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Philippians 1: 3-8
I thank my God every time I mention you in my
prayers. I’m thankful for all of you every time I pray, and
it’s always a prayer full of joy. I’m glad because of the way
you have been my partners in the ministry of the gospel
from the time you first believed it until now. I’m sure
about this: the one who started a good work in you will
stay with you to complete the job by the day of Christ
Jesus. I have good reason to think this way about all of you
because I keep you in my heart. You are all my partners in
God’s grace, both during my time in prison and in the
defense and support of the gospel. God is my witness that
I feel affection for all of you with the compassion of Christ
Jesus.

Philippians 1: 9-11
This is my prayer: that your love might become even
more and more rich with knowledge and all kinds of
insight. I pray this so that you will be able to decide what
really matters and so you will be sincere and blameless
on the day of Christ. I pray that you will then be filled with
the fruit of righteousness, which comes from Jesus Christ,
in order to give glory and praise to God.

Takeaways from
Paul’s Experience
• Pastor and people are always partners in the
mission.
• God remains at work, over time and across
appointments.
• Grace is a part of partnerships.
• Love and insight grow as relationships grow.
• We get to decide what really matters, and what
doesn’t matter so much!
• Our hope is to be found sincere and blameless.
• Desire fruitfulness; desire to honor God.

I said “Yes” to
Being On SPRC.
Now what?

Build a strong relationship among the
pastor(s), staff, and congregation so that they
are partners in effective disciple-making.
•

I said “Yes” to
Being On SPRC.
Now what?

Use wisdom, discernment, and mercy.
Remember our faith is built on GRACE.
•

I said “Yes” to
Being On SPRC.
Now what?

Work with pastor and staff to fulfill legal and
ethical responsibilities related to staff.
•

I said “Yes” to
Being On SPRC.
Now what?

Use your spiritual maturity to live out your
baptismal vows. Create a non-anxious
environment for positive conversations and
deeper discipleship in your church.

Paragraph 258.2 is our go-to paragraph. Verbs such as
encourage, strengthen, nurture, support and
respect define the mutual work.

Membership of the SPRC
• Nominated to Charge Conference and Elected by the Charge Conference
• At minimum 5, no more than 9 members + Lay Member to Annual Conference + Lay Leader
• Structured in three 3-year classes
• No church employees or immediate family members

Characteristics of SPRC Members
Christian leaders who…
regularly attend worship
participate in missions
participate in Bible Study
give generously

SPRC Meetings
• Must meet at least quarterly, but additional meetings can be called by
the Bishop, the District Superintendent, the pastor, the chair, or someone
accountable to the committee.
• Cannot meet without the knowledge of the pastor or the Superintendent.
• Meets in closed session and observes confidentiality.

“People serving on the committee must be engaged in and be attentive to their Christian spiritual
development so as to give proper leadership in the responsibilities with which the committee is entrusted.”
(Paragraph 258.2, 2016 Book of Discipline)

Administrative Tasks
The S/PPRC has three primary responsibilities related to
administration:
1. Maintain communication among pastor/staff,
congregation, and DS.
2. Maintain a connection with the District Superintendent
(DS).
3. Conduct pastoral and staff evaluations and offer
encouragement regularly.

Conducting Meetings
*Preparation/Devotional/Prayer
*Yearly review of Paragraph 258.2
*Elect a Vice-Chair and Secretary; set ground rules
*Take good minutes, archive documentation
*Start and end meetings on time
*Include some time of learning and education
*Hear reports from pastor/staff
*Review decisions and recommendations
*Conclude with action items going forward

January - March
• Hold orientation/welcome meeting
• Review Goals, Anniversary Dates
• Review Relationships – pastors, congregation, staff, affiliated clergy,
retired pastors, candidates, etc.
• Identify future ministry candidates
• Establish or review plan for dealing with rumors and conflict

April - June
• Monitor strategies to meet expectations, adjust as appropriate
• Review parsonage, housing issues
• Conduct legal reviews if needed
• Review plans and policies for pastoral changes

July - September
• Plan for annual assessments based on expectations set in first quarter
• Review written job descriptions and staffing needs
• Are your employees designated properly? (Exempt, non-exempt, salaried,
contract)
• Review salary and benefit packages
• Review Safe Sanctuaries and Personnel Policies
• Establish or review CE or Leadership Development plans
• Monitor strategies to meet expectations, adjust as appropriate

October - December
• Update the church profile on the Conference Website
• Make reports to Charge Conference
• Complete unfinished business
• Complete Move Advisory Form
• Plan consultation with District Office if requesting a move

Forms and Policies
• Annual Church Profile (December)
• Charge Conference Report (Fall)
• Clergy Compensation Report (Fall)
• Clergy Assessment Forms (May)
• Safe Sanctuary Policy (ongoing refinements!)
• Employee Handbook (Do you have one?)
• Move Advisory Form (December)

Move Advisory and Consultation
• Update the Church Profile
• Meet with the pastor to discuss the Move Advisory Letter
• The pastor and SPRC members share their decision about the move
advisory and ALL sign it.
• Consultation with the District Superintendent is an opportunity to share
concerns, listen to one another, clarify the church’s profile and needs in
pastoral leadership. It is advisory. The final decision about pastoral
appointments is made by the Bishop after conferring with the Cabinet
members who share their consultation information with him and with
their Cabinet colleagues.

Consultation is Always Happening!
✓
✓
✓
✓
✓
✓

Conversations When the Superintendent Visits
Annual Reporting, Statistical Reports
Clergy Meetings
Missional Network Celebrations
Plans for Continuing Education
District and Conference Events

Approaching Conflict and Concerns
1.Complaints are best put into writing for consideration by P/SPRC or the Superintendent, and they must state
facts – without vague references to “people are saying.”
2. Complaints must be signed; anonymous letters will not be honored.
3. Always ask, “Have you talked to the pastor yourself yet?”
4. My practice is to copy the pastor on any response to a complaint, making sure he/she is aware of the
conversation and avoiding triangulation.
4. Biblical conversations are a must. Use Matthew 18:15-20 as a guide. (Go alone; go with 1-2 others; then go
as a church)
5. Some congregants complain about the pastor as a way of slowing down the mission. Some pastors complain
about their churches as a way of avoiding difficult tasks. A complaining culture is an obstruction to the mission.
Consider the motivation behind the complaint.
6. Receive concerns …but remember that you do not have to act on every concern. Use your collective
discernment.

Stay Focused on the Mission:
Follow Jesus, Make Disciples, Transform the
World

Continually ask:
“How are we doing in helping
our people become more like
Christ?”
“How are we helping our
people grow deeper in their
relationship with God, each
other, and the community?
“How are we present and
transformative in our
community?

“How is our pastor/staff
guiding us in this work?”

the Community of Faith
Williamson’s Chapel UMC

Lay
Volunteers

Dawn Tatum

Lay
Volunteers

Chrissy Tucker

Director of
Worship Arts
& Media
Dr. Randy Price

Associate Pastor
Worship, Witness, Young Adults
Rev. Joe Precht

Lay
Volunteers

Kristin Haigler

Associate Pastor
Congregational Care
Rev. Mark Pitts

Lay
Volunteers

Lay
Volunteers

Lay
Volunteers

Amiee Vetter

Libra Pitts

Teresa Ingram

Holly Ryan

Andrew Kirk

Susan Taylor

Interim Director
Serve Ministries
Whitney Cassell

Associate Pastor
GROW Ministries
Rev. Monica Humpal

Sheri Campbell

Cheryl Brunetti

Rex Baucom
Randy Whitley
Candace Bentley

Financial
Administrator
Linda Thyne

Facilities
Administrator
Tony Waugh

Executive Assistant
Susan Taylor

Senior Pastor
Rev. Jan Brittain

Changing lives and Changing the World
Through Jesus Christ.

Ministry Support Chart

SAMPLE
ANNUAL PERFORMANCE EVALUATION FOR _____________________________
Date: ________________________

The purpose of this evaluation is to examine the performance of an employee in
various areas that relate to the overall ministry of the church. Evaluation exists to
assist the employee in identifying strengths as well as opportunities for growth and
improvement. It is also designed to assist in planning for continuing education.
This document is to be completed by the employee, the senior pastor, an SPRC
member, and two participants in the employee’s ministry area, one selected by the
senior pastor and one selected by the employee. There will be a total of five (5)
evaluations completed for each employee annually, allowing for a holistic view of
ministry.
The evaluations shall be completed in the month preceding the employee’s
anniversary month. (e.g an employee hired in April will begin the evaluation
process in March). The Senior Pastor shall collect and compile the evaluations, and
a review will be scheduled during the anniversary month. At that meeting, the
senior pastor and an additional member of SPRC shall be present, a member who
has not participated in the written evaluation process. A summary document shall
be prepared by the Senior Pastor and shared with the employee and with the SPRC
committee at its next meeting. It will be signed during the meeting. A copy will be
kept in the employee’s permanent personnel file.
For each question, the evaluator will circle a number 1 through 5 that describes the
employee’s performance, using the scale below:
1 Performance does not meet minimum requirements.
2 Performance sometimes meets requirements and expectations but is not
consistent. Improvement may be needed.
3 Performance meets requirements and expectations.
4 Performance meets and, at times, exceeds expectations and requirements.

1

5 Performance consistently exceeds expectations and offers unique and
exceptional accomplishments.

1. Understanding of the Ministry and Clarity about its goals:
The employee has a deep understanding of the purpose of his/her ministry and has clarity
about its goals – and can articulate WHY his/her ministry exists in our local church.

1

2

3

4

5

Comments:

2. Dependability/Reliability/Professionalism:
The employee executes the required responsibilities well with a minimum amount of
supervision, requires little follow-up, completes in a timely fashion. The employee is
professionally attired, professionally behaved, and represents the organization and its
mission well.

1

2

3

4

5

Comments:

3. Quality of Work:
The employee brings quality to the table by attention to detail, involvement,
communication, and purpose. Measure the value of work performed – its potential eternal
value in human lives and its value to the overall mission of the church. He/she seeks to
make each event better and better.

1

2

3

4

5

Comments:

2

4. Ministry Environment/People Orientation:
The employee has the ability to coordinate an inclusive atmosphere in which everyone
feels welcome and a part of the experience. He/she is intentional about introducing people
to each other, making connections, adding new volunteer servants. The staff member is
aware of the people orientation of ministry and helps to build and deepen relationships.

1

2

3

4

5

Comments:

5. Creativity:
The employee has innovative ideas and is imaginative about the mission. (Thinks outside
the box.) He/she is willing to try new things.

1

2

3

4

5

Comments:

6. Team Player:
The staff member demonstrates a team mentality, care and concern for others, cooperative
with co-workers, supervisors and guests, and communicates well. The employee uses
language that is “useful for building up.” (Ephesians 4:29)

1

2

3

4

5

Comments:

3

7. Equipping:
He/she identifies giftedness in the laity, celebrates and serves with volunteer servants in a
way that encourages and equips them to be effective in ministry. The employee does not
rob the laity of its ministries, but thinks first of how a member may first contribute
meaningfully to the Body.

1

2

3

4

5

Comments:

8. Communication:
He/she is able to effectively communicate the purpose and plan of a project and the
ministry one-on-one and in a group. This includes the timely submission of written
materials, pictures, posts, etc.

1

2

3

4

5

Comments:

9. Disposition:
The staff person has a thankful, positive state of mind that will highly influence the
outcome of any given task, indicative of a strong personal spiritual life.

1

2

3

4

5

Comments:

4

10. Leadership:
The staff member has the ability to influence others in a way to complete a given
assignment.

1

2

3

4

5

Comments:

11. Loyalty:
He/she shows evidence of character that supports Ardmore UMC, its leadership, and the
effort towards changed lives.

1

2

3

4

5

Comments:

12. Respect:
The staff member displays an approach of valuing, trusting, and listening to peers and
supervisors.

1

2

3

4

5

Comments:

Overall performance rating from all items above: ______
(You may use your totals to average the number, dividing by 12.)

5

Please list any specific ideas that you may have for continuing education.

Please share any additional comments here.

Signature of Evaluator:__________________________________________
Printed Name of Evaluator:_____________________________________
Signature of Employee:______________________________________________
Date:____________________
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Introduction
Welcome to employment with First United Methodist Church of Salisbury. The Church’s employees are a
team ministry serving Christ, His Church and the community. The value of each individual team member is
recognized, nurtured, and guided so that the effectiveness of the total team can be achieved. Responsibility
for employees lies with the Staff-Parish Relations Committee (hereafter referred to as the SPRC in this
document) which takes its authority from The Book of Discipline of the United Methodist Church. One of
the goals of the SPRC is to provide employees with a challenging, rewarding, and meaningful job
opportunity and with fair treatment and compensation including comprehensive employee benefits.
This Handbook is not a contract or promise of continued employment. Employment is at the will and
pleasure of the Church and can be terminated at any time with or without advance notice and for any reason
in the Church’s sole discretion. This Handbook is designed to serve as a source of information about
the personnel policies, rules, and regulations of the Church and its employee benefits. First United
Methodist Church of Salisbury reserves the right to change its personnel practices and to modify
this Handbook at any time. Policies and procedures related to clergy under the appointment of the
Bishop will be in accordance with The Book of Discipline. The Resident Bishop of the Charlotte
Area makes the appointment of clergy to First United Methodist Church of Salisbury.
All employees are expected to read, understand and become familiar with all the provisions of this
Handbook. If you have any questions about it, please refer them to the Senior Pastor or the SPRC.
All employees are required to complete an Employee Statement of Acknowledgement of receiving
and reading the Handbook and return it to their supervisor not later than the third day of employment.

Equal Employment Opportunity
The Church provides equal employment opportunities to all employees and applicants for employment
without regard to race, color, sex, national origin, age, disability or status as a veteran. This policy applies
to all terms and conditions of employment, including but not limited to hiring, placement, promotion,
termination, layoff, recall, transfer, leaves of absence, benefits compensation and training. However, as a
United Methodist Church, we reserve the right to discriminate on the basis of religion.

Individuals with Disabilities
The Church complies with the Americans with Disabilities Act of 1990 and all applicable state and local
laws providing for nondiscrimination in employment against qualified individuals with disabilities. The
Church also provides reasonable accommodation for such individuals in accordance with these laws.
Qualified individuals with disabilities may make requests for reasonable work accommodations to the
Senior Pastor. All such requests should be made in writing. Qualified individuals may be asked to
provide appropriate documentation of the disability.
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Employment of Relatives and Church Members
The Church permits the employment of qualified relatives of employees a n d c h u r c h m e m b e r s as
long as such employment does not, i n the opinion of the SPRC, create actual or perceived conflicts of
interest. All such evaluations and decisions shall be made in advance of hiring by the SPRC.

Establishment and Review of Positions
The SPRC, in consultation with the Senior Pastor, is responsible for determining personnel needs and
salaries and recommending them to the appropriate committees of FUMC. Written job descriptions and
an organizational diagram are formulated by the SPRC, and these documents are reviewed and updated at
the time of employment or at any time deemed necessary by the SPRC. Job descriptions will be reviewed
annually with the employee as part of the employee’s annual appraisal, and updated as necessary.

Classifications of Employees
For purposes of salary administration and eligibility for overtime payments and employee benefits, the
Church classifies its employees and other workers as follows:
Full-time regular employees. Employees hired to work the Church’s normal, full-time, 37.5 hour
workweek on a regular basis. Such employees may be exempt or nonexempt as defined below.
Part-time regular employees. Employees hired to work fewer than 37.5 hours per week on a regular basis.
Such employees may be exempt or nonexempt as defined below.
Temporary employees. Employees engaged to work full-time or part-time on the Church’s payroll with
the understanding that their employment will be terminated no later than on completion of a specific
assignment. Such employees may be exempt or nonexempt as defined below.
Nonexempt employees. Employees who are required to be paid overtime at the rate of time and one-half
their regular rate of pay for all hours worked beyond forty hours in a work week, in accordance with
applicable federal wage and hour laws.
Exempt employees. Employees who are not required to be paid overtime, in accordance with applicable
federal wage and hour laws, for work performed beyond 40 hours in a work week but whose salary
represents payment for all hours they may be required to work in any given work week. Administrators,
directors, and supervisors are typically exempt.
Clergy. The Resident Bishop of the Charlotte Area assigns the appointed clergy to FUMC. The SPRC
will assist with evaluation and support of clergy in accordance with provisions in The Book of Disci pline.
Personnel policies and benefits for clergy such as pension, medical insurance, vacation, sick leave and
personal leave are to follow the guidelines of the WNCC.
Lay employees. Employees hired by the Church who are not clergy.
Childcare program employees. The SPRC delegates authority for recruitment, employment, orientation,
compensation, evaluation and termination of all church-sponsored childcare employees of the
4

Pre-School Program, The Child Development Center and The After-School Program to their respective
Boards of Directors. The SPRC may assume authority for any of the above activities at its discretion.
The SPRC may also change job descriptions of the childcare program employees at its discretion. All
childcare program employees shall abide by the guidelines of appropriate conduct as stated in this
Handbook.
During the day-to-day operations of the church, the Senior Pastor is in charge. Church employees (not
childcare program employees who are supervised by the individual program directors and their respective
boards) are directly supervised by the Senior Pastor or his/her designee. The Senior Pastor will provide
the SPRC with an overview of major concerns among employees. Any employee of the Church may
report concerns or questions directly to the SPRC members.

Goals and Expectations
The SPRC expects all employees to:
• deal with the public and vendors in a professional manner,
• perform assigned tasks in an efficient manner,
• be punctual,
• demonstrate a considerate, friendly, and constructive attitude toward fellow staff,
• demonstrate a considerate, friendly, and constructive attitude toward Church members, and
• adhere to the policies adopted by the Church and the SPRC.

Recruiting Employees
The SPRC utilizes a standard application form and oversees a hiring process through which employees
are selected based upon skills, experience, training, education, and character assets. Membership in
FUMC is not a requirement for employment. A drug test and a criminal background check are
conducted on each new employee. Random drug tests may also be administered during employment.
A candidate may acquire a copy of the written job description from the SPRC. Recruiting expenses will
not be paid for job applicants unless the SPRC determines this is warranted under special circumstances.

Moving Expenses
Moving expenses of newly-hired employees are the responsibility of the employee unless the SPRC
decides otherwise. In the case of appointed clergy, the Church will pay the difference between the
actual, reasonable cost and the moving expense allowance set by the WNCC. Storage of an employee's
furniture will be at the expense of the employee; storage of the church's furniture will be at the expense
of the Church.

Introductory Period for Employees
All new employees and all present staff transferred or promoted to a new position are to be evaluated
for an initial introductory period soon after having completed ninety days of employment. After
satisfactory completion of the introductory evaluation, the employee will be evaluated on an annual
basis as provided for in the annual job performance evaluation. If the Senior Pastor and/or the SPRC
determine that the introductory period does not allow sufficient time to thoroughly evaluate the
employee's performance, the introductory period may be extended for a specified period. New
employees are eligible for health insurance benefits during this introductory period, but not Church
contributions toward the pension benefit.
5

Hours of Work
Church Office hours are 8:30 a.m. to 5:00 p.m., Monday through Friday. Employees take one hour for
lunch daily. The workweek is 37.5 hours. Since various Church activities and services occur throughout
the week and at any time during a twenty-four hour daily period, it may be necessary for some employees
to work other than during the standard office hours. These hours and any changes to the regular schedule
are to be negotiated between the employee and the Senior Pastor. Employees are expected to share their
schedules with the Volunteer Office daily. When unable to report to work for any reason, employees are
expected to notify the Senior Pastor or Church Business Administrator promptly.

Work Schedule
Employees are expected to work their "Core Time Hours" each work day, unless otherwise approved by
the Senior Pastor. N o n - e x e m p t employees are to keep accurate records of the hours worked on
behalf of the Church, whether in the office or in the field. They are responsible to submit bi-monthly
records of hours worked (regular & overtime), and leave time taken; i.e., vacation, sick leave, personal,
etc. P a s t o r s a n d e x e m p t e m p l o y e e s d o n o t h a v e t o l o g h o u r s w o r k e d , b u t n e e d t o
s u b m i t r e c o r d s f o r l e a v e t i m e . Non- exempt employees must receive prior approval from the
senior pastor before working any overtime hours. They will be paid at a rate of one and one-half times
their regular hourly pay rate for hours worked in excess of 40 hours per week. Exempt employees do not
receive overtime compensation for hours worked in excess of 40 hours. Falsifying a time record is a
breach of policy and is grounds for disciplinary action, up to and including an unpaid suspension or
termination. Appropriate forms are available through the Church Business Administrator, and all such
documentation is submitted to the Church Business Administrator.

Salaries
The SPRC will set salary guidelines for each job description. The following shall be considered in
determining individual salaries: current pay in other churches for comparable positions, current pay in the
secular community for positions of comparable skills and responsibility, relative pay in this Church for
other positions, responsibility of the job, training, experience, and education of the employee.
Any changes in salary are recommended by the SPRC for employees during the time of budget
preparation. Impending salary or benefit increases are not official until the Annual Church Ministry
Budget is officially adopted by the Church Council. The fiscal year of the Church is the calendar year;
normal compensation changes become effective January 1. There are no compensation increases during
the introductory period of employment.
All employees are paid semi-monthly on the 15th and last day of each month (or the closest work week
day to each of these dates). Salary checks will reflect gross earnings, mandatory tax deductions and
authorized deductions for items such as dependent's insurance coverage, disability insurance or additional
pension contributions.
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Benefits: Health Care
First United Methodist Church pays 100% of the cost of insurance coverage for basic medical care,
hospitalization, and major medical insurance coverage for full-time regular employees the first of the
month following 30 days of employment. First United Methodist Church pays the cost of such coverage
for appointed clergy under the provision of the Western North Carolina Conference's group insurance
plan. All full-time employees who desire may have the cost of coverage for eligible dependents deducted
from their salary checks. Employees may elect additional coverage through payroll deduction.
The Church Business Administrator will contact the insurance representative to set up an appointment to
enroll a new employee in the medical insurance program. The insurance company will send an
identification card and plan information directly to the new employee.

Benefits: Retirement
Appointed clergy are provided pension benefits under the Ministerial Pension Plan (MPP) and
Comprehensive Pension Plan (CPP) of The United Methodist Church Board of Pensions. The cost of the
pastor(s) pension(s) will be relayed to the Church by the Western North Carolina Conference during the fall
of each year for the following year.
Lay employees (21 years of age and older) are eligible for the retirement plan for local church employees
administered through the General Board of Pensions and Health Benefits of The United Methodist
Church. The current plan that has been adopted by First United Methodist Church of Salisbury with the
Board of Pensions requires the Church to contribute 6% of an employee's annual salary to the pension
retirement plan with the employee required to match 3% of annual salary. Any permanent church
employee who works 20 plus hours per week per year is eligible for this pension coverage. At the time of
hire date, the employee is eligible to make his/her 3% contribution to the pension fund. This is voluntary
and optional. The Church matching contribution of 6% starts at 6 months after the hire date. Employees
may opt out of the pension benefit through a signed release. Plan sponsor (FUMC of Salisbury)
contributions will become invested immediately. Contributions to the pension fund are calculated
monthly.
·

Benefits: Worker's Compensation
All employees are covered by Worker's Compensation Insurance and should report all job related accidents,
illnesses, and injuries immediately to the Church Business Administrator. Worker's Compensation
Insurance may pay medical and hospital expenses for such circumstances, and under certain conditions
employees may be entitled to disability (income replacement) benefits for time lost due to job related
illness or injury.

Benefits: Holidays
New Year's Day
Martin Luther King Jr. Day
Easter Monday
Memorial Day
Independence Day
Labor Day

January 1

July 4
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Veterans' Day
Day Before Thanksgiving
Thanksgiving D a y
Friday after Thanksgiving
Christmas Day
The Day After Christmas

November 11
work ½ d a y

December 25
December 26

Full-time employees are eligible to receive 11.5 paid holidays at his/her regular rate of pay for each
observed holiday as listed above. Part-time employees are eligible for 6 paid holidays: New Year's Day,
Memorial Day, Independence Day, Labor Day, Thanksgiving Day, and Christmas Day. Temporary
employees and employees on leave are not eligible to receive holiday pay. A holiday that occurs on a
Saturday or a Sunday may be observed on either the preceding Friday or following Monday. The Senior
Pastor determines dates on which the Church office will be closed surrounding scheduled holidays. If a
holiday occurs during a staff member's vacation period, the holiday will not be charged as a vacation day.
If a holiday occurs on a staff member’s regular day off, the employee can choose an additional day off in
consultation with the Senior Pastor.

Benefits: Vacation
Vacation is a time of rest and renewal and is provided as a benefit to the employees. The vacation year
for employees is the calendar year, January 1 -December 31. The vacation year for appointed clergy
runs according to the Conference appointment calendar, July I of the current year through June 31 of the
following year.
Appointed clergy shall be subject to the vacation policy for clergy members of the Western North
Carolina Conference of The United Methodist Church (1-5 years of service = 2 weeks; 6-10 years = 3
weeks; over 10 years = one month). The service must have been full-time in The United Methodist
Church.

Lay employees shall receive vacation according to the following schedule: new full-time
employees shall receive one (1) week (5 days) of vacation following their date of employment
after completing the introductory period and evaluation during their first calendar year (January
1st through December 31st and one additional week (5 days) of vacation after completing one (1)
full year of employment.
Persons arriving with previous employment may negotiate their vacation within the guidelines of
these policies with the Senior Pastor and the SPRC. Persons requesting the five days or any part
thereof, including (the day before or the day after) Easter and/or Christmas must have the approval
of both the Senior Pastor and the SPRC before scheduling such vacation.
Vacation benefits shall accrue as follows:
2 weeks of vacation
1- 5 years of employment
6 - 10 years of employment
= 3 weeks of vacation
Over 10 years of employment = 4 weeks of vacation
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A week shall be defined as an employee's normal working week. Vacation time may not be carried over
to another year. Vacation shall be approved by the Senior Pastor. Upon termination, resignation, or
retirement, non-used vacation, which is a benefit, is convertible to cash. Vacation may not be taken until
earned. No pension or health benefits accrue for employees for their unused vacation benefit. Part-time
employees working fewer than 20 hours per week and temporary employees receive no vacation benefit.

Benefits: Sick Leave
Full-time employees may earn four hours of sick leave per semi-monthly pay period worked, up to 80
hours (10 work days) per calendar year to the next until 30 days are accrued. Any illness or injury to the
employee or immediate family member requiring more time away from work than this authorized amount
should look to other established benefits to receive authorized pay. Sick leave may be used for
appointments with medical doctors. Any employee requiring sick leave of more than 3 work days in a
row should be under the care of a medical doctor. A signed doctor's statement will be provided to the
senior pastor or SPRC authorizing return to work. Appointed clergy are subject to policies established by
the WCC and in consultation with the District Superintendent. Employees will not be compensated for
any unused sick leave upon termination of employment.

Benefits: Personal Leave
The Church permits employees to be absent from work on a short-term basis under certain circumstances.
Reasons may include the death of an immediate family member; marriage of the employee; adoption of a
child by the employee; and approved voluntary participation in community projects. For personal leave
consideration, immediate family members are limited to spouse, child, parent, grandparents, and siblings.
Personal leave must be approved by the Senior Pastor. Employees are expected to request personal leave
with reasonable advance notice of such absences.
Full-time employees are allowed 4 personal days per calendar year starting the first full calendar year of
employment. Part-time employees who work 20 or more hours per week are allowed 2 personal days
each year. Temporary employees are not eligible for compensation for leave.
Personal days may not accrue or roll over from one year to the next. Unused days of personal leave are
not convertible into cash or other forms of compensation. If employment is terminated, pay for
accumulated and unused days will not be granted.

Benefits: Family and Medical Leave
The FMLA entitles eligible employees to take unpaid, job-protected leave for specified family and
medical reasons with continuation of group health insurance coverage under the same terms and
conditions as if the employee had not taken leave. Eligible employees are entitled to:
Twelve workweeks of leave in a 12-month period for:
• the birth of a child and to care for the newborn child within one year of birth;
• the placement with the employee of a child for adoption or foster care and to care for the newly
placed child within one year of placement;
• to care for the employee's spouse, child, or parent who has a serious health condition;
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•

a serious health condition that makes the employee unable to perform the essential functions of his
or her job;

•

any qualifying exigency arising out of the fact that the employee's spouse, son, daughter, or parent is
a covered military member on "covered active duty".

Up to twenty-six weeks of leave for:
• Military Caregiver's Leave.
A n e m p l o ye e must have completed at least one full year of service with the Church to be eligible for
such leave. The employee must have worked at least 1,250 hours during the 12 month period immediately
before the date when the leave is requested to commence. Time spent on paid or unpaid leave is not
included as "hours worked" in determining the 1,250 hour eligibility test.
Rolling 12-month period: The 12-month period is measured backward from the date an employee uses
any leave under this policy. Each time an employee takes leave the Business Administrator will compute
the amount of leave the employee has taken under this policy in the last 12 months and subtract it from
the 12 weeks of available leave, and the balance remaining is the amount the employee is entitled to take
at that time.
When it becomes evident an employee shall be unable to work for an extended period
of time (three consecutive working days), the employee's absence will fall under the
Family Medical Leave Policy for eligible employees, ...
The 12-month period will be considered to be a rolling period for each
employee measured from the first day of the employee's last FMLA
leave. Employees who qualify for this leave must first utilize all
accrued paid leave -- such as unused accrued sick days and vacation
time -- as the initial portion of the 12-week period, the remaining
balance of the 12 weeks to consist of unpaid leave. If the leave is taken
as a result of a serious health condition, the request must be supported
by certification from the health care provider of the employee or other
ill person to be cared for; in addition, if leave is taken as a result of such
a qualifying serious health condition, the leave may be taken
intermittently in periods totaling up to 12 weeks, as long as intermittent
leave is medically required and approved in medical certification.
When requesting a FMLA leave, the employee is to provide the Church with at least 30 days written
notice if the leave is planned in advance. If the leave is unexpected, notify the senior pastor or SPRC
immediately upon learning of the necessity for the leave.
All group health benefits will continue during the leave. Other benefits such as pension will be governed
in accordance with the terms of each benefit plan. Employees may be requested to provide physician's
statements attesting to the nature of the serious health condition of self or family member. Before an
employee will be permitted to return from medical leave for her/his serious health condition, s/he will be
required to present the Church with a statement from the treating physician indicating that the employee
is capable of returning to work and performing the essential functions of the position, with or without
reasonable accommodation.
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Eligible employees are entitled on return from leave to be reinstated to their former position or to an
equivalent position with equivalent employment benefits, pay and other terms and conditions of
employment. Exceptions to the provision may apply if business circumstances have changed; e.g. a
position is no longer available due to job elimination.
The function of this policy is to provide employees with a general description of their FMLA rights. In
the event of any conflict between this policy and the applicable law, employees will be afforded all
rights required by law.

Benefits: State and Federal Unemployment Insurance Exemption
Because churches are exempt from participation in state and federal unemployment insurance
programs, the Church does not provide unemployment insurance as an employee benefit.

Benefits: COBRA Exemption
Because churches are exempt from participation in COBRA, the Church does not offer
COBRA participation as an employee benefit.

Personnel Records
Every prospective employee completes a criminal background check form prior to employment. After
acceptance of employment, the new employee completes the required state and federal tax withholding
forms before the first day of actual employment as well as an I-9 Form. Any subsequent changes in the
dependents or deductions are the responsibility of the employee. Employees will be issued an
employee handbook, and each will sign and turn in to the Church Business Administrator the Employee
Statement of Acknowledgement. Employees will also receive a copy of the Safe Sanctuary Policy and
will abide by these guidelines.
The Church maintains confidential personnel records on each employee. Employment-related
information contained in a personnel file includes information related to an individual's application,
selection, job description, promotion, demotion, transfer, leave, salary, contract for employment, benefits,
attendance records, suspension, performance evaluation, disciplinary actions, and termination.
Personal information contained in a personnel file includes an individual's home address, Social Security
Number, personal financial data, marital status, dependents, and beneficiaries.
Information can be a part of the "personnel file" even if it is not included in the employee's file folder
labeled "personnel file." It's the content of the information, not the form or location that matters for
determining the scope of the file. This information is the property of the Salisbury UMC and will be
treated the same as any other confidential organization information. Employees do have the right of
access to their own personnel file with proper prior notification.
The following provisions apply with respect to any employee's request to review his/her personnel file:
• The Senior Pastor, Administrator or SPRC designee will have the responsibility of coordinating
the review of an employee's file.
• The Senior Pastor, Administrator or SPRC designee must be present while the employee reviews
his/her file.
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•
•

The employee may take notes, but may not remove, deface or otherwise make notations on the
documents in his/her file.
Upon request from the employee, Salisbury FUMC may provide a copy of any item(s) in the
employee's personnel file, at the sole discretion of the SPRC.

To ensure that an employee's personnel files are up-to-date at all times, notify the Senior Pastor or
Church Business Administrator of any changes in name, telephone numbers, home address, marital status,
number of dependents, beneficiary designations, scholastic achievements, and the individuals to notify in
case of an emergency

Medical Records
The Americans with Disabilities Act (ADA) requires that employers who are covered by the ADA
must keep these medical records confidential and separate from other personnel records. This
information may be revealed only to safety and first aid workers, if necessary to treat the employee or
provide for evacuation procedures; to the SPRC and Senior Pastor, if the employee's disability requires
restricted duties or a reasonable accommodation; to government officials as required by law; and to
insurance companies that require a medical exam.

Confidential Information
The interests of the Church, particularly confidential information, represent proprietary assets that each
employee has a continuing obligation to protect. Information, designated as confidential or pertaining to
the Church or personnel matters of a sensitive nature, is to be discussed with no one outside the Church
Office, and only discussed within a "need to know" basis. If there are questions about the application
of this policy, the staff member is to consult with the Senior Pastor or the SPRC. This responsibility is
not intended to impede normal ministry communications and relationships, but it is intended to alert
employees to their obligation to use discretion to safeguard the Church's interests. Failure to maintain
confidentiality constitutes grounds for termination.

Media and Public Inquiries
All media inquiries and other inquiries of a general nature must be referred to the Senior Pastor and/or the
Associate Pastor. Inquiries seeking information concerning current or former employees must be referred
to the Senior Pastor and the SPRC. Media statements must be approved by the Senior Pastor.
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Military Leave of Absence
Leaves of absence without pay for military or reserve duty are granted to full-time and part-time
employees. If an employee is called to active military duty or to Reserve or National Guard Training, or
if volunteering for the same, the employee should notify the senior pastor and submit copies of the
military orders as soon as practicable. An employee will be granted a military leave of absence without
pay for the period of military service, in accordance with applicable federal and state laws.

Jury Duty
Any employee who is summoned to serve on a jury will be excused from work while serving on the jury.
The employee will be entitled to juror's pay plus regular church compensation for the period. When
summoned, the employee should notify the Senior Pastor immediately, and the employee will be expected
to work during normal working hours except for the time the employee's presence is required in court.

Continuing Education Assistance
Continuing education assistance may be provided to help employees develop and improve skills and
qualifications that are directly related to their work responsibilities. There are appropriate programs and
opportunities provided directly by the Church as well as by church-related and other professional
organizations. Employees may request continuing education assistance from the SPRC in writing.

Employee Expense Reimbursements
Employees should provide the Church Business Administrator with a copy of their itinerary before
leaving on Church-related travel. When traveling, the employee shall provide information concerning:
the purpose of the trip, where and how s/he may be contacted, expected time of return and a list of other
participants from the Church, if applicable.
Employees may accept invitations to preach or speak in other churches or church-related programs. If the
invitation is not related to employee responsibility, the employee may keep any honorarium provided.
Employees may not accept honoraria for participation in any event under the sponsorship of the Church.
Office hours may be adjusted to reflect field work and continuing education work.
Employees may be reimbursed for any ordinary and necessary business and professional expenses
incurred on the Church's behalf if the following conditions are met:
•
•
•
•
•

The expenses are reasonable in amount;
The employee documents the amount, time and place, business purpose, and provides
documents/receipts of the costs and turns this in to the Church Business Administrator;
The employee asks for reimbursement within 60 days after the expense is incurred;
Reimbursement will be paid out of Church funds and not deducted from payroll;
Reimbursable and professional expenses may include transportation (use of personal automobile,
car rental, mass transit, parking fees, tolls, mileage, etc.), overnight travel (lodging and meals)
entertainment, books, subscriptions, education, vestments, and professional dues.
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The Church will not include as taxable income any business or professional expense
reimbursement properly substantiated and reimbursed according to this policy, and the employee
should not report the amount as taxable income on her/his IRS Form I 040;
• If, for any reason, Church reimbursements are less than the amount of business and professional
expenses properly accounted for by an employee, the Church will not report any part of the
reimbursement as taxable income for the employee; and the employee may deduct the
unreimbursed expenses as allowed by law;
• If, for any reason, Church reimbursements are more than the amount of business or professional
expenses properly accounted for by an employee, they must be returned to the Church within 60
days after the associated expenses are paid; the money shall not be retained by the employee;
• No reimbursements shall be made for undocumented or improperly documented business or
professional expenses; and
• No reimbursements shall be made if there is not adequate funding in the Church's annual budget.
Employees are to be prudent in their choices of expenditures. Employees should use the most expedient
mode of transportation available, book the least expensive fares, stay in and eat at moderately priced
establishments. Any such expenses deemed unreasonable relative to the circumstances will not be
reimbursed and ·are the employee's responsibility.

Inclement Weather
Unless otherwise notified, employees are expected to report to work on time. However, if it is impossible
or unsafe to arrive on time because of ice, snow, or other inclement weather or road conditions, employees
are expected to arrive at work as soon as safely possible. If weather conditions become hazardous during
working hours, employees may request permission from the Senior Pastor to leave early. In the absence of
the Senior Pastor, the Church Business Administrator should be consulted. On days the Church Office is
open, absence from work due to inclement weather will be counted as vacation. If the Church Office is
closed due to inclement weather, no penalty is assessed against employees for absence. The Senior Pastor
is responsible for deciding whether to close the Church Office due to inclement weather.

Guidelines for Appropriate Conduct
As an integral member of the Church team, employees are expected to accept certain responsibilities,
adhere to acceptable business principles in matters of personal conduct, and exhibit a high degree of
personal integrity at all times. Whether or not one is on or off duty, employee conduct reflects on the
Church. Employees are, consequently, encouraged to observe the highest standards of professionalism at
all times. Types of conduct that are considered inappropriate include but are not limited to:
•
•
•
•
•
•

falsifying employment or other records,
violating the Church's nondiscrimination policy,
violating the Church's harassment policy,
violating the Safe Sanctuary policy,
soliciting gratuities,
establishing a pattern of excessive absenteeism or tardiness,
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• inappropriate personal appearance and manner of dress,
• engaging in excessive, unnecessary or unauthorized use of the Church's supplies,
• reporting to work intoxicated or under the influence of non-prescribed drugs,
• illegally manufacturing, possessing, using, selling, distributing or transporting drugs,
• fighting or using obscene, abusive or threatening language or gestures,
• stealing property from coworkers, constituents or clients of the Church,
• having unauthorized firearms on Church property or while on Church business,
• disregarding safety or security regulations,
• engaging in insubordination, and
• · failing to maintain the confidentiality of the Church.
Violations of these guidelines, poor performance or work habits, and poor overall attitude or conduct may
result in disciplinary action up to and including an unpaid suspension or termination of employment
without prior warning at the sole discretion of the Church.

Non-Harassment and Non-Discrimination
First United Methodist Church of Salisbury has adopted a policy of "zero-tolerance" with respect to
unlawful employee harassment and discrimination. The Church does not tolerate illegal harassment,
discrimination or mistreatment in the workplace or in situations which are work related, whether due to
sex, race, religion, national origin, ancestry, age, disability, or other basis protected by federal, state, or
local law. Retaliation for reporting or threatening to report such harassment, discrimination or
mistreatment is also prohibited.
Sexual harassment includes unwelcome sexual advances, request for sexual favors, grabbing, touching,
leering, comments, jokes, posters, and other verbal, visual, or physical conduct of a sexual nature when
submission is made a term or condition of an individual's employment, submission to or rejection of such
conduct is used as the basis for employment decisions affecting the individual, or the conduct has the
purpose or effect of unreasonably interfering with an individual's work performance or creating an
intimidating, hostile, or offensive working environment. Sexual harassment can occur between members
of the same sex as well as the opposite sex.
Sexual conduct is unprofessional and has no place at work. For this reason sexual conduct is prohibited,
whether welcome or unwelcome. This includes, but is not limited to, telling sexually oriented jokes or
jokes including derogatory slurs, engaging in sexual banter or inappropriate touching, engaging in
sexually explicit conversation, exchanging cartoons, photos, prints, or e-mail with sexual themes or
unrelated to work, etc.
Harassment on the basis of race, religion, national origin, ancestry, age, disability or any other protected
basis includes threats and derogatory comments, jokes, posters, gestures and any other verbal, visual, or
physical conduct where made a term or condition of employment, used as a basis for employment
decisions, or where such conduct unreasonably interferes with an individual's work or creates an
intimidating, hostile, or offensive working environment.
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In addition to harassment, all other forms of unlawful discrimination are prohibited. In general, unlawful
discrimination occurs anytime an individual is treated less favorably than others due to any basis
protected by law.
While it is not the purpose of our policy to regulate an employee's personal morality or opinions, we
consider illegal harassment and discrimination to be acts of misconduct. An employee found guilty of
such misconduct shall be subject to disciplinary action, up to and including discharge, depending on the
nature and severity of the acts. FUMC will also take appropriate action against non-employees guilty of
such misconduct.

Reporting Harassment
1. A report of harassment may be made to any SPRC member or to the Senior Pastor.
All reports of harassment must be forwarded immediately to the Chair of the SPRC.
2. All reports of harassment will be thoroughly investigated by the SPRC.
3. The person to whom the grievance is reported will document the conversation in writing,
asking the employee to be as specific as possible about particular incidents. The employee
will be requested to read and sign a statement from the notes that are taken by the person
conducting the investigation. The employee should make any necessary changes or revisions
to the statement before signing it.
4. All information regarding the grievance will be held in strictest confidence. The employee
will be instructed not to share this information with any other employees.
5. The employee will be asked if there is another person or persons who can verify his/her story.
If there is, this person or persons will be interviewed individually and privately.
6. After interviewing other employees, the person conducting the investigation and a witness will
meet with the alleged harasser to hear his/her side of the story.
7. The SPRC in consultation with the Church pastor(s) and with the Church Attorney and other
appropriate professionals, will make a determination of whether the accused is found
responsible for harassment. The SPRC will also determine the appropriate corrective
action ranging from a warning to termination for the person found responsible.
8. Any church employee who retaliates against the accuser or makes that person feel
uncomfortable for issuing the grievance will be subject to discipline.
9. Filing a false report of harassment is subject to disciplinary action by the SPRC up to and
including unpaid suspension or termination.

Grievance Resolution
To ensure effective working relations, it is important that misunderstandings or conflicts be resolved
before serious problems develop. Most incidents resolve themselves naturally; however, if a situation
persists that an employee believes is detrimental to her/him or to the Church, please advise the Senior
Pastor. If the problem is not resolved after discussion with the Senior Pastor or if the employee feels
discussion with the Senior Pastor is inappropriate, the employee may contact any member of the SPRC
for assistance.
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Job Performance Evaluation
After completion of an employee's introductory period of employment, job performance appraisals are
conducted annually with each employee by the Senior Pastor and an SPRC member or by the entire
SPRC, using an evaluation process approved and adopted by the SPRC. Copies of these appraisals will
be maintained in personnel files. The SPRC is responsible for the appraisal of all employees. Additional
evaluations may occur if an employee is promoted or if there are problems with an employee's job
performance. Between scheduled evaluations, the Senior Pastor and/or the SPRC should discuss with
employees on an informal basis any performance issues that warrant attention and should keep records or
any significant incidents in the personnel file.
When performance is inadequate, employee shall be counseled about performance and SPRC members
should ascertain his or her understanding of job requirements. SPRC members should ascertain whether
there are any issues contributing to the employee's poor performance that are not immediately obvious.
These issues should be resolved, if possible. A Performance Improvement Plan with performance goals
which must be met in a specified period of time not to exceed six months may be implemented by the
SPRC for any employee whose performance is unsatisfactory.
The approved SPRC process includes the following:
•
•
•
•
•
•
•

each employee completes a self-reported job evaluation using the standard form,
the Senior Pastor completes a form on each employee,
the employee meets with the Senior Pastor and the SPRC to review both forms,
the Senior Pastor and/or SPRC completes the final copy of the evaluation based on this review,
the employee has the right to submit a written response to the evaluation,
the final form is signed by the employee, the Senior Pastor, and the SPRC; and
the form is maintained in the Personnel file.

Employee Discipline
No one wants to hear that their performance is less than expected. After counseling and coaching yield
inadequate improvement written disciplinary action must begin - to protect the church's interests - and to
protect the interests of the employee. While employment is at the discretion of the Church and can be
terminated at any time with or without advance notice and for any reason, the church adopts a policy of
"progressive" discipline. Progressive discipline is a process for dealing with job-related behavior that
does not meet expected and communicated performance standards. The process features increasingly
formal efforts to provide feedback to the employee so he or she can correct the problem. The primary
purpose for progressive discipline is to assist the employee to understand that a performance problem or
opportunity for improvement exists. The process of progressive discipline is not intended as a
punishment for an employee, but to assist the employee to overcome performance problems and satisfy
job expectations.
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The following actions are available to the church in its attempt to progressively discipline an employee.
•Verbally reprimand the employee for poor performance.
•Provide a written warning in the employee's file, in an effort to improve employee performance.
This written warning may be removed after 2 years by the SPRC.
•Provide an escalating number of days in which the employee is suspended from work, from one
day to five days. This suspension may be accompanied by Letter of Reprimand placed in the
employee's file, in an effort to improve employee performance. A Letter of Reprimand may not
be removed from the employee's file.
•End the employment of an individual who cannot or refuses to improve.

Termination of Employment
Although the Church hopes its relationships with employees are long term and mutually rewarding, the
Church reserves the right to terminate the employment relationship at any time, with or without cause or
notice. Positions may also be eliminated or redefined.
If an employee decides to resign his or her position, the Church requests at least two weeks’ notice in
writing. Any employee who fails to provide the Church with at least 2 weeks written notice of resignation
will not receive any accrued vacation benefits to which s/he may otherwise be entitled. Employees who
plan to retire are urged to provide the Church with 2 months written notice.
Exit interviews with a member of the SPRC are normally scheduled for outgoing employees after the
Senior Pastor receives a notice of resignation or intent to retire and for employees whose termination is
initiated by the Church. The purpose of these interviews is to review eligibility for benefit continuation
and conversion, to ensure that all necessary forms are completed, to collect all Church property that may
be in the employee's possession, and to provide employees with an opportunity to discuss their jobrelated experiences.

Electronic and Telephonic Communications
All electronic and telephonic communication systems and all communications and information
transmitted by, received from, or stored in these systems is the property of the Church and as such are to be
used solely for job-related purposes. Church systems and equipment include but are not limited to:
facsimiles, scanners, and computers, the Church's email systems, the Internet, wireless devices, instant
messaging system, and copying machines. Use of these systems for private purposes is discouraged.
Upon termination of employment, or at any other time, all employees will be expected to cooperate with the
Church to ensure that any electronic data pertaining to the Church's operations that has been stored on any
computer or other electronic device that is owned or controlled by the employee has been removed from
such device. Such cooperation may require the employee, on demand by the Church, to surrender the
device to the Church temporarily so that such data can be purged from the device.
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To ensure that the use of electronic and telephonic communications systems and business equipment is
consistent with legitimate business interests, authorized representatives of the Church may monitor the use
of such equipment from time to time. This includes monitoring Internet usage of any kind. This may also
include listening to stored voice-mail messages.
The Church provides access to the Internet with the following stipulations:
•

No browsing of restricted-content websites. The Church may block access to websites which
contain pornographic material. However, as the worldwide web changes daily, there will be sites
that have not been restricted. Users who find new sites that have not been blocked and should be
are to report such sites to the Church Business Administrator;
• No downloading of non-business related data;
• No downloading of application programs;
• No participation in web-based surveys. When the user engages in such surveys, s/he implicitly
involves the Church in her/his expression. Therefore, users should not participate in web-based
surveys or interviews without authorization from the supervisor; and
• No use of subscription-based services without prior approval of the supervisor.

Church Premises and Work Areas
Safety: Employees should report to one's supervisor all observed safety and health violations, potentially
unsafe conditions, and any accidents resulting in injuries.
Privacy: The Church provides resources to facilitate employee contributions towards the accomplishment
of its mission and reserves the right to examine all provided resources at any time and without warning.
Such resources may include desks, desk drawers, locks, computers, computer system databases,
communication systems, email, voice mail, lockers, file cabinets, etc. These resources are the property of
the Church and are, therefore, not private.
Smoke-Free Workplace: To maintain a safe and comfortable working environment and to ensure
compliance with all applicable laws, smoking in the Church's office and facilities is prohibited.
Drug-Free Workplace: It is the policy of the Church to create a drug-free workplace in keeping with the
spirit and intent of the Drug-Free Workplace Act of 1988. The unlawful use of controlled substances is
inconsistent with the behavior expected of employees, subjects all employees and visitors to the Church
to unacceptable safety risks, and undermines the Church's ability to operate effectively and efficiently.
In this connection, the unlawful manufacture, distribution, possession, sale or use of a controlled
substance in the workplace or while engaged in Church business or on Church premises is strictly
prohibited. Such conduct is also prohibited during non-working time to the extent that, in the opinion of
the Church, it impairs an employee's ability to perform on the job or threatens the reputation or integrity
of the Church.
Workplace Searches: To safeguard the property of our employees and the Church, and to help prevent
the possession, sale and use of illegal drugs on Church premises, the Church reserves the right to
question employees and all other persons entering and leaving the premises, and to inspect any packages,
parcels, purses, handbags, briefcases, lunchboxes, or any other possession or articles carried to and from
the Church's property.
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Workplace Violence: The Church is concerned about ever-increasing violence in our society, which has
filtered into many workplaces throughout the United States, and has taken steps to help prevent incidents
of violence from occurring in the Church. In this connection, it is the policy of the Church to prohibit
expressly any acts or threats of violence by any Church employee or former employee against any other
employee in or about the Church's facilities or elsewhere at any time. In keeping with this policy, the
Church will provide a safe and healthful work environment; take prompt remedial action up to and
including an unpaid suspension or termination, against any employee who engages in any threatening
behavior or acts of violence or who uses any obscene, abusive, or threatening language or gestures; and
take appropriate action when dealing with constituents, former employees, or visitors to the Church's
facilities who engage in such behavior. Such action may include: notifying the police or other law
enforcement personnel and prosecuting violators of this policy to the maximum extent of the law;
prohibiting employees, former employees, constituents, and visitors from bringing unauthorized firearms
or other weapons onto the Church's premises; establishing viable security measures' to ensure that the
Church's facilities are safe and secure to the maximum extent possible; and properly handling access to
the facilities by the public, off-duty employees and former employees.
In furtherance of this policy all employees have a duty to warn their supervisors of any suspicious
workplace activity or situations or incidents that they observe or that they are aware of that involve other
employees, former employees, constituents, or visitors that appear to pose or present a risk of violence.

Safe Sanctuary Policy
Each employee will be trained in the Safe Sanctuary Policy for First United Methodist Church and is
expected to abide by its guidelines. Please refer to the Safe Sanctuary Handbook. Violations of the Safe
Sanctuary Policy may result in disciplinary action up to and including termination of employment.

20

Safe Sanctuary Policy
May 2018

Our Mission
THE MISSION OF FIRST UNITED METHODIST CHURCH IS TO MAKE AND NURTURE CHRISTIAN
DISCIPLES THROUGH THE PRESENCE AND POWER OF GOD.

Our Purpose
“Then Jesus took a little child and put her among them; and taking her in his arms, he said to
them, ‘Whoever welcomes one such child in my name welcomes me, and whoever welcomes
me welcomes not me but the one who sent me.”(Paraphrase of Mark 9:36-37)
The church above all institutions, is called to welcome and nurture children. Our goal is to
maintain a safe, secure, loving place where children may grow and where those who care for
them may minister to their needs in responsible ways. As caring Christians we are committed to
protect and serve as advocates.
The following policy and procedures are intended to protect our children, youth, workers,
employees, volunteers and the entire church body. Careful and confidential documentation is
essential to show compliance with policies, to verify information as needed, and to have an
accurate record in case of an incident.

Scope of Policy
This policy and its provisions shall apply to all persons including paid and unpaid adults, whether lay or
clergy who have any direct or indirect contact with children and youth who participate in any activities
or events sponsored by F.U.M.C. All persons who wish to serve within a ministry area at F.U.M.C. are
highly encouraged to be active participants in the life of the church.

Approved by Church Council May 22, 2018
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SAFE SANCTUARIES IMPLEMENTATION MANUAL
DEFINITIONS
Children-persons from Birth to Grade 5
Youth-persons attending Grades 6-12
Adults-persons over 18 years of age and beyond high school
Leader—one who is an adult staff member and/or adult volunteer who is over a program.
Teachers who assume regular leadership of Sunday school classes, small groups, nursery
workers etc.
Youth Assistant- One who is under the supervision of the leader. Youth may assist in instances
where there is at least 3 years age difference between the youth and their oldest student.

GENERAL PROCEDURES
1. All staff members and volunteers must fill out a Safe Sanctuary authorization form and
successfully complete a background check before beginning any leadership role. All staff
members and volunteers must renew their background checks every 3 years. Files will
be kept in the Business Administrators locked office, in a locked filing cabinet for
security.
2. All staff members and volunteer will complete an initial Safe Sanctuary training on
policies and procedures of F.U.M.C. All subsequent training will coincide with the
renewal of their background check or change of policy.
3. To serve in a ministry area related to children or youth, lay leaders must have
participated as a member or regular attender within the church for a least six months, at
the discretion of the ministers and staff.
4. An adult should never be alone with a child or youth. Acceptable procedures of
appropriate adult supervision are as follows:
a. Two background checked adults who are unrelated in each class leading in each
classroom. If adults cannot be unrelated, for instance a married couple co-leads a
small group, it must be approved by the leadership of each program and the pastor.
b. Three in a group. One background checked adult must be present in each classroom
or small group. The adult must not be alone with the youth or children and must
have at least two other people present; either two children/youth or one
child/youth and second adult.
c. All programming must take place in its assigned location(s) with doors unlocked and
doors open, unless there is a window in the door.
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5. F.U.M.C. is responsible for each child/youth from the beginning of an event to the end
of the event in the location that the event occurs. Parents of children must be attentive
to sign in and out procedures because this list becomes our checklist in the event of an
emergency.
a. Children may not leave prior to the ending of an event without prior notice from a
parent.
b. Children will only be released to persons other than parents if prior contact has
occurred between the parents and the leader or staff person in charge.
c. In the event that a church employee must take a child/youth home every effort will
be made to bring a second adult along. If no other adult is available and a one-onone situation occurs, there must be parental consent and the church employee must
give the parent/guardian an estimated time of arrival. If that time changes another
phone contact must be made.
6. Registration materials for activities in which children are off-campus shall require signed
medical release and consent forms in order to participate.
7. All overnight or off- campus events need to have the correct ratio of adults to
children/youth and at least one adult of each gender when both sexes are represented.
There should never be fewer than two adults for any overnight trips. For youth and
children there will need to be one adult for every 10 children/youth (1:10)
8. All drivers of church vehicles must be 25 years of age or older and follow the church
rules for the vehicles. All drivers of these vehicles must have a DMV check and be
approved by our auto insurance.
Each person in the vehicle must wear a seat belt and no double-buckling of seat belts
will be permitted.
a. During trips, all vehicles must follow one of the approved adult’s supervision rules
(two adults or three in a group)
b. During organized youth events, a youth cannot transport another youth. The only
exception is a sibling, or with written permission from both parents.
9. If any paid staff member or volunteer of the church suspects that a policy has been
broken, he/she must report the incident as stated in the following section entitled
“Reporting an Incident.”
10. To volunteer in the nursery, a youth must be under the supervision of 2 adults. A
babysitting class is recommended for each youth volunteer.
11. When volunteers or paid staff are required to change a diaper, this must be done in a
visible area with a second volunteer/staff person present.
12. To ensure bathroom safety, children need to always go to the bathroom in pairs (2
children,1 leader) Also the bathroom door should be left open, even if just slightly. If a
child requires help the bathroom stall door must be left open.
13. To ensure internet safety for our children and youth, only first names will be used on
any F.U.M.C. website. Parents will have to sign a photography consent form before any
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photo or video is used of their children/youth. (This should be found on the medical
release and consent forms)
14. Each year the congregation will be informed of these Safe Sanctuary Policies and any
changes made to them. These policies will also be made available on the church
website.
15. In accordance with applicable North Carolina law, we recognize that in certain
circumstances, we will be unable to welcome onto our premises certain registered sex
offenders. Registered sex offenders must not come to church property without prior
communication and permission from both the Senior Pastor and the chairperson of the
Committee on Staff-Parish Relations. Registered sex offenders who wish to worship,
seek pastoral care, and be part of our faith community will be reviewed on a case bycase basis. In no event may a registered sex offender be on the premises during the
hours of operation of our preschool, CDC, After-school or Summer Camp programs.

SOCIAL MEDIA POLICY
As communication through digital mediums is ever increasing and evolving, it is
essential that the church be thoughtfully present in this mission field. Social media,
instant messaging, and email can enhance communication, faith sharing, and deepen
relationships.
The following are recommended practices to maintain healthy boundaries when
ministries of the church interact with children and youth online. Adults engaged in
ministry with youth and children should consider their relationship with the child or
youth when interacting with them via social media, and should conduct themselves in a
manner that would be acceptable on church grounds.
Connecting through Social Media
1. In addition to participating in communicating with official social media accounts
pertaining to the ministry, youth may wish to connect with personal accounts held
by volunteers engaged in youth ministry. Adults are asked to use the following
guidelines when establishing these connections:

a. Adults should not submit friend requests to youth. A youth may not feel like

they can reject the request, and such requests may inappropriately leverage
the disparity of power between youth and adult. Exceptions to this rule may
be when the adult’s privacy settings make finding the adult’s account
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difficult. Then the adult may initiate the friend request if the student has
expressed interest.

b. Due to the greater potential for misinterpretation, inappropriate discussions,
and inadvertent exposure of youth to inappropriate content; personal pages
should be maintained appropriately. Church leadership and volunteers
should avoid establishing relationships with children and youth online if no
relationship exists in person.

Boundaries
2. All church leaders and adult volunteers are encouraged to use strict privacy settings
on any personal social networking sites/apps. If an adult does not set strict privacy
settings they should avoid posting any inappropriate content and monitor their
social media pages to remove any inappropriate content that others may post to
their page.
3. For the sake of their own privacy, and the well being of the child/youth, adults
should not invite children or youth into any groups, events, pages, chats, etc. that
are not solely dedicated to activities directly related to children/youth ministries or
activities.
4. Privacy settings should be reviewed often, particularly when social media platforms
make changes to the privacy settings offered.

Communication
Social media is an excellent way to communicate with large numbers of people.
However, as with all forms of communication, users should be respectful of the privacy
of others. This is particularly the case with youth and children’s ministry leaders. Leaders
should be mindful of how something they post could impact another person, and never
share news about a child/youth without prior consent.
5. Use prudent judgement in the time you contact youth and children through social
media, email, etc. The “home phone rule” is a basic rule of thumb. Normally do not
text or chat with a student during hours when you would not call their home phone
(outside the hours of 9:00am-9:00pm).

a. Exceptions to this rule include emergency situations when the child/youth

has reached out to the church leader or volunteer with issues they feel they
need to discuss immediately; or during weekends, vacation times, or other
times when the child/youth would have parental permission to stay up later
than normal.
In all instances of exception the adult should use their best judgement.
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6. All church leaders and volunteers should be mindful of the content they post on
church pages as well as personal pages, as they are often viewed as the voice of the
church.
7. Video chat calls between an adult and a child/youth are generally not appropriate.
Such communication should be used only when face-to-face communication is not
possible (such as the youth being in a foreign country, but regularly communicates
with the adult).
8. When content shared raises concerns or questions, it should be brought to the
appropriate staff persons (pastors, program staff), and law enforcement where
appropriate.
a. Email is not appropriate communication for matters that are pastorally
sensitive, emotionally charged, or that require extensive conversation.
b. Email may be the most appropriate communication for matters that may be
best conveyed in writing.
c. Humor and sarcasm can be easily misinterpreted via email. Use only where
appropriate.
Note that all communication sent digitally may be posted anywhere at any time.
Adults should be mindful of what they put into writing.
9. When texting a youth, records of those texts should be kept on the phone of the
adult in case questions or concerns are ever raised.
10. Phone conversations and face-to-face meetings are the preferred method of
communication when responding to emotionally charged matters or pastoral
emergencies.
Identity Protection
We will seek to protect the privacy of minors in all official use of social media. All church
leaders and volunteers should monitor the privacy settings to ensure any posted images
of youth are not visible to those without permission to view the images.
11. All church leaders or volunteers must not post pictures to any church social media
page in which a child or youth is identifiable without prior written permission from
the parent.
12. Even with written consent a child’s first and last name should not be published with
the picture. First name (or first name and last initial) listed with the picture is the
best way to protect the child’s identity.
13. We strongly encourage that any pictures posted maintain the dignity of the person
depicted. Appropriateness of the picture should be considered, and adults should
avoid posting pictures that would make a youth feel self-conscious, vulnerable, or
subject them to ridicule.
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Administration of Official FUMC Social Media Accounts
14. Each church related social media page must have at least two non-related adult
administrators, who are either church leadership or volunteers engaged in the
ministry. The exception to this rule is social media platforms that do not allow more
than one administrator, in which case the administrator should be a program staff
person.
15. Sites must be monitored frequently to manage content (remove inappropriate
content).
Any inappropriate material posted to a church related social media site must be deleted
and addressed. If necessary, a report should be made through the “reporting an
incident” process.
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REPORTING AN INCIDENT
If an adult leader or volunteer observes or suspects a violation of Safe Sanctuary policy,
these steps must be taken immediately.

Steps to Reporting a Violation
1) Remember that you do not have to know for certain if a violation has occurred, but
are obligated legally and morally to exercise good judgement, care, concern, and
support for young people and their families.
2) A reasonably suspected incident should be reported as soon as possible to the
appropriate staff member who will notify the proper persons or groups. (Senior Pastor,
Trustees, Staff-Parish etc.)
3) Maintain confidentially with the person to whom you are reporting.
4) Document in writing all known facts, circumstances, dates and observations regarding
the incident and all steps taken on the Report of Suspected Incident (attached).
5) Any organization using F.U.M.C. facilities should also notify the Senior Pastor as soon
as possible about any incident or suspected incident of abuse involving any person
affiliated with that organization while using F.U.M.C. facilities.
6) The confidentially of all persons involved will be safeguarded to the extent possible
under the circumstances.

Steps to Responding to Allegations of a Violation
1) A quick, compassionate response to any alleged incident or abuse will be initiated.
All allegations will be taken seriously.
2) Notify parents/guardians of the person immediately. Ensure the safety of the minor
until parents arrive.
3) The person suspected should be removed from further contact with the minor until
proper investigation has with been performed.
4) The designated investigator should speak with the accuser, including the parents
(unless parent(s) are the accused) with another church official as witness.
5) If there is sufficient reason to believe that a violation occurred, the investigator
should immediately notify necessary parties, including the senior pastor, the proper
law enforcement and/or social services, as well as the church’s insurance liaison if
applicable based upon the violation.
6) Keep record of all steps taken by the church in response to the allegations.
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Media Response
All media inquiries and other inquiries of a general nature must be referred to the Senior Pastor
and/or the Associate Pastor. Inquiries seeking information concerning current or former
employees must be referred to the Senior Pastor and the SPRC. Media statements must be
approved by the Senior Pastor.

EMERGENCY ACTION PROCEDURES
Evacuation
In the event of an emergency evacuation from the building (fire, flooding, structural damage,
etc.)

Evacuation Plan for Children’s Ministry
1. Please first COUNT your children to make sure that you have accounted for everyone in
your care.
2. Line up children and bring your attendance roster.
3. Take the nearest/safest exit from the building.
4. Report to the playground enclosure on the front lawn of the church, facing Church
Street.
5. Sit your class down together in the enclosure and count them again.
6. Remain in the playground area until you are advised otherwise.

Evacuation Plan for Nursery
In the event of an emergency evacuation from the building:
1) Please first COUNT your children to make sure that you have accounted for everyone in
your care. Bring your attendance roster.
2) Infant Nursery: Place all infants safely into rolling cribs and push them to the
nearest/safest exit from the building.
3) Toddler Nursery: Have all children grab onto the traveling rope and take the
nearest/safest exit from the building.
4) Report to the playground enclosure on the front lawn of the church, facing Church
Street.
5) Wait with your class in the enclosure and count your children again.
6) Remain in the playground area until you are advised otherwise.

Tornado/Severe Weather
Preparation
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1) Listen to NOAA Weather Radio or to commercial radio or television newscasts for the
latest information. In any emergency, always listen to the instructions given by local
emergency management officials.
2) Be alert to changing weather conditions. Look for approaching storms.
3) Look for the following danger signs:
*Dark, often greenish sky
*Loud roar, similar to a freight train
*Large hail
*If you see approaching storms or
*A large, dark, low-lying cloud
any of the danger signs, be prepared
(particularly if rotating)
to take shelter immediately.

During a Tornado.
Tornado Plan for Children’s Ministry: If a Tornado Warning is issued, Children’s Ministry
leaders and staff are to seek shelter for their classes in the interior hallway where each class is
located. Teachers/leaders need to first perform a head count of their children (use sign-in
roster if available) and then line up down the sides of the walls in the hallway, kneeling and
covering their heads with their hands for protection.
Designated locations: Children and Youth in classes in the Education building will go to the
preschool first floor hallway of the Education building. Nursery and Preschool classes will gather
in the alcove outside of the bathrooms across from the nursery rooms.
If children/youth are away from the church campus please utilize the following procedure:
Identifying Shelter Locations
An underground area, such as a basement or storm cellar, provides the best protection from a
tornado. If an underground shelter is unavailable, consider the following:
*Seek a small interior room or hallway on the lowest floor possible
*Stay away from doors, windows, and outside walls
*Stay in the center of the room, and avoid corners because they attract debris
*Rooms constructed with reinforced concrete, brick or block with no windows and heavy
concrete floor or roof system overhead
*Avoid auditoriums, cafeterias and gymnasiums that have flat, wide-span roofs.

Lockdown
Used when there is a threat of violence or serious incident that could jeopardize the safety of
students/staff (i.e. intruder, shooting, hostage incident, civil disturbances, etc.)
Children and Youth Ministry Directors:
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1) These staff leaders or designated leader will make the following announcement by going
to each classroom. “We are experiencing an emergency situation and need to lockdown
our classrooms immediately. Teacher/Leaders are to close their classroom doors (lock
when possible) and move students away from all windows. If not in a classroom,
leaders/children need to return to the nearest classroom or office and remain until
advised otherwise. Staff Directors will lock building entrances if not already secure.
2) Call 911 (Designated caller) *Identify the name and address of the church and describe
the emergency, state the church is locking down, provide intruder description and
weapon (s) if known, and identify the location of any/all children and youth.
3) Leader/Teachers:
*Clear the hallway and bathrooms by your room moving everyone into the classrooms.
*Locks your doors (if possible), turn off your lights, and shut your blinds and windows
*Move children and youth away from the doors and windows
*If a life threatening situation exists, exit immediately to a place of safety.
*Take attendance and be prepared to notify the Children or Youth Director of missing children
or additional children, staff or guests sheltered in your classroom.
*Allow no one outside of the classroom until proper authorities (Police, Fire Dept. etc.) or staff
gives the “All Clear” signal.

Approved by Church Council May 22, 2018

11

Staff-Parish Work Throughout the Year
Every Day: Pray for the Pastor and pastor’s family and the church staff/families
Every Week: Pray for sermon preparation and delivery. Pray for worship planning and preparation.
Example One:
January: Review job description of SPRC committee. Review the church profile.
February: Send a note of thanks to someone on the church staff.
March/April: Review pastor’s schedule and time off.
April/May: Send a note of thanks to someone on the church staff. Remember that Administrative Assistant’s
Day is in April. Complete the pastor’s annual evaluation/assessment
June: Pray for the Annual Conference meeting and delegates
August/September: Offer salary recommendations for next year’s budget.
October: Pray for and offer assistance for Charge Conference preparation.
November: Review Staff Job Descriptions.
December: Consider the need, if any, for a change of pastoral leadership by completing the pastoral advisory
form.
Example Two:
January-March
Orientation for committee work
Review pastoral expectations questionnaire
Plan for how to be a connecting point between pastor and congregation
Plan for how to identify, work with and encourage ministry candidates
Review how the committee handles confidentiality, rumors, conflict
April-June
Parsonage/Housing Issues
Review Employee Policies and Job Descriptions
Transition needs if change of appointment
Annual Pastor evaluation/assessment
July-September
Review salary and benefit packages
Continuing education plans
Consider how the sprc can grow and develop as spiritual leaders
October-December
Charge Conference reports
Complete Pastoral Move Advisory Form
Plan for consultation with superintendent if a potential move is considered

Other Resources for the Staff-Parish Committee
Western North Carolina Conference of The United Methodist Church
wnccadmin.org
Under Administration
Forms, Documents, and Publications
Clergy Housing Guidelines and Policies
Clergy Vacation Policy
Moving Expense Policy
Contract Employee Agreement
Employee Evaluation Document
Employee OR Contractor Test
Employment Application Form
Quarterly Review Document
Human Resources Documents
Accountable Reimbursement Expense Voucher
Accountable Reimbursement Q&A
Accountable Reimbursement Policies
Clergy Travel Expense Policy
IRS Mileage and Maintenance Record
Standard Mileage Rates
Travel Reimbursement Form
Blank Clergy Compensation Form
https://www.wespath.org/health-well-being
https://www.umcdiscipleship.org/content-library/tags
Lewis Center for Church Leadership, Wesley Theological Seminary - https://www.churchleadership.com/
Pastor and Parish Curriculum - https://divinity.duke.edu/initiatives/clergy-health-initiative/pastor-parish

Staff-Parish Job Description Book of Discipline
There shall be elected annually by the charge conference in each local church a committee on pastor-parish relations who are
professing members of the local church or charge or associate members (¶ 227), except in cases where central conference
legislation or local law provides otherwise.
People serving on this committee must be engaged in and attentive to their Christian spiritual development so as to give proper
leadership in the responsibilities with which the committee is entrusted.
-In conducting its work, the committee shall identify and clarify its values for ministry.
-It shall engage in biblical and theological reflections on the mission of the church, the primary task, and ministries of the local
church.
-The committee shall reflect biblically and theologically on the role and work of the pastor(s) and staff as they carry out their
leadership responsibilities.
-The committee shall assist the pastor(s) and staff in assessing their gifts, maintaining health holistically and work-life balance, and
setting priorities for leadership and service.
-It is the responsibility of the committee to communicate with the committee on nominations and leadership development and/ or
the church council when there is a need for other leaders or for employed staff to perform in areas where utilization of the gifts of
the pastor(s) and staff proves an inappropriate stewardship of time.
a) The committee shall be composed of not fewer than five nor more than nine persons representative of the total charge. One of
the members shall be a young adult and one member may be a youth. In addition, the lay leader and a lay member of the annual
conference shall be members. No staff member or immediate family member of a pastor or staff member may serve on the
committee. Only one person from an immediate family residing in the same household shall serve on the committee. b) In order
to secure experience and stability, the membership shall be divided into three classes, one of which shall be elected each year for
a three-year term. The lay member of the annual conference and the lay leader are exempt from the three-year term. To begin
the process of rotation where such a process has not been in place, on the first year one class shall be elected for one year, one
class for two years, and one class for three years. Members of the committee shall be able to succeed themselves for one threeyear term. When vacancies occur during the year, nominees shall be elected at the church council (or alternative church
structure). c) In those charges where there is more than one church, the committee shall include at least one representative and
the lay leader from each local church. d) The committees on pastor-parish relations of charges that are in cooperative parish
ministries shall meet together to consider the professional leadership needs of the cooperative parish ministry as a whole. e) The
committee shall meet at least quarterly. It shall meet additionally at the request of the bishop, the district superintendent, the
pastor, any other person accountable to the committee, or the chairperson of the committee. The committee shall meet only
with the knowledge of the pastor and/ or the district superintendent. The pastor shall be present at each meeting of the
committee on pastor-parish relations or staff-parish relations except where he or she voluntarily excuses himself or herself. The
committee may meet with the district superintendent without the pastor or appointed staff under consideration being present.
However, the pastor or appointed staff under consideration shall be notified prior to such meeting with the district
superintendent and be brought into consultation immediately thereafter. The committee shall meet in closed session, and
information shared in the committee shall be confidential. f) In the event that only one congregation on a charge containing more
than one church has concerns it wishes to share, its member(s) in the committee may meet separately with the pastor or any
other person accountable to the committee or the district superintendent, but only with the knowledge of the pastor and/ or
district superintendent.
g) The duties of the committee shall include the following:
(1) To encourage, strengthen, nurture, support, and respect the pastor(s) and staff and their family(s).
(2) To promote unity in the church(es).
(3) To confer with and counsel the pastor( s) and staff on the matters pertaining to the effectiveness of ministry; relationships with
the congregation; the pastor’s health and self-care, conditions that may impede the effectiveness of ministry; and to interpret the
nature and function of the ministry.
(4) To confer with, consult, and counsel the pastor(s) and staff on matters pertaining to priorities in the use of gifts, skills, and time
and priorities for the demands and effectiveness of the mission and ministry of the congregation.
(5) To provide evaluation at least annually for the use of the pastor(s) and staff in an ongoing effective ministry and for identifying
continuing educational needs and plans.
(6) To communicate and interpret to the congregation the nature and function of ministry in The United Methodist Church regarding
open itinerancy, the preparation for ordained ministry, and the Ministerial Education Fund.
(7) To develop and approve written job descriptions and titles for associate pastors and other staff members in cooperation with the
senior pastor. The term associate pastor is used as a general term to indicate any pastoral appointment in a local church other than
the pastor in charge (see ¶ 339). Committees shall be encouraged to develop specific titles for associate pastors that reflect the job
descriptions and expectations.
(8) To consult with the pastor and staff concerning continuing education, work-life balance, dimensions of personal health and
wellness, and spiritual renewal, to arrange with the church council for the necessary time and financial assistance for the attendance

of the pastor and/ or staff at such continuing education, self-care, and spiritual renewal events as may serve their professional and
spiritual growth, and to encourage staff members to seek professional certification in their fields of specialization.
(9) To enlist, interview, evaluate, review, and recommend annually to the charge conference lay preachers and persons for
candidacy for ordained ministry (see ¶ ¶ 247.8 and 310), and to enlist and refer to the General Board of Global Ministries persons
for candidacy for missionary service, recognizing that The United Methodist Church affirms the biblical and theological support of
persons regardless of gender, race, ethnic origin, or disabilities for these ministries. Neither the pastor nor any member of the
committee on pastor-parish relations shall be present during the consideration of a candidacy application or renewal for a member
of their immediate family. The committee shall provide to the charge conference a list of students from the charge who are
preparing for ordained ministry, diaconal ministry, and/ or missionary service, and shall maintain contact with these students,
supplying the charge conference with a progress report on each student.
(10) To interpret preparation for ordained ministry and the Ministerial Education Fund to the congregation.
(11) To confer with the pastor and/ or other appointed members of the staff if it should become evident that the best interests of
the charge and pastor(s) will be served by a change of pastor(s). The committee shall cooperate with the pastor(s), the district
superintendent, and the bishop in securing clergy leadership. Its relationship to the district superintendent and the bishop shall be
advisory only. 9 (See ¶ ¶ 425-428.)
(12) To recommend to the church council, after consultation with the pastor, the professional and other staff positions (whether
employee or contract) needed to carry out the work of the church or charge. The committee and the pastor shall recommend to the
church council a written statement of policy and procedures regarding the process for hiring, contracting, evaluating, promoting,
retiring, and dismissing staff personnel who are not subject to episcopal appointment as ordained clergy. Until such a policy has
been adopted, the committee and the pastor shall have the authority to hire, contract, evaluate, promote, retire, and dismiss
nonappointed personnel. When persons are hired or contracted, consideration shall be given to the training qualifications and
certification standards set forth by the general Church agency to which such positions are related. The committee shall further
recommend to the church council a provision for adequate health and life insurance and severance pay for all lay employees. In
addition, the committee shall recommend that the church council provide, effective on and after January 1, 2006, 100 percent
vested pension benefits of at least 3 percent of compensation for lay employees of the local church who work at least 1040 hours
per year, are at least 21 years of age, and have at least one year of permanent service. The church council shall have authority to
provide such pension benefits through either a denominational pension program administered by the General Board of Pension and
Health Benefits or another pension program administered by another pension provider. (13) To recommend to the charge
conference, when the size of the employed staff of the charge makes it desirable, the establishment of a personnel committee. This
committee shall be composed of such members of the committee on pastor-parish relations as it may designate and such additional
members as the charge conference may determine.
(14) To educate the church community on the value of diversity of selection in clergy and lay staff and develop a commitment to
same.
(15) Members of the committee on pastor-parish relations (or staff-parish relations) shall keep themselves informed of personnel
matters in relationship to the Church’s policy, professional standards, liability issues, and civil law. They are responsible for
communicating and interpreting such matters to staff. Committee members should make themselves available for educational and
training opportunities provided by the conference, district, and/ or other arenas that will enable them to be effective in their work.
(16) To consult on matters pertaining to pulpit supply, proposals for compensation, travel expense, vacation, health and life
insurance, pension, housing (which may be a church-owned parsonage or housing allowance in lieu of parsonage if in compliance
with the policy of the annual conference), and other practical matters affecting the work and families of the pastor and staff, and to
make annual recommendations regarding such matters to the church council, reporting budget items to the committee on finance.
The parsonage is to be mutually respected by the pastor’s family as the property of the church and by the church as a place of
privacy for the pastor’s family. The committee will follow up to assure timely resolution of parsonage problems affecting the health
of the pastor or pastor’s family. The chairperson of the committee on pastor-parish relations, the chairperson of the board of
trustees, and the pastor shall make an annual review of the church-owned parsonage to assure proper maintenance and to give
immediate resolution to parsonage issues affecting the family’s health and well-being.
(17) To encourage, monitor, and support clergy and lay staff pursuit of health and wholeness.

CHARGE COMMITTEE ON PASTOR-PARISH RELATIONS
In interpreting and implementing the directions of ¶258.2 of The Book of Discipline of the United Methodist
Church – 2008 regarding the formation of a charge committee on pastor-parish relations, the following
provisions shall be observed:
In charges where there is more than one church, there shall be a charge committee on pastor-parish relations
or staff-parish relations. The committee shall be composed of not fewer than five nor more than nine persons
representative of the total charge1, provided that they shall all be members of the local church committee on
pastor-parish relations. In so far as possible, one of the members shall be a young adult (18-35) and one member
may be a youth (12-17)2. In addition, the lay leaders from each church on the charge3 and the charge lay member
of the annual conference4 shall be members with vote.
The membership of the charge committee on pastor-parish relations shall have fair and equitable
representation from each church on the charge, provided that the membership of the committee shall not be
fewer than 5 or more than 9 members who are members of the pastor parish relations committee in each church
on the charge plus the lay leaders from each church on the charge and the charge lay member of the annual
conference.
All the provisions of ¶258.2 shall apply to membership, meetings, and duties of the charge committee on pastorparish relations. However, it shall not be necessary for the charge committee on pastor-parish relations to be
divided into rotating classes. The charge committee on pastor-parish relations shall be responsible for the
annual evaluation of the pastor and for all matters relative to the appointment of a pastor to the charge.
The chair of the charge committee on pastor-parish relations may rotate annually between or among the
churches on the charge. In the interest of equity, it is suggested that the chair of the charge committee on
pastor-parish relations and the charge lay member of the annual conference not be from the same church in
any one year.
Each church on a charge shall elect a local church committee on pastor-parish relations, provided that at least
one of whom shall serve on the charge committee on pastor parish relations and that all the provisions of ¶258.2
are observed.

1

¶258.2a
¶258.2a
3
¶258.2a and c
4
¶258.2a
2

EXAMPLES OF CHARGE COMMITTEE ON PASTOR-PARISH RELATIONS
Pursuant with the provisions of ¶258.2f, a local church committee on pastor-parish relations may meet
separately with the pastor or any other person accountable to the committee or the district superintendent,
but only with the knowledge of the pastor and/or district superintendent.
Examples:
• A charge comprised of 2 churches
• 2 to 4 representatives from each local church PPRC = 4 to 8 persons
• Chair rotates annually between churches
= 1 person
• Lay leader from each local church
= 2 persons
• Charge lay member of annual conference
= 1 person
• A charge comprised of 3 churches have 2 models
• MODEL ONE
• 2 representatives from each local church PPRC
= 6 persons
• Chair rotates annually between churches
= 1 person
• Lay leader from each local church
= 3 persons
• Charge lay member of annual conference
= 1 person
• MODEL TWO
• 3 representatives from each local church PPRC
= 9 persons
• Chair shall come from one of the 9 and shall rotate annually between each church on the charge.
• Lay leader from each local church
= 3 persons
• Charge lay member of annual conference
= 1 person
• A charge comprised of 4 churches
• 1 or 2 representatives from each local church PPRC = 4 to 8 persons
• Chair rotates annually between churches
= 1 person
• Lay leader from each local church
= 4 persons
• Charge lay member of annual conference
= 1 person

CONFIDENTIALITY PLEDGE

1, _________________________, agree that I will keep confidential all information regarding
employees/members/clergy which comes to me as a result of carrying out my responsibilities to the Staff Parish
Relations Committee. I will not discuss this information with anyone, beyond the bounds of this committee.

_____________________________
Name, Printed

___________________________
Signature

_____________________________
Witness Name, Printed

____________________________
Signature

Date: ____________________

Conflict Awareness
Biblical Skills for Conflict
Seek first to understand. (Philippians 2:3-8)
Speak the truth in love. (James 3:9-10)
Listen for the truth in love. (James 1:19)
Move from the incidents to the issues. (Philippians 3:12-14)
Agree and disagree in love. (1 Corinthians 1:10)
Forgive (release) (Matthew 18:21-22)
Reconcile (restore) (Matthew 18:15)
Bullying Behaviors seen in church
-spreading rumors about others with the intent of undermining their leadership.
-intentionally excluding individuals from a discussion or decision-making process
so their voice is silenced.
-speaking ill of an individual or family in public.
-placing blame on someone instead of sharing responsibility for a struggling ministry.
-false accusations and verbal threats.
Bullying Attitudes seen in church
-lacking empathy for others, not showing compassion.
-lacking guilt, unwillingness to consider own responsibility in a situation.
-wanting to be in charge, all the time.
-demanding to win in all situations.
How to eliminate bullying
-enforce godly boundaries.
-embody empathy.
-forgive.
Example of Boundaries….a Covenant for How We Will Live Together
We will treat one another with kindness.
We will treat one another with respect, including maintaining confidentiality of personal matters shared by others and
refraining from gossip.
We will treat one another with honesty and openness.
We will not let offenses "build up" but deal with them in a timely and truthful manner.
We will go privately to a person who has offended us to seek understanding and forgiveness.
We will “receive graciously” another person who approaches us with an offense.
In the spirit of "receiving graciously,"
-we will listen carefully to any concerns brought to us,
-we will consider our own responsibility in an offense,
-we will seek understanding, apology and forgiveness,
-we will let the past be the past and agree to disagree in love.
-we will not dwell on past incidents with each other and we will not talk about past incidents with others.
We will disallow anonymous communications.
We will provide means for the congregation to give healthy and helpful input to leadership.
Resource, Longing to Belong, Rev. Beth Crissman

United Methodist Itineracy
Prepared for Uwharrie District, Laura Auten, Missional Strategist and District Superintendent

Acts 13: 2-3: “While they were worshiping the Lord and fasting, the Holy Spirit said, ‘Set apart for me
Barnabas and Saul for the work to which I have called them’. Then after fasting and praying they laid their
hands on them and sent them off.”
Acts 14:23: “And after they had appointed elders for them in each church, with prayer and fasting they
entrusted them to the Lord in whom they had come to believe.”
Why do United Methodist pastors move from place to place?
Itineracy is the system in The United Methodist Church by which pastors are appointed to a church or a charge
by a bishop. United Methodist pastors are under obligation to serve where appointed. The present form of the
itineracy grew from the practice of Methodist pastors traveling widely throughout the church on circuits.
Source: A Dictionary for United Methodists, Alan K. Waltz, Copyright 1991, Abingdon Press
What is a Bishop? Who is our Bishop?
A Bishop is an ordained elder elected to the office of bishop. A bishop serves as a general superintendent of the
denomination. Individually and collectively bishops give general oversight to the temporal and spiritual interests
of the entire denomination. The Greek word for bishop is episcopos, which is the root word for episcopal. Our
Bishop is Bishop Paul Leeland, Western North Carolina Annual Conference, Southeastern Jurisdiction of The
United Methodist Church.
What is a District Superintendent?
A District Superintendent is an ordained elder appointed by a bishop to oversee the pastors and local churches
in a district. The superintendent carries a wide range of responsibilities for the local churches in the district and
throughout the Conference as a whole. Primary responsibilities relate to overseeing the work of the local
churches, including presiding at Charge Conferences, and supervising the work of the pastors, including
participating with the bishop in the making of appointments. The District Superintendent is the chief missional
strategist for the district. Source: A Dictionary for United Methodists, Alan K. Waltz, Copyright 1991, Abingdon
Press
What is the Cabinet?
The organization in an annual conference whose membership consists of the resident bishop and the district
superintendents. The Cabinet provides oversight and direction for the work of the annual conference, districts,
and local churches. The Cabinet works as a unit on developing the appointments for the ministerial members,
which are made or fixed by the bishop.
Source: A Dictionary for United Methodists, Alan K. Waltz, Copyright 1991, Abingdon Press.

Other Terms and Definitions
Ministry of All Christians: Through our baptism, all are called to ministries of sharing the gospel. Each baptized
Christian, lay and ordained, is equipped with unique gifts and distinctive vocations. All are called to share the
love of God in Jesus Christ through the power of the Holy Spirit. Source The Method our Mission: United
Methodist Polity and Organization, Laceye C. Warner
Elder: A person ordained to a lifetime ministry of service, word, sacrament and order. He or she is authorized to
preach and teach God’s word, to administer the sacraments of baptism and Holy Communion, and to order the
life of the church for mission and ministry. Elders itinerate and make themselves available for appointment by
the bishop. Elders serve both the local church and in settings that extend the ministry of the church. Source:
Sharing God's Gifts Glossary of United Methodist Terms
Deacon: An ordained clergyperson who is called to serve all people, particularly the poor, the sick, and the
oppressed, and to equip and lead the laity in ministries of compassion, justice and service in the world. In this
capacity, he or she leads the church in relating the gathered community to their ministries in the world, thus
connecting the church’s worship with its service in the world. A deacon has the authority to teach and proclaim
God's Word, to lead in worship, to assist elders in the administration of the sacraments of Holy Baptism and
Holy Communion, to perform the marriage ceremony where the laws of the state permit, and to bury the dead.
Deacons are ordained to a lifetime ministry of word, service, compassion and justice. Deacons do not itinerate.
They are full members of the annual conference. Source: InfoServ
Local pastor: A licensed (not ordained) pastor, annually approved by the district committee on ordained
ministry, who is authorized to perform all duties of an ordained minister, including the sacraments, while
assigned to a particular charge under the supervision of a district superintendent. A clergy mentor oversees the
local pastor's work in the course of study for ordained ministry and advises on matters of pastoral responsibility.
Source: Sharing God's Gifts Glossary of United Methodist Terms
Ordination: The act of conferring ministerial orders, presided over by a bishop. The setting apart for ministry by
prayer and the laying on of hands. The authorization of the church for the practice of Service, Word, Sacrament
and Order (in the case of an elder) and for the practice of Word, Compassion, Justice and Service (in the case of
a deacon). Source: Sharing God's Gifts Glossary of United Methodist Terms
Pastor or Staff-Parish Relations Committee. Officially elected to represent the church to work closely with the
pastor and staff concerning their relationship with the congregation and the entire work of the church. The
committee helps clergy and staff set leadership and service priorities. It is to confer with the district
superintendent concerning the appointment of the pastor for the church. The committee recommends the
salary for the pastor to the Charge Conference. It consists of from five to nine members of the pastoral charge.
Source: A Dictionary for United Methodists, Alan K. Waltz, Copyright 1991,
The United Methodist Book of Discipline: A fundamental book outlining the law, doctrine, administration,
organizational work and procedures of The United Methodist Church. It is authoritative and legally binding.
Each General Conference amends The Book of Discipline, and the actions of the General Conference are
reflected in the quadrennial revision. Often referred to as The Discipline. Source: Sharing God's Gifts Glossary of
United Methodist Terms
What does The Discipline say about appointment-making?
Section VIII. Appointment-Making ¶ 425. Responsibility— 1. Clergy shall be appointed by the bishop, who is
empowered to make and fix all appointments in the Episcopal area of which the annual conference is a part.
Appointments are to be made with consideration of the gifts and evidence of God’s grace of those appointed,

to the needs, characteristics, and opportunities of congregations and institutions, and with faithfulness to the
commitment to an open itineracy. Open itineracy means appointments are made without regard to race, ethnic
origin, gender, color, disability, marital status, or age, except for the provisions of mandatory
retirement…Through appointment-making, the connectional nature of the United Methodist system is made
visible…
¶ 426. Consultation and Appointment-Making— Consultation is the process whereby the bishop and/ or district
superintendent confer with the pastor and committee on pastor-parish relations, taking into consideration the
criteria of ¶ 427, a performance evaluation, needs of the appointment under consideration, and mission of the
Church. Consultation is not merely notification. Consultation is not committee selection or call of a pastor. The
role of the committee on pastor-parish relations is advisory. Consultation is both a continuing process and a
more intense involvement during the period of change in appointment. 17 1. The process of consultation shall
be mandatory in every annual conference. ¶ 427. Criteria— Appointments shall take into account the unique
needs of a charge, the community context, and also the gifts and evidence of God’s grace of a particular pastor.
¶ 428. Process of Appointment-Making— The process used in appointment-making shall include: 19 1. A
change in appointment may be initiated by a pastor, a committee on pastor-parish relations, a district
superintendent, or a bishop. 2. The bishop and the cabinet shall consider all requests for change of
appointment in light of the profile developed for each charge and the gifts and evidence of God’s grace,
professional experience, and family needs of the pastor. 3. When a change in appointment has been
determined, the district superintendent should meet together or separately with the pastor and the committee
on pastor-parish relations where the pastor is serving, for the purpose of sharing the basis for the change and
the process used in making the new appointment.
¶ 429. Frequency— While the bishop shall report all pastoral appointments to each regular session of an annual
conference, appointments to charges may be made at any time deemed advisable by the bishop and cabinet.
Appointments are made with the expectation that the length of pastorates shall respond to the long-term
pastoral needs of charges, communities, and pastors. The bishop and cabinet should work toward longer tenure
in local church appointments to facilitate a more effective ministry.

Job Description for Pastors
¶ 340. Responsibilities and Duties of Elders and Licensed Pastors— 1. The responsibilities of elders are derived from the
authority given in ordination. Elders have a fourfold ministry of Word, Sacrament, Order, and Service and thus serve in
the local church and in extension ministries in witness and service of Christ’s love and justice. Elders are authorized to
preach and teach the Word, to provide pastoral care and counsel, to administer the sacraments, and to order the life of
the church for service in mission and ministry as pastors, superintendents, and bishops. 2. Licensed pastors share with
the elders the responsibilities and duties of a pastor for this fourfold ministry, within the context of their appointment.
a) Word and ecclesial acts:
(1) To preach the Word of God, lead in worship, read and teach the Scriptures, and engage the people in study and
witness. (a) To ensure faithful transmission of the Christian faith. (b) To lead people in discipleship and evangelistic
outreach that others might come to know Christ and to follow him.
(2) To counsel persons with personal, ethical, or spiritual struggles.
(3) To perform the ecclesial acts of marriage and burial. (a) To perform the marriage ceremony after due counsel with
the parties involved and in accordance with the laws of the state and the rules of The United Methodist Church. The
decision to perform the ceremony shall be the right and responsibility of the pastor. (b) To conduct funeral and
memorial services and provide care and grief counseling.
(4) To visit in the homes of the church and the community, especially among the sick, aged, imprisoned, and others in
need.
(5) To maintain all confidences inviolate, including confessional confidences except in the cases of suspected child abuse
or neglect, or in cases where mandatory reporting is required by civil law.
b) Sacrament:
(1) To administer the sacraments of baptism and the Supper of the Lord according to Christ’s ordinance. (a) To prepare
the parents and sponsors before baptizing infants or children, and instruct them concerning the significance of baptism
and their responsibilities for the Christian training of the baptized child. (b) To encourage reaffirmation of the baptismal
covenant and renewal of baptismal vows at different stages of life. (c) To encourage people baptized in infancy or early
childhood to make their profession of faith, after instruction, so that they might become professing members of the
church. (d) To explain the meaning of the Lord’s Supper and to encourage regular participation as a means of grace to
grow in faith and holiness. (e) To select and train deacons and lay members to serve the consecrated communion
elements.
(2) To encourage the private and congregational use of the other means of grace.

c) Order:
(1) To be the administrative officer of the local church and to assure that the organizational concerns of the
congregation are adequately provided for. (a) To give pastoral support, guidance, and training to the lay leadership,
equipping them to fulfill the ministry to which they are called. (b) To give oversight to the educational program of the
church and encourage the use of United Methodist literature and media. (c) To be responsible for organizational
faithfulness, goal setting, planning and evaluation. (d) To search out and counsel men and women for the ministry of
deacons, elders, local pastors, and other church-related ministries.
(2) To administer the temporal affairs of the church in their appointment, the annual conference, and the general
Church. (a) To administer the provisions of the Discipline. (b) To give an account of their pastoral ministries to the charge
and annual conference according to the prescribed forms. (c) To provide leadership for the funding ministry of the
congregation. To ensure membership care including compliance with charitable giving documentation requirements and
to provide appropriate pastoral care, the pastor, in cooperation with the financial secretary, shall have access to and
responsibility for professional stewardship of congregational giving records. (d) To model and promote faithful financial
stewardship and to encourage giving as a spiritual discipline by teaching the biblical principles of giving. (e) To lead the
congregation in the fulfillment of its mission through full and faithful payment of all apportioned ministerial support,
administrative, and benevolent funds. (f) To care for all church records and local church financial obligations, and certify

the accuracy of all financial, membership, and any other reports submitted by the local church to the annual conference
for use in apportioning costs back to the church.
(3) To participate in denominational and conference programs and training opportunities. (a) To seek out opportunities
for cooperative ministries with other United Methodist pastors and churches. (b) To be willing to assume supervisory
responsibilities within the connection.
(4) To lead the congregation in racial and ethnic inclusiveness.
d) Service:
(1) To embody the teachings of Jesus in servant ministries and servant leadership.
(2) To give diligent pastoral leadership in ordering the life of the congregation for discipleship in the world.
(3) To build the body of Christ as a caring and giving community, extending the ministry of Christ to the world.
(4) To participate in community, ecumenical, and interreligious concerns and to encourage the people to become so
involved and to pray and labor for the unity of the Christian community.

Continuing Education Information for Staff-Parish Relations Committees
Paragraph References are for The Book of Discipline of The United Methodist Church 2016,

United Methodist Publishing House. Kindle Edition.

Every pastor is expected to participate in a program of continuing professional growth.
The United Methodist Church entrusts those persons who are in the ordained ministry with primary responsibility for
maintaining standards of education and preparation for ordination. Having been
originally recommended by a charge conference. Paragraph 304.4
There are professional responsibilities that elders are expected to fulfill and that represent a fundamental part of their
accountability and a primary basis of their continued eligibility for annual appointment. These shall include…Growth in
professional competence and effectiveness through continuing education and formation. Paragraph 334.2.d
Under Responsibilities and Duties of Elders and Licensed Pastors… To participate in denominational and conference
programs and training opportunities. (a) To seek out opportunities for cooperative ministries with other United
Methodist pastors and churches. (b) To be willing to assume supervisory responsibilities within the connection.
Paragraph 340.2
It is expected that all annual conferences will make available and encourage the use of spiritual guides, life coaches,
pastoral counselors or vocational mentors for all clergy, separate from the superintendent, and that clergy will utilize
these kinds of support as a standard practice of ministry throughout the clergy career, and in all assignments or
appointments. Paragraph 348.4
The clergy in local churches shall participate annually in an evaluation with the committee on pastor-parish relations to
enhance an ongoing effective ministry and to identify continuing education needs and plans using criteria, processes,
and training developed by the Board of Ordained Ministry and the cabinet. Paragraph 349.1
Continuing Education and Spiritual Growth— Throughout their careers, clergy shall engage in continuing education for
ministry, professional development, and spiritual formation and growth in order to lead the church in fulfilling the
mission of making disciples for Jesus Christ. This shall include carefully developed personal programs of study
augmented periodically by involvement in organized educational and spiritual growth activities. These practices embody
the Wesleyan emphasis on lifelong growth in faith, fostered by personal spiritual practices and participation in covenant
communities. Each annual conference, through the chairs of the Clergy Orders and Fellowship or other leaders
designated by the bishop, shall provide spiritual enrichment opportunities and covenant groups for deacons, elders, and
local pastors. 2. A clergy member’s continuing education and spiritual growth program shall include professional
formation leaves at least one week each year and may include at least one month during one year of every
quadrennium. Such leaves shall not be considered as part of the ministers’ vacations and shall be planned in
consultation with their charges or other agencies to which they are appointed as well as the bishop, district
superintendent, and annual conference continuing education committee. Paragraph 350

Every clergyperson shall also engage in a six-month process of personal and professional assessment and development
every eight years. Please watch for more information concerning the Eight Year Review for clergy from those in the
Western North Carolina Conference who are planning and preparing for these reviews. Paragraph 349.3
A clergy member may request a formational and spiritual growth leave of up to six months while continuing to hold an
appointment in the local church. Such leaves are available to clergy members who have held full-time appointments for
at least six years. Such a leave shall be with the approval of the committee on pastor-parish relations, the church council,
and the district superintendent. Paragraph 350.3

A sabbatical leave should be allowed for a program of study or travel approved by the conference Board of Ordained
Ministry. Associate members or clergy members in full connection who have been serving in a full-time appointment for
six consecutive years, or in a less than full-time appointment equivalent to six consecutive full-time years, from the time
of their reception into full or associate membership may be granted a sabbatical leave for up to one year…To be eligible
for an additional sabbatical leave, associate members and clergy members in full connection shall have served six
consecutive years under full-time appointment, or in a less than full-time appointment equivalent to six consecutive fulltime years, following the previous sabbatical leave. Paragraph 351

As a Christian leader, you may occasionally need time away from ministry to rest and be spiritually renewed so
that you can effectively lead your "flock." The process of planning and taking a formational and spiritual
growth (Renewal) leave from your ministry can be daunting, so much so that many leaders do not take the time
to be renewed. Big Sigh Ministries is here to assist in the process, working with you, your church, and others to
make your leave a truly restful and renewing experience. For more information, contact Rev. Jack Tookey,
jack@bigsigh.com or (336) 337-2343 and check out our website at BigSigh.org.

Every local church is expected to support candidates for ministry and the professional growth of clergy.
Every local church should intentionally nurture candidates for ordained ministry and provide spiritual and financial
support for their education as servant leaders for the ministry of the whole people of God.
Paragraph 247.8
Responsibility of the Staff-Parish Relations Committee … To consult with the pastor and staff concerning continuing
education, work-life balance, dimensions of personal health and wellness, and spiritual renewal, to arrange with the
church council for the necessary time and financial assistance for the attendance of the pastor and/ or staff at such
continuing education, self-care, and spiritual renewal events as may serve their professional and spiritual growth, and to
encourage staff members to seek professional certification in their fields of specialization. Paragraph 258.2.g.8
Clergy shall be asked by the district superintendent in the charge conference to report on their programs of continuing
education, formation, and spiritual growth for the past year and plans for the year to come. The district superintendent
shall also ask the local church to describe its provision for time and financial support of continuing education for
ministry, professional development, formation and spiritual growth for the pastors, diaconal ministers and deacons
serving their primary appointment in that local church. 6. Clergy in extension ministries and appointments beyond the
local church shall give evidence of their continuing formation and spiritual growth program and future plans in their
annual reports. Paragraph 350.5

Provisional Period and Preparation for Ordination as Elders and Deacons in Full Connection.
Service of Provisional Members— All persons who are provisional members shall be appointed by a bishop and serve as
a provisional member of the annual conference for a minimum of two years (WNCC policy is three years) following the
completion of education requirements for full connection. During the provisional period, arrangements shall be offered
by the Board of Ordained Ministry for all provisional members to be involved in a residency curriculum that extends
theological education by using covenant groups and mentoring to support the practice and work of their ministry as
servant leaders, to contemplate the grounding of ordained ministry, and to understand covenant ministry in the life of
the conference. Paragraph 326

Continuing Education Requirements for Full-Time and Part-Time Local Pastors
Continuance as a Local Pastor— 1. Persons licensed as local pastors who are not provisional members shall continue in
college, in a program of theological education at an approved seminary, or in the Course of Study. Paragraph 319.
Full-Time Local Pastors— Those eligible to be appointed full-time local pastors are persons…(c) who, unless they have
completed the Course of Study or other approved theological education, shall (i) complete four courses per year in a
Course of Study school, or (ii) shall have made progress in the correspondence curriculum prescribed by the General
Board of Higher Education and Ministry (¶ 1421.3d), or (iii) be enrolled as a pre-theological or theological student in a
college, university, or school of theology approved by the University Senate; (d) who, when they have completed the
Course of Study or a Master of Divinity degree from a seminary listed by the University Senate, are involved in continuing
education (¶ 350); (e) who shall not be enrolled as a full-time student in any school. Paragraph 318.1.c
Part-Time Local Pastors— Those eligible to be appointed as part-time local pastors are persons…(d) who, unless they
have completed the Course of Study or other approved theological education, shall (i) complete two courses per year in a
Course of Study school, or (ii) have made progress in the correspondence curriculum prescribed by the General Board of
Higher Education and Ministry, or (iii) be enrolled as a pre-theological or theological student in a college, university, or
school of theology approved by the University Senate. Paragraph 318.2.d
Course of Study
The Course of Study (COS) is prescribed by the General Board of Higher Education and Ministry – Division of Ordained
Ministry –see paragraph 1421.3.d
The Basic Five-Year Course of Study is a year-round experiential and classroom learning process. This process assumes
cooperation between the instructors in the Course of Study Schools and the clergy mentors in the annual conferences.
Each Regional Course of Study School shall offer all 20 courses of the Basic Five-Year COS and shall seek to meet the
needs of both the full-time and part-time local pastors. Normally courses are to be taken in the sequence prescribed by
the curriculum. At a minimum, students are expected to take first year courses in the first year of study and fifth year
courses in the final year of study.
Local Pastor Mentoring
A local pastor shall be under the supervision of a district superintendent and shall be assigned a clergy mentor while in
the Course of Study or in seminary. Paragraph 348.
The Western North Carolina Conference utilizes group mentoring for local pastors which includes one weekend and 5
one day meetings.

WHAT IS THE VACATION POLICY FOR CLERGY?
The 2002 session of conference amended the clergy vacation policy to read like this:
1. Each clergy person under appointment by the bishop of the Western North Carolina Conference shall be
entitled to receive the following minimum vacation time during the course of the Annual Conference year (July
1-June 30)
a. Those having served full time in The United Methodist Church from the time first appointed to five years:
two weeks’ vacation.
b. Those having served full time in The United Methodist Church from six years to ten years: three weeks’
vacation.
c. Those having served full time in The United Methodist Church for eleven or more years: four weeks’
vacation.
2. Vacation time shall be based on the number of years of service under full-time appointment in the ministry of The
United Methodist Church (including previous service in diaconal ministry) and not just on the number of years of service
in a given appointment.
3. Time away from the appointment for participation in continuing education events and experiences shall not be
counted as vacation time (see ¶ 350.2), nor shall time away from the appointment to attend Annual Conference or other
conference or district events which the appointee is expected to attend be counted as vacation time.
4. The Committee on Pastor-Parish Relations or comparable body should also arrange for the clergy person to have one
day off each week and to be away from the appointment occasionally for a day or two.
5. In those charges where clergy are appointed to less-than-full-time service, including student pastors, the Committee
on Pastor-Parish Relations shall ensure that the appointed clergy receive adequate vacation and other time away from
the appointment.
6.Information about this policy should be clearly communicated to responsible parties in the local church or other
appointment.

Part-Time Pastoral Expectations
Expectations of a pastor at one-quarter-time are:
1. Lead worship and preach weekly
2. Emergency pastoral care (hospitalizations and deaths)
3. Limited administrative duties and meetings
4. If time, new member cultivation or at least train laity how to do this

Expectations of pastors at one-half-time are:
1. Lead worship and preach weekly
2. Limited pastoral care (includes emergency and homebound visitation)
3. Limited administrative duties and meetings
4. New member cultivation
5. Occasionally teach a Bible Study (short-time, but probably not weekly)

Expectations of pastors at three-quarter time are:
1.
2.
3.
4.
5.
6.

Lead worship and preach weekly
Pastoral care (emergency, homebound, limited congregational visitation)
Administrative duties and meetings
New Member cultivation
Teaching (short-term weekly studies or prayer group)
Limited District/Conference and Ecumenical work

Expectations of pastors at full-time are to fulfill the duties prescribed in ¶340.2 of The 2016 Book of
Discipline

Pastoral Priorities Exercise
Church/Charge Name_____________________________________________
SPRC Member (please print) ______________________________________
Date__________________________
While we realize that most churches want pastors with a multitude of gifts, we also
recognize that there is a certain blend of gifts needed at various intersections of the
church’s life. Please share your top four leadership values, in order, as a way of
communicating these priorities to your Bishop and Cabinet.
_____

Evangelist
Calling on prospective members
Bearing witness to the Good News
Training laity to be evangelists

_____

Directive (Strong) Leader
Serving as the person to whom
members turn for advice and guidance on all aspects
Able to direct staff and encourage laity

_____

Spiritual Practitioner
Person of great spiritual depth
Active practitioner and teacher
Experience in Individual and Group Spiritual Formation
Training teachers and leaders

_____

Strong Preacher and Worship Leader
Focus on quality sermon preparation and worship planning
Effective in pulpit and with liturgy
Team player with others in planning worship

_____

Pastoral Caregiver
Counseling people, making referrals to licensed counselors
Marriage, grief, and vocational counseling
Hospital and bereavement care

_____

Community Leader
Calling on unchurched people

Training laity for community activism and evangelism
Bringing the good news into the community
Representing the church at community events
_____

Connectional Leader
Strong networks among United Methodists
Ecumenical concerns
Enlisting denominational resources for use in local church

_____

Administrator
Executive presence
Working with committees and financial programs
Event management and staff oversight

_____

Leader of Leaders/Equipper
Helping others identify their own calling to service
Awareness of spiritual gifts
Appropriate recruiting, training, and motivating of leaders
Focuses on his/her unique gifts and responsibilities

_____

Visitor
Calling in homes or workplaces of members to build
relationships and provide pastoral care

For additional guidance on Human Resources issues (including job classifications,
performance reviews, best practices for hiring/disciplinary action), please feel free
to contact Kathy Odell, Human Resources Consultant for the Western North
Carolina Conference of the United Methodist Church:
Kathy Odell
kodell@wnccumc.org
(704) 984-0308
See following pages on Understanding Exempt vs. Non-Exempt Jobs, and
Independent Contractors & Interns.

Understanding Exempt vs. Non-Exempt Jobs
The terms "exempt" and "non-exempt" are defined under the Fair Labor
Standards Act (FLSA).

What is FLSA? FLSA is a federal law that establishes a minimum wage and limits the
number of hours that may be worked in a standard work week. It provides standards for
equal pay, overtime pay, record keeping, and child labor.

Exempt Jobs

Because of their duties, responsibilities, and salaries, employees in
exempt jobs are not covered by the overtime provision of the FLSA. "Exempt" is not a title,
but a legal classification based largely on job content. Exempt staff are compensated on
a salary basis without deductions for quality or quantity of work, except as permitted under
the FLSA, and are currently required to earn an annual salary of $455 weekly/$23,660 in
order to qualify as exempt under any of the job content categories. (This was updated
effective 1/1/2020 – minimum weekly $684/$35,568 annual minimum salary to qualify as
exempt.)

Ministerial exemption: The ministerial exemption within the FLSA may apply to ordained and
non-ordained individuals alike. In the Fourth Circuit, the test is whether the individual’s primary
tasks involve important (i) teaching, (ii) promoting the faith, (iii) church governance, (iv)
supervision of a religious order, or (v) supervision or participation in ritual worship, and the
Conference and individual regard the position as ministerial.
Following is a brief description of the qualifications for the exemption categories:

Position

Executive

Primary Duties

•

Manages the organization, department, or recognized unit/subunit.

•

Directs the work of at least two FTEs.

•

Hires, terminates, and/or makes recommendations regarding the employment status of
others.

Administrative •

Performs office or non-manual work directly related to management or general
business operations.

•

Regularly demonstrates high levels of discretion and independent judgment with
respect to matters of significance.
Example: The employee has authority to: formulate, affect, interpret, or implement
management policies or operating practices; plan long- or short-term business
objectives; commit employer in matters of significant financial impact

Professional

Some professionals perform work that is predominantly intellectual and requires:

(Learned and
Creative)

•

advanced knowledge of a field of science or learning that is customarily acquired
through prolonged, specialized study

•

use of discretion and judgment regularly
Some professionals have primary duties that: require invention, imagination,
originality, or talent in a recognized artistic or creative field

Computer

•

Professional

Apply systems analysis techniques and procedures, including consulting with users, to
determine hardware, software, or system functional specifications; or

•

Design, develop, document, analyze, create, test, or modify computer systems or
programs, including prototypes, based on and related to user or system design
specifications; or

•

Design, document, test, create, or modify computer programs related to machine
operating systems; or do a combination of these duties that require the same level of
skills.

Non-Exempt/Overtime-Eligible
•

Employees in non-exempt jobs are covered by the overtime provisions of the act and
must be paid regular rate agreed to for all hours worked, and overtime (at one and onehalf times the regular rate) for all hours worked over 40 hours per pay period.
For more information, please contact:
Kathy Odell, SPHR, SHRM-SCP
(704) 984-0308 kodell@wnccumc.org

Independent Contractors & Interns
To Pay or Not to Pay (and how) ‐ That is the Question . . .
INDEPENDENT CONTRACTORS:
Question: We are hiring someone to work at our church, and how do we determine if they are an
independent contractor, or an employee?
Answer: The simple answer is this: if you tell them when, where, and how to do the job, and provide all
the materials needed, then they are most likely an employee. Independent contractors have the ability to
make a profit (or sustain a loss) based on their completion of the tasks they were hired to do.
For example, you might hire someone to perform lawn maintenance at your church. If you provide the
lawnmower, furnish the gas, perform all the maintenance on the equipment, and pay them by the hour ‐
they would be considered an employee. If you hire someone to perform lawn maintenance, and pay
them a flat fee, they must provide their own equipment, and are paid the same amount whether they
complete the job in 2 hours or 5 hours, this would be an example of an independent contractor.
Another common example would be a choir or music director, or musician. If you are providing the music
and instruments, setting the schedule for practices and performances (Sunday morning
worship/funerals/weddings), they have no ability to make a “profit” or sustain a “loss”. In this case they
would be considered an employee of the church ‐ not a contract employee.

INTERNS:
Question: We are considering recruiting several college students for an internship. Do we have to pay
them?
Answer: In some cases, individuals working for an employer in a training capacity do not qualify as
“employees” under the Fair Labor Standards Act (FLSA), and therefore do not have to be paid. The
activities and work completed during the internship will determine the employment status of the student.
The following criteria is used to determine if the interns are “employees”, or if they are truly unpaid
interns:
1)

2)

3)

4)
5)

The training, even though it includes actual work done at the facility of the employer, is similar to
that which would be given in a classroom setting. The learning experience encompasses a
sequence of activities that build upon one another, increase in complexity, promote mastery of
basic skills and are coordinated with education provided by the school‐based learning component.
The training is for the benefit of the student.
The students do not displace regular employees, and does not result in the employer not hiring
someone they would otherwise hire, or does not result in an employee working fewer hours than
he or she would have otherwise worked.
The employer receives no immediate advantage from the activities of the students, and, on
occasion, may actually have operations impeded. Any productive work that the trainee performs
would be offset by the burden to the employer from the training and supervision provided.
The student is not necessarily entitled to a job at the conclusion of the training. This doesn’t mean
you can’t offer a job – just that it is not guaranteed.
The student and employer agree that there are no wages expected or offered, that the experience
gained in the setting is sufficient to be of benefit to the student in future endeavors.

