
Unity Church Employment Policy 
 
Welcome to Unity Church.  When a person accepts a position with Unity Church, that person 
affiliates with a group that shares a special joy in working in Christian ministry.  Our desire is to 
have a common interest and dedication in serving Christ through the maximum development of 
this congregation's ministry. 
We are glad you have chosen to work with us and trust our efforts together will produce an 
atmosphere compatible with the Christian principles we represent.  You play an important role 
in the enrichment of the lives of all who attend here.  Every staff member is essential to 
creating an environment of harmony in which to work. 
Please, if there are comments or criticisms about anything you see at Unity Church, let the 
pastoral staff know about it.  As a staff member we want your experiences to be pleasant, 
meaningful and educational.  Remember, we each must rely on God's wisdom and strength to 
do our jobs as unto Him. 

Employee Classifications 
Pastoral Staff:  Pastoral staff includes all pastors whether they are the senior pastor or an 
associate pastor.  
Support/Office Staff:  Support/office staff includes all staff members who are not considered to 
be pastors.  Both full-time and part-time positions are included in this category. 
Permanent Staff Members:  Permanent staff members include full-time and part-time 
personnel who are hired on a permanent basis. 
Full-time:  Employees are considered full-time when they work at least 40 hours per week.  
Part-time:  Staff members who work less than 40 hours per week (as determined to fit the 
need) are considered part-time employees.   
Temporary Staff Members:  Temporary staff members include those who work as substitutes 
during vacations, illness or other absences, and when extra assistance is needed. Temporary 
staff members do not participate in vacations, holidays, sick leave or Christmas bonuses (unless 
they have worked for six months or more). 

Application for Employment  
All applicants for support/office staff positions at Unity Church, both full-time and part-time, 
must complete the Application for Employment. 
In filling positions, every effort is made to locate applicants who are especially suited to working 
on a church staff.  There is no discrimination because of age, race, sex or marital status.  There 
is the requirement, however, that the person be a born-again Christian.  
In the case of the office manager, the applicant must be willing to be tested to determine ability 
and aptitude for the job.  Through the testing and interview process, recommendation(s) will be 
made to the pastoral staff who will then interview the applicant(s).  
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The choice of the secretary/office manager shall be by consensus of the pastoral staff.  The 
pastoral staff will then bring its recommendation to the Deacons for approval.  The pastoral 
staff will likewise interview all other support/office staff applicants before being eligible for 
recommendation to the Deacons. 

Probationary Period   
A support/office staff employee hired for a position will be placed on probationary status for a 
period of three (3) months, during which time performance on and reaction to the job will be 
observed.  At the end of the probationary period, the pastoral staff will meet with the 
employee for an evaluation and determine if they believe the person is qualified and able to fill 
the position.  
If the pastoral staff does not deem the employee's performance satisfactory, suggestions for 
improvement will be made and the probationary period extended one (1) month in order to 
give the employee an opportunity to make improvements.  If performance after the one-month 
extension is still deemed unsatisfactory, the employee may be dismissed after compensation 
for the period actually worked.  
If the employee's performance is satisfactory, his/her employment will then be considered to 
be permanent so long as:  
1.  There is a need for someone in that position,  
2.  The performance of the employee continues to be satisfactory, and 
3.  The employee determines he/she is satisfied in the position. 

Evaluations 
An evaluation of performance for support/office personnel will be completed at the end of six 
(6) months, at the end of the first year, and yearly thereafter by the immediate supervisor or 
pastoral staff.  
The evaluation will be based on capability and performance in handling the day-to-day duties of 
the position and contribution to the results of the total ministry of the church.  

Termination of Employment 

Office Staff  
Resignation:  Voluntary termination on the part of the employee requires a minimum two-
week notice, in writing, to the senior pastor.  The time it takes to rehire and train new 
personnel actually requires more than two weeks; therefore, notification of a planned 
resignation several weeks in advance would be most helpful and greatly appreciated. 
Discharge:  Before an employee is discharged, the employee will be given a verbal warning 
by the senior pastor that the employee's work is of insufficient quality and is not meeting 
the standards required for the specific job.  
A four-week period will be given the employee in which to remedy the problems.  If 
sufficient improvement is not made within the four-week period of time, the employee's 
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dismissal will be recommended to the Deacons.  No further notice shall be given before 
termination of employment. 
Written documentation of interviews, reviews, and actions taken shall be maintained. 

Pastoral Staff 
Acceptable procedures for resignation and discharge of pastoral staff members are outlined 
in the church’s by-laws. 

Work Practices  

Employee Records 
A personnel folder containing the employment application, any payroll changes, employee 
evaluations, correspondence, and an attendance record is to be maintained for each 
employee.  Any change in status is to be reported promptly to the church office, such as 
change in address, telephone number, withholding exemptions, or marital status.  

Absence 
When possible, several days advanced notice because of an “expected” absence is 
appropriate.  If, for good cause, one must be absent unexpectedly, a call to the church 
office or pastoral staff as soon as possible is expected.  Excessive absences will jeopardize 
an employee's position on the staff.   

Tardiness 
If a situation forces one to be tardy, a call to the church office or pastoral staff is expected. 
Excessive tardiness will not be tolerated.  

Alcoholic Beverages, Drugs, and Tobacco 
The use of these items is prohibited by all church staff. Immediate dismissal will take place if 
one is found guilty of such use. 

Office Hours 
Though employee hours may vary, the church office is open from 8 a.m. to 4 p.m. on 
weekdays (except on holidays or as otherwise specified).  All staff are expected to be 
present at that time unless other arrangements have been made with the senior pastor. The 
office manager will determine her hours with the senior pastor.  
A lunch break may be taken at the discretion of the employee.  
When a staff member leaves the office, he/she is expected to notify the office manager or 
senior pastor of their departure and the expected time that they will return to the office. 
Any delays of returning should result in a call to the office manager. 

Personal Dress and Grooming  
Cleanliness and good personal grooming is a must.  Moderation in hair styling, makeup, and 
clothing (in keeping with the position held) is expected of every employee so as to be a 
good testimony and representative of this ministry. 
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Each staff member is expected to dress neatly, and in a manner reflecting a lifestyle of 
holiness. Care should be taken by pastoral staff members to dress appropriately for the 
occasion and ministry role with regards to Sunday services and other congregational 
gatherings. Workday dress should include a business-casual shirt (long- or short-sleeve) and 
khakis or dress slacks), with flexibility allowed for student and children’s ministry 
involvement or more “blue collar” work to be performed during the week. Women staff 
members are to wear dresses or dress slacks both to Sunday services and during the 
workweek. 

Housekeeping 
Employees are encouraged to share responsibility in keeping the facilities clean and neat at 
all times.  Please report any problems in this regard to the office manager or a member of 
the custodial staff. 

Public Relations 
The staff represents this church to every person with whom they come in contact.  Visitors 
and fellow employees should be treated with courtesy and kindness.  

Interoffice Communication 
Support/office personnel and pastoral staff should strive to keep each other informed as to 
where they are and how they can be reached during office hours.  
All privileged information is to be kept in confidence at all times. Gossip and tale bearing 
will result in a written warning from the senior pastor, and continued violation will result in 
dismissal. 

Grievances  
If an employee has a grievance, it is important that the issue be resolved as quickly as 
possible.  Many problems can be discussed and resolved in staff meetings.  Problems of a 
more personal nature should be discussed promptly with the immediate supervisor or one 
of the pastoral staff.  If the problem is still unresolved, it should be taken, if necessary, to 
the Deacons.  

Security  
Effective security measures are a benefit to you as an employee and to the church as a 
whole.  Lost or stolen keys weaken security, so guard carefully all keys in your possession.  If 
you are the last person to leave an area that is normally locked, be sure the door is closed 
and locked properly.  
An alarm system has been installed for the church office, sanctuary, youth room and 
Fellowship Hall.  The last person to leave in the evening is responsible to set the alarm.  
Leave personal valuables in a safe place.  Be alert for people who should not be in the 
building or on the grounds.  A courteous "May I help you?" is always appropriate.  
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Church Budget 
The church operates on an annual budget and it is the responsibility of the staff to operate 
within the guidelines set forth in that budget.    
The Finance Committee must authorize permission for expenditures over the allotted 
budget. 
Staff members will not accept designated money from the body for any purpose. 
Staff members will not solicit contributions for programs and/or other purposes without 
prior authorization from the Deacons. 
If people indicate an interest in raising money for special projects or the needs of a staff 
member or his program, the staff member shall ask that it not be done until there is official 
authorization from the Deacons. 
A staff member shall be careful to never solicit or encourage gifts from the congregation for 
personal or family needs. 

Church Supplies 
A variety of supplies are required in this ministry and are to be used only in connection with 
church programs.  Supplies are not to be taken for personal use without the knowledge and 
approval of the office manager and/or a pastoral staff member, and the church shall be 
reimbursed for supplies used.    
The church shall be reimbursed at five (5) cents per black and white copy and ten (10) cents 
per color copy for the use of the copier for personal copies. 

Reimbursement Voucher Process 
Reimbursement for items such as office supplies and personal mileage expenses incurred 
while conducting church business will be provided when proper documentation is provided 
(receipts, miles driven and purpose of trip, etc.) and approved by the finance manager, 
chairman of the finance committee, or a member of the pastoral staff. Mileage expense is 
reimbursable at the standard IRS rate, and in accordance with the church’s Travel Policy. 

Staff Meetings 
Staff meetings are held regularly to review the past week and/or month, discuss problems, 
make plans for upcoming events and provide an opportunity for the staff to pray for the 
ministry and any special prayer requests from the church body. 
Regular attendance at staff meetings is required for all pastoral staff members, and the 
senior pastor should be notified ahead of time if an absence is necessary. 

Compensation  
Every effort is made to ensure that each employee is compensated at a fair rate of pay.  As 
part of a continuing effort to be fair, and as good stewards of God's provision, the Finance 
Committee will do an annual consideration of wage increases with input from the Deacons 
and/or senior pastor. 
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Salary and Wages 
Compensation for pastoral staff members is based on an annual salary. 
Compensation for permanent and part-time office personnel is based on an hourly wage, 
unless arranged otherwise by the Deacons. 

Pay Period 
All employees are paid monthly. 

Christmas Bonuses 
An annual staff Christmas bonus will be given each year. Only full and part-time staff 
personnel will receive the bonus. The bonus will be based on the following formula: each 
pastoral staff member will receive two shares and each part-time staff one share of an 
offering to be taken during the morning services of a designated Sunday. 

Payroll Deductions 
By law, the church is required to withhold Federal Income and Social Security taxes from all 
support/office staff salaries and wages. 
By law, the church has the obligation to deduct the appropriate NC State Industrial 
Insurance fees from each employee's paycheck.  The amount is based on a rate set by the 
NC State Department of Labor and Industries. 
Upon the request of the employee, and the authorization of the Deacons, the church shall 
make special deductions from an employee's regular paycheck.   

Days Off 
The church ministry staff will be entitled to one half day off each week, in addition to 
Saturday. If, for example, the youth pastor has an activity on Saturday, he may take off all 
day on Friday. The day off will be determined by meeting with the senior or administrative 
pastor.  
All full-time staff are eligible for 9 personal days off during the calendar year. These days 
may be taken for sickness, family funerals, emergencies, or personal leave (regarding 
personal leave: a maximum of 4 days per year may be taken with only one day per any one 
month allowed). These days off will not accumulate and must be taken within the calendar 
year. 

Jury Duty 
When a permanent employee is called for jury duty, time off with regular salary will be 
granted for workdays during which such employee continues on jury duty, not to exceed 
four (4) weeks.  Any fees received as a juror may be retained by the employee.  

Garnishments and Wage Assignments 
Occasionally an employee may fall behind in payments to creditors resulting in garnishment 
or assignment of wages.  In such instances, the church is legally required to deduct a portion 
of the employee's wages and forward the required amount to the creditor(s).  
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Holidays and Vacations  

Holidays: 
The following days are recognized as holidays with pay for permanent full-time and part-
time employees: 

  New Year’s Eve  Good Friday 
  New Year’s Day  Memorial Day 
  Independence Day  Labor Day 
  Christmas Eve   Thanksgiving Day and Friday 
  Christmas Day 

If an employee must work on a holiday, a compensating day off shall be granted.  
Scheduling and arrangement for the compensating time off shall be made with the 
appropriate supervisor or pastoral staff. 
If the holiday falls on a day that is the employee's scheduled day off, a compensating day off 
in addition to the holiday shall be granted. 
When a holiday falls on a Saturday or Sunday, the pastoral staff will arrange for the 
preceding Friday or following Monday to be observed as the holiday. 

Vacations 
A "vacation year" is determined by the employee's date of hire.  Vacations shall be granted 
to pastoral and office staff as follows:  
All full-time staff will be entitled to two weeks of vacation with pay after the first year of 
full-time employment. Vacation will be worked out with the senior pastor. The senior pastor 
and full-time staff members after ten years of full-time ministry will be entitled to three 
weeks of vacation with pay. After twenty years, four weeks of vacation with pay.  
Permanent part-time employees shall be granted a vacation in accordance with the 
schedule above, however, the employee will be paid equivalent to the hours normally 
worked.   
Permanent part-time employees are eligible to accrue vacation time after they have worked 
one year. 
Vacation time off shall be taken during the year in which the vacation credit accrues, and 
said vacation credit shall not be "carried over" or accumulated from one vacation year to 
another without written approval of the Deacons. 
All vacations for pastoral staff and office staff shall be scheduled and coordinated with the 
senior pastor.  

Revivals and Conferences 
The pastoral staff will not be absent more than two Sundays per year for such activities 
without further consultation with the senior pastor and the Deacons (this does not include 
vacation Sundays). The senior pastor may accept two revivals or camps and conduct not 
more than four two-day conferences per year. Pastoral staff members desiring to accept 
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speaking and musical engagements must clear the dates and time away with the senior 
pastor.  

Denominational Meetings and Ministry Training 
Pastoral staff members are allowed to attend various denominational meetings, pastors’ 
retreats, and other ministry enhancement opportunities as approved by the senior pastor 
and/or the Deacons. The church shall cover expenses for such approved meetings. When 
appropriate, the pastors’ wives will also be allowed to attend and have their expenses 
covered by the church. 

Insurance 

Medical Insurance 
The church shall provide an allowance for all full-time pastoral staff members to acquire 
adequate medical coverage for their families. This will be paid as a part of regular salary and 
reflected as such in the annual and monthly budget reports. Each staff member shall be 
responsible for securing his own actual insurance policy. 
The Finance Committee and/or Deacons shall review the amount of this provision on an 
annual basis. 

State Industrial Insurance  
Under the Industrial Insurance Law of the State of NC, an insurance program exists which is 
administered by the Department of Labor and Industries and covers job-related injuries and 
diseases caused by conditions at work.   
This insurance pays all medical costs resulting from job injuries and/or illness.  It also pays 
an injured employee a partial wage while off from work because of a job-related injury or 
illness.  Fees are state-required and are automatically deducted from each employee's 
salary or wages. 

Social Security Insurance 
The church participates in the Federal Social Security Plan, which provides old age, disability 
and survivor's benefits for all full-time and part-time support/office staff.  The amount 
deducted from your paycheck is matched by the church to provide these benefits.  Pastoral 
staff members are considered self-employed by the Social Security Administration and are 
individually responsible to report and pay Social Security taxes as defined in current law.  

Retirement 
At present, no retirement pension plan is offered for pastoral staff or support/office 
personnel. Full-time pastoral staff employees may enter into a Salary Reduction Agreement 
for a portion to be deducted from salary and sent to a qualifying retirement program. 
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