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PURPOSE OF MANUAL AND DISCLAIMER:
This Em ployee Manual (Manual) w ith  an  effect ive date of February 26, 2020 (w ith  revisions as of 
January 30, 2025), has been prepared  to p rovide em ployees of Fellow sh ip  Bib le Church  w ith  a w rit ten  
sum m ary of the state and  federal law s, personnel policies and  standards of conduct  w h ich  govern  
em ploym ent  w ith  FBC; how ever, it  is not  all-inclusive. In  the event  of a conflict  betw een a p rovision  of 
th is Manual and  app licab le law, the p rovisions of that  law, policy, or source docum ent  shall govern . 
The policies set  forth  in  th is Manual m ay be altered , m od ified , or rescinded and new  policies m ay be 
issued by the FBC HR  Director and  Cent ral Leadersh ip  Team  at  any t im e. As policies are w rit ten , 
changed, or updated ,  t hey take p recedence over any conflict ing  in form at ion  found in  th is Manual. 
Revising  and  updat ing  the em ployee Manual is an  ongoing  funct ion . Anyt im e changes occur, t he 
new  in form at ion  w ill be added to the Manual and  posted  on  the Staff Portal. Em ployees w ill be 
not ified  of any policy changes referenced in  th is Manual and  are responsib le for consu lt ing  FBC 
policies as needed.

Th is Manual is not  a cont ract  of em ploym ent  betw een FBC and it s em ployees. All em ploym ent  at  
Fellow sh ip  Bib le Church  is on  an  ?at  w ill?? basis. Team  m em bers and  Fellow sh ip  Bib le Church  are free 
to term inate the em ploym ent  relat ionsh ip  at  any t im e w ith  or w ithout  reason. All Fellow sh ip  Bib le 
Church  staff are considered  ?at  w ill? em ployees. Noth ing  described  herein  shall be held  or const rued  
to create a p rom ise of em ploym ent  or fu ture benefit s, or a b ind ing  cont ract  betw een the State and  
it s em ployees, ret irees or their dependents, for benefit s or for any other purpose. All em ployees shall 
rem ain  sub ject  to d ischarge or d iscip line to the sam e exten t  as if t h is Manual had  not  been put  in to 
effect . All persons em ployed by FBC are h ired , evaluated , p rom oted , and /or d ischarged in  accordance 
w ith  the law s and policies govern ing  em ploym ent  w ith  the State of Arkansas and it s agencies. 

Your quest ions and  com m ents regard ing  the m anual are alw ays w elcom e. Please d irect  quest ions 
and  com m ents to your overseer or the Hum an Resources Director.

W hen a person accepts a posit ion  at  Fellow sh ip  Bib le Church , they are not  on ly accept ing  em ploym ent , 
but  a com m itm ent  to the Core Values, M ission  and Vision  of Fellow sh ip  Bib le Church . Our desire is that  
th rough our com m on in terest  and  ded icat ion  to Christ  w e can and w ill, ??m ake d iscip les w ho live by God?s 
g race and for His g lory at  hom e and across the w orld .??

We are g lad  you have chosen to w ork w ith  us and  t rust  our effort s together w ill p roduce an  atm osphere 
com pat ib le w ith  the Christ ian  p rincip les w e represent .

W ELCOME TO 
FELLOW SHIP BIBLE CHURCH!
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FROM THE TEACHING PASTORS

BEN PARKINSON,
Teach in g  Past or

That  w e see God do very supernatural t h ings in  our m idst  
to g lorify His Gospel of g race in  very natural w ays. That  as w e 

follow  His footsteps to spend our lives the w ay He d id , m aking  
d iscip les of peop le from  every t ribe, tongue, and  nat ion , w e 

w ill experience an  in t im acy w ith  Him  that  w ill p rove to be 
abundant  life indeed. And that  follow ing  Him  in  th is cursed  

and broken w orld  w ill p roduce enough tension  in  all of us as
?first  fru it s? of Kingdom  to com e that  w e w ill t ru ly be ab le to

say, ?to live is Christ  and  to d ie is gain . Com e, Lord  Jesus, com e.?

MARK HENRY,
Teach in g  Past or
My hope for Fellow sh ip  is that  w e w ould  be a com m unity of m en 
and w om en w ho w orsh ip  and  follow  Jesus so passionately that  
w e w ould  turn  our city and  the w orld  upside dow n for the g lory 
of Jesus Christ .

BRANDON BARNARD, 
Teach in g  Past or
I cam e to Fellow sh ip  w hen I w as h ired  as the Lead Student  
Pastor. A few  years later, t he elders asked m e to be a Teach ing  
Pastor, w h ich  is w here I curren t ly serve today. I love th is church  
and m y hope and prayer is that  our church  w ill m ake m uch of 
Jesus and that  m ore and m ore peop le w ill hear and  respond to 
h im . That  w e w ill be ab le to t ru ly connect  w ith  God and others, 
be t ransform ed in  at t it udes and act ions and  that  the Gospel w ill 
be m ult ip lied  in  count less lives locally and  g lobally.

MY HOPE FOR FELLOW SHIP IS...

JUSTIN BILSON,
Teach in g  Past or

For m ore than forty years, w e have seen God m ove in  un ique 
w ays and m y hope for our fu ture is that  He w ould  cont inue His 
w ork in  us. May w e cont inue to be a beacon of ligh t  for the lost  
and  a p lace w here His g race perm eates th rough all w e say and  
do. May God cont inue to g row  us as one fam ily that  reflects the 

un ity and  d iversity of Revelat ion  7:9. May God cont inue to use us 
to m ake d iscip les w ho m ake d iscip les and  bu ild  His k ingdom  

in  our com m unit ies. I p ray that  w e w ill con t inue to be a church  
of irresist ib le in fluence and I am  excited  about  our fu ture!
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MISSION STATEMENT

MAKING DISCIPLES W HO LIVE BY GOD?S GRACE 
AND FOR HIS GLORY AT HOME AND ACROSS 
THE W ORLD.
OUR VISION
We hope to be a m ult i-site, m ult i-ethn ic, m ult i-generat ional church  w ith  
8 cam puses, 60 church  p lan ts, 100 m ission  partners, locally and  g lobally, 
in ten t  on  m aking  w orsh ip fu l d iscip les w ho follow  Jesus and live in  His 
t ransform ing  g race in  a w ay that  the Gospel is p roclaim ed to over 100,000 
in  Cent ral Arkansas and beyond. 

CONNECTION: We believe th is happens best  in  the context  of 
sp irit ual com m unity, w h ich  w e call Discip lesh ip  Groups, or 
D Groups, w here w e can engage in  the one another com m ands 
of Scrip ture and  g row  in  the know ledge and g race of Jesus Christ .

TRANSFORMATION: Our role is to be cont inually aw are of our 
ongoing  need for t ransform at ion  and  have faith  that  God w ill 
fin ish  the w ork He has begun in  us. 

MULTIPLICATION: God has a heart  for peop le of all nat ions and  
desires to see His Gospel advance across the w orld  th rough His 
peop le being  d iscip les w ho m ake d iscip les w ith  in ten t ionality 
across the w orld  for the g lory and  fam e of God.

OUR VALUES
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W e w ill defau lt  t o t rust . Our gu t  inst inct  is 
to assum e t he best  and  believe t he best  

in  t hose around  us, even  w hen  w e aren?t  in  t he 
room  w hen  t he decision  is m ade. If  t here is a 
gap  in  in form at ion , w e f ill it  w it h  t rust , not  
susp icion , un t il w e have good  reason  not  to.

W e have g race for ourselves and  g race for each  ot her. 
W h ile w e aim  for excellence, it  is never at  t he expense 

of t he peop le around  us. W hen  m ist akes and  m isunder-
st and ings happen , w e seek  restorat ion  over just if icat ion .

STAFF

1.

2.
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Doing  t h ings toget her adds com p lexit y, 
t im e, and  som et im es ineff iciency, bu t  

w e value doing  m in ist ry as a team . W e alw ays 
defau lt  t o lock ing  arm s and  push ing  forw ard  
as a team .

W e never st ar t  w it h  a post u re of ?can?t .? 
W e reim ag ine, evaluate, experim en t , t ake

risks, and  do our best . Som e t h ings m ay not  be 
possib le, bu t  w e w on?t  step  back  un t il w e?ve 
stepped  in .

Rat her t han  just  w ork ing  toget her, w e t ake t he 
t im e to bu ild  relat ionsh ips w it h  each  ot her so t hat

w e can  bet ter know , underst and , and  appreciate t he 
un ique g if t s, t alen t s, and  passion  t hat  each  of us b rings. 
It  m eans t hat  w e care abou t  each  ot her enough  to serve 
each  ot her as w e lead , instead  of relying  on  posit ional 
au t horit y. Relat ional leadersh ip  m eans t hat  w e value t he 
person  beh ind  t he t ask .

Our m ission  is too u rgen t , ou r calling  too g reat , and  
t he Gospel too im port an t  for anyt h ing  less t han  our

best . Th is isn?t  just  a job  bu t  a calling . W e w illing ly lay 
dow n our personal w an t s and  desires to see t he m ission  
of t he church  accom p lished .

3.

4 .

5.

6.
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I, __________________________________________________________________ , hereby consent and authorize Fellowship 
Bible Church and its affiliates the right to photograph m e and use and reproduce m y photograph (including 
st ill cam era photograph and/or video) taken by Fellowship Bible Church. As well as circulate the sam e for any 
and all purposes, including publicity, publicat ion, and advert ising of every descript ion, including television and 
internet . I further give authorizat ion of the right to reproduce in any m anner whatsoever any recording m ade 
this date of m y voice and all instrum ental, m usical, or other sound effects produced by m e for any purpose 
associated w ith the use and distribut ion of m y photographic im age or sound recording.  

In addit ion, I authorize Fellowship Bible Church and its affiliates to share the personal inform ation I 
have disclosed in print , video or on the Internet for purposes as deem ed appropriate by Fellowship 
Bible Church. No claim  of any nature arising out of or connected w ith said photograph(s), film , audio 
recording or distribut ion of inform ation w ill be m ade by m e.

Printed First  and Last Nam e: __________________________________________________________________

Signature: __________________________________________________________________

Date: __________________________________________________________________

FELLOW SHIP BIBLE CHURCH PHOTOGRAPH, 
VIDEO, AND AUDIO RELEASE FORM
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EMPLOYMENT POLICIES

RECRUITMENT
Fellow ship  Bib le Church provides opportun ity to all app licants based on dem onst rated ab ility, experience, 
and t rain ing . 

As posit ions becom e availab le w ith in  the church staff, p rior to outside recru itm ent , the Hum an Resources 
Director and h iring  overseer shall determ ine the availab ility of qualified  cand idates w ith in  the church.

Contact  the Hum an Resources Director to d iscuss the m ost  appropriate m ethod of recru itm ent . 

SEARCH AND HIRING PROCESS MINISTRY STAFF
The h iring  of m in ist ry staff w ill be the responsib ility of Cent ral Leadersh ip  Team  m em ber w ith  assistance 
provided by Cam pus Pastor and Hum an Resources. Listed below  is the standard process for recru itm ent  and 
h iring  of m in ist ry staff at  Fellow ship.

PREPARATION AND APPROVAL
- Ident ify need. 
- Develop job  descrip t ion or update exist ing  job  descrip t ion.
- Request  h iring  and budget  approval from  Cent ral Leadersh ip  Team .
- Not ify Hum an Resources regard ing  h iring  approval.
- Discuss approved com pensat ion/benefit  package w ith  Hum an Resources Director.
- Discuss in terview  team  part icipants w ith  Hum an Resources Director.
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RECRUITMENT
- Iden t ify p rim ary recru itm ent  sources.
- In it iate contact  w ith  likely p rospects, request ing  resum e and references.
- Conduct  p relim inary phone in terview  w ith  key p rospects.
- Potent ial cand idates w ill be contacted  for in terview s by Hum an Resources.

INTERVIEW  (ASSESSMENT TOOLS AVAILABLE THROUGH HUMAN RESOURCES)
- Evaluate resum es and com pleted  assessm ent  tests. (Servants By Design , DISC, FBC Quest ionnaire)
- Contact  p rim ary cand idate and  conduct  thorough phone in terview.
- Contact  key references for p rim ary cand idate(s).
- Obtain  cand idate?s perm ission  to run  background and cred it  checks. (Cred it  checks are run  if t he posit ion  

is a pastoral posit ion .)
- Determ ine t im eline for on-site, first  pass personal in terview  w ith  p rim ary cand idate that  w ill include:  
Hum an Resources, Direct  Overseer, g roup  of staff/volun teers, and  Elder and  Cent ral Leadersh ip  Team  
m em ber.

RECOMMENDATION
- Cent ral Leadersh ip  Team  m em ber along  w ith  input  from  Cam pus Pastor w ill m ake h iring  decision  and  
w ill con tact  p rim ary cand idate and  com m unicate desire to recom m end them  for posit ion .
- Estab lish  schedu le for final in terview.
- Obtain  com pensat ion  /benefit  package approval w ith  CLT m em ber and  Cam pus Pastor and  com m unicate 
w ith  the Hum an Resources Director.  

OFFER /  HIRE
- Cent ral Leadersh ip  Team  m em ber w ill con tact  cand idate and  offer posit ion , com m unicat ing   
com pensat ion /benefit  package.
- If cand idate accepts, ag ree upon date to join  staff. Ask if cand idate w ill use the housing  allow ance, op t  
- out  of Social Security, and  u t ilize our health  insurance and dental p lans. 
- Com m unicate h ire to Hum an Resources so that  official offer let ter can  be p rovided .
- Hum an Resources w ill set  up  orien tat ion  p rocess and not ify the IT Departm ent .
- M in ist ry staff h ired  in to a pastoral role that  have not  been licensed or ordained  by a church  FBC w ould  
recogn ize w ill beg in  em ploym ent  as an  Associate and  part icipate in  the pastoral p rocess after 6 m onths.

SEARCH AND HIRING PROCESS ADMINISTRATIVE OR 
SUPPORT STAFF
The h iring  of adm in ist rat ive or support  staff w ill be the responsib ilit y of the Min ist ry Overseer and  the 
Hum an Resources Director. Listed  below  is the standard  p rocess for recru itm ent  and  h iring  of 
adm in ist rat ive or support  staff at  Fellow sh ip.

PREPARATION AND APPROVAL
- Iden t ify need. 
- Develop  job  descrip t ion  or update exist ing  job  descrip t ion .
- Request  h iring  and  budget  approval from  Cent ral Leadersh ip  Team .
- Not ify Hum an Resources regard ing  h iring  approval.
- Discuss approved com pensat ion/benefit  package w ith  Hum an Resource Director.
- Discuss in terview  team  part icipants w ith  Hum an Resources Director.

RECRUITMENT
- Announce job  opportun ity to all Fellow sh ip  Staff.
- Hum an Resources w ill run  ad  in  Fellow sh ip  bu llet in  and  on  Fellow sh ip  w eb site.
- All app lican ts are inst ructed  to in it iate contact  w ith  Hum an Resources.
- All cand idates being  in terview ed for a fu ll-t im e staff posit ion  w ill be advised  that  Fellow sh ip  Bib le Church  

requ ires their staff m em bers to be fu ll-t im e, at tend ing  m em bers of the church . The except ion  to th is 
policy is the Facilit ies and  Main tenance Team s and Ch ild  Care Workers.

INTERVIEW  (ASSESSMENT TOOLS AVAILABLE THROUGH HUMAN RESOURCES)
- Hum an Resources w ill in terview, test  and  screen qualified  app lican ts.
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- Evaluate com pleted  assessm ent  tests. (Servants by Design , DISC, Enneagram , St reng thsfinders).
- Contact  key references for p rim ary cand idate(s).
- Obtain  cand idate?s perm ission  to run  background check.

RECOMMENDATION
- Hum an Resources w ill recom m end best  app lican ts for in terview  to the Min ist ry Overseer.
- Min ist ry Overseer and  Hum an Resources w ill ag ree upon cand idate to h ire.
- Confirm  com plete com pensat ion  /benefit  package w ith  CLT m em ber and  Cam pus Pastor and  
com m unicate w ith  the Hum an Resources Director.  

OFFER /  HIRE
- CLT m em ber or delegated  Overseer w ill con tact  cand idate and  offer posit ion , com m unicat ing  
com pensat ion /benefit  package.
- If cand idate accepts, ag ree upon date to join  staff. Ask if cand idate w ill u t ilize our health  insurance 

and dental p lans. These w ill affect  the Com p and Benefit  Fact  Sheet .
- Hum an Resources w ill coordinate and com m unicate new  staff orientat ion process and not ify IT Departm ent .
- Hum an Resources w ill request  Com pensat ion  and  Benefit  Fact  Sheet  from  the Finance Adm in ist rator 

for the new  h ire and  w ill p rovide in  add it ion  to the offer let ter.

REFERENCE CHECKS
To ensure that  ind ividuals join ing  the staff are qualified  and  have the poten t ial to be p roduct ive and  
successfu l, Fellow sh ip  Bib le Church  w ill check the em ploym ent  references of all app lican ts. Every offer 
of em ploym ent  is con t ingent  upon the appropriate com plet ion  of a reference check.

BACKGROUND AND CREDIT CHECKS
It  is the policy of Fellow sh ip  Bib le Church  to perform  background and cred it  checks on  poten t ial 
pastoral staff h ires. ?Background check? is a com m on term  used to describe any one or a com binat ion  
of reports collected  about  an  ind ividual for em ploym ent  purposes. ?Cred it  check? is a report  of your 
financial h istory.  An  authorizat ion  form  w ill be ob tained  from  each cand idate g iving  perm ission  for the 
background and/or cred it  check. The cand idate does not  have to ag ree to th is background and cred it  check, 
but  refusal to do so m ay exclude the cand idate from  considerat ion .  In  add it ion , all staff m ust  com plete 
Min ist rySafe.

BACKGROUND CHECKS FOR CHILD CARE W ORKERS
Fellow sh ip  Bib le Church  desires to p rovide ch ild ren  a safe and  secure environm ent .  As a cond it ion  of 
em ploym ent , app lican ts offered  posit ions in  ch ildcare are requ ired  to sign  release of in form at ion  form s 
authorizing  Fellow sh ip  Bib le Church  to m ake a thorough background check. Th is 
in form at ion  is necessary to determ ine that  the app lican t  or em ployee has no relevant  crim inal h istory 
or offenses that  m ay jeopard ize the safety or w elfare of ch ild ren  p laced in  the care of Fellow sh ip.   In  add it ion , 
all ch ild  care w orkers m ust  com plete Min ist rySafe.

IMMIGRATION LAW  COMPLIANCE 
Fellow sh ip  Bib le Church  is com m it ted  to em ploying  on ly Un ited  States cit izens and aliens w ho are 
authorized  to w ork in  the Un ited  States and  does not  un law fu lly d iscrim inate based on  cit izensh ip  
or nat ional orig in . In  com pliance w ith  the Im m ig rat ion  Reform  and Cont rol Act  of 1986, each new  em ployee, 
as a cond it ion  of em ploym ent , m ust  com plete the Em ploym ent  Elig ib ilit y Verificat ion  Form  I-9 and  present  
docum entat ion  estab lish ing  ident ity and  em ploym ent  elig ib ilit y. The Im m ig rat ion  Reform  and Cont rol 
Act  of 1986 m andates all em p loyers to m ain tain  records docum ent ing  the ident ity and  elig ib ilit y of all 
regu larly and  tem porary em ployees h ired  after Novem ber 6, 1986. Form er em ployees w ho are reh ired  
m ust  also com plete the form  if t hey have not  com pleted  an  I-9 w ith  Fellow sh ip  Bib le Church  w ith in  the past  
th ree years, or if t heir p revious I-9 is no longer retained  or valid .
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 UNEMPLOYMENT INSURANCE 
Fellow sh ip  Bib le Church  does not  p rovide unem ploym ent  insurance on  it s em ployees. 

HIPPA ? THE HEALTH INSURANCE PORTABILITY AND 
ACCOUNTABILITY ACT OF 1996
HIPPA w as enacted  to m ake health  insurance m ore ?portab le? from  one em ployer to another. The law  
m andates p rocedures for p rovid ing  a cert ificate of p rior cred itab le health  care coverage to both  new  
h ires and  for exist ing  em ployees w ho are leaving  a church . HIPPA ru les now  requ ire em ployers w ho are 
sub ject  to the new  privacy ru le to p rovide a not ice of the em ployee?s p rivacy righ ts as w ell as a not ice of 
the p rivacy p ract ices of a covered  en t ity. A copy of Fellow sh ip?s HIPPA gu idelines is p rovided  to fu ll-t im e 
em ployees elect ing  health  or dental insurance during  new  em ployee orien tat ion .

DISABILITY ACCOMMODATION
Fellow sh ip  Bib le Church  is com m it ted  to com plying  fu lly w ith  the Am ericans w ith  Disab ilit ies Act  (ADA) 
and  provid ing  opportun ity for em ploym ent  for qualified  persons w ith  d isab ilit ies. All em p loym ent  p ract ices 
and  act ivit ies are conducted  on  a non-d iscrim inatory basis.

Hiring  p rocedures have been review ed and provide persons w ith  d isab ilit ies m ean ing fu l em ploym ent  
opportun it ies. Pre-em ploym ent  inqu iries are m ade on ly regard ing  an  app lican t?s ab ilit y to perform  the 

essent ial du t ies of the posit ion . 

Fellow sh ip  Bib le Church  w ill p rovide reasonab le accom m odat ion  to the know n d isab ilit ies of any em ployee, 
if such  accom m odat ion  is requ ired  for the em ployee to perform  the essent ial funct ions of the em ployee?s 
job  and  the accom m odat ion  w ould  not  cause undue hardsh ip. All em p loym ent  decisions are based on  the 
m erit  of t he situat ion  in  accordance w ith  defined  criteria, not  the d isab ilit y of the ind ividual.

Qualified  ind ividuals w ith  d isab ilit ies are en t it led  to equal pay and  other form s of com pensat ion  (or changes 
in  com pensat ion) as w ell as equal t reatm ent  in  job  assignm ents, classificat ions, organ izat ional st ructures, 
posit ion  descrip t ions, and  lines of p rog ression . 

Fellow sh ip  Bib le Church  is also com m it ted  to not  d iscrim inat ing  against  any qualified  em ployees or 
app lican ts because they are related  to or associated  w ith  a person w ith  a d isab ilit y. Fellow sh ip  Bib le Church  
w ill follow  any state or local law  that  p rovides ind ividuals w ith  d isab ilit ies g reater p rotect ion  than the ADA.
Th is policy is neither exhaust ive nor exclusive. Fellow sh ip  Bib le Church  is com m it ted  to taking  all other 
act ions necessary to ensure equal em ploym ent  opportun ity for persons w ith  d isab ilit ies in  accordance 
w ith  the ADA and all other app licab le federal, state, and  local law s.

The ADA Act  (42 U.S.C. § 12.101 et .seq.) of 1990 is a civil rights act  prohib it ing  d iscrim inat ion against  ind ividuals 
w ith d isabilit ies in  the offer or condit ions of em ploym ent  and in  the part icipat ion or furn ish ing of services. 
It  does not  guarantee equal resu lt s, estab lish  quotas, or requ ire p references favoring  ind ividuals w ith  
d isab ilit ies over those w ithout  d isab ilit ies. The ADA Am endm ents Act  (ADAAA), effect ive January 1, 2009, 
w as adopted  to restore the orig inal in ten t  of the ADA by p rovid ing  a clear and  com prehensive nat ional 
m andate for the elim inat ion  of d iscrim inat ion  and  help  tap  an  under-u t ilized  em ployee popu lat ion .

The ADA and ADA Am endm ents p rovide p rotect ion  for the person w ith  a d isab ilit y from  d iscrim inat ion  
in  any em ploym ent  act ion  and  requ ires an  em ployer to m ake reasonab le accom m odat ions to aid  the 
ind ividual to perform  the essent ial du t ies of the job.

To be considered  d isab led  under the ADA, a person m ust  have a physical or m ental im pairm ent  that  
substan t ially lim it s one or m ore m ajor life act ivit ies; have a record  of such im pairm ent ; or be regarded 
as having  such im pairm ent . Add it ionally, to be covered  by the ADA, a person w ith  a d isab ilit y m ust  be 
otherw ise qualified  for the job, p rog ram  or act ivity to w h ich  access is sought .

Under ADA, em ploym ent  decisions m ust  be based on an ind ividual?s ability to perform  the essent ial funct ions 
of a posit ion w ith or w ithout  reasonable accom m odat ion. FBC is not  required to m ake accom m odat ions that  
would elim inate the essent ial funct ions of the job or im pose an undue hardship on the operat ion of FBC. 
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If the em ployee has a d isability and needs an accom m odat ion to perform  his/her job dut ies or to receive any 
regular benefit  or condit ion of em ploym ent , the em ployee should m ake the request  to h is/her overseer 
verbally, in a written note or m em o, or by using a special form . Any other person m ay assist in m aking this request.

The ADA and the ADA Am endm ent  Act  p rovides p rotect ion  for the em ployer from  m aking  
accom m odat ions that  are unreasonab le or det rim ental, operat ionally or fiscally. ADE is not  requ ired  to 
create a posit ion  as an  accom m odat ion  or to sh ift  du t ies from  the person w ith  a d isab ilit y to another staff 
m em ber resu lt ing  in  an  increased w orkload  for that  em ployee. For add it ional in form at ion  about  the 
p rog ram , p lease contact  the Hum an Resources Departm ent .

NEW  HIRE
The Hum an Resources Director or Hum an Resources Assistan t  is responsib le for having  the new  em ployee 
fill ou t  all p re-em ploym ent  form s, benefit  app licat ions, and  enrollm ent  form s; p rovid ing  basic in form at ion  
on  pay and leave policies, benefit s, and  w orking  hours, on  the em ployee?s first  day of w ork. Th is p rocess 
has been m ade availab le elect ron ically via Prolian t . A link w ill be sent  to new  h ires that  w ill com e from  
ReadyPayOnline to com plete all necessary paperw ork. Prolian t  w ill send  an  add it ional link for benefit  
enrollm ent . All new  h ires w ill receive, w ith in  14 days of their h ire, the Health  Insurance Marketp lace 
Coverage Opt ions not ice. 

REHIRE
App licat ions received  from  form er em ployees w ill be p rocessed using  the sam e procedures and  
standards that  govern  all d irect  app licat ions. The Hum an Resources Departm ent  and  h iring  overseer 
w ill review  the form er em ployee?s perform ance records and  the circum stances surround ing  term inat ion  
of p revious em ploym ent  w ith  the church . Fellow sh ip  Bib le Church  is under no ob ligat ion  to reh ire 
form er em ployees.

RELATIVES
Relat ives of Fellow sh ip  Bib le Church  em ployees m ay app ly and , if qualified , w ill be considered  for 
em ploym ent . How ever, relat ives w ill not  be allow ed to supervise or evaluate each other. Relat ives w ill not  
w ork under the sam e overseer. In  the event  of an  except ion  that  is to be considered , p rior to going  th rough 
the in terview  process, the overseer w ill p resent  to the Cent ral Leadersh ip  Team  for approval. Relat ives w ill 
not  be allow ed to speak in to w ork-related , d iscip linary or HR issues for their fam ily m em ber. These are to be 
addressed by the em ployee and overseer or Teach ing  Pastor.

A relat ive is defined  as any person related  to the em ployee by b lood , m arriage, or adopt ion  in  the follow ing  
degrees: paren t  (includ ing  father-in -law  and m other-in -law ), ch ild , g randparent , g randch ild , b rother, sister, 
b rother-in -law, sister-in -law, aunt , uncle, n iece, nephew, and  first  cousin . 

NO SOLICITATION
Fellow sh ip  Bib le Church  has estab lished a ?No Solicit at ion  Policy? for all staff m em bers. FBC does not  
perm it  staff to solicit  donat ions for personal or m in ist ry p rojects outside the approved budget  for their area, 
d ist ribu te literature, sell m erchand ise or hold  events w ithout  p rior approval from  the Cent ral Leadersh ip  
Team . Staff m em bers m ay subm it  requests for except ions to th is policy th rough the Cent ral Leadersh ip  
Team  for d iscussion  and approval or d isapproval. The staff m em ber w ill t hen  be not ified  of the decision  by 
the Cent ral Leadersh ip  Pastor overseeing  their m in ist ry area.

INTERN/RESIDENCY PROGRAM
Fellow sh ip  Bib le Church  p rovides a n ine-m onth  p rog ram  g iving  hands on  experience and vocat ional 
t rain ing  to m en and w om en w ith  a passion  for w orking  in  fu ll-t im e m in ist ry. App lican ts can com e from  
the W LR, Benton , Cabot  or M id tow n Cam pus.
- The residency w ill focus on  four key com ponents that  include: Personal and  Professional Developm ent , 

Leadersh ip  Train ing , Church  Culture, and  Min ist ry Experience.
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- The residency w ill be d ivided  in to tw o sem esters (Ju ly-Decem ber and  January-April) 
- The residency offers four t racks that  include Fellowship Kids, Fellowship Students, Young Adults and Worship
- The residency w ill p rovide residents w ith  hands on  m in ist ry experience and provide a m onth ly st ipend 

(housing  not  included)

REQUIREMENTS
- W illing  to at tend and serve during  Sunday Worsh ip  at  any of the Fellow ship  Bib le Church cam puses a 

m in im um  of two t im es a m onth
- Attend weekly residency t rain ing
- Meet  regularly w ith  your departm ent  overseer for assignm ents
- Com plete assigned g roup projects (one per sem ester)
- Work 22-25 hours per week and com plete specific m in ist ry assignm ents for your area

EMPLOYEE ORIENTATION
All new  em ployees w ill be provided w ith  an orientat ion briefing . All em ployees are scheduled w ith in  
the first  few  weeks of em ploym ent  an orientat ion m eet ing  w ith  representat ives of IT, Com m unicat ions 
(p ictures), Finance and Hum an Resources Offices to d iscuss benefit s, policies and procedures. The review  
of the em ployee m anual w ill be held  in  a g roup set t ing  w ith  other new  h ires. These orientat ions classes 
are scheduled tw ice a year. The em ployee orientat ion goals are:
- To estab lish  good em ployee-em ployer com m unicat ion.
- To reduce the anxiet ies of a new  environm ent  and new  responsib ilit ies.
- To build  a sp irit  of team work.
- To provide the em ployee w ith  in form at ion about  the church benefit  package and to exp lain  the 

part icipat ion elig ib ility dates for the various p lans availab le.
- To assist  in  the acclim at ion of new  staff in to the Fellow ship  Bib le Church cu lture.
- Acknow ledgem ent  form s regard ing  Fellow ship  Bib le Church policies.
- Acknow ledgem ent  Fellow ship  Bib le Church release form  for photograph, video, and aud io. 

CONFIDENTIALITY 
In  considerat ion of your em ploym ent  w ith  Fellow ship  Bib le Church, you w ill som et im es be exposed to 
in form at ion and m aterials w hich are confident ial and of vital im portance to Fellow ship  Bib le Church. The 
staff is expected not  to d isclose or use, either during  or after em ploym ent , any confident ial in form at ion 
received during  em ploym ent . 

FBC em ployees are responsib le to safeguard personal in form at ion to ensure the confident iality of the 
in form at ion. Add it ionally, FBC w ill on ly collect  personal in form at ion that  is required to pursue it s business 
operat ions and to com ply w ith  governm ent  report ing  and d isclosure requirem ents. Sensit ive in form at ion 
collected by FBC m ay include nam es, addresses, telephone num bers, e-m ail addresses, em ergency contact  
in form at ion, social security num bers, date of b irth , benefit  p lan enrollm ent  in form at ion, w hich m ay include 
dependent  in form at ion, and school/college/sem inary or cert ificat ion credent ials. All sensit ive in form at ion 
m ust  be m ain tained in  a secure m anner in  com pliance w ith  all app licab le law.

CONFLICT OF INTEREST & SECOND JOBS
No em ployee of Fellow ship  Bib le Church shall m ain tain  an outside business or financial in terest , or 
engage in  any outside business or financial act ivity, w hether as an officer, d irector, shareholder, partner 
or otherw ise, w hich conflicts w ith  the in terests of the church or w hich in terferes w ith  h is or her ab ility 
to fu lly perform  job responsib ilit ies. No one m ay use FBC property for personal financial gain . Property 
includes build ings and item s belong ing  to FBC. 

For exam ple, and not  by lim itat ion, if your job  responsib ilit ies include purchasing , or you are in  a posit ion to 
in fluence such purchases, you should  have no proprietary or financial in terest  in  any business that  furn ishes 
products, m aterials, or services to the church or in  any related t ransact ion. Nor m ay you benefit  d irect ly or 
ind irect ly from  a th ird  party w ho furn ishes products, m aterials, or services to the church. Violat ion of th is 
policy w ill resu lt  in  im m ediate d ism issal.
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No staff shall ob tain  a second job that  would  im pede on their ab ility to fu lfill the dut ies of their current  
fu ll-t im e job. A second job is ident ified  and defined as working  outside of norm al business hours. Outside 
em ploym ent  is generally defined as 1) em ploym ent  or consult ing  in  an outside work or act ivity, 2) receip t  
from  an outside source of a regular retainer fee or salary, or 3) regular or period ic involvem ent  w ith  a 
business or com pany in  w hich the em ployee has a principal in terest  or a non-profit  organ izat ion in  w hich the 
staff is an officer, board  m em ber, etc. If in terested in  obtain ing  a second job, p lease consult  w ith  your 
overseer and the Hum an Resources Director to com plete the docum ent  for a secondary job. 

The overseer w ill t hen  forw ard  the request  to the Hum an Resources Director w ith  the overseer?s 
recom m endat ion  to approve or d isapprove. 

The Hum an Resources Director w ill review  the request  for second job com pliance, w ill subm it  the request  to 
the Central Leadership Team  and then not ify the em ployee if the in it ial request  has been denied or approved.

GUEST SPEAKER/ARTIST BEST PRACTICES
To m ain tain  consistency about  our guest  speakers and  w orsh ip  art ist s, w e have put  together a set  of best  
p ract ices for all guests at  Fellow sh ip  Bib le Church . Please keep the follow ing  p ract ices in  m ind  as you 
p repare to host  a guest  speaker/art ist .
- All ou tside speaking  fees that  total $1,500 or above need to be approved by your CLT m em ber. Travel 

expenses need to be negot iated  w ith  considerat ion  of the honorarium . FBC does not  pay t ravel expenses 
or fees for speakers? staff m em bers.

- The invit ing  staff m em ber has the responsib ilit y to review  any m essages, handouts, slides or p rin ted  
m ed ia to ensure consistency w ith  Fellow sh ip  Bib le Church?s p ract ice and  beliefs.

- The invit ing  staff m em ber has the responsib ilit y for ob tain ing  the requ ired  in form at ion  (e.g ., IRS Form  
W -9). The Director of Finance w ill need to review  and confirm  the appropriate t reatm ent  as an  
independent  cont ractor or em ployee based on  the in form at ion  received  and situat ion .

- All copyrigh t  releases need to be ag reed upon and signed prior to speaking /perform ing .
- If t here are p rom ot ional or design  needs for the guest  speaker/art ist  t h is shou ld  be com m unicated  to 

our Com m unicat ion  Team  at  least  six w eeks p rior to the event .

INTELLECTUAL PROPERTY AND ?ROYALTY? POLICY
The Royalty Policy w as orig inally estab lished by the Board  of Elders of Fellow sh ip  Bib le Church  in  March  
2000. As of April 1, 2019, it  is m od ified  to read  as follow s:

W ORKS 
?Works? are defined  herein  as any in tellectual p roperty w ork (m aterial, w rit ten , voice, m usical, data or 
otherw ise) p roduced by an  em ployee (??Em ployee??) of Fellow sh ip  Bib le Church  (?Church?) for the Church?s 
ow n use or for d ist ribu t ion  or sale to others. 

APPROVAL PROCESS
All Works described  herein  w h ich  m ay reasonab ly be expected  to generate revenue m ust  be approved 
in  advance by the Church?s Operat ions Pastor th rough the approval p rocess out lined  herein , as m ay be 
m od ified  from  t im e to t im e. A Project  Proposal Subm ission  Form  created  for such approval shall be m ade 
availab le on  the Church?s staff portal.

CHURCH COPYRIGHT OW NERSHIP
The Church w ill ow n the copyright  to Works created by an Em ployee w ith in the scope of h is/her em ploym ent  
dut ies. To avoid am biguity, an Em ployee?s scope of em ploym ent  should always be clearly docum ented in  
a job descrip t ion that  is regularly updated. The Church?s ow nership of an Em ployee?s Works is not  st rict ly 
lim ited to the docum ented role nor m ust  the Work be specifically requested. Cont inued em ploym ent  
and w hen the work was created? at  n ight , during  the day, on the clock, off the clock? are irrelevant  to the 
Church?s ow nership of an Em ployee?s Work. It  is the Church?s desire to relinquish copyright  ow nership to the 
creat ing  Em ployee as soon as possib le after the use of the work in  the m in ist ry of the Church has ended. 
For Works created at  the request  of the Church, the Church, through its approved agents or assigns w ill 
negot iate all cont racts w ith publishers, d ist ribut ion organizat ions and other vendors or service providers. 



REVENUE ALLOCATION (A .K.A . ?ROYALTIES?) FOR CHURCH-REQUESTED W ORKS
Revenue generated  from  Church-Requested  Works shall be d ist ribu ted  as follow s:
1. The Church  shall first  be fu lly reim bursed for all p re-approved expend itures incurred  to help  the 

Em ployee prepare a Work for use or d ist ribu t ion .
2. The Em ployee shall receive 100% of the next  $5,000 in  revenue (after the reim bursem ent  of expend itures 

as out lined  in  item  # 1).
3.The Em ployee shall receive 75% of the next  $45,000 in  revenue.
4 . The Em ployee shall receive 50% of all revenue above $50,000.
5. If, after the paym ent  of revenue to the Em ployee has begun, the Church  incurs add it ional expend itures 

related  to the Work, paym ent  of revenue shall stop  un t il t he Church  is fu lly reim bursed for such 
expend itures. After the Church  is fu lly reim bursed, paym ent  of revenue to the Em ployee shall resum e 
at  the sam e level w here it  stopped (i.e., it  w ill not  start  over at  100%).

6. The Church?s Finance Departm ent  w ill t rack expenses and revenue and m ake d ist ribu t ions of revenue 
to Em ployees th rough procedures as estab lished by the Church  at  the Church?s sole d iscret ion .

The Church  reserves the righ t , on  a case by case basis, to w aive or assign  the Church?s share (som e or all) 
of revenue to a designated  party. In  add it ion , the Church  reserves the righ t  to fu lly or part ially underw rite 
the cost  of p roducing  a Work, thereby not  requ iring  the reim bursem ent  of expend itures incurred  in  the 
p reparat ion  and  d ist ribu t ion  of the Work.

EMPLOYEE-OW NED W ORKS
Except  in  the m anner detailed  above, or in  any situat ion  that  w ou ld  cont rad ict  the legal requ irem ents for 
tax exem pt  organ izat ions, Em ployees w ill have copyrigh t  ow nersh ip  of all In tellectual Property, includ ing  
t rad it ional church-based copyrigh tab le w orks (such as serm ons, songs, d ram a scrip ts, curricu la, books, and  
Bib le stud ies) that  are created  independent ly and  at  the Em ployee?s in it iat ive. There m ust  be a Project  
Proposal subm it ted , signed, and  dated  by the Em ployee before the p roject  beg ins, and  the details below  
m ust  be ag reed upon in  w rit ing  by the Church . Any Works not  d isclosed and pre-approved w ill defau lt  to 
Church  ow nersh ip. For Em ployee-ow ned Works, the Em ployee, it s approved agents, or assigns w ill 
negot iate all con t racts w ith  d irect ly w ith  pub lishers and  d ist ribu t ion  organ izat ions and  other vendors and  
service p roviders.

REVENUE ALLOCATION (A .K.A . ?ROYALTIES?) FOR EMPLOYEE-OW NED W ORKS
In  order to honor the Church?s congregat ion  and  to acknow ledge the generosity w ith  w h ich  it  supports 
the staff, Revenue for Em ployee-ow ned w orks shall be d ist ribu ted  as follow s:

1. The Church  shall first  be fu lly reim bursed for all p re-approved expend itures incurred  to help  the 
Em ployee prepare a Work for use or d ist ribu t ion .

2. For the next  60 m onths after expend itures in  item  # 1 have been fu lly reim bursed, 90% of the revenue 
w ill go to the Em ployee.

3. At  the end  of the 60-m onth  period  in  item  # 2, the Em ployee shall receive 100% of revenue.
4 . Un less otherw ise ag reed, after the paym ent  of revenue to the Em ployee has begun, the Em ployee shall 

be responsib le for the paym ent  of any further expend itures related  to the Work.
5. The Church?s Finance Departm ent  w ill t rack expenses and revenue and m ake d ist ribu t ions of revenue 

to Em ployees th rough procedures as estab lished by the Church  at  the Church?s sole d iscret ion .

W hen the t im e of other Church  staff t im e or Church-ow ned resources are u t ilized  for the creat ion  and /or 
support  of Em ployee-Ow ned Works, the fair m arket  value of such resources w ill be determ ined and b illed  
to the Em ployee. Em ployees are solely responsib le for t racking  and report ing  any taxab le incom e accru ing  
to them  th rough the p roduct ion , sale or d ist ribu t ion  of Works. The Church  w ill also fu lfill any IRS report ing  
requ irem ents related  to such act ivit ies. 

PROJECT PROPOSAL REQUIREMENTS
Project  Proposals m ust  be subm it ted  in  w rit ing  and  m ust  include the follow ing  in form at ion : 
1. The purpose of the p roject . 
2. The total est im ated  t im e the p roject  w ill t ake to com plete. 
3. The am ount  of Em ployee(s)? w ork t im e that  w ill be spent  on  the p roject . 
4 . The exten t  that  Church-ow ned resources w ill be u t ilized  for the creat ion  and  support  of the p roject . 
5. How  the p roject  w ill benefit  t he Church . 
6. How  the p roject  w ill benefit  t he Kingdom  at  large. 
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7.Any p lanned collaborat ions w ith  other Church  staff, lay peop le, or volun teers.

SEVERANCE POLICY
Severance benefit s are paym ents m ade to em ployees upon term inat ion  of em ploym ent  caused by events 
that  are beyond their con t rol, such as w orkforce reduct ions.  Severance benefit s are not  requ ired  by federal 
aw  and are requ ired  on ly by a handfu l of states. Arkansas is not  one of the states requ ired . The paym ents 
them selves m ay be a onet im e occurrence or spread over a period . These benefit s are usually calcu lated  by 
the em ployee?s leng th  of service w ith  the com pany.

Em ployees m ay be elig ib le for severance pay upon the end of their em ploym ent . Em ployees m ust  m eet  
all t he follow ing  criteria to be elig ib le:
- They m ust  have w orked  for FBC for at  least  tw o years p rior to their term inat ion .
- They m ust  not  have qu it  or resigned, and
- Their em ploym ent  m ust  have been term inated  for reasons other than poor perform ance, m isconduct  

or violat ion  of FBC ru les.

Classif icat ion
- Elig ib le Technical, Director and Adm in ist rat ive Staff w ill receive one week of severance pay for every fu ll 

year of em ploym ent  w ith  FBC, w ith  the m axim um  being  8 weeks.
- Elig ib le Pastoral Staff w ill receive two weeks of severance pay for every fu ll year of em ploym ent  w ith  FBC, 

w ith  the m axim um  being  12 weeks.
- Elig ib le Cent ral Leadersh ip  Team  Staff w ill receive two weeks of severance pay for every fu ll year of 

em ploym ent  w ith  FBC, w ith  the m axim um  being  24 weeks.

Specif ics
- Severance is calcu lated on base pay on ly. 
- Severance w ill be paid  as a salary cont inuat ion benefit  (cont inue paym ents on scheduled paydays).
- Severance is cond it ional upon the em ployee sign ing  the Separat ion Agreem ent  and Release of all Claim s.
- Accrued but  unused vacat ion w ill be paid  out  to the em ployee. Vacat ion w ill stop accru ing  as of the 

effect ive date of term inat ion. 

PROBLEM RESOLUTION
Fellow ship  Bib le Church is com m it ted to provid ing  a reward ing  work environm ent  for it s em ployees. 
Th is com m itm ent  includes encourag ing  an open and t ransparent  atm osphere in  w hich any prob lem , 
com plain t , suggest ion or quest ion receives a t im ely response from  FBC leaders. FBC adheres to the 
princip les of prob lem  resolut ion in  accordance w ith  Scrip ture; any em ployee w ith  a personal m at ter 
involving  m isconduct , fraud, m isrepresentat ion, or other serious concerns that  m ay const itu te im m oral, 
unrighteous, uneth ical or illegal conduct  toward them  should  follow  Mat thew  18:15-17:

?Moreover, if your brother sins against you, go and tell him  his fault between you and him  alone. If he 
hears you, you have gained your brother. But if he will not hear, take with you one or two m ore, that 
?by the m outh of two or three witnesses every word m ay be established.? And if he refuses to hear 
them , tell it to the School.?

The Protect ion Policy requires em ployees to observe h igh standards of in tegrity and accountab ility in  
order to m ain tain  our Christ ian w itness and com ply w ith  federal and state law. Th is policy is im plem ented to 
protect  the m in ist ry from  financial, account ing , or in ternal cont rol irregularit ies or w rongdoing . Th is policy 
estab lishes a process for em ployees to subm it  good-faith  concerns regard ing  quest ionab le acts of 
m isconduct , in ternal cont rols, or aud it ing  m at ters and provides reassurance that  they w ill be protected from  
retaliat ion. FBC is com m it ted to the h ighest  possib le standards of eth ical, m oral, and legal conduct  
in  the operat ion of the m in ist ry.

1. Repor t in g  Responsib il i t y
1.1. It is the responsibility of all em ployees to report financial irregularities, m isconduct, fraud, 

m isrepresentation, or other serious concerns that m ay constitute unethical or illegal conduct. An 
em ployee, who raises a good-faith concern is protected from  any form  of retaliation by the organization. 
?Good faith? m eans that  the em ployee has a reasonably held  belief that  the concern reported is t rue 
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           and has not  m ade the report  either for personal gain  or for any u lterior m alicious m ot ive. Malicious 
           allegat ions m ay result  in  d iscip linary act ion.

1.2. Th is W hist leb lower Protect ion policy is in tended to encourage and enab le em ployees to g rieve serious 
account ing , in ternal con t rol, aud it ing , financial or m isconduct  concerns w ith in  the organ izat ion  p rior 
to seeking  resolu t ion  outside the organ izat ion . Any concern  m ay be reported  anonym ously; how ever, 
p rovid ing  a source generally enhances the invest igat ion  p rocess and find ings.

2.Ret aliat ion  Proh ib it ed  ?  No em ployee w ho in  good faith  reports an account ing , in ternal cont rol, 
aud it ing , financial or m isconduct  concerns shall be sub jected to harassm ent , retaliat ion, or any adverse 
em ploym ent  consequence. Any Pastor, d irector, m anager, or em ployee w ho retaliates against  the 
report ing  party w ill be sub ject  to d iscip line up to and includ ing  separat ion of em ploym ent .

3. Defin it ion of Financial, Account ing , In ternal Cont rol, Aud it ing  Mat ters
3.1. For purposes of th is policy, concerns related to financial, account ing , in ternal cont rol, or aud it ing  

m at ters include but  are not  lim ited to:
3.1.1. Violat ions of Federal or State law  relat ing  to fraud;
3.1.2. Theft  or other m isappropriat ions of assets of the organ izat ion;
3.1.3. Misstatem ents, m isrepresentat ion or other irregularit ies in  the account ing  records, includ ing  

im proper account ing  ent ries or the in tent ional m isstatem ent  of the results of operat ions;
3.1.4 . Violat ions of in ternal account ing  cont rols or im proper aud it ing  act ivit ies;
3.1.5. Any at tem pt  to conceal potent ial w rongdoing  or m isconduct ;
3.1.6. Any retaliat ion for any report , com plain t , allegat ion m ade by a Pastor, d irector, m anager or 

em ployee, in  good faith  pursuant  to th is policy; or
3.1.7. Any im proper conflict  of in terest  or other t ransact ions that  could  em barrass or dam age the 

reputat ion of the organ izat ion.

4 . Report ing  Process ? Our goal is to estab lish  and m ain tain  an environm ent  of fairness, eth ics, honesty, 
and accountab ility for our em ployees, congregat ion, the general pub lic, and anyone else w ith  w hom  
we have a relat ionsh ip. To m ain tain  such an environm ent  requires the act ive assistance of every 
em ployee every day.

5. Any em ployee of the m in ist ry m ust  report  any good faith  concerns regard ing  financial, account ing , 
in ternal cont rol m at ters, fraud, financial w rongdoing , or sim ilar m isconduct  as described above. All such 
concerns shall be set  forth  in  w rit ing  and forwarded in  a sealed envelope to any of the follow ing  part ies:

- To the im m ediate overseer, if unresolved at  th is level or if the com plain t  is against  the Overseer to;
- To a Cent ral Leadersh ip  Pastor, if unresolved at  th is level or if the com plain t  is against  the Cent ral 

Leadersh ip  Pastor to;

If the person is your d irect  overseer and it  is d ifficu lt  to talk w ith  h im  or her, seek out  your m in ist ry overseer 
or Hum an Resources Director. Do not  gossip  or go to peop le w ho are not  involved. Hum an Resources w ill 
advise you and/or sit  w ith  you during  the conversat ion that  needs to take p lace. 

EMPLOYMENT STATUS & RECORDS

ANNIVERSARY DATE 
An em ployee?s ann iversary date is defined as h is or her first  day on the job  w ith  Fellow ship  Bib le Church. 

REINSTATEMENT
Em ployees w ho are reinstated on staff w ill m ain tain  their orig inal ann iversary date for those benefit  
p rogram s governed by the ann iversary date. The policy w ill be as follow s:

Layof f  ?  Em ployees who term inate because of reduct ion in work force w ill m aintain their orig inal anniversary 
date if they are re-em ployed by Fellowship Bib le Church w ith in one year after date of term inat ion.

Volun t ary  Resig nat ion  ?  Em ployees w ho voluntarily term inate their em ploym ent  w ith  Fellow ship  
Bib le Church m ay m ain tain  their orig inal ann iversary date, sub ject  to m anagem ent  approval, if they are 
re-em ployed by the church w ith in  six m onths after date of term inat ion. The church is under no ob ligat ion to 
reh ire any such em ployee.

18
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MINISTRY CLASSIFICATIONS
Posit ions w ithin the church staff are generally designed to require full-t im e em ployees. In certain funct ions and 
during som e seasons, work schedules and needs m ay require the services of other than full-t im e em ployees. 

Fu ll-Tim e ?  An em ployee h ired for an indefin ite period in  a posit ion for w hich the norm al work schedule is 
at  least  40 hours for a typ ical work week but  not  lim ited to 40 or m ore hours.

Par t -Tim e ?  An em ployee h ired for an indefin ite period in  a posit ion for w hich the norm al work schedule is 
no m ore than 30 hours per week.

Tem porary  ?  An em ployee h ired for a posit ion for w hich the scheduled workweek can range from  less than 
20 to 40 hours, but  the posit ion is required for on ly a specific, know n durat ion, usually less than 
six m onths.

Tem porary and part -t im e em ployees do not  qualify for regular church benefit s.

Provisions in  the Fair Labor Standards Act  d ivide all em ployees in to two categories, exem pt  and non-exem pt , 
w ith  respect  to elig ib ility for overt im e paym ent . They shall be defined as:

Exem pt  ?  An em ployee considered to be m anagerial, pastoral, or professional. Exem pt  em ployees are 
not  elig ib le for overt im e pay. An ind ividual w ho is exem pt  from  the overt im e provisions of the Fair Labor 
Standards Act  (FLSA) because he or she is classified  as an execut ive, professional, adm in ist rat ive or outside 
sales em ployee, and m eets the specific criteria for the exem pt ion. Certain  com puter professionals m ay 
also be exem pt . W ith  som e lim ited except ions, exem pt  em ployees m ust  be paid  on a .

Non-exem pt  ?  An em ployee w ho devotes m ost  of h is or her hours in  act ivit ies that  are adm in ist rat ive or 
support  related. Non-exem pt  em ployees are elig ib le for overt im e pay for work com pleted over 40 hours 
in  a work week. An ind ividual w ho is not  exem pt  from  the overt im e provisions of the FLSA and is therefore 
ent it led  to overt im e pay for all hours worked beyond 40 in  a workweek (as well as any state overt im e 
provisions). Nonexem pt  em ployees m ay be paid  on a salary, hourly or other basis. 

Salar ied  ?  An ind ividual w ho receives the sam e salary from  week to week regard less of how  m any 
hours he or she works. Exem pt  em ployees m ust  be paid  on a salary basis, as d iscussed above. Non-
exem pt  em ployees m ay be paid  on a salary basis for a fixed num ber of hours or under the fluctuat ing  
workweek m ethod. Salaried  nonexem pt  em ployees m ust  st ill receive overt im e in  accordance w ith  
federal and state law s. 

Hourly  ?  An ind ividual w ho receives an hourly wage for work perform ed. Generally, such ind ividuals, 
because of the m ethod of paym ent , are classified  as nonexem pt  and are sub ject  to the overt im e provisions 
of the FLSA. Exem pt  com puter professionals m ay also be paid  on an hourly basis, as could  those exem pt  
under the professional exem pt ion, such as teachers, law yers, doctors, and st ill retain  their exem pt  status.

Not e ?  com p t im e is n ot  availab le for  exem pt  or  n on -exem pt  em p loyees of  FBC.

ACCESS TO PERSONNEL FILES
All personnel files m ain tained in  the Departm ent  of Hum an Resources are private and confident ial. 
Except  as specifically provided in  th is policy, no person (other than the em ployee accessing  h is or her 
ow n file) shall be perm it ted any access to these files.

Only the follow ing  ind ividuals w ill be perm it ted access to the personnel files:
- staff of the Departm ent  of Hum an Resources 
- staff of the Finance Departm ent  
- Direct  Overseer

PERFORMANCE REVIEW  AND SALARY INCREASES
Fellow ship  Bib le Church has adopted a 3-30 Perform ance Feedback Review  Process. Each em ployee w ill 
m eet  w ith  their Overseer for their in it ial Set  Up m eet ing . Th is m eet ing  w ill be a d iscussion between the 
em ployee and the Overseer to agree upon goals for the year. They w ill also have a d iscussion regard ing  
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Developm ent  and Grow th. The next  Perform ance Feedback session w ill be scheduled 6 m onths later to 
review  the goals, d iscuss progress, and w hat  changes need to be m ade, if any. The em ployee w ill also receive 
feedback in  these areas. The last  review  w ill be held  at  the end of the m in ist ry year. Th is review  
w ill be a sum m at ion of the year, how  the em ployee d id  regard ing  goals set , g row th and developm ent . 

It  is the Overseer?s responsib ility to develop and m ain tain  a work environm ent  in  w hich em ployees can 
openly d iscuss these areas. The overseer is encouraged to use the Coaching  Feedback tool in  Proliant  to 
provide up to date docum entat ion of w here the em ployee excels, needs to im prove and if there was any 
p  feedback that  needs to be d iscussed that  won?t  im pact  the score. There are three coach ing  rat ings. They 
are posit ive, const ruct ive, and neut ral. 

By the end of the m in ist ry year, the annual review  process w ill have been com pleted, having  been covered in  
m eet ings all th roughout  the m in ist ry year. 

The d irecto Overseer is responsib le for lead ing  the review  process and w ill reach out  to the m in ist ry area 
Overseer/CLT m em ber for input  on the review.  Any const ruct ive or correct ive feedback should  be d iscussed 
w ith  the Cam pus Pastor or Direct  Overseer prior to the w rit ten review.  The CLT m em ber and Cam pus Pastor 
m ust  agree on perform ance (posit ive or negat ive) and com m unicate that  to the em ployee.  If there is a 
d isagreem ent  on perform ance, the CLT m em ber is the u lt im ate decision m aker.  The Overseer is responsib le 
for estab lish ing  a relaxed atm osphere at  the perform ance review  and encourag ing  two-way com m unicat ion. 
The d iscussion should  be conducted in  a posit ive m anner, in  com plete privacy, and w ith  no in terrupt ions. 
The Overseer shall verify that  the em ployee is fam iliar w ith  h is or her job  dut ies, previous goals, and the 
appraisal criteria. At  the conclusion of the perform ance appraisal, the em ployee w ill be requested to sign the 
appraisal verifying  that  he or she part icipated in  the evaluat ion. 

Pay increase factors w ill include how  well the em ployee has m et  the ob ject ives agreed upon and the 
em ployee?s level of cont ribut ion to the success of the m in ist ry relat ive to other em ployees. 

There are occasions w hen no raises can be g ranted for the staff pursuant  to decisions m ade by the Elders. 
Th is w ill be an overall budget / financial decision and does not  reflect  the em ployee?s perform ance.

PERFORMANCE IMPROVEMENT/PROGRESSIVE DISCIPLINE
Perform ance im provem ent  m ay be suggested w henever m anagem ent  believes that  an em ployee?s 
perform ance is less than sat isfactory and can be resolved through adequate counseling . Correct ive 
counseling  is com pletely at  the d iscret ion of m anagem ent  and Hum an Resources Director. The church 
desires to protect  it s investm ent  of t im e and expense devoted to em ployee orientat ion and t rain ing  
w henever that  goal is in  the church?s best  in terests. The church expressly reserves the right  to d ischarge 
?at  w ill.? Even if correct ive counseling  is im plem ented, em ploym ent  m ay be term inated at  any step at  the 
d iscret ion of leadersh ip  and the Hum an Resources Director. Leadersh ip, in  it s sole d iscret ion, m ay warn, 
reassign, suspend, or d ischarge any em ployee at  w ill, w h ichever it  chooses and at  any t im e.  If there is a need 
to rem ove an em ployee from  their posit ion, the CLT m em ber and Cam pus Pastor m ust  agree on th is 
decision.  Any d isagreem ents w ill go to the Teaching  Pastor Team  Leader for a decision on the d isagreem ent .  
If the decision is m ade to rem ove an em ployee from  their posit ion, the CLT m em ber and Cam pus Pastor or 
m in ist ry area Overseer w ill m eet  w ith  the em ployee to not ify them .  
The Overseer, w ith  assistance of the HR Director, reserves the right  to determ ine the course of act ion/steps 
best  su ited to the circum stances. The course of act ion/steps m ay include som e or all of the follow ing :

Verbal Correct ion  ?  As the first  step in  correct ing  unacceptab le perform ance or behavior, the overseer 
should  review  pert inent  job  requirem ents w ith  the em ployee to ensure h is or her understand ing  of them . 
The overseer should  consider the severity of the prob lem , the em ployee?s previous perform ance appraisals 
and all the circum stances surround ing  the case. Stat ing  that  a w rit ten warn ing , probat ion, or possib le 
term inat ion could  result  if the prob lem  is not  resolved should  ind icate the seriousness of the perform ance or 
m isconduct . The em ployee should  be asked to review  w hat  has been d iscussed to ensure h is or her 
understand ing  of the seriousness of the prob lem  and the correct ive act ion necessary. The overseer should  
docum ent  the verbal correct ion for fu ture reference im m ediately follow ing  the review.

W rit t en  Perform an ce ?  If the unacceptab le perform ance or behavior cont inues, the next  step should  be 
a w rit ten warn ing . Certain  circum stances, such as violat ion of a w idely know n policy or safety requirem ent , 
m ay just ify a w rit ten warn ing  w ithout  first  using  verbal correct ion. The w rit ten warn ing  defines the prob lem   
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and how  it  m ay be corrected. The seriousness of the prob lem  is again  em phasized, and the w rit ten warn ing  
shall ind icate that  probat ion or term inat ion m ay result  if im provem ent  is not  observed. Writ ten perform ance 
evaluat ion becom es part  of the em ployee?s personnel file, although the overseer m ay d irect  that  the w rit ten 
warn ing  be rem oved after a period, under appropriate circum stances.

Probat ion  ?  If the prob lem  has not  been resolved through w rit ten perform ance evaluat ion or the 
circum stances warrant  it , the ind ividual should  be p laced on probat ion. Probat ion is a serious act ion in  w hich 
the em ployee is advised that  term inat ion w ill occur if im provem ent  in  perform ance or conduct  
is not  ach ieved w ith in  the probat ionary period. The Hum an Resources Director and the em ployee?s 
overseer, after review  of the em ployee?s correct ive docum entat ion, w ill determ ine the leng th  of probat ion. 
Typ ically, the probat ion period should  be at  least  two weeks and no longer than 60 days, depending  on 
the circum stances. A w rit ten probat ionary not ice to the em ployee is prepared by the overseer. 

The let ter should  include a statem ent  of the follow ing :
- The specific unsat isfactory situat ion and a review  of oral and w rit ten warn ings;
- The length of probat ion;
- The specific behavior m odificat ion or acceptable level of perform ance;
- Suggest ions for im provem ent ;
- A scheduled evaluat ion session or sessions during  the probat ionary period; and
- A statem ent  that  further act ion, includ ing term inat ion, m ay result  if defined im provem ent  or behavior 

m odificat ion does not  result  during  probat ion. ?Further act ion? m ay include, but  is not  lim ited to 
reassignm ent , reduct ion in  pay, g rade, or dem ot ion.

The overseer should personally m eet  w ith the em ployee to d iscuss the probat ionary let ter and answer any 
quest ions. The em ployee should acknow ledge receipt  by signing the let ter. If the em ployee should refuse 
to sign, the overseer m ay sign at test ing  that  it  was delivered to the em ployee and ident ifying  the date of 
delivery. The probat ionary let ter becom es part  of the em ployee?s personnel file.

On the defined probat ion date or dates, the em ployee and overseer w ill m eet  to review  the em ployee?s 
progress in  correct ing  the problem  w hich led to the probat ion. Brief w rit ten sum m aries of these m eet ings 
should be prepared w ith copies provided to the em ployee and the Hum an Resources Director.

At  the com plet ion of the probat ionary period, the Hum an Resources Director and the overseer w ill m eet  
to determ ine w hether the em ployee has achieved the required level of perform ance and to consider 
rem oving the em ployee from  probat ion, extending the period of probat ion, or taking further act ion. The 
em ployee is to be advised in  w rit ing  of the decision. Should probat ion be com pleted successfully, the 
em ployee should be com m ended, though caut ioned that  any future recurrence m ay result  in  further 
d iscip linary act ion.

Suspension  ?  A suspension w ithout  pay m ay be just ified w hen circum stances reasonably require an 
invest igat ion of a serious incident  in  w hich the em ployee was allegedly involved. A suspension m ay also be 
warranted w hen em ployee safety, welfare, or m orale m ay be adversely affected if a suspension is not  im posed.

In addit ion, and w ith prior approval of the Hum an Resources Director, suspension w ithout  pay for up to three 
consecut ive working days m ay be im posed for such proven m isconduct  as in tent ional violat ion. In  
im plem ent ing  a suspension, a w rit ten counseling  report  should set  forth the circum stances just ifying  the 
suspension. Such a report  shall becom e part  of the em ployee?s personnel file.

Involun t ary Term inat ion  ?  The involuntary term inat ions not ice is prepared by the overseer w ith 
concurrence of, and review  by the Hum an Resource Director. The em ployee is not ified of the term inat ion 
by the overseer and w ill be d irected to report  to the Hum an Resources for debriefing  and com plet ion of 
term inat ion docum entat ion. Involuntary term inat ion is reserved for those cases that  cannot  be resolved 
by correct ive counseling  or in  those cases w here a m ajor violat ion has occurred w hich cannot  be tolerated.

The follow ing defin it ions and classificat ion of violat ions, for w hich correct ive evaluat ion, perform ance 
im provem ent , or other d iscip linary act ion m ay be taken, are m erely illust rat ive and not  lim ited to these 
exam ples. A violat ion m ay be m ajor or m inor, depending on the surrounding facts or circum stances.

Minor v iolat ions ?  Less serious violat ions that  have som e effect  on the cont inuity, efficiency of work, 
safety, and harm ony w ith in the church. They typ ically lead to correct ive counseling  unless repeated or 
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w hen unrelated incidents occur in  rap id succession. Here are som e exam ples of m inor violat ions:
- Excessive tard iness;
- Unsat isfactory job perform ance
- Defacing church property;
- In terfering  w ith another em ployee?s job perform ance;
- Excessive absenteeism ;
- Failure to observe working hours, such as the schedule of start ing  t im e, quit t ing  t im e.
- Perform ing unauthorized personal work w hile at  work.
- Failure to not ify the overseer of intended absence either before or w ithin one hour after the start  of a 

workday; 
- Unauthorized use of the church telephone, In ternet , or equipm ent  for personal business.

Major v iolat ions ?  More serious violat ions would include any deliberate or w illfu l in fract ion of church ru les 
and m ay preclude cont inued em ploym ent  of an em ployee. Here are som e exam ples of m ajor violat ions:
m ajor violat ions:

- Figh t ing  on  the church  p rem ises;
- Repeated  occurrences of related  or unrelated  m inor violat ions, depend ing  upon the severity of the 

violat ion  and  the circum stances;
- Any act  w h ich  m igh t  endanger the safety or lives of others;
- Bring ing  firearm s or w eapons in to the church  bu ild ing ;
- Deliberately stealing , dest roying , abusing , or dam ag ing  church  p roperty, tools, or equ ipm ent , or the 

p roperty of another em ployee or visitor;
- Disclosure of con fident ial in form at ion  to unauthorized  persons;
- W illfu lly d isregard ing  church  policies or p rocedures;
- W illfu lly falsifying  any church  records; 
- Failing  to report  to w ork w ithout  excuse or approval of m anagem ent  for th ree consecut ive days;
- Bring ing  softw are in to the office and  installing  it  or dow nload ing  it  on  church  com puters w ithout  

authorizat ion ;
- Violat ing  the term s set  out  in  the e-Policy.

JOB DESCRIPTIONS
The purpose of job  descrip t ions at  Fellow sh ip  Bib le Church  is to define the dut ies and  set  requ irem ents 
for filling  the job. A Posit ion  Focus Sheet  or Job  Descrip t ion  detailing  the un ique features of the job  and  
estab lish ing  the em ployee?s job  ob ject ives w ill be p repared  by each overseer and  p resented  during  the 
in terview  process. An overseer shall review  an em ployee?s job  descrip t ion  w hen he or she requests it  and  
during  the review  process.

All job  descrip t ions shall include the follow ing  in form at ion :
- Tit le of posit ion
- Assigned m in ist ries (e.g ., FSK, FSM, Finance, etc.)
- Job sum m ary or overview
- Posit ion  qualificat ions (essent ial qualificat ions includ ing  job  experience, educat ion , etc.) 
- Major dut ies and  responsib ilit ies
- Com petencies
- KSAs ? Know ledge, Skills, Ab ilit ies
- Physical characterist ics? the physical at t ribu tes an  em ployee m ust  have to perform  the job  dut ies w ith  

or w ithout  a reasonab le accom m odat ion .
- Environm ental factors? w orking  cond it ions (inside or outside the office).
- Essent ial funct ions
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EMPLOYEE BENEFITS

* Sunday is considered a  working day for pastora l and non-pastora l sta ff that work on Sundays.

VACATION
Vacat ion  is p rovided  to fu ll-t im e em ployees for refreshm ent , renew al, recreat ion , etc. From  the date of 
em ploym ent  un t il t he beg inn ing  of the next  calendar year, vacat ion  leave is p rorated . At  the beg inn ing  
of the next  calendar year after em ploym ent , t he em ployee w ill be elig ib le for fu ll vacat ion  leave. Vacat ion  
leave allocat ions increase accord ing  to the num ber of years em ployed at  Fellow sh ip  as follow s:

If during  the h iring  p rocess, there w as an  ag reed upon num ber of vacat ion  days w h ich  d ifferen t iates from  
the above schedu le, the em ployee w ill be responsib le to confirm  w ith  the m in ist ry overseer as th is happens 
in  the HR Departm ent  and  is com m unicated  p rior to an  offer being  m ade to the em ployee. Shou ld  the 
em ployee reach an  ann iversary date of h ire that  increases vacat ion  days, the em ployee w ill beg in  the h igher 
vacat ion  en t it lem ent  as of January 1 of the calendar year in  w h ich  add it ional days are earned. For exam ple, if 
t he em ployee reaches four years in  March  of 2022, the em ployee w ould  receive 15 w orking  days as of 
January 1, 2022. To be elig ib le to take vacat ion , the em ployee m ust  be in  act ive pay status. Vacat ion  not  
taken during  the calendar year is forfeited .

Part -t im e em ployees are not  en t it led  to paid  vacat ion . Em ployees w ho are not  en t it led  to paid  vacat ion  

YEARS OF   SERVICE VACATION ENTITLEMENT

Year 1 10 working days

Year 2 11 working days

Year 3 12 working days

Year 4 15 working days

Year 11 20 working days

Year 21 25 working days
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The em ployee?s overseer is responsib le for scheduling  vacat ions. All vacat ion t im e should  be subm it ted 
through the leave software and approved by the overseer. Em ployees are responsib le for p lann ing  for 
vacat ion and working  out  their schedule w ith  their overseer. Norm ally, a two-week advance not ice of 
vacat ion is expected and necessary to ensure appropriate scheduling  of work.  

Not e: Vacat ion  leave m ay be t ak en  in  ½ -day in crem en t s.

PTO 
Non-elect ive com pensated t im e off from  work in tended for use w hen necessary, unavoidab le, brief absences 
arise due to illness, fam ily crisis, or funerals. Fu ll-t im e em ployees are g ranted ten (10) personal days of leave 
per year in  add it ion to vacat ion leave. Requests for personal leave are usually processed concurrent  w ith  or 
im m ediately follow ing  an absence.  Un like vacat ion days, these are non-elect ive days. Personal leave can 
accrue from  year to year up to 20 days per year. Over that  am ount  w ill be forfeited .

Not e: Personal leave m ay be t ak en  in  ½ -day in crem en t s.

PARENTAL LEAVE
Absences due to pregnancy and related cond it ions w ill be covered by accrued sick leave in  the sam e 
m anner as any other illness. An em ployee m ust  exhaust  h is or her accrued sick leave and accrued 
vacat ion before leave w ithout  pay w ill be considered. Norm ally, on ly accrued t im e m ay be taken. 
However, in  th is instance, you m ay be allowed to take t im e in  excess of your accrual balance. Th is 
should  be d iscussed w ith  your overseer and m ust  be g ranted in  advance of your leave.

Note: If the em ployee has Short  Term  Disab ility, she can app ly for th is benefit  due to pregnancy and 
the b irth  of her ch ild .

The em ployee can app ly for leave through FMLA (Fam ily Medical Leave Act ). FMLA leave is unpaid . FMLA 
m ay run concurrent  w ith  other paid  leave.

Matern ity Leave is an add it ional six weeks of leave provided to fu ll-t im e em ployees for t im e off for the care of 
an em ployee?s ch ild  after b irth  or adopt ion or p lacem ent  for foster care. The em ployee can then ut ilize their 
PTO and Vacat ion Leave for add it ional t im e off up  to 12 weeks. Patern ity Leave is an add it ional two weeks of 
leave provided to fu ll-t im e em ployees for t im e off for the care of an em ployee?s ch ild  after b irth  or adopt ion 
or p lacem ent  for foster care.

BEREAVEMENT LEAVE
The church w ill p rovide add it ional t im e off for em ployees in  the event  of death  of the follow ing  im m ediate 
fam ily m em bers:

- Spouse
- Parent
- Child  or Stepch ild
- Sib lings
- Grandchild
- Grandparent
- Father-in-law
- Mother-in-law

The em ployee and overseer w ill determ ine the am ount  of t im e the em ployee w ill be absent  from  work. 
The m axim um  paid  bereavem ent  leave is 5 business days, in  add it ion to all other paid  leave. The agreed 
upon t im e should  be com m unicated to the Hum an Resource Director.

MINISTRY LEAVE
Minist ry leave is a provision availab le to fu ll-t im e staff that  enab les staff to be absent , by approval, for the 
g iving  of or receiving  of m in ist ry equipp ing  or t rain ing . The basic m in ist ry leave provision is five (5) days.
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 All m in ist ry leave m ust  be accounted for. Min ist ry leave includes g iving? teach ing , preach ing , consult ing , 
m ission t rips, etc. W hile it  is desirab le for FBC Min ist ry Staff to experience both  g iving  and receiving  outside 
m in ist ry, the effect  th is is having  on them , their m in ist ry focus, t im e, effort , energy, finances, etc., m ust  be 
evaluated and approved by their overseer. Thus, m in ist ry leave requests m ust  include any regular work t im e 
required for preparat ion, t ravel, etc.

SPECIFIC GUIDELINES REGARDING MISSIONS TRIPS:
1. Regard ing  determ in ing  the category of t im e used by em ployees, overseers should  d ifferent iate between 

?official? FBC t rips and non-official FBC t rips w ith  consultat ion from  Missions. Trip  leaders w ill be t reated 
d ifferent ly from  t rip  part icipants.

2. A pastor w ho is serving  to lead an FBC t rip  would  be doing  so as a part  of h is job. Som e t rips m ay have 
m ore than one leader. The Missions staff w ill m ake the determ inat ion of w hich em ployees w ill be 
t reated as t rip  leaders on any t rip.

3. As a part  of their job, a pastor or em ployees w ill be perm it ted to lead one FBC t rip  per m in ist ry year.
4 . Other em ployees on the t rip, but  not  lead ing  would  be using  their ?m in ist ry leave? as approved by 

their overseer.
5. For non-FBC t rips, the t im e m ay be charged to ?m in ist ry leave? or vacat ion at  the d iscret ion of the 

staff overseer.
6. In  every case the em ployees m ust  obtain  approval of their overseer to go on any m ission t rip.
7. FBC w ill pay the cost  of the em ployees or pastor(s) lead ing  an FBC t rip. Em ployee spouses and 

ch ild ren w ho decide to part icipate on a m ission t rip  should  not  raise support  from  the FBC body. 
If an em ployee?s fam ily m em bers can assum e the cost  of the t rip, it  is preferred that  they do so. 
If fam ily m em bers lack the resources to fu lly fund the t rip, a let ter of com m endat ion w ill be provided 
by Missions to request  support  from  fam ily m em bers and friends outside of FBC. If after com plet ing  
the steps a financial need st ill exists, a scholarsh ip  app licat ion m ay be obtained from  Fellow ship?s 
Missions office.

8. The cost  of other em ployees w ho join  FBC t rips, but  w ho are not  lead ing , w ill be subsid ized up to 50%, 
sub ject  to overall budget  lim itat ions. The 50% balance would  be their personal responsib ility sub ject  to 
exist ing  support -raising  policy, sub ject  to budget  lim itat ions.

9. No m ore than 3 em ployees, other than the leader, w ill be allowed to join  any FBC-t rip  team , m aking  a 
total of 4 em ployees on any FBC t rip.

10. Em ployees should  be encouraged to bu ild  p lans for any m ission t rips in to their PFS and calendar for 
the year. Th is w ill help  m ake sure the overseer approval is obtained in  advance and subm it ted to 
Missions and that  calendar and budget  p lann ing  considerat ions are considered.

11. The order of p riority for budget  considerat ions w ill be: 
a. FBC-sponsored leadersh ip  
b. FBC-sponsored t rip  part icipat ion 

12. Em ployees are responsib le for paym ent  of required im m unizat ions and passport  expenses. The expense 
of necessary t ravel visas is covered by Missions. 

All outside m in ist ry opportun it ies are to be d iscussed w ith  and approved by the appropriate overseer, 
includ ing  those that  w ill not  count  against  allot ted  m in ist ry leave days. Add it ional m in ist ry leave days m ay 
be approved on a case-by-case basis for advanced stud ies work or longer overseas m in ist ry assignm ents 
as deem ed best  by the overseer and/or Cent ral Leadersh ip  Team  approval.

SABBATICAL LEAVE
After five (5) years of m in ist ry service at  Fellow ship  Bib le Church, our Cent ral Leadersh ip  Team  and Cam pus 
Pastors qualify for a 20 workday paid  sabbat ical. 

After ten (10) years of m in ist ry service at  Fellow ship  Bib le Church, our licensed m in ist ry staff qualifies for a 20 
workday paid  sabbat ical.

At  the start  of the sabbat ical the em ployee w ill receive a bonus equivalent  to their two-week paycheck to 
be used on their sabbat ical.

As stated previously, the sabbat ical is a paid  leave of absence. All regular com pensat ion and benefit s exist  for 
the sabbat ical period. The purpose of a sabbat ical is for restorat ion. Th is leave cannot  be used to perform  
add it ional m in ist ry work projects such as speaking  engagem ents, lead ing  conferences, etc. 
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In  each subsequent  five (5) year em ploym ent  period another sabbat ical leave w ill be availab le upon request  
for m em bers of the Cent ral Leadersh ip  Team . In  each subsequent  ten (10) year em ploym ent  period another 
sabbat ical leave w ill be availab le for the licensed m in ist ry staff. 

A sabbat ical leave can be requested in  any year, during  any t im e of the year, in  w hich the provision is 
availab le and as approved by the Cent ral Leadersh ip  Team  and/or Teach ing  Pastor Team . A proposal 
for sabbat ical leave is to be subm it ted to the Cent ral Leadersh ip  Team  via your Overseer. In  the case of 
Cent ral Leadersh ip  Team  m em bers, the Govern ing  Elder Team  w ill review  sabbat ical leave proposals 
for final approval.

RENEW  DAY
All fu ll-t im e staff of Fellow ship  Bib le Church w ill be elig ib le to take two Renew  Days per calendar year. 
These are required days off; they are not  opt ional. The em ployee w ill com m unicate w ith  their overseer 
regard ing  the scheduling  of these days. The t im e fram e for taking  Renew  Days w ill be one in  the spring  
(January 1 through Mem orial Day) and the second day w ill be taken during  the fall (Launch through 
Christm as). The purpose of these days off are to create in tent ional space and t im e for God to renew  our 
hearts and m inds in  Christ  Jesus.

All Paid  Tim e Off m ust  be requested by the em ployee.  Approval or den ial of requests is at  the d iscret ion of 
the overseer accord ing  to the needs of Fellow ship  and team  scheduling .  

HOLIDAYS
Fellow ship  Bib le Church provides seven (7) paid  holidays each year. The church is officially closed on 
these days:
- New  Year?s Day
- Mem orial Day
- Independence Day
- Labor Day
- Mart in  Luther King  Day
- Thanksg iving  (2 days)
- Christm as Day
- *(Week of Christm as- staff w ill work 1/2 days as determ ined by the Cent ral Leadersh ip  Team  ?  from  

12/24-12/31)

W EEKEND HOLIDAYS
W hen a recognized holiday falls on a Saturday, it  w ill be observed on the Friday before the holiday. 
Recognized holidays that  fall on a Sunday w ill be observed on the follow ing  Monday.

ELIGIBILITY FOR HOLIDAY PAY
Only regular fu ll-t im e em ployees are elig ib le for fu ll holiday pay. Hourly, tem porary and part -t im e 
em ployees are not  elig ib le for holiday pay. The except ion to th is is the Facilit ies Team . If a crew  m em ber 
works the day before and the day after a Holiday, that  holiday w ill be paid .

VOTING
Fellow ship  Bib le Church encourages all em ployees to vote. Em ployees are encouraged to take advantage 
of polling  hours prior to the beg inn ing  or follow ing  the end of your workday.

JURY DUTY
Tim e off for m andatory jury duty or court  appearances required as a result  of a valid  subpoena or court  order 
is excused and paid  at  fu ll salary, if p roof of duty is verified  by the em ployee?s overseer.

There w ill be no ad justm ent  in  the em ployee?s salary for receip t  of jury duty pay, w itness fees, or expenses. 
The em ployee is expected to report  for work w hen it  does not  conflict  w ith  court  ob ligat ions. 
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PROCEDURES FOR ALL MILITARY LEAVE
The follow ing steps should be followed for all types of m ilitary leave.
- The em ployee w ill provide h is or her im m ediate overseer w ith not ice, (either verbal or w rit ten) that  the 

em ployee w ill be engag ing in  m ilitary service. Em ployees are requested to provide such not ice as soon 
as they have know ledge of upcom ing m ilitary service.

- Em ployees on short  term  or extended m ilitary leave m ay, at  their opt ion, use any or all accrued paid 
vacat ion or personal leave during  their absence.

- W hen the em ployee in tends to return to work, he or she m ust  m ake not ificat ion of reinstatem ent  to 
Hum an Resources w ith in the applicat ion period set  forth below. 

- If the em ployee does not  return to work, the overseer m ust  not ify Hum an Resources so that  appropriate 
act ion m ay be taken. 

MILITARY LEAVE BENEFITS
If an em ployee is absent  from  work due to m ilitary service, benefits w ill cont inue as follows:
- If an em ployee has m ilitary orders for over 31 days, the em ployee and covered dependents w ill be offered 

a ?Cobra like? health coverage for up to 18 m onths at  102% of the overall (both em ployer and em ployee) 
prem ium  rate. Beg inning after the first  31 days of m ilitary leave, group health insurance coverage for 
an em ployee and/or an em ployee?s covered dependents w ill run concurrent ly w ith  applicable health  
insurance coverage under COBRA.

- The group term  life/AD&D insurance provided by the church w ill be suspended the day the em ployee 
becom es act ive m ilitary.

- The group long-term  d isability insurance provided by the church w ill be suspended the day the em ployee 
becom es act ive m ilitary.

- Em ployees do not  accrue vacat ion, personal leave or sick leave w hile on m ilitary leave of absence status. 
- With respect to the Fellowship Bible Church?s ret irem ent plan, upon reem ploym ent , em ployees who have 

taken m ilitary leave w ill be treated as not having incurred a break in service. Im m ediately upon reinstatem ent , 
the em ployee m ay, at  the em ployee?s elect ion, m ake any or all em ployee contribut ions that  the em ployee 
would have been elig ib le to m ake had the em ployee?s em ploym ent  not  been interrupted by m ilitary 
service. Such contribut ions m ust  be m ade w ith in a period that  begins w ith the em ployee?s reinstatem ent  
and that  is not  greater in durat ion than three t im es the length of the em ployee?s m ilitary service, not  to 
exceed five years. Em ployees w ill receive all associated church m atch for such contribut ions.

- Voluntary supplem ental life/AD&D insurance w ill suspend the day the em ployee becom es act ive m ilitary. 
Convert ing  to an ind ividual policy w ill cont inue voluntary dependent  life insurance coverage. To exercise 
th is conversion opt ion, dependents m ust  subm it  a w rit ten applicat ion and the first  prem ium  paym ent  
w ith in 31 days im m ediately follow ing the suspension of coverage.

REINSTATEMENT
Upon an em ployee?s prom pt  applicat ion for reinstatem ent , an em ployee w ill be reinstated to em ploym ent  in  
the follow ing m anner depending upon the em ployee?s period of m ilitary service:
- For a period of 1 to 90 days:

? in  the posit ion of em ploym ent  in  w hich the person would have been em ployed if the cont inuous 
em ploym ent  of such person w ith the em ployer had not  been in terrupted by such service, the dut ies 
of w hich the person is qualified to perform ; or

? in  the posit ion of em ploym ent  in  w hich the person was em ployed on the date of the com m encem ent  
of the service in  the uniform ed services, only if the person is not  qualified to perform  the dut ies of the 
posit ion referred to in  subparagraph (A) after reasonable efforts by the em ployer to qualify the person.

- For a period of 91 or m ore days:
? in  the posit ion of em ploym ent  in  w hich the person would have been em ployed if the cont inuous 

em ploym ent  of such person w ith the em ployer had not  been in terrupted by such service, or a posit ion 
of like status and pay, the dut ies of w hich the person is qualified to perform ; or

? in  the posit ion of em ploym ent  in  w hich the person was em ployed on the date of the com m encem ent  
of the service in  the uniform ed services, or a posit ion of like seniority, status and pay, the dut ies of 
w hich the person is qualified to perform , only if the person is not  qualified to perform  the dut ies of a 
posit ion referred to in  subparagraph (A) after reasonable efforts by the em ployer to qualify the person.

- Em ployee w ith a service-connected d isability? if after reasonable accom m odat ion efforts by the em ployer, 
an em ployee w ith a service-connected d isability is not  qualified for em ploym ent  in  the posit ion he or she
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would  have at tained or in  the posit ion that  he or she left , the em ployee w ill be em ployed in  (i) any other 
posit ion of sim ilar status and pay for w hich the em ployee is qualified  or could  becom e qualified  w ith  
reasonable efforts by the church; or (ii) if no such posit ion exists, in  the nearest  approxim at ion consistent  
w ith  the circum stances of the em ployee?s situat ion.

CONFERENCE AND MEETINGS
Em ployees m ay request  t im e off or church financial support  or both  to at tend conferences or m eet ings 
sponsored by inst itu t ions or professional organ izat ions. The sub ject  m at ter to be presented m ust  relate 
d irect ly to the em ployee?s posit ion or provide beneficial in form at ion to be shared in  the em ployee?s 
departm ent .

The em ployee?s overseer m ust  approve the em ployee?s part icipat ion in  the conference or m eet ing .

The church w ill pay for the follow ing  expenses if at tendance is approved: tu it ion, reg ist rat ion fees, t ravel 
costs, lodg ing , and m eal expenses not  covered by reg ist rat ion. 

Tim e off for at tendance and t ravel during  norm al working  hours w ill be paid  at  the norm al rate of pay.

HOUSING ALLOW ANCE
Any licensed (m ust  be licensed by Fellow ship  Bib le Church or a church/organ izat ion recognized by 
Fellow ship  Bib le Church), ordained or Fellow ship  Bib le Church recognized Pastoral Staff em ployee, w hether 
they ow n or rent  their ow n hom es m ay exclude from  their incom e for federal incom e tax report ing  purposes 
the port ion of their m in isterial incom e designated by the church as a ?housing  allowance.? Th is allowance 
m ust  be used to pay for housing-related expenses such as rent , m ortgage paym ents, u t ilit ies, repairs, 
furn ish ing , insurance, property taxes, add it ions and m ain tenance. The ant icipated housing  allowance m ust  
be declared by the Board of Elders and the staff m em ber w ill report  their am ount  to the Finance 
Departm ent  before the first  of each calendar year.

HEALTH INSURANCE
Fellow ship  Bib le Church provides health  insurance to em ployees and their dependents w ith  access to 
m edical, dental, p rescrip t ion, and vision care insurance benefit s. Em ployees in  the follow ing  em ploym ent  
classificat ions are elig ib le to part icipate in  the health  insurance p lan:

REGULAR FULL-TIME EMPLOYEES
Elig ib le em ployees m ay part icipate in  the health  insurance p lan sub ject  to all term s and cond it ions of 
the agreem ent  between Fellow ship  Bib le Church and the health  insurance agency. Elig ib ility date is the first  
day of the m onth coincident  w ith  or follow ing  h ire date. All em ployees enrolled  in  Fellow ship  Bib le Church?s 
health  insurance share the cost  of the m onth ly prem ium  in  an am ount  determ ined annually 
by the Fellow ship  Bib le Church Cent ral Leadersh ip  Team .

Health  insurance coverage is present ly provided through Health  Advantage Blue Cross Blue Shield  of 
Arkansas. If you have any quest ions about  your Health  insurance, p lease contact  the HR Director.

A change in  em ploym ent  classificat ion that  would  result  in  loss of elig ib ility to part icipate in  the health  
insurance p lan m ay qualify an em ployee for benefit s cont inuat ion. 

Since health  insurance is a very com plex and expensive em ployee benefit , em ployees should  consult  
the p lan sum m ary docum ent  g iven to all elig ib le em ployees.

THE PATIENT PROTECTION AND AFFORDABLE CARE ACT 2010
This act  com m only called  the Affordab le Care Act  (ACA), is a United States federal statute signed in to 
law  on March 23, 2010. The ACA aim s to increase the quality and affordab ility of health  insurance, lower the 
un insured rate by expanding  pub lic and private insurance coverage and reduce the costs of healthcare 
for ind ividuals and the governm ent . The ACA provides several m echanism s includ ing  m andates, subsid ies, 
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to access th is in form at ion. The law  also requires that  each New  Hire receive th is sam e not ice w ith in  
14 days of their h ire date. 

HEALTH BENEFITS CONTINUATION
As a church, we are not  required to g ive em ployees and their qualified  beneficiaries the opportun ity to con-
t inue health  insurance coverage as stated in  The Federal Consolidated Om nibus Budget  Reconciliat ion Act  
(COBRA). However, we have chosen to ut ilize COBRA w hich g ives em ployees and their qualified  beneficiaries 
the opportun ity to cont inue health  insurance coverage under the church?s health  p lan w hen a ?qualifying  
event? would  norm ally result  in  the loss of elig ib ility. Som e com m on qualifying  events are resignat ion, ter-
m inat ion of em ploym ent , or death  of an em ployee; a reduct ion in  an em ployee?s hours or a leave of absence; 
an em ployee?s d ivorce or legal separat ion; and a dependent  ch ild  no longer m eet ing  elig ib ility requirem ents. 

Under COBRA, the em ployee or beneficiary pays the fu ll cost  of coverage at  the church?s g roup rates p lus an 
adm in ist rat ion fee. A Th ird-Party Adm in ist rator, h ired by Fellow ship  Bib le Church, provides each elig ib le 
em ployee w ith  a w rit ten not ice describ ing  rights g ranted under COBRA w hen the em ployee becom es 
elig ib le for coverage under the church?s health  insurance p lan. The not ice contains im portant  in form at ion 
about  the em ployee?s rights and ob ligat ions.

DENTAL PLAN
Full-t im e em ployees are elig ib le for ind ividual or fam ily dental coverage. Elig ib ility date is the first  day of 
the fu ll m onth follow ing  h ire date. All em ployees enrolled  in  Fellow ship  Bib le Church?s dental insurance 
share the cost  of the m onth ly prem ium  in  an am ount  determ ined annually by the Fellow ship  Bib le Church 
Cent ral Leadersh ip  Team .

CAFETERIA PLAN
Em ployee Benefit  Corporat ion provides Cafeteria 125 Plan opt ions to Fellow ship  Bib le Church em ployees for 
annual ?pre-tax savings on unreim bursed m edical expenses such as prescrip t ion and doctor?s office co-pays, 
dental expenses not  covered by insurance, eyeg lasses, and certain  over the counter m edicat ions, etc. The 
Cafeteria 125 Plan follow s the calendar year January?Decem ber. New  em ployees m ay sign up at  their h ire 
date or during  our annual renewal period in  Novem ber /Decem ber. Changes cannot  be m ade in  the elect ion 
am ount  except  at  the annual renewal t im e un less a qualifying  event  occurs. Please see the Hum an Resource 
Director if you have quest ions.

GROUP TERM LIFE INSURANCE
A group term  life insurance benefit  is provided for fu ll-t im e em ployees at  no cost  to the em ployee; 
elig ib ility date is the first  of the m onth follow ing  one m onth of em ploym ent . Health  insurance coverage 
is not  required for term  life enrollm ent .

LONG-TERM GROUP DISABILITY INSURANCE
A group d isab ility p lan benefit  is provided for all fu ll-t im e em ployees at  no cost  to the em ployee. The 
p lan provides for 60% of m onth ly earn ings to a m axim um  benefit  of $5,000 per m onth and has a 90-day 
elim inat ion period. 

SHORT-TERM DISABILITY INSURANCE
Fellow ship  Bib le Church does not  provide a short -term  d isab ility (STD) benefit s p lan to em ployees w ho 
are unab le to work because of a qualifying  d isab ility due to an in jury or illness. Th is type of insurance is 
supp lem ental and is availab le for enrollm ent  at  our annual renewal and m ay be purchased by the em ployee.

W ORKERS? COMPENSATION
All em ployees are covered by Workers? Com pensat ion Insurance w hich is purchased by Fellow ship  
Bib le Church. Th is insurance covers occupat ional illness and in jury in  accordance w ith  Arkansas Workers? 
Com pensat ion law s. Elig ib ility for benefit s under Workers? Com pensat ion Insurance is autom at ic and is 
effect ive on your date of h ire.
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On-the-job in juries: All in juries suffered by an em ployee w hile perform ing  h is/her job  dut ies w hile on 
Fellow ship  Bib le Church property or w hile perform ing  dut ies elsew here at  the d irect ion of the church m ust  
be reported im m ediately to their overseer and Hum an Resources. The em ployee m ust  provide detailed  
in form at ion for the required reports and w ill be required to take a drug  test . Any in jury sustained by an 
em ployee w hile on the job  m ust  be reported, regard less of w hether m edical at tent ion is required. Failure 
to do so m ay result  in  the Church?s insurance refusal to pay any expenses connected w ith  the in jury. Form s 
for report ing  on-the-job in juries are availab le through the Hum an Resources office.

SOCIAL SECURITY
Em ployees, except  licensed pastoral staff, are required by law  to part icipate in  Social Security and Medicare 
under the Federal Insurance Cont ribut ions Act  (FICA). Th is program  provides for m onth ly ret irem ent  
benefit s, d isab ility benefit s if totally and perm anent ly d isab led and certain  survivors? benefit s to dependent  
ch ild ren. The cost  of th is program  is estab lished by law  and increases from  t im e to t im e. Both  Fellow ship  
Bib le Church and the em ployee cont ribute equally to fund the cost  of th is program  at  the rate of 7.65% up to 
the m axim um  earn ing  level.

403(B) RETIREMENT PLAN
Fellow ship  provides a qualified  defined cont ribut ion 403(b) ret irem ent  savings p lan (the Plan) to help  
em ployees accum ulate financial resources for ret irem ent .

ELIGIBILITY
To be elig ib le to part icipate in  the 403(b) Plan, an em ployee m ust  be a fu ll-t im e, regular em ployee. The 
em ployee m ay join  the Plan on the first  day of the calendar m onth after h ire. Prior to elig ib ility, the 
em ployee w ill be g iven the Plan?s sum m ary p lan descrip t ion for review  and all necessary form s required 
for part icipat ion in  the Plan.

EMPLOYEE CONTRIBUTIONS
Subject  to statutory lim its on tax deduct ib ility, the Plan allow s em ployees to elect  how  m uch of their 
salary or wages they want  to cont ribute to the Plan (elect ive deferrals) and to d irect  the investm ent  
of their cont ribut ions in to a select ion of professionally m anaged investm ent  funds offered by our p lan 
provider. Em ployees m ay m ake tax-sheltered (pre-tax) or Roth cont ribut ions to the Plan. Any requests 
for changes to em ployee deferrals m ust  be m ade in  w rit ing  and w ill app ly on ly to fu ture paychecks 
specifically ind icated.

If an  em ployee receives bonus pay, they m ay elect  to op t  out  of 403b cont ribu t ions being  w ithheld  from  
their bonus pay, but  not ificat ion  of th is desire m ust  be sent  in  w rit ing  to the Finance Adm in ist rator th ree 
business days before bonus pay is schedu led  to be paid . Bonus pay w ill have em ployee deferrals deducted  
un less Finance Adm in ist rator is not ified  otherw ise.

EMPLOYER MATCHING CONTRIBUTIONS
Depending  upon em ployee status and years of service, Fellow ship  Bib le Church w ill m atch 100% of 
em ployee elect ive deferrals of salary, wages, and bonuses for each paycheck up to a m axim um  10% of 
such com pensat ion for that  paycheck accord ing  to the schedule below. Em ployer m atch ing  cont ribut ions 
are tax-sheltered. For em ployees elect ing  a fixed dollar am ount  deferral per paycheck, on any add it ional 
checks the em ployee deferral shall be calcu lated as the lesser of the m ost  recent  fixed dollar am ount  
deferral or the m axim um  percentage m atch for w hich the em ployee is elig ib le.

PASTORAL STAFF (Licensed ind ividuals)
Up to 5 Years of Service 4% of salary
6 to 10 Years of Service 7% of salary
More t han  10 Year of Service 10% of salary

NON-PASTORAL STAFF (Unlicensed ind ividuals)
Up to 5 Years of Service 3% of salary
6 to 10 Years of Service 6% of salary
11 to 20 Years of Service 8% of salary
More t han  20 Years of Service 10% of salary
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In  add it ion to any m atch ing  based on a percentage of salary, for Pastoral Staff age fifty (50) and older, 
Fellow ship  w ill m atch em ployee ?catch-up? cont ribut ions m ade through elect ive deferrals in  excess of the 
base lim it  for em ployees under age fifty (50) accord ing  to the schedule below  w ithout  regard  to salary level. 
The em ployer m atch on catch-up cont ribut ions w ill not  beg in  to be earned unt il the em ployee has reached
age fifty (50) and has exceeded the current  statutory base lim it  on elect ive deferrals in  that  year. The ent ire 
am ount  of em ployer m atch ing  cont ribut ion on em ployee catch-up cont ribut ions w ill be cred ited to the 
em ployee on their final paycheck of the year.

6 to 10 years of service 70% of em p loyee catch-up  con t ribu t ions
More t han  10 years of service 100% of em p loyee catch-up  con t ribu t ions

In  no case shall the total of all em ployer m atch ing  cont ribut ions exceed the total annual statutory lim it  on 
em ployee elect ive deferrals, includ ing  any catch-up am ounts.
 
VESTING
An em ployee is fu lly vested in  both  h is or her ow n cont ribut ions and in  em ployer m atch ing  cont ribut ions 
and is ent it led  to those cont ribut ions upon term inat ion of em ploym ent  regard less of leng th  of em ploym ent .

SUPPLEMENTAL INSURANCE 
Fellow ship  Bib le Church provides various supp lem ental coverages for cancer, accident , short  term  d isab ility, 
voluntary g roup life, etc. The total p rem ium  for supp lem ental coverage is paid  by the em ployee. 

VISION CARE PLAN ?  SUPPLEMENTAL INSURANCE
Fellow ship  Bib le Church provides the opt ion of supp lem ental vision insurance. The total p rem ium  for th is 
coverage is paid  by the em ployee.

EMPLOYEE W ELLNESS
On an annual basis, Fellow ship  em ployees are provided the opportun ity to receive flu  vaccinat ions. 

THEOLOGICAL EDUCATION ASSISTANCE PROGRAM
OBJECTIVE
Because Fellow ship  Bib le Church believes that  form al educat ion has a posit ive im pact  on an em ployee?s 
cont ribut ion to the church, FBC supports self-developm ent  and educat ional efforts by provid ing  
reim bursem ent  for tu it ion associated w ith  sem inary level courses.

SCOPE OF POLICY
All fu ll-t im e, pastoral staff are elig ib le for benefit s under th is policy follow ing  one year of service. Em ployees 
m ay pursue a degree at  approved and accred ited sem inaries under th is program , provided the course 
of study is related to the em ployee?s current  posit ion or a probab le fu ture assignm ent  and the church 
approves the course(s).

COVERED EXPENSES
Tuit ion expenses are elig ib le for 100 percent  reim bursem ent  not  to exceed $5,000 per year w ith  a cap of 
$15,000 m axim um  per part icipant . Fellow ship  Bib le Church has a lim ited budget  for th is program , w hich w ill 
determ ine the m axim um  students accepted each year. 

SERVICE OBLIGATION
In  considerat ion of receiving  tu it ion assistance under th is policy, the em ployee w ill ag ree to com m it  to 24 
m onths of cont inued service w ith  Fellow ship  Bib le Church follow ing  the com plet ion of each course. Should  
the em ployee voluntarily resign w ith in  24 m onths of com plet ing  a course and receiving  tu it ion 
reim bursem ent , he or she w ill be required to refund the current  year am ount .
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APPLICATION AND APPROVAL PROCESS
Em ployees are encouraged to request  tu it ion reim bursem ent  prior to enrolling  for the sem ester/term  but  no 
later than one week after the first  day of class. The request  w ill be subm it ted to the em ployee?s overseer or 
cam pus pastor on the form  provided for th is purpose. The overseer w ill review  the request  considering  
the em ployee?s current  and fu ture assignm ents and potent ial im pact  on the em ployee?s work responsi-
b ilit ies. The overseer w ill then forward the request  to the Hum an Resources Director w ith  the overseer?s 
recom m endat ion to approve or d isapprove. 

The Hum an Resources Director w ill review  the request  for program  com pliance, w ill subm it  the 
request  to the Cent ral Leadership Team  and then not ify the em ployee if the in it ial request  has been 
denied or approved.

In it ial approval of a course of study does not  ob ligate the church to future/cont inued approval of 
courses in  that  course of study. Approvals are only valid  for the course and sem ester g iven. The 
em ployee?s involvem ent  in  th is program  and class load w ill be reviewed each year during  the 
Perform ance Review  Process.

Tuit ion reim bursem ent  w ill be based on the cost  of cred it  hours only. Student  fees (library, act ivity, 
reg ist rat ion, late fees, books, supplies, etc.) w ill not  be reim bursed. Reim bursem ent  received from  
other sources, i.e. scholarship, g rants, etc. is excluded from  the reim bursable am ount  received.

The em ployee m ust  subm it  verificat ion of course cost  to the Hum an Resources Director. The em ployee 
w ill then be paid 50% of the tu it ion cost  at  the beg inning of the sem ester and the rem ain ing 50% w ill be paid 
upon com plet ion of the course.

If a class course requires onsite work, the em ployee m ust  take this t im e away out  of their current  m inist ry leave.

There m ay be tax consequences or im puted incom e to em ployees part icipat ing  in  th is program .

Please note? Any excep t ion  t o t h is policy m ay be requested  t h rough  t he em ployee?s Cent ral 
Leadersh ip  Team  represen t at ive.

STAFF ASSISTANCE W ITH COUNSELING SERVICES
Fellowship Bib le Church is com m it ted to the em ot ional and sp iritual well-being of our em ployees. During  
d ifferent  seasons of life, em ployees m ay need to speak to a professional counselor. Effect ive August  1, 2017 the 
below  inform at ion specifies the condit ions of using the counseling  assistance program .

W HEN SHOULD I SEEK HELP?
We all have problem s from  t im e to t im e, and generally, we can solve them  ourselves. Som et im es, however, we 
feel ?stuck? in  a situat ion, w hich m ay beg in to affect  our work and hom e lives. We also can be affected 
by the problem s of our fam ily m em bers or co-workers. If you have been st rugg ling  or you feel that  you need 
support  during  a crisis, p lease seek help by talking  w ith your Overseer, one of our Pastors, and/or one of the 
Care Pastors. Issues that  are frequent ly addressed include:
- Marital problem s
- Job st ress
- Com m unicat ion
- Depression
- Fam ily d isharm ony
- Substance abuse
- Personality conflict
- Financial d ifficu lt ies

W HO IS ELIGIBLE AND THE STEPS TO TAKE?
- W ho is elig ib le: FBC staff (fu ll-t im e and part -t im e) ONLY. Spouses and children are not  elig ib le.
- How  do I beg in : Meet  w ith a Care Pastor. They want  to help provide oversight , com m unity, and if 

necessary, d irect  you to a counselor w ho has expert ise in  your area of need.
- Schedu le Your Appoin t m ent : Select  your counselor and m ake your appointm ent . The Care Pastor can 

not ify the counselor of our paym ent  arrangem ent . 
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- Paym ent : Each fu ll-t im e em ployee is ent it led to $500 per calendar year for counseling  reim bursem ent . 
Each part -t im e em ployee is ent it led to $200 per year for counseling  reim bursem ent . Subm it  your invoice 
or proof of paym ent  to the Care Pastor contact  for reim bursem ent .

EMPLOYEE-INCURRED EXPENSES AND REIMBURSEMENT
To ensure that  all proper business-related expenses incurred by em ployees are reim bursed, the follow ing 
procedure has been established:
- All expend itures are to be approved in  advance by the em ployee?s overseer un less circum stances 

prevent  advance approval.
- A receip t  or evidence of expend iture m ust  accom pany all business-related expenditures in  order to 

receive reim bursem ent . 
- All item s purchased or charged by the em ployee are to be item ized on the approved expense report  

form . All port ions of the report  m ust  be filled  out  or m arked ?N/A? (not  app licab le), and the necessity 
and purpose of the expenditure m ust  be exp lained in  enough detail.

- Em ployees should  include the answers to w ho, w hat , w hen, w here and w hy for each expenditure.
- Expense reports m ust  be signed and dated by the em ployee and in it ialed by the overseer show ing  

approval. If possib le, reports are due in  the Finance Departm ent  w ith in  30 days of the expenditure. 

MILEAGE REIMBURSEMENT
Em ployees of Fellow ship  Bib le Church w ho use their personal veh icle for church business purposes 
w ill be provided an autom obile allowance rate set  by the Finance Departm ent  annually. Th is allowance 
is in tended to com pensate the em ployee for all costs related to the operat ion of h is or her personal 
veh icle on church business. The em ployee assum es liab ility for h is or her personal veh icle in  work-
related t ravel. Use of a personal veh icle is always for the em ployee?s benefit  and w ill never be required 
by the church.

Travel expenses between hom e and your work locat ion are not  reim bursab le. Most  church-related 
t ravel w ill orig inate from  our locat ion. However, in  those cases w here it  is advantageous, considering  
t im e and d istance, to leave d irect ly from  your p lace of residence, the request  for reim bursem ent  
should  be based upon total m iles t raveled for the church less norm al daily m ileage to and from  
your work locat ion.

Mileage reim bursem ent  w ill be approved by your overseer by subm it t ing  an expense report  detailing  the 
purpose of such t ravel, date of t ravel, and m ileage t raveled. All such expense reports m ust  be subm it ted 
for approval as soon as possib le but  no later than 60 days after the expense was incurred. 

TRAVEL REIMBURSEMENT
This policy estab lishes the general gu idelines and procedures to be followed w hen business t ravel is 
required.
- Travel-related expenses are to be detailed  and subm it ted via Bill app
- Em ployees, w ho prefer to use their personal veh icles for their convenience on church business, includ ing  

t rips to the airport , w ill be reim bursed at  the standard church m ileage rate, p rovided that  the t im e and 
d istance involved is reasonable under the circum stances.

- All parking  expenses and h ighway tolls incurred as a result  of business t ravel w ill be reim bursed.
- All air t ravel m ust  be approved in  advance by the em ployee?s overseer un less unavoidab le. All t ravel w ill 

be by econom y, basic, coach or com parab le to that . The receip t  m ust  be retained and at tached to 
charge w ith  a detailed  descrip t ion in  Bill.

- Em ployees should  request  advance approval for use of a rental car at  their dest inat ion. If a rental car 
is used, add it ional insurance should  not  be purchased because of our exist ing  insurance coverage. 
The receip t  m ust  be retained and at tached to charge w ith  a detailed  descrip t ion in  Bill.

- Em ployees should  select  m oderately priced lodg ing  convenient  to their dest inat ion to m in im ize 
t im e and expense. The receip t  m ust  be retained and at tached to charge w ith  a detailed  descrip t ion 
in  Bill. 

- Em ployees m ust  subm it  receip ts for m eals. Reasonable t ips, w hen paid  by the em ployee and noted on 
the receip t , w ill be reim bursed. The receip t  should  be retained and at tached to charge w ith  a detailed  
descrip t ion in  Bill.
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REQUIRED MANAGEMENT APPROVAL
All em ployee t ravel, educat ional assistance, m ileage, subsistence, and relocat ion expenses m ust  have 
overseer?s approval. Em ployees are required to request  approval in  advance of expend itures w henever 
possib le to ensure no delay in  church reim bursem ent . Prior to being  honored by the Finance Departm ent , 
these reports m ust  be approved by the em ployee?s overseer.

TIMEKEEPING
Accurate record keeping of t im e worked is the responsib ility of every Fellowship Bib le Church em ployee. Tim e 
worked is all the t im e spent  on the job perform ing assigned dut ies. 

Facilit ies staff, hourly and part -t im e em ployees should accurately record the t im e they beg in and end their 
work. They should also record the beg inning and ending t im e of any sp lit  sh ift  or departure from  work for 
personal reasons. 

Altering , falsifying , tam pering  w ith t im e records, or record ing t im e on another em ployee?s t im e record m ay 
result  in  d iscip linary act ion, up to and includ ing term inat ion of em ploym ent . 

It  is the em ployee?s responsib ility to sign their t im e records to cert ify the accuracy of all t im e recorded. The 
overseer/m anager w ill review  and then in it ial the t im e record before subm it t ing  it  for payroll processing. In  
addit ion, if correct ions or m odificat ions are m ade to the t im e record, the overseer m ust  verify the 
accuracy of the changes by in it ialing  the t im e record.

PAYDAY
Paydays are the 15th and the last  day of each m onth for salaried staff. For hourly and part -t im e workers, 
paydays are b iweekly. There are 24 pay periods for salaried staff. There are 26 pay periods for hourly and 
part -t im e workers. For paydays that  fall during  the weekend or holidays, checks w ill be deposited on the 
Friday prior to the payday.

W AGE GARNISHMENTS
A wage garn ishm ent  is an order from  a court  or a governm ent  agency d irect ing  FBC to w ithhold a certain 
am ount  of m oney from  an em ployee?s paycheck and send it  to a person or agency. Wages can be garn ished 
to pay child  support , spousal support  or alim ony, tax debts, outstanding student  loans, or m oney owed as a 
result  of a judgm ent  in  a civil lawsuit .

If FBC is inst ructed by a court  or agency to garn ish an em ployee?s wages, the em ployee w ill be not ified 
of the garn ishm ent  at  once. Please note that  FBC is legally required to com ply w ith these orders. If the 
em ployee d isputes or has concerns about  the am ount  of a garn ishm ent , the em ployee m ust  contact  the 
court  or agency that  issued the order.

COMP TIME AND OVERTIME PAY FOR NON-EXEMPT EMPLOYEES
The Fair Labor Standards Act  (FLSA) does not  allow  com p t im e for private em ployers, includ ing non-profits. 
The non-exem pt  em ployee cannot  waive the right  to overt im e pay in  exchange for com p t im e.

Nonexem pt  em ployees are often thought  of as hourly em ployees; however, there is no requirem ent  that  they 
be paid on an hourly basis. Under the FLSA, nonexem pt  em ployees can be paid hourly, salary, p iece rate, 
com m ission, etc., if their weekly com pensat ion equals at  least  m in im um  wage for all hours worked 
and overt im e is paid for hours in  excess of 40 in  a workweek.

PAYROLL
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The norm al workweek for fu ll-t im e, non-exem pt , Adm inist rat ive Assistants at  Fellowship consists of 
36 hours as of May 1, 2008. However, Fellowship?s salary st ructure is set  on a m arket  standard of 40 hours 
per week. This 36-hour work week generally consists of 8 hours, Monday through Thursday, w ith  4 hours 
worked on Friday.

Accord ing ly, non-exem pt  em ployees of FBC m ust  be paid 1.5 t im es the regular rate of pay for any hours 
worked over 40 during  a work week. These overt im e hours m ust  be approved by the m in ist ry leader and 
subm it ted to the Finance Departm ent . Paym ent  for those overt im e hours w ill then be included in  the next  
regular pay cycle. Execut ive Adm inist rat ive Assistants are exem pt  from  overt im e pay due to their level of 
responsib ilit ies.

TERMINATION
Term inat ions are to be t reated  in  a confident ial, p rofessional m anner by all concerned. The overseer 
and  Hum an Resources Director m ust  assure thorough, consisten t , and  evenhanded term inat ion  
p rocedures. Th is policy and  it s adm in ist rat ion  w ill be im p lem ented  in  accordance w ith  the church  
equal opportun ity statem ent .  Either the em ployee or em ployer can term inate the em ploym ent  
relat ionsh ip  w ith  the church  at  any t im e and for any reason.  

Term inat ing  em ployees are en t it led  to receive all earned pay, includ ing  vacat ion  pay. Unused sick or 
personal t im e w ill be forfeited .

Em ploym ent  w ith  FBC is norm ally term inated  th rough one of the follow ing  act ions:
- Resig n at ion  ?  volun tary term inat ion  by the em ployee.
- Dism issal ?  involun tary term inat ion  by the church  for any reason at  any t im e w ith  or w ithout  cause; or
- Layof f  ?  term inat ion  due to reduct ion  of the w ork force or elim inat ion  of a posit ion

RESIGNATION:

An em ployee desiring  to term inate em ploym ent , regard less of em ployee classificat ion , is expected  to g ive 
tw o w eeks or ten  w orking  days? not ice. Em ployees m ust  w ork the ten  days to receive their vacat ion  pay. 
Shou ld  the ten  w orking  days carry over to the next  m onth , em ployees m ust  physically w ork at  least  the 
num ber of days in  the follow ing  m onth  to cover em ployee elected  deduct ions.  

Em ployees m ust  physically w ork in  the m onth  they w ish  to receive benefit  coverage. Em ployee deduct ions 
for benefit s cannot  be taken from  vacat ion  t im e or vacat ion  payout .

After resignat ion  not ice has been g iven, vacat ion  t im e m ay not  be taken during  the ten  w orking  days? 
not ice w ithout  approval by the overseer and  Hum an Resources.

Em ployees m ay not  extend  or delay their term inat ion  date by using  vacat ion  t im e, PTO, or other benefit  
t im e.

Em ployees term inat ing  volun tarily are en t it led  to receive all earned vacat ion  pay (p rorated  accord ing  to the 
m onth  of resignat ion).

Unused sick or personal t im e w ill be forfeited .

DISMISSAL:
An em ployee m ay be d ism issed at  any t im e, for any reason, w ith  or w ithout  cause, at  the sole and  absolu te 
d iscret ion  of m anagem ent . In  the case of d ism issal, t he church  m ay, at  it s sole d iscret ion , g ive som e not ice 
of it s in ten t  to d ism iss an  em ployee, but  the church  is not  requ ired  to g ive any such not ice.

LAYOFF:
W hen a reduct ion  in  force is necessary, or one or m ore posit ions are elim inated , the church  w ill, at  it s sole 
d iscret ion , iden t ify the em ployees to be laid  off. 

TERMINATION PROCESSING PROCEDURES:
- The overseer m ust  im m ed iately not ify the Hum an Resources Director of the term inat ion  so that  a 

term inat ion  checklist  can  be in it iated . The Hum an Resources Director w ill d irect  and  coord inate the 
term inat ion  p rocedure.

- All ou tstand ing  advances charged to the term inat ing  em ployee w ill be deducted  from  the final paycheck 
by the payroll departm ent .
? On the final day of em ploym ent , t he Hum an Resources Departm ent  m ust  receive all keys, ID cards, 

lap top, cred it  card , and  any and all other church  issued property from  the em ployee.
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- The Hum an Resources Departm ent  shall conduct  an  exit  in terview  w ith  the em ployee.

EXCESSIVE ABSENTEEISM
Absence from  w ork affects the ab ilit y of FBC to operate efficien t ly and  m eet  it s schedu les. Hab itual or 
excessive absenteeism  cannot  be tolerated .

All em ployees are expected  to call t heir overseer w ith in  one hour of report ing  t im e on  any day on  w h ich  
they expect  to be absent . If a p rolonged absence is an t icipated , you shou ld  contact  your overseer about  a 
possib le leave of absence.

Violat ions of th is policy are sub ject  to d iscip linary act ion , includ ing , in  the d iscret ion  of Fellow sh ip  Bib le 
Church , im m ed iate term inat ion . Em ployees w ith  quest ions regard ing  th is policy shou ld  contact  the 
Hum an Resource Departm ent . 

EMPLOYEE SAFETY
Fellow sh ip  Bib le Church  takes m easures to ensure that  the church  is a safe and  healthy p lace for em ployees 
to w ork. If you feel that  an  exist ing  situat ion  is a safety or health  hazard , p lease not ify your overseer.

Safety hazards include w et  floors, equ ipm ent  left  unat tended, defect ive or b roken equ ipm ent , defect ive 
elect rical ou t lets and  app liances, etc. Policies relat ing  to safety are availab le for review  w ith in  each 
departm ent  of the church .

Em ployees m ay be requ ired  to at tend  safety m eet ings, review  safety videos and/or part icipate in  safety 
t rain ing . 

All w ork-related  accidents are covered  by Worker?s Com pensat ion  Insurance pursuant  to the law s of the 
state.

EMERGENCY INSTRUCTIONS
Follow  these ru les in  an  em ergency:
- Stop  w ork and  leave the bu ild ing  im m ediately w hen the fire alarm  sounds or w hen you are inst ructed  

to do so!
- Follow  inst ruct ions, avoid  pan ic, and  cooperate w ith  those respond ing  to the em ergency.
- Proceed to the designated  or nearest  exit .
- Turn  off com puters, equ ipm ent , fans, etc., and  close desk d raw ers.
- Do not  delay your exit  from  the bu ild ing  by looking  for belong ings or other peop le.
- W hen leaving  the bu ild ing , go to a clear area w ell aw ay from  the bu ild ing . Do not  obst ruct  fire hydrants 

or the respond ing  fire/rescue w orkers and  their equ ipm ent .
- Do not  re-en ter the bu ild ing  un t il inst ructed  to do so by your overseer or fire/rescue w orker.

Period ic fire em ergency d rills m ay be conducted . Your life and  the lives of others w ill depend on  your 
cooperat ion .

Em erg en cy  p lan : The church  has a responsib ilit y for m in im izing  the danger to life, p roperty, and  job  
security arising  from  the effects of fire, riot s, civil com m ot ion , and  natural and  m an-m ade d isasters. To 
accom plish  th is purpose, an  em ergency response team  has been appoin ted  to respond to em ergencies.  
Their responsib ilit ies include the follow ing :
- Arrange for evacuat ion  of em ployees
- Render first  aid
- Salvage and restore church  operat ions

EMPLOYEE PRIVACY
Fellow sh ip  Bib le Church  recogn izes our em ployees? righ ts to p rivacy. In  ach ieving  th is goal, t he church  
adopts these basic p rincip les:

- The collect ion  of em ployee in form at ion  w ill be lim ited  to that  w h ich  the church  needs for business and  
legal purposes.

- The confident ialit y of all personal in form at ion  in  our records w ill be p rotected .
- In ternal access to em ployee records w ill be lim ited  to those em ployees having  an  authorized , business-

related  need-to-know. Access m ay also be g iven to th ird  part ies, includ ing  governm ent  agencies, 

W ORKPLACE GUIDELINES
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pursuant  to court  order or subpoena.
- The church  w ill refuse to release personal in form at ion  to outside sources w ithout  the em ployee?s w rit ten  

approval, un less legally requ ired  to do so.
- Em ployees are perm it ted  to see the personal in form at ion  m ain tained  about  them  in  the church  records. 

They m ay correct  inaccurate in form at ion  or subm it  w rit ten  com m ents in  d isag reem ent  w ith  any m aterial 
con tained  in  their records.

MONITORING
The em ployee?s w ork output , w hether it  be docum ents, com puter files, p rototypes, p roducts, or any other 
w ork p roduct , belongs to Fellow sh ip  Bib le Church . The assum pt ion  shou ld  be that  w ork output  is 
constan t ly sub ject  to review  by m anagem ent , w hether it  is stored  elect ron ically, on  paper or in  any other 
form . In  add it ion , church  assets includ ing  com puters, desks and  lockers are sub ject  to search  or 
invest igat ion .

W ORKPLACE SEARCH POLICY
To safeguard  our em ployees, their p roperty, Fellow sh ip  Bib le Church?s m em bers and  Fellow sh ip  Bib le 
Church?s p roperty, and  to en force Fellow sh ip  Bib le Church?s policies p roh ib it ing  m isconduct , includ ing  
theft  and  the un law fu l use or sale of illegal d rugs or alcohol, m anagem ent  m ay quest ion  em ployees and/or 
inspect  any personal p roperty or any area from  w h ich  Fellow sh ip  Bib le Church  conducts business, includ ing  
any leased spaces, facilit ies and /or veh icles. (For exam ple: veh icles, b rief cases, su itcases, tool boxes, 
com puter bags, backpacks, lunch boxes, purses or any other container or ob ject  b rought  to and  from  
Fellow sh ip  Bib le Church?s offices, p roperty, w orksites or Fellow sh ip  Bib le Church-sponsored  funct ions) 
w henever there is reasonab le susp icion  to believe that  any Fellow sh ip  Bib le Church  policy is being , or has 
been, violated .

Fellow sh ip  Bib le Church  m ay provide offices, desks, veh icles, com puters or com puter containers, lockers, 
tools and  other item s for the use of Fellow sh ip  Bib le Church?s em ployees. At  all t im es, these item s rem ain  
the p roperty of Fellow sh ip  Bib le Church . Fellow sh ip  Bib le Church  m ay also search  any w ork area and/or 
item  w hen-
ever there is reasonab le susp icion  to believe that  a Fellow sh ip  Bib le Church  policy is being , or has been, 
violated . Em ployees are expected  to cooperate w ith  Fellow sh ip  Bib le Church?s w orkp lace searches. 
Violat ions of th is policy are sub ject  to d iscip linary act ion , includ ing , in  the d iscret ion  of Fellow sh ip  Bib le 
Church , im m ed iate term inat ion . Em ployees w ith  quest ions regard ing  th is policy shou ld  contact  the Hum an 
Resource Departm ent .

OFFICE FURNISHINGS POLICY
Offices for em ployees w ill be furn ished w ith  desks from  our exist ing  inventory, a good task chair and  tw o 
visitor chairs. Bookshelves and  storage for files and  other w ork-related  item s w ill be m ade availab le upon 
request . Fellow sh ip  Bib le Church  furn ish ings w ill not  be rem oved from  offices. 

Staff can  com plete the furn ish ing  of their offices w ith  add it ional item s as desired . Noth ing  can be added, 
how ever, that  w ou ld  dam age or m ar w alls, fu rn itu re, fixtures or flooring . 

In  the case of office m oves, Fellow sh ip  Bib le Church  furn ish ings w ill stay w ith  the office, rather than m ove 
w ith  the em ployee. Certain  item s that  have been affixed  to w alls, such as w h iteboards, also w ill stay w ith  the 
office. 

Cub icles w ill be furn ished w ith  a task chair and  a visitor chair. Cub icle w alls w ill not  be m oved or rem oved. 

FACILITY USE (BUILDING AND GROUNDS)
1. W ho m ay use the facilit ies, in  order of p riority:

1. Fellow sh ip  Bib le Church  events. Th is includes all church  and church  m in ist ry events. 
2. Fellow sh ip  Bib le Church  sponsored  special events. These are events for w h ich  a m in ist ry of FBC 

takes ow nersh ip  to coord inate and  supervise, thus assuring  com pliance w ith  FBC gu idelines. 
These are schedu led  pend ing  appropriate space and support  service availab ilit y. There are no 
associated  charges. 

3. Fellow sh ip  Bib le Church  w edd ings and funerals. Wedd ings and funerals are held  for act ive 
part icipants of FBC. For m ore in form at ion  about  w edd ings at  the church , includ ing  gu idelines and  
fees, p lease contact  the Wedd ing  Coord inator, 224-7171. Wedd ings are sub ject  to a separate policy 
regard ing  the use of FBC?s facilit ies. Funerals are schedu led  by the pastor perform ing  the service or 
h is adm in ist rat ive assistan t . There is no facilit y charge for funerals. 
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4. Events of outside m in ist ries having  a relat ionsh ip  w ith  an  FBC m in ist ry w ill be considered  if t here are 
appropriate spaces and support  services availab le. Usage fees w ill be charged based on  spaces used, 
custod ial and  set -up  needs, aud io-visual requ irem ents and  coord inat ion  resources.

5. Outside events for other g roups w ill be schedu led  pend ing  availab ilit y of space and resources, 
includ ing  personnel. There are associated  fees. 

2. W ho m ay NOT use the facilit y:
Fellow sh ip  Bib le Church  m ay not  in  good conscience m aterially cooperate in  act ivit ies or beliefs that  
are cont rary to it s faith . Allow ing  it s facilit ies to be used for purposes that  con t rad ict  the Church?s beliefs 
w ou ld  be m aterial cooperat ion  w ith  that  act ivity and  w ould  be a violat ion  of the Church?s faith  and  
relig ious p ract ices.

Further, it  is im portan t  that  the Church  p resent  a consisten t  m essage to the com m unity as part  of 
our w itness to the Gospel of Jesus Christ . Allow ing  facilit ies to be used by g roups or persons w ho 
express beliefs or engage in  p ract ices cont rary to Fellow sh ip  Bib le Church?s doct rinal statem ent , 
w ou ld  have a severe, negat ive im pact  on  the m essage that  the church  st rives to p rom ote. It  cou ld  
also cause confusion  and be m islead ing  because it  m ay reasonab ly be perceived  that  by allow ing  use 
of our facilit ies, the church  ag rees w ith  the belief or p ract ices of the persons or g roups using  them . 

For these reasons any bu ild ings or g rounds ow ned by Fellow sh ip  Bib le Church  m ay not  be used by: 
1. Persons or g roups hold ing , advancing , or advocat ing  beliefs or p ract ices that  con flict  w ith  the 

church?s Mission , Values and Beliefs as those are determ ined from  t im e to t im e by the elders of 
Fellow sh ip  Bib le Church .  Nor m ay Church  facilit ies be used for act ivit ies w h ich  conflict , or are 
deem ed inconsisten t  w ith , the Church?s faith  or m oral teach ings. 

2. Part isan  polit ical g roups
3. Groups or ind ividuals operat ing  for personal p rofit , or those that  include the sales of goods or 

services. Note: Events hosted  or sanct ioned by Fellow sh ip  Bib le Church  m ay offer m aterials for sale 
that  d irect ly relate to the hosted  or sanct ioned event . An exam ple of perm it ted  m aterials to be sold  
include books, record ings, and  other m erchand ise p roduced by a guest  speaker or record ing  art ist . 

4 . Ind ividuals or g roups host ing  p rivate part ies, such as recept ions, ann iversaries, b irthday part ies, 
g raduat ion  events etc.

 

The Cent ral Leadersh ip  Team  is the final decision-m aker concern ing  use of church  facilit ies. 

W ORKDAY
To m ain tain  consistency and  bet ter serve the body of Fellow sh ip  Bib le Church , the follow ing  is a list ing  of 
office hours for the pastoral and  support  staff.
- Our regu lar office hours are Monday ? Thursday ? 8:00 am  ? 5:30 pm
- Our regu lar office hours for Friday are ? 8:00 am  ? 12:30 pm .

These are the t im e fram es the recept ion ist  area w ill be covered  and the m ain  phone lines answ ered .
- The adm in ist rat ive staff is expected  to w ork 8:00 am  ? 5:00 pm  Monday th rough Thursday or 8:30 ? 5:30. 

On Friday, they w ork from  8:00 am  ? 12:00 pm  or 8:30 am  ? 12:30 pm .
- Due to the nature of the w ork perform ed by the pastoral staff, t he expectat ion  for ?in  the office? hours are 

30 hours per w eek.  W hen the pastor is out  of the office, the expectat ion  is that  h is/her adm in ist rat ive 
assistan t  w ill know  w hen, w here and  how  to locate h im /her. 

CHILD-FREE W ORK ENVIRONMENT
Em ployees are asked to arrange for ch ildcare for their ch ild ren  outside of the w orkp lace. The Church  p laces 
a h igh  value on  fam ily. How ever, the church  asks that  em ployees do not  b ring  their ch ild ren  to the w ork 
p lace on  a repeated  or regu lar basis. 

APPEARANCE AND COURTESY
Fellow sh ip  Bib le Church  st rives to m ain tain  a w orkp lace environm ent  that  funct ions w ell and  is free from  
unnecessary d ist ract ions and  annoyances. As part  of that  effort , FBC requ ires em ployees to m ain tain  a 
neat  and  clean appearance that  is appropriate for the w orkp lace set t ing  and  for the w ork being  perform ed. 
To that  end , the Hum an Resources Departm ent  and  Cent ral Leadersh ip  Team  m ay determ ine and en force 
gu idelines for w orkp lace-appropriate at t ire and  g room ing  for their areas; gu idelines m ay lim it  natural or 
art ificial scents that  cou ld  be d ist ract ing  or annoying  to others. 

Neatness and good taste in  d ress, care in  personal clean liness, in terest  in  your w ork, and  a w illing , 
cooperat ive at t it ude tow ard  associates, m em bers and  visitors are recogn ized  and appreciated  assets.
No m at ter w hat  your posit ion  m igh t  be, it ?s im portan t  to rem em ber that  good m anners g ive a good 
im pression . Being  p leasant  and  courteous to m em bers, visitors, and  your cow orkers is an  im portan t  part  of 
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your job.

All FBC staff m em bers are expected  to p resent  a p rofessional, businesslike im age to clien ts, visitors, 
custom ers and  the pub lic. Acceptab le personal appearance, like p roper m ain tenance of w ork areas, is an  
ongoing  requ irem ent  of em ploym ent  w ith  Fellow sh ip  Bib le Church .

Overseers shou ld  com m unicate any departm ent -specific w orkp lace at t ire and  g room ing  gu idelines to 
staff m em bers during  new -h ire orien tat ion  and  evaluat ion  periods. Any quest ions about  the departm ent?s 
gu idelines for at t ire shou ld  be d iscussed w ith  the im m ediate overseer. 

Any staff m em ber w ho does not  m eet  the at t ire or g room ing  standards set  by h is or her 
departm ent /m in ist ry w ill be sub ject  to correct ive act ion  and  m ay be asked to leave the p rem ises to change 
cloth ing . Hourly paid  staff m em bers w ill not  be com pensated  for any w ork t im e m issed because of failu re to 
com ply w ith  designated  w orkp lace at t ire and  g room ing  standards.

Em ployees are expected  to m ain tain  h igh  standards of personal clean liness and  to p resent  a neat , 
p rofessional appearance alw ays. It  is understood  that  fash ion  and m ode of d ress change cont inually, 
it  is natural t hat  you m ay w ant  to change your style of d ress to m eet  the custom  of the t im es. Fellow sh ip  
Bib le Church  asks that  you do so in  m oderat ion  and  in  good taste. Rad ical departure from  convent ional 
d ress or g room ing  is not  perm it ted . Dress that  is a d ist ract ion  to other em ployees or resu lt s in  d isrup t ion  
of w ork w ill not  be perm it ted .  

Th e fo l low in g  l ist  in clud es fash ion s t h at  w i l l  n ot  be perm it t ed :
- Spaghet t i St raps
- Jeans w ith  holes (jeans w ith  m odest  d ist ressing  are allow ed)
- Shorts (certain  roles m ay w ear appropriate leng th  shorts - no ath let ic w ear - due to the naure of their 

roles, i.e. Protech , Facilit ies, Videographers)
- Tops that  show  the m idriff, back
- Inappropriate logos
- Low  necklines
- Garm ents that  are t igh t  fit t ing
- Cloth ing  w ith  a p rin ted  m essage, slogan, polit ical m essages, p icture or art  dep ict ing  d rugs, alcohol, 

sm oking , sex, w eapons, violence, or a m essage that  is in flam m atory, obscene or d isrespect fu l 
- Dresses or b louses that  are backless, st rap less, or have spaghet t i st raps un less such garm ents are 

covered  by another art icle of cloth ing  (e.g . a sw eater or jacket ) 
- Sheer or m esh cloth ing  that  exposes undergarm ents or m id riffs 
- Excessive visib le body p iercing   
- Offensive tat toos, as defined  by a CLT m em ber and  HR Director
- Min iskirt s, defined  as skirt s 4 inches above the knee  
- Any other item  of cloth ing  determ ined to be unacceptab le by the Hum an Resources Director

If an  em ployee?s overseer feels their personal appearance is inappropriate, the em ployee m ay be asked to 
leave the w orkp lace un t il t hey are p roperly d ressed or g room ed. Em ployees shou ld  consu lt  w ith  their 
overseer if t hey have quest ions as to w hat  const it u tes appropriate appearance.  W hen necessary, reasonab le 
accom m odat ion  m ay be m ade to a person w ith  a d isab ilit y, or on  days w here unusual w ork needs p resent  
them selves.

ADDRESSING W ORKPLACE ATTIRE AND HYGIENE PROBLEMS
Violat ions of the policy can range from  inappropriate cloth ing  item s to offensive perfum es and body odor. 
If a staff m em ber com es to w ork in  inappropriate d ress, he or she w ill be requ ired  to go hom e, change in to 
conform ing  at t ire or p roperly g room , and  return  to w ork.

SMOKING
Staff w ill note? there are no tobacco products perm it ted  on  church  p roperty at  any t im e. Sm oking  as 
defined  below  of any k ind  is not  allow ed in  FBC bu ild ings or w ork areas at  any t im e. ?Sm oking? includes 
the use of any tobacco products, elect ron ic sm oking  devices, and  e-cigaret tes contain ing  n icot ine 
cart ridges and ?d ipp ing?, as w ell as inhaling , exhaling , burn ing , vap ing  or carrying  any ligh ted  tobacco 
product , includ ing  cigaret tes, cigars, elect ron ic cigaret tes, e-cigaret tes, p ipe tobacco and other ligh ted  
com bust ib le p lan t  m aterial. Sm oking  is p roh ib ited  in  all veh icles and  enclosed areas ow ned, leased, 
or operated  by the FBC. Any em ployees violat ing  th is policy w ill be sub ject  to d iscip line up  to and  
includ ing  term inat ion .
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EMPLOYEE RELATIONSHIPS AND TRAVEL
There m ay be t im es w hen Fellow sh ip  Bib le Church  em ployees of the opposite sex need to m eet  
or t ravel to a m eet ing  together outside the office. Em ployees shou ld  use d iscret ion  in  these circum -
stances and are encouraged to m eet  and /or t ravel in  g roups of th ree or m ore w hen possib le. The 
purpose beh ind  th is gu ideline is to m ain tain  in teg rity in  our staff relat ionsh ips and  in  the exam ple, 
w e set  for others.

EMERGENCY CLOSINGS
Except  for regu larly schedu led  holidays, Fellow sh ip  Bib le Church  w ill be open for m in ist ry on  Mondays 
th rough Fridays during  norm al business hours. The church  recogn izes that  circum stances beyond it s 
con t rol, such as inclem ent  w eather, nat ional crisis, or another em ergency, do occur. On such occasions, 
the church  m ay close for all or part  of a regu larly schedu led  w orkday. 

In  such event , em ployees are to see Team s for inst ruct ions posted  no later than 7:00 am .  If a determ inat ion  
is m ade that  the office w ill be open and an  em ployee is unsure about  h is or her ab ilit y to get  to w ork, the 
em ployee shou ld  contact  h is or her overseer to let  t hem  know.  

CELL PHONE POLICY
As an em ployee of Fellow sh ip  Bib le Church , you?re elig ib le to have a cell phone allow ance if you 
dem onst rate a valid  business purpose by m eet ing  specific criteria. How ever, due to financial considerat ions, 
m eet ing  the criteria doesn?t  guarantee part icipat ion . Effect ive Ju ly 1, 2013, the Hum an Resource Director w ill 
m ake the final determ inat ion  as to w hether an  em ployee receives a cell phone allow ance.

Cell  Ph on e Par t ic ipat ion  Cr it er ia: The follow ing  criteria shou ld  be considered  w hen approving  an  
em ployee cell phone allow ance.

Man ag em en t : You are in  a m anagerial role and  a crit ical com ponent  of your job  responsib ilit ies is con tact  
w ith  staff and  church  m em bers. 

W ork  locat ion : Your job  often  takes you aw ay from  your p rim ary w ork locat ion , either to m eet  w ith  
m em bers or staff or com plete w ork assignm ents. 

Em erg en cies: You part icipate in  the em ergency response team  for the church  and/or cou ld  be called  
upon to solve crit ical issues that  m ay arise during  the day. 

On  cal l : You are either on  call or expected  to respond to p rob lem s during  non-business hours.

Cell  Ph on e usag e w h ile d r iv in g : Staff m em bers note that  it  is against  Arkansas law  to text  w h ile d riving .  
Fellow sh ip  Bib le Church  st rong ly recom m ends the use of a hands-free device for cell phone usage w h ile 
d riving . All FBC staff m em bers shou ld  ab ide by all state law s in  the ju risd ict ion  w here they m ay be if t hose 
law s are st ricter than the FBC gu idelines.

TELEPHONE USE
Please t ry to lim it  your num ber of personal phone calls. Em ployees shou ld  not  m ake long  d istance calls 
un less business related . 

Calls to 1-900 num bers are p roh ib ited . Violat ion  of th is policy w ill resu lt  in  d iscip linary act ion  and  m ay be 
cause for term inat ion .

FAMILY AND MEDICAL LEAVE
Fam ily and  Med ical Leave? In  accordance w ith  the Fam ily and  Med ical Leave Act  of 1993 (?FMLA?), 
em ployees of the church  are en t it led  to up  to 12 w eeks of unpaid  leave during  any calendar year. Leave m ay 
be g ran ted  for any of the follow ing  reasons: 
- To care for the em ployee?s ch ild  after b irth  or p lacem ent  for adopt ion  or foster care.
- To care for an  em ployee?s spouse, ch ild , or paren t  w ith  a serious health  cond it ion . 
- The em ployee?s ow n serious health  cond it ion  that  m akes the em ployee unab le to perform  the funct ions 

of the job. 
- To care for a fam ily m em ber w ith  a ?serious illness or in ju ry? incurred  in  the line of duty
- FMLA leave m ay be g ran ted  due to ?exigencies? related  to act ive m ilit ary duty.

Leaves covered  by th is policy w ill be referred  to as ?FMLA? leave. Any leave taken by an  elig ib le em ployee 
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for any of the reasons covered  by th is policy w ill be considered  FMLA leave and w ill be cred ited  as such in  
Fellow sh ip  Bib le Church  records, even if t he em ployee does not  specifically iden t ify it  as FMLA leave. 

Elig ib i l i t y? To be elig ib le, em ployees m ust  have been em ployed by the church  for at  least  12 m onths 
and  have w orked  at  least  1250 hours during  the 12-m onth  period  im m ediately before the com m encem ent  
of the leave. 

Durat ion ? FMLA leave m ay last  for a total of up  to 12 w eeks during  any calendar year. Alternat ively, leave 
taken for the serious health  cond it ion  of a spouse, ch ild , paren t , or of the em ployee m ay be taken 
in term it ten t ly or on  a reduced schedu le, if m ed ically necessary. Th is m eans, w here appropriate, taking  leave 
in  b locks of t im e, or by reducing  the norm al w eekly or daily w ork schedu le, so long  as FMLA leave does not  
exceed a total of 12 w eeks during  the calendar year. Leave for the b irth , adopt ion , or p lacem ent  of a ch ild  
m ay be taken on  an  in term it ten t  basis on ly by p rior arrangem ent . 

An em ployee and spouse both  w orking  for the church  w ho are elig ib le for FMLA leave are perm it ted  to 
take on ly a com bined total of 12 w eeks if t he leave is for the b irth , adopt ion , or p lacem ent  for foster care 
of a ch ild  or to care for a parent  w ith  a serious health  cond it ion . 

Leave for  Fam ily  Mem bers of  Serv ice Mem bers In ju red  in  t h e Lin e of  Du t y  (Nat ion al Defen se 
Au t h or izat ion  Act  (NDA A)
The new  fam ily leave en t it lem ents p rovide elig ib le em ployees w ho are fam ily m em bers of covered  
service m em bers the ab ilit y to take up  to 26 w ork w eeks of leave in  a ?sing le 12-m onth  period? to care 
for a covered  service m em ber w ith  a serious illness or in ju ry incurred  in  the line of duty. Th is 26-w ork 
w eek en t it lem ent  is a special p rovision  that  extends FMLA job  p rotected  leave beyond the norm al 
12 w eeks of FMLA leave. Th is p rovision  also extends FMLA protect ion  to add it ional fam ily m em bers 
(i.e., next  of k in ) beyond the usual relat ives w ho m ay take FMLA leave for other qualifying  reasons. 
The regu lat ions also b roaden the defin it ion  of ?son or daughter? to a ch ild  of any age for th is leave.

Quali f y in g  Ex ig en cy  Leave (NDA A)
The second of the new  m ilit ary fam ily leave en t it lem ents m akes availab le to service m em bers and  their 
fam ilies the norm al 12 w ork w eeks of FMLA leave for any ?qualifying  exigency.?  Th is is defined  as (1) short -
not ice dep loym ent ; (2) m ilit ary events and  related  act ivit ies; (3) ch ild  care and  school act ivit ies; (4) financial 
and  legal arrangem ents; (5) counseling ; (6) rest  and  recuperat ion ; (7) post -dep loym ent  act ivit ies; and  (8) 
add it ional act ivit ies not  encom passed in  the other categories but  ag reed to by the em ployer and  em ployee.

Covered  Heal t h  Con d it ion s? In  accordance w ith  the FMLA, a ?serious health  cond it ion? m eans one of 
the follow ing  cond it ions affect ing  the em ployee or the em ployee?s ch ild , spouse, or paren t : 
- an illness, in ju ry, im pairm ent , or physical or m ental cond it ion  involving  inpat ien t  care in  a hosp ital, 

hosp ice, or resident ial m ed ical care facilit y. 
- any period  of incapacity requ iring  absence of m ore than th ree calendar days from  w ork, school, or other 

regu lar daily act ivit ies for a cond it ion  that  also requ ires cont inu ing  t reatm ent  (that  is, being  t reated  tw o 
or m ore t im es, or one t reatm ent  resu lt ing  in  a reg im en of con t inu ing  m ed icat ion  or therapy) under the 
supervision  of a health  care p rovider (i.e. doctor, dent ist , clin ical psycholog ist ). The tw o visit s m ust  occur 
w ith in  th irty (30) days of the beg inn ing  of the period  of incapacity and  the first  visit  to the health  care 
p rovider m ust  take p lace w ith in  seven days of the first  day of incapacity.

- cont inu ing  t reatm ent  by or under the supervision  of a health  care p rovider for a chron ic or long -term  
health  cond it ion  that  is incurab le or so serious that , if not  t reated , w ou ld  likely resu lt  in  a period  of 
incapacity of m ore than 3 calendar days. The first  visit  to the health  care p rovider during  the cont inu ing  
t reatm ent  m ust  take p lace w ith in  seven days of the first  day of incapacity: or 

- prenatal care. 

Leave Arran g em en t s? Em ployees shou ld  subm it  a leave app licat ion  to their im m ed iate overseer, 
w ho w ill forw ard  it  to Hum an Resources. 

In  instances w here leave is foreseeab le, em ployees m ust  p rovide 30 calendar days advance not ice 
of the leave request . In  cases of p lanned m ed ical t reatm ent , t he em ployee shou ld  consu lt  w ith  the 
im m ediate overseer to schedu le the leave so as not  to d isrup t  undu ly the church?s operat ions. W here 
leave is not  foreseeab le, such as during  a m ed ical em ergency, not ice m ust  be g iven as soon as 
p ract icab le, and  ord inarily w ith in  one or tw o business days of w hen the em ployee learns of the need 
for the leave. 

W here the leave is for the serious m ed ical cond it ion  of the em ployee or the em ployee?s spouse, ch ild , or 
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parent , t he em ployee m ust  subm it  a m ed ical cert ificat ion  form  support ing  the need for the leave. Th is 
form  w ill be p rovided  by the Hum an Resources Departm ent  and  w ill be filled  in  by the em ployee?s health  
care p rovider. An em ployee w ill not  be perm it ted  to com m ence or rem ain  on  a FMLA leave un less a valid  
m ed ical cert ificat ion  form  (fit ness for duty report  to return  to w ork) is p rovided . 

The church  can now  requ ire that  the cert ificat ion  specifically address the em ployee?s ab ilit y to perform  
the essent ial funct ions of the em ployee?s job.  The church  can also requ ire a fit ness-for-duty cert ificat ion  
before an  em ployee m ay return  to w ork w hen the em ployee takes in term it ten t  leave w here reasonab le 
job  safety concerns exist .

In  the case of a foreseeab le in term it ten t  leave for p lanned m ed ical t reatm ent  or during  a period  of recovery 
from  a serious health  cond it ion , the church  m ay requ ire an  em ployee to t ransfer tem porarily to an  availab le 
alternat ive posit ion , at  the equ ivalen t  pay and  benefit s, for w h ich  the em ployee is qualified , and  w h ich  
bet ter accom m odates recurring  periods of leave than does the em ployee?s regu lar posit ion . 

Note, if t he church  deem s a m ed ical cert ificat ion  to be incom plete or insufficien t , t he regu lat ions requ ire 
the em ployer to specify in  w rit ing  w hat  in form at ion  is lacking  and g ive the em ployee seven (7) calendar 
days to cure the deficiency.

Pay Du r in g  Leave? Except  as p rovided  in  th is parag raph, all FMLA days are w ithout  pay. How ever, an  
em ployee m ay use accrued vacat ion  days for any covered  FMLA leave and/or m ay u t ilize accrued personal 
days for FMLA leave due to the em ployee?s ow n serious health  cond it ion  or for the illness of a spouse, ch ild  
or paren t . The church  m ay, in  it s d iscret ion , based on  the needs of the cam pus, requ ire an  em ployee to 
u t ilize accrued vacat ion  or personal days during  a covered  leave. The Hum an Resources Office w ill not ify 
the em ployee if t he church  is going  to requ ire the use of accrued t im e during  a covered  leave. 

Ben ef i t s Du r in g  Leave? The church  w ill m ain tain  g roup health  insurance coverage during  a covered  
FMLA leave on  the sam e term s as if t he em ployee had cont inued to w ork. Em ployees w ill be advised  by 
the Hum an Resources departm ent  about  the am ount  and  m ethod of paym ent  of their port ion  of the 
health  insurance prem ium . 

In  the event  an  em ployee does not  return  from  a covered  FMLA leave, except  if t he reason is due to the 
cont inuat ion , recurrence, or onset  of a serious health  cond it ion , or other circum stances beyond the cont rol 
of the em ployee, the church  w ill recover any health  insurance prem ium s it  paid  during  the unpaid  port ion  
of any leave by deduct ing  any such am ounts from  am ounts due the em ployee, if any, or by otherw ise 
seeking  recovery of the p rem ium  th rough the legal p rocess. 

The church  w ill m ain tain  other benefit s, such as life and  d isab ilit y insurance, in  effect  during  the paid  
port ion  of a covered  FMLA leave, and , during  any unpaid  port ion  of a covered  FMLA leave upon t im ely 
paym ent  of the fu ll p rem ium  by the em ployee, as specified  by the Hum an Resources departm ent . 

Com m un icat ion  by  Em p loyee Du r in g  t h e Leave? The church  m ay requ ire the em ployee to subm it  
m ed ical re-cert ificat ions during  a leave at  30 calendar day in tervals, and  it  m ay requ ire an  em ployee to 
report  period ically on  their status and  in ten t  to return  to w ork. In  the case of leaves due to the em ployee?s 
ow n serious health  cond it ion  w h ich  exceed 60 calendar days, em ployees m ust  estab lish  their fit ness to 
return  to duty in  accordance w ith  p rocedures in  effect . 

Rein st at em en t  Fol low in g  Leave? Em ployees w ho return  from  covered  FMLA leaves w ill be reinstated  to 
their sam e or equ ivalen t  job  w ith  equ ivalen t  pay, benefit s, and  other em ploym ent  term s and cond it ions. 

Coord in at ion  w it h  ot h er  St at u t es? The FMLA does not  supersede any p rovision  of state law  that  p rovides 
g reater fam ily or m ed ical leave righ ts than the righ ts estab lished under the federal law. Leave en t it lem ents 
under state law  and the FMLA run  concurren t ly w here both  law s cover the sam e type of leave. For exam ple, 
state law  provides m atern ity/adopt ive leave; t im e spent  on  such leave w ill sim ultaneously be counted  
tow ard  FMLA leave elig ib ilit y.

Fam ily  an d  Med ical Leave Act  (FMLA) Post er? All covered  em ployers are requ ired  to d isp lay and  keep 
d isp layed a poster p repared  by the Departm ent  of Labor sum m arizing  the m ajor p rovisions of The Fam ily 
and  Med ical Leave Act  (FMLA) and  telling  em ployees how  to file a com plain t . The poster m ust  be d isp layed 
in  a consp icuous p lace w here em ployees and app lican ts for em ploym ent  can see it . A poster m ust  be 
d isp layed at  all locat ions even if t here are no elig ib le em ployees.
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LEAVE OF ABSENCE AND MILITARY LEAVE
A leave of absence is t im e off in  a non-pay status. Upon receip t  of a form al w rit ten  request  for a leave of 
absence from  regu lar fu ll-t im e em ployees, m anagem ent  w ill determ ine w hether a leave of absence w ill 
be g ran ted . The types of leaves g ran ted  are personal, educat ional, pub lic service, and  m ilit ary. The leave 
classificat ions are defined  as follow s:

Person al? Personal leaves are g ran ted  to em ployees having  special personal need for an  extended period  
of absence. Each case m ust  be evaluated  on  it s ow n m erit s and  shou ld  consider:
- The reason for the request .
- The am ount  of t im e requ ired . 
- The em ployee?s leng th  of service and  past  record .

Norm ally, personal leaves are g ran ted  for periods of up  to 90 days.

Pub lic  Serv ice? Leaves of absence for pub lic service m ay be g ran ted  to em ployees to perm it  part icipa-
t ion  in  special com m unity p rojects or polit ical cam paigns or to accept  a governm ental elect ive or 
appoin t ive posit ion . 

Mil i t ary? To protect  the em ploym ent  righ ts of em ployees en tering  the arm ed forces of the Un ited  States 
and  to ensure conform ance w ith  the app licab le federal law s, a leave of absence m ust  be g ran ted  to all 
em p loyees, except  tem porary, w ho en ter m ilit ary service for act ive duty because of the follow ing :
- In it ial en listm ent  in  the arm ed services of the Un ited  States.
- In it ial t rain ing  period  in  the Nat ional Guard .
- The act  of being  called  to act ive m ilit ary service as a m em ber of the Reserves or Nat ional Guard  for an  

indefin ite period  or for a period ic t rain ing  period  of up  to ten  w orking  days: and  any service requ irem ents 
under the Select ive Service Act .

It  is a Fellow sh ip  Bib le Church  policy to support  the Un ited  States, and  in  that  regard , those of it s em ployees 
w ho are m em bers of the arm ed forces or m ilit ary reserves. The Church  w ill g ran t  such unpaid  leave as m ay 
be requ ired  in  order to enab le it s em ployees to com ply w ith  requ ired  reservist  act ivit ies.

Such leaves w ill be g ran ted  in  accordance w ith  app licab le law s and regu lat ions of the Un ited  States, and  
such law s and regu lat ions w ill con t rol such m at ters as re-em ploym ent  or con t inuat ion  of benefit s.
RETURN TO W ORK
The em ployee assum es responsib ilit y for keep ing  the Church  period ically advised  of the status of h is or her 
leave of absence. He or she shou ld  contact  the overseer at  least  tw o w eeks p rior to the exp irat ion  of leave 
to d iscuss a return  to w ork. Follow ing  a leave of absence, the Church  w ill m ake every reasonab le effort , 
consisten t  w ith  needs, to reinstate an  em ployee to the sam e posit ion  he or she p reviously occup ied , or to 
a sim ilar posit ion . How ever, the Church  cannot  guarantee that  the em ployee w ill be reinstated  to the sam e 
or a sim ilar posit ion . If t he sam e or a sim ilar posit ion  is not  availab le, the Church  reserves the righ t  to offer 
the em ployee a low er-level posit ion  at  the appropriate salary for such a posit ion .

If t h is is not  acceptab le to the em ployee, the em ployee w ill be term inated . Except ions to th is ru le are 
em ployees w ho are g ran ted  a m ilit ary leave of absence. They are en t it led  to fu ll re-em ploym ent  righ ts 
sub ject  to the govern ing  federal and  state law s. Em ployees w ho do not  return  to w ork after a leave of 
absence w ill be term inated  effect ive on  the last  day of w ork or paid  leave, w h ichever is later.

BENEFITS
Medical, dental, and  life insurance coverage cont inues for 90 days. Thereafter, coverage m ay be converted  
to an  ind ividual con t ract  at  the em ployee?s expense. Holiday pay is not  availab le to em ployees during  a leave 
of absence. Vacat ion , personal, and  sick leave is not  accrued during  the leave of absence.
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CODE OF CONDUCT
One essent ial goal of Fellow sh ip  Bib le Church  is to uphold  eth ical standards in  all our church  act ivit ies. The 
purpose of th is Code of Conduct  is to st reng then FBC?s eth ical clim ate and  to p rovide basic gu idelines to all 
em p loyees for m any situat ions that  m ay arise.  How ever, standards of conduct  cannot  p rovide gu idelines 
for every situat ion  that  occurs and  w hen in  doubt , d iscuss your eth ical issues w ith  the appropriate part ies 
w ith in  the Church .

Each em ployee of Fellow sh ip  Bib le Church  is responsib le for com pliance w ith  th is Code of Conduct . If any 
em ployee has quest ions about  any sect ion  of th is Code of Conduct , he or she shou ld  d irect  all quest ions to 
h is or her im m ed iate overseer or Hum an Resources.

POLICIES REGARDING THE OPPOSITE SEX
It  is im portan t  to ensure there are healthy boundaries at  w ork betw een m em bers of the opposite sex.

The follow ing  ru les are to be used w hen m eet ing  or com m unicat ing  w ith  the opposite sex:

- Please m ake arrangem ents to m eet  on  site at  Fellow sh ip  if a m eet ing  requ ires a one-on-one 
scenario.

- If a one-on-one m eet ing  occurs, em ployees shou ld  m ake sure to m eet  in  an  area visib le to others 
(i.e., not  beh ind  closed  doors).

- If a qu iet  environm ent  is necessary, p lease m eet  in  a space w here the door can be cracked open OR 
the door has a w indow  in  it .  An  except ion  is allow ed for those specifically involved  in  the counseling  
m in ist ry that  need to m eet  w ith  clien ts beh ind  closed , non-w indow ed doors to m ain tain  
confident ialit y and  p rivacy.

- If a m eet ing  MUST be arranged off-site, p lease take the follow ing  steps:
- Let  another em ployee know  the m eet ing  is taking  p lace.
- Meet  in  a pub lic space w here other peop le are p resent  - coffee shop, restaurant , etc.

W hen considering  w ork-related  t ravel w ith  m em bers of the opposite sex, the follow ing  gu idelines are to be 
follow ed:

- W hen t raveling  short  d istances from  on p lace to another, t ravel in  g roups of at  least  th ree w hen at  all 
possib le.  In  the rare circum stance w here an  em ployee needs to t ravel alone w ith  the opposite sex, 
they shou ld  let  another em ployee know  about  the t ravel, durat ion , and  dest inat ion .

W hen t raveling  overn igh t  for Fellow sh ip  purposes, and  em ployees of the opposite sex (w ho are not  m arried  
or of close relat ion) are t raveling  together, follow  these gu idelines:

- A m in im um  of th ree em ployees shou ld  t ravel together and  at tend  the conference or m eet ing .
- Avoid  scenarios w here on ly tw o em ployees of the opposite sex spend t im e along  w ith  each other 

during  t ravel, m eals, or other poten t ially p rob lem at ic t im es.
- Em ployees of the opposite sex m uch book separate room s for lodg ing .
- A m em ber of CLT m ust  be aw are of and  approve the t ravel.
- Shou ld  the team  consist  of on ly tw o em ployees, and  they are of the opposite sex, p lease take the 

follow ing  steps:
- Discuss the t rip  w ith  the overseer
- Obtain  CLT approval
- Use d iscret ion
- Follow  the gu idelines w hen feasib le

W ORKPLACE COMPLIMENTS
Com plim ents to co-w orkers shou ld  be related  to skills and  ach ievem ents.  Avoid  com plim ents and  
com m ents that  cou ld  be taken as d isrespect /harassm ent .

CONFLICTS OF INTEREST
The Church  asks absolu te in teg rity from  all it s em ployees and w ill not  tolerate any conduct  that  falls short  
of that  standard . The Church  expects that  no em ployee w ill know ing ly p lace h im self or herself in  a posit ion  
that  w ou ld  have the appearance of being , or cou ld  be const rued  to be, in  conflict  w ith  the in terests of the 
Church . Overseers of Fellow sh ip  Bib le Church  have a responsib ilit y to in form  subord inates as appropriate, 
regard ing  the confident ialit y of in form at ion  acqu ired  during  their w ork and  m on itor their act ivit ies to 
assure the m ain tenance of that  con fident ialit y. 

Som e of the m ore sensit ive areas of con flict s of in terest  and  the church?s related  gu idelines are as follow s:
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USE OF CHURCH PROPERTY AND INFORMATION
All em ployees are responsib le for the p roper use of the Church?s physical resources and property, 
as w ell as it s p roprietary and  other confident ial in form at ion . Un less otherw ise p roh ib ited  by an  
em ployee?s overseer, reasonab le incidental use of a church  telephone, com puter, or other equ ip -
m ent  is perm it ted .

CHURCH PROPERTIES AND FACILITIES
Any em ployee found to be engag ing  in , or at tem pt ing  theft  of any p roperty of FBC, includ ing  docum ents, 
equ ipm ent , in tellectual p roperty and  personal p roperty of other em ployees, cash or any other item s of 
value w ill be liab le to im m ed iate sum m ary d ism issal and  possib le crim inal p roceed ings against  them . 
All em ployees have a responsib ilit y to report  any theft  or at tem pted  theft  to the leadersh ip.

CONFIDENTIAL INFORMATION
All em ployees of Fellow sh ip  Bib le Church  m ust  refrain  from  using  or appearing  to use confident ial 
in form at ion  acqu ired  during  their w ork for uneth ical or illegal advantage either personally or th rough 
th ird  part ies. 

All files, records, and  reports acqu ired  or created  during  em ploym ent  are the p roperty of the Church . 

BRIBERY, KICKBACK, AND FRAUD
No funds or assets of the Church  shall be paid , loaned, or otherw ise d isbursed  as b ribes, ?kickbacks?, or 
other paym ents designed to in fluence or com prom ise the conduct  of the recip ien t ; and  no em ployee of 
the Church  shall accept  any funds or other assets (includ ing  those p rovided  as p referen t ial t reatm ent  to 
the em ployee for fu lfilling  their responsib ilit ies), for assist ing  in  ob tain ing  business or for securing  special 
concessions from  the Church . 

Church  em ployees shou ld  conduct  their business affairs in  such a m anner that  the Church?s reputat ion  
w ill not  be im pugned if t he details of their dealings shou ld  becom e a m at ter of pub lic d iscussion . 

Em ployees m ust  not  engage in  any act ivity, w h ich  degrades the reputat ion  and  in teg rity of the Church . 

To i l lu st rat e t h e st r ic t  et h ical st an d ard , t h e Ch u rch  expect s every  em p loyee t o  m ain t ain , t h e 
fo l low in g  con d uct  is exp ressly  p roh ib it ed : 
- Paym ent  or receip t  of m oney, g ift s, loans, or other favors w h ich  m ay tend  to in fluence business decisions 

or com prom ise independent  judgm ent . 
- Paym ent  or receip t  of rebates or ?kickbacks? for ob tain ing  business for or from  the Church . 
- Paym ent  of b ribes to governm ent  officials to ob tain  favorab le ru lings.  
- Any other act ivity that  w ou ld  sim ilarly degrade the reputat ion  and /or in teg rity of the Church . 

Any em ployee found to be receiving , accept ing , or condon ing  a b ribe, k ickback, or other un law fu l paym ent , 
or at tem pt ing  to in it iate such act ivit ies, w ill be liab le to term inat ion  and  possib le crim inal p roceed ings 
against  them . Any em ployee found to be at tem pt ing  fraud  or engag ing  in  fraud  w ill be liab le to term inat ion  
and  possib le crim inal p roceed ings against  them . All em ployees have a responsib ilit y to report  any actual or 
at tem pted  b ribery, k ickback, or fraud  to the Church .

EMPLOYMENT POLICIES
The Church  is com m it ted  to fostering  a w ork environm ent  in  w h ich  all ind ividuals are t reated  w ith  respect  
and  d ign ity. Therefore, the Church  expects that  all relat ionsh ips am ong  persons in  the w orkp lace w ill be 
business-like and  free of un law fu l b ias, p rejud ice, and  harassm ent . 

It  is the Church?s policy to com ply w ith  all app licab le w age and hour law s and other statu tes regu lat ing  the 
em ployer-em ployee relat ionsh ip  and  the w orkp lace environm ent . 

No Church  em ployee m ay in terfere w ith  or retaliate against  another em ployee w ho seeks to invoke h is or 
her righ ts under the law s govern ing  labor and  em ployee relat ions. If any em ployee has quest ions about  
the law s or Church  policies govern ing  labor and  em ployee relat ions, he or she shou ld  consu lt  t he em ployee 
m anual or con tact  the Hum an Resources Departm ent . 
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The Church  is com m it ted  to p rovid ing  a safe w orkp lace for all em p loyees. In  add it ion , several law s and 
regu lat ions im pose responsib ilit y on  the Church  to safeguard  against  safety and  health  hazards. For that  
reason, and  to p rotect  the safety of them selves and  others, em ployees and other persons w ho are p resent  at  
Church  facilit ies are requ ired  to follow  carefu lly all safety inst ruct ions and  procedures that  the Church  
adopts. Quest ions about  possib le health  and  safety hazards at  any Church  facilit y shou ld  be d irected  
im m ediately to the em ployee?s overseer.

COMPLIANCE W ITH THE CODE OF CONDUCT
All em ployees have a responsib ilit y to understand  and follow  the Code of Conduct . In  add it ion , all 
em p loyees are expected  to perform  their w ork w ith  honesty and  in teg rity in  any areas not  specifically 
addressed by the Code of Conduct . A violat ion  of th is Code of Conduct  m ay resu lt  in  appropriate d iscip linary 
act ion  includ ing  the possib le term inat ion  from  em ploym ent  w ith  the Church , w ithout  add it ional w arn ing . 

The Church  st rong ly encourages d ialogue am ong  em ployees and their overseers to m ake everyone 
aw are of situat ions that  g ive rise to eth ical quest ions and  to art icu late acceptab le w ays of hand ling  
those situat ions. 

The Code of Conduct  reflects general p rincip les to gu ide em ployees in  m aking  eth ical decisions and  cannot  
and  is not  in tended to address every specific situat ion . As such, noth ing  in  th is Code of Conduct  p roh ib it s or 
rest rict s the Church  from  taking  any d iscip linary act ion  on  any m at ters pertain ing  to em ployee conduct , 
w hether they are expressly d iscussed in  th is code. The Code of Conduct  is not  in tended to create any 
expressed or im p lied  cont ract  w ith  any em ployee or th ird  party. Noth ing  in  th is docum ent  creates any 
em ploym ent  cont ract  betw een the Church  and any of it s em ployees. 

W hen faced w ith  sign ifican t  eth ical issues, em ployees shou ld  alw ays refer to these standards. How ever, if 
t hese standards do not  resolve the eth ical con flict , t he follow ing  steps shou ld  be follow ed:
- Discuss such p rob lem s w ith  the im m ediate overseer except  w hen it  appears that  the overseer is involved , 

in  w h ich  case the p rob lem  shou ld  be p resented  in it ially to the next  h igher m anagerial level. If a   
sat isfactory resolu t ion  cannot  be ach ieved w hen the p rob lem  is in it ially p resented , subm it  the issues to 
the next  h igher m anagerial level. If t he im m ediate superior is the ch ief execut ive officer, or equ ivalen t , t he 
acceptab le review ing  authority m ay be a g roup such as the Cent ral Leadersh ip  Team  or Board  of Elders. 
Contact  w ith  levels above the im m ediate overseer shou ld  be in it iated  on ly w ith  the overseer?s know ledge, 
assum ing  the overseer is not  involved . Except  w here legally p rescribed , com m unicat ion  of such p rob lem s 
to authorit ies or ind ividuals not  em ployed or engaged by the organ izat ion  is not  considered  appropriate.   

- Clarify relevant  eth ical issues by confident ial d iscussion  w ith  an  ob ject ive advisor. If legal issues are 
involved , consu lt  your ow n at torney as to legal ob ligat ions and  righ ts concern ing  the eth ical con flict .  

- If t he eth ical con flict  st ill exit s after exhaust ing  all levels of in ternal review, there m ay be no other recourse 
on  sign ifican t  m at ters than to resign  from  the staff and  to subm it  an  in form at ive m em orandum  to an  
appropriate representat ive of the Church . After resignat ion , depend ing  on  the nature of the eth ical 
con flict , it  m ay also be appropriate to not ify other part ies.

FAIR DEALING
Each em ployee shou ld  endeavor to deal fairly w ith  Fellow sh ip  Bib le Church?s m em bers, supp liers, and  
com pet itors. Em ployees shou ld  avoid  taking  un fair advantage of anyone th rough m an ipu lat ion , 
concealm ent , abuse of p rivileged in form at ion , m isrepresentat ion  of m aterial facts, or any other in ten t ional 
un fair-dealing  p ract ice.

RETALIATION
Fellow sh ip  Bib le Church  p roh ib it s d iscrim inat ion , harassm ent  and /or retaliat ion  against  any em ployee w ho 
provides in form at ion  or otherw ise assists in  an  invest igat ion  or p roceed ing  regard ing  any conduct  w h ich  
he or she reasonab ly believes to be in  violat ion  of Church  policy or app licab le law. If an  em ployee engages 
in  any such act ivity, Fellow sh ip  Bib le Church  w ill not  d ischarge, dem ote, suspend, th reaten , harass or 
otherw ise d iscrim inate or retaliate against  h im  or her in  the term s or cond it ions of em ploym ent  because 
of that  act ivity. No officer, em ployee, agent , con t ractor or subcont ractor of the Fellow sh ip  Bib le Church  
has the authority to engage in  any conduct  p roh ib ited  by th is parag raph.

Retaliat ion  includes but  m ay not  be lim ited  to:
- Refusal to h ire
- Prom ot ion  or den ial of p rom ot ion
- Threats or reprim ands
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- Negat ive job  perform ance evaluat ions
- Harassm ent
- Adverse t reatm ent
- Lim it ing  or suspend ing  access to an  in ternal com plain t  or g rievance process
- Giving  a negat ive job  reference
Any act  of retaliat ion  by an  overseer and /or cow orker m ay resu lt  in  serious adverse d iscip linary act ion  to 
include term inat ion . 

Raising  a concern  that  you reasonab ly believe reveals actual or poten t ial dam age to the environm ent , 
pub lic health , or safety (includ ing  w orkp lace safety), w aste, fraud , or abuse, or retaliat ion  is p rotected  by 
law. Retaliat ion , or the percep t ion  of retaliat ion  against  any em ployee for raising  a safety-related  concern , 
m igh t  create a ?ch illing  effect? that  underm ines the free flow  of in form at ion .

Managem ent  w ill p roact ively create a w ork environm ent  w here raising  concerns is not  on ly encouraged 
but  expected . Th is w ill be accom plished th rough regu lar com m unicat ions. We believe these act ions, as 
w ell as others, w ill resu lt  in  an  environm ent  w here em ployees w ho m ay not  be otherw ise com fortab le 
raising  concerns w ill have the confidence to do so. All em ployees have the righ t  and  responsib ilit y to raise 
such concerns to one of the m any avenues availab le

Retaliat ion  against  an  em ployee w ho raises a concern  p rotected  by law  w ill not  be tolerated . Allegat ions 
of retaliat ion  w ill be invest igated  and, if substan t iated , appropriate act ions w ill be taken.

EMPLOYEE PROTECTION (W HISTLEBLOW ER)
If any em ployee reasonab ly believes that  som e policy, p ract ice, or act ivity of Fellow sh ip  Bib le Church  is in  
violat ion  of law, a w rit ten  com plain t  m ust  be filed  by that  em ployee w ith  the Direct ional Leader or Head 
of the Overseeing  Elder Board .

It  is the in ten t  of Fellow sh ip  Bib le Church  to adhere to all law s and regu lat ions that  app ly to the 
organ izat ion  and  the purpose of th is policy is to support  the organ izat ion?s goal of legal com pliance. The 
support  of all em p loyees is necessary to ach ieving  com pliance w ith  various law s and regu lat ions. An 
em ployee is p rotected  from  retaliat ion  on ly if t he em ployee brings the alleged un law fu l act ivity, policy, or 
p ract ice to the at ten t ion  of Fellow sh ip  Bib le Church  and provides Fellow sh ip  Bib le Church  w ith  a reasonab le 
opportun ity to invest igate and  correct  the alleged un law fu l act ivity. 

The protect ion  described  below  is on ly availab le to em ployees that  com ply w ith  th is requ irem ent . 
Fellow sh ip  Bib le Church  w ill not  retaliate against  an  em ployee w ho in  good faith , has m ade a p rotest  or 
raised  a 
com plain t  against  som e pract ice of the Church , or of another ind ividual or en t ity w ith  w hom  the Church  
has a business relat ionsh ip, on  the basis of a reasonab le belief t hat  the p ract ice is in  violat ion  of law, or a 
clear m andate of pub lic policy.

Fellow sh ip  Bib le Church  w ill not  retaliate against  em ployees w ho d isclose or th reaten  to d isclose 
to an  overseer or a pub lic body, any act ivity, policy, or p ract ice of Fellow sh ip  Bib le Church  that  the 
em ployee reasonab ly believes is in  violat ion  of a law, or a ru le, or regu lat ion  m andated  pursuant  to 
law  or is in  violat ion  of a clear m andate or pub lic policy concern ing  the health , safety, w elfare, or 
p rotect ion  of the environm ent .

DRUG FREE W ORKPLACE AND EMPLOYEE DRUG TESTING
Fellow sh ip  Bib le Church  p rom otes and  is com m it ted  to a d rug -free w orkp lace to p rom ote em ployee 
safety, health  and  efficiency. All FBC staff are expected  to com ply w ith  FBC Drug  Free Workp lace Policy 
and  exercise responsib ilit y and  good judgem ent . 

The un law fu l m anufacture, d ist ribu t ion , d ispensat ion , possession , or use of a cont rolled  substance in  an  FBC 
bu ild ing  or on  FBC property is p roh ib ited . An em ployee is requ ired  to not ify h is or her overseer p rior to 
beg inn ing  the w orkday if t he em ployee is taking  a p rescribed  or over-the-counter m ed icat ion  that  affects 
alertness, judgem ent  or behavior in  w ays that  are likely to im pair job  perform ance. Any em ployees violat ing  
th is policy m ay be sub ject  to d iscip line up  to and  includ ing  term inat ion . The follow ing  defin it ions app ly to 
th is policy: 
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1. Alcohol: In toxicat ing  agent  in  beverage alcohol, ethyl alcohol or other low  m olecu lar w eigh t  alcohols, 
includ ing  m ethyl or isopropyl alcohol. 

2. Drug : Any cont rolled  substance, includ ing  m arijuana, cocaine, am phetam ines, phencyclid ine (PCP), 
and  op ioids. 

3. Drug  test : Any chem ical, b iolog ical, or physical inst rum ental analysis adm in istered  by a cert ified  
laboratory for the purpose of determ in ing  the p resence or absence of a d rug  or it s m etabolites or alcohol. 

4 . Em ployee: Ind ividual em ployed by FBC for a salary, w age, or other rem unerat ion , but  does not  include 
an  independent  cont ractor. 

5. Job  app lican t : A person w ho has app lied  for a posit ion  w ith  FBC, w ho has been offered  em ploym ent  
cond it ioned upon successfu lly passing  a d rug  or alcohol test  and  w ho m ay have begun w ork pend ing  
the resu lt s of the d rug  or alcohol test . 

6. Op ioids: A d rug  or m ed icat ion  that  relieves pain , includ ing  w ithout  lim itat ion : 
a. Hydrocodone 
b. Oxycodone 
c. Morph ine 
d . Codeine 
e. Heroin ; and  
f. Fentanyl 

7. Posit ive test  resu lt : A resu lt  t hat  is at  or above the cutoff concent rat ion  level estab lished by the US 
Departm ent  of Transportat ion  or Arkansas law s regard ing  being  under the in fluence, w h ichever is low er. 

8. Reasonab le susp icion : A belief t hat  an  em ployee is using  or has used drugs or alcohol in  violat ion  of the 
covered  em ployer?s policy d raw n from  specific ob ject ive and  art icu lab le facts and  reasonab le in ferences 
d raw n from  those facts considering  experience. Am ong  other th ings, such facts and  in ferences m ay 
be based upon: 
a. Observab le phenom ena during  w orking  hours such as d irect  observat ion  of d rug  or alcohol use or of 

the physical sym ptom s or m an ifestat ions of being  under the in fluence of a d rug  or alcohol. 
b . Abnorm al conduct  or errat ic behavior during  w orking  hours or a sign ifican t  deteriorat ion  in  w ork 

perform ance. 
c. A report  of d rug  or alcohol use p rovided  by a reliab le and  cred ib le source. 
d . Evidence that  an  ind ividual has tam pered  w ith  a d rug  or alcohol test  during  em ploym ent  w ith  the 

curren t  covered  em ployer. 
e. In form at ion  that  an  em ployee has caused, cont ribu ted  to, or been involved  in  an  accident  w h ile 

at  w ork; or 
f. Evidence that  an  em ployee has used, possessed, sold , solicited , or t ransferred  d rugs or used alcohol 

w h ile w orking  or w h ile on  the covered  em ployer?s p rem ises or w h ile operat ing  the covered  em ployer?s 
veh icle, m ach inery, or equ ipm ent . 

TYPES OF TESTING 
FBC reserves the righ t  to test  any em ployee pursuant  to the follow ing  types of test ing :
1. Job  App lican t  (Pre-em ploym ent ) 

a. A not ice of d rug  and alcohol test ing  w ill be included on  vacancy announcem ents for posit ions for 
w h ich  d rug  and alcohol test ing  is requ ired . 

b. An app lican t  w ho refuses to subm it  to a test  w ill have the em ploym ent  offer w ithdraw n.
2. Reasonab le-Susp icion  
3. Random  

a. FBC m ay conduct  unannounced test ing  of a sam ple or select ion  of em ployees chosen by stat ist ical 
m eans such that  every em ployee has an  equal chance of being  tested . 

b. If a random  test  is conducted , a m in im um  of 2% of FBC em ployees m ust  be tested .
4 . Rout ine Fitness-For-Duty
5. Follow -Up 

a. Th is is for em ployees w ho have previously tested  posit ive for illegal d rugs or have violated  th is policy. 
6. Post -Accident  
7. Workm an?s Com p 
 
FBC is not  p roh ib ited  from  conduct ing  any law fu l test ing  of em ployees for d rugs or alcohol that  is in  
add it ion  to the above test ing . An em ployee w ho refuses to subm it  to a d rug  test  by going  to the designated  
test  site w ith in  th ree hours of inst ruct ion  to do so w ill be im m ediately term inated . A FBC em ployee m ay be 
sub ject  to d iscip line if t he d rug  test ing  resu lt s dem onst rate that  the d rugs are at  a level that  im pairs the 
w ork perform ance and the em ployee has failed  to not ify h is or her overseer that  he or she is w orking  in  an  
im paired  state. 
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An  em ployee w ho is not  in  a safety- sensit ive posit ion  m ay be tested  for alcohol on ly w hen the test  is based 
upon reasonab le susp icion . An em ployee in  a safety-sensit ive posit ion  m ay be tested  for alcohol use at  any 
t im e w ithout  not ice. 

SUBSTANCE ABUSE
Fellow sh ip  Bib le Church  recogn izes that  ind ividuals, som et im es to an  exten t  that  their ab ilit ies and  senses 
are im paired , use substances such as alcohol and  d rugs. Our posit ion  regard ing  substance abuse is the 
sam e w hether the substances are alcohol, m arijuana, illegal d rugs, or other cont rolled  substances.  

Th is policy is im p lem ented  because w e believe that  the im pairm ent  of any Fellow sh ip  Bib le Church  
em ployee due to h is or her use of substances is likely to resu lt  in  the risk of in ju ry to other em ployees, the 
im paired  em ployee, or to th ird  part ies, such as Church  m em bers or guests. Moreover, substance abuse 
adversely affects em ployee m orale and  product ivity.

?Im pairm ent? or ?being  im paired? m eans that  an  em ployee?s norm al physical or m ental ab ilit ies, or facu lt ies, 
w h ile at  w ork have been det rim entally affected  using  substances.

The em ployee w ho beg ins w ork w h ile im paired  or w ho becom es im paired  w h ile at  w ork is gu ilt y of a m ajor 
violat ion  of Church  ru les and  is sub ject  to severe d iscip linary act ion . Severe d iscip linary act ion  can include 
suspension , d ism issal, or any other penalty appropriate under the circum stances. Likew ise, the use, 
possession , t ransfer, or sale of any substance on  Church  p rem ises or in  any Fellow sh ip  Bib le Church  parking  
lot , storage area, or Church  site is p roh ib ited . Violat ions are sub ject  to severe d iscip linary act ion . In  all 
instances, the d iscip linary act ion  to be adm in istered  shall be at  the sole d iscret ion  and  determ inat ion  of the 
Church .

W hen an em ployee is involved  in  the use, possession , t ransfer, or sale of a substance in  violat ion  of th is 
policy, the Church  m ay not ify appropriate authorit ies. Such not ice w ill be g iven on ly after such an  incident  
has been invest igated  and review ed by the em ployee?s overseer, Hum an Resources, and  the Cent ral 
Leadersh ip  Team . Fellow sh ip  Bib le Church  is aw are that  substance abuse is a com plex health  p rob lem  that  
has both  a physical im pact  and  an  em ot ional im pact  on  the em ployee, h is or her fam ily, and  social 
relat ionsh ips. A substance abuser is a person w ho uses substances, as defined  above, for non-m ed ical 
reasons, and  th is use det rim entally affects job  perform ance or in terferes w ith  norm al social ad justm ents at  
w ork. Substance abuse is both  a m anagem ent  and  a m ed ical p rob lem .

An overseer w ho suspects a substance abuse case shou ld  d iscuss the situat ion  im m ediately w ith  h is or her 
overseer. Because each case is usually d ifferen t , t he hand ling  and  referral of the case m ust  be coord inated  
w ith  the overseer and  the Hum an Resource Director.

Volun tary, successfu l part icipat ion  in  a recovery or rehab ilit at ive p rog ram  by an  em ployee m ay be a 
m it igat ing  factor in  any d iscip linary act ion , depend ing  on  the facts and  circum stances of each ind ividual 
case. In  som e cases, d iscip linary act ion  m ay be suspended, or the em ployee p laced on  p robat ion  pend ing  a 
successfu l com plet ion  of a recovery p rog ram .

Em ployees w ho are p laced on  a rehab ilit at ion  p rog ram  because of perform ance or behavior p rob lem s due 
to substance abuse are sub ject  to d ism issal for failu re to successfu lly com plete the p rog ram  or change their 
perform ance or behavior.

App lican ts w ho have a past  h istory of substance abuse and w ho have dem onst rated  an  ab ilit y to abstain  
from  the substance, or w ho can p rovide m ed ical assurance of acceptab le cont rol, m ay be considered  for 
em ploym ent  as long  as they are otherw ise qualified  for the posit ion  for w h ich  they are app lying .

Managem ent  has chosen to adopt  an  alcoholic beverage policy in  keep ing  w ith  the concern  for and  the 
risks associated  w ith  alcohol use. Alcoholic beverages shall not  be served  or used on  Fellow sh ip  Bib le 
Church  p rem ises at  any t im e. 

The Church  is concerned w ith  it s em ployee?s p rivacy, especially w hen m at ters regard ing  m ed ical and  
personal in form at ion  are involved . If t he in form at ion  is not  needed for police or security purposes, the 
Church  shall m ain tain  em ployee m ed ical and  personal in form at ion  in  confidence and release th is 
in form at ion  to authorized  Church  personnel on  a ?need to know ? basis. An except ion  to th is policy is 
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w hen the em ployee signs a release for the t ransfer of such in form at ion  on  form s acceptab le to the 
Church  to designated  persons or agencies.

Noth ing  contained  in  th is sect ion  shall elim inate or m od ify the Church?s righ t  to term inate any em ployee 
at  any t im e for any reason.

HARASSMENT
Fellow sh ip  Bib le Church  is com m it ted  to p rovid ing  a w ork environm ent  that  is free of harassm ent . In  
keep ing  w ith  th is com m itm ent , Fellow sh ip  Bib le Church  m ain tains a st rict  policy p roh ib it ing  un law fu l 
harassm ent , includ ing  racial or sexual harassm ent .

Sexual and  other un law fu l harassm ent  is a violat ion  of Tit le VII of t he Civil Righ ts Act  of 1964 (Tit le VII), 
as am ended, as w ell as m any state law s. Harassm ent  based on  a characterist ic p rotected  by law, such 
as race, color, ancest ry, nat ional orig in , gender, sex, sexual orien tat ion , gender ident ity, m arital status, 
relig ion , age, d isab ilit y, veteran  status, or other characterist ic p rotected  by state or federal law, is p roh ib ited . 

It  is Fellow sh ip  Bib le Church?s policy to p rovide a w ork environm ent  free of sexual and  other harassm ent . 
To that  end , harassm ent  of Fellow sh ip  Bib le Church?s em ployees by m anagem ent , overseers, cow orkers, or 
non-em ployees w ho are in  the w orkp lace is absolu tely p roh ib ited . Further, any retaliat ion  against  an  
ind ividual w ho has com plained  about  sexual or other harassm ent  or retaliat ion  against  ind ividuals for 
cooperat ing  w ith  an  invest igat ion  of a harassm ent  com plain t  is sim ilarly un law fu l and  w ill not  be tolerated . 
Fellow sh ip  Bib le Church  w ill t ake all steps necessary to p revent  and  elim inate un law fu l harassm ent .

Def in it ion  of  Un law fu l Harassm en t . ?Unlaw fu l harassm ent? is conduct  that  has the purpose or effect  of 
creat ing  an  in t im idat ing , host ile, or offensive w ork environm ent ; has the purpose or effect  of substan t ially 
and  unreasonab ly in terfering  w ith  an  ind ividual?s w ork perform ance; or otherw ise adversely affects an  
ind ividual?s em ploym ent  opportun it ies because of the ind ividual?s m em bersh ip  in  a p rotected  class.

Un law fu l harassm ent  includes, but  is not  lim ited  to, ep ithets; slu rs; jokes; p ranks; innuendo; com m ents; 
w rit ten  or g raph ic m aterial; stereotyp ing ; or other th reaten ing , host ile, or in t im idat ing  acts based on  race, 
color, ancest ry, nat ional orig in , gender, sex, sexual orien tat ion , m arital status, relig ion , age, d isab ilit y, veteran  
status, or other characterist ic p rotected  by state or federal law.

Def in it ion  of  Sexual Harassm en t . ?Sexual harassm ent? is generally defined  under both  state and  federal 
law  as unw elcom e sexual advances, requests for sexual favors, and  other verbal or physical conduct  of a 
sexual nature w here:
- Subm ission  to or reject ion  of such conduct  is m ade either exp licit ly or im p licit ly a term  or cond it ion  of 

any ind ividual?s em ploym ent  or as a basis for em ploym ent  decisions; or
- Such conduct  has the purpose or effect  of unreasonab ly in terfering  w ith  an  ind ividual?s w ork perform ance 

or creat ing  an  in t im idat ing , host ile, or offensive w ork environm ent .

Other sexually orien ted  conduct , w hether in tended or not , t hat  is unw elcom e and has the effect  of creat ing  
a w ork environm ent  that  is host ile, offensive, in t im idat ing , or hum iliat ing  to w orkers m ay also const it u te 
sexual harassm ent .

Harassm ent  w ill not  be tolerated , and  factually supported  incidents of harassm ent  w ill resu lt  in  d iscip linary 
act ion , up  to and  includ ing  term inat ion .

Harassm en t  in clud es, bu t  is n ot  l im it ed  t o :
1. Verbal harassm ent , i.e., ep ithets, derogatory com m ents or slu rs, or unw anted  sexual advances, invitat ions 

or com m ents.
2. Physical harassm ent , i.e., assau lt s, im pend ing  or b locking  m ovem ent , or any physical in terference w ith  

norm al w ork or m ovem ent  w hen d irected  at  an  ind ividual.
3. Disp laying  or d ist ribu t ing  sexually offensive or racist  m aterials.  Th is includes derogatory posters, 

cartoons, d raw ings or gestures.
4 . Discrim inat ing  against  any em ployee in  w ork assignm ents or job -related  t rain ing .
5. In t im ate physical con tact .
6. Making  sexual or racial innuendos.
7. Dem and ing  favors (sexual or otherw ise), exp licit ly or im p licit ly, as a cond it ion  of em ploym ent , p rom ot ion , 
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t ransfer or any other term  or cond it ion  of em ploym ent .
8. Retaliat ion  for having  reported  harassm ent .

Sexual h arassm en t  d eserves special m en t ion . Unw elcom e sexual ad van ces, request s for  
sexual favors, an d  ot h er  physical, verbal, or  v isual con d uct  based  on  sex  con st i t u t es sexual 
h arassm en t  w h en :
- Subm ission  to the conduct  is an  exp licit  (clear) or im p licit  (im p lied) term  or cond it ion  of em ploym ent
- Subm ission  to or reject ion  of the conduct  is used  as the basis for an  em ploym ent  decision  or the conduct  

has the purpose or effect  of unreasonab ly in terfering  w ith  a person?s w ork perform ance or creat ing  an  
in t im idat ing , host ile, or offensive w orking  environm ent

Sexual h arassm en t  is con d uct  based  on  sex , w h et h er  d irect ed  t ow ard s a person  of  t h e opposit e or  
sam e sex , an d  m ay in clud e:
- Exp licit  sexual p roposit ions
- Sexual innuendo (sly rem arks)
- Suggest ive com m ents
- Sexually orien ted  ?kidd ing? or ?teasing ,? p ract ical jokes, and  obscene prin ted  or visual m aterial 

(includ ing  e-m ail)
- Physical con tact  such as pat t ing , p inch ing , or b rush ing  against  another person?s body
- Treat ing  peop le d ifferen t ly, even in  non-sexual w ays, solely because of their gender

All em ployees are responsib le to help  assure that  w e avoid  harassm ent . If you feel that  you have 
experienced or w itnessed any conduct  that  is inconsisten t  w ith  th is Policy, you are to not ify the Hum an 
Resources Director, or your overseer.

All em ployees shou ld  take special note that , as stated  above, retaliat ion  against  an  ind ividual w ho 
has com plained  about  sexual harassm ent  and  retaliat ion  against  ind ividuals for cooperat ing  w ith  an  
invest igat ion  of sexual harassm ent  com plain t  is un law fu l and  w ill not  be tolerated  at  Fellow sh ip  
Bib le Church .

Com plain t  Procedure. Any em ployee w ho believes he or she has been sub ject  to or w itnessed illegal 
d iscrim inat ion , includ ing  sexual or other form s of un law fu l harassm ent , is requested  and encouraged to 
m ake a com plain t . You m ay, but  are not  requ ired  to, com plain  first  to the person you feel is d iscrim inat ing  
against  or harassing  you. You m ay com plain  d irect ly to your im m ed iate overseer or departm ent  m anager, 
the HR d irector, or any other m em ber of m anagem ent  w ith  w hom  you feel com fortab le b ring ing  such a 
com plain t . Sim ilarly, if you observe acts of d iscrim inat ion  tow ard  or harassm ent  of another em ployee, you 
are requested  and encouraged to report  t h is to one of the ind ividuals listed  above.

No reprisal, retaliat ion , or other adverse act ion  w ill be taken against  an  em ployee for m aking  a com plain t  
or report  of d iscrim inat ion  or harassm ent  or for assist ing  in  the invest igat ion  of any such com plain t  or 
report . Any suspected  retaliat ion  or in t im idat ion  shou ld  be reported  im m ediately to one of the persons 
ident ified  above.

All com plain ts w ill be invest igated  p rom pt ly and , to the exten t  possib le, w ith  regard  for con fident ialit y.

If t he invest igat ion  confirm s conduct  con t rary to th is policy has occurred , Fellow sh ip  Bib le Church  
w ill t ake im m ediate, appropriate, correct ive act ion , includ ing  d iscip line, up  to and  includ ing  im m ediate 
term inat ion .

Fellow sh ip  Bib le Church  forb ids retaliat ion  against  (get t ing  even w ith ) anyone for report ing  d iscrim inat ion  
or harassm ent , assist ing  in  m aking  a d iscrim inat ion  or harassm ent  com plain t , cooperat ing  in  a 
d iscrim inat ion  or harassm ent  invest igat ion , or filing  an  EEOC claim . If you feel you have been retaliated  
against , you are to not ify the Hum an Resources Director or your overseer.

Fellow sh ip  Bib le Church  policy is to invest igate all harassm ent  com plain ts thorough ly and  prom pt ly. 
To the fu llest  p ract ical exten t , Fellow sh ip  Bib le Church  w ill keep  com plain ts and  the term s of their 
resolu t ion  confident ial. If an  invest igat ion  confirm s that  a violat ion  of our policy has occurred , Fellow sh ip  
Bib le Church  w ill t ake correct ive act ion , includ ing  d iscip line, up  to and  includ ing  im m ediate term inat ion  
of em ploym ent .
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If you believe you have been harassed by a co-w orker, overseer or agent  of Fellow sh ip  Bib le Church , 
you m ust  p rom pt ly report  t he facts of the incident  or incidents and  the nam es of the ind ividuals 
involved  to your overseer or to the Hum an Resource Departm ent . If t he harassm ent  involves the 
em ployee?s overseer, then the harassm ent  shou ld  be reported  d irect ly to the Hum an Resource 
Director. Overseers shou ld  im m ediately report  any incidents of harassm ent  to the Hum an Resources 
Departm ent , w h ich  w ill invest igate all such  claim s, and  take appropriate d iscip linary act ion . The resu lt s 
of the invest igat ion  shall be kep t  confident ial and  p rovided  to those em ployees of Fellow sh ip  Bib le Church  
on  a need-to-know  basis.

W ORKPLACE VIOLENCE
Fellow sh ip  Bib le Church  is com m it ted  to m ain tain ing  a safe environm ent  for all staff, m em bers and  guests 
and  w ill not  tolerate any form  of w orkp lace violence com m it ted  by or against  it s em ployees. Any observed  
or reported  form  of w orkp lace violence w ill be taken seriously and  thorough ly invest igated . Any confirm ed 
offenders w ill be dealt  w ith  th rough the curren t  Church  d iscip linary p rocess, and  local law  enforcem ent  
p rocedures, as appropriate. 

Workp lace violence includes, but  is not  lim ited  to, the follow ing : harassm ent ; stalk ing ; physical violence; 
the use of w eapons of any k ind ; the d irect  or im p lied  th reat  of physical violence tow ard  any m em ber of the 
staff, m em bers or guests of Fellow sh ip  Bib le Church . 

Th is list  of behaviors, w h ile not  inclusive, p rovides exam ples of conduct  that  is p roh ib ited  by th is policy: 
- Causing  physical in ju ry to another person. 
- Making  th reaten ing  rem arks. 
- Aggressive or host ile behavior that  creates a reasonab le fear of in ju ry to another person or sub jects 

another ind ividual to em ot ional d ist ress.
- In ten t ionally dam ag ing  em ployer p roperty or p roperty of another em ployee.
- Com m it t ing  acts m ot ivated  by or related  to sexual harassm ent  or dom est ic violence. 
- Any poten t ially dangerous situat ion  m ust  be reported  im m ediately to an  overseer or the Director of 

Hum an Resources. Reports or incidents w arran t ing  confident ialit y w ill be hand led  appropriately and  
confident ialit y w ill be m ain tained  to the exten t  possib le.

CONCEALED W EAPON POLICY
Regard less of w hether an  em ployee possesses a concealed  w eapon perm it  or is allow ed by law  to possess 
a w eapon, w eapons are p roh ib ited  on  FBC property.

Weapons include, but  are not  lim ited  to, guns, kn ives or sw ords w ith  b lades over four inches in  leng th , 
exp losives, and  any chem ical w hose purpose is to cause harm  to another person.

Possession  of a w eapon can be authorized  by the Cent ral Leadersh ip  Team  to allow  security personnel or 
a t rained  em ployee to have a w eapon on  Church  p roperty w hen th is possession  is determ ined necessary 
to secure the safety and  security of Church  em ployees. 

Em ployees w ho violate th is policy w ill be sub ject  to d iscip linary act ions, up  to and  includ ing  em ploym ent  
term inat ion .

RETURN OF PROPERTY
Fellow sh ip  Bib le Church  m ay assign  you p roperty, m aterials or w rit ten  in form at ion  (includes but  
not  lim ited  to fob, keys, com puter) to help  you do your job. You are responsib le for p rotect ing  and  
cont rolling  any p roperty w e loan you.

You m ust  also return  it  p rom pt ly if w e ask. If you stop  w orking  at  Fellow sh ip  Bib le Church , you 
m ust  return  all Fellow sh ip  Bib le Church  p roperty im m ed iately.
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W ORKPLACE EMERGENCY PLAN
Key Em ergency Personnel to be Contacted :

LEADER RESPONSIBILITIES
In  the event  of an  em ergency, leader responsib ilit ies m ay include the follow ing :
- Know ing  how  to correct ly respond to and  sum m on help  for a m ed ical em ergency.
- Know ing  how  to correct ly report  a fire or sm oke em ergency using  the 911 em ergency num ber.
- Know ing  the locat ions of the m anual fire alarm  pu ll stat ions in  their area.
- Know ing  the locat ions of the fire ext ingu ishers in  their area and how  to use them .
- Know ing  how  to correct ly respond to a fire w arn ing  alarm .
- Know ing  designated  shelter areas and precaut ions to take in  the event  of a tornado em ergency.
- Becom ing  fam iliar w ith  exit  routes and  know ing  alternate exit s to correct ly respond to a call for an  

evacuat ion .
- Closing  all opened doors as they evacuate an  area.

FIRE EMERGENCY
1. W hen the alarm  sounds, Facilit ies Manager and /or Assistan t  Facilit ies Manager w ill check the alarm  

panel to determ ine the p rob lem .
2. Upon hearing  the alarm , staff shou ld  im m ediately evacuate the bu ild ing  along  the nearest  fire 

escape route as qu ickly as possib le w ithout  stopp ing  to take equ ipm ent  or possessions. Do not  use 
the elevators.  

3. After leaving  the bu ild ing , the staff shou ld  congregate in  the South  parking  lot  so that  a head count  
can be taken. Staff shou ld  rem ain  in  the parking  lot  un t il fu rther inst ruct ion .

4 . As a ru le, all firefigh t ing  shou ld  be left  to the p rofessionals. An at tem pt  to figh t  a fire w ith  the fire-
figh t ing  equ ipm ent  availab le w ould  on ly be relevant  for authorized  t rained  staff, w here the fire w as 
of a very sm all nature or im p ing ing  on  an  exit  route. The priority is to evacuate.

5. Inst ruct ions as to w hether to re-en ter the bu ild ing  w ill be g iven by either Security Manager or 
Operat ions Pastor.

TORNADO
1. During  the w eek, if you are in  the adm in ist rat ive offices, go to the area by and /or around the elevator 

on  the first  floor. Stay aw ay from  corners, w indow s, doors, and  outside w alls. Put  as m any w alls 
as possib le betw een you and the outside. Use your arm s to p rotect  your head and neck. Do not  
open w indow s.

2. If in  an  in terior hallw ay, aw ay from  w indow s, crouch dow n as low  as possib le.
3. DO NOT use the elevators.  If you are in  an  elevator, stop  and  get  off at  t he next  floor and  take cover in  

an  in terior hallw ay or in terior room .  
4 . If m oving  to a safer locat ion  in  the bu ild ing  is not  possib le, get  under a desk or tab le in  an  

in terior office.
5. If you are at tend ing  a Church  service, p lease rem ain  in  your venue. FSK has their ow n em ergency p lan  

that  w ill be enacted .
6. Wait  in  the designated  area un t il you hear an  announcem ent  from  a m em ber of the Response Team  

that  it  is safe to return  to your area.
7. If you are outside w ith  no shelter, lie flat  in  a nearby d itch  or depression  and cover your head w ith  your 

hands. Be aw are of the poten t ial for flood ing . Never t ry to out run  a tornado in  urban or congested  areas 
in  a car or t ruck. Instead , leave the veh icle im m ediately for safe shelter.

MEDICAL EMERGENCY
1. W hen an em ergency occurs, one person shou ld  aid  w h ile another calls for help. If on ly one person is 

availab le, check vict im  carefu lly to assess the p rob lem , and  then call for help.
2. Dial 911. Give the d ispatcher the requ ired  in form at ion  using  steps 3, 4 , and  5 as a gu ideline.
3. Give the locat ion  of the em ergency includ ing  the address and  the telephone num ber you are 

calling  from .

NAME TITLE TEAM TELEPHONE NUMBER
John Blackm on Security Manager Invest igate the Cause 501-541-2020

Leigh  Ann Horton HR Director Staff Response Team  ? 2nd  Floor 501-681-1075
Mark Henry Teach ing  Pastor Event  Response Team 501-765-2626
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4. Describe w hat  happened. Tell t he 911 d ispatcher w hat  appears to be w rong .
5. In form  the d ispatcher w hat , if any, first  aid  is being  g iven, such as resuscitat ion , con t rolling  of 

b leed ing , etc.
6. Don?t  hang  up  un t il t he d ispatcher hangs up. The d ispatcher m ay tell you how  to care for the vict im . 

If you have left  t he scene to m ake the call, return  and  help  care for the vict im  un t il m ed ical assist -
ance arrives.

EARTHQUAKE EMERGENCY
1. If indoors? drop  to the g round; take cover by get t ing  under a sturdy tab le or other p iece of fu rn itu re; 

and  hold  on  un t il t he shaking  stops. If t here is not  a tab le or desk near you, cover your face and head 
w ith  your arm s and crouch in  an  inside corner of the bu ild ing .

2. Stay aw ay from  g lass, w indow s, outside doors and  w alls, and  anyth ing  that  cou ld  fall, such  as ligh t ing  
fixtures or fu rn itu re.

3. Stay in  bed  (if app licab le, for exam ple Fam ily Prom ise) if you are there w hen the earthquake st rikes. 
Hold  on  and protect  your head w ith  a p illow, un less you are under a heavy ligh t  fixture that  cou ld  fall. 
In  that  case, m ove to the nearest  safe p lace.

4 . Use a doorw ay for shelter on ly if it  is near you and if you know  it  is a st rong ly supported , load-bearing  
doorw ay.

5. Stay inside un t il shaking  stops and it  is safe to go outside. Research  has show n that  m ost  in ju ries 
occur w hen peop le inside bu ild ings at tem pt  to m ove to a d ifferen t  locat ion  inside the bu ild ing  or 
t ry to leave.

6. Be aw are that  the elect ricity m ay go out  or the sprinkler system s or fire alarm s m ay turn  on .
7. DO NOT use the elevators.
8. If ou tdoors, stay w here you are and  rem ain  outdoors.
9. Move aw ay from  bu ild ings, st reet ligh ts and  u t ilit y w ires.
10.Once in  the open, stay there un t il t he shaking  stops. The g reatest  danger exist s d irect ly outside 

bu ild ings at  exit s and  alongside exterior w alls.
11. If in  a m oving  veh icle, stop  as qu ickly as safety perm it s and  stay in  the veh icle. Avoid  stopp ing  near or 

under bu ild ings, t rees, overpasses and u t ilit y w ires.
12.Process caut iously once the earthquake has stopped. Avoid  roads, b ridges, or ram ps that  m igh t  have 

been dam aged by the earthquake.
13.If t rapped under debris, do not  ligh t  a m atch  or m ove about  or k ick up  dust . Cover your m outh  w ith  

a handkerch ief or cloth ing . Tape on  a p ipe or w all so rescuers can locate you. Use a w h ist le if one is 
availab le. Shout  on ly as a last  resort . Shout ing  can cause you to inhale dangerous am ounts of dust .

SHOOTING EMERGENCY
Sunday Morning Threa t
If a shoot ing  w ere to take p lace during  Sunday services, police on  duty have a p lan  w h ich  has been 
com m unicated  to the Teach ing  Pastors. For obvious security reasons, th is p lan  w ill not  be included in  
the Em ployee Manual. On hearing  gunshots, at tendees shou ld  m ove as qu ickly as possib le to the outside 
of the bu ild ing . Use w hatever form  of escape is necessary. (Breaking  a w indow  is acceptab le.) FSK w ill go 
in to ?lock dow n? for the ch ild ren?s p rotect ion . Parents w ill not  be allow ed to p ick up  their ch ild ren  un t il t he 
th reat  has been hand led  by the police and  an  ?all clear? is g iven .

W eekday Occurrence
If a shoot ing  w ere to take p lace during  the w eek, all em p loyees and those on  cam pus shou ld  m ove as 
qu ickly as possib le th rough the nearest  outside exit . The Lit t le Rock Police Departm ent  has advised  that  
t rying  to take cover or h id ing  is not  the best  p lan . Get t ing  as far aw ay from  the shooter (th reat ) is their 
recom m endat ion .

Threa ts
In  the event  you receive a th reaten ing  call (i.e. bom b th reat , arm ed assau lt , custody issues), rem ain  
calm . If possib le, have a p re-arranged signal to alert  another staff m em ber that  you are hand ling  a 
th reaten ing  call.
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Note: In the event of a  threa t:
- Call 911 im m ediately. Provide the follow ing  in form at ion .
- Iden t ify yourself and  w here you w ork
- State: ?I have received  a th reat .? (exp lain  w h ich  k ind  ?  bom b, shoot ing , etc.)
- Give your locat ion  and  extension .
- Rem ain  calm !

GENERAL PRINCIPLES 
Fellow sh ip  Bib le Church  m ain tains certain  policies regard ing  the use and security of it s com puter system s, 
netw ork, and  in form at ion  resources. All em ployees are expected  to be fam iliar w ith  these policies and  the 
consequences of violat ion . These policies ensure that  the use of FBC?s I.T. resources support  it s m ission  of 
spread ing  the good new s of Christ  in  the best  possib le w ay.   

INFORMATION TECHNOLOGY (I.T.) RESOURCES DEFINED: 
This policy covers all of FBC?s I.T. resources includ ing  hardw are, softw are and  conten t . Th is includes, but  is 
not  lim ited  to: lap top  and desktop  com puters, tab lets, sm artphones, servers, d isk d rives, USB flash  d rives; 
peripherals such as p rin ters and  cop iers; softw are app licat ions and  their associated  files and  data, in ternet  
connect ivity, elect ron ic m ail, telephones, USB devices, voicem ail system s and all con ten t  resid ing  in  any of 
these. Th is policy also app lies to all in form at ion  stored  in  databases, w hether hosted  on-prem ises or on line, 
m ain tained  by Fellow sh ip  Bib le Church .  

PERMITTED GENERAL ACCESS: 
All em ployees are ob ligated  to use FBC?s I.T. resources in  accordance w ith  app licab le law s, w ith  FBC?s 
policies and  in  w ays that  are responsib le, eth ical, and  p rofessional.    

Generally, em ployees are g iven access to the FBC?s various I.T. resources based on  their job  funct ions. On ly 
em ployees w hose job  perform ance w ill benefit  from  the use of FBC?s I.T. resources w ill be g iven access to 
the necessary technology.  Access, passw ords, and  e-m ail accounts are g ran ted  by the I.T. Departm ent  of 
Fellow sh ip  Bib le Church  and access to the system s can be den ied  by the sam e departm ent . 

E-POLICIES

Com plete th is in form at ion  if you receive a th reat .
Exact  t im e of call: ______________ Date: _____________________
Exact  w ords of the caller: ______________________________________________________
Caller?s voice: (circle)
Male Fem ale Adult Youth
Est im ated  Age: ________
Black W hite Hispan ic Asian Other: ______
Calm Disgu ised Nasal Rap id  Accent
Nervous Angry Sincere Slurred Loud
Excited Gigg ling St ressed Crying
If t he voice is fam iliar, w hose d id  it  sound like? ______________________________________________________
Background Noise: (circle)
Music Ch ild ren Typ ing Airp lanes Mach inery Cars/Trucks
Other: ______________________________________________________
Obtain  as m uch in form at ion  as possib le. Do not  hang  up.
Som e quest ions you m ight  ask.
W here are you calling  from ?
W hat  is your nam e?
W hat  is your address?
You sound upset ; can  som eone help  you?
Other pert inent  in form at ion : ______________________________________________________
Call received  by: ________________________ Extension : ________________________

THREAT CHECKLIST
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I.T. resources shou ld  be used for m in ist ry related  funct ions; how ever, there are a few  except ions: 
- Send ing  and receiving  necessary and  occasional personal com m unicat ions. 
- To prepare and  store incidental personal data (such as personal calendars, personal address list s, and  

sim ilar incidental personal data) in  a responsib le m anner. 
- To use the telephone system  for b rief and  necessary personal calls. 
- To access the in ternet  for b rief personal searches and inqu iries during  m ealt im es or other b reaks, or 

outside of w ork hours, if em p loyees adhere to all other usage policies. 

The use of FBC?s I.T. resources is lim ited  to m in ist ry business and  incidental personal use. Incidental 
personal use m ay not  in terfere w ith  FBC w ork, nor m ay it  resu lt  in  add it ional cost  to FBC. FBC?s I.T. resources 
m ust  
be used in  a m anner consisten t  w ith  FBC?s status as a not -for-p rofit  organ izat ion  and  cannot  be used for the 
benefit  of personal businesses or other organ izat ions un less specifically authorized . Unauthorized  access to 
and  the use of FBC?s I.T. resources violates th is policy.   

In  subsequent  sect ions, th is policy defines unacceptab le uses of the in form at ion  technology resources of 
the Church  in  m ore detail. The Church  reserves the righ t , upon reasonab le cause for susp icion , to access 
all aspects of it s com put ing  system s and netw orks, includ ing  ind ividual log in  sessions to determ ine if a 
user is violat ing  th is policy or state or federal law s. 

USER RESPONSIBILITIES
PRIVACY 
No user shou ld  view, copy, alter, or dest roy another?s personal elect ron ic files w ithout  perm ission  (un less 
authorized  or requ ired  to do so by law  or regu lat ion). In  add it ion , users shou ld  not  have an  expectat ion  
of p rivacy. The in form at ion  technology system  belongs to the Church . Users expressly w aive any righ t  of 
p rivacy in  anyth ing  they create, store, send, or receive on  FBC?s I.T. resources. 

COPYRIGHT 
Writ ten  perm ission  from  the copyrigh t  holder is requ ired  to dup licate any copyrigh ted  m aterial. Th is 
includes dup licat ion  of aud io tapes, videotapes, photog raphs, illust rat ions, com puter softw are, MP3 
files and  all other in form at ion  for any purpose. Fellow sh ip  Bib le Church  em ployees are p roh ib ited  from  
dow nload ing  all copyrigh t  p rotected  m aterials w ithout  the w rit ten  perm ission  of the copyrigh t  ow ner 
or w ithout  purchasing  the m aterial t h rough legal channels.  
Most  softw are that  resides on  Fellow sh ip  Bib le Church  com put ing  netw ork(s) is ow ned by Fellow sh ip  
Bib le Church , or th ird  part ies, and  is p rotected  by copyrigh t  and  other law s, together w ith  licenses 
and other cont ractual ag reem ents. Users are requ ired  to respect  and  ab ide by the term s and cond it ions 
of softw are use and red ist ribu t ion  licenses. Such rest rict ions m ay include p roh ib it ions against  copying  
p rog ram s or data for use on  Fellow sh ip  Bib le Church  com put ing  netw ork(s) or for d ist ribu t ion  outside 
the Church ; against  the resale of data or p rog ram s, or the use of them  for financial gain ; and  against  
pub lic d isclosure of in form at ion  about  p rog ram s (e.g ., source code) w ithout  the ow ner?s authorizat ion . 

HARASSMENT, LIBEL, AND SLANDER 
No user m ay, under any circum stances, use Fellow sh ip  Bib le Church  com puters or netw orks to libel, 
slander, or harass any other person. 

ACCESS TO INFORMATION TECHNOLOGY RESOURCES
SHARING OF ACCESS TO INFORMATION TECHNOLOGY RESOURCES 
All I.T. resources are assigned to ind ividual users and  shou ld  not  be shared  w ith  others. Th is includes 
but  is not  lim ited  to com puters, tab lets, and  passw ords. Em ployees m ay not  allow  non-em ployees to 
use Church-ow ned com puters or other I.T. resources. You are responsib le for the safekeep ing  of your 
passw ord  and access to any I.T. resources assigned to you.   

PERMITTING UNAUTHORIZED ACCESS 
You m ay not  run  or otherw ise configure softw are or hardw are to in ten t ionally allow  access by unauthorized  
users. Possession  of or log in  credent ials to any I.T. resources m ay not  be shared  w ith  friends, fam ily 
m em bers, congregants, or visitors. 
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TERMINATION OF ACCESS 
W hen you cease being  an  em ployee of Fellow sh ip  Bib le Church  or if you are assigned a new  posit ion  
and /or responsib ilit y, your access authorizat ion  m ust  be review ed. You m ust  not  use facilit ies, accounts, 
access codes, p rivileges or in form at ion  for w h ich  you are not  authorized  in  your new  circum stances.  

CIRCUMVENTING SECURITY  
Users are p roh ib ited  from  at tem pt ing  to circum vent  or subvert  any system ?s security m easures. Users 
are p roh ib ited  from  using  any com puter p rog ram  or device to in tercep t  or decode passw ords or sim ilar 
access cont rol in form at ion .  

BREACHING SECURITY 
Deliberate at tem pts to degrade the perform ance of a com puter system  or netw ork or to deprive 
authorized  personnel of resources or access to any Fellow sh ip  Bib le Church  com puter or netw ork is 
p roh ib ited . Breaches of security include, but  are not  lim ited  to, the follow ing : creat ing  or p ropagat ing  
viruses, hacking , and  passw ord  g rabb ing . 

ILLEGAL ACTIVITY 
An em ployee cannot  use the Church?s com puter facilit ies to know ing ly b reak any law s and regu lat ions 
of the Un ited  States or any other count ry. Use of the In ternet  for illegal purposes w ill be g rounds for 
term inat ion . 

GAME PLAYING  
Com put ing  and  netw ork services are st rict ly p roh ib ited  from  recreat ional gam e p laying . Gam e p laying  
during  w ork hours is counterproduct ive. Do not  install or p lay gam es on  FBC-ow ned com puters. 

FAXING  
Em ployees of Fellow sh ip  Bib le Church  can use the Church  eFax system  during  w orking  hours as long  as 
the com m unicat ion  via the fax (both  send ing  and receiving ) is related  to job  act ivity. As w ith  all form s of 
com m unicat ion , w hen faxing  in form at ion  from  the Church  fax m ach ine, you m ust  not  reveal con fident ial 
and  p roprietary in form at ion . 

STANDARD FOOTERS FOR FAXES 
The follow ing  footer shou ld  be appended to all faxes sent  outside Fellow sh ip  Bib le Church : 

This fax is confidentia l and is intended solely for the use of the recipient (the party to whom  it is addressed). 
If you are not the intended recipient, be advised that you have received this fax in error and that any use, 
dissem ination, forwarding, printing, or copying of this fax is strictly prohibited. 

HARASSING, DISCRIMINATORY, AND DEFAMATORY USE  
Em ployees use elect ron ic m ail for correspondence that  is less form al than w rit ten  m em oranda. Em ployees 
m ust  take care, how ever, not  to let  in form ality degenerate in to im proper use. The Church  does not  tolerate 
d iscrim inat ion  or harassm ent  based on  gender, p regnancy, ch ildb irth  (or related  m ed ical cond it ions), race, 
color, nat ional orig in , ancest ry, age, physical d isab ilit y, m ental d isab ilit y, m ed ical cond it ion , m arital status, 
sexual orien tat ion , fam ily care or m ed ical leave status, veteran  status, or any other status p rotected  by 
state and  federal law s. Under no circum stances m ay em ployees use the Church?s in form at ion  technology 
resources to t ransm it , receive, or store any in form at ion  that  is d iscrim inatory, harassing , or defam atory in  
any w ay (e.g ., sexually exp licit  or racial m essages, jokes, cartoons).   

GAMBLING  
The use of Church  com puters and  netw orks to gam ble is st rict ly p roh ib ited . It  is Church  policy to p roh ib it  
absolu tely any gam bling  on  the part  of it s em ployees.   

PERSONAL E-COMMERCE TRANSACTIONS
Fellow sh ip  Bib le Church  em ployees are asked to act  in  a responsib le m anner w hen conduct ing  personal 
on line business w h ile at  w ork includ ing  the t rad ing  of financial inst rum ents for a personal account  
(includ ing  stocks and  bonds), on line banking , shopp ing , or on line auct ions (i.e., eBay).  
 
UNAUTHORIZED MONITORING 
A user m ay not  use com put ing  resources for unauthorized  m on itoring  of elect ron ic com m unicat ions. 
How ever, Fellow sh ip  has the righ t , bu t  not  the duty, to m on itor any aspect  of it s com puter system  
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includ ing  m on itoring  sites visited  by em ployees, em ails, chat  g roups, social m ed ia, and  dow nload ing  and 
up load ing  of files.  

SPAMMING  
Spam m ing  em ail addresses w ith in  or outside the Church  is also p roh ib ited . Com m unicat ion  to large 
num bers of congregants is the responsib ilit y of the com m unicat ions departm ent  and  is not  to be 
undertaken by an  ind ividual w ithout  specific authorizat ion  to do so.    

Use of the all-staff em ail d ist ribu t ion  g roups is lim ited  to m at ters of d irect  business or m in ist ry purposes 
on ly. Em ployees m ay not  em ail large g roups of staff m em bers concern ing  non-business-related  issues. 
No d irect  m arket ing  of non-FBC in form at ion  to the staff m ay be undertaken by any em ployee using  our 
em ail system . Add it ionally, no d ist ribu t ion  list  generated  by FBC m ay be used by an  em ployee th rough an  
outside em ail address.

PRIVATE COMMERCIAL PURPOSES 
The com put ing  resources of Fellow sh ip  Bib le Church  shall not  be used for personal or p rivate com m ercial 
purposes or for financial gain .   

POLITICAL ADVERTISING OR CAMPAIGNING 
The use of Fellow sh ip  Bib le Church  com puters and  netw orks shall not  be used for polit ical purposes. 

SOFTW ARE PIRACY 
Access to the In ternet  enab les users to dow nload a w ide variety of softw are p roducts for a fee, as sharew are, 
or for free. You are requ ired  to fu lfill all license and copyrigh t  ob ligat ions of softw are that  you dow nload for 
your ow n use. These softw are dow nloads becom e the p roperty of the Church . Any em ployee w ho know ing ly 
violates th is softw are p iracy ru le is sub ject  to term inat ion . 

USE OF UNLICENSED SOFTW ARE  
The use of un licensed softw are on  Church  com puters is st rict ly p roh ib ited . All softw are in  use on  the 
Church?s in form at ion  technology resources m ust  be officially licensed softw are. No softw are is to be 
installed  or used that  has not  been du ly paid  for and  licensed appropriately for the use to w h ich  it  is 
being  put . No em ployee m ay load  any softw are on  the Church?s com puters, by any m eans of t ransm ission , 
un less authorized  in  w rit ing  in  advance by Fellow sh ip  Bib le Church . Authorizat ion  for load ing  softw are 
on to the Church?s com puters shou ld  not  be g iven un t il t he softw are to be loaded has been thorough ly 
scanned for viruses.  

SOFTW ARE FOR HOME USE 
Although som e softw are licenses allow  softw are to be used on  portab le com puters and  hom e com puters 
in  add it ion  to office com puters, before t ransferring  or copying  any softw are from  a Church  in form at ion  
technology resource to another com puter, em ployees m ust  request  perm ission  and receive w rit ten  
authorizat ion . Authorizat ion  shou ld  be ob tained  from  the IT Director.  

PORNOGRAPHY  
Em ployees are not  allow ed to visit  sites that  are considered  ?obscene.? The Church  m ay m ain tain  a system  
to m on itor In ternet  usage. If an  em ployee d isregards th is policy and  cont inually visit s ?unauthorized? sites, 
it  w ill be g rounds for term inat ion  after a w arn ing  has been issued to the em ployee, or in  eg reg ious cases 
g rounds for im m ed iate d ism issal. The Church  has the righ t  to view  private files that  have been dow nloaded 
to check for the p ropriety of these dow nloads. FBC also p roh ib it s using  Church  com puter resources to send 
sexually orien ted  im ages or m essages.  

SOCIAL NETW ORKS  
Act  responsib ly w hen u t ilizing  in ternet  Social Netw orking . On April 22, 2013, Arkansas signed Act  1480, a 
law  w h ich  p roh ib it s an  em ployer from  requ iring  or request ing  a curren t  or p rospect ive em ployee from  
d isclosing  h is or her usernam e or passw ord  for a social m ed ia account  to p rovide access to the conten ts. 
How ever, the Act  does not  regu late the follow ing  types of social m ed ia accounts: (1) accounts opened by 
em ployees at  their em ployer?s request , (2) accounts p rovided  to an  em ployee by an  em ployer, (3) accounts 
set  up  on  behalf of an  em ployer, or (4) accounts set  up  to im personate an  em ployer. Em ployers are not  
liab le for inadverten t ly receiving  such in form at ion  and  em ployers are en t it led  to ob tain  such in form at ion  
if it  is reasonab ly believed  to be relevant  to a form al invest igat ion  of allegat ions of the em ployee?s b reach 
of federal, state, or local law s or the em ployer?s w rit ten  policies.  
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CHAT AND INSTANT MESSAGING  
Fellow sh ip  Bib le Church  has adopted  Instan t  Messag ing  and Chat  et iquet te ru les for the follow ing  
th ree reasons: 
- Profession al ism : Fellow sh ip  Bib le Church  em ployees m ust  act  as p rofessionals and  m ust  use p roper 

em ail language and techn iques to convey a p rofessional im age. 
- Ef f ic ien cy : All em ployees shou ld  create em ails that  are w ell w rit ten  and  concise.  
- Prot ect ion  f rom  l iab i l i t y : Fellow sh ip  Bib le Church  em ployee m ust  be aw are of em ail risks that  can  

cont ribu te to the legal liab ilit ies of Fellow sh ip  Bib le Church .  

Persona l Use 
Fellow sh ip  Bib le Church  em ployees can use IM to qu ickly touch base w ith  spouses or k ids, but  em ployees 
are p roh ib ited  from  engag ing  in  leng thy personal d iscussions.  
Em ployees of Fellow sh ip  Bib le Church  can chat  via instan t  m essag ing  during  w orking  hours if t he chat  
act ivity is related  to job  act ivity.  

As an  em ployee, you m ust  m ake it  clear that  the view s that  are expressed in  your chat  sessions are yours 
alone and do not  necessarily represent  the view s of your em ployer. In  add it ion , p lease adhere to the 
follow ing  chat  gu idelines: 
- Do not  reveal con fident ial and  p roprietary in form at ion . 
- Ensure that  chat t ing  does not  in terfere w ith  w ork requ irem ents.  

BLOGGING POLICY  
A w eb log , w eb log , or sim p ly a b log , is a w eb app licat ion  w h ich  contains period ic posts on  a com m on 
w ebpage. Such a w ebsite w ould  typ ically be accessib le to any In ternet  user. Blogg ing  is the act  of post ing  
your com m ents to a w eb log . Blogg ing  can be done for business purposes such as to generate in terest  in  a 
new  product  or service, to gain  know ledge, or to netw ork w ith  colleagues in  your field . How ever, b logg ing  
can also becom e a d rain  on  w ork t im e and can cause liab ilit ies for both  the Church  and the b logger 
(em ployee).  

Em ployees of Fellow sh ip  Bib le Church  can ?b log? during  w orking  hours as long  as the b logg ing  act ivity is 
related  to job  act ivity. A b log  (also called  w eb log ) is defined  as a shared  on-line journal or w ebsite w here 
peop le can post  en t ries about  their personal experiences, hobb ies, in terests and  in  som e cases, w ork 
experiences.  

As an  em ployee, you m ust  m ake it  clear that  the view s that  expressed in  the b log  are yours alone and do 
not  necessarily represent  the view s of your em ployer. In  add it ion , p lease adhere to the follow ing  b logg ing  
gu idelines: 
- Do not  reveal con fident ial and  p roprietary in form at ion . 
- Ensure that  b logg ing  does not  in terfere w ith  w ork requ irem ents. 
- Consult  w ith  im m ediate overseer if quest ions arise about  appropriateness of b log  conten t . 

OTHER PROHIBITED USES  
Em ployees m ay not  use any of the Church?s in form at ion  technology resources for any illegal purpose, 
violat ion  of any Church  policy, in  a m anner cont rary to the best  in terests of the Church , in  any w ay that  
d iscloses confident ial or p roprietary in form at ion  of the Church  or th ird  part ies, or for personal gain .  

UNAUTHORIZED USE AND SANCTIONS 
UNAUTHORIZED USE 
The issuance of a passw ord  or other m eans of access is to assure appropriate confident ialit y of Fellow sh ip  
Bib le Church  files and  in form at ion  and  does not  guarantee p rivacy for personal or im proper use of Church  
equ ipm ent  or facilit ies. 

Em ployees of Fellow sh ip  Bib le Church  are requ ired  to m ain tain  the security of their passw ord  and access 
to I.T. resources. Do not  share your passw ord  w ith  friends, fam ily m em bers, congregants or even other 
staff m em bers. Do not  allow  or facilit ate access to FBC?s I.T. resources by any non-staff ind ividual un less 
specifically requ ired  for the execut ion  of official FBC events (exam ple: volun teers operat ing  equ ipm ent  
requ ired  for Sunday services). W hen access to I.T. resources by non-staff is necessary for the execut ion  
of FBC events, em ployees m ust  take appropriate steps to lim it  t he scope of that  access to that  w h ich  is 
st rict ly necessary to accom plish  the specific m in ist ry purpose w h ich  necessitated  it . 
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Fellow sh ip  Bib le Church  p rovides reasonab le security against  in t rusion  and dam age to files stored  on  
the cent ral facilit ies. Fellow sh ip  Bib le Church  also p rovides som e facilit ies for arch iving  and  ret rieving  
files specified  by users, and  for recovering  files after accidental loss of data. How ever, Fellow sh ip  Bib le 
Church  is not  responsib le for unauthorized  access by other users or for loss due to pow er failu re, fire, 
floods, etc. Fellow sh ip  Bib le Church  m akes no w arran t ies w ith  respect  to In ternet  services, and  it  speci-
fically assum es no responsib ilit ies for the conten t  of any advice or in form at ion  received  by a user using  
the Church?s com puter netw ork. 

Users shou ld  be aw are that  Fellow sh ip  Bib le Church  com puter system s and netw orks m ay be sub ject  
to unauthorized  access or tam pering . In  add it ion , com puter records, includ ing  e-m ail, are considered  
?records? w h ich  m ay be accessib le to the pub lic under the law. 

Ind ividuals w ho m anage or use I.T. resources requ ired  by FBC to carry out  it s m ission  m ust  take reasonab le 
steps to p rotect  them  from  unauthorized  m od ificat ion , d isclosure, or dest ruct ion . Data and  softw are are to 
be p rotected  no m at ter the locat ion  or m anner of storage. We are en t rusted  w ith  personal and  confident ial 
in form at ion  about  the m em bers of our Church  and it  is incum bent  upon us to p rotect  that  in form at ion  as 
good stew ards and  shepherds. 

SANCTIONS  
Violators of th is policy w ill be sub ject  to the exist ing  em ployee d iscip linary p rocedures of Fellow sh ip  
Bib le Church . Sanct ions m ay include the loss of com put ing  p rivileges. Illegal acts involving  Fellow sh ip  
Bib le Church  com put ing  resources m ay also sub ject  users to p rosecut ion  by state and  federal authorit ies.  

DIGITAL MILLENNIUM COPYRIGHT ACT 
Fellow sh ip  Bib le Church  com plies w ith  the Dig ital M illenn ium  Copyrigh t  Act  (1998). The act  m akes it  a crim e 
to circum vent  an t i-p iracy m easures bu ilt  in to m ost  com m ercial softw are. It  also out law s the m anufacture, 
sale, or d ist ribu t ion  of code-cracking  devices used to illegally copy softw are. The act  does perm it  t he 
cracking  of copyrigh t  p rotect ion  devices, how ever, to conduct  encryp t ion  research , assess p roduct  
in teroperab ilit y, and  test  com puter security system s.  

Fellow sh ip  Bib le Church  m ay term inate the netw ork access of users w ho are found to repeated ly in fringe 
the copyrigh t  of others and  m ay take other d iscip linary m easures it  deem s appropriate.  

MANAGEMENT ACCESS TO TECHNOLOGY RESOURCES
INFORMATION ASSETS ARE CHURCH PROPERTY 
All m essages sent  and  received , includ ing  personal m essages, and  all data and  in form at ion  stored  on  the 
Church?s elect ron ic m ail system , voicem ail system , or com puter system s are Church  p roperty regard less 
of the conten t . As such, the Church  reserves the righ t  to access all it s in form at ion  technology resources 
includ ing  it s com puters, voicem ail, and  elect ron ic m ail system s, at  any t im e, at  it s sole d iscret ion .  

EMPLOYEE PRIVACY 
Although the Church  does not  w ish  to exam ine personal in form at ion  of it s em ployees, on  occasion , the 
Church  m ay need to access it s in form at ion  technology resources includ ing  com puter files, elect ron ic 
m ail m essages, and  voicem ail m essages. Em ployees shou ld  understand , therefore, that  they have no 
righ t  of p rivacy w ith  respect  to any m essages or in form at ion  created  or m ain tained  on  the Church?s 
technology resources, includ ing  personal in form at ion  or m essages. FBC m ay, at  it s d iscret ion , inspect  all 
files 
or m essages on  it s in form at ion  technology resources at  any t im e for any reason. FBC m ay also m on itor 
it s in form at ion  technology resources at  any t im e in  order to determ ine com pliance w ith  these policies, 
for purposes of legal p roceed ings, to invest igate m isconduct , to locate in form at ion , or for any other 
business purpose.   

Em ployees shou ld  assum e that  any com m unicat ion? w hether w ork related  or personal? that  they create, 
send, receive, or store on  the Church?s in form at ion  technology resources m ay be read  or heard  by som eone 
other than the in tended recip ien t . High ly confident ial or sensit ive in form at ion  shou ld  not  be sent  th rough 
FBC?s e-m ail system  or the In ternet .

FBC reserves the righ t  to keep an  em ployee?s e-m ail address act ive for a reasonab le period  follow ing  an  
em ployee?s departure to ensure that  im portan t  business com m unicat ions reach the Church . Fellow sh ip  
Bib le Church  w ill review  such com m unicat ions and  send any appropriate personal com m unicat ions to 
the form er em ployee if forw ard ing  in form at ion  is p rovided  at  term inat ion . 
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MONITORING  
Fellow sh ip  Bib le Church  has the righ t  to m on itor all usage of it s com puter system s includ ing  (but  not  
lim ited  to) sites visited  by users on  the In ternet , chat  g roups, and  dow nloaded or up loaded softw are. All 
em ployees m ust  be aw are that  the Church  m ay use autom ated  softw are to m on itor docum ents created , 
stored , sen t , or received . 

PASSW ORDS 
Som e of the Church?s in form at ion  technology resources can be accessed on ly by en tering  a passw ord .  
Passw ords are in tended to p revent  unauthorized  access to in form at ion . Passw ords do not  con fer any righ t  
of p rivacy upon any em ployee of the Church . Thus, even though em ployees m ay m ain tain  passw ords for 
accessing  in form at ion  technology resources, em ployees m ust  not  expect  that  any in form at ion  m ain tained  
on  the in form at ion  technology resources, includ ing  elect ron ic m ail and  voicem ail m essages, are p rivate.  
Em ployees are expected  to m ain tain  their passw ords as confident ial. Em ployees m ust  not  share passw ords 
w ith  anyone and m ust  not  access cow orkers? system s w ithout  express authorizat ion . 

Ob ject ive 

Passw ords are an  im portan t  aspect  of com puter security. They are the fron t  line of p rotect ion  for user 
accounts. A poorly chosen passw ord  m ay resu lt  in  the com prom ise of Fellow sh ip  Bib le Church 's en t ire 
corporate netw ork. As such, all Fellow sh ip  Bib le Church  em ployees (includ ing  cont ractors and  vendors w ith  
access to Fellow sh ip  system s) are responsib le for taking  the appropriate steps, as out lined  below, to select  
and  secure their passw ords. 

Th is policy estab lishes a standard  for the creat ion  of st rong  passw ords, the p rotect ion  of those passw ords 
and the frequency of change. 

Scope 

The scope of th is policy includes all em p loyees w ho have or are responsib le for an  account  (or any form  of 
access that  supports or requ ires a passw ord) on  any system  that  resides at  any Fellow sh ip  Bib le Church  
facilit y, w ho have access to the Fellow sh ip  Bib le Church  netw ork, or w ho store any nonpub lic Fellow sh ip  
Bib le Church  in form at ion . 

User Au t hen t icat ion  

Every user m ust  be assigned a un ique user account  (user ID) and  a passw ord  for access to Fellow sh ip  Bib le 
Church  system s. Shared  or g roup user IDs are p roh ib ited  for user-level access. System s and app licat ions 
m ust  authent icate using  a passw ord  or token en t ry. The use of non-authent icated  user IDs (i.e., t hose 
w ithout  passw ords) or user IDs not  associated  w ith  a sing le ident ified  user are p roh ib ited , un less specified  
by the IT Team . The account  w ill lock a user out  after six invalid  log in  at tem pts w ith in  30 m inutes. Locked 
accounts shall rem ain  locked un t il t he System  Adm in ist rator un locks the account . Users m ay contact  the IT 
Service Desk to have their account  un locked. Mult ifactor authent icat ion  is requ ired  for all users accessing  
Fellow sh ip  Bib le Church  system s rem otely. 

Passw ord  Manag em en t  

Passw ords m ust  be created  and m anaged in  accordance w ith  th is sect ion . 

Passw ord  Requ irem en t s 

- New  passw ords cannot  be the sam e as the p revious th ree passw ords. 
- Passw ords m ust  be at  least  tw elve characters in  leng th . Longer is bet ter. 
- Passw ords m ust  contain  both  uppercase and low ercase characters (e.g ., a-z and  A-Z). 
- Passw ords m ust  contain  at  least  one num ber and  one special character (e.g ., 0-9 and  !@# $%^&*). 
- Accounts shall be locked after six failed  log in  at tem pts w ith in  30 m inutes and  shall rem ain  locked 

un t il t he System  Adm in ist rator un locks the account . 

 To un lock an  account  or change a passw ord , con tact  a m em ber of the Fellow sh ip  Bib le Church  IT 
departm ent . 
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Passw ords shou ld  not  be shared  w ith  anyone, includ ing  IT support  personnel, un less approved by the IT 
Team .. 

All passw ords are to be t reated  as sensit ive, con fident ial in form at ion . If som eone requests your passw ord(s), 
p lease in form  h im  or her that  you cannot  p rovide that  in form at ion  per Fellow sh ip  Bib le Church  policy and  
contact  the IT Team  about  the request . If you suspect  an  account  or passw ord  has been com prom ised, 
report  t he incident  im m ed iately and  change all related  passw ords. 

The Technology Departm ent  or authorized  outside "penet rat ion  testers" m ay perform  passw ord  cracking  or 
guessing  on  a period ic or random  basis to test  the security of the Fellow sh ip  Bib le Church  netw ork. If a 
passw ord  is guessed or cracked during  one of these scans, the user w ill be requ ired  to change it . Passw ord  
cracking  and guessing  are not  to be perform ed by anyone outside of the Technology Departm ent  or an  
approved th ird -party aud itor. 

The Technology Departm ent  st rong ly encourages the use of a passw ord  m anager p rog ram  to help  ensure 
that  all passw ords are st rong , un ique, and  easily changed. Users shou ld  open an  IT Service Desk t icket  w ith  
a request  for m ore in form at ion  on  passw ord  m anagers allow ed on  the Fellow sh ip  Bib le Church  netw ork 
and  for assistance in  get t ing  the passw ord  m anager installed  and  configured  on  their com puter. 

GUIDELINES FOR PASSW ORD CONSTRUCTION

A st rong  passw ord : 

- Contains both  uppercase and low ercase characters (e.g ., a-z and  A-Z). 
- Contains d ig it s and  punctuat ion  characters (e.g ., 0-9 and  !@# $%^&*). 
- Is at  least  12-20 alphanum eric characters long  and is a passphrase (e.g ., "Ohm y1stubbedm yt0e"). 
- Is not  a sing le w ord  in  any language, slang , d ialect , or jargon (e.g ., "passw ord" or "Flu ffy"). 
- Is not  based on  personal in form at ion , nam es of fam ily m em bers, etc. 

Passw ords shou ld  never be w rit ten  dow n. Em ployees shou ld  t ry to create passw ords that  can  be easily 
rem em bered . One w ay to do th is is to create a passw ord  based on  a song  t it le, affirm at ion , or other phrase. 
For exam ple, the phrase m igh t  be "Th is m ay be one w ay to rem em ber," and  the passw ord  cou ld  be 
"Tm B1w 2R!" or "Tm b1W >r~" or som e other variat ion . 

PASSPHRASES VERUS PASSW ORDS 

Passphrases are generally used  for pub lic/p rivate key authent icat ion . A pub lic/p rivate key system  defines a 
m athem at ical relat ionsh ip  betw een the pub lic key know n by all and  the p rivate key know n on ly to the user. 
W ithout  the passphrase to "un lock" the p rivate key, the user cannot  gain  access. 

Passphrases are d ifferen t  from  passw ords. A passphrase is a longer version  of a passw ord  and is, t herefore, 
m ore secure. A passphrase is typ ically com posed of m ult ip le w ords. Because of th is, a passphrase is m ore 
secure against  "d ict ionary at tacks." 

A good passphrase is relat ively long  and  contains a com binat ion  of uppercase and low ercase let ters 
as w ell as num eric and  punctuat ion  characters. An exam ple of a good passphrase is 
"Vaca@The# OBX!$MyDream in !"

Sug g est ions for Creat in g  St ron g  Passw ords/Passph rase

Creat ing  and  m ain tain ing  st rong  passw ords and  passphrases for num erous w ebsites and  
app licat ions can be challeng ing . There are tools availab le to help  create and  m anage passw ords. 
Passw ord  m anagers such as 1Passw ord  can be used at  a low  m onth ly cost . Other op t ions like 
LastPass and  Bitw arden offer a free t ier for their passw ord  m anagem ent  softw are. These 
app licat ions also p rovide passw ord  generators to create com plex passw ords.There are also op t ions 
bu ilt  in to nat ive m ob ile operat ing  system s, like keychain , that  can  be used to help  m anage 
passw ords. For m ore help  or recom m endat ions, con tact  a Fellow sh ip  IT Team  m em ber.
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 For more help or recommendations, contact a Fellowship IT Team member.  

Rem ot e Access 

Rem ote access to Fellow sh ip  Bib le Church?s netw ork w ill be cont rolled  by using  our 
approved VPN clien t , Fort iClien t  VPN. 

En forcem en t  

Any em ployee found to be in  violat ion  of, or to have violated , th is policy m ay be sub ject  to 
d iscip linary act ion , up  to and  includ ing  term inat ion  of em ploym ent . 

DATA COLLECTION  
The best  w ay to guarantee the p rivacy of personal in form at ion  is not  to store or t ransm it  it  on  the 
Church?s in form at ion  technology resources. To ensure that  em ployees understand  the exten t  to w h ich  
in form at ion  is collected  and stored , below  are exam ples of in form at ion  m ain tained  by the Church . The 
Church  m ay, how ever, at  it s sole d iscret ion , and  at  any t im e, alter the am ount  and  type of in form at ion  
that  it  retains. 

Telephone Use And Voicem ail 
Records m ay be kep t  of all calls m ade from  and to a g iven telephone extension . Although voicem ail is 
passw ord  p rotected , an  authorized  adm in ist rator can  reset  the passw ord  and listen  to voicem ail m essages. 

Electronic Ma il 
Elect ron ic m ail m ay be backed up  and arch ived .  Although elect ron ic m ail is passw ord  p rotected , an  
authorized  adm in ist rator can  reset  the passw ord  and read  elect ron ic m ail. 

Desktop Facsim ile Use 
Copies of all facsim ile t ransm issions sent  and  received  m ay be m ain tained  on  a facsim ile server. 

Docum ent Use 
Each docum ent  stored  on  the Church  com puters has a h istory, w h ich  show s w h ich  users have accessed 
the docum ent  for any purpose. 

Internet Use 
In ternet  sites visited , the num ber of t im es visited , and  the total t im e connected  to each site m ay be 
recorded and period ically m on itored . 

Deleted Inform ation 
Delet ing  or erasing  in form at ion , docum ents, or m essages m ain tained  on  the Church?s in form at ion  
technology resources is, in  m ost  cases, ineffect ive. All em p loyees shou ld  understand  that  any in form at ion  
kep t  on  the in form at ion  technology resources m ay be elect ron ically recovered  regard less of w hether it  
m ay have been ?deleted? or ?erased? by an  em ployee. Because the Church  period ically backs up  all files 
and  m essages, and  because of the w ay in  w h ich  com puters re-use file storage space, files and  m essages 
m ay exist  t hat  are thought  to have been deleted  or erased. Therefore, em ployees w ho delete or erase 
in form at ion  or m essages shou ld  not  assum e that  such in form at ion  or m essages are confident ial. 

E-MAIL POLICIES
E-MAIL SECURITY

- Staff w ill be tested  regu larly by the IT departm ent  w ith  ph ish ing  sim ulat ions.Staff w ill be expected  to 
report  t hese m essages, along  w ith  any leg it im ate ph ish ing  em ails.

- If a staff m em ber fails a ph ish ing  test ,w ith in  a w eek of failing ,the staff m em ber w ill be expected  to 
com plete a short  on line t rain ing  session  conducted  th rough IRONSCALES to im prove the staff 
m em ber?s aw areness of com m on ph ish ing  tact ics.

- If a staff m em ber repeated ly fails ph ish ing  tests, the IT team  w ill set  up  ind ividual t rain ing  w ith  the 
staff m em berto help  them  im prove their security aw areness.

- If a staff m em ber does not  com plete aw areness t rain ing  w ith in  aw eek?st im e, the IT team  w ill d isab le 



t he user?sem ail un t il t rain ing  is com pleted .

PROCEDURES
- The IT Team  w ill m on itor flagged em ails daily and  rem ed iate em ails that  are not  autom at ically hand led  by 

IRONSCALES.
- The IT Team  w ill send  a m onth ly ph ish ing  test  to a random ly selected  g roup of Staff.

- Staff w ill be expected  to report  suspected  ph ish ing  em ails using  the red  IRONSCALES Report  
Ph ish ing  but ton .

- On first  offense, Staff w ill com plete a short  aw areness t rain ing  course to help  im prove their security aw areness.
- If a staff m em ber fails the ph ish ing  test  3 or m ore t im es in  a 6-m onth  period , the staff m em ber w ill be expected  

to m eet  w ith  the IT team  for m ore d irect  security t rain ing .
- If a staff m em ber responds to a leg it im ate ph ish ing  at tem pt , the staff m em ber shou ld  report  t he em ail. Th is 

allow s the IT team  to rem ed iate the issue in  a t im elier m anner and  m ake sure other m alicious em ails are 
rem oved from  all Staff ? inboxes.

E-MAIL ETIQUETTE AND BEST PRACTICES 
Fellow sh ip  Bib le Church  has adopted  e-m ail et iquet te ru les for the follow ing  th ree reasons: 
- Professionalism : Fellow sh ip  Bib le Church  em ployees m ust  act  as p rofessionals and  m ust  use p roper 

em ail language and techn iques to convey a p rofessional im age. 
- Efficiency: All em ployees shou ld  create em ails that  are w ell w rit ten  and  concise.  
- Protect ion  from  liab ilit y: Fellow sh ip  Bib le Church  em ployee m ust  be aw are of em ail risks that  can  

cont ribu te to the legal liab ilit ies of Fellow sh ip  Bib le Church . 

EFFECTIVE E-MAIL MESSAGES 
Keep in  m ind  that  e-m ail is a part  of the official records of Fellow sh ip  Bib le Church  and m ay be sub ject  to 
d isclosure to th ird  part ies. Em ployees shou ld  use the sam e due care that  you w ould  w hen creat ing  any 
other Church  com m unicat ions includ ing  m em os, let ters, and  reports. 

SUBJECT LINE 
Never leave an  em ail sub ject  line b lank, and  do not  use the sub ject  line for a short  m essage. The sub ject  
line shou ld  be a b rief but  descrip t ive head line that  p review s the m essage for the recip ien t . Em ployees 
shou ld  st rive to b riefly but  accurately p resent  the sub ject  of the em ail in  the sub ject  line. Em ails w ith  poorly 
w rit ten  sub ject  lines have a h igh  p robab ilit y of being  m isunderstood .  

CONCISENESS 
Use an  econom y of w ords w hen you w rite em ails. Do not  m ake an  e-m ail longer than it  needs to be. 
Read ing  an  e-m ail is m ore d ifficu lt  t han read ing  p rin ted  com m unicat ions and  a long  e-m ail can  be very 
d iscourag ing  to read .  

COURTESY AND RESPECT 
As w ith  any other form  of business correspondence, w rite your em ails using  courtesy and  respect  for the 
recip ien t . Do not  use rude rem arks or any language that  cou ld  be in terp reted  as uneth ical or defam atory.  
Also keep in  m ind  that  IF YOU W RITE IN CAPITALS IT SEEMS AS IF YOU ARE SHOUTING. Th is can be h igh ly 
annoying  and m ight  t rigger an  angry response from  the recip ien t . 

CHECK SPELLING, GRAMMAR AND PUNCTUATION
Im proper spelling , g ram m ar and  punctuat ion  m ay g ive a bad  im pression  of Fellow sh ip  Bib le Church  and 
can d istort  t he in tended m essage or convey the w rong  m ean ing . E-m ails w ith  poor punctuat ion  are d ifficu lt  
to read  and can som et im es even change the m ean ing  of the text . Use of slang , jargon, and  abbreviat ions 
shou ld  be done sparing ly and  shou ld  be appropriate to your recip ien t .  
 

PERSONAL BLOGS, SOCIAL MEDIA , AND ONLINE POSTS
Fellow sh ip  Bib le Church  recogn izes that  som e of our em ployees m ay choose to express them selves by 
post ing  personal in form at ion  on  the In ternet  th rough personal w ebsites, social m ed ia, b logs or chat  
room s, by up load ing  conten t , or by m aking  com m ents on  other w ebsites or b logs. Please note you are 
legally responsib le for con ten t  you post  to the In ternet , in  a b log , social m ed ia site, or otherw ise. You can 
be held  personally liab le for defam ing  others, revealing  p roprietary in form at ion  and  copyrigh t  in fringe-
m ent , am ong  other th ings.   
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All our policies app ly to anyth ing  you w rite in  a personal b log , post  to the In ternet , or up load  to the 
In ternet . Th is m eans, for exam ple, that  you m ay not  use personal post ings to harass or th reaten  others or 
reveal con fident ial in form at ion . Em barrassing  or unkind  com m ents about  other em ployees, m em bers of 
Fellow sh ip  Bib le Church , or other Churches/leaders are also inappropriate. 

Please keep in  m ind  that  your personal post ings w ill be read  not  on ly by your friends and fam ily, bu t  
possib ly by your cow orkers and  overseers, as w ell as m em bers of our body and other Churches.  

GUIDELINES
If you choose to post  to an  on-line venue, p lease keep the follow ing  gu idelines in  m ind : 
- You  are an  am bassad or  of  Ch r ist  an d  Fel low sh ip  Bib le Ch u rch . You not  on ly represent  your personal 

view s, but  that  of our Church  and your m in ist ry. Regard less of your role, if you are paid  from  Fellow sh ip  
Bib le Church , you represent  our Church  values. Please ensure that  your personal m ed ia accounts (such as 
Facebook LinkedIn , Instag ram , Tw it ter, Snapchat ), and  related  conten t , is consisten t  w ith  how  you w ish  to 
p resent  yourself w ith  your volun teers, congregants, and  com m unity m em bers, friends and fam ily. 

- Be sm ar t . Your conten t  lives forever on line, long  after you?ve forgot ten  about  it . Peop le can land  on  your 
social m ed ia page from  a sim p le Goog le search  and read  som eth ing  out  of con text . Our staff, volun teers, 
com m unity m em bers, and  even the new s m ed ia can access your curren t  and  p rior b logs and  personal 
com m ents to various m ed ia.  Choose your w ords and  your conten t  w isely. (Th is also includes photos.) 

- Th e law  ru les. From  a legal perspect ive, you are responsib le for w hat  you post  on  your personal w eb 
space, so m ake sure you follow  copyrigh t  ru les and  all other relevant  law s. If you d id  not  create the 
conten t , t hen it  is not  yours. Ask for perm ission  before using  other?s w ork. W hen it  com es to Fellow sh ip  
Bib le Church  conten t , p lease post  links that  connect  peop le to the conten t  on  FBC?s pages. 

- Ow n  you r  m ist ak es. Even w ith  our best  in ten t ions, w e all m ake m istakes. If you m isrepresent  facts 
or com m unicate a negat ive m essage, ow n your m istake and apolog ize to your aud ience. We request  
that  you in form  your overseer if your on line conten t  cou ld  affect  the m in ist ry or the Church  in  any w ay. 

- Go t o  t h e sou rce. Min ist ry leaders are focused on  m oving  m in ist ry forw ard , therefore w e have not  
added ?social m ed ia police? to their job  descrip t ions. If you see som eth ing  on line that  cou ld  be a 
barrier to relat ionsh ips inside or outside the Church , p lease go to that  ind ividual and  d iscuss your 
concern  (Mat thew  18:15-17). If you feel that  your concern  w as not  heard , then b ring  your overseer in to 
the conversat ion . 

 
SPECIAL CONSIDERATIONS 
- A violat ion  of these gu idelines is considered  serious and  w ill invite a conversat ion  w ith  your overseer 

and  Teach ing  Pastor. In  som e situat ions, the violat ion  cou ld  lead  to t ransit ion  from  staff. 
- Make sure that  you m ain tain  fu ll con fident ialit y of all ind ividuals, both  staff and  volun teer, t hat  m ay be 

involved  in  any perform ance, g rievance, or conciliat ion  issues.  Do not  use nam es, even in  a posit ive ligh t . 
- Retaliat ion  against  other em ployees for report ing  possib le social m ed ia policy violat ions or cooperat ing  

in  an  invest igat ion  is unacceptab le. 
- For personal b logs or new slet ter, p lease be clear that  you express on ly your personal op in ions and  use 

a d isclaim er at  the beg inn ing  of your conten t  stat ing  that , ?the view s expressed are m y ow n and not  
necessarily the view s or op in ions of Fellow sh ip  Bib le Church .?

 

SENDING MESSAGES
USING CC AND BCC 
Using  cc suggests that  the m essage is being  sent  to the recip ien ts in  the cc line as in form at ion  on ly. Send 
carbon cop ies (cc) on ly to those w ho have a real need to know. Send ing  unnecessary cop ies w astes the 
recip ien t?s t im e. 

Blind  carbon cop ies (BCC) shou ld  be used in  em ails to large g roups of peop le. Th is p revents rep lies from  
flood ing  the inboxes of all other recip ien ts. Finally, do not  copy a m essage or at tachm ent  belong ing  to 
another user w ithout  perm ission  of the orig inator. If you do not  ask perm ission  first , you m igh t  be in fring ing  
on  copyrigh t  law s. 

FILE ATTACHMENTS 

Large at tachm ents shou ld  be avoided  w henever possib le since they can annoy recip ien ts. All at tachm ents   
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are autom at ically screened th rough the Church?s virus scanner softw are to assure that  viruses are not  
spread th rough Church  generated  at tachm ents. 

SIGNATURE  
Make it  a p ract ice to include an  em ail signature in  every one of your external em ails. An em ail signature 
includes usefu l in form at ion  such as your fu ll nam e, p rofessional designat ions, business t it le, telephone 
and cell num bers, Church  nam e, locat ion , etc. 
 
CHAIN LETTERS 
Do not  create chain  let ters via em ail and  do not  forw ard  chain  let ters. Chain  let ters are hoaxes. Delete 
chain  em ail let ters as soon as you receive them . 

UNSOLICITED E-MAIL (SPAM) 
Do not  send spam  or rep ly to spam . By rep lying  to spam  or by unsubscrib ing , you are confirm ing  that  
your em ail address is ?live.? Confirm ing  your address w ill likely generate m ore spam . Therefore, delete 
spam  or use em ail softw are (spam  filters) to rem ove spam  autom at ically.

REPLYING TO E-MAIL
Everyone w ho rep lies to em ail t h rough the Fellow sh ip  Bib le Church  netw ork shou ld  com ply w ith  the 
follow ing  ru les.  

RESPONSE TIME 
Reply to em ail in  a t im ely m anner. Un less aw ay on  a business t rip  or vacat ion  (or on  the w eekend), each 
e-m ail shou ld  be rep lied  to w ith in  at  least  24 hours, and  p referab ly w ith in  the sam e w orking  day. If t he 
em ail is com plicated  or requ ires a long  response, you shou ld  send an  em ail back saying  that  you have 
received  it  and  that  you w ill get  back w ith in  a reasonab le period  (that  you can specify).  

COURTESY AND RESPECT 
As w ith  any other form  of business correspondence, w rite your em ails using  courtesy and  respect  for the 
recip ien t . Do not  use rude rem arks or any language that  cou ld  be in terp reted  as uneth ical or defam atory. 
W hen rep lying  to em ail, t ry to answ er all quest ions. 
 
CREATING THREADS 
W hen you rep ly to an  em ail, you shou ld  m ake it  a p ract ice to include the orig inal m ail in  your rep ly. A 
?th read less em ail? w ill not  p rovide enough in form at ion  and  your recip ien t  m ay have to spend a t im e to 
determ ine the context  of the em ail to deal w ith  it .  

AVOID FLAMING  
Flam ing  is a virtual term  for ven t ing  em ot ion  on line or send ing  in flam m atory em ails. A hasty em ail 
response can rem ain  perm anent ly in  sharp  focus and can cause hard  feelings for long  periods of t im e. 
To reduce em ail com m unicat ion  p rob lem s, resist  t he tem ptat ion  to fire off a response. Before click ing  
?send,? re-read  your m essage. Be sure you are not  m isin terp ret ing  the m essage by the sender. Draft  a 
response and allow  yourself to cool off for a t im e before send ing  it . Reconsider your response again  after 
the ?cooling -off ? period .   

ACCEPTABLE E-MAIL USAGE 
In  our daily operat ions, e-m ail is a business tool. The use of e-m ail is reserved  prim arily for business use.  
Before send ing  em ail to an  ?all staff ? address, p lease m ake sure it  is for business purposes. Personal 
requests shou ld  not  be sent  to ?all staff.?    

Fellow sh ip  Bib le Church?s e-m ail system s can be used to send and receive m essages to and  from  ch ild ren , 
spouses, and  im m ediate fam ily, how ever, the t im e involved  shou ld  not  be excessive. 

FORW ARDING E-MAILS 
Users m ay not  forw ard  e-m ail to others w ithout  the express perm ission  of the sender. The express 
perm ission  is necessary since frequent ly e-m ail con tains confident ial, p roprietary, and  t rade secrets. All 
em p loyees m ust  consider that  e-m ail m essages m eant  for a sing le reader m ay not  be m eant  for 
w idespread d ist ribu t ion . Do not  forw ard  polit ical jokes or stories. 
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ACCURATE COMMUNICATION VIA EMAIL
All em ployees shou ld  m ake every at tem pt  to com m unicate t ru th fu lly, accurately and  clearly via e-m ail. 
Em ployees shou ld  use the sam e due care in  d raft ing  e-m ail as they w ould  for any other Church  
com m unicat ion . 

SPOOFING
Em ployees are p roh ib ited  from  h id ing  their iden t ity (spoofing ) w hen send ing  e-m ail. Any anonym ous or 
pseudonym ous e-m ail m essages are p roh ib ited . 

CONFIDENTIAL AND SENSITIVE INFORMATION VIA E-MAIL
Send ing  via e-m ail p roprietary in form at ion , t rade secrets, or other confident ial in form at ion  of the Church  is 
st rict ly p roh ib ited . Th is type of in form at ion  is an  asset . Unauthorized  d issem inat ion  of th is type of 
in form at ion  m ay resu lt  in  civil liab ilit y as w ell as crim inal penalt ies. E-m ail m essages are like paper 
docum ents. 
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