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Welcome 
 
 
Dear Staff Member, 
 
At CrossWay Church, our desire is to create a Christ-honoring work environment where we can 
make disciples everywhere as a community for the curious. 
 
This Staff Handbook is a resource providing important information on a variety of employment 
topics. It clarifies and explains benefits, policies, best practices, and gives other helpful 
information. This Handbook is also the source for communication of expectations of staff, 
including important procedures, policies, and work rules, and will be reviewed with all new staff 
by their supervisor upon hire. Updates and changes to this Handbook will be made by the 
Executive Pastor as needed. 
 
It’s important to clarify, however, that this Staff Handbook cannot possibly cover every situation or 
answer every question. Questions and issues not addressed in this Handbook should be directed 
to ministry area leaders and, when necessary, the Executive Pastor. 
 
May God's blessings be on you and on the Church. 
 
In Him, 
 

 
 
Troy Thomas 
Executive Pastor
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Equal Opportunity Employer 
 
CrossWay Church (“Church”) is an equal opportunity employer and will not under any 
circumstances discriminate in the areas of recruiting, hiring, discipline, promotion, compensation, 
benefits, or other terms and conditions of employment, in accordance with the classes protected 
by law. The Church does reserve the right, however, to make religious-based employment 
decisions. 
• The Church expects all staff to behave with dignity and respect toward other staff members 

and non-staff, including volunteers, vendors, or attendees of the Church. 
• Any verbal, physical, or other types of disrespect, intimidation, or harassment related to, but 

not limited to: race, color, ethnicity, national origin, sex, age, height, weight, marital status, 
military status, non-disqualifying disability, or genetic information will not be tolerated. 

• If a staff member feels he or she has been subjected to discriminatory or harassing conduct at 
the Church based upon one of these characteristics, or has witnessed such conduct toward 
co-workers, volunteers, or others at work, it should be reported to the Executive Pastor, the 
Lead Pastor, or the Elder Board. 

• The Church supports a working environment free of discrimination and hostility and will not 
tolerate retaliation against any staff member who makes a complaint about such behavior or 
participates in an investigation of this behavior. If any staff member has suffered such reprisal, 
he or she should notify the Executive Pastor, Lead Pastor, or the Elder Board. 

• Any staff member who violates one of the policies related to equal opportunity employment 
may be subject to corrective action, up to and including termination of employment. 
 

 
Staff Values and Expectations 

 
Staff Conduct and Work Rules 
• Church staff members must behave professionally and in a manner consistent with a Christ-

follower as defined in the Bible.  
• It is important to remember that as a member of a church staff, one's conduct is always subject 

to the scrutiny of the attendees and, to some degree, the general public. Therefore, a staff 
member’s behavior in public must be appropriate and Christ-like at all times. As such, a 
Church staff member’s spending and lifestyle choices should be made very carefully and with 
awareness that such decisions may be considered by others to be inappropriate.  

• In addition, as a staff member at the Church, certain work rules that ensure the best interests 
and safety of all staff and Church attendees must be followed at all times. Staff members who 
break work rules may be subject to corrective action, up to and including termination of 
employment. These work rules include, but are not limited to, the following: 
o Falsification of church records; 
o Providing false information on application materials; 
o Working under the influence of alcohol or illegal drugs; 
o Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace or 

while operating Church-owned vehicles or equipment; 
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o Fighting or threatening violence in the workplace; 
o Negligence or improper conduct leading to damage of Church property; 
o Insubordination or other disrespectful conduct; 
o Violation of health or safety rules; 
o Sexual or other unlawful or unwelcome harassment; 
o Pre-marital sex or extra-marital affair; 
o Possession of dangerous or unauthorized materials in the workplace, such as explosives or 

firearms, without prior authorization; 
o Excessive absenteeism or any absence without notice; 
o Unauthorized disclosure of confidential information, including any information related to 

compensation, social security numbers, or other sensitive information; 
o Unsatisfactory performance or conduct; 
o Retaliation against individuals who have made complaints or otherwise participated in an 

investigation regarding harassment or discrimination; 
o Conviction for illegal activity inside or outside of work; 
o Consumption, distribution, or creation of any pornographic or sexually explicit material; 
o Misuse of church financial resources; 
o Breach of confidentiality. 

 
Questions relating to staff conduct and work rules should be directed to a staff member’s 
supervisor or the Executive Pastor. 

 
General Workplace Information 

 
Work Hours 
• Normal work hours are 8:30am to 4:30pm, Monday through Thursday; Friday is not a workday. 
• While normal work hours generally apply to all full-time staff, there must always be 

consideration for Church attendees and guests. As a result, all ministry leaders must 
determine what coverage is needed (in conjunction with their supervisors) to properly meet 
the needs of their ministry areas and schedule accordingly – even if this means that some are 
unable to follow normal work hours on a regular basis. 

• Each staff member is expected to observe regular work hours unless his or her supervisor 
and the Executive Pastor grant approval otherwise. It is important that office staff and 
supervisors know where staff members are during work hours; communication is necessary 
and essential. Therefore, staff members must inform supervisory and/or office staff of their 
location, especially when they are not in the office. 

 
Disability Accommodation Process 
• The Church is committed to providing equal employment opportunity for qualified individuals 

with disabilities. Therefore, the Church will provide reasonable accommodation for all qualified 
applicants and staff members with a disability, where the accommodation is necessary for the 
person to perform the essential functions of his or her job. 
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• If an employee believes he or she requires an accommodation for a disability, please notify 
the Executive Pastor promptly. Each request will be evaluated based on the circumstances of 
that particular situation. The Church may decline to make an accommodation where it would 
present a direct threat to health and safety or would impose an undue hardship on the 
Church. 
 

Sexual Harassment & Harassment Policy 
• The Church expects all employees to conduct themselves with dignity and respect for fellow 

staff and non-staff. Harassing anyone, including sexual, racial, or other forms of harassment 
relating to any protected characteristic, will not be tolerated. 

• Sexual harassment includes: 
o Making suggestive or unwelcome sexual advances, submission to requests for sexual 

favors, or submission to other verbal or physical conduct of a sexual nature. 
o Making submission to, or rejection of, such conduct the basis for employment decisions 

affecting any person. 
• The Church does not condone or allow harassment of others, whether by fellow staff 

members, supervisors, managers, volunteers, or by vendors or others doing business with the 
Church. Any person who believes he or she has been subjected to harassment should report 
it immediately to the Executive Pastor, the Lead Pastor, or the co-chair of the Elder Board. 
Appropriate action will be taken, based on the results of the investigation. 

• The Church will not retaliate, or tolerate retaliation, against any staff member who in good faith 
reports or participates in an investigation regarding alleged harassment. If you feel you have 
suffered such reprisal, please follow the reporting procedure listed earlier in this Handbook. 
All reports of harassment in subsequent investigations will be handled with confidentiality and 
discretion, out of concern for all involved. 

 
Gender Relations 
• For the protection of each staff member, and in order to avoid any appearance of impropriety, 

the Church discourages all staff from meeting alone off site with someone of the opposite sex 
or traveling alone with someone of the opposite sex. The Church recognizes that there may 
be instances where these guidelines are difficult to incorporate and encourages discretion 
and wise choices in such matters. The Church recommends seeking alternatives such as 
holding meetings on the Church premises during normal business hours or inviting a third 
party to join. 

 
Personal Appearance 
• As a member of Church staff, an individual should be mindful of the demographic the Church 

is trying to reach and dress accordingly. It is not the desire of the Church to specifically outline 
a dress code or any other such policy; instead, it is the responsibility of all ministry area 
leaders to dress appropriately and to ensure all staff under their supervision do the same. 

• If a staff member’s appearance is deemed inappropriate, they will be asked to correct the 
situation in the future. Inappropriate appearance may result in the staff member being asked 
to return home to change. 
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• Questions about this policy should be directed to the staff member’s ministry area leader or 
the Executive Pastor. 

 
Drug, Alcohol, and Smoking Policy 
• It is the position of the Church that the use of alcohol or illegal substances inhibits the 

development of a healthy, effective, and safe work environment. More importantly, the abuse 
of alcohol or the use of any illegal substances in any part of life is inconsistent with sound 
Biblical principles and with living after Christ’s example. In accordance with these values: 
o Staff may not bring alcohol or illegal drugs onto Church property, including parking areas. 

In addition, this policy prohibits all staff members from reporting to work, working off site, or 
being present on Church property (whether or not on duty) under the influence of alcohol 
or illegal drugs. 

o The illegal use, possession, manufacturing, distribution, sale, or purchase of prohibited 
drugs or the consumption of alcohol while at work or on church property is prohibited. The 
term “Church property” includes all property, facilities, land, buildings, structures, and 
vehicles (whether owned or leased). Violation of this rule will result in termination of 
employment. 

o The illegal use of drugs or misuse of alcohol off duty is inconsistent with the Christian life 
and can cause others to stumble. In addition, it also can affect a person’s health, safety, on-
the-job performance, and productivity. As a result, off site use of illegal drugs or misuse of 
alcohol is prohibited. 

o The Church may, to the extent considered necessary for the conduct of our business and 
the safety and health of our staff, conduct searches for drugs and alcohol (including alcohol 
and drug testing). These searches will be conducted whenever appropriate in the 
judgment of Church leadership to determine whether a staff member is in possession of, 
under the influence of, or is using drugs or alcohol in violation of this policy. If a staff 
member refuses to submit to a drug or alcohol test or search, the staff member will be 
subject to termination of employment. Failure to report to the testing site within two hours 
of being notified of the need for a test will be considered a refusal to submit to a test. 

o It is highly discouraged by the Church for staff members to smoke tobacco or use other 
tobacco products. However, if a staff member chooses to do so, it must be done in 
designated areas only. Under no circumstances should any tobacco products be used 
inside of any Church-owned facility. 

 
Intellectual Property 
• In accordance with federal copyright laws, all work prepared by a Church staff member in the 

scope of his or her employment will be owned by the Church unless the Church and the staff 
member expressly agree otherwise in a written and signed agreement. Examples of such 
work would include, but are not limited to: sermons, books, music arrangements, and software 
developed on the Church premises during normal working hours. The Church owns all works 
prepared by a staff member in the scope of his or her employment. Staff are expected to do 
all personal writing and composing at home and not during work hours, unless prior 
arrangements have been made with the Executive Pastor. This policy extends to the use of 
Church facilities and equipment. 
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Conflict of Interest 
• Full-time staff desiring to be involved in work for compensation outside of their regular Church 

requirements must have this involvement approved by their immediate supervisor and 
Executive Pastor. If additional work conflicts with ministry duties, moral statutes, or the vision 
of the Church, the Church reserves the right to terminate the outside work arrangement. 
Failure to comply may result in corrective action or termination of employment. 

 
Confidentiality 
• It is very important to the Church that confidential information is protected. There is a liability 

risk to the Church and a personal risk to attendees if contact information, etc. is given out 
inappropriately or by unauthorized persons. Confidential information includes, but is not 
limited to, the following: 
o Compensation information 
o Social Security numbers 
o Member and attendee lists 
o Member and attendee preferences 
o Member and attendee personal contact information 
o Financial and giving information 
o Premature communication of possible changes, events, plans, etc. 

• Every Church staff member is asked to sign a confidentiality agreement annually as a 
condition of employment. Volunteers, contractors, and others associated with the Church may 
also be asked to sign a Church confidentiality agreement. The confidentiality agreement form 
is available at the end of this Handbook. 

• Improper use or disclosure of confidential information may result in corrective action, up to 
and including termination of employment. This applies even if a staff member does not 
receive any benefit from the release of such information. 

• Questions about what information should be considered to be confidential should be directed 
to the Executive Pastor. 

 
Introductory Period 
• New staff members at the Church, excluding temporary and intern categories, are subject to a 

90-calendar-day introductory period. During the introductory period, the new staff member’s 
work habits, skills, and abilities are evaluated to ensure the job can be performed 
satisfactorily. 

• If a staff member is absent for a significant amount time during the introductory period, the 
length of the absence may extend the introductory period. The Church may also choose to 
extend the introductory period if it is decided that an extension is necessary in order to 
evaluate a staff member’s performance. 

• During the introductory period, new staff members are eligible for most staff benefits including 
social security, worker's compensation insurance, and other benefits such as health insurance. 
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Job Descriptions 
• Job descriptions are used by the Church to identify the requirements of each position, to 

determine hiring criteria, to set standards for staff member performance, and to establish a 
basis for making reasonable accommodations for individuals with disabilities. 

• All questions or concerns about job descriptions should be discussed with the staff member’s 
ministry area leader or the Executive Pastor. 

 
Purchasing and Credit Card Usage 
• All purchasing and use of equipment is intended to be solely for the benefit and use of the 

Church. When purchasing equipment or supplies, Church staff members are to use 
appropriate discretion and frugality. 

• Corporate credit card usage is reserved only for certain members of the Church staff team 
and must be used only for appropriate business expenses. Personal expenses on a corporate 
credit card are strictly prohibited and may lead to corrective action, up to and including 
termination of employment.  

• Staff members overseeing a budget center may not exceed the given budget in a given year 
without prior approval from the Executive Pastor. The Executive Pastor and Lead Pastor 
reserve the right to limit or freeze spending at any time based on the financial circumstances 
of the church. Inappropriate use of a staff member’s budget may result in corrective action up 
to and including termination of employment. 

• All questions or concerns should be directed to the Executive Pastor. 
 

Workplace Monitoring (Acceptable Use Statement) 
• The Church may conduct workplace monitoring to help ensure staff members' and attendees' 

safety and security as well as compliance with all applicable laws. 
• Computer equipment, services, and technology furnished to a staff member by the Church are 

the property of the Church. The Church reserves the right to monitor computer activities and 
data stored on Church servers or computers. The Church also reserves the right to find and 
read any data that is written, sent, or received using a Church-owned computer. 

• In recognition of the legitimate privacy of its staff members, the Church will ensure workplace 
monitoring is done ethically and respectfully. However, staff should not have any expectation 
of privacy while using the Church’s website, email, or Church- issued technology. 
 

Technology Usage 
• The Church provides all staff members with the technology and software required to fulfill 

their roles effectively. Each staff member is expected to use the provided technology and 
software in a manner that is consistent with normal business practice.  

• Church staff members must understand the importance of the proper use of email 
communication. Emails should be written with care and sensitivity, understanding the person 
receiving the email might misunderstand or otherwise misconstrue the intended meaning of 
the communication. For this reason, most forms of feedback or other confrontational 
communication should be done face-to-face, not via email. 
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• It is also important that Church staff regard email communication as formal documentation. 
Emails should be well-written and proofread prior to sending. 

• Email from other staff members, volunteers, and Church attendees is two-way communication, 
meaning when an email is addressed to that staff member directly, he or she should always 
respond to the email and do so in a timely manner. For the purpose of this policy, “timely” is 
defined as within hours, not days.  

• Questions about the proper use of technology and software should be directed to the 
Executive Pastor. 

 
Internet Usage 
• All information created or received via the Internet is considered a Church record. These 

records are not only subject to Church leadership oversight, they are also subject to 
subpoena in the event that the Church is involved in any legal action. Therefore, Church staff 
should always ensure all information contained in Internet and email messages and other 
transmissions is accurate, appropriate, ethical, and legal. 

• The Church reserves the right to monitor Internet usage if needed, as well as access any data 
stored on servers, drives, or any other locations. Church staff members are not permitted to 
author, send, read, or receive data via the Internet that contains content that could be 
considered discriminatory, offensive, obscene, threatening, harassing, intimidating, 
pornographic, explicit, or disruptive. 

• The Church does not allow the unauthorized use, installation, copying, or distribution of 
copyrighted, trademarked, or patented material on the Internet. As a general rule, if a staff 
member did not create material, does not own the rights to it, or has not received 
authorization for its use, the staff member may not put the material on the Internet. Staff 
members are also responsible for making sure that anyone sending material over the Internet 
has the appropriate distribution rights. 

• Any use of the Internet in a way that violates the law and/or Church policy, may result in 
corrective action, up to and including termination of employment. In some cases, a staff 
member may also be held personally liable for illegal activity or violation of the Church’s 
Internet usage policy. 

• The following are some examples of prohibited activities that violate this Internet policy: 
o Sending or posting discriminatory, harassing, or threatening messages or images; 
o Using the Church’s time and resources for personal gain; 
o Stealing, using, or disclosing someone else’s code or password without prior authorization; 
o Copying, pirating, or downloading software and electronic files without permission; 
o Sending or posting confidential material or proprietary information outside of the Church 

without permission from the Executive Pastor; 
o Violating copyright law; 
o Failing to observe licensing agreements; 
o Engaging in unauthorized transactions that may cause cost to the Church or initiate 

unwanted Internet services and transmissions; 
o Sending or posting messages or material that could damage the Church’s image or 

reputation; 
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o Participating in the viewing or exchange of pornography or obscene materials; 
o Sending or posting messages that defame or slander other individuals; 
o Attempting to break into the computer system of another organization or person; 
o Refusing to cooperate with a security investigation; 
o Using the Internet for political causes or activities; 
o Gambling of any kind; 
o Jeopardizing the security of the Church’s electronic communication systems; 
o Engaging in any other illegal activities. 

 
Social Media 
• The Church encourages the appropriate use of social media outlets as a means to connect 

with people and share the Gospel. However, Church staff should refrain from political, 
financial, and socially dynamic conversations, posts, "shares," and "likes."  This applies to both 
global issues as well as Church-specific issues. As a general rule, Church staff interactions 
with social media should be a reflection of Christ and should therefore be above reproach. 

 
All Hands On Deck 
• The Church has an “all hands on deck” policy, meaning that at times, some staff members 

may be asked to do tasks outside of their job descriptions for the greater good of the Church. 
Examples of this include setting up and tearing down chairs, cleaning up the facility, or coming 
in at irregular hours. While this is part of ministry, it is not intended to abuse staff members. If 
you have a question regarding this policy, please see the Executive Pastor. 

 
Workplace Safety and Health 
• The Church believes that safety is the responsibility of every Church staff member. We strive 

to create a working environment free of accidents and injuries through prevention. 
• All Church staff members are expected to perform their jobs using established safety methods 

and practices at all times. 
• Certain rules must be followed for the safety of everyone. While these rules are not all-

inclusive, staff are expected to observe the rules listed below: 
o Follow notices, safety signs, and specific job safety rules at all times. 
o Immediately report all accidents, injuries, or illnesses occurring at work to your supervisor 

or the Executive Pastor. 
o Immediately report unsafe practices and safety hazards to your immediate supervisor or 

the Executive Pastor 
o Receive proper instruction and permission before operating any Church equipment. 
o Review all manuals and safety guidelines before using any cleaning agent or chemicals. 
o Never remove, tamper with, or adjust the position of safety guards or operate equipment 

that has missing or maladjusted safety guards. 
o Under no circumstances may a staff member drive while dialing, texting, or accessing the 

Internet on his or her cell phone. In these instances, staff members must pull over to the 
side of the road to complete these actions. 



  
5/19/20 14 

 

• Failure to observe these guidelines may result in corrective action, up to and including 
termination of employment. 

 
Use of Church Property 
• The Church provides staff members with the equipment and supplies necessary to perform 

work duties. Church equipment and supplies (including storage space) shall not be accessed 
or taken for personal use without prior approval of the Executive Pastor. Failure to comply 
may result in corrective action, up to and including termination of employment. 

 
Training and Development 
• Continuing Education, Conferences, Seminars, and Workshops 
o In order to enhance and develop each staff member’s ministry, the Church provides 

funding for continuing education, provided such education is related to the staff member’s 
job at the Church.  

o All requests for continuing education in a given fiscal year must be submitted 90 days in 
advance to the Lead Pastor and Executive Pastor and are subject to approval based on the 
financial health of the church, ministry need of the staff member, and length of service. 

• Mission Trips 
o The Church values the impact of missions work in all parts of the world and as such will 

make allotment for staff members to visit some of our current partners.  
o Each staff member will be eligible to go on one Church-paid mission trip to Mexico with 

Living Hope International after one year of Church employment. The trip may not exceed 
two weeks and must be approved by the staff member’s supervisor and the Executive 
Pastor. All areas of responsibility must be covered in order to leave for the trip. 

o If another global missions partner destination is requested for a mission trip, the decision 
will be based on need and the staff member’s specific ability to meet that partner’s needs. 
All other requirements previously outlined apply. 

 
Employment Information 

 
Nature of Employment 
• The Church is an "at will" employer. For the purposes of this policy, "at will" describes the 

relationship between a staff member and the Church as voluntary and the Church reserves 
the right to end the employment relationship at any time, with or without cause. 

• The policies contained in this Handbook (including the signing of a membership covenant) 
should not be construed to constitute contractual obligations of any kind between the Church 
and any staff member. These policies have been developed at the discretion of the Church’s 
Elder Board and, except for the policy of employment at will, may be amended or canceled at 
any time. 

• All staff members are required to be members of the Church, which includes signing a 
membership covenant.  

• Additionally, all staff must attend worship services regularly (as responsibilities allow), be 
involved in the Grow ministry, and must regularly give to the Church financially.  
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• All applicants for positions at the Church are required to fill out an application including 
background checks, credit checks, and other information required by the Church. The Church 
reserves the right to add to, remove, or change any required paperwork or processes related 
to employment at any time. 

 
Questions about these requirements may be directed to the Executive Pastor or Lead Pastor. 
 
Performance Expectations and Reviews 
• All Church staff members are expected to perform at a high level as defined by his or her job 

description.  
• Performance review processes are dynamic and personalized. They serve as an opportunity 

for staff members and supervisors to meet and discuss job-related issues.  
• The objectives of these reviews are as follows: 
o To provide an open forum to discuss job performance, whether good or bad; 
o To review accomplishments, strengths, weaknesses, and future goals; 
o To provide feedback to supervisors for leadership and growth. 

• Corrective Action  
o Corrective action is conducted in the spirit of restoration whenever possible. When a staff 

member has been counseled without results, one or more of the following progressive 
actions may be taken: 
§ Verbal warning: The supervisor discusses the problem privately and specifically with the 

staff member. No formal documentation is required for the personnel record, but it is 
recommended that a synopsis of the meeting be sent to the Executive Pastor. 

§ Written warning: In the event that a behavior continues after a verbal warning, the next 
step is a written warning. A formal Performance Improvement Plan (PIP) may be created 
at the discretion of the supervisor. The PIP will be signed by both parties at the meeting, 
the staff member and the supervisor. This record will be put into the personnel file and 
will remain in the file permanently. While not required, the Executive Pastor or Lead 
Pastor may be present for this meeting at the request of either party. 

§ Final warning notice: In the event that a behavior continues after a written warning, the 
next step may be a final warning notice, suspension (paid or unpaid), or termination. In 
this meeting, the staff member’s supervisor, the Executive Pastor, and/or the Lead 
Pastor will be present, or some combination of all of them. This meeting will also be 
documented and placed permanently in the staff member’s personnel file. At this time, 
the staff member could possibly be put on a 90-day probation in lieu of termination, at 
the discretion of the supervisor. At the end of the probation, progress will be reviewed. 
If insufficient progress has been made, the staff member will be terminated. Termination 
may occur earlier than 90 days if progress in identified areas is not observed, or the 
situation becomes worse. 

• Termination of Employment 
o The following are some of the most common reasons for termination of employment: 

§ Resignation: Voluntary separation initiated by a staff member or voluntary separation 
initiated by the Church; 
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§ Discharge (firing): Involuntary termination initiated by the Church; 
§ Reduction in force: Involuntary termination initiated by the Church for a reason other 

than performance. 
 
Employment Status Categories 
• Staff at the Church are classified based on their job functions. These classifications are 

defined as follows: 
o Pastors: Those set apart by God to do the work of the ministry who are licensed by the 

Christian and Missionary Alliance (The Alliance). Pastoral staff members perform the 
sacraments (baptism, communion, weddings, funerals, etc.) and are eligible for certain 
federal income tax benefits, such as housing allowance and the ability to opt out of the 
Social Security system. The pastor designation may be granted to those who are in the 
licensing process with The Alliance; this designation will be granted at the discretion of the 
Elder Board. 

o Directors: Those set apart by God to do the work of the ministry but not licensed by The 
Alliance. Directors often oversee ministry areas in a similar fashion to pastoral staff. 

o Supervisors: Supervisors oversee specific areas of the Church’s operations and may or 
may not have direct reports. 

o Support Staff: Support staff includes a wide array of positions meant to help ministries 
function on a day-to-day basis. These positions can be administrative, creative, technical, 
custodial, or area specific, etc. 

o Interns: Intern positions are primarily non-paid and part-time positions meant to help 
individuals learn from and gain exposure to the ministry of the Church. While intern 
positions are often unpaid, interns may be required to meet specific requirements, 
including attending meetings or other events.  All intern positions require approval from the 
Executive Pastor. 

• Exempt Staff 
o Exempt positions include executive, administrative, and professional positions, as defined 

by applicable statutes and regulations. Exempt staff may be called upon to work more 
hours than scheduled without additional compensation. All exempt staff are paid on a 
“salaried” basis. 

• Non-Exempt Staff 
o Non-exempt staff members perform support functions other than those stated above. All 

hourly staff members at the Church are classified as non-exempt. In addition, those salaried 
employees who would otherwise be classified as exempt, but do not meet the minimum 
weekly compensation threshold set by the Department of Labor are classified as non-
exempt.  

o Hourly employees qualify to be paid overtime in accordance with state and federal law. 
o Hourly, non-exempt staff must record actual hours worked in any given time period. The 

staff member is required to get prior approval from his or her supervisor and the Executive 
Pastor if they work more than scheduled hours. 

• Non-Paid Staff and other Designations 
o The Church engages the services of highly committed volunteers in certain roles that 

resemble staff positions. While these positions do not receive compensation, staff 
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members with this designation are still subject to all requirements outlined in this 
Handbook. 

• Full-Time Status 
o Full-time staff are those scheduled for more than 36 hours per week on average and are 

primarily exempt staff at the Church. 
• Part-Time Status 
o Part-time staff are those scheduled for less than 36 hours per week on average and are 

primarily non-exempt staff at the Church. 
• Temporary Status 
o The Church may at times employ temporary or contract staff. Temporary staff are those 

who have a specific expiration to their working arrangement with the Church, which will 
typically be less than one year of employment. 

• Organizational chart 
o An organizational chart is available upon request. 

 
Compensation Information 
• Compensation Administration 
o For all staff: the Executive Pastor, Treasurer, Lead Pastor, and Elder Board review 

compensation annually for implementation on June 1. A staff member’s compensation is an 
individual matter and is based on such factors as experience, performance, and 
contribution to the ministry of the Church as defined by Church leadership. Compensation 
adjustments are made within an established range and are determined by evaluation of a 
staff member’s performance, behavior at work, and responsibilities. 

• Pay Period 
o Both hourly and salaried staff are paid twice a month, on the 15th and 30th, and are paid 

through the end of the stated period. For hourly staff, the semi-monthly pay will be for the 
previous two weeks of work. If the payday falls on a holiday or weekend, checks will be 
distributed on the previous working day. The policy of the Church is not to advance payroll 
to any staff member. 

 
Paid Time Off (PTO) 
• Purpose 
o Paid time off (PTO) is an opportunity for full-time staff members to rest, renew, and respond 

to life’s challenges as they grow in their ministry and in their relationship with Christ. Used 
regularly, PTO allows full-time staff members to have short, but essential periods of time 
away from ministry. The intent is for full-time staff members to use their PTO on a regular, 
ongoing basis throughout the year, and to fully take advantage of this benefit.  

• Eligibility 
o Full-time staff members are eligible for PTO as a benefit of working at the Church. PTO 

includes all paid time off (vacation, sick days, personal days, etc.). 
• Administration of PTO 
o PTO will be administered on a half-day model for full-time staff. 



  
5/19/20 18 

 

o All requests for PTO must be sent to the Executive Pastor for approval. It is also the 
responsibility of the staff member to make sure all ministry areas are appropriately covered 
during the time off. Any staff member who does not request appropriate approval or lets 
ministry areas lapse due to lack of preparation is subject to corrective action, including 
limiting future PTO benefits. 

• Schedule of PTO 
o Paid time off for staff whose employment begins at any point during the fiscal year will be 

pro-rated for the amount of time the individual is employed during that fiscal year. 
o Unused vacation time will not be carried over to the following year or be paid out at the 

end of the fiscal year in any other form. 
o The amount of paid vacation time for which a full-time staff member is eligible is 

determined using the following three components: 
§ Base: Full-time staff are granted 20 half-days of PTO each year (or two weeks of PTO). 
§ Experience: An additional day of PTO (two half-days) will be granted for each year of 

prior applicable work experience, up to a maximum of 10 half-days (or one week). The 
Lead Pastor and the Executive Pastor will determine the amount of PTO granted. 

§ Length of service: A staff member will be granted additional PTO based on the length of 
time he or she has been employed at the Church. For each full year of employment, an 
additional two half-days of PTO will be granted for the next fiscal year, up to a maximum 
of 10 half-days (or one week). 

§ PTO is capped at a maximum of four weeks (or 40 half-days) per year. 
• Weekend Service Provision 
o A staff member’s PTO may be restricted on certain days of the week or certain times of the 

year based on ministry need.  
 

Ministry Time Away (MTA)  
• Purpose 
o Ministry time away (MTA) is viewed as an opportunity for full-time staff members to grow in 

their ministry and in their relationship with Christ. Used strategically in light of the demands 
of ministry, MTA assists full-time staff members in achieving a healthy rhythm to their lives. 

• Eligibility 
o Full-time staff members are eligible for paid MTA to promote and facilitate ministry work 

that is not local to the Church.  
o For example, MTA might include time spent conducting external weddings or funerals; 

attending a seminar or conference, teaching at a camp, or participating in an event hosted 
by Western Great Lakes District of The Alliance. 

• Administration of MTA 
o MTA will be administered on a half-day model similar to PTO. 
o All requests for MTA must be sent to the Executive Pastor for approval. It is also the 

responsibility of the staff member to make sure all ministry areas are appropriately covered 
during the ministry time away. Any staff member who does not request appropriate 
approval or lets ministry areas lapse due to lack of preparation is subject to corrective 
action, including limiting future MTA benefits. 
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• Schedule and Approval of MTA 
o The amount of MTA for which a full-time staff member is eligible is determined at the 

discretion of the Executive Pastor and Lead Pastor. 
• Weekend Service Provision 
o A full-time staff member’s MTA may be restricted on certain days of the week or certain 

times of the year based on ministry need.  
 

Extra Time Away (XTA)  
• Purpose 
o Extra time away (XTA) is viewed as an opportunity for the Church to flexibly respond to 

extraordinary responsibilities and circumstances in the life of a full-time staff member. Used 
rarely, yet strategically, XTA assists full-time staff members in responding to extraordinary 
responsibilities and circumstances they may encounter. 

• Eligibility 
o Full-time staff members may be granted paid XTA in extraordinary circumstances as 

determined by the Executive Pastor and/or the Lead Pastor. 
• Administration of XTA 
o XTA will be administered on a half-day model similar to PTO. 
o All requests for XTA must be sent to the Executive Pastor for approval. It is also the 

responsibility of the staff member to make sure all ministry areas are appropriately covered 
during the extra time away. Any staff member who does not request appropriate approval 
or lets ministry areas lapse due to lack of preparation is subject to corrective action, 
including limiting future XTA benefits. 

• Schedule and Approval of XTA 
o The amount of XTA for which a full-time staff member is eligible is determined at the 

discretion of the Executive Pastor and Lead Pastor. 
• Weekend Service Provision 
o A full-time staff member’s XTA may be restricted on certain days of the week or certain 

times of the year based on ministry need.  
 

Other Paid Absences 
• Bereavement 
o In the event of a death in the immediate family, full-time staff are allowed five days leave 

with pay. Additional time may be granted at the discretion of the Executive Pastor or Lead 
Pastor. For purpose of this policy, immediate family is defined as a spouse, mother, father, 
brother, sister, son, daughter, grandmother, grandfather, granddaughter, or grandson. 

• Maternity Leave 
o Full-time female staff are entitled to an additional two weeks of PTO for maternity leave 

with the approval of the Executive Pastor. As is true with any time off, it is the responsibility 
of the staff member to ensure her areas of ministry responsibility are appropriately covered 
during the absence. 

• Sabbatical 
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o After seven years of service at the Church, any full-time staff member who is licensed by 
The Alliance is eligible for up to 60 days of paid sabbatical leave upon approval. Factors to 
be considered when granting a request for leave include: purpose for which the leave is 
requested, length of time away, the effect the leave will have on ministry and job 
responsibilities, and length of service. All requests for sabbatical leave must be approved 
by both the Lead Pastor and the Executive Pastor. 

• Jury Duty 
o All staff will be given a leave of absence for jury duty up to 5 days. Staff are required to 

report to work when not on jury duty. A staff member must provide his or her supervisor 
with the details on dates of duty to be served. 

• Holidays 
o The following holidays are recognized by the Church and therefore the office will be 

closed: 
§ New Year’s Day 
§ The day after Easter 
§ Memorial Day 
§ Independence Day 
§ Labor Day 
§ Thanksgiving Day 
§ The Friday after Thanksgiving 
§ Christmas Day 

o If the holiday falls on Saturday, Thursday will be the designated day off (with the exception 
of Christmas, which will be decided at the discretion of the Lead Pastor and Executive 
Pastor). If the holiday occurs on Sunday, Monday will be the designated day off. Church 
leadership reserves the right to adjust holidays. 

 
Unpaid Time off 
• Unpaid Leave of Absence 
o A full or part-time staff member who has completed his or her introductory period may 

request a leave of absence without pay for personal reasons, including continued 
education. 

o Factors to be considered when granting a request for leave include: purpose for which the 
leave is requested, length of time away, the effect the leave will have on ministry and job 
responsibilities, the staff member’s position, and length of service. 

• Military Leave 
o All staff (regardless of length of service) are eligible for military leave in accordance with 

applicable state and federal law, including the Uniformed Services Employment and Read 
Employment Rights Act (USERRA), the National Defense Authorization Act (NDAA), and the 
Federal Military Select Service Act. 

• Family Medical Leave Act (FMLA) 
o The Church provides its staff with family and medical leave for up to 12 weeks, as required 

by law. However, in most cases this leave is without pay. Use of unused vacation time may 
be approved in the event of a family or medical leave if advance notice is given to the staff 
member’s supervisor and the Executive Pastor. 



  
5/19/20 21 

 

 
Benefits and Insurance 
• Insurance Benefits 
o The Church provides insurance benefits for all regular full-time staff, including health 

insurance, dental insurance, vision insurance, and life insurance. 
o For more information about coverages, please contact the Executive Pastor. 

• Worker’s Compensation 
o The Church carries a worker’s compensation insurance policy that covers employment-

related injuries or illnesses for all employees in accordance with Wisconsin law. 
o Any injury or illness incurred as a result of working on or off the Church premises should be 

reported immediately in writing to the staff member’s supervisor and the Executive Pastor. 
• Retirement Plan 
o All regular full-time and regular part-time staff members are eligible for the Church 

retirement plan, administered through The Alliance.  
o Staff members must work a minimum of 20 hours per week to be eligible. 
o As a staff benefit, the Church will pay 3% of a staff member’s monthly pay, without a 

contribution requirement from the staff member, after the 90-day introductory period. Staff 
may contribute additional funds at their discretion via pre-tax payroll deduction. 

o All questions related to the retirement plan should be directed to the Executive Pastor. 
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 Staff Acknowledgment 
 
 
By signing below, I acknowledge that I have received and thoroughly read the Staff Handbook 
from which this form was obtained. I have asked for, and received to my satisfaction, an 
explanation of anything I did not understand. I will endeavor to follow the policies and procedures 
outlined in the Staff Handbook to the best of my ability. I will retain a copy of the manual for my 
own reference. 
 
I further understand that the Staff Handbook may be altered or changed at the direction of the 
Executive Pastor and/or the Lead Pastor without prior notice or consent from me or other staff 
members. 
 
 
 
Staff Member Signature  
 
Staff Member Name (Printed)   
 
Date   
 
 
 
 
 
Executive Pastor Signature  
 
Executive Pastor Name (Printed)   
 
Date   
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CrossWay Church Confidentiality Agreement 
 

This Confidentiality Agreement (the “Agreement”), dated as of _____________ (“Effective 

Date”), is between CrossWay Church, Inc., a Wisconsin nonprofit corporation, and 

_________________________________________, an individual ("Individual") serving in the 

capacity of ______________________________ (the “Position”). 

Term. This Agreement applies to discussions between Individual and CrossWay Church related 
to the duties of your Position (the “Church Business”) during the period of time beginning on 
the date set forth above and ending on the later of _________________ or the term of service 
(the “Exchange Period”), unless otherwise earlier terminated. 
 
Acknowledgement. Individual understands and acknowledges that in his or her Position, he or 
she will receive confidential information pertaining to the activities, operations, and the 
business of CrossWay Church, and/or financial and personal information of CrossWay Church 
members and regular attendees ("Confidential Information"). Individual further acknowledges 
that disclosure of such Confidential Information may be prejudicial to the CrossWay Church 
member and/or CrossWay Church. 
 
Confidentiality. Individual agrees to: 1) Not disclose or discuss Confidential Information with 
others not authorized to receive such; 2) Use reasonable means to protect and prevent the 
disclosure of Confidential Information, whether oral, written, or electronic; and 3) Use the 
Confidential Information only in connection with the Church Business during the Exchange 
Period. Individual may disclose Confidential Information to the Pastoral staff of the Church, or 
as directed by Pastoral staff of the Church. 
 
Remedy. Upon any violation of this Agreement by Individual, CrossWay Church may, in its sole 
discretion, remove such Individual immediately from said Position and prevent such Individual 
from serving in any other position at CrossWay Church that involves receipt of Confidential 
Information. 
 
In Witness Whereof, the parties have duly executed and delivered this Agreement as of the 
date first set forth above. 
 
Individual Signature_____________________________________________________________ 

Print Name: _______________________________________________ Date: _______________ 

 
Executive Pastor-Operations Signature: ______________________________________________ 

Print Name: _______________________________________________ Date: _______________ 
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