
Employees who wish to review their own file should contact the Executive Pastor or the Personnel 
Administrator.  With reasonable advance notice, employees may review their own personnel files in 
Koinonia’s offices and in the presence of an individual appointed by Koinonia to maintain the files. 
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All employees of Koinonia Christian Fellowship are expected to maintain confidentiality concerning 
the terms of their employment with the church, specifically as they relate to salary, benefit package 
and conditions of employment.  All supervisors with knowledge of their employees’ terms of 
employment are also required to keep all information pertaining to an employee’s hiring, termination 
and terms of employment confidential.  All employees who, through virtue of office or position, have 
access to Koinonia’s employees’ salaries, benefit packages and terms of employment concerning 
individual employees and the church as a whole are required to hold confidential all information 
relating to individual packages, as well as Koinonia’s overall program 

 
 
2.6  Immigration Law Compliance 
 

Koinonia Christian Fellowship is committed to employing only United States citizens and aliens who 
are authorized to work in the United States and does not unlawfully discriminate on the basis of 
citizenship or national origin. 

 
In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a 
condition of employment, must complete the Employment Eligibility Verification Form I-9 and present 
documentation establishing identity and employment eligibility.  Former employees who are rehired 
must also complete the form if they have not completed an I-9 with Koinonia within the past three 
years, or if their previous I-9 is no longer retained or valid. 

 
Employees with questions or seeking more information on immigration law issues are encouraged to 
contact the Executive Pastor or the Personnel Administrator.  Employees may raise questions or 
complaints about immigration law compliance without fear of reprisal. 

 
 
2.7 Conflict of Interest 
 

Our church has had long-standing policies requiring the undivided trustworthiness of its staff. All staff 
are to report to their executive supervisor any material interest or affiliation which might conflict with 
their official duties, or they are to abandon or avoid such interest or affiliation unless specific 
Administrative Team approval has been given. 
 
No one is to place himself or herself in a position where his or her personal interests, or the interest of 
those for whom he or she acts, is likely to be in conflict with the interest of Koinonia Christian 
Fellowship. An actual or potential conflict would exist if the actions of any staff member might result in 
an improper gain or advantage to the staff member or to a third person. To avoid question or 
embarrassment, the appearance as well as the fact of such conflicts is to be avoided. 
 
All such conflicts can be avoided by compliance with the principles underlying the following 
limitations: 

 
A. Business Affiliations 

 
Affiliations as director, partner, officer, consultant or advisor of any business organization are a 
likely source of conflicts. All such affiliations are to be reported for review. 

 
B. Confidential Information 

 
Information such as advance knowledge of our church's proposed investments, corporate plans, 
or actual or estimated present or future financial condition is never to be disclosed prior to full 
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public disclosure, without official permission, nor used either for personal gain or to the detriment 
of the organization. 

 
C. Entertainment 

 
Either given or received, entertainment is not to exceed usual and reasonable limits as part of 
normal business activity.  

 
D. Gifts and Favors 

 
No staff member is to accept gifts or favors, which are, or might appear to be, intended to 
influence the performance of his or her duties to the church. This does not apply to items of 
nominal value given merely as tokens of respect or friendship on occasions such as Christmas, 
birthdays, and the like, not related to any official transaction. Similar considerations are to apply 
to the giving of favors or gifts. 

 
E. Loans 

 
Loans to and/or from, and investment with, businesses or individuals with which our church 
interacts or from which our church secures goods or services (including agents and brokers) are 
sources of actual or potential conflicts of interest. Any such loans are to be reported for review. 

 
 
2.8  Discipline (In Order of Process) 
 

Each staff member has responsibilities that contribute to the efficiency and effectiveness of the 
church's operation and is expected to fulfill these assignments within prescribed directions and 
departmental guidelines. Occasions where those directions and departmental guidelines are ignored 
or abused will be subject to discipline in the form of verbal instruction (reprimand), written instruction 
(reprimand), short-term probation, or dismissal from staff (depending on the severity and frequency of 
the offense). 
 
This does not refer to innocent mistakes or human weaknesses but rather to apparent intentional or 
grossly negligent, ongoing, consistent disregard for authority and/or diligence to faithful service. 
 
A. Verbal Instruction (Reprimand) 

 
This is a private discussion between the staff member and their supervisor during which the 
supervisor will recommend steps for correcting whatever problem exists and give a specific time 
frame in which to make amends. The supervisor will document this discussion, and it is to the 
staff member's advantage to discuss honestly any reason for the difficulty and to offer 
suggestions for solving the problem. 

 
B.  Written Instruction (Reprimand) 

 
When a verbal reprimand does not result in correction, the supervisor is then to give the staff 
member a written reprimand.  It is to include a description of the challenge(s), the steps 
recommended for correction, the specific job requirements and expectations to measure 
correction, a specific time period in which to make such correction, and the dates of any previous 
discussions. 
 
After discussing the written reprimand with the staff member, the supervisor is to ask that the staff 
member sign the form. The staff member's signature does not necessarily indicate agreement 
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with the contents; only that the reprimand has been read and understood. The staff member is to 
receive a copy of this document, and one is to be placed in their personnel file. 

 
C.  Probation 

 
When a written warning fails to correct performance or behavior or if the situation warrants 
greater disciplinary steps, a supervisor may place a staff member on probation. The supervisor is 
to discuss the written probation with the individual, including a description of the problem, how the 
problem can be corrected, the specific duration of the probationary period {not less than thirty 
(30) days or more than ninety (90) days}, and finally, a statement that failure to correct 
performance or behavior may result in immediate termination at any time during the probationary 
period. 
 
After discussing the written probation with the staff member, the supervisor is to ask the staff 
member to sign the document. The staff member's signature does not necessarily indicate 
agreement with the contents; only that the probationary statement has been read and 
understood. The staff member is to receive a copy of this document, and one is to be placed in 
their personnel file. 

 
D.  Termination 

 
At the end of the probationary period, the staff member is expected to maintain corrected 
performance or behavior. If the performance or behavior problems are not corrected or if they 
recur after the formal probation expires, the staff member may be terminated. 
Certain circumstances of immoral or unscriptural conduct not reflecting the life of Jesus can result 
in immediate dismissal, as the situation warrants. Employment here at the church is at-will; the 
church is not bound to use all of the intermediate disciplinary steps, though it may do so. If the 
Administrative Team determines that one's conduct is not in the best interest of the ministry, the 
staff member may be discharged without a verbal warning, written warning, or a probationary 
period. 

 
 
2.9  Keys 
 

Staff members receive keys, depending on their assignments and responsibilities, to allow entrance 
to facilities where they perform their duties. These keys are requested by contacting the Business 
Office. The issued key(s) are to be returned to the Business Office upon departure from the staff. 
 
Lost keys are to be reported to the Business Office immediately, even while one is still searching for 
their possible whereabouts. The objective is to maintain security. 

 
 
2.10  Other Employment 
 

By making a commitment to be a staff member here at Koinonia Christian Fellowship, our 
Administrative Team considers that an individual is accepting the position as a primary responsibility. 
We ask, therefore, that no one accept a second job without the prior written approval of the 
immediate supervisor. This policy is designed to avoid potential conflict of interest and to ensure 
necessary flexibility in hours required for several of our positions. 
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2.11  Church Owned Vehicles 
 

When the church owns vehicles, whether buses, vans, work trucks, or cars used for ministry 
purposes, there are three main areas of concern: authorization do drive, records and maintenance. 
 
A.  Authorization to Drive  

 
No one may drive any church vehicle without first being added to the insurance carrier.  In an 
emergency, this can be done over the phone, but the normal procedure is to provide a copy of 
one’s driver’s license to Personnel and request to be added to the policy for the desired vehicle.  
One must have a clean driving record without no more then one violation in the last three years 
and must be at least 25 years of age.  
 
Each vehicle will be assigned to a specific individual who will oversee its record-keeping, 
maintenance, and use.  In order to use a particular vehicle, arrangements must be made through 
the person in charge of the vehicle.   

 
B.  Records 

 
Each vehicle is to have a mileage book used to record the name of the driver, date, miles 
traveled, and the nature of the vehicle use.   
 

C.  Maintenance 
 
Each vehicle is to have the oil and oil filter changed every 3,000 miles unless recommended 
otherwise by the manufacturer or synthetic lubrication is being used.  This should be done at a 
service facility that does a multi-point inspection of the vehicle while the service is being 
performed. 
 
Each vehicle is to have a thorough inspection, tire alignment, and tire rotation every 10,000 miles.  
At the same time the brake drums should be pulled and a visual inspection performed on the 
brakes.   
 
Regular maintenance should be performed at the manufacturer’s recommended intervals (coolant 
flush, transmission flush, air and fuel filter replacement, spark plugs and wires, etc.). 
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Section 3: Hours of Service, Attendance & Absenteeism 
 
 

3.1 Absenteeism 
 

All time away from work is to be approved by the individual's immediate supervisor and reported to 
the Executive Pastor. When staff members find it necessary to be absent, they are to contact their 
immediate supervisor at the earliest time possible; or prearrange with the supervisor for any 
anticipated absence(s). 
 
If staff members exceed the allotted vacation or sick leave time, they are subject to having the 
amount deducted from their paycheck. Excessive, prolonged, or unexcused absenteeism may result 
in probation, leave of absence without pay, or dismissal from the staff. 
 
Note: Documentation of all the categories below is to be recorded by the department supervisors on 
the attendance recap forms.    

 
A. Excused Absence 

 
Excused absences (i.e. funerals for immediate family, medical attention, personal crisis or 
business) are determined on an individual basis, according to predetermined guidelines. (See 
Section 5.4, Paid Excused Absences.) 

 
B. Excessive Absence 

 
Any more than the allotted days off can be considered excessive and subject to paycheck 
deduction. 

 
C. Prolonged Absence 

 
This is to be defined as any absence that is other than vacation or paid sick leave of longer 
duration than one (1) week. 
 
Prolonged absence(s) and any consequent make up time, which may not result in additional 
straight time or overtime pay, is/are to be jointly approved and documented by the immediate 
supervisor and the Executive Pastor.  Documentation is to be kept in the personnel file. 
 
Staff desiring a prearranged, excused absence is to make the request to their immediate 
overseer. Approved time off and any resulting makeup time are to be arranged at the discretion of 
the supervisor, but are not to result in additional straight time or overtime pay. 

 
D. Unexcused Absence 

 
This is to be defined as any absence not approved by the immediate supervisor and/or 
appropriate member of the Administrative Team. 
 
 

3.2 Attendance Procedures 
 

Each staff member is expected to be regular and conscientious regarding his or her 
attendance. Maintaining a good, consistent record reflects a staff member's personal 
representation of integrity. Such stewardship is essential for an accountability of God's 
resources. 
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At the time paychecks are distributed each pay period, an Attendance Recap is included.  
Department supervisors are to record any sick days, vacation days, excused or unexcused absences 
taken by those staff members under their oversight.  This form is due to the Executive Pastor the 
second working day after paychecks are distributed.   

 
 
3.3 Break Times And Lunch Periods 
 

A. Break Times-Normal Off ice Hours 
 

All staff is authorized to take rest and lunch periods. The authorized rest period time is to be 
based on the total hours worked daily at the rate of fifteen (15) minutes per four (4) hours or 
major fraction thereof. However, a rest period need not be authorized for staff whose daily work 
time is less than three and one-half (3 ½) hours 
 

B. Lunch Periods-Normal Office Hours 
 

Lunch periods are no more than one (1) hour for everyone working full-time and are to be 
arranged by the immediate supervisor for those working part-time. The lunch period for part-time 
staff is not to be less than one-half (1/2) hour. 
 
Note: Lunch hours are to be staggered to properly cover reception desks and phones. The 
departmental supervisor has authority to make exceptions in instances of unique scheduling 
demands. Authorized rest period times are to be counted as hours worked for which there is no 
deduction from salary, but lunch periods are not to be counted as hours worked. 

 
 
3.4 Hours of Service  (Guideline for 32 hour work-week) 
 

Office hours Tuesday through Friday are 8:00 a.m. to 4:30 p.m. All of the staff is to meet in their 
respective departments for a brief time of prayer (3-5 minutes) at 8:00 a.m.; and the lunch period is to 
be thirty (30) minutes. Facilities, maintenance, media, and some other staff serve in varying shifts 
that can be scheduled to spread from very early morning to late evening coverage. Rotation of shifts 
occurs for all seven (7) days of the week, as church events necessitate. 
 
As much as possible, married couples on staff are recommended to have the same day off 
scheduled, if mutually acceptable to their supervisors. 
 
 

3.5  Off-Site Professional Training Seminars 
 

Attendance at professional training seminars presented by independent agencies to enhance 
management, interpersonal, technical, or editorial skills, etc., is encouraged. However, such 
attendance is to be proved beneficial and applicable to one's specific staff role and job 
responsibilities. 
 
Preliminary approval by the staff member's immediate supervisor is to be obtained before final 
approval can be requested of the Executive Pastor. After receiving final approval, the responsibility 
for registration at such seminars rests with the individual staff member. 
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3.6  Punctuality 
 

Chronic tardiness is just as severe a problem as absenteeism and subject to the same disciplinary 
action(s). It is important to arrive on time and to return from lunch and break periods promptly. 
Tardiness causes repercussions for an entire department by disrupting schedules for lunches and 
proper phone coverage. 

 
 
3.7 Voting & Court Time Off 
 

A. Voting 
 

If you have the opportunity to vote in advance under an "early voter" program, we encourage you 
to use this option, in order to avoid standing in long lines or taking time off from work. 
 
If you do not take advantage of this option and need to vote on Election Day, we will allow you to 
arrange your work schedule to have a 1-hour period to vote during the time the polls are open.  
Please arrange this in advance with your supervisor. 
 

B. Witness Duty 
 

If you are called to be a witness in a court procedure, you may take time off, with pay, for the 
length of time actually required in court.  This usually is a period of a few hours, but is not to 
exceed one full workday.  If the time involved exceeds one day, you may use personal days or 
vacation days. 

 
C.  Jury Duty 

 
1. General Policy 
 

Because financial hardship is no longer accepted as a reason for automatic excusal (it states 
financial hardship must be discussed with a judge), staff will not be penalized for jury time 
served. 

 
2. Newly Hired Staff 

 
New staff members having been contacted by the court system, prior to their employment, 
are to petition to be excused on the basis that they have accepted a new position where 
absence so soon after hire may have an adverse effect upon their employment. If a dismissal 
is not granted, the new staff member can request a ninety (90) day postponement. 

 
3. Notification to Administration 

 
Staff members are advised to notify their supervisor when any type of jury duty 
correspondence is received. 
 
In order to properly record time off for jury duty service, staff members are to put the dates 
they served under the "Excused Absence" section of the Attendance Recap form. 
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Section 4: Salary and Compensation 
 
 
4.1 Distribution of Overt ime 
 

We are required to compensate non-exempt employees for overtime in accordance with Federal and 
State law.  Exempt employees are not eligible for overtime pay.  Nonexempt employees are entitled 
to be paid overtime for all properly authorized work in excess of 8 hours per day or 40 hours in any 
given week. Any overtime must be authorized or requested by your supervisor.  You will not be 
paid for unauthorized overtime. 
 
The overtime rate is one-and-one-half times the regular rate of pay, in compliance with Federal and 
State Laws. 
 
While exempt employees are not eligible for overtime pay at a scheduled rate or for compensatory 
time on a one-to-one ratio, it should be noted that recognition would be given to any extra efforts as a 
part of the employee's overall performance evaluation.  At management's discretion, exempt 
employees who work significant amounts of overtime may be given some time off in appreciation if 
the work schedule allows. 
     
 

4.2 Pay Advances/Loans to Staff 
 

All staff members are encouraged to be good stewards of their finances and to administer them 
according to sound budgetary principles. Therefore, as a policy, staff pay advances and/or loans are 
strongly discouraged. However, in the event of a crisis, staff is to discuss the circumstances with the 
supervisor – in pursuit of prayer, support, counsel, or other potential assistance. 

 
 
4.3 Pay Periods 
 

The standard pay period is twice per month (15th and the last day of the month).  For purposes of 
computing payroll, our standard workweek begins on Tuesday and ends on Monday. 
 
Occasionally, the designated payday may fall on a holiday or a weekend.  In this case, paychecks will 
be distributed on the last working day prior to the holiday or weekend.  The law would allow us to wait 
until the next workday to deliver the paychecks, but we will distribute them early to avoid causing you 
any hardship or inconvenience. 
 
An employee who is discharged or resigns will be paid in full within 72 hours.  

 
 
4.4 Payroll Deductions 
 

By law, we are required to withhold certain minimum amounts from your wages for Social Security 
Tax (FICA), Medicare Tax, Federal Income Tax (FWT), and State or local income taxes where 
applicable. 
 
Those staff members who are licensed ministers are given the option to supersede the tax tables.  
After taking their housing allowance into consideration, the individual states a certain dollar amount to 
be deducted each pay period if so desired for Social Security/Medicare, Federal and State Taxes. 
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Any staff member may choose to contribute to a Tax Sheltered Retirement Program 403(b), which is 
available to non-profit, tax-exempt organizations.  At the present time, those funds may be directed in 
either of two ways to well-established companies. 
 
If you request it, we may withhold more than the minimum amounts for income taxes.  We are not 
allowed to withhold less than the required minimum.  These requirements and options are explained 
on your form W-4.  There are certain other legal situations that may require additional withholding, 
but these occur infrequently. 
 
With your authorization, we may withhold additional amounts for certain purposes, such as insurance 
premiums, retirement or pension plans or other purposes by mutual agreement between 
management and employees. 
 
The employee must authorize any deductions not required by law in advance, in writing.  You may 
ask the business office person in charge of payroll if you have any questions about your paycheck. 

 
 
4.5 Wage Garnishment 
 

There are some situations where an employer is required by law to withhold certain amounts from an 
employee's paycheck and pass them on to a third party.  This is called wage garnishment, and it 
occurs when you have certain types of unpaid debts, and a creditor has obtained a court judgment 
against you.  
 
We do not wish to become involved in such matters, but we are required to comply with the law if 
ordered to do so.  If such a situation arises, please discuss it with someone in management before a 
court secures a judgment against you.  It may be possible to resolve this situation so that wage 
garnishment is not required.  Be assured that your privacy and the confidentiality of the matter will be 
respected. 

 
 
4.6 Severance Pay 
 

The church does not give severance pay.  In exceptional circumstances it may be given only upon a 
ruling by the Board of Elders. 

 
 
4.7  Employee Performance Evaluations 
 

Supervisors are expected to maintain frequent communication with new employees regarding their 
duties and their performance, particularly during the first month of employment.  All employees 
should feel free to ask their supervisors any questions they may have regarding their duties or their 
performance at any time. 
 
New employees will receive a written performance evaluation at the end of six months.  All 
employees will receive a written performance evaluation annually, dating from the date of hire. 

 
 
4.8  Wage and Salary Reviews 
 

Wages and salaries will be reviewed periodically.  New employees will have an additional review at 
the initial 6-month evaluation.  Any increases granted will take effect at the beginning of the next pay 
period.   
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Please note that a salary review will not necessarily mean a salary increase.  At the time of these 
salary reviews, merit raises may be given if the employee's productivity, performance, level of 
responsibility, or other contributions to the church have significantly increased during the time period 
being evaluated -- provided that the church's financial position enables us to do so.  Cost of living 
increases are not guaranteed, but will be considered depending on all relevant factors, including the 
church's financial resources, as well as economic conditions.  

 
 
4.9  Wage Confidentiality 
 

Any employee who is hired by Koinonia Christian Fellowship (either hourly or salary) shall not 
compare or disclose salaries with other co-workers. This may be grounds for dismissal if violated. 

 
4.10  Depart ing Staff  
 

When a member of the staff is planning to depart from this ministry, he/she is to contact the 
Personnel Office by submitting a letter of resignation no less than two (2) weeks prior to their 
selected time of departure. 

 
A concluding interview is arranged at a time mutually convenient for the departing staff member and 
the Executive Pastor and/or the departmental assistant, whichever is most appropriate.  At this time, 
the departing staff member is asked to complete the staff portion of the Departure Interview form and 
return all keys, which have been assigned as well as the Employee Policy Handbook. Departing staff 
members that have insurance benefits have the option of continuing their medical and dental 
insurance coverage through COBRA* and may arrange with our life insurance carrier to continue 
their life insurance coverage on their own.  

 
*The federal Consolidated Omnibus Budget Reconciliation Act (COBRA) gives employees and their 
qualified beneficiaries the opportunity to continue health insurance coverage under Koinonia Christian 
FellowshipÕs health plan when a Òqualifying eventÓ would normally result in the loss of eligibility.  Some 
common qualifying events are resignation, termination of employment, or death of an employee; a 
reduction in an employeeÕs hours or a leave of absence; and employeeÕs divorce or legal separation; and 
an employeeÕs dependent child no longer meeting eligibility requirements. 
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Section 5: Staff Benefits 
 
5.1 Deferred Compensation/Retirement Program 
 

The church has established a retirement plan that is available to any staff member with six months of 
service, working 20 hours or more per week.  Once the funds are directed to one or more of the 
companies listed in Investment Programs Currently Offered, they are 100% the property of and 
controlled by the individual staff member.  The staff member then uses the funds according to a 
signed agreement with the companies. 

 
A. Enrollment 

 
Legalities governing enrollment dictate that this process can only be initiated or changed by 
completing the proper forms from the individual company. 
 
Participation in these programs is accommodated only through a payroll deduction. 
 

B. Investment Programs Currently Offered 
 

Via a Simple IRA funds may be invested in stocks, mutual funds, or bonds, and should be done 
with the advice of your account advisor.  Please speak with human resources for current account 
advisor information and to setup your account. 
 
The company to whom funds may be directed are as follows: 
 

• PlanMember Securities Corporation 
6187 Carpinteria Ave 
Carpinteria, CA 93013 
(800) 874-6910 

 
C. Employer Matching 
 

The Board of Elders has setup a matching program so as to both encourage retirement investing 
by staff and to indicate their appreciation for the staff.  Funds invested in an individuals’ 
retirement account via payroll deduction will be matched dollar for dollar up to 3% of the 
employees annual income.   

 
 
5.2 Group Insurance Plans 
 

A.  Dental Ñ  Premier Access 
 

1. Basic Coverage 
 

Dental coverage is available for each full-time staff member, thirty-two (32) hours or more, 
and eligible dependents. Non-Pastoral staff pays 50% of the cost of coverage of the 
employee and 75% of the cost of coverage of the dependents.  Pastoral staff pays 25% of the 
cost of coverage of the employee and 50% of the cost of coverage of the dependents.   
 
Refer to your booklet for information describing the plan or contact the business office. 
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2. Coverage Addit ions 
 

Coverage of additional family members is to be documented with the dental insurance 
company within thirty (30) days of a qualifying event  (marriage, birth, adoption, etc.).  
Attempted additions past the thirty (30) days require a proof of insurability , which the 
insurance carrier may decline. 
 
It is the staff member’s responsibility to notify the Personnel Benefits Office when an addition 
to their coverage is necessary. 

 
B.  Medical Ñ  Kaiser Permanente 

 
1. Basic Coverage 

 
Complete major medical insurance coverage is available for each full-time staff member, 
thirty-two (32) hours or more, and their eligible dependents.  Non-Pastoral staff pays 50% of 
the cost of coverage of the employee and 75% of the cost of coverage of the dependents.  
Pastoral staff pays 25% of the cost of coverage of the employee and dependents.   
 
Refer to your Kaiser information booklet for detailed information describing coverage, or call 
Kaiser at the number on your medical card. 

 
2. Coverage Addit ions 
 

Coverage of additional family members is to be documented with the medical insurance 
company within thirty (30) days of a qualifying event  (marriage, birth, adoption, etc.).  
Attempted additions past the thirty (30) days require a proof of insurability , which the 
insurance carrier may decline. 
 
It is the staff member’s responsibility to notify the Personnel Benefits Office when an addition 
to their coverage is necessary. 

 
 
5.3 Holidays 
 

A. Annually Approved Days 
 

Following are the holidays that are paid days off for all full-time (at least 32 hours per week) staff. 
Holidays that fall on Mondays, which are regular days off, will not receive pay for that holiday.  
However, for full-time ministry staff who normally work over the weekend, when a holiday falls on 
a Monday, and Monday is a regular day off, either the following day will be taken as the holiday or 
another day that week that is mutually agreed upon between the staff member and supervisor.  If 
Christmas day falls on a regular day off another day either previous or immediately following will 
be designated as the paid holiday.  

  
New Year's Day  
President’s Day 
Independence Day (July 4th)  
Thanksgiving Day 
Day after Thanksgiving 
Christmas Day 
 

Additional paid holidays may be given from time to time at management's discretion. 
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To avoid excessive costs to the church, we will not pay salaried employees additional wages if it 
is necessary to work on a holiday.   

 
B. Limitations on Deferment 
 

Holidays not taken because of work may be taken on an alternate day arranged with the 
supervisor.  However, holidays cannot be accumulated or deferred for longer than one (1) month 
from the date of the holiday.  Holidays taken are not recorded on the semi-monthly attendance 
recap. 
 

C. Hourly Employees 
 

Any hourly employees who are entitled to a paid holiday may choose between being paid time 
and a half if you are required to work a holiday or taking compensatory time off when your work 
load allows.  As with any other work requiring overtime pay, working on a holiday must be 
authorized in advance by your supervisor.  If you wish to take accrued vacation or personal time 
immediately before or after a paid holiday, your supervisor must approve this in advance.  
Depending on the circumstances, unapproved absences at these times may result in loss of pay 
for the holiday. 
 

D. Part-Time Staff 
 

Part-time staff members receive holiday pay equal to 20% of their normal weekly hours. 
 
 
5.4 Paid Excused Absences 
 

These absences are defined as the staff member being away from the normal job setting or 
environment for other than specific assigned ministry responsibility such as convention attendance, 
speaking engagements, seminar participation, etc. 

 
Note: All such absences, whether ministry-related or excused, are to be recorded on the attendance 
recap sheets stating the exact nature of the absence. 

 
A. Death in Immediate Family 

 
All staff members with at least three (3) months of continuous service are eligible for a maximum 
of three (3) days with pay, if there is a death in the immediate family, up to five (5) days, if the 
travel distance is five hundred (500) miles or more. At the request of the department supervisor, 
these days are granted at the discretion of the Executive Pastor. 
 
Immediate family includes brother, sister, son, daughter, father, mother, husband, wife, aunt, 
uncle, niece, nephew, grandchild, mother-in-law, father-in-law, son-in-law, daughter-in-law and 
grandparents. 
 

B. Personal Emergency 
 

Daily attendance by all staff members is clearly recognized as essential to the conduct of our 
ministry. However, there are occasions when a brief absence for compelling personal reasons 
may be necessary. Depending upon the individual's circumstances, the Executive Pastor can 
approve personal time off with pay for such compelling personal reasons. 
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Staff can take up to three (3) days per calendar year as personal emergency days, available with 
only the approval of their immediate managing supervisor. These days are charged against the 
available sick leaves. 

 
 

5.5 Sick Leave/Personal Time 
 

A. Accrual and Eligibility 
 

1.   Full-Time Staff 
 

Sick leave up to five (5) days per year.  Days are granted at the beginning of the year.  This 
provision is not available until after three (3) months of staff service have been completed. 

 
This sick leave allowance does not accumulate from one year to the next.  Any unused days 
expire at the end of the year. 

 
Note: Extensions are normally made only with the approval of the Pastor; however, certain 
cases may warrant Elder Committee approval. Any such exception is based on service, 
performance, and past sick leave utilization. 

 
2.   Part-Time Staff 

 
Part-Time staff is not eligible for sick leave. 

 
3.   Temporary Staff 

 
Temporary staff and/or project workers are not eligible for sick leave. 

 
B. Purpose 

 
The sick leave policy is designed to provide financial protection if a staff member is unable to 
work because of illness, injury or other medical reasons. In order to receive a sick leave benefit, 
the time missed is to have been a regularly scheduled workday for the staff member. In other 
words, if a staff member becomes sick while on a scheduled vacation day, vacation time rather 
than sick leave benefits are paid. 
 
There are occasions when a brief absence for a compelling personal reason is necessary. 
Therefore, a maximum of three (3) days per calendar year charged against sick leave accrual 
may be designated and approved as paid personal emergency leave (i.e., care a for sick family 
member, spouse, child or parent). 

 
C. Reconciliat ion Upon Departure from Staff 

 
Although sick leave is earned throughout the calendar year, it is made available to staff members 
at the first of the year. Therefore, in the event of departure, any current year sick leave that has 
been taken, but not earned, is deducted from final pay. 

D. Return to Work 
 

Staff who have been under a physicians care, due to an illness or a nonwork related injury, are to 
have a doctor's release stating that they are able to return to work. 



EMPLOYEE POLICY HANDBOOK: p.25 
 

 
E. Use/Abuse of Sick Leave Policy 

 
A new staff member is to receive a written warning on their third (3rd) absence if it is within the 
first three (3) months of their hire. Additional occurrences in the first three (3) months of service 
indicate that continuation on the staff may be in jeopardy. Abuse of the sick leave policy, at any 
time, by any staff member can result in disciplinary action. 

 
 
5.6 Unpaid Leaves of Absence 
 

A leave of absence may be granted for appropriate reasons with the approval of the Executive 
Pastor. The leave may vary in duration depending on the individual circumstances (personal or 
medical) precipitating the leave. 

 
With the exception of jury duty, request is to be made in writing to the Executive Pastor by way of the 
appropriate staff supervisor. Response is given in a timely manner with a copy given to the staff 
member and a copy placed in the staff member's personnel file. 

 
Special Security Measure: Staff members on leave of absence of more than ten (10) days are to 
leave their church property keys with their supervisor or the Personnel Development Director. 

 
A. Family and Medical Leave  (Only required by Law if 50 or more employes) 

 
B. Medically-Related Leave 

 
In accordance with the policies of our medical and dental insurance carriers, because the church 
pays the subscription charges in behalf of the individual staff member, said coverage is continued 
for a period of not more than six (6) months during a temporary leave of absence approved by the 
Executive Pastor. 

 
C. Personal Leave (Not Medically Related) 

 
Under certain conditions a staff member may be granted a personal leave of absence for a 
specifically requested period of time. 

 
1.   In Conjunction with Vacation 

 
If the staff member has not used all vacation time, the leave can begin on the date the 
vacation accrual is exhausted. 

 
2. Length of Service Requirement 

 
Only staff who have served for more than twelve (12) months, have a satisfactory work 
record, and have received supervisory approval can be granted a personal leave. 

 
3. Maximum Length 

 
The compelling personal circumstances (i.e. relocation of family or parents, settling legal or 
financial matters, special educational pursuit), which caused the request, would determine 
the length of the leave. However, the maximum personal leave of absence is sixty (60) 
calendar days. 
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4. Repeat Requests 
 

No more than two (2) separate leaves of absence are possible in a thirty-six (36) month 
period of time. 

 
5. Return to Work 

 
Staff members returning from a personal leave of thirty (30) days or less would normally be 
returned to their former position, unless unique ministry circumstances have required that the 
position be filled. Wherever possible, the staff member is returned to a prior or similar position 
with regard to essential duties, compensation, benefits, hours, opportunities for 
advancement, and working conditions. 

 
6. Termination-Failure to Return 

 
Staff failing to return to work at the expiration of an approved leave is subject to termination 
as of the last day worked.   If the staff member does not return from leave, the church is 
entitled to recover, from the individual, the premium that was paid for maintaining coverage 
for the staff member under a group health plan. 

 
 
5.7 Vacations 
 

A. Approval and Scheduling 
 

Vacations are to be scheduled in a manner which guarantees departmental representation and 
considers overall church need while, as much as possible, considering each staff member's 
requested preferences. Those with seniority have the right of preference, when peer relationship 
priority must be determined. 

 
1. General Staff 

 
Vacation dates are approved by the immediate supervisor.  A supervisor may ask that 
vacation requests be submitted in writing.  Vacation Request forms are available through 
the Business Office. 

 
2. Pastoral Staff & Designated Department Leaders 

 
Pastoral staff and department leaders are responsible to ensure appropriate and 
consistent coverage of their specific area of oversight. 

 
B. Criteria for Annual Accrual 

 
1. Pastoral Staff 

 
Full-time pastoral staff employees accrue paid vacations in accordance with the following 
schedule and are based on a five-day work-week and a two day weekend.  
  
Length of Employment  Vacation Accrued   
Start of employment through 3rd year 10 days (2 Weeks) 
4th year through 9th year  15 days (3 Weeks) 
10th year and thereafter  20 days (4 Weeks) 
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In addition to this vacation time, one (1) float day will be given per year to celebrate the 
Birthday of the pastoral staff member.  
 
No vacation time may be taken until after completion of the first six (6) months of 
employment. 
  
*Consideration will be given to Pastors who are hired with prior experience and years of 
service in the ministry. This may result in an adjustment in the schedule listed above. 

 
2.  General Staff 

 
Full-time General staff employees will receive vacation pay benefits commensurate with the 
actual hours that they work in a week. This is based on a 4 day work week and is calculated 
on a minimum base of 32.0 hours and maximum base of 37.5 hours. 
  
Length of Employment  Vacation Accrued  
Start of employment through 5th year 8 days  
6th year through 9th year  12 days 
10th year and thereafter  15 days  
 
No vacation time may be taken until after completion of the first six (6) months of 
employment. 

 
 3. Part-Time Staff 

 
Part-time staff are not eligible for vacation time accrual. 

 
C. Parameters for Use 

 
Vacation is earned throughout the calendar year (based on the categories enumerated above), 
but is made available at the first of each year. Likewise, final compensation includes any accrued 
but unused vacation days. Staff is not entitled to receive pay in lieu of vacation except when 
departing from their staff position. 
 
For health reasons, staff is encouraged to take vacation days in blocks, but staff is allowed to 
take vacation time as single days. The church retains the right to require staff to take all of the 
current year's vacation and any deferred vacation days at any time. 
 
1.   Vacation time cannot be carried over to the next calendar year. 

 
2. In Conjunction with Holidays 

 
No staff member is allowed to take more than two (2) holidays in conjunction with one (1) or 
more weeks of vacation. Holidays are not to be accumulated or deferred for longer than one 
(1) month from the date published in the annual staff memorandum. 
 
When an observed holiday falls within a vacation period, an additional day is taken in 
conjunction with the vacation or at some other date as prearranged, with the approval of the 
department director. Combining unused holiday time with vacation time, within the 
above-stated parameters, is to be approved by the immediate supervisor. 
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3. Leave of Absence Effect on Vacation Benefit 
 

The vacation accrual benefit is not reduced by an approved leave for a ministry assignment. 
However, a personal/medical leave of more than twenty (20) working days reduces the 
vacation benefit. 

 
4. Policy Application for New Staff 

 
After six (6) months of service, a maximum of five (5) day vacation may be taken, with the 
balance available after the first anniversary of staff service 
 
 Note: New staff may defer more than five (5) days at the year-end of the calendar year in 
which they were hired.  

 
D. Report ing Time Taken 

 
All vacation taken is to be reported to Personnel/Payroll Office on the semi-monthly Attendance 
Recap Sheets. 

 
 
5.8 WorkerÕs Compensation Insurance 
 

Workers' Compensation Insurance is provided for the protection of staff, temporary assistants, project 
labor staff, and regularly scheduled volunteers for injuries sustained during their ministry involvement 
at the church. 

 
A. Any Injury Should be Reported 

 
Report any injury, incurred during the course of duties, to the department supervisor immediately. 
Next contact the Payroll Office, especially if the department supervisor or another supervisor is 
not available. 

 
B. Injury Requiring Emergency Medical Care 

 
If the injury is of emergency nature, the injured party is to receive immediate treatment. Any injury 
requiring more than minimal first-aid is to be treated at the closest medical facility.  

 
C. Medical Facility Interface 

 
Have the clinic or physician contact the Payroll Office regarding any questions on verification of 
coverage and/or request for services.  

 
D. Workers' Compensation Report ing Law 

 
Prompt reporting, within twenty-four (24) hours or on next working day, is required in order to 
comply with the workers' compensation laws of the State of California. This requirement is made 
due to the fact that there are serious penalties for not reporting on time and is mentioned here for 
the staff member's protection. 
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BENEFIT EXEMPTIONS 
 
5.9   Federal Unemployment (FUTA) 
 

The church is exempt from participating in the Federal Unemployment Program. 
 
 
5.10 State Disability Insurance (SDI) 
 

The church is exempt from participating in the State Disability Insurance Program. 
 
 
5.11 State Unemployment Insurance (SUI) 
 

The church is exempt from participating in the State Unemployment Program. 
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Section 6: Staff Ñ  The Leadership Role 
 
6.1  Introduction 
 

Jesus says to leaders: "Everyone to whom much is given, 
from him much will be required."  (Luke 12:48, NKJV) 

 
Section 6 is a collection of descriptions delineating how staff members are viewed as leaders in the 
life of our congregation. With this staff leadership role comes the requirements for personal growth 
and accountability while in the workplace, or in the individual's place of service, and integrity in 
relationships with others on our staff. 
 
Along with the challenges to be met by our servant-leaders, there are also benefits that are extended 
to staff by the decision of the Lead Pastor and the Administrative Team. These are given to bless 
those who serve the congregation so faithfully. 
 
Finally, this section addresses staff members and other individuals who desire to see their role of 
servant-leadership recognized at a denominational level through the licensing process. 

 
 
LEADERSHIP QUALITIES 
 
6.2  Courtesy in Our Offices 
 

Our primary responsibility is to be available for service, and we have frequent opportunities to assist 
those who generally attend the church or those who may be visiting. For this reason, staff is to be 
sensitive to the needs of these people by maintaining neat and orderly desks and work areas, by 
being friendly and informative, and by being available to help in any way necessary. 

 
 
6.3 Dress and Appearance 
 

Our staff portrays an image to those they are privileged to serve, not only our congregation, but also 
those outside the church. Even as our work areas should be neat, clean and orderly, so our dress 
and appearance are to be the same. Staff are to dress in good taste, establish good, clean grooming 
habits and maintain an appearance that does not give offense but instead is a worthy testimony of 
the redemption the Lord has done in our lives. 
 
 

6.4 Personal Values 
 

Use of either tobacco or alcohol/abusive substances by staff members while fulfilling their staff 
responsibilities or in their daily walk is a betrayal of those values our church teaches and the image 
the staff seek to portray to our congregation. Therefore, positively no smoking, drinking or use of 
abusive chemical substances is tolerated by any staff member while they are on church properties or 
in church-owned vehicles. 

 
The Scripture exhorts us, "Let no corrupt communication proceed out of your mouth, but what is good 
for necessary edification, that it may impart grace to the hearers," (Ephesians 4:29) and Jesus' words 
are, "But I say to you, do not swear at all: neither by heaven, for it is God's throne; nor shall you 
swear by your head, because you cannot make one hair white or black" (Matthew 5:34, 37). 
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In this present era, all manner and types of expressions are being used by believers. More than ever, 
it is wise to consider the power of our spoken words as well as the source from which they originate. 
Therefore, in all our communication, let our speech glorify the Lord Jesus, allowing none of our 
comments to come from the corruption of the world. 

 
 
RELATIONSHIPS 
 
6.5 Harassment 
 

A. Commitment of Our Leadership 
 

Koinonia Christian Fellowship is committed to providing a work environment that is free of 
discrimination. In keeping with this commitment, unlawful harassment, including sexual 
harassment, by a staff member is strictly prohibited. Harassment is considered an act of 
misconduct and will subject an individual to disciplinary action. Naturally, such a policy seems 
very obvious in our ministry-related environment but is stated here so that our policy is 
unquestionable. 

 
B. Definition 

 
For the purposes of this policy, harassment is defined as unwelcome or unsolicited verbal, 
physical, or visual conduct that interferes with an individual's job performance or that creates an 
intimidating, hostile or offensive work environment. 

 
C. Report ing an Incident 

 
A staff member who believes he/she has been harassed by a co-worker or supervisor is to report 
promptly the facts of the incident(s) and the names of the individual(s) involved to his/her 
immediate supervisor or to the departmental supervisor. A supervisor is to report immediately any 
incident(s) of unlawful harassment to the Administrative Team. 

 
 

The Administrative Team will thoroughly investigate all such claims and recommend appropriate 
disciplinary action, using three (3) questionnaire forms with which to interview: 
 

• The initiator of the report 
• The responding staff member, and 
• Any witnesses 
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Harassment Incident Questionnaire I — Page 1 
 
 

Interview with Reporting Staff Member 
 
 
Date _________________ Interviewer's Name ________________________________ 
 
 
Name of Report Initiator _____________________________________________________ 
 
 
1)  Describe the incident(s). 
 
 
 
 
 
2) Identify the individual responsible for the behavior. 
 
 
 
 
 
3) Identify the time and location of the incident(s). 
 
 
 
 
 
4) How did you respond? 
 
 
 
 
 
5) Are there any witnesses who can support or confirm the incident: Who? 
 
 
 
 
 
6) Have you observed this behavior being directed at others? If so, please identify 

 persons, behavior, time and location.
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Harassment Incident Questionnaire I — Page 2 
 
 

 
 
7) What actions have you taken to stop the behavior? 
 
 
 
 
 
8) To your knowledge, have any employment benefits been provided or denied you or others  

relating to this behavior? If so, please specify. 
 
 
 
 
 
9) Are there any records or other forms of evidence, which may support the existence of this 

behavior? 
 
 
 
 
 
10) What would you recommend as a solution? 
 
 
 
 
 
11) What would you prefer we not do at this time: 
 
 
 
 
Comments by Interviewer:
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Harassment Incident Questionnaire II — Page 1 
 

 
Interview with Responding Staff Member 

 
 
Date _________________ Interviewer's Name ________________________________ 
 
 
Name of Respondent________________________________________________________ 
 

 
1) Describe the incident(s). 
 

 
 
 
2) Identify the time and location of the incident(s).   
 
 

 
 
3) How did you respond? 
 

 
 

 
4) Are there any witnesses who can support or confirm the incident(s)? Who? 
 

 
 
 
5) Has the complainant spoken with you? What was said? 
 
 

 
 
6) What would you recommend as a solution? 
 
 
 
Comments by Interviewer
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Harassment Incident Questionnaire III — Page 1 
 
 

Interview with Additional Witnesses 
 
 
Date _________________ Interviewer's Name ________________________________ 
 
 
Name of Witness __________________________________________________________ 
 

 
1) Describe the incident(s). 
 

 
 
 
2) Identify the time and location of the incident(s). 
 
 
 
 
3) How did you respond? 
 
 
 
 
4) Are there any witnesses who can support or confirm the incident(s)? Who? 
 
 
 
 
5) Has the complainant spoken with you? What was said? 
 
 
 
 
6) What would you recommend as a solution? 
 
 
 
Comments by Interviewer: 
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D. Severe Disciplinary Action 
 

Our Pastor and executive church leadership do not tolerate any type of harassment to its staff 
members. Severe disciplinary action, not to exclude termination, follows: 

 
3. Factual Allegation(s) 

 
Any investigated and substantiated factual harassment claim. 

 
4. False Allegation(s) 

 
Harassment complaints that are not found to be factual after investigation. 

 
5. Retaliatory Behavior 

 
Any negative behavioral response to a staff member after that individual has made a 
report of harassment. 

 
6. Supervisory Neglect 

 
Any mishandling, by supervisors or departmental leaders, of any harassment report(s) 
submitted to them. 

 
 
6.6 Discrimination 
 

Koinonia Christian Fellowship is in agreement with the civil rights of this country.  We do as an 
employer retain the right to give preference in the hiring of persons who are Christian. 
 
Beyond this religion exception it is our employment practice to tolerate no discrimination in hiring, 
compensating, promoting or terminating, employees because of an individual’s race, color, sex, 
national origin or ancestry, disability or age.  This policy is based on laws established under the Civil 
Rights Act of 1964.    
 

 
6.7 Relational Concerns / Grievances 
 

A. Goal and Supporting Policy 
 

It is the sincere desire and goal of our executive leadership that the atmosphere, working 
conditions, and all staff relationships are to be positive, fulfilling, and above reproach. Still, there 
are times when conditions need improvement and relationships are tested. When this happens, 
the conditions or relationships in question are to be corrected as soon as possible, according to 
biblical principles (Matthew 18:15-17). 
 
As believers in Christ, the affected persons should be able to discuss the situation, pray together 
and, when necessary, seek counsel from a pastoral staff member. This is to be accomplished 
without murmuring or complaining (Philippians 2:14) or gossiping (2 Timothy 3:3). 

 
B. Incident Report 

 
First of all, it is our firm conviction that such relational confrontations can be resolved under the 
direction of the Holy Spirit, thereby more tightly bonding our relationship as a staff family. 
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Whether the relational difficulty is with a fellow staff member or a supervisor, the best place to 
start is always with the immediate supervisor. 
 

C. Planning Toward a Resolution (In Order of Priority) 
 

In discussion with a supervisor, the following suggestions may be helpful. 
 
 1.   Set Aside Ample Time for Discussion 
 

• Select a private place for discussion. 
 

• Try to control your emotions. 
 

• Be objective. 
 

 2.   Be Wise in Your Approach 
  

Do not put the supervisor on the defensive, or in the case of difficulty with a fellow staff 
member, do not cast that individual in a negative light. 

 
• Approach the situation in a spirit and manner conducive to resolution. 

 
• Be diplomatic and candid. 

 
2. Explain Your Concern Logically 

 
• Begin at the beginning-what precipitated the process. 

 
• Explain the events in chronological order. 

 
• State clearly why this matter is being discussed. 

 
• Let the supervisor know what answer or action you are seeking. 

 
3. Don't Expect Supervisors to Know All the Answers 

 
• Allow time for research and a report back concerning the difficulty. 

 
• Follow up. 

 
• Remember, supervisors become more knowledgeable through experience. 

 
If you feel you have not received full satisfaction from the supervisor and that the 
situation has not been resolved, obviously this can be pursued through the Executive 
Pastor in conjunction with intervention by at least one or more members of the 
Administrative Team. 

 
D.   Remedial Action-Arbitrat ion/Conciliat ion 

 
Koinonia Christian Fellowship believes, as reflected in previous paragraphs, that the 
Bible commands all Christians to make every effort to live at peace and to resolve 
disputes with each other in private or within the Christian church; i.e. Matthew 18:15-20; 1 
Corinthians 6:1-8. 
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Therefore, any unresolved controversy, claim or dispute arising from, out of or related to our 
church policies and/or corporation Bylaws shall be resolved by biblically-based mediation and, if 
necessary, legally binding arbitration. 

 
SERVICES TO STAFF 
 
6.8  Mileage Reimbursement 
 

All staff members can be reimbursed for mileage at the standard IRS allowance, when using their 
own vehicles for church business. When requesting mileage reimbursement, a sheet is to be 
completed and forwarded to the Finance Office.  

 
 
6.9  Staff Fellowship Activities 
 

Periodically there will be staff retreats and fellowship times. 
 
Annually, there is a Christmas event provided for the benefit of the entire staff and spouses. Any 
additional events are scheduled as considered practical in the overall annual schedule and in keeping 
with current budgetary constraints. 

 
 
6.10  Tuition Assistance 
 

At Koinonia Christian Fellowship we place a high value on education.  If a staff member working 
thirty-two (32) hours or more per week does not have a terminal degree (B.A.,M.A., etc.), our desire is 
to provide an atmosphere where he or she is encouraged to complete one.  To this end, we provide a 
number of avenues of study: 
 
Christ ian Life School of Theology  – Our in-house Bible school offers terminal degrees in theology.  
The church will pay one half of the tuition cost for individual classes up to six classes per year. 

 
Other Institutions  – If you choose to seek a terminal degree at an outside institution, the church will 
subsidize your education at no more than $500.00 per year, upon approval of your application. 
 
If an employee does have a terminal degree, we strongly encourage a continuing education plan that 
includes at least 3 units per year through the avenues mentioned above or others. 
 
 

6.11 Ministerial Credentials 
 

Licensing is an organizational procedure.  Those individuals who have been approved through the 
licensing process receive a credential, or certificate of verification. 
 
"The Minister understands the biblical idea of God's calling. It is not simply an invitation to serve 
Him. It is more like a summons. The purpose of the call is that the one summoned might participate 
in and enjoy the blessed benefits of God's redemptive purposes and participate in the Great 
Commission to reach the world for Christ (Mk. 1:16-20: 2:14; Matt. 28:19, 20). 

 
A. Church Staff Member Cert ificate 

 
This certificate identifies someone as a staff member, but not a minister as identified by our 
Bylaws or the IRS. This is most commonly used by someone who does hospital visitation or 
prison ministry. The Church Staff Member Certificate may not be upgraded to another level. 
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B. Church Staff Ministerial License 

 
This level is for those who receive a full or partial salary or housing allowance. This is for a 
minister who is not a vocational pastor presently, nor seeking a vocational ministry in the future. It 
is valid only in local ministry where issued and is non-transferable.  

 
C. Criteria for Licensing 

 
The following text emphasizes that the requirements important to the Committee are not merely 
educational. This brief overview of licensing criteria was written by Dr. Sam Middlebrook, a 
long-time ministerial associate of Pastor Jack Hayford, who also served as Dean and Executive 
Director of The King's Institute. 
 
The following factors are of major importance: 

 
 1.   Character 

 
Character is a primary requisite for those seeking to serve in leadership. The lists of 
qualities expected of a deacon or elder found in 1 Timothy and Titus emphasize above all 
else one's maturity, spirituality, and relationships in all aspects of life. Preparation for 
public ministry must always be preceded by proven servant leadership in the private 
areas of home, neighborhood, and workplace (1 Timothy 3:2-13; Titus 1:5-9). 

 
2.    Gifts 

 
Gifts corresponding to one's aspirations are sought in the individual desiring to serve 
Christ in public ministry. These gifts are freely and sovereignly given by the Holy Spirit to 
equip leaders, but the gifts must also be proven in areas of service to God and man. Put 
simply, one's gifts are what he or she can do. Others will recognize them and benefit from 
them; eldership will confirm them; and the gifted individual will be fulfilled by the use of 
them (Proverbs 18:16; Ephesians 4:11-12; I Corinthians 12:4-5, 11). 
 

3.   Training 
 

Appropriate training in Bible, doctrine, and ministry is a third area that is considered 
regarding the individual seeking a ministerial license. A clear understanding of the basic 
truths of scriptures, personal obedience to those truths, and an ability to lead others to 
maturity in the light of biblical principles should be the result of such an education 
(Psalms 119:105; 2 Timothy 2: 2,15,1 Corinthians 11:1). 

 
D. Required File Information 

 
The following information is to be prepared and submitted to the Licensing Committee for review: 

 
1. Verification of membership at Koinonia Christian Fellowship; 

 
2. A brief overview of training and preparation for ministry; 

 
3. A description of current and previous ministry involvement; 

 
4. To whom is the individual's ministry accountable? What amount of time is currently 

spent in the ministry (on a weekly basis)?  
 



 

EMPLOYEE POLICY HANDBOOK: p.43 
 

5. A statement or letter of invitation from the executive director overseeing the 
individual's present ministry involvement defining and qualifying their specific ministry 
portfolio. 

 
6. Names of those in the congregation who could recommend their character and gifts: 

 
7. A brief description about the individual's Baptism in the Holy Spirit and their call to 

ministry; 
 

8. An answer as to why a license is considered beneficial and why the individual feels 
that Koinonia Christian Fellowship should be the point of formal acknowledgment for 
their ministry. 
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Section 7: General Office Procedures 
 
 
7.1 Work for Hire 
 

Unless there is a written contract to the contrary, any work produced during your working hours at 
Koinonia is considered "work for hire" and the rights to such work belong to the church.  If you should 
leave the church and wish to retain samples of your own work, specific permission must be obtained 
from management. 

 
 
7.2 Employee Privacy 
 

Under the law, an employer has the right to monitor communications and activities in the workplace 
and to inspect anything stored on church property, so long as employees are given advance notice.  
We hereby reserve the right to conduct whatever monitoring or inspections we deem necessary for 
adequate supervision of the conduct of business.  Please remember that monitoring or requesting a 
search is not an accusation of wrongdoing.  However, your cooperation if requested is a condition of 
continued employment. 
 
It should be understood that church work time, church equipment, and church property are for the 
purpose of conducting church business.  Any files (electronic or otherwise) on church property are 
expected to relate to church business, not to personal matters.  Any matters or items that you wish to 
remain private should be conducted outside of business hours and stored outside of church property. 

 
 
7.3 Electronic Communications 
 

A. Responsible Use of Equipment, e-mail, and Internet 
Any computer hardware, software, e-mail, voice mail, Internet, or other electronic equipment or 
service made available to employees is expected to be used solely for the conduct of church 
business during work hours.  Any use of such equipment for personal purposes of any kind must 
be approved in advance by your supervisor, done on your own time, and conducted in a 
responsible manner.  It must not result in any additional expense to the church, any possible 
embarrassment or harm to the church, or any loss in productivity with regard to your work.   
 
Specifically, if the church subscribes to any electronic services on an unlimited usage basis, we 
do not object if you use these services for personal business before or after work hours or during 
your lunch break so long as you have the approval of your supervisor and do so in a responsible 
manner.  However, if the church is charged in any way for time used, you may not use these 
services for anything other than church business.  Under no circumstances should you use these 
facilities for any personal purpose during the hours you are expected to be working.  You may not 
use the company e-mail or Internet address for personal messages, which might mistakenly be 
interpreted as statements from the church. 
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B. Prohibited Content 
 

Use of all electronic systems will be held to the same standard as other business 
communications, including compliance with our anti discrimination and anti harassment policies.  
Remember that what one person finds humorous might be offensive to others.  Also, do not send 
any materials of a sensitive or confidential nature, which might be intercepted by third parties.  Do 
not put anything in an electronic message that you would not want published or made part of a 
permanent record.  You should notify management of any inappropriate materials that you 
receive or observe. 

 
C. No Expectation of Privacy 
 

You should understand that management may intercept, monitor, copy, review, or download any 
communications or files that are sent, received, or stored on our systems.   
 
Compliance with these policies is a condition of your employment.  Failure to comply is grounds 
for discipline, up to and including possible termination.  Check with your supervisor for details of 
your specific situation. 

 
 
7.4 Telephone Usage 
 

Undoubtedly you realize that it is essential for any church to keep its phone lines open for the 
purpose of conducting ministry and business.  In addition to the fact that telephone visiting takes 
employees away from work, we can lose important calls that can't get through to us because the 
phones are tied up.  
 
You may make personal local calls when necessary, but please keep these calls brief and to a 
minimum.  Please remind friends and family members to limit their calls to you.  Personal long 
distance calls on church phones are not permitted. 

 
 
7.5 Polit ical Activity 
 

We encourage your active participation in the political process.  However, it is essential that political 
activity must not interfere with the conduct of our business. 
 
Political differences of opinion can cause conflict and hard feelings with co-workers or members.  In 
order to avoid such potential problems, no displays of a political nature will be allowed on church 
premises.  Likewise, we expect you to refrain from political discussions with co-workers or visitors in 
the workplace. 
 
At no time should you present your own political views, whatever they may be, as representative of 
this church. 
 
As a church we maintain the right to address moral and spiritual issues pertaining to the political 
process. 

 
7.6 Solicitat ion for Outside Causes 
 

While we respect employee participation in causes that you believe in, we cannot allow these outside 
activities to take you away from your work, to interrupt another employee's work, or to make other 
employees feel pressured to support or participate. 
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For this reason, we cannot allow any soliciting for contributions; sales on behalf of any organization, 
or distribution of any literature during work hours or on church property.  A cause that you 
passionately believe in may make a co-worker actively uncomfortable, and we want to avoid this type 
of awkward situation.  Any exceptions to this policy must have specific management approval in 
advance. 
 
If you do choose to solicit your fellow employees outside of work hours, this is up to you.  But we do 
ask that you use restraint and good judgment and not allow your outside activities to cause any strain 
between you and your co-workers. 
 
If you observe a situation that you believe may cause problems, you are urged to discuss it with your 
supervisor or anyone in management so that it can be resolved. 

 
 
7.7 Email Accounts 
 

Everyone on staff should have email and check it regularly.  If you are not already set up with email – 
or if someone comes on staff either full or part time – please setup an email account with the director 
of communications immediately. 
 
Email addresses take the following format: firstname@kcfchurch.org  (e.g., john@kcfchurch.org) 
 
A. Email Setup 
 

POP Server:   mail.kcfchurch.org 
SMTP Server:  mail.kcfchurch.org 

Note:  Authentication with user id and password will need to be setup for the SMTP 
server. 

User ID: firstname@kcfchurch.org 
Password:  Whatever password you set up with the director of communications for your account. 

 

B. How to Check Your Email Online 
 

If you are on the road or do not have an email program checking your email for you, then you can 
access your email using the following instructions.  Note:  if your primary email address is not 
kcfchurch.org and your email is forwarded to an account like yahoo or hotmail, these instructions 
will not apply to you.   
 
Website:  http://mail.kcfchurch.org 

 
"  In the User ID space put your full email address (e.g., john@kcfchurch.org) 
"  In the Password space put your (you guessed it) password.  
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Section 8: Safety Guidelines 
 
 
8.1 Safety 
 

Your safety in the workplace is of utmost importance to us.  We have made a considerable 
investment in providing safe working conditions, providing proper tools and equipment, and providing 
proper training to ensure that you and your co-workers can perform your jobs in a safe and efficient 
manner. 
 
You must do your part to ensure your own safety and that of your co-workers.  If appropriate, specific 
training materials and safety procedures relevant to your position have been provided by your 
supervisor.   
It is understood that reading, understanding, and complying with these instructions are a requirement 
for your continued employment with this church.  Violation of safety regulations or procedures is 
grounds for discipline, up to and including possible termination. 
 
If you observe any violations of safety procedures or regulations, or any unsafe conditions, it is your 
obligation to report it to supervision immediately so that the problem can be corrected at once.  (The 
word "immediately" is to be taken literally -- i.e., the moment that the situation is observed.) 
 
Anyone who observes or is involved in any accident or injury involving anyone on church property or 
on church business must report the incident to supervision immediately (i.e., as soon as it occurs) so 
that appropriate action can be taken.  Failure to do so may result in disciplinary action and may also 
jeopardize an employee's right to medical benefits or any other compensation stemming from the 
incident. 

 
 
8.2  Posted Notices and Information 
 

Your supervisor will show you the location of the church bulletin board or central posting area.  We 
are required by law to post certain notices, such as our compliance with the fair employment laws, 
and information of your rights as an employee.  In addition, there may be notices posted by 
management for your benefit.  Employees are not to place materials in the posting area without prior 
permission from management. 
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Koinonia Christian Fellowship 

 
Employee Policy Handbook 

Acknowledgment Form 
 

 

This employee handbook has been prepared for your information and understanding of the policies, 
philosophies and practices and benefits of Koinonia Christian Fellowship. Please read it carefully. Upon 
completion of your review of this handbook, sign the statement below, and return it to your supervisor by 
the due date. A copy of this acknowledgment appears at the back of the handbook for your records. 

I, ____________________, have received and read a copy of the Koinonia Christian Fellowship 
Employee Handbook which outlines the goals. policies, benefits and expectations of Koinonia Christian 
Fellowship, as well as my responsibilities as an employee. 

I have familiarized myself with the contents of this handbook. By my signature below, I acknowledge, 
understand, accept and agree to comply with the information contained in the Employee Handbook 
provided to me by Koinonia Christian Fellowship. I understand this handbook is not intended to cover 
every situation which may arise during my employment, but is simply a general guide to the goals, 
policies, practices. benefits and expectations of Koinonia Christian Fellowship. 

I understand that the Koinonia Christian Fellowship Employee Handbook is not a contract of employment 
and should not be deemed as such. 

 

 

 

 

 

______________________________________  

(Employee signature) 

 

 

Please return by:  
 
______________________  
(put date here) 


