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1. Welcome to Resurrection LUTHERAN CHURCH 
Welcome to Resurrection! God is moving mightily here, lighting the way and 
changing lives. By the power of His Holy Spirit, we are called to shine the light 
of Christ to our community. As an employee of this church, we hope you see 
your position here as more than a job but as a calling. We encourage you to 
enter fully into the life of the congregation, sharing in the blessings and 
spiritual growth opportunities God has in store for us.  

  Disclaimer 

This handbook is intended only to outline the business conduct guidelines of 
Resurrection. This handbook is not intended to be all-inclusive and should not be 
considered to be an employment contract. Resurrection reserves the right to 
change the guidelines in this handbook at any time. Employees will be notified of 
any guidelines changes, additions or deletions. Said changes will immediately 
become a part of this manual.   

The following pages contain information regarding many of the policies and 
procedures of Resurrection. These policies are a condition of employment. The 
Lead Pastor, Executive Pastor, Pastors, and other salaried positions are subject to 
the policies outlined in the Resurrection Employee Manual, but their salaries and 
benefits are negotiated and outlined in a separate agreement. 

Employment at Will Statement 

Employment with Resurrection is voluntarily entered into and the employee is 
free to resign at-will at any time, with or without cause.  Similarly, Resurrection 
may terminate the employment relationship at-will at any time, with or without 
cause, so long as there is no violation of applicable federal or state laws.  
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About Resurrection 

Our Mission: 
The Great Commission – Matthew 28:19-20 

“Go therefore and make disciples of all nations, baptizing them in the name of the Father 
and of the Son and of the Holy Spirit, and teaching them to obey everything that I have 
commanded you. And remember, I am with you always, to the end of the age.” 
 
The Great Commandment (Matt. 22:37-39): 
 
“‘Love the Lord your God with all your heart and with all your soul and with all your mind.’ 
this is the first and greatest commandment. And the second is like it: ‘Love your neighbor 
as yourself.’ 
 

Our Vision: 
Resurrection Lutheran Church meets you where you are on your faith walk with life-
transforming experiences that help you mature as a disciple of Christ. 
“Meeting You Where You Are . . . But Not Leaving You There” 
 
Resurrection Lutheran Church meets you where you are on your faith journey but 
won’t leave you there. 
We will encourage, equip and challenge people to move towards a Christ Centered 
Life that:  
Loves Higher UP through a relationship with God in Worship 
Loves Deeper IN through a relationship with Other Christians in Community and 
Study 
Loves Further OUT through a relationship with the World in Service 
 

Our Statement of Faith: 
As Resurrection People, we believe in the one eternally, co-existing Triune God –Father, Son 
and Holy Spirit. 

We believe people are sinful by their very nature and the consequence of sin is death. 
We believe God’s Son, Jesus Christ, was born of a virgin, lived a sinless life, and died on the 
cross as a substitute sacrifice for the sin of humanity. 
 
We teach that salvation cannot be earned, but is a gift from God, given by grace alone, 
through faith alone, in Jesus alone. Because Jesus conquered death in His bodily 
Resurrection, all who trust in Him will conquer eternal death and have eternal life. We 
believe Jesus ascended into heaven and is seated with God. We await His return to earth as 
Lord and King. God’s loving invitation of reconciliation is for everyone, therefore, all who 
desire the love and forgiveness of Jesus are welcome in this community of faith. 
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We believe the Bible is the Word of God, inspired by the Holy Spirit, and is therefore our 
final authority on matters of faith and life. As a living word, it is given to bless and transform 
God’s people. The Bible: 

• reveals God’s redemptive plan to draw all people to Himself through Jesus Christ, 

• instructs us in living life as a disciple of Christ, 

• encourages and speaks to us by the dynamic power of the Holy Spirit as we journey 
through life in a broken world. 

We teach the whole Word of God – Law and Gospel. We prayerfully strive to use it following 
Jesus’ compassionate example of love, declaring God’s invitation into a relationship with 
Him, while instructing believers how to live a sanctified life. The Bible is foundational in all 
preaching, teaching and counseling at Resurrection. 

We accept the Apostle, Nicene and Athanasian Creeds as statements that declare our 
history, faith, and practices. As a Lutheran congregation we profess the Augsburg 
Confession and recognize Martin Luther’s Large and Small Catechisms as explanations of 
our doctrinal beliefs. 
 
We are part of, and responsible to, a greater worldwide Christian church that includes 
all those who profess Christ as Lord, teach His Word, and share His mission to make 
disciples of all nations. 
 
We practice two sacraments – Holy Baptism and Communion (The Lord’s Supper) as 
means by which God tangibly pours out His grace and forgiveness on His people. We 
baptize believers and children of believers. We accept water baptisms in the name of the 
Triune God from other Christian churches as valid. We believe the bread and wine given in 
communion to be both the elements of bread and wine, and at the same time, by faith, 
believe they are the Blood and Body of Christ. Communion is open to all who believe in 
Christ’s true presence. 
 
We believe prayer is a gift given to us by God to draw on His power, guidance and 
healing. The Holy Spirit is active in prayer to aid in intercession, help us hear God’s answers, 
and cover us with God’s peace.  We believe the actions of the church and its members 
should be rooted in Spirit-led, bible-tested prayer. We intentionally teach prayer to all ages 
to ensure this gift is available. 
 
We believe in the priesthood of all believers. God calls us into His church to share our 
unique gifts to strengthen the Body and bless our neighbors. The local church is the hope 
of the world, so through our time, talent, and treasures we intentionally invite the stranger, 
clothe and feed the needy, attend to the sick, and visit the imprisoned. By the power of the 
Holy Spirit in us we are able to do holy and meaningful work that bears fruit for His 
kingdom and expands His mission in the world. 
 
We believe God has a distinct purpose for Resurrection Lutheran Church in this 
community and world. We are committed to listening for God’s direction, and changing 
personally and corporately to align with His Will. We believe this community of faith is 
called to be relevant, growing in faith and followers, and willing to sacrifice for God’s bigger 
vision. 
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We believe that God expects each of us to grow and mature as new creations in Christ. 
Our growth is a never-ending process of learning, listening, worshipping, serving, and 
forgiving ourselves and others. As Resurrection People, we are intentional in our spiritual 
growth, so we can be effective ambassadors for Jesus, and use His teachings to bless 
ourselves, our families, the community, and the world we touch. 
 
At Resurrection, we promise to meet people where they are, but love them enough not 
to leave them there. 

LCMC Relationship 
Resurrection is an interdependent part of the Lutheran Congregations in Mission for Christ. 
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2. Legislation Regarding Employment 
Equal Opportunity Employment 

Resurrection employees are hired based on personnel requirements and the 
qualifications of each individual candidate. 

It is the policy of Resurrection to afford Equal Employment Opportunities 
regardless of race, age, color, marital status, disability, national origin, gender, 
status as a disabled or Vietnam era veteran or any other status or characteristic 
protected by state and federal laws, subject to the exemptions afforded to 
nonprofit, religious organizations regarding religion and sexual orientation under 
Minnesota State Statute Section 363A.26.  This policy of Equal Employment 
applies to all aspects of the employment relationship. 

American Disability Act 

In accordance with Title I of the American Disability Act (ADA), Resurrection will 
make reasonable accommodations for employees with service animals. If 
assistance from service animal is necessary for the employee to fulfill the 
requirements of their job, the service animal may be present during the 
employee’s work. However, if the service animal may be a source of distraction for 
the employee from their assigned work, the service animal may not be present 
while the employee is working. Emotional Support, Therapy Comfort or 
Companionship animals are not recognized by the ADA as service animals so are 
excluded from Title I. 

Sexual Harassment Policy  

It is the objective of Resurrection to provide a working environment free from 
discrimination and conduct commonly referred to as sexual harassment. 

The E.E.O.C. (Equal Employment Opportunity Commission) has provided a broad 
definition of sexual harassment. It is general in nature and may not always be 
clear when evaluating everyday situations. 

“Unwelcome sexual advances, requests for sexual favors, and other verbal or 
physical conduct of a sexual nature constitute sexual harassment when: 

1. Submission to such conduct is made either explicitly or implicitly a term or 
condition of an individual’s employment 

2. Submission to or rejection of such conduct by an individual is used as a 
basis for employment decisions affecting such individual 

3. Such 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 refers to behavior inappropriate in the workplace because it is 
offensive, unwelcome behavior which would not occur but for the sex of the 
offended person. Both sexual harassment, and accusations of sexual harassment, 
are disrupting to the work environment.  

General Harassment Policy 
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General harassment is defined as verbal or physical conduct that:   

1. Denigrates or shows hostility or aversion towards an individual because of 
his/her race, color, religion, gender, national origin, age, disability or sexual 
orientation, or that of the individual’s friends, relatives or associates.   

2. Has the purpose or effect of creating an offensive working environment, 
unreasonably interferes with an individual’s work performance, or 
otherwise adversely affects an individual’s work performance. 

If you or a co-worker experiences what you believe to be sexual harassment or 
accusations of sexual harassment, or general harassment, report it promptly to 
your immediate supervisor. Resurrection will investigate any employee, 
regardless of job position, when such allegations are made. Based on available 
information, Resurrection will take appropriate action and communicate on a 
need-to-know basis. 

Appropriate disciplinary action, up to and including termination will be taken 
against any individual for sexual harassment/general harassment charges 
determined to be valid. 

Eligibility for Employment 

Federal law requires both new employees and re-hires to provide documentation 
of eligibility to work in the United States plus proper identity. A properly 
submitted form I-9 is required for employment. 

 4. Employee Conduct 

Open Door Culture 
It is our objective to provide a work environment that encourages and supports 
you in doing your best work. Your suggestions and ideas to improve the 
efficiency, atmosphere and organization of your work area may be expressed 
through our open door culture. Feel free to share ideas for improvement with 
your supervisor. Your input is welcomed.   

       Code of Conduct 

Employees of Resurrection are to conduct themselves in a responsible, 
professional and ethical manner. Report unethical or dishonest behavior to your 
immediate supervisor.  

Reported activities will be investigated by the proper Resurrection team 
members to determine appropriate means for proper resolution. Employees 
found to be conducting themselves in an unethical manner may be subject to 
appropriate disciplinary action, up to and including termination. 

Employees of Resurrection who are members are also subject to the disciplinary 
action and church policies that apply to the church membership.  

Violence 

Threats of violence and acts of violence are strictly prohibited. Employees 
threatening or committing acts of violence will be subject to appropriate 
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disciplinary action, up to and including termination. Report any such activity to 
your immediate supervisor. 

Domestic Violence Statement 

Resurrection recognizes that domestic violence can have an adverse impact on 
employee job performance and may also impact co-worker’s performance. 

Resurrection will assist employees affected by domestic violence, both the victim 
and the abuser within reasonable guidelines. Information will remain confidential 
as long as the safety of others is not at risk. 

Criminal Convictions 

Criminal convictions are taken seriously at Resurrection. We reserve the right to 
disqualify any applicant for employment that has been convicted of a criminal 
offense. 

Furthermore, conviction of a crime may result in an automatic termination. 
Resurrection will make every effort to evaluate the nature and circumstances of 
the conviction. With the safety and well being of co-workers at stake, convicted 
employees may be subject to appropriate disciplinary action, up to and including 
termination. 

Weapons 

Weapons are generally defined as guns, hunting or switchblade-type knives and 
other objects universally considered a weapon by the vast majority of society. A 
“weapon” can also be any object which would do harm to another when used as 
such. Resurrection shall deem any such object a “weapon” for the purpose of 
enforcing this policy.  

Possession of weapons is prohibited on church property and while on duty 
performing church business at any location. Any employee on duty or on church 
premises in possession of a weapon will be subject to appropriate disciplinary 
action, up to and including termination. Report any weapon possession to your 
immediate supervisor.  

Alcohol, Drugs & Illegal Substance Abuse 

Drugs or illegal substances are not permitted on church property, or while on 
duty in the employment of Resurrection.  

Alcohol is not permitted on church property, or while on duty in the employment 
of Resurrection unless authorized by the lead pastor for sacramental purposes. 
Furthermore, employees are not permitted to report for duty while under the 
influence of alcohol, drugs, or illegal substances. Employees failing to adhere 
strictly to this policy will be subject to disciplinary action, up to and including 
termination. Report any activity to your immediate supervisor. 

Smoking Workplace Policy 

Employees, as well as members and visitors may smoke only in an area 
designated for smoking.  

Workplace Dress Code 
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Resurrection encourages employees to dress comfortably, with consideration 
given to maintaining a professional appearance. Relaxed business dress is 
appropriate for office and ministry employees and casual attire is acceptable on 
Fridays or occasional events when appropriate. If you will be meeting with 
members or the community, dress appropriately. Be considerate of the church’s 
image as well as your image as a representative of Resurrection (for example: no 
jeans when we are hosting funerals, weddings, etc. whether employee is involved 
with the event or not). Exceptions will be made as needed for specific office 
duties as approved by your immediate supervisor. 

Gift Policy 
In general, employees on staff may not accept any gifts in relation to any services 
rendered in their capacity as a church employee.  However, employees may 
accept gifts that are personal in nature and that do not relate directly to any 
services they render as an employee. 

When someone offers a monetary gift (cash, check, gift card) to an employee (in 
relation to services rendered, such as a funeral), the employee is to politely 
decline the gift and encourage the giver to donate the gift directly to the church 
as an unrestricted gift.  The employee should politely explain that the policy is not 
meant to be impersonal or ungrateful, but to maintain appropriate boundaries 
for the employee because the employee is already compensated by the church 
for the services rendered.  In addition, the policy aims to preserve the tax exempt 
status of the church, as donations cannot be considered tax-deductible to the 
donor unless given as an unrestricted gift to the church.    

When a non-monetary gift is given in relation to any services rendered as a 
church employee these non-monetary gifts (such as clothing or unique personal 
items) are to be declined by the employee.  If declining or returning the gift is not 
suitable, the non-monetary gift shall be given to a local charity or otherwise 
gifted to another at the discretion of the lead pastor, such as through the 
Compassion Fund.  

If in doubt about how to handle a gift, please consult the Operations Director or 
Lead Pastor, who may further consult with the Treasurer as necessary. 

 5. Employment, Wages and Salary 
Definitions of Employee Status and Classifications 

Employees are designated as hourly (non-exempt) or salaried (exempt) from 
federal and state wage and hour laws. Hourly employees are entitled to overtime 
pay under specific provisions of federal and state wage laws. Hourly employees 
may also work less than their scheduled hours if the work is not sufficient to keep 
them busy. An employee’s hourly or salaried classification may be changed only 
upon written notification.  
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  Type 1 – Full Time Hourly Employees (32-40 Hours)  
Type 1 employees that are scheduled to work 32-40 hours per week are 
typically eligible for employee benefits, as exclusively defined by this manual, 
subject to any exceptions specifically agreed upon in writing at the start of 
their employment as part of their overall compensation package. Type 1 
Employees are paid hourly and are entitled to overtime pay as outlined below 
in the subsection titled “Overtime”, based upon pre-approval by their 
supervisor and/or the Operations Director  

Employees that are scheduled to work 40 or more hours per week under 
salary are generally eligible for and subject to employee benefits as defined in 
this manual, unless superseded by the terms of their annual overall 
compensation package, beginning with their initial compensation package 
agreed upon at the start of their employment as part of their overall 
compensation package. Salaried employees are not eligible for overtime pay.     

Type 2 – Part Time Hourly Employees  (20 to 31 hours) 
Type 2 employees are scheduled 20 to 31 hours per week. Any employee 
benefits (paid holidays, etc) are exclusively defined by this manual, subject to 
any exceptions specifically agreed upon in writing at the start of their 
employment as part of their overall compensation package. 

Type 3 – Part Time Employees (0 to 19 hours) 

Type 3 employees are scheduled 0 to 19 hours per week. Any employee 
benefits are exclusively defined by this manual, subject to any exceptions 
specifically agreed upon in writing at the start of their employment as part of 
their overall compensation package. 

Type 4– Temporary Employees  
Temporary employees are hired with the understanding that their 
employment will typically be terminated upon completion of a specific 
assignment. A period of temporary employment generally does not exceed six 
months.  Temporary employees are not eligible to participate in the employee 
benefit plans. Individuals hired for temporary work may be hourly or salaried. 
However, temporary employees are subject to social security contributions on 
their wages. 

Employees from temporary employment agencies hired for specific 
assignments are the employees of the employment agency and not 
Resurrection. 

Contract with Independent Contractor 
Resurrection may enter into a contract with an individual or company that 
provides services or products as an independent contractor. Independent 
contractors are not entitled to workers’ compensation or other benefits 
provided in these policies. If payments to Independent Contractor(s) exceed 
Federal IRS guidelines, a 1099 will be issued in January of the following year for 
tax reporting purposes. 
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At least for purposes of classification in this Manual, a Pastor called by the 
Synod is considered an independent contractor and technically not an 
employee of Resurrection, such that the general terms of employment and 
benefits of a Pastor are defined by the compensation package between 
Resurrection and the Pastor, which is reviewed annually.  Nevertheless, except 
to the extent that this Handbook conflicts with such compensation package 
and their status of an independent contractor, it will be understood that the 
Pastor will abide by the general terms of the Handbook.    

  

Overtime 

In the state of Minnesota, overtime is paid for hours of work performed by hourly 
employees that exceed 48 hours in a work week. At Resurrection, overtime will 
be paid when hours exceed 44 hours in a seven consecutive day period. Hours of 
work performed by hourly employees that qualify for payment at a rate of one-
and-one-half times the employee’s regular rate of pay. All overtime must be 
approved in advance by your immediate supervisor to qualify. 

All hours during a work week that are calculated in the total for overtime must be 
hours actually worked. Any PTO days, non-paid holidays, or nonworking benefit 
days (such as bereavement days) do not count in the calculation of overtime. 

Hourly employees may be sent home if there is not sufficient work, even if they 
have not worked 40 hours for the week.  

Employees who are scheduled to work less than 40 hours a week will be paid 
their hourly wage for hours exceeding their scheduled hours until they exceed 44 
hours in a work week. At this point, they would be paid at a rate of one-and-one-
half times the employee’s regular rate of pay.  

It’s important for employees to work the hours they are scheduled. It is 
Resurrection’s goal to wisely manage the resources bestowed on the church by 
the congregation as well as ensure the well-being and life balance of its 
employees.  

Payroll Schedules 

Employees are paid every other week on Fridays. There are 26 paychecks per 
year. (In the event payday falls on a holiday or weekend, paystubs or paychecks 
will be distributed the closest business day. Those with direct deposit will have 
their paychecks deposited on Thursday.) The pay period runs from Sunday 
through Saturday.    

 

Payroll Deductions for Federal Tax, State Tax, FICA and Medicare 

As required by law, Resurrection withholds taxes from employee earnings, as well 
as social security (FICA) and Medicare, as well as any voluntary deductions. Our 
payroll service remits State and Federal taxes as well as FICA and Medicare on a 
quarterly basis on behalf of Resurrection. Any changes to withholding must be 
submitted to the financial assistant in writing on the federal form W4. 

Direct Deposit   
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Employees’ paychecks are automatically deposited into their banks through 
direct deposit. A direct deposit request form is available from the financial 
administrator. The form will request your Social Security number and a voided 
check. Employees have the option to divide their net pay to be deposited into 
more than one account either by dollar amount or percentage. For example, they 
may deposit 10% into savings and the rest of their net payroll to their checking 
account. They may change their designations in writing and submit them to the 
financial assistant. 

It may take a pay period or two for direct deposit to kick in. After it does, instead 
of a paper paycheck, you will receive a statement showing how much was 
deposited to your account. The statement will look similar to a real check, with all 
the same information on taxes and other deductions that were on your paper 
paycheck.  

Resurrection prefers all employees use direct deposit for their paychecks. If an 
employee does not want to have their paycheck directly deposited into a bank 
account, he or she will need to discuss with the Operations Director.   

Payroll Advances 

Resurrection does not allow payroll advances. Enrolling in direct deposit ensures 
that employees have their paychecks available even if they are not physically able 
to deposit their paychecks.  

Wage and Salary Disclosure 

Wages are set and approved by the Council. Resurrection maintains each 
employee’s Compensation package confidentially between the Council and the 
employee and only shares information with others (e.g. Financial Assistant) on a 
need to know basis. Disclosure of wages or compensation to any third party or 
other employee is discouraged and if abused may be grounds for termination.   

Rehires 

Employees who voluntarily resigned and were in good standing when they 
resigned are eligible for rehire. An employee seeking to be rehired is subject to 
the same review and procedures as a new employee.  

 
 

 

6. Hours of Work  
Office Hours 

The church office is open from 8 a.m. until noon on Sunday, and 9 a.m. to 5 p.m. 
Monday through Thursday. Office hours may be adjusted seasonally, and/or by 
holiday and will be posted. Hours that you are required to be in the office will be 
determined by your supervisor. Attendance at some evening meetings (after 5:00 
p.m.) may be expected. 



Resurrection Employee Handbook  Version 2.0        December 2021  14 | 
P a g e  

 

Holiday Work Hours 

Resurrection recognizes and respects that two of the most significant holidays of 
the year, Christmas and Easter, are highly important family times. However, they 
are also two of the most important seasons of the church calendar. Therefore, all 
employees are expected to work during these seasons as follows: 

• Full time employees will be expected to work a minimum of two of the 
Christmas and Easter worship services 

• Part time employees will be expected to work a minimum of one of the 
Christmas and Easter worship services 

• Time off for these holidays are on a first come, first served basis. Written 
requests for time off on all holidays must be received a minimum of 30 
days in advance. The number of requests granted will be limited at the 
discretion of immediate supervisor in collaboration with the Operations 
Director 

• Resurrection Church Council will annually decide the Paid Holiday 
Schedule for closing the church and/or office 

• Changes to schedules must be approved in writing by your immediate 
supervisor at least 7 days in advance 

Timekeeping 

All employees (hourly and salaried) are required to submit in time calculations 
reflecting actual hours worked each week. Timesheets are submitted no later 
than Saturday at midnight in the weeks alternating with paydays. All timesheets 
are reviewed and subject to approval by your supervisor. Overtime submitted on 
a timesheet that was not preapproved may not be paid.  

Meal Break  

A meal break (up to 30 minutes) is mandatory for each employee who is working 
eight or more consecutive hours. For employees working eight or more 
consecutive hours, meal breaks up to 30 minutes are paid. For employees 
working six or less consecutive hours, meal breaks are not paid. Schedules may 
vary from employee to employee based on work schedule and from one 
department to another. Employees are discouraged from eating at their desks.  

Rest Break 

Rest breaks are allowed to each employee, 15 minutes from work within each four 
consecutive hours of work. Each morning all employees share a break time 
together. Break times are neither segmented nor accumulative. (i.e.: one 30 
minute in the p.m. or three 5-minute breaks)  Rest breaks are paid. 

Working Away From the Office 

Resurrection maintains a policy that employees perform their work duties on the 
premise of the church unless the employee’s position requires off-site duties 
(youth retreats, for example). Under limited circumstances and/or for limited 
periods of time, Resurrection may permit an employee to perform work duties 
off-site consistent with the employee’s responsibilities and with immediate 
supervisor approval. Monitoring procedures may be put in place during the off-



Resurrection Employee Handbook  Version 2.0        December 2021  15 | 
P a g e  

 

site working arrangement. All arrangements for such activities are considered 
temporary and may be terminated without notice. 

Attendance 

Punctual attendance is mandatory for efficient job performance. In cases of 
absence for any reason, notify your immediate supervisor as well as the office as 
soon as reasonably possible. Poor attendance, absence without notification or 
habitual tardiness will be subject to appropriate disciplinary action, up to and 
including termination. 

Hours of Work for Salaried Workers and Independent Contractors  

Salaried workers (e.g. Operations Director, Middle School Ministry Director) and 
independent contractors (Pastors) at Resurrection carry responsibilities that 
regularly require them to work outside the normal office hours.  As such, these 
persons will be permitted to adjust their “Hours of Work” under this Section (e.g. 
rest breaks, lunches, etc) as necessary to balance the various ways and times in 
which they meet their responsibilities.    

7. Paid Time Off/Holidays   

Paid Time Off (PTO) provides a bank of time benefit for hourly employees that 
need to be off work for reasons including vacation, illness, physician 
appointments, or personal emergencies. PTO time does not take the place of 
bereavement time, which is separate.  

Eligibility  
 
Employees scheduled to work less than 20 hours per week and temporary 
employees are not eligible for PTO. Full-time salaried employees receive PTO 
benefits as outlined on Page 11.  

PTO begins upon hiring or transfer into a benefit-eligible position. Employees will 
receive the full amount of PTO they are eligible for on Jan. 1 of each year. The first 
year of employment, an employees’ PTO is prorated based on their hire date. For 
example, an employee hired to work 40 hours a week on June 1, would have 40 
hours of PTO available to them for the remainder of the year.  On January 1 of the 
following year, they will have the full compliment of hours (80) available to use 
during that calendar year. 

For less than three years of service, eligible employees will be given paid time off 
equivalent to double the number of hours they are scheduled to work each 
week.  For four to six years of service, eligible employees will be given paid time off 
equivalent to triple the number of hours they are scheduled to work each week, 
and over seven years of service will receive four times the number of hours they 
are scheduled to work each week. 

In the event of short-term or long-term disability or during unpaid leaves of 
absence, years of active service are suspended.  For example, if an employee has 
been employed for two years, then is out of work for 18 months before returning 
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to their position, their term of employment would still be two years and not three 
and one half.   

PTO cannot be carried over from one calendar year to the next or banked – it is a 
“use it or lose it policy”.   

PTO does not have cash value and cannot be turned in for pay (you cannot work 
80 hours plus get paid for unused PTO) unless employment is terminated. 

The following table outlines eligibility and accrual rates. 

  
Hours 

worked per 
week 

Years of 
Service 

40-hour work 
week 

32-hour work 
week 

25-hour work 
week 

20-hour work 
week 

0-3 years 80 hours PTO  64 hours PTO  50 hours PTO  40 hours PTO  
4 – 6 years 120 hours 

PTO  
96 hours PTO  75 hours PTO  60 hours PTO  

7 + years 160 hours 
PTO  

128 hours PTO  100 hours PTO  80 hours PTO  

When an employee becomes eligible for the next higher PTO rate, he or she will 
have their PTO time prorated for the first year and be eligible to use their full PTO 
at the higher rate on Jan. 1 of the following year. Likewise, when an employee 
moves from being eligible for PTO to no longer being eligible for PTO, the 
employee’s PTO will be prorated at the lower rate for the remainder of the year 
and start the following year on Jan. 1 with their new, lowered PTO rate.  

PTO Maximum Accrual 
 
No PTO hours will exceed the maximum PTO hours listed.  

PTO cannot be carried over from one year to the next.  

PTO time cannot be used to exceed hours in a work week beyond the normally 
scheduled hours. (Example: Take Monday as PTO time of 8 hours and then work 
four 10 hour days making it 48 hours for the week.) 

Payment of PTO 

New employees may use PTO after 90 days of employment. On day 91, an 
employee is eligible for their full amount of PTO prorated based on the hire date. 
Due to the 90-day waiting period, Employees hired Sept. 1 or later will not be 
eligible to use PTO until after January 1 of the following year. At this time, the 
employee will have access to their full amount of PTO. 
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PTO taken will be subtracted from the employee's PTO time bank in one-hour 
increments. 

PTO must be approved by the employee’s immediate supervisor in advance.  
 

Calculating Years of Service 

For purposes of PTO calculation, employees’ years of service are earned on a 
calendar year basis. For example, while an employee hired in September would 
have their PTO prorated during their first year of employment, on Jan. 1 of the 
following year, the employee would be considered to be starting their second year 
of service.  

Employees who had previously earned PTO will count those years of service 
should they be eligible to earn more hours of PTO. For example an employee 
working 20 hours per week in his third year of service, and then has his hours 
increased to 40 hours per week would receive 120 hours of PTO on Jan. 1 of his 
fourth year of service. Employees scheduled to work fewer than 19 hours per work 
week may not count their years of service should they transition into a position 
that makes them PTO-eligible. 

The years of consecutive service determine the rate at which the employee will 
accrue PTO. 

Termination and PTO 

All accrued benefits, including PTO, or expenses that are due and payable at 
termination will be paid. Employees are paid for the PTO they have accrued at 
employment end. If an employee has used PTO time not yet accrued, and 
employment terminates, the PTO taken is deducted from the final paycheck. 
Employees who give two weeks’ notice of employment termination must work 
the two weeks without utilizing PTO. 

Holiday/Office Schedule 

Employees are paid the following Holiday days:  New Years’ Day, Easter Monday, 
Memorial Day, Independence Day, Labor Day, Thanksgiving Day, Day after 
Thanksgiving, Christmas Day and New Year’s Eve.  If the Holiday is on a Friday or 
Saturday the Holiday will be a Floating Holiday. Floating Holidays may be taken at 
any point during the year, beginning January 1.  Christmas Eve Eve, Christmas 
Eve, Holy Week, and Easter Sunday are not paid holidays and are only allowed 
PTO with supervisor permission..  

Each year in December, the Council and Lead Pastor will determine the holiday 
schedule for the upcoming year.  
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  8. Absence Policies 
Family & Medical Leave 

Resurrection offers up to twelve weeks of paid leave to primary caregiver 
employees with the guarantee of returning to the employees’ previous job 
position or equivalent for pregnancy/parenting leave. This request is available for 
the birth or adoption of a child (does not include foster care placement) and is 
available only to eligible Employees (as defined in Section 9, Other Benefits), who 
have worked for Resurrection for at least six consecutive months immediately 
preceding the request. Secondary caregiver employees will receive two weeks of 
paid parenting leave for birth or adoption. 

Minnesota State Statute #181.941 PREGNANCY AND PARENTING LEAVE. 
 
Subdivision 1. Twelve-week leave; pregnancy, birth, or adoption. 

  

(a) An employer must grant an unpaid leave of absence to an employee who is: 

(1) a biological or adoptive parent in conjunction with the birth or adoption of a child; 
or 

(2) a female employee for prenatal care, or incapacity due to pregnancy, childbirth, 
or related health conditions. 

(b) The length of the leave shall be determined by the employee, but must not exceed 
12 weeks, unless agreed to by the employer. 

Subd. 2. Start of leave. 
 The leave shall begin at a time requested by the employee. The employer may adopt 
reasonable policies governing the timing of requests for unpaid leave and may require an 
employee who plans to take a leave under this section to give the employer reasonable 
notice of the date the leave shall commence and the estimated duration of the leave. For 
leave taken under subdivision 1, paragraph (a), clause (1), the leave must begin within 12 
months of the birth or adoption; except that, in the case where the child must remain in 
the hospital longer than the mother, the leave must begin within 12 months after the child 
leaves the hospital. 

Subd. 3. No employer retribution. 
 An employer shall not retaliate against an employee for requesting or obtaining a leave of 
absence as provided by this section. 

Subd. 4. Continued insurance. 
 The employer must continue to make coverage available to the employee while on leave 
of absence under any group insurance policy, group subscriber contract, or health care 
plan for the employee and any dependents. Nothing in this section requires the employer 
to pay the costs of the insurance or health care while the employee is on leave of absence. 
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Bereavement Leave 

Eligible Employees (as defined in Benefits Table in Section 9, Other Benefits) will 
be granted up to three days paid funeral leave in the event of death of a spouse, 
father, mother, brother, sister, child, father-in-law, mother-in-law, brother-in-law, 
sister-in-law, daughter-in-law, son-in-law, stepchild, stepparent, grandchildren or 
grandparents. Time logged cannot exceed an employee’s normal weekly wage 
between paid leave and the employee’s standard work schedule. Employees may 
take additional time off following the death of an immediate family member by 
using PTO or unpaid leave at the discretion of your immediate supervisor.  In case 
of absence for a funeral other than an above defined family member, employees 
will be asked to use PTO or unpaid leave.   

 

Jury Duty 

Notify your immediate supervisor if you are summoned for jury duty.  Employees 
will be allowed time off from work when requested to serve on jury duty. 
Employees are expected to work as much of their regularly scheduled hours as 
the jury schedule permits. Employees will be granted up to ten (10) days in a two-
year period to serve as a juror. Employees will be paid the difference between 
their regular salary or wage and their jury duty pay.  Employees Benefits will 
continue uninterrupted throughout the ten (10) days. When jury duty exceeds 
ten days, the employee, at their option, may elect to use PTO to the extent 
available or be placed on a non-paid discretionary leave.    

 

Military Duty 

In accordance with requirements of law, Resurrection will provide military leave 
of absence and reinstatement for qualifying employees.  

 

Severe Weather Closings 

In the event Resurrection must close for the day due to severe weather or 
emergencies, the church will make every reasonable effort to notify you. During 
snow events, Resurrection will close when the Monticello School District closes. 
Resurrection will list office and worship closures on www.WCCO.com. 

If weather conditions are so severe that you are unable to travel to work, contact 
your immediate supervisor. Hourly employees are not paid for hours not worked. 

     
 

 

http://www.wcco.com/
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 9.  Other Benefits and Benefits Eligibility Table 
Overview 

Benefits provided to employees are provided at the will of Resurrection and 
Resurrection reserves the right to modify or eliminate benefits without notice 
under conditions of law.  

Cell phone 

Select job positions that require frequent communication with members outside 
of normal business hours to conduct church business may be granted a cell 
phone allowance for business use of their personal cell phone.      

Worker’s Compensation 

Resurrection employees are covered under statutory state Worker’s 
Compensation laws while on duty. The worker’s compensation benefits are 
established by state law.  You will be required to complete a first report of injury 
form within 24 hours of your accident.  Failure to report accidents is a serious 
matter as it may preclude an employee’s coverage under Worker’s 
Compensation Insurance. 

Employees are required to report job-related injuries immediately. 

Report all accidents or injuries to your immediate supervisor. 

Health Insurance 

Pastoral coverage may be established under a separate agreement based upon 
their negotiated employment agreement(s). If eligible employees choose to 
decline health insurance benefits, they must submit their decline in writing prior 
to the annual renewal of the benefit calendar year. 

Type 1 employees will be eligible for Health Insurance through the policy offered 
by Resurrection. The year will run from January 1 through December 31.  

Resurrection will not change benefits, limit coverage or otherwise restrict 
participation until the certificate holder or enrollee has been notified of any 
changes, limitations, or restrictions. Notice will be provided in a format which 
meets the requirements of the United States Department of Labor is satisfactory 
for compliance within this section of Minnesota Statutes #60A.084. 

 

Resurrection Education Opportunities           

Resurrection employees working 20 hours a week or more and their immediate 
families (spouse and children only) may participate in Resurrection-hosted adult 
spiritual growth and children, youth and family activities free-of-charge. This 
benefit waives fees for class books and materials, vacation bible school fees, Cross 
Training tuition and day retreats. This benefit excludes youth and/or family camps 
and concerts or retreats that involve an overnight stay for youth and adults. 
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Benefits Table  

The Benefits Table summarizes Employee Classes and respective eligible 
benefits 

          . 

                   

 

      

10. Performance Expectations and Evaluation Reviews 
  It is the Council’s responsibility, in coordination with the Lead Pastor, to appoint 

and supervise the lay employees of the congregation. 

Introductory Period 

All employees will be under “evaluation” for the first three months of 
employment. Your immediate supervisor, in consultation with the Lead Pastor 
and Council, will be responsible for evaluating your performance, aptitude and 
compatibility with coworkers. At the end of the evaluation period, you will be 
apprised of your performance results.  In the event your evaluation information 
indicates unacceptable performance, your employment will be terminated.  

Performance Reviews 

Annual performance planning and evaluation reviews will outline the 
competencies you need to perform your job functions successfully. Your 
contributions to your department and Resurrection are also reviewed. Your 
supervisor, in consultation with the Lead Pastor and Council, will discuss job 
requirements with you and identify your specific position expectations. Together 
you will establish plans for your growth and development.  

   

 Benefit 
Description 

Type 1 
32 to 40 
hours 

Type 2 
20 to 31 
hours 

Type 3 
19 and 
under 
hours 

Type 4 
Temp  

Cell Phone  As deemed 
necessary 

As deemed 
necessary 

As deemed 
necessary 

As deemed 
necessary 

Jury Duty X X X X 

Workers’ Comp X X X X 

Paid Time Off X X X  

Resurrection 
Education 
Opportunities 

X X X  

Family Medical 
Leave 

X     

Bereavement 
Leave 

X       

Health Insurance X    
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Personnel File 

Resurrection maintains a confidential personnel file for each employee. Files are 
stored in a secure location with limited access.  Employees must request 
permission from the Lead Pastor to view their personnel file. These files are the 
property of Resurrection; no documents may be altered or removed by the 
employee. Every reasonable effort is made to keep the information confidential; 
access is limited to the Lead Pastor, Executive Committee, Operations Director, 
and only to others (e.g. Financial Assistant, Full Council) on a need-to-know basis. 
Copies will not be distributed to any third party unless mandated to do so by a 
court of law. 

     11. Financial Responsibilities and Reimbursement Policies 
Budget 

In carrying out their duties, employees will follow the Expenditure Policy and 
abide by the Annual Budget.  As stewards of Resurrection, employees will strive 
to use funds prudently and only as necessary to carry out the ministries of 
Resurrection.  The Council reserves the right to restrict expenditures, even if listed 
in the Annual Budget or specific ministry area budget, as necessary to maintain 
the financial health of Resurrection and will do so via the Treasurer and/or Lead 
Pastor as appropriate.              

Reimbursement of Expenses 

Expenses to be reimbursed by Resurrection must be approved prior to 
expenditure by your supervisor and/or the appropriate ministry director. To 
receive reimbursement, you must furnish the financial assistant with the 
Expenditure Request form signed by the appropriate supervisor or ministry 
director plus receipts for all expenses and a properly completed expense form.  

If you require an advance for expenses, see your supervisor or the ministry 
director as appropriate. All expenditure forms must be reviewed by the 
Operations Director prior to payment. 

Credit Cards 

Expenditures for goods and services using a Resurrection credit card are the 
responsibility of the employee whose name appears on the card. All purchases 
must be supported by the appropriate documentation/receipts. Late fees that 
result from the employee delaying submitting the documentation will be 
charged to the employee. Personal charges on Resurrection credit00 cards are 
prohibited. Abuse of this privilege will result in card cancellation and possible 
termination of employment. Expenditure forms with receipts must be turned in 
within one week of the date of purchase. 

Business Travel Expenses 

Resurrection will reimburse employees for reasonable business travel expenses 
incurred while on assignments away from the normal work location. All business 
travel and lodging must be approved in advance by your supervisor.  

Mileage will be reimbursed at the current IRS rate.  
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Tax Exempt Status 

As a religious, non-profit organization, Resurrection is exempt from paying 
business, income or sales tax. Resurrection’s tax exempt ID number is required 
when making purchases on behalf of the church. Those not using the tax exempt 
number will personally pay for the sales tax.  

Personal Property 

Resurrection is not responsible for personal property of employees in facilities, 
vehicles or parking areas. Any personal items brought on premises deemed 
inappropriate by Resurrection, will be removed with notice. As always, be 
considerate of the church’s image as well as your image with Resurrection 
members and your co-workers. 

Personal Safety 

At Resurrection the safety of our employees is a priority. We will make every 
reasonable effort to ensure a safe working environment. If you have suggestions 
or concerns discuss them with your immediate supervisor. If you feel you are in 
danger performing your job duties, stop working and report the hazard to your 
immediate supervisor. 

12. Church Property 
Confidential Information Security 

As a matter of course, employees of Resurrection may have access to confidential 
and proprietary information. This information includes, but is not limited to, 
pastoral counseling sessions, personal information about members and guests, 
employee information and financial giving statements. It is a condition of 
employment that you not disclose this information to third parties during or after 
employment. Disclosure of Resurrection confidential information without express 
written approval is prohibited. Employees must comply with the guidelines set 
within the employee agreement.   

Facilities Security 

It is the responsibility of all employees to make sure the facilities and work areas 
are secure. Front door to remain unlocked during business hours, all other 
entrances to remain locked when not in use. It will be a condition of employment 
to fully comply with the Key Sign-out Agreement. As a reminder, any employee 
entrusted with facility keys shall make certain the facility is secure when that 
employee is the last to leave. This includes, but is not limited to, turning off 
appropriate lights and closing and locking all doors/windows. 

Report any potential security risks to your immediate supervisor. 

Office Supplies, Postage & Church Accounts 

Resurrection postage, postage systems, shipping accounts and accounts with 
various vendors and suppliers are to be used for church business purposes only. 
Improper use of these items may result in appropriate disciplinary action, up to 
and including termination. 
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Church Equipment 

Church property, such as laser printers, copiers, computers, and all tools, lawn 
equipment, snow removal or salt, cleaning supplies are to be used for 
Resurrection purposes only. Use of equipment for unauthorized use may result in 
appropriate disciplinary action, up to and including termination. No equipment 
may leave church grounds unless supervisor approval is received. Request for 
exception must be approved by your supervisor.   

Your designated work area, desks and cabinets are not to be locked with 
personal locks. If you need assistance securing church property see your 
immediate supervisor. 

Phone Systems, Voice Mail and Personal Calls 

Telephone systems, equipment and operators are in place to provide business 
services to the church. Employees are to limit the personal use of these items. 

      13. Technology 
Computers and Related Equipment 

Resurrection provides employees access to computers, printers and other 
equipment on an as-needed basis, to perform their job requirements. This 
equipment is to be used exclusively for the business activities of Resurrection. 
Employees found to be using church computer equipment for personal use may 
be subject to appropriate disciplinary action, up to and including termination.  
Exceptions must be approved by your immediate supervisor.    

Employees are required to maintain their computers and related equipment in 
good working order. If any of your equipment needs service, repair or 
maintenance, notify your immediate supervisor. 

Employees shall not use church systems to knowingly violate any city state or 
federal laws.  

No personal software should be installed on church equipment.   

Software installed on church computers must be properly licensed and installed 
by an approved technology professional or by an approved staff member with 
the approval of your immediate supervisor.   

Employees are not permitted to download any software (free or otherwise) 
without express permission. 

Church equipment shall not be used to create or store personal information or 
projects without management approval. 

Church equipment shall not be used to store or display images depicting 
violence, sexually explicit material, politically or racially offensive material. 

Please use good judgment when it comes to software or church equipment. 
Should you have any questions, please ask your immediate supervisor. 

Internet 
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Church computer systems, connected to the Internet, are connected for business 
purpose only. However, employees are permitted to use their own computers or 
mobile phones to access the Internet for personal reasons during off-work hours 
through their own internet provider and/or Resurrection’s wireless connection, 
which is also available to members and guests. 

Employees are expressly prohibited from allowing unauthorized third parties to 
use church provided computers or Internet services. 

Conducting Resurrection business on the Internet must be done following all 
guidelines and policies for conducting business in conventional settings. 

Do not expect privacy on church computers. Our software and systems have the 
capability of tracking each visit, each email, each chat and each file transfer, by 
every computer on the system. 

Resurrection maintains the right to limit Internet access.  

Resurrection will comply with any reasonable requests from law enforcement to 
review Internet activities of any employee. 

While accessing the Internet, employees should be fully aware of the global 
reach of the media. Employees are required to maintain a high level of dignity 
and be mindful that they represent Resurrection to the world at large while 
online. 

For protection of the Resurrection network and proprietary information, security 
measures have been installed on the system. No employee shall, under any 
circumstances, attempt to disable or circumvent these security measures. 

Email & Electronic Communication 

Resurrection provides email for business purposes only. Personal use should be 
kept to an absolute minimum. 

All emails, sent or received, are church records and as such, are accessible to 
appropriate staff members. 

No anonymous emails can be sent from church systems. All employees are 
required to identify themselves by name and email address. 

Chat room participation is prohibited except for business related forums. 

Cell phone use/personal texting, communication, surfing, gaming etc during 
work hours is to be done during breaks only (except in the event of emergencies). 
Phones should not be used for personal use while working with 
children/students including but not limited to Nursery, Pathfinders, Cross 
Training, Life Together, and Student Leadership 

      

14. Problem Resolution and Discipline Policies 
Problem Resolutions 

In dealing with disagreements, it shall be the goal of Resurrection that members, 
guests and employees seek mutual understanding and help to maintain a 
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climate of peace and goodwill. While we need not agree on everything, we 
should treat each other with love and respect. With this in mind, Resurrection has 
created a Loyalty Policy to help resolve differences. It is expected that employees 
will abide by the Loyalty Policy. If you have an issue or frustration with an 
individual, speak directly and privately with the person involved. If you are unable 
to resolve your difference satisfactorily, ask the Pastor to be a participant in a 
conference with all parties present. If your dissatisfaction is with the Executive 
Pastor, ask one of the executive council (president, vice president, secretary or 
treasurer) to serve as a third party.  

Please review the full version of the Loyalty Policy in the Addendum. 

Violation of Church Policy 

Employees found to be in violation of church policy will be given official notice of 
the infraction. All reasonable attempts will be made to constructively resolve the 
situation. Appropriate disciplinary action, up to and including termination, may 
be taken if the violation is severe or is repeated.   

Notices of violation, appeals and final disposition documentation will become a 
permanent record in the employee’s personnel file. 

Discipline Policy 

Disciplinary action may call for any of the four steps: verbal warning, written 
warning, suspension with or without pay, or termination of employment 

• Verbal – given by the supervisor and no others are notified 

• Written – given by the supervisor with a copy to the lead pastor (if the 
pastor is not the director supervisor) and a copy to the employee’s 
personnel file 

• Suspension – written documentation presented to employee and lead 
pastor (if the pastor is not the direct supervisor) at time of suspension. 
Copy to employee personnel file 

• Termination – written documentation presented to employee upon 
dismissal  

Disciplinary Procedures for Lay Employees and Members  

Often employees are also members of Resurrection. While the first course of 
action to settle member, guest and employee disputes is to follow the Loyalty 
Policy, Resurrection has established a procedure for disciplining those who 
violate church policy and procedure. The Council is charged with applying 
discipline to members according to C7.05 of the Constitution. Depending on the 
infraction, employees who are also members may be subject to the course of 
discipline outlined in the policy, Consequences for Violating Policies and 
Procedures. Employees are encouraged to review this policy found in 
Resurrection policy manual. However, Resurrection is not limited to this policy in 
addressing employee behavior and conduct.  

      15. General Information 
Volunteering at Resurrection 
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Resurrection employees are encouraged to engage and involve themselves in 
the life of the church outside of their job responsibilities. However, employees are 
not allowed to volunteer their time within their area of employment. For 
example, a ministry associate should not volunteer by writing the 
announcements or updating the website, or the nursery director should not 
volunteer in the nursery on Sunday mornings.  

Employees who find that they regularly spend time beyond their scheduled 
hours completing their assigned tasks each week should notify their supervisor. 
Any time worked beyond scheduled work hours must be approved in advance by 
the supervisor.  

Staff Meetings 

Staff meetings are scheduled weekly for all employees. Every effort is made to 
schedule these meetings during the hours worked by the vast majority of 
employees.  

Bulletin Boards 

Notices such as federal work guidelines and employee notices are placed in the 
workroom/copy room for employees to review. It is the responsibility of each 
employee to review the area for updates.  

Medical Attention 

Resurrection requires employees to notify a supervisor when medical attention is 
required for accident or medical emergency on the job. When appropriate, 
trained medical personnel will be called to transport an injured employee. 
Transportation and medical costs are the responsibility of the employee, for non-
work related illness or injury. 

Membership 

Resurrection employs individuals who are members of Resurrection as well as 
non-Resurrection members. Employees who are not members are not required 
to confess or believe the teachings of the church but are expected to respect the 
official doctrines of the Lutheran confessions and to pursue lifestyles that are 
morally in harmony with its teaching.  

Family Employment 

Resurrection allows family members and relatives of employees to be considered 
for employment, provided they are qualified for the position and no conflict of 
interest exists.  

Employment and Elected Positions 

As the Council establishes wages, policies and benefits, it is a conflict of interest 
for an employee to serve on Council or other elected positions.  

Disclosure of Conflict of Interest 

Resurrection is committed to conducting its responsibilities in a manner 
reflecting the highest degree of integrity and honesty consistent with the 
Christian scriptures. Employees should disclose to their supervisor any 
membership on boards of directors, community or civic organizations, club 
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activities or other employment that may conflict with the vision and values of 
Resurrection. The lead pastor, in consultation with the Council, will determine if a 
conflict of interest exists. The employee may be asked to make a choice between 
his or her employment and the conflicting activity.  

Reporting Personal Information Changes 

Employees must notify the financial administrator whenever there is a change in 
their personal information on file with Resurrection This includes address, phone 
number, income tax withholding information and emergency contacts. 

     16. Termination of Employment 
Termination                                                             

                  Unless otherwise provided by a written contract for employment, Resurrection 
operates under the principle of employment at-will.  This means that neither you 
nor Resurrection has entered into a contract regarding the duration of your 
employment.  You are free to terminate your employment at any time, with or 
without reason.  Likewise, the church has the right to terminate your 
employment, or otherwise transfer, or change your position at any time, with or 
without reason, consistent with applicable state and federal law.  

Employees choosing to terminate their employment with Resurrection are asked 
to give two weeks’ notice for hourly employees and four weeks’ notice for salaried 
employees. Terminating employees are required to return all church property to 
their immediate supervisor before leaving the premises on their final day of 
employment.  

Upon receipt of all church-owned property, the employee will receive their final 
paycheck by the most expedient method. All accrued benefits, including PTO, or 
expenses that are due and payable at termination will be paid. If the employee 
has outstanding debts to Resurrection, they will be deducted from the 
employee’s final paycheck.  

Employees are paid for the PTO they have accrued at employment end. If an 
employee has used PTO time not yet accrued, and employment terminates, the 
PTO taken is deducted from the final paycheck. Employees who give two weeks 
notice of employment termination must work the two weeks without utilizing 
PTO. 

 If an employee is terminated for a severe violation of policy they will be escorted 
from the premises immediately.  

Resurrection considers personnel files confidential. Any request for employment 
confirmation or references will be provided only with employment dates and 
positions held. 

An exit interview with the employee will be scheduled between the employee 
and supervisor and possibly a member of the executive council.  

Unemployment Benefits 

Churches and other non-profit organizations are not required to pay 
unemployment benefits. The Federal Unemployment Tax Act (FUTA) excludes 
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501(c)(3) organizations with religious affiliations. Although these organizations 
must pay FICA and other taxes, they have special tax-exempt status and are not 
liable for federal unemployment or state unemployment taxes. Employees laid 
off from Resurrection are not considered eligible workers and are not entitled to 
collect unemployment insurance benefits. 

Severance Pay 

Resurrection is not obligated to pay severance allowance.  
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Loyalty Policy 

Dealing with Disagreements 
 

 
To:     Friends and Members of Resurrection 
 
Policy Author:   Congregational Council 
 
Adopted/Effective Date:  October 5, 2010  
Revision Date:   October 3, 2017 
 
Statement of Policy: To provide a consistent, Biblical method for members to 

resolve conflict and deal with disagreements.    
_____________________________________________________________________________   
Even brothers and sisters in Christ can disagree or become frustrated with one another. 
The Loyalty Policy provides direction on how to resolve conflicts. The 8th commandment 
and its meaning are the basis for this policy: 

a. “You shall not bear false witness against one another.”  Exodus 20:16 
b. “We are to fear and love God so that we do not betray, slander, or lie about one 

another, but defend, speak well of the person and explain their actions in the kindest 
way.”  Small Catechism, Luther 

 
1. If you have an issue or frustration with an individual, speak directly and privately with 

the person involved. Jesus outlines this approach in Matthew 18:15-17: 
15 If another member of the church sins against you, go and point to the fault when the 
two of you are alone.  If the member listens to you, you have regained that one. 16But if 
you are not listened to, take one or two others along with you, so that every word may 
be confirmed by the evidence of two or three witnesses. 17If the member refuses to 
listen ever to the church, let such a one be to you as a Gentile and tax collector. 
 

2. When upset with an individual, refrain from sharing those frustrations with others 
including any member or friend of the congregation.  Do not use social media (e.g. 
Facebook, MySpace, Twitter, etc) as a forum to vent your frustrations to third parties 
about that person(s) as a substitute for dealing directly and privately with that person. 
Instead, if you have a complaint about someone, deal directly and privately with that 
person as Jesus instructs us.   

 
3. If you are unable to resolve your difference satisfactorily, ask the Pastor to be a 

participant in a conference with all parties present. If your dissatisfaction is with the 
Pastor, ask one of the executive council to serve as a third party.  
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4.  If you are the person to whom the criticism is directed, seek mutual understanding 
with the offended person and if possible, reconciliation.  Regardless of the outcome, you 
are also to abide by items 1, 2, and 3 listed above.  

 
5. In situations in which an individual approaches you to speak critically about another 

person: 
a. Listen carefully, help the individual sort through their feelings, but do not allow that 

person to come to the conclusion that you agree (although you may). 
b. Encourage them to speak directly to the person they are criticizing. 
c. Encourage them to be specific regarding the particular event and details that 

created the issues because it is difficult for anyone to respond to broad 
generalizations. 

d. If they refuse to approach the individual (for whatever reason, e.g. have already tried 
or they believe it would not do any good), state you would be willing to go with them 
as a witness as they speak with that person. 

e. If they are unwilling to do so, tell them that you will consider the conversation as 
having not occurred.  Explain that this is a church policy. 

f. If they request that you keep confidence, explain that this places you in an 
uncomfortable position.  You cannot do anything about it. Tell them you will 
consider the conversation as having not occurred. 

g.  If you hear about a conflict between others at Resurrection, be sure to avoid 
gossiping about it. 

 
 

6. Whether you are one of the individuals in the conflict or simply a third party hearing 
about the conflict from one of the aggrieved parties, everyone should: 

a. Seek to understand. 
b. Listen non-defensively. 
c. Ask for needed clarification. 

 
Conclusion 
In dealing with disagreements, it shall be the goal of Resurrection that members seek 
mutual understanding and help to maintain a climate of peace and goodwill within the 
congregation. While we need not agree on everything, we should treat each other with 
love and respect. 
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Acknowledgement 
By signing below I acknowledge that it is my responsibility to have read and understood 
the policies outlined in this Resurrection employee handbook and any policies referred to 
by this handbook.  I understand that the handbook is intended only as a general reference, 
and not as a full statement of Resurrection procedure or a legal contract.  

I further understand that Resurrection may modify, revise and update this handbook at any 
time. I am also aware that this updating may include additions or deletions. 

I agree to keep this handbook in my possession during my employment and to update it 
whenever provided with materials to do so.  I understand that it supersedes and replaces 
any and all manuals, handbooks and other policies which have been previously provided to 
me. 

I further understand that each handbook is the property of Resurrection and I agree to 
return the handbook upon the termination of my employment. 

 

Employee signature:            

 

Date:               

 
(To be signed and returned to HR upon completion of reading of entire 
Employee Manual on first day of employment.) 


