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C O N T I N U I N G  R E S O L U T I O N  1 . 0 :   D U T I E S  A N D  

R E S P O N S I B I L I T I E S  O F  S T A N D I N G  C O N G R E G A T I O N A L  T E A M  

 

C o n t i n u i n g  R e s o l u t i o n  1 . 0 1 :   W o r s h i p  P u r p o s e  T e a m  

Approved:  April 21, 2010 

Revised:  September 18, 2014, October 2018 

Next Review:  Annually 

Bylaws S5.01:  The WORSHIP PURPOSE TEAM shall promote individual and corporate 

devotion to our God in Christ.  It shall promote opportunities for personal prayer and piety.  It 

shall also assist the Pastor(s) and the professional staff in providing opportunities for corporate 

worship suited to the needs of the congregation.   

In pursuit of its mission as defined in the congregation’s Constitution and Bylaws, the 

WORSHIP PURPOSE TEAM shall: 

1. Promote opportunities for personal prayer and piety. 

2. Assist the pastor(s) in developing, coordinating, and supervising a focused ministry in 

corporate worship.  Recommend to the Council policies and actions related to worship, 

including types of services, number of services, scheduling, and all required support 

functions.  

3.  Administer the church music program.  Maintain close liaison with paid staff associated 

with the team’s mission. 

4. Support the Altar Guild. 

5. Train and schedule communion deacons, ushers, lay readers, acolytes, and assisting 

ministers. 

6. Schedule and encourage members of the congregation to provide communion bread 

offerings for communion services.   

7. Promote the congregation’s support of ecumenical worship in the community. 

8. Develop and recommend to the Council a Continuing Resolution to encompass all 

Worship Team policies and procedures.  Monitor compliance with worship policy and 

procedures. 

9. As needed, recommend revisions of job descriptions for the positions of Director of 

Music and other paid staff associated with work for the Worship Team.   

10. Provide information to support the  annual evaluation of all paid staff associated with the 

work of the team. 

11. Recommend an annual budget for team operations. 

12. Hold monthly meetings, scheduled in advance unless special circumstances warrant 

otherwise.  Meetings shall be posted on the church calendar.  Submit written reports to 

the Congregation Council, due by the Sunday prior to the scheduled council meeting. 
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13. Compose and submit an annual report outlining the team’s major activities and 

accomplishments of the past year. The report shall also include any significant problems 

encountered and other information deemed relevant by the team. The report shall be 

submitted to the church office during the first week of January.   

14. Oversee the maintenance of all team documents, minutes, and reports.   
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C o n t i n u i n g  R e s o l u t i o n  1 . 0 2 :  E v a n g e l i s m  P u r p o s e  t e a m  

Approved:  January 13, 2010 

Revised:  September 18, 2014, October 2018 

Next Review:  Annually  

Bylaws S5.02:  The EVANGELISM PURPOSE TEAM shall invite those outside our community 

to join us in worship and in service to God’s people.  It shall extend hospitality to those who 

respond to this invitation. 

In pursuit of its mission as defined in the congregation’s Constitution and Bylaws, the 

EVANGELISM PURPOSE TEAM shall: 

1. Develop, coordinate, and supervise a focused ministry for Christian Hospitality.  It shall 

include: 

a. Promoting the congregation’s ministry to members of the community.  

b. Meeting and extending hospitality to visitors.   Provide greeters for Sunday services, 

and deliver the altar rose to all new mothers. 

c. Shepherding all new members into active participation in the ministry of the 

congregation.  Sponsor a reception for new members.  

d. Assess members’ worship participation as indicated in the weekly Sunday worship 

registration. 

e. Seeking out and shepherding members who are withdrawing their participation in the 

ministry of the congregation.  Understand the major reasons for people withdrawing 

their participation.  

2. Develop and recommend to the Council a Continuing Resolution to encompass all 

Evangelism Team policies and procedures.  Monitor compliance with evangelism policy 

and procedures. 

3. Recommend an annual budget for team operations. 

4. Hold monthly meetings, scheduled in advance unless special circumstances warrant 

otherwise.  Meetings shall be posted on the church calendar.  Submit written reports to 

the Congregation Council, due by the Sunday prior to the scheduled council meeting. 

5. Compose and submit an annual report outlining the team’s major activities and 

accomplishments of the past year. The report shall also include any significant problems 

encountered and other information deemed relevant by the team. The report shall be 

submitted to the church office during the first week of January.   

6. Oversee the maintenance of all team documents, minutes, and reports   
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C o n t i n u i n g  R e s o l u t i o n  1 . 0 3 :   M i n i s t r y  P u r p o s e  T e a m  

Approved:  January 13, 2010 

Revised:  September 18, 2014, October 2018, March 2020 

Next Review:  Annually 
Bylaws section S5.03: The OUTREACH MINISTRY PURPOSE TEAM develops, coordinates, and 

supervises the congregation’s care for the sick, the lonely, the troubled, persons in crisis, persons 

with disabilities, the hungry and the poor. It shall direct this care both inward—toward members of 

the congregation—and outward—toward the community (both locally and globally).  

 
This team shall establish primary focused ministries for:  
 

 LAY PASTORAL CARE, which shall develop, coordinate, and supervise all inward 

focused lay programs that extend care to those among us in crisis and those in need of 

pastoral care, personal care or assistance;  

 COMMUNITY OUTREACH, which shall develop, coordinate, and supervise, all 

outward focused programs that extend care beyond the congregation and into the local 

community; and   

 GLOBAL OUTREACH, which shall develop, coordinate, and supervise,all outward 

focused programs that extend care beyond the congregation and local community and 

into the broader national and global communities. 

 

In pursuit of this mission as defined in the congregation’s Constitution and Bylaws, the 

OUTREACH MINISTRY PURPOSE TEAM shall:  
 

1.Develop, coordinate, and supervise, in coordination with the Pastors,  focused lay ministries 

for Lay Pastoral Care, including: 
a. Lay Ministries that maintain contact with members of the congregation and provide 

a crisis-calling network in case of emergency (death, accident, illness, etc.); 

b. Lay Ministries that assist in the care of the lonely, the troubled, the ill, the aged, 

and those in crisis within our congregation; and 

c. Additional lay ministries that are formed on the basis of identified need and 

member interest and support. 
 

2. Develop, coordinate, and supervise focused ministries for Community Outreach 

Ministry, including: 
a. Ministries that support local social service agencies by providing volunteer 

assistance; 

b. Ministries that support local outreach efforts by encouraging members of the 

congregation to invest their time and resources;   

c. Ministries that provide financial support to community social service groups; and  

d. Additional ministries that are formed on the basis of identified need and member 

interest. 
 

3. Develop, coordinate, and supervise focused ministries for Global Outreach Ministry, 

including: 
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a.  Ministries that support global social service agencies and organizations through 

fund raising and volunteer assistance; 

 
b.  Ministries that support national and international mission trips to provide volunteer 

assistance and support of communities in need;  

 

c.  Ministries that provide financial support to national and international social service 

agencies and programs; and 

 
d. Additional ministries that are formed on the basis of identified need and member 

interest. 
 

4. Recommend the allocation of congregation benevolence funds on behalf of the 

congregation for: 
a. Lay Pastoral care within the congregation; 

b. Community Outreach ministry programs that meet local and regional needs; and 

c. Global Outreach ministry programs that meet national and global needs including 

national and global programs of the ELCA. 
 

5. Develop and recommend to the Council a Continuing Resolution to encompass all Outreach 

Ministry Team policies and procedures.  Monitor compliance with Outreach Ministry policy 

and procedures. 
 

6. In accordance with People Support Team guidelines, provide feedback to the supervisors of 

any paid staff associated with the work of the team. 
 

7. Recommend an annual budget for team operations. 
 

8. Hold meetings of the Outreach Ministry Team focused ministry leaders at least quarterly, 

scheduled in advance, unless special circumstances warrant otherwise.  Meetings shall be 

posted on the church calendar.  Focused ministry team leaders shall report their team’s 

accomplishments, concerns and requests for council action to the Outreach Ministry 

Team Leader on a monthly basis for consolidation of a monthly report for the 

Congregation Council. The Outreach Ministry Team Leader shall submit a written report 

to the Congregation Council, via the Outreach Ministry Team Council Liaison, due by the 

Sunday prior to the scheduled council meeting. 
 

9. Compose and submit an annual report outlining the team’s major activities and 

accomplishments of the past year. The report shall also include any significant problems 

encountered and other information deemed relevant by the team. The report shall be 

submitted to the church office during the first week of January. 
 

10. Oversee the maintenance of all team documents, minutes, and reports.   
 

11. The Outreach Ministry Team, through the Congregation Council Outreach Ministry Team 

liaison and the Outreach Ministry Team leader, shall coordinate with the other Purpose 

Teams, as necessary, to achieve both the Outreach Ministry Team goals as well as the 

goals of the other Purpose Teams. 
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C o n t i n u i n g  R e s o l u t i o n  1 . 0 4 :   L i f e l o n g  L e a r n i n g  T e a m  

Approved:  September 21, 2016 

Revised:  October 2018 

Next Review:  Annually 

Bylaws S5.04:  The LIFELONG LEARNING PURPOSE shall fulfill the Discipleship Purpose 

by promoting individual and corporate spirituality. It shall promote educational opportunities for 

all levels of Christian maturity.  It shall provide opportunities for Christian stewardship.  This 

team shall establish focused ministries for CHRISTIAN EDUCATION which shall develop, 

coordinate, and supervise all education programs within the congregation. It shall coordinate an 

annual stewardship drive for members’ commitment of the time, talent, and funds needed to 

conduct our ministry.  In pursuit of its mission as defined in the congregation’s Constitution and 

Bylaws, the LIFELONG LEARNING PURPOSE TEAM shall: 

1. Develop, coordinate, and supervise a focused ministry for Christian Education.  It shall 

include all educational programs within the congregation. 

a. Promote and support the educational programs offered by the New England Synod, 

including the programs at Camp Calumet. 

b. Develop, coordinate, and supervise a focused ministry for individual spirituality 

within the congregation.  It shall include the distribution of personal devotional 

literature and promote the purchase and use of educational material published by the 

greater Lutheran Church. 

c. Develop, coordinate, and supervise a continuing education program for education 

staff—paid and volunteer. 

2. Develop and recommend to the Council a Continuing Resolution to encompass all 

Lifelong Learning Team policies and procedures.  Monitor compliance with Lifelong 

Learning policy and procedures. 

3. As needed, provide updates, for council approval, to job descriptions for all discipleship 

paid staff positions based on  annual reviews.  Provide feedback to the supervisor of all 

paid staff associated with the work of the team as part of the employee annual review. 

4. Recommend an annual budget for team operations. 

5. Hold monthly meetings, scheduled in advance unless special circumstances warrant 

otherwise.  Meetings shall be posted on the church calendar.  Submit written reports to 

the Congregation Council, due by the Sunday prior to the scheduled council meeting. 

6. Compose and submit an annual report outlining the team’s major activities and 

accomplishments of the past year. The report shall also include any significant problems 

encountered and other information deemed relevant by the team. The report shall be 

submitted to the church office during the first week of January.   

7. Oversee the maintenance of all team documents, minutes, and reports.   
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C o n t i n u i n g  R e s o l u t i o n  1 . 0 5 :   F e l l o w s h i p  P u r p o s e  T e a m  

Approved:  January 13, 2010 

Revised:  October 2018 

Next Review:  Annually 

Bylaws S5.05:  The FELLOWSHIP PURPOSE TEAM shall promote the bond of companionship 

among Christian believers.   

In pursuit of its mission as defined in the congregation’s Constitution and Bylaws, the 

FELLOWSHIP PURPOSE TEAM shall: 

1. Promote opportunities for companionship within the congregation.  

2. Secure and store the supplies that may be necessary for fellowship activities. Promote use 

of biodegradable supplies, in accordance with the environmental concerns of the ELCA. 

3. Resolve any scheduling conflicts that may arise regarding use of the kitchen. 

4. Develop and recommend to the Council a Continuing Resolution to encompass all 

Fellowship Team policies and procedures.  Monitor compliance. 

5. Recommend to the Council an annual budget for team operations. 

6. Develop a year-long calendar of events that is published in August going through July of 

the following summer and is coordinated with the entire church calendar. 

7. Hold monthly meetings according to the developed schedule unless special circumstances 

warrant otherwise.  For example, move the Wednesday Meetings during Lent to after 

Sunday services.   

8.  Submit monthly written reports to the Congregation Council, due by the Sunday prior to 

the scheduled council meeting (normally the third Wednesday of the month.) 

9. Compose and submit an annual report outlining the team’s major activities and 

accomplishments of the past year. The report shall also include any significant problems 

encountered and other information deemed relevant by the team. The report shall be 

submitted to the church office during the first week of January.. 

10. Oversee the maintenance of all team documents, minutes, and reports.   

 

 

 

 
  



St Luke Continuing Resolutions 

10 

 

C o n t i n u i n g  R e s o l u t i o n  1 . 0 6 :   P e o p l e  S u p p o r t  T e a m  

Approved:  January 13, 2010 

Revised:  October 2018 

Next Review:  Annually 
Bylaws S6.01: The PEOPLE SUPPORT TEAM shall recruit, develop, coordinate, and administratively 
supervise all paid staff in the congregation; it shall also develop, recommend, and maintain appropriate 
personnel practices, procedures and policies. This team shall establish an ADMINISTRATION GROUP which 
shall develop, review, and propose for action pertaining to all personnel and administrative policies for 
this congregation.  It shall exercise oversight of all administrative operations of the Church not specifically 
assigned elsewhere. … This team shall establish a STAFF SUPPORT GROUP which shall support and advise 
the Pastor(s), Associate(s) in Ministry, and such other staff members of the church as determined by the 
Congregation Council. 
In pursuit of its mission as defined in the congregation’s Constitution and Bylaws, the PEOPLE SUPPORT 
TEAM shall: 

1. Establish an ADMINISTRATIVE GROUP to oversee an annual evaluation of all paid staff within the 
church.  Inform the Council of each staff member who has received a less than satisfactory 
evaluation.  Oversee the process of improving unsatisfactory performance for any paid lay staff.  
Failing improvement in unsatisfactory performance, recommend the dismissal of paid lay staff. 
a. Conduct an annual compensation review and submit to the Council salary or wage, allowance, 

and benefit recommendations for all paid staff within the church. 
b. Maintain the job descriptions for staff positions in the congregation.  Develop and recommend 

to the Council job descriptions for new positions.  Review and recommend revisions for 
existing positions. 

c. Conduct and coordinate the hiring process for each vacant lay staff position.  Receive the 
oversight group’s recommendation for hiring.  Ensure that the recommended candidate meets 
the established job description criteria for the position.  Ensure that the prospective 
candidate’s credentials comply with state and federal hiring regulations. 

d. Assist the pastor in keeping accurate parochial records.  Oversee maintenance of all official 
church documents, minutes, and team reports.  Annually review church records for accuracy 
and completeness. 

2. Establish a STAFF SUPPORT GROUP to discuss items of importance and concern to the staff in a 
confidential atmosphere. 
a. Advise each individual rostered leader(s) and non-rostered staff members and forward 

recommendations to Council when appropriate. 
b. Provide feedback to each rostered leader(s) and non-rostered staff members concerning 

congregation ideas, concerns, and opinions. 

3. Monitor compliance with administrative policy and procedures. 

4. Recommend an annual budget for team operations. 

5. Hold monthly meetings as required. All meetings shall be scheduled in advance unless special 
circumstances warrant otherwise.  Meetings shall be posted on the church calendar.  Submit 
written reports to the Congregation Council, due by the Sunday prior to the scheduled council 
meeting. 

6. Compose and submit an annual report outlining the team’s major activities and accomplishments 
of the past year. The report shall also include any significant problems encountered and other 
information deemed relevant by the team. The report shall be submitted to the church office 
during the first week of January. 
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C o n t i n u i n g  R e s o l u t i o n  1 . 0 7 :   F i n a n c i a l  S u p p o r t  T e a m  

Approved:  November 16, 2016 

Revised:  October 2018 

Next Review:  Annually 

 

Bylaws S6.02: The FINANCIAL SUPPORT TEAM shall develop, administer, and supervise the 

receipt, accounting and disbursement of all funds within the congregation in accordance with 

generally accepted state and federal accounting practices. The FINANCIAL SUPPORT TEAM 

will establish: focused ministries for STEWARDSHIP which shall enlist the support of the 

congregation for the total ministry of this congregation; a FINANCIAL OPERATIONS GROUP 

to oversee daily transactions; an AUDIT GROUP to ensure an annual audit is conducted; an 

INVESTMENT GROUP to oversee the congregations investments; an INSURANCE GROUP to 

provide oversight of the congregation’s insurance program; and a FINANCIAL POLICIES AND 

PRACTICES GROUP to develop, recommend, and oversee the congregation’s financial policies 

and practices. 

In pursuit of its mission as defined in the congregation’s Constitution and Bylaws, the 

FINANCIAL SUPPORT TEAM shall: 

1. Oversee and coordinate the budget process for expenditures. 

2. Prepare monthly and annual financial statements for each fund and account type with the 

FINANCIAL OPERATIONS GROUP.  The financial statements shall include, at a 

minimum, a balance sheet and income statement prepared on a cash basis. 

a. Account for all income and expenditures on behalf of the church, including 

coordinating counting, depositing and recording of weekly receipts, and receiving, 

verifying, and paying church expenditures. 

b. Prepare quarterly and annual reports of contributions for individuals and families who 

contribute to St. Luke. 

c. The FINANCIAL OPERATIONS GROUP includes the following individual 

positions: 

1)  Cash Receipts Clerk - posts the weekly counter's report and offering envelopes, 

in strict confidence, to individual pledging records; reports details of receipts to 

the Stewardship Focused Ministry Group of the Financial Support Team; and 

reports total income by category to the Financial Support Team. 

2) Disbursement Clerk - maintains control over the cash accounts as an authorized 

signature for withdrawing funds from any account. 

3) Lead Counter - Coordinates the scheduling of weekly counters and acts as their 

liaison to the Financial Support Team. 

4) Weekly counters (minimum two at one time) - count the weekly offering, 

summarize the information, and report it to the Cash Receipts Clerk. 

3. The AUDIT GROUP conducts an audit of the Treasurer's accounts at the close of the 

fiscal year, and reports the results to the Council upon completion.  The Audit Group 

shall become familiar with the writings and procedures identified in the 

“CONGREGATION AUDIT” This guide can be found at the following web site: 

http://www.lutheranssw.org/documents/AuditGuide-ELCA.pdf.  This document also 

http://www.lutheranssw.org/documents/AuditGuide-ELCA.pdf
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provides checklists that are to be used to conduct the audit. The Audit Group shall submit 

a report to the congregation at the Annual Meeting indicating the results of the audit. 

4. The INVESTMENT GROUP will manage investment funds as directed by the 

Congregation Council.  

 

a. The Investment Group shall consist of five (5) members, all of whom shall be voting 

members of St. Luke Lutheran Church.  Except as herein limited, the term of each 

member shall be three (3) years.  At the next Congregational Meeting following the 

adoption of this resolution by the Council, the Congregation shall elect five (5) 

members to the Investment Group: two (2) for a term of three (3) years; two (2) for a 

term of two (2) years; and one (1) for a term of one (1) year.  Thereafter, at each 

annual meeting, the Congregation shall elect the necessary number for a term of three 

(3) years.  No member shall serve more than three (3) consecutive three (3) year 

terms.  After a lapse of one (1) year, a former Investment Group member may be re-

elected.  The Pastor(s) and the Treasurer of the Congregation shall be advisory 

members of the Investment Group.  

 

b. The Nominating Committee of the Congregation shall provide for the nomination of 

potential members of the Investment Group, and report same to the annual 

congregation meeting in the same manner as for other offices and committees.  In the 

event of a vacancy on the Investment Group, the Congregation Council shall appoint 

a congregation member to fill the vacancy until the next annual meeting of the 

Congregation, at which time the Congregation shall elect a member to fill the term of 

the vacancy. 

 

c.  The Investment Group shall meet at least quarterly, or more frequently as deemed by 

it in the best interest of the Funds under the Group’s cognizance.  A quorum shall 

consist of three (3) members.  When only three (3) members are present a unanimous 

vote shall be required to carry any motion or resolution. 

 

d.  The Investment Group shall elect from its membership a chairperson, recording 

secretary and treasurer.  The chairperson, or member designated by the chairperson, 

shall preside at all Investment Group meetings.  The recording secretary of the 

Investment Group shall maintain complete and accurate minutes of all meetings and 

supply a copy to each member of the Investment Group.  Each member shall keep a 

complete copy of minutes to be delivered to his or her successor.  The recording 

secretary shall also timely supply a copy of the minutes to the Congregation Council. 

 

e. The Treasurer of the Investment Group shall maintain complete and accurate accounts 

for the Funds under the Group’s cognizance.  The Treasurer of the Investment Group 

and the Chair of the Investment Group shall sign checks and all other necessary 

documents on behalf of the Congregation in furtherance of the purposes of the Funds 

under the Group’s cognizance.  The financial records of the Investment Group shall 

be audited annually as part of the church audit. The Congregation Council will decide 

what type of audit will be performed. The Investment Group shall report on a 

quarterly basis to the Congregation Council.  Further, at each annual meeting of the 
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Congregation the Investment Group shall render a full and complete account of the 

administration of the Funds under the Group’s cognizance during the preceding year. 

f.  The Investment Group may request other members of the Congregation or the 

Church staff to serve as advisory members and, at the expense of Funds under the 

Group’s cognizance, may provide for such professional counseling on investments or 

legal matters as it deems to be in the best interest of the Funds under the Group’s 

cognizance. 

 

g.  Members of the Investment Group shall not be liable for any losses which may be 

incurred upon the investments of the assets of the Funds under the Group’s 

cognizance except to the extent such losses shall have been caused by bad faith.  No 

member shall be personally liable as long as he or she acts in good faith.  Each 

member shall be liable only for his or her own willful misconduct or omissions, and 

shall not be liable for the acts or omissions of any other member.  No member shall 

engage in any "self-dealing" or transactions with the Funds under the Group’s 

cognizance in which the member has direct or indirect financial interest, and shall at 

all times refrain from any conduct in which his or her personal interests would 

conflict with the interest of the Funds under the Group’s cognizance. 

 

h.  Decisions to hold, sell, exchange, rent, lease, transfer, convert, invest, reinvest and in 

all other respects to manage and control the assets of the Funds under the Group’s 

cognizance (including stocks, bonds, mutual funds, debentures, real estate, mortgages, 

notes or other securities) shall be made at the discretion of the Investment Group, 

however the Congregation Council shall approve each decision/transaction involving 

an amount in excess of 50% of the value of any individual fund under the Group’s 

cognizance.  Fund assets shall not be used for loans.  Members of the Investment Group 

shall be bonded under the Congregation's insurance policy. 

 

5. The INSURANCE GROUP will maintain a written list, by name, of individuals for 

whom fidelity insurance (surety bonding) is required.  This list shall be reviewed and 

updated monthly.  In the event of loss covered by such insurance, prompt notification of 

loss and submission of claim shall be made in accordance with the instructions provided 

by the ELCA and/or the specific policy. 

6. The FINANCIAL POLICES AND PRACTICES GROUP is responsible for all other 

financial aspects of St. Luke which may arise. 

7. Develop and recommend to the Council a Continuing Resolution to encompass all 

Financial Team policies and procedures.  Monitor compliance with Council-approved 

financial policy and procedures. 

8. As needed, update, for council approval, job descriptions for the positions of Church 

Bookkeeper and any other paid finance team staff.  Conduct annual reviews of the job 

descriptions for adequacy and relevance to the needs of the Church, and submit 

recommendations for modifications when warranted. 

9. In accordance with People Support Team guidelines, participate in an annual evaluation 

of all paid staff associated with the work of the team. 
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10. Recommend an annual budget for team operations. 

11. Hold monthly meetings, scheduled in advance unless special circumstances warrant 

otherwise.  Meetings shall be posted on the church calendar.  Submit written reports to 

the Congregation Council, due by the Sunday prior to the scheduled council meeting. 

12. Compose and submit an annual report outlining the team’s major activities and 

accomplishments of the past year. The report shall also include any significant problems 

encountered and other information deemed relevant by the team. The report shall be 

submitted to the church office during the first week of January.   

13. Oversee the maintenance of all team documents, minutes, and reports. 

14. Develop, coordinate, and supervise a focused ministry on Stewardship.  Promote the 

congregation’s financial and volunteer support of the total ministry of this congregation. 

a. Develop, coordinate, and supervise an annual stewardship appeal for members’ 

commitment of the time, talent, and funds needed to conduct our ministry.  

Compile the results of the stewardship drive and present them to the Council for 

finalizing the budget by the December council meeting. 

b. Promote the congregation’s support of the greater Lutheran Church. 

c. Promote stewardship among the new members of St. Luke at the orientation 

classes conducted for them.  Provide envelopes to new members. 

 

 

 

 

 

 

 

 
  



St Luke Continuing Resolutions 

15 

 

C o n t i n u i n g  R e s o l u t i o n  1 . 0 8 :   F a c i l i t y  S u p p o r t  T e a m  

Approved:  April 21, 2010 

Revised:  October 2018 

Next Review:  Annually 

Bylaws S6.03: The FACILITY SUPPORT TEAM shall maintain all congregation owned 

property and equipment, seek Council approval for necessary improvements to Church property, 

and shall supervise approved maintenance and improvement projects.  

In pursuit of its mission as defined in the congregation’s Constitution and Bylaws, the 

FACILITY SUPPORT TEAM shall: 

1. Organize and oversee voluntary or professionally contracted maintenance efforts such as 

painting, shingling, plumbing and heating system repairs, lawn mowing, snow plowing, 

and janitorial services. 

2. Establish and update at least annually maintenance and repair plan for the church 

property and grounds. 

3. Review property and grounds insurance needs at least annually and make 

recommendations to the  Financial Support Team. 

4. Oversee a Design Group, with the responsibility for comprehensive aesthetic planning in 

all aspects of renovation and improvement.  This group will work with other groups or 

teams as appropriate, particularly the Building Group’. 

5. Administer all aspects of rental property(ies), functioning as the "Landlord" under terms 

of the rental agreement. 

6. Develop and recommend to the Council a Continuing Resolution to encompass all 

Facility Support Team policies and procedures.  Monitor compliance with facility policy 

and procedures. 

7. Ensure that employee work spaces meet the needs of the staff.  Provide recommendations 

to Council to will improve work facilities including potential budget impact. 

8. As needed, provide updates, for council approval, to job descriptions for paid staff 

positions.  

9.  Provide feedback to the supervisor of all paid staff associated with the work of as part of 

the employee annual . 

10. Recommend an annual budget for team operations. 

11. Hold monthly meetings as needed. All meetings are to be scheduled in advance unless 

special circumstances warrant otherwise.  Meetings shall be posted on the church 

calendar.  Submit written reports to the Congregation Council, due by the Sunday prior to 

the scheduled council meeting. 

12. Compose and submit an annual report outlining the team’s major activities and 

accomplishments of the past year. The report shall also include any significant problems 

encountered and other information deemed relevant by the team. The report shall be 

submitted to the church office during the first week of January. 

1 3 .  Oversee the maintenance of all team documents, minutes, and reports.  
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C o n t i n u i n g  R e s o l u t i o n  1 . 0 9 :   T h e  P l a n n i n g  T e a m   

Approved:  April 21, 2010 

Revised:  October 2018 

Next Review:  Annually 

 

Bylaws S6.04: The PLANNING TEAM shall develop, review, and propose to the Congregation 

Council church a long range strategic plan and annual goals to meet that plan.   

In pursuit of this mission as defined in the congregation’s Constitution and Bylaws, the 

PLANNING TEAM shall: 

1. Develop and propose to the Congregation Council annual goals for its approval and for 

its recommendation to the congregation at its annual meeting.  Upon approval, monitor 

progress toward achieving those goals and recommend actions needed to reach those 

goals. 

2. Develop, propose to the Congregation Council and maintain a five-year strategic plan.  

Upon approval, monitor progress toward fulfilling that plan and recommend actions to 

achieve or modify the plan. 

3. Monitor the organizational health of the congregation, its teams and focus groups, focus 

ministries and support groups to assure compliance with the constitution and bylaws and 

recommend actions relevant to achieve the congregation’s mission and fulfill its goals.  

4. Participate in the annual budget development process to assure fulfillment of the 

congregation’s missions and its annual goals.  As necessary, propose budget 

compromises. 

5. Develop and recommend to the Council a Continuing Resolution to encompass all 

Planning Team policies and procedures.  Monitor compliance with Planning policy and 

procedures. 

6. Recommend an annual budget for team operations. 

7. Hold monthly meetings, scheduled in advance unless special circumstances warrant 

otherwise.  Meetings shall be posted on the church calendar.  Submit written reports to 

the Congregation Council, due by the Sunday prior to the scheduled council meeting. 

8. Compose and submit an annual report outlining the team’s major activities and 

accomplishments of the past year. The report shall also include any significant problems 

encountered and other information deemed relevant by the team. The report shall be 

submitted to the church office during the first week of January. 

9. Oversee the maintenance of all team documents, minutes, and reports. 
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C O N T I N U I N G  R E S O L U T I O N  2 . 0 :   A D  H O C  T E A M ( S )  

Approved:  April 21, 2010 

Revised:  October 2018 

Next Review:  Annually 

Bylaws S3.06:  Ad hoc teams are established to consider a specific issue and generate 

recommendations or work on a resolution. IAW with section S3.06 of St. Luke By-laws, the 

establishment of ad hoc teams can be directed by the congregation or established at any time by 

the Congregation Council.  

Ad hoc teams are typically temporary in nature and disband when they satisfactorily achieve 

their objectives.  

The establishment and operation of ad hoc teams shall be as follows: 

1. All ad hoc teams, if not directed by the congregation, will be established by a majority 

vote of the Congregation Council. 

2. Each ad hoc team will be identified through a continuing resolution that clearly defines 

the: 

a. Purpose 

b. Oversight team 

c. Membership makeup 

d. Reporting requirements 

e. Duties 

f. Terms for disbandment  

3. Each ad hoc team will a) have a chairperson designated by the Congregation Council or 

b) elect a chairperson from amongst its membership.  The method for determining the 

chairperson will be determined by the Congregation Council. 

Some ad hoc teams are routinely called during the life of a congregation. The following list 

identifies the ad hoc teams that have been regularly called by St. Luke.   

1. Building Team 

2. Profile Team 

3. Call Team 

4. Internship Team  
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C o n t i n u i n g  R e s o l u t i o n  2 . 0 1  A d  H o c  B u i l d i n g  T e a m   

Approved:  April 21, 2010 

Revised:  October 2018 

Next Review:  Annually 

1. Purpose: Responsible for overseeing progress toward completing any major building 

expansion project. They shall ensure compliance with full building plans and specifications, 

monitor building invoices and authorize payment of Building Funds for completed work 

2. Oversight Team: Facility Support Team 

3. Membership Makeup: Chairperson and a minimum of three members. Members of the 

team should be selected so as to provide a balanced view of this congregation's building 

needs. Appointment to the team shall be for a term of three years or until completion of the 

building project, whichever occurs first.  Members may be reappointed, but are limited to a 

maximum of two consecutive terms.  

4. Reporting Requirements: Monthly written reports submitted to the Congregation Council 

on the status of the project. The chairperson will compose and submit an annual report 

outlining the team’s major activities and accomplishments for the past year. The report shall 

include any significant problems encountered, and any other information deemed relevant by 

the team. The report shall be submitted to the church office during the first week of 

December for review and acceptance at the December Congregational Council meeting for 

inclusion in the Annual Report to the Congregation.  

5. Duties: The team should work closely with the architect and or contractors to ensure that all 

issues are addressed.  Preliminary plans shall be submitted to the Congregation for approval 

prior to developing full building plans. Upon receiving appropriate approvals to initiate 

building projects, the team shall oversee the development of the full building plans.  The 

team will provide the necessary information and work closely with the Financial Support 

Team and the Stewardship Focused Group to support their work in developing project 

funding.  The team shall solicit and evaluate bids according to the Congregation Council 

approved bidding process.  Contractors shall be recommended for the project upon 

completion of evaluation of the bids.  

6. Terms for disbandment: The team will terminate upon the completion or abandonment of 

the building project 
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C o n t i n u i n g  R e s o l u t i o n  2 . 0 2  A d  H o c  C o n g r e g a t i o n  P r o f i l e  T e a m  

Approved:  April 21, 2010 

Revised:  October 2018 

Next Review:  Annually 

 

1. Purpose: To provide a document that describes this congregation in terms of its self-

understanding with regard to its life and ministry in relation to its community and the 

teachings of the ELCA. This team shall be formed during normal church operations 

whenever a profile review or update is deemed necessary by the Congregation Council.  This 

team will always be formed as part of developing a call for a new lead pastor. 

2. Oversight Team: People Support Team 

3. Membership Makeup: The team shall consist of at least six voting members of the 

congregation and shall be appointed by the Congregation Council. These members should be 

persons who have the time and ability to compile an accurate portrait of the congregation. 

The chairperson shall be elected by the membership appointed by the Congregation Council.  

4. Reporting Requirements: Monthly written reports submitted to the Congregation Council 

on the status of the profile. Reports are due by the Sunday prior to the scheduled council 

meeting. 

5. Duties: A profile is required by the New England ELCA for all congregations undergoing a 

call process.  They have made resources available for developing this profile. In all cases 

when development/upgrade of the St. Luke profile is directed the chair shall make use of 

these resources and obtain a copy of the Ministry Site Profile (MSP) form, available through 

the ELCA website, at http://www.elca.org/Growing-In-Faith/Vocation/Rostered-

Leadership/Call-Process/Call-Process-Forms.aspx. Data should be collected with as much 

congregation input as possible, through small group discussions, surveys, or other ways to 

get feedback from members. It is best if the answers are concise, but it is important that they 

have been given thoughtful consideration and expressed in a comprehensive manner 

6. Terms for disbandment: The term of office of the team members and the team itself 

terminates upon acceptance of the team’s presented congregation profile by the Congregation 

Council. 
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C o n t i n u i n g  R e s o l u t i o n  2 . 0 3  A d  H o c  C a l l  T e a m   

Approved:  April 21, 2010 

Revised:  October 2018 

Next Review:  Annually 

 

1. Purpose: The call team screens, interviews, and recommends rostered leader candidates to 

the Congregation Council. 

2. Oversight team: People Support Team 

3. Membership makeup: The call team shall be composed of six regular members and, if 

desired, one alternate, the majority of whom do not currently serve on the Congregation 

Council. The composition of the call team should intentionally reflect the make-up of the 

congregation, assuring that all the different categories of age, gender, ethnic group, and 

differing lengths of membership in the congregation are represented. It is good to consider a 

youth for this committee, assuming they will be able to attend the meetings. It is 

recommended that members of the same family not serve on the call team. Committee 

members should not be paid employees of the congregation. The chairperson shall be elected 

by the membership appointed by the Congregation Council. 

4. Reporting requirements: The completion of major milestones shall be reported to the 

Congregation Council as they occur. These milestones include receipt of candidate names, 

interview completions and team vote on acceptance of a candidate. The team chair is also 

responsible for providing periodic information to the congregation on the status of the search. 

Monthly written reports submitted to the Congregation Council on the status of the call 

process. Reports are due by the Sunday prior to the scheduled council meeting. 

5. Duties: The Call Team will follow the procedures outlined in the Healthy Transitions 

document developed by the New England Synod of the ELCA.  This document is available to 

all congregations through their web site. The Call Team will work closely with the synod to 

obtain name of candidates and for conducting their interviews.  The chair of the Call Team 

will provide regular updates to the Congregation Council on the progression through the call 

process.  The chair of the team will recommend a candidate to the Congregation Council 

based upon a majority vote for the candidate from its membership. 

6. Terms for disbandment: The Call Team will be disbanded when the pastoral vacancy for 

the congregation has been filled. 
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C o n t i n u i n g  R e s o l u t i o n  2 . 0 4  A d  H o c  I n t e r n s h i p  T e a m   

Approved:   April 21, 2010 

Revised/Reviewed:  October 2018 

Next Review:   Annually 

 

1. Purpose: to assist a seminarian to become better prepared for effective pastoral ministry 

2. Oversight team: People Support Team 

3. Membership makeup: The Internship Team shall consist of 6 members who are familiar 

with the various aspects of the life and the work of the congregation. The chairperson shall be 

elected by the membership appointed by the Congregation Council. Team members are 

invited to the venture of using their faith, love, and sensitivity, courage, patience, and loyalty 

in a personal, practical ministry of the church. 

4. Reporting requirements: Monthly written reports submitted to the Congregation Council on 

the well-being of the intern. Reports are due by the Sunday prior to the scheduled council 

meeting. 

A final evaluation/report developed in consort with the pastor/supervisor will be submitted to 

the synodical Candidacy Team.   This report will normally summarize the year’s activities 

written by the pastor/supervisor and by the intern, along with the intern’s summaries of the 

Internship Team’s feedback regarding progress toward achieving the goals of the Learning 

Covenant.  This report will also identify areas of strength in ministry and those areas where 

continued development is needed. 

5. Duties: Consult with the intern in the finalization of the Learning Covenant. Team members 

identify resources and opportunities for learning that are available in the congregation.  They 

also communicate their impressions of the intern’s needs for growth and assess a priority of 

order to meet congregation needs effectively. Additionally, the Internship Team gives regular 

feedback to the intern about the way in which her/his ministry is experienced.  The members 

of the team represent a variety of personalities and will experience the intern’s ministry from 

different perspectives.  The variety is important, for it is a way in which the intern can learn 

to deal with a variety of feedback that certainly will be received from this and other 

congregations which may be served later as a pastor.    The team shall meet with the intern at 

least every six weeks and may elect to meet more often. 

6. Terms for disbandment: The Internship Team shall terminate upon completion of the 

seminarian’s internship with St. Luke Lutheran Church. 
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C o n t i n u i n g  R e s o l u t i o n  2 . 0 5  A d  H o c  S t r a t e g i c  P l a n n i n g  T e a m  

Approved:   September 18, 2014 

Revised/Reviewed:  October 2018 

Next Review:   Annually 

 

1. Purpose: to assist the Planning Team in developing a five year and 10 year strategic plan for 

St. Luke ministry within the church and in the community 

2. Oversight team: Planning Team 

3. Membership makeup: The Strategic Planning Team shall consist of 5 members who are 

familiar with the various aspects of the life and the work of the congregation and with the 

pastor as an advisor to the team. The chairperson shall be elected by the membership 

appointed by the Congregation Council.  Team members are encouraged to both dream about 

possibilities and to be pragmatic in implementation strategies.  

4. Reporting requirements: Monthly written reports submitted to the Planning Team on the 

current status of the task will be passed along to council. Reports are due by the Sunday prior 

to the scheduled Planning Team Meeting two weeks before the Council Meeting. 

Final draft Strategic Plans for Five Years and for Ten Years will be submitted to the Planning 

Team. These reports will be reviewed by the Planning Team and, after discussion, possible 

revisions and/or additions, will be presented to St. Luke Congregation Council for 

approval/modifications as necessary. Once the council has approved the draft plans they will 

then be presented to the congregation for approval at either a special or regularly scheduled 

Congregation Meeting 

5. Duties: Meet with the pastor and planning team to receive the overall work that has already 

been done in identifying the parameters of the Strategic Plan. Consult with each of the 

Mission Teams, Building Team and Finance Team to receive input on strategies, dreams and 

goals for the future within the framework that God is seen in our local community, regional 

community through the work and ministry of St. Luke Lutheran Church, Gales Ferry.  

6. Terms for disbandment: The Strategic Planning Team shall terminate upon completion of 

the draft as it is presented and approved by St. Luke Lutheran Church Council.   
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Continuing resolution 3.0:  JOB DESCRIPTIONS:  INCORPORATED IN CR 17.0 

EMPLOYEE HANDBOOK 
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C O N T I N U I N G  R E S O L U T I O N  4 . 0 :  P R O C E D U R E S  F O R  T H E  

C O N D U C T  O F  C O U N C I L  M E E T I N G S  

Approved:   April 21, 2010 

Revised/Reviewed:  October 2018 

Next Review:   Annually 

C o n t i n u i n g  R e s o l u t i o n  4 . 0 1  S c h e d u l i n g :  Regularly scheduled Congregation Council 

meetings will be held on the third Wednesday of each month.  Changes to the regularly 

scheduled in meeting dates and special meetings may be called by the President of the 

congregation at any time. Whenever possible these meetings will be promulgated to council 

members at least one week in advance.   All regularly scheduled meetings will be announced in 

the preceding Sunday's bulletin. 

Occasionally, the conduct of business within the church may be time sensitive, requiring 

approval/disapproval from the Congregation Council at a time when the Congregation Council 

cannot come together in a physical meeting. When this occurs the Congregation President may 

inform all council members via phone or email or other real time mechanism, of the nature of the 

business and request their input and vote. The Congregation President will note each member’s 

response and provide to the council secretary the outcome of the vote.  This procedure will be 

noted by the council secretary and included as minutes for approval at the next regularly 

scheduled council meeting. 

C o n t i n u i n g  R e s o l u t i o n  4 . 0 2   P r e p a r a t i o n :  All team chairs will submit their monthly 

reports electronically, via email, to the Administrative Specialist not later than 4:00 PM on the 

Sunday prior to the Council meeting.  The Administrative Specialist will ensure each Team 

Report is forwarded electronically to council members, pastor, council secretary, and other staff 

as issues impact on their areas of responsibility.  Each team report should clearly identify 

propositions expected to be made at the Council meeting.  Advance coordination should be done 

with other affected teams and church staff. 

C o n t i n u i n g  R e s o l u t i o n  4 . 0 3  A t t e n d a n c e : All meetings, unless otherwise announced 

in advance, shall be open to any St. Luke member who desires to attend.  Council members 

unable to attend a meeting should inform the Chair in advance. 

C o n t i n u i n g  R e s o l u t i o n  4 . 0 4  A g e n d a :   The proposed agenda will be distributed to 

council members the Sunday prior to the scheduled meeting.  Any member of the congregation 

may submit, in writing, an agenda item by (1) placing it in the Council Chair's mailbox in Miles 

Hall office workroom or (2) via email to the Council Chair.  The agenda shall be approved by the 

attendant Congregation Council members prior to conducting council business.  

C o n t i n u i n g  R e s o l u t i o n  4 . 0 5  R u l e s  O f  O r d e r :  Roberts Rules of Order will be 

followed, with the meeting following "moderately formal" decorum.  Anyone in attendance may 

speak on subjects as recognized by the Chair.  The Chair will attempt to allow alternate 

viewpoints to be heard.   Anyone may make a motion, but only Council members may vote. 
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C O N T I N U I N G  R E S O L U T I O N  5 . 0 :  ( E M P T Y )  

 

 

C O N T I N U I N G  R E S O L U T I O N  6 . 0 :  C O N T R A C T I N G  P R O C E D U R E S  

Approved:   October 20, 1999 

Revised/Reviewed:  October 2018 

Next Review:   Annually 

Prior to entering into written contractual agreements of significant nature the following 

procedures shall be followed: 

1. The individual(s) requesting the contract shall submit a copy of the proposed contract to 

the President of the Congregation, 

2. The President shall provide copies of the proposed contract to the Vice-President, 

Treasurer, and Team Chairperson(s) under whose cognizance the contract falls, for 

review, comments, and recommendations, 

3. If after receipt of the comments and recommendations, the President deems it 

appropriate, he shall place the proposed contract on the agenda for the next Congregation 

Council meeting, providing copies of the proposed contract and associated comments and 

recommendations to each Council member. 

4. The Congregation Council shall discuss the proposed contract, and vote regarding 

approval/disapproval. 

5. If Congregation Council approval is provided, and the cost of the proposed contract 

exceeds 2.5% of the approved annual budget (Sections C12.06 of the Constitution of St. 

Luke Lutheran Church), the President shall take the required actions and convene a 

Congregation Meeting and seek budgetary authorization to implement the contract. 

6. When all required approvals have been obtained, the President shall sign the contract on 

behalf of the congregation. 
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C O N T I N U I N G  R E S O L U T I O N  7 . 0 :  S T .  L U K E  L U T H E R A N  

C H U R C H  P R I V A C Y  P O L I C Y  

Approved:   November, 2003 

Revised/Reviewed:  October 2018 

Next Review:   Annually 

 

St. Luke Lutheran Church recognizes that while there is a need for Church staff and members to 

be able to communicate about Church related business, education and social issues there is a 

need to maintain individual rights to privacy.  We strive to protect our members not only from 

unwelcome solicitation/intrusion but also from much more serious problems such as identity 

theft. We ask each member to provide the Church office with identifying information such as 

name, date of birth, address, contact information (home phone, cell phone, work phone, email), 

and personal information such as baptismal date, date of marriage, other household 

members/children and their birth dates. All financial information related to Church giving is 

known only to those who have been authorized by the Congregational Council. Applications and 

information related to background checks on Youth volunteers (including Social Security 

numbers) will be kept in a locked file by the Pastor and are accessible only to the Pastor, the Safe 

Church Coordinator and the Staff who are in charge of Youth Programs. 

 

Periodically a member directory is published and distributed to all Church members. The 

Directory is meant for the general use of all St. Luke members and not for public distribution and 

use. It is the responsibility of all members to use the published information appropriately. 

Members have the option of excluding information from the Church directory. This information 

is available only to Staff and Council members Any request for this information by another 

member would be fulfilled only after a Staff or Council member cleared it with the 

individual! NO information (directory or other) would be given to a non-church member. 

In the event of an emergency request for contact info by a non-member, the Staff or a 

Congregation Officer would attempt to make the contact immediately. 

 

Traditionally some information has also been published in the Scroll (birthdays, baptismal and 

marriage anniversaries). This is important to many as it allows them to remember their friends on 

these important occasions. However, this information will not be published for those individuals 

who do not wish it to be.  
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C O N T I N U I N G  R E S O L U T I O N  8 . 0 :  P A S T O R A L  R E N E W A L  L E A V E  

P O L I C Y  ( M O V E D  T O  E M P L O Y E E  H A N D B O O K  C R .  1 7 )  

Purpose 

The Congregation of St. Luke recognizes the Sabbath as a gift from God for rest, renewal and 

hope. The early books of Scripture speak of “Sabbath” days and years. Jesus and Paul both took 

extended leaves from their ministries to renew themselves spiritually and return with clear 

visions of God’s mission for them.  

Availability, Length and Frequency 

A Pastoral Renewal Leave may be available to the Pastor(s) for a period of up to twelve weeks 

following seven years of continual service in this call and every six years thereafter. All leaves 

must be approved by the Congregational Council. Based on the needs of the Pastor and the 

Congregation, leaves outside of these parameters may be considered by the Congregational 

Council for approval. The Pastor shall have been ordained for no less than six years before 

renewal leave is considered. Normal vacation time shall not be considered part of the renewal 

leave. In the event there is more than one Pastor there shall be a minimum of two years between 

their leaves. 

A Pastoral Renewal Leave that does not follow this timetable can be requested by the Pastor and 

will be considered by the Congregational Council. 

Financing 

The Congregation will continue to provide base salary, housing allowance, and all other benefits 

except car allowance during the Renewal Leave period. The Congregation is not responsible for 

funding the costs directly related to the leave but may elect to set aside some funding on a yearly 

basis for this purpose. Unused Continuing Education Funds in the budget may accrue for up to 

three years prior to the leave for this purpose. In addition it is expected that the Pastor will 

actively seek additional funding through applicable endowments and grants and wherever 

possible reimburse the Congregation for its additional expenses due to the leave (example: Lilly 

Foundation Grant). 

 

 

 

 

 

 

 

 

 

Revised and Approved by the Congregation Council on: September 18, 2014 

Review required by the Congregation Council August 2017
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C O N T I N U I N G  R E S O L U T I O N  9 . 0 :  S T .  L U K E  C H I L D R E N  A N D  

Y O U T H  P R O T E C T I O N  P O L I C Y  

 

OUR COMMITMENT TO OUR CHILDREN AND YOUTH  

St. Luke Evangelical Lutheran Church of Gales Ferry, Connecticut (“this congregation”) is 

committed to providing the safest possible ministry environment for both children and youth and 

adults. We recognize the spiritual and public trust given to this faith community and seek to 

nurture and protect all who are involved in our ministry programs.  Accordingly, we will 

maintain official policies and procedures designed to prevent abuse and harassment while at the 

same time providing a high level of care for our staff and ministry volunteers. This 

congregation’s vision for children and youth protection includes:  

 Providing a setting where our children and youth are physically, emotionally, and             

spiritually safe;  

 Providing a setting where parents and caregivers are assured of their child’s safety; and 

 Providing a setting where staff and volunteers are equipped, protected, supported and 

held accountable as they lead and nurture those with whom they work and worship.  

This Children and Youth Protection Policy is intended solely for the use of this congregation in 

performing its functions as a religious body. It is not a contract, agreement, promise, or 

undertaking by this congregation to do or refrain from doing anything. It is not intended that the 

policy be imposed as rigid law, binding this congregation or others; rather, the policy must be 

interpreted and applied compassionately in accordance with the theological and Biblical 

principles of the Gospel. Any actions or decisions by this congregation in connection with the 

policy are to be undertaken at this congregation’s sole discretion, in accordance with the 

theology and ecclesiology of the Evangelical Lutheran Church in America, and in the exercise of 

this congregation as a religious body.  

The Children and Youth Protection Policy was developed for every ministry of this congregation 

possibly affecting children and youth, including this congregation’s Grins and Giggles preschool.  

St. Luke weekday Preschool operates under procedural and behavioral standards that are 

prescribed by Connecticut state law.  

DEFINITIONS  (Connecticut Law Definitions) 

Abuse: “A child or youth may be found ‘abused’ who (A) has been inflicted with 

physical injury or injuries other than by accidental means, (B) has injuries that are at 

variance with the history given of them, or (C) is in a condition that is the result of 

maltreatment, including, but not limited to, malnutrition, sexual molestation or 

exploitation, deprivation of necessities, emotional maltreatment or cruel punishment” 

Conn. Gen. Stats. § 46b-120(7) (2012 Supplement).  

Neglect: “A child or youth may be found ‘neglected’ who, for reasons other than being 

impoverished, (A) has been abandoned, (B) is being denied proper care and attention, 

physically, educationally, emotionally or morally, or (C) is being permitted to live under 

conditions, circumstances or associations injurious to the well-being of the child or 

youth” Conn. Gen. Stats. § 46b-120(6) (2012 Supplement) 
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CREATING A SAFE COMMUNITY 

We have developed a fourfold strategy to help ensure that the children and youth entrusted to us 

are safe at our church, that parents are assured of their safety, and that adults who work with 

them are equipped, protected, supported, and held accountable. Because our staff and volunteers 

are often in situations where they are working and talking with children and youth, they may be 

the first ones to recognize a problem or concern facing a child. Our policy, therefore, is designed 

not only to protect families but also to provide our volunteers and staff with resources to help 

them report suspected abuse.  

Our fourfold strategy involves:  

 Worker selection  

 Worker training, including Standards of Behavior  

 Reporting of suspected abuse  

 Record keeping  

1. WORKER SELECTION: We Want To Make Sure This Is A Good Match!  

All who work on behalf of this congregation with any children or youth will be properly 

selected, screened, trained, and supervised, not only to minimize the risk of child abuse at 

this congregation by volunteer or paid workers, but also to honor this congregation’s 

commitment to helping people discover their God-given gifts and apply them in God’s 

service.  

a. Screening Procedures 

Screening procedures are established for workers who, in the normal course of their 

duties, are expected to be alone for any period with one or more children or youth, or 

work in a supervisory capacity on our campus. This includes, but is not limited to, all 

paid staff and volunteers including Pastors, secretaries, choir directors, nursery staff, 

custodial workers, youth ministry leaders, Sunday School, Confirmation, and Vacation 

Bible School teachers, Grins and Giggles staff, and helpers.   

When selecting children and youth workers, we cannot guarantee that an individual will 

be an effective and safe child or youth leader, but the selection process helps us gather 

information to make an informed decision. Our goals are as follows: 

 Volunteers are regular attendees in the congregation for at least six months. 

 We will require Staff Employment Application forms to include references who 

are acquainted with the applicant’s work with children and youth.  

 Volunteers and staff, age 18 and over, participating in this congregation’s child or 

youth ministries will be required to undergo a background check.  

 All information will be kept in strict confidence. See Record Keeping for rules 

regarding record access and security. 
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b. Expectations of Volunteers and Staff  

Each volunteer or staff member working with children and youth at this congregation is 

expected to:  

 Be a faithful role model for children and youth;  

 Organize meaningful experiences;  

 Adhere to the specific guidelines developed for his or her position; and  

 Abide by this congregation’s Children and Youth Protection Policy. 

2. WORKER TRAINING, INCLUDING STANDARDS OF BEHAVIOR 

A. Training 

Volunteers and staff who have been accepted to work with children and youth will 

receive training which includes:  

 A description of this congregation’s Children and Youth Protection Policy, 

including the procedure defined for reporting suspected abuse;  

 An explanation of the expectations of persons who work with children and 

youth; and  

 Basic information about child abuse and neglect so that these persons can 

understand the issues and be alert to signs of abuse in the children and youth 

with whom they work. 

B. Standards of Behavior  

In addition to the above expectations, this congregation has developed Standards of 

Behavior for all individuals working with children and youth on behalf of our church. 

The standards are designed to protect youth, adults, families, and the church.  

1) Two-Adult Rule: The two-adult rule is our goal when working with children and 

youth. Situations in which one adult is completely alone with one child or youth 

are to be avoided if at all possible. An additional adult present in a supervisory 

role, making unscheduled visits into classes and meeting rooms, serves as a 

second adult and satisfies the two-adult rule.  Also, adult volunteers or staff may 

oversee small groups of youth, provided that the volunteers and staff abide by the 

Open Door Policy.  Planned individual contact outside the church should occur 

only in public places and with the prior consent of the minor and parent or 

guardian.  

2) Supervision: Volunteers and staff should be alert to the physical, emotional, and 

spiritual health of the child or youth with whom they work, and should not leave 

any child or youth unattended or fail to give them proper care and attention.  

Increased vigilance is required for any activity near water, play equipment, risky 

environments, and in areas where children and youth may become separated from 

the group.  Supervision used in church activities should be positive, respectful, 

and caring. Physical punishment and verbal or emotional abuse are not permitted. 

  



St Luke Continuing Resolutions 

31 

 

3) Open Door Policy: Staff and volunteers should work with children and youth in 

reasonably open places where others are welcome to enter – not behind closed 

doors and never behind locked doors. Parents and guardians are always welcome 

to attend classes, rehearsals, practices, programs, meetings, and events.  

4) Transportation: Drivers under the age of 21 will not be permitted to drive 

minors unless prior written approval has been obtained from the parent or 

guardian.   

5) Respect of Privacy: Adult leaders and staff need to respect the privacy of minors 

and intrude only insofar as health and safety require. Situations requiring privacy 

include using rest rooms, changing clothes, and taking showers. Adults need to 

protect their own privacy in similar situations.  

6) Overnight Accommodations: A minimum of two adult leaders should be present 

at any overnight activity. If children and youth participants include males and 

females, the adult leaders will be males and females. When minors and adults 

must share a tent, bedroom, or hotel room for the sake of safety or cost-efficiency, 

parents will be informed ahead of time. No adult will occupy the same bed as an 

unrelated minor.  At least two children or youth should be assigned to each room, 

so that no child or youth is assigned to a room alone. 

7) Housing: When private homes are used for overnight events, the program staff 

member will make final approval of all adults involved as hosts, hostesses, and 

chaperones.  At least two children or youth should be assigned to each home, so 

that no child or youth is assigned to a home alone. 

8) Expressions of Affection: Adults must use caution when allowing expression of 

affection toward children and youth. 

 Respect their refusal of affection. 

 Never make them feel uncomfortable. 

 Be aware of where you place your hands.  A child or youth or an observer 

could misinterpret a pat on the bottom or a bear hug. 

 Note that a body-to-body embrace, touch on private areas (those areas 

covered by a bathing suit), or any type of kiss is prohibited.   

9) Sexual/Physical Activity/Abuse: No sexual activity or inappropriate contact is 

permitted between adults and minors. Sexual comments or jokes and the showing 

of or listening to sexually suggestive or explicit material is prohibited.  There are 

to be no exceptions.  

In addition, the following acts or behaviors are prohibited:  

 Infliction of physically abusive behavior or bodily injury to a minor; 

 Physical neglect of a minor, including failure to provide adequate 

supervision in relation to the activities of this congregation; and  

 Mental or emotional injury to a minor.  
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10) Tobacco and Alcohol: The use or possession of tobacco or alcohol (with the 

exception of consumption of alcohol as part of Holy Communion) by children and 

youth – or by adults while supervising them – during any activity on behalf of  

this congregation is prohibited.   

11) Illegal Substances and Firearms: The use or possession of illegal substances or 

firearms by children and youth – or by adults while supervising them – during any 

activity on behalf of this congregation is prohibited.  

C. REPORTING SUSPECTED ABUSE  

All suspected abuse or neglect should be reported to the Department of Children and 

Families (DCF) in accordance with this Children and Youth Protection Policy, regardless of 

whether such reporting is required by law.  For those who make "good faith" reports, the law 

provides protection from civil liability and criminal penalty. 

Connecticut Law does NOT require PROOF that abuse or neglect has occurred before 

reporting.  Incidents are to be reported as soon as they are suspected. Waiting for proof may 

involve grave risk to the child or youth and impede services to the family. Proof may be long 

in coming, witnesses to child or youth abuse and neglect are rare, and the child’s testimony 

may be disbelieved or inadmissible. 

An oral or written report of suspected abuse or neglect should be made to the local 

department of social services or local law enforcement agencies not later than 48 hours after 

the contact, examination, treatment or other circumstances that caused the individual to 

believe that the child or youth had been subjected to abuse or neglect.   

The Pastor(s) and the Congregation President, unless involved in the incident, should be 

made aware of all reports of suspected abuse or neglect in a timely fashion, but in a way 

which does not impede the direct reporting of the abuse or neglect to the proper authorities.  

These individuals may consult with others, including legal counsel, as needed, with the 

understanding, however, that confidentiality laws may preclude an open discussion about the 

report and what the reporter is told by DCF investigators. Excessive interaction with a variety 

of people may compromise the integrity of any ensuing investigation.  Speculation about any 

alleged abuse should be minimized to protect the privacy of all involved. 

After the initial report of suspected abuse is made and the matter has been referred to DCF or 

local law enforcement agencies, no additional documentation should be generated or retained 

by this congregation.  DCF will retain records once a report is made, and the DCF records 

can be subpoenaed if necessary.  

Media Contact: In the event of media interest in a case of suspected child abuse or neglect, 

the only authorized media contact shall be the Pastor(s) or Congregation President, unless 

either was involved in the incident.  In the interests of confidentiality and out of respect for 

all involved in the suspected child or youth abuse or neglect, media contact should be kept to 

an absolute minimum. 
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D. RECORD KEEPING 

The following materials shall be kept on file for all persons covered by this Children and 

Youth Protection Policy:  

 Employment Application and Volunteer Application forms, including documentation 

of interviews and references; 

 Children and Youth Protection Policy form Acknowledgement;  

 Child Abuse and Neglect Definition Review Acknowledgement; 

 Documentation of training for staff; and 

 Results of any background check. 

Security of Records: Records on child and youth workers will be kept in a locked file on the 

church premises. Access is only with permission of the Pastor(s) or Congregation President 

on a need to know basis. They shall keep a record of all requests for access. 

 

 

Clergy/Employee/Volunteer Acknowledgement 

 

_______________________     _________________________  ____________ 

Name (Printed)                         Signature    Date 

_______________________     _________________________  ____________ 

Name (Printed)                         Signature    Date 

_______________________     _________________________  ____________ 

Name (Printed)                         Signature    Date 

_______________________     _________________________  ____________ 

Name (Printed)                         Signature    Date 

_______________________     _________________________  ____________ 

Name (Printed)                         Signature    Date 

_______________________     _________________________  ____________ 

Name (Printed)                         Signature    Date 

_______________________     _________________________  ____________ 

Name (Printed)                         Signature    Date 
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Child Abuse and Neglect Definition Review Acknowledgement 

Each St. Luke Lutheran Church volunteer and staff who have been accepted to work with 

children and youth will become familiar with the description of child abuse and neglect 

described in this paper. 

Definitions of Child Abuse and Neglect 

The following operational definitions are working definitions and examples of child abuse, 

neglect, and in danger of abuse. 

 For the purposes of these operational definitions, the term child refers to any person 

under 18 years of age or any person under 21 years of age who is a DCF client. 

 A person responsible for a child's care includes the child's parent, guardian, foster parent, 

an employee of a public or private residential home, agency or institution or other person 

legally responsible under State law for the child's welfare in a residential setting; or any 

staff person providing out-of-home care, including center-based child day care, family 

day care, or group day care. 

 A caretaker is an individual in whose care a biological or adoptive parent or legal 

guardian has left a child on an extended basis and who exercises parental authority in the 

capacity of a guardian. 

 The phrase perpetrator given access to the child by the person responsible for the child's 

care refers to those circumstances when the person responsible for the child's care uses 

poor judgment in entrusting the child to another individual who then causes injury to the 

child. 

ABUSE 

 is a non-accidental injury to a child which, regardless of motive, is inflicted or allowed to 

be inflicted by the person responsible for the child's care 

 includes: 

o any injury which is at variance with the history given 

o maltreatment such as, but not limited to, malnutrition, sexual molestation, 

deprivation of necessities, emotional maltreatment or cruel punishment. 

TYPES OF ABUSE 
 

Description/Examples: Physical Abuse 
 

Physical abuse is any physical injury inflicted other than by accidental means, any injury at 

variance with the history given of them, or a child's condition which is the result of maltreatment 

such as malnutrition, deprivation of necessities or cruel punishment. Examples of injuries which 

may result from physical abuse include: 

 head injuries 

 bruises, cuts, or lacerations 

 internal injuries 
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 burns, scalds 

 reddening or blistering of the tissue through application of heat by fire, chemical 

substances, cigarettes, matches, electricity, scalding water, friction, etc. 

 injuries to bone, muscle, cartilage, ligaments fractures, dislocations, sprains, strains, 

displacements, hematomas, etc. 

 death 

Description/Examples: Sexual Abuse and Exploitation 

Sexual Abuse is any incident of sexual contact involving a child that is inflicted or allowed to be 

inflicted by the person responsible for the child's care. 

Sexual abuse includes, but is not limited to, the following: 

 rape 

 intercourse 

 sodomy 

 fondling 

 oral sex 

 incest 

 sexual penetration: digital, penile, or foreign objects. 

 Sexual exploitation of a child includes permitting, allowing, coercing or forcing a child 

to: 

o participate in pornography 

o engage in sexual behavior. 

Description/Examples: Emotional Abuse or Maltreatment 

Emotional abuse or maltreatment is the result of cruel or unconscionable acts and/or statements 

made, threatened to be made, or allowed to be made by the person responsible for the child's care 

that have a direct effect on the child. 

 

The observable and substantial impairment of the child's psychological, cognitive, emotional 

and/or social well-being and functioning must be related to the behavior of the person 

responsible for the child's care. 

 

Emotional abuse or maltreatment may result from: 

 repeated negative acts or statements directed at the child 

 exposure to repeated violent, brutal, or intimidating acts or statements among members of 

the household 

 cruel or unusual actions used in the attempt to gain submission, enforce maximum 

control, or to modify the child's behavior 

 rejection of the child. 
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NEGLECT 

Neglect is the failure, whether intentional or not, of the person responsible for the child's care to 

provide and maintain adequate food, clothing, medical care, supervision, and/or education. 

A child may be found neglected who: 

 has been abandoned 

 is being denied proper care and attention physically, educationally, emotionally, or 

morally 

 is being permitted to live under conditions, circumstances or associations injurious to his 

well-being 

 is being abused. 

TYPES OF NEGLECT 

Description/Examples: Physical Neglect 

The following are examples of physical neglect: 

 the failure to provide adequate food, shelter, and clothing appropriate to the climatic and 

environmental conditions 

 the failure to provide, whether intentional or otherwise, supervision or a reliable person(s) 

to provide child care 

 leaving a child alone for an excessive period of time given the child's age and cognitive 

abilities 

 holding the child responsible for the care of siblings or others where beyond the child's 

ability 

 the person responsible for the child's care displays erratic or impaired behavior 

 the person responsible for the child’s care is unable to consistently perform the minimum 

of child-caring tasks 

 death. 

Description/Examples: Medical Neglect 

Medical neglect is: 

 the refusal or failure on the part of the person responsible for the child's care to seek, 

obtain, and/or maintain those services for necessary medical, dental, or mental health care 

 withholding medically indicated treatment from disabled infants with life-threatening 

conditions. 

 

Note: Failure to provide the child with immunizations or routine well child care in and of itself 

does not constitute medical neglect. 

 

Description/Examples: Educational Neglect 

Educational neglect occurs when, by reason of the actions or inaction on the part of the person 

responsible for the child's care, a child age seven (7) years old through fifteen (15) years old 

either: 

 is not registered in school; or 

 is not allowed to attend school. 
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Description/Examples: Emotional and Moral Neglect 

Emotional and Moral Neglect is the denial of proper care and attention to  the child, emotionally 

and/or morally, by the person responsible for the child's care that may result in the child's 

maladaptive functioning. 

 

Harmful behaviors by the person responsible include, but are not limited to, the following: 

 encouraging the child to steal or engage in other illegal activities 

 encouraging the child to use drugs and/or alcohol 

 recognizing the child's need but failing to provide the child with emotional nurturance 

 having inappropriate expectations of the child given the child's developmental level. 

Note: For court intervention regarding emotional neglect, a statement from a mental health 

provider documenting the condition is required. 

Circumstances Injurious 

Description/Examples: In Danger of Abuse 
In danger of abuse includes: 

 actions or statements conveying threats of physical or mental injury 

 a real threat to the child's well-being as perceived by the child 

 the person responsible for the child's care exposing the child to dangerous and/or violent 

situations. 

Description/Examples: High Risk Newborns 
Newborn children will be considered to be at risk because of a combination of both their own 

special needs and their mother's condition or behavior. 

 

Indicators of special needs newborns include, but are not limited to: 

 a positive urine or meconium toxicology for drugs 

 a positive test for HIV virus 

 a serious medical problem. 

Indicators in the mother's condition or behavior include, but are not limited to: 

 substance abuse 

 intellectual limitations which may impair the mother's ability to nurture or physically care 

for the child 

 major psychiatric illness 

 young age, causing inability to care for self or newborn. 
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Review Acknowledgement 

  

_______________________     _________________________  ____________ 

Name (Printed)                         Signature    Date 

_______________________     _________________________  ____________ 

Name (Printed)                         Signature    Date 

_______________________     _________________________  ____________ 

Name (Printed)                         Signature    Date 

_______________________     _________________________  ____________ 

Name (Printed)                         Signature    Date 

_______________________     _________________________  ____________ 

Name (Printed)                         Signature    Date 

_______________________     _________________________  ____________ 

Name (Printed)                         Signature    Date 

_______________________     _________________________  ____________ 

Name (Printed)                         Signature    Date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Approved by the Congregation Council on: ___August 2014_______ 

Review required by the Congregation Council August 2017  
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C O N T I N U I N G  R E S O L U T I O N  1 0 . 0 :  L E A V E  P O L I C I E S  F O R  S T .  

L U K E  S T A F F  ( Y E A R - R O U N D ,  N O N - O R D A I N E D )  

A. Paid Leaves 

1. Vacation Leave 

Each paid staff member(s) who is paid for a 12 month period shall receive paid vacation 

during each year that is worked.  The amount of paid vacation is directly proportional to 

the number of hours worked and can be computed by using the following formula:  

[80 vacation hours* total hours worked per year (hours worked per 

week * 52 weeks)]  / 2,080 hours per year 

[x hours/40 hours per week]*80 vacation hours/(Number of hours 

per week*52 weeks)  =  maximum # of vacation hours 

eligible/year 

Where x = number of hours that the staff member is scheduled to 

work. 

Examples: 

a. An employee working 25 hrs/week shall receive 50 hrs of vacation leave based on 

the following calculation:  

[80 hours * (25 hours per week * 52 weeks) ]/ 2,080 hours=.  

[80 hours *  1,300 hours per year] / 2,080= 

                                 104,000 / 2,080 = 50 hours of vacation leave per year 

b. An staff member working 8 hrs per week shall receive 16 hrs of vacation leave 

based on the following calculation: 

[80 hours * (8 hours per week * 52 weeks) ]/ 2,080 hours= 

[80 hours *  416 hours per year] / 2,080= 

                                 33,280 / 2,080 = 16 hours of vacation leave per year 

Staff members who are assigned to work on Sundays at least part of the year are entitled 

to one Sunday in vacation time for each week of accumulated vacation time or fraction 

thereof, e.g. staff members who work on Sundays and are entitled to two weeks of 

vacation time are entitled to have two Sundays included in their vacation time. 

All vacation leave must be requested/approved in advance (at least 24 hours) by 

submitting a vacation request form to the Pastor or designated supervisor. Vacation 

requests of 1-2 weeks should be submitted 30 days in advance (requests of more than two 

continuous weeks/Sundays at least 90 days in advance).  

Vacation leave will increase for every five years of employment up to a maximum of six 

weeks according to the following table: 

 

 



St Luke Continuing Resolutions 

40 

 

The vacation leave is renewable each calendar year (Jan 1 – Dec 31). No vacation hours 

may be extended to the next year.  

Staff members who leave their paid staff position are not eligible to receive payment for 

accrued, unused vacation leave. 

2. Eligibility 

Each new staff member will be eligible to use or take vacation leave six months after 

their employment begins. Vacation leave will be pro-rated for salaried staff persons hired 

after January 31st.  Vacation eligibility begins with the individual’s date of hire. 

3. Legal Holidays 

All staff members will have two un-designated paid holidays which cannot be used 

together but can be used in combination with the regular Thanksgiving or Christmas 

Holidays or used separately at the discretion of the staff person. 

Each staff person shall also receive the following paid holidays if they fall on the staff 

person’s normal workday: 

January 1:   New Year’s Day (or the day on which it is celebrated as a legal holiday) 

February:    President’s Day 

May:         Memorial Day 

July 4:      Independence Day (or the day it is celebrated as a legal holiday) 

September Labor Day 

November 11*: Veteran’s Day (or the day it is celebrated as a legal holiday) 

November:    Thanksgiving Day 

December 25:    Christmas Day (or the day on which it is celebrated as a legal holiday) 

*May be taken as a 3rd undesignated holiday by any staff member with approval of the 

supervisor 

All designated holiday dates/days should be set during December each year for the 

following year and noted on the church calendar by the Church Book Keeper. If a paid 

designated holiday falls on an employee’s normal workday but is during that employee’s 

designated vacation leave it will not be counted as vacation leave and the employee is 

eligible for another vacation day. 

4. Sick Leave (retroactive to Jan. 1, 2005 for current employees) 

Each full time staff member  will accrue one week of paid sick leave (directly 

proportional to hours worked) each calendar year up to a maximum of six weeks. Sick 

leave may be used for personal illness/injury or to care for a sick spouse, child, or parent 

or in times of bereavement. Sick leave of more than one week should have appropriate 

medical documentation and appropriate medical clearance upon returning to work in the 

case of personal injury or surgery. Sick leave must be reported to the Pastor or designated 

supervisor and requests for extended sick leave must be made as soon as possible.  

New employees may have sick time at the discretion of their supervisor during the first 

six months of employment. Accrual will begin after six months and will be pro-rated for 

that calendar year. No sick leave hours may be extended to the following calendar year. 
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[x hours/40 hours per week]*40 hours of sick leave per calendar year =  max # of hours 

eligible/year 

 Where x = number of hours that the employee is scheduled to work. 

 i.e. 30 hrs/week = 30 sick leave hours/year 

  15 hrs/week = 15 sick leave hours/year 

 

At the time of separation, an employee shall have no claim, or be paid for, unused sick 

leave. 

B. Unpaid Leave 

St. Luke does not meet the criteria to be subject to the Federal or Connecticut State Family 

Medical Leave Act. Unpaid leaves for personal injury/illness, including childbirth, or to care for 

a sick family member may be requested only after all accrued vacation and sick leave is used. 

Requests may be up to 30 days for employees working greater than 24 hours/week or 15 days for 

employees working less than 24 hours/week. The Pastor or designated supervisor is responsible 

for considering the needs of the Church and the needs of the employee in granting some or all or 

the requested leave. Requests should be accompanied by appropriate documentation of medical 

necessity. 

Employees may take up to three consecutive days paid leave for arranging and/or attending the 

funeral of an immediate family member (spouse, child, parent, sibling, grandparent or 

grandchild.) For part time staff – payment for a bereavement day is obtained only for the day(s) 

routinely worked. 

C. Administrative Accounting 

Upon approval by the Pastor or designated supervisor, notification of paid/unpaid leave shall be 

given to the Church Book Keeper who is responsible for maintaining all records of leaves taken 

by all staff persons (including ordained personnel). Monthly the Church Book Keeper will 

provide a summary of paid/unpaid leave to the Church Treasurer.  

 

 

 

 

 

 

 

 

Revised: April 17, 2013 

Approved by the Congregation Council: November 20, 2013 

Revised and Approved by the Congregation Council on: September 18, 2014 

Review required by the Congregation Council August 2017
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C O N T I N U I N G  R E S O L U T I O N  1 1 . 0 :  L E A V E  P O L I C I E S  F O R  S T .  

L U K E  S T A F F  ( Y E A R - R O U N D ,  R O S T E R E D  L E A D E R S )  

Paid Leaves 

Vacation Leave 

Each full time rostered leader shall receive 160 hours per calendar year (four (4) weeks and four 

(4) Sundays vacation leave). Regardless of the number of years of ordained and called service, 

the rostered leader will begin with 160 hours of vacation leave per calendar year.  

[x hours/40 hours/week]*160 vacation hours/calendar year =  maximum # of vacation 

hours eligible/year 

 Where x = number of hours for rostered leader 

All vacation leave greater than three (3) weeks in duration should be submitted to the council 

president and brought to church council for approval at least 30 days in advance. This is to 

ensure continued pulpit supply is met. A rostered leader will not have vacation greater than three 

successive Sundays to ensure continued pastoral care to the congregation.  

Vacation leave will increase by one (1) week, for every five years of employment up to a 

maximum of six weeks according to the formula. 

[x hours/40 hours/week]*80 vacation hours/calendar year = maximum # of vacation 

hours eligible/year 

 Where x = number of hours for rostered leader 

i.e. a) 200 hours at 5 years for full time rostered leader. 

  b) 240 hours at 10 years for full time rostered leader. 

The vacation leave is renewable each calendar year (Jan 1 – Dec 31). No vacation hours may be 

extended to the next year.  

Vacation time cannot be used adjacent to pastoral renewal leave (sabbaticals) for the four (4) 

weeks prior and the four weeks after the pastoral renewal leave. Please see Continuing 

Resolution 8 (CR 8) in St. Luke’s Constitution for further clarification regarding pastoral 

renewal leave.  

Rostered leaders who depart from St. Luke are not eligible to receive payment for accrued, 

unused vacation leave. 

Legal Holidays 

All rostered leaders will have two un-designated paid holidays which cannot be used together but 

can be used in combination with the regular Thanksgiving Holiday or used separately at the 

discretion of the staff person. 

Each rostered leader shall also receive the following paid holidays if they fall on the rostered 

leader’s workday: 

 

January 1 New Year’s Day (or the day on which it is celebrated as a legal holiday) 

February  President’s Day 
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May  Memorial Day 

July 4  Independence Day (or the day it is celebrated as a legal holiday) 

September Labor Day 

November 11* Veteran’s Day (or the day it is celebrated as a legal holiday) 

November Thanksgiving Day 

*May be taken as a 3rd undesignated holiday by any rostered leader 

All designated holiday dates/days should be set during December each year for the following 

year and noted on the church calendar by the Administrative Specialist. If a paid designated 

holiday falls on a rostered leader’s normal workday but is during that rostered leader’s 

designated vacation leave it will not be counted as vacation leave and the rostered leader is 

eligible for another vacation day.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Approved by the Congregational Council on:  SEPTEMBER 16, 2009 

Revised and Approved by the Congregation Council: September 18, 2014 

Review required by the Congregation Council August 2017
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C O N T I N U I N G  R E S O L U T I O N  1 2 . 0 :  K E Y  C O N T R O L  P O L I C Y  

Purpose / Objectives:  

1. To achieve maximum security while maintaining reasonable usability accessibility of St. 

Luke.  

2. To maintain strict control of the church key and lock systems including key duplication and 

distribution.  

3. To define responsibility for issuance and collection of keys.  

4. To facilitate the issuance of keys on a need basis.  

5. To encourage responsible care of keys by key holders.  

Responsibilities:  

A. Planning Team:  

1. Inform church office Administrative Specialist of change in current key holder needs.  

2. Approve and initiate repairs or additions to locking devices or doors.  

3. Approve and initiate key issuance to volunteers or outside contractors.  

4. Determine appropriateness of key holder lending keys to non key holder.  

5. Take action with key holder due to misuse or loss of keys.  

B. Administrative Specialist:  

1. Maintain all non-building access key files and records of original, duplicate and 

replacement keys on campus.  

2. Securely store all unissued and unused keys.  

3. Reports key losses or thefts to Planning Team when appropriate.  

4. Requests new, duplicate or replacement keys to be ordered.  

5. Issues and collects keys as staff and council members change  

C. Key Recipient:  

1. Sign Key Inventory Certification form for all keys received.  

2. Assume responsibility for safekeeping of issued keys and their use.  It is understood 

that keys will not be loaned or made available to others without prior approval of the 

Planning Team.  

3. Report loss or theft of keys to Senior Pastor and Administrative Specialist.  

4. Return all keys to church office upon status or location change, when notified to do so 

or when no longer needed. 

General Policy:  

1. Offices will be locked when not in use.  

2. Keys will only be issued to Staff, Contractors or Volunteers based on actual need and 
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consistency of job responsibilities.  

3. Keys remain property of St. Luke Lutheran Church while in possession of key holder 

and issued for the use of the key holders.  No keys may be duplicated, loaned or 

transferred to any other person by the key holder.  

4. All repairs or additions to locking devices or doors will be the responsibility of the 

Planning Team. Owners of lost keys may, at the discretion of the Planning Team, be 

responsible for paying for the rekeying of church doors.  

5. Lost / stolen keys must be reported to the Senior Pastor and Administrative Specialist 

as soon as possible.  

6. All keys will be returned to St. Luke Lutheran Church upon separation, termination or 

retirement from St. Luke.  Separation will not be complete, including issuance of final 

paycheck, until all keys have been returned.  

7. All building access keys not in use will be stored and locked in a secure location Control 

of the keys will be maintained by the Administrative Specialist. 

8. All key holders must a Key Inventory Certification form on file.   

9. Issuance of any and all keys is authorized only by the Planning Team.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Revised and Approved by the Congregation Council September 18, 2014 

Review required by the Congregation Council August 2017
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C O N T I N U I N G  R E S O L U T I O N  1 3 . 0 :  R E S T R I C T E D  A N D  

D E D I C A T E D  F U N D S  P O L I C Y  

A. Purpose:  To provide guidance for the receipt, budgeting, accounting, disbursement and use 

of Restricted and Dedicated Funds 

B. Definitions: 

1. Restricted Funds: Restricted Funds can be either temporarily or permanently restricted.   

2. Permanently restricted funds: Donor imposed restriction that requires the church to 

endow the gift and use the income generated from the corpus to fund a purpose 

established by the donor 

3. Temporarily restricted funds: Donor imposed restriction that requires the church to use 

the gift funds for a purpose designated by the donor.   

4. Dedicated Funds: Funds that are not donor restricted. Funds that are accumulated for a 

specific purpose as determined by the Council.  Examples of these funds are: 

 Revenue collected to support church events, i.e. youth trips, fellowship meals 

 Sale of church merchandise, i.e. books, music, or clothing 

 Set aside of operating funding for a future specific purpose. 

5. Fund Steward: Team, ministry, group or individual authorized by the Council to manage 

an area or purpose of the church.   

 Chairpersons of Ministries or Team Leaders have this responsibility as part of 

their responsibilities in the positions they accept. 

 Restricted funds, either temporary or permanent, are managed by the team or 

group for which the gift is restricted; however the Planning Team will be advised 

of the intended use prior to disbursement. 

C. Policy 

1. Council will direct the Treasurer to set up new funds for a specific purpose within the 

fund types as defined in this policy. 

2. The Treasurer has the authority to set up a fund if the annual budget requires the 

accounting and reporting of dedicated funds.   

3. Dedicated funds, although intended to be short term, may have a permanency in nature 

such as recurring missions or events.   

4. Dedicated funds are to be used for funding recurring activities or to support operating 

activities that are not funded through the operating budget. 

5. Restricted funds are used after the team leader has proposed the use of the funds to the 

Planning Team and received approval. 

6. This approval can be given on a basis that the Planning Team prefers and can be given for 

future anticipated gifts. 
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7. The Treasurer will provide monthly reports to the church council which indicates the 

fund increases and decreases. 

8. The fund steward will provide the details pertaining to the use of funds to the council as 

requested. 

9. Church council reserves the right to require that dedicated funds are used in place of the 

operating budget—this decision will be documented in the council minutes and include 

the rationale. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Approved by the Congregation Council on October 16, 2013  

Review required by the Congregation Council October 2016



St Luke Continuing Resolutions 

48 

 

C O N T I N U I N G  R E S O L U T I O N  1 4 . 0 :  G U I D E L I N E S  A N D  P O L I C Y  

O N  S O C I A L  M E D I A  

Introduction 

Social media is the social interaction among people in which they create, share or exchange 

information and ideas in virtual communities and networks. It refers to social networking 

services, blogs, short-message services, message boards, wikis, podcasts, image- and video-

sharing sites, and other methods for real-time information sharing among users. Because this is a 

constantly evolving area, this continuing resolution applies to all new social media platforms 

whether or not they are specifically mentioned here. 

St. Luke believes the use of social media by its membership and staff can serve to support the 

mission and ministry of St. Luke Lutheran Church to reach farther in proclaiming God’s love and 

serving better to show God’s love.   

While the tools of social media are easily accessible, the rules for the use of these tools are not 

necessarily intuitive. Social Media provides a new communications landscape, with tremendous 

opportunities but also a lot to learn.  As with any tool there are guidelines and warnings on how 

social media should be used. 

This document sets forth the guidelines and policy for the use of social media by members of the 

St. Luke community. The St. Luke community consists of all members of the congregation and 

the staff hired by the congregation to perform the church’s work. The guidelines and policy are 

applicable to all online and mobile platforms used for sharing content and information, whether 

controlled by St. Luke or hosted by others; on which members of the St. Luke community 

engage in discussions or activities relating to St. Luke Lutheran Church.  

Applicability 

This document provides guidelines as well as the policy of St. Luke Lutheran Church towards all 

individuals who post to any social media sites established by St. Luke Lutheran Church and to 

staff members and individuals in leadership positions who establish or participate in their own 

personal social media sites. Leadership positions within St. Luke are defined, for this continuing 

resolution, as any and all members of the Congregation Council. 

In areas where this document does not provide a direct answer for how members of the St. Luke 

community should answer social-media questions, members should use their best judgment and 

take the most thoughtful and prudent action possible, bearing in mind St. Luke’s need to preserve 

accountability for the use of its name in all social media. 

Guidelines 

 All social media users should observe the following guidelines to preserve the Christian 

witness and effectiveness of both themselves and St. Luke: 

 Be selective – there are a variety of digital platforms available. Use the right medium 

for your message – a blog or social network might not be the right place for messages 

intended only for a small group, and email or other more targeted media might be 

best. 

 Be responsible – social media are individual interactions, not official St. Luke 

communications. Remember that what you write is public. You should always assume 

that it will be read by your boss, your co-workers, church members, other church 
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leaders, your parents, your children, your spouse, and the attorney for someone who 

may want to hold you legally responsible for what you say. Ask yourself if you are 

comfortable with all of these people reading what you plan to post.  Members who 

use social media are personally and legally responsible for the content they publish. 

  Be smart – a blog or community post is often visible to the entire world, and can be 

shared by others in ways that you cannot control. Remember that what you write is 

public, and will remain public for a very long time (perhaps permanently). Be careful 

that what you write would not impair your ability to work with other members in the 

church community, your volunteer teams, or speak with credibility to other churches. 

Remember that frustrations are best expressed in person. Sarcasm does not usually 

translate well in writing, so be careful how you use humor. 

 Be identified – authenticity and transparency are driving forces behind social media. 

Use real identities to the greatest extent possible. Avoid anonymous posts and 

comments. 

 Respect the privacy of others – do not publish the personal information of others in 

the community without their permission or, in the case of minors, written permission 

of their parents. This is particularly important in the school community, in which 

some parents do not wish their children’s personal information and images to be 

shared online. 

 Be respectful – St. Luke is a thoughtful and prayerful community that encourages 

free expression and values civil debate. If you disagree with others, do so with 

civility. Respect your audience, express your views with appropriate language, and be 

respectful of the Church and its teachings. 

 Be trustworthy – respect the confidentiality of matters that are shared with you in 

confidence, or that are meant to be kept confidential by the nature of your work, 

ministry or volunteer mission.  Ask permission before reporting on conversations or 

meetings that are meant to be private or for internal use only. Do not disclose any 

information, pictures, or videos that are confidential or proprietary to St. Luke. This 

includes information that has not yet been announced or posted. 

 

Policy 

 Staff, Congregation Officers and Council Members - Staff members and those individuals 

in leadership positions within St. Luke Lutheran Church are seen by members of this 

congregation and all other outside parties as representatives of our church. Therefore, as in 

all areas of daily life, these aforementioned members’ personal website or blog may be seen 

as a reflection on St. Luke, whether or not St. Luke is specifically discussed or referenced. If 

a member of this group chooses to identify themselves as a St. Luke Lutheran Church 

employee or member of the leadership and discusses matters related to St. Luke on their 

website or blog, readers may assume they are speaking on behalf of St. Luke. This will be 

true even when the site they have developed is viewed by the member as a personal project. 

 

It is the policy of St. Luke for any members from this group who develop a personal blog, 

home page or other social media to include this or a similar statement on the blog home page 

or in a prominent location on the social media site:  
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“The posts on this site are my own personal opinions. They are not 

read or approved by St. Luke Lutheran Church, before posting and 

do not necessarily represent the views and opinions of St. Luke”. 

 

 Use of Official Name and Logo. Any use of the St. Luke Lutheran Church name or logo for 

branding or titling pages, blogs, or other similar elements of social media must be approved 

in writing prior to use. Requests for prior consent to use such names or logos should be made 

to the chairperson of the People Support Team. This policy, however, should fully preserve 

free expression. It should not, for example, be interpreted to limit the ability of members of 

the St. Luke community from using the name of St. Luke to identify themselves in profiles, 

discuss matters relating to St. Luke, or other similar uses. 

 

 Copyright Laws. Users must comply fully with copyright law when posting and uploading 

materials. Any posting of materials to St. Luke sponsored social media must be limited to 

materials in which the copyright is owned by the party seeking to post the information, or in 

which the owner has consented to the sharing of the materials.  

Images and other materials that are the property of St. Luke Lutheran Church and that have 

been published on St. Luke owned websites can be copied and uploaded to other forums 

without prior consent of the Moderator of the site from which the images and other materials 

are taken. However, if images and other materials, owned by St. Luke, are available through 

non-public avenues then copying or uploading this material to other forums cannot be 

completed without prior consent of the Moderator of the site. This policy should not be 

construed to limit discussion of matters using the St. Luke name, and it should not be 

interpreted to limit users’ ability to link to St. Luke sites. 

 Children. Any site operated by St. Luke that is directed toward minors shall be designed to 

limit access to authorized members, and leaders of such sites shall ensure that unauthorized 

users will not have access to the site (by use of password protection or similar methods, if 

available). Registration for such a site must require the use of a legal name and valid contact 

information, such as an operational email address. Sites that are developed for the youth will 

be group sites and will always contain at least two adults as administrator/moderator.   

 

 Members of the staff or council members shall not have individual one-on-one accounts with 

a youth.  

 

 Images of minors without the prior consent of a parent or legal guardian shall not be posted. 

Responsibility 

The People Support Team, which is responsible for all actions pertaining to personnel and 

administrative policies for this congregation, shall ensure compliance with the policy set forth in 

this continuing resolution. To achieve this compliance the chairperson of the People Support 

Team shall: 

1. Forward to the Congregation Council, for approval, the initiation of a Social Media site 

specifically developed for any or all members of the St. Luke Lutheran Church 

community.  Details of the site are to include: 

a. The media the site will be hosted on. 
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b. The goal of the site. 

c. Expected membership of the site. 

d. Administrator/Moderators for the site. 

 

2. Ensure each social media site associated with St. Luke has a minimum of two (2) 

Administrators/Moderators assigned.  One Administrator/Moderator shall be the 

chairperson of the People Support Team.  The second Administrator/Moderator shall be 

either (1) a member from the congregation, not on the Congregation Council, but 

approved by the Congregation Council or (2) the author of the social media site. 

 

3. Authorize membership into the site and remove members from the site when warranted. 

 

4. Monitor all comment and response areas of pertinent social media forums on a regular 

basis to ensure entries are consistent with the goal of the forum. 

 

5. Remove posts that do not meet standards for civility (comments based on disability, race, 

religion, or sex), misrepresent the positions of St. Luke, or that include the following: 

profanity, defamatory language or inappropriate speech, threatening comments, or 

intimidating/bullying comments. 

 

6. Review membership of each media site and ensure that such membership is consistent 

with the theme of the media site. 

 

7. Communicate with individuals who post inappropriate comments, review with them the 

reason for concern, and inform them of potential for their removal from the forum if such 

activity were to continue. 

 

8. Remove offenders from the forum. 

 

9. When warranted, inform the Congregation Council of any problems that occur with the 

membership of a forum. 

Disciplinary Consequences  

Violation of the church’s policy concerning the use of social media or gross violation of the 

guidelines established for the use of St. Luke established social media may lead to removal from 

the social media site and possible further disciplinary action in accordance with Chapter 15 of 

the St. Luke Constitution (Discipline of Members).  Additionally, for staff members, this 

discipline may also include the termination of employment. 

St Luke members or staff may petition for review of any disciplinary action that may have been 

taken as a result of violation of the policy set forth in this document or through gross disregard 

for the guidelines described above.  The petition will be presented to the Congregation Council. 

The Congregation Council may alter or vacate the disciplinary action through a 2/3 vote of all 

council members. 

 

Approved by the Congregation Council on: 18 June 2014 

Review required by the Congregation Council June 2017 
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C O N T I N U I N G  R E S O L U T I O N  1 5 . 0 :  P O L I C Y  F O R  T H E  U S E  O F  

S T .  L U K E ’ S  F A C I L I T I E S   

Introduction: 

 

St. Luke Lutheran Church extends the use of our facilities to individual members and neighbors 

of the congregation, provided that this event is in keeping with our congregation’s mission1, that 

the user accepts our restrictions, and that the user complies with our guidelines. 

 

Permissions and Restrictions: 

1. Our facilities are available to organized, not-for-profit community group for service events 

and to individual members and neighbors for personal events.2 

a. The facilities may not be used for fund-raising activities, such as bazaars or 

gambling, for organizations that are not affiliated with St. Luke Lutheran Church. 

b. Use of the facilities may not conflict with the congregation’s use of the facilities.  

The congregation reserves the right to cancel or reschedule any approved event if 

that space is needed for a congregation-related activity, such a reception following 

a rite of the church or scheduled church program activity. 

c. Users will comply with the St. Luke Children and Youth Protection Policy 

(Continuing Resolution 9.0). 

d. Persons or groups using the facilities may make a free-will donation to St. Luke 

Lutheran Church.  

e. The use of alcoholic beverages at any event in our facilities is prohibited unless a 

waiver request has been submitted to, and approved by, the Congregation Council. 

f. The Congregation Council reserves the right to impose a fee for the use of the 

facilities to recoup the costs of cleaning, custodial services or supplies. 

g. The Congregation Council reserves the right to impose a Security Deposit which 

may be retained in the event of damages and/or unplanned cleaning. 

 

2. Our facilities are only available upon prior application for an event and approval of that 

event by the Congregation Council.  

 

3. All persons wishing to make use of our facilities for an event shall make a written 

application for that use. 

   

4. Approval shall be granted for an event.  Use of our facilities is event-specific: each unique 

event must have approval. 

a. Multiple dates for the same event are permitted and require only a single 

application.   

                                                 
1 Our mission is to be “A Spirit Driven Community of Engaged Disciples, called to Serve, Love and Forgive” 

2 Separate policies are established for use of our facilities for weddings. 
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b. No application shall request dates that extend beyond a twelve month period.  If the 

event is to continue beyond twelve months, re-application is required.  

c. Each different type of event requires a separate application.   

 

5. Three items shall be attached at the time of application: 

a. a certificate of the member’s liability insurance. 

b. proof of a one day policy “rider,” along with a waiver request for alcohol use, if the 

applicant wishes to serve alcohol at the event, 

c. a signed declaration that holds the congregation harmless for any untoward event 

related to the use of the facilities, 

d. Certification that the applicant has read and will comply with the St. Luke Children 

and Youth Protection Policy (Continuing Resolution 9.0) 

e. If required by the Council, a check covering the fee for the entire period indicated 

in the application.  

 

6. Applicants making a cancellation up to two weeks in advance will be fully refunded any 

fees.  If a cancellation is made less than two weeks in advance of a scheduled event, the 

applicant will be refunded 50 percent of the fee.  A full refund can be made upon Council 

approval. 

 

7. Applications shall only be considered and approved when they are complete.  Any 

application that does not provide a certificate of liability insurance or make declaration 

holding the congregation harmless or include a check for any required fee is incomplete 

and shall not be considered. 

 

8. Completed applications shall be submitted to the Parish Administrator.  

 

9. The Parish Administrator shall serve as the congregation’s only liaison for use of the 

congregation’s facilities and rooms.  As such, he/she shall: 

a. Conduct all communications, written and verbal, on behalf of the congregation with 

the user. 

b. Have the authority to approve applications for Facilities usage that do not require 

Council approval. The Parish Administrator will forward for Council approval 

those requests requiring a waiver of the policies detailed herein, requesting the use 

of alcohol, or recommending any fees or a Security Deposit.  

c. Maintain a comprehensive schedule of room assignments for all events 

(congregation and individual) using our facilities. 

d. Assign rooms for use by the user. 

e. Modify that assignment, if necessary. 

f. Coordinate requirements with applicable Purpose and Support Teams. (e.g. 

Facilities Support Team, Fellowship Purpose Team, etc.). 

g. In the event that the Parish Administrator is unavailable, the Senior Pastor may act 

in his/her place. 
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10. Use of our facilities shall be restricted to the room(s) assigned, to use of our restrooms, and 

to use of our parking lot.  A user shall not change or expand its occupancy without prior 

permission from the Parish Administrator. 

a. The nursery rooms are unavailable, unless they are part of the original application.  

The Parish Administrator, however, may assign a nursery Room for an approved, 

non-childcare event. 

b. Use of nursery rooms for childcare shall be requested in the application.  

c. Use of nursery rooms for childcare shall be supervised by an adult; unsupervised 

use of the nursery rooms or by a child under the age of 18 is not permitted. 

d. The kitchen is unavailable for use, unless it is part of the original application. 

e. Temporary use of the kitchen appliances is permitted when kitchen use is approved. 

f. Kitchen utensils may be used if prior permission is granted—provided that the 

utensils used are cleaned and restored to their designated storage space. 

g. Use of church owned consumables (trash bags, paper products, etc.) is not permitted 

without prior authorization by a member of the Fellowship Team. 

 

11. The Congregation Council reserves the right to refuse building use.  The Parish 

Administrator has the right to recommend to the council the termination of building use by 

a user or community group. 

 

12. Approval for use includes use of the furnishings and fixtures within the assigned room.   

a. Should additional seating be required, folding chairs may be secured from the 

fellowship hall, but they must be returned to their designated storage space at the 

end of the event.  They shall not be left in the room. 

b. Posters, decorations, teaching aids, etc. shall not be attached to the walls in any 

manner. 

c. Use of the congregation’s office equipment is not permitted 

d. Use of the congregation’s audio-visual equipment is not permitted. 

 

13. Occupancy in any room shall be limited to that indicated by the Town Fire Marshall.  Under 

no circumstances shall occupancy exceed this limit. 

 

14. Smoking is prohibited throughout our facilities. 

 

15. Our facilities are not available for storage by any user.   

a. Supplies and equipment for the event shall be carried in immediately prior to the 

approved event, kept in the room(s) during the event, and removed immediately 

after the event. 

b. Reasonable exceptions may be granted by the Parish Administrator. 

c. However, no long-term storage of a member’s supplies and equipment is permitted. 

 

16. The user is responsible to leave the facilities in the condition in which it was found.  Report 

all incidents in which there was personal injury or physical damage to the Parish 

Administrator by the day following the event.  Failure to report such adverse incidents may 
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result in withdrawal of approval to use our facilities. 

 

17. Unsafe conditions, difficulties, or concerns shall be transmitted to the Parish Administrator 

immediately following the activity. 

 

18. Cleanup and close-up following the meeting is the responsibility of the user sponsoring the 

event.  Failure to cleanup or close-up shall be cause for retaining all or part of the security 

deposit.  The user shall leave the room and facilities in the condition in which it was found. 

a. Tables shall be wiped clean. 

b. Chairs restored to proper placement.  Chairs borrowed from the Fellowship hall 

shall be returned. 

c. Trash shall be removed and placed in the dumpster. 

d. Restrooms shall be left clean. 

e. Room and building lights shall be extinguished. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Approved by the Congregation Council on: August 17, 2016 

Review required by the Congregation Council in August 2019 
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AGREEMENT FOR CHURCH USE 

ST. LUKE LUTHERAN CHURCH 

GALES FERRY, CT 06335 

464-7897 

 

 

Date______________________________ 

 

Date(s) of Use:  _______________Times: start __________end __________ 

 

Note: The maximum period that can be requested for multiple use is a three month period.  Written 

requests need to be submitted no less than two weeks and no greater than twelve weeks prior to 

the date(s) requested.   

 

Name______________________________________________________ 

Number expected ______ 

 

Brief description of activity._____________________________________ 

 

Furniture Needed:  _____________________________________________ 

(Groups are responsible for taking down and setting up) 

 

Will kitchen facilities be needed?  Yes _____ No _____ 

Stove_____ Dishes_____ Silverware_____ Other_____ 

 

Person responsible: 

Name_______________________________________________________ 

 

Address_____________________________________________________ 

 

City, State, zip:  ____________________________________ Phone:  _______________ 
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I understand that it is my responsibility to ensure that the space used for the requested activity is: 

1. left clean, 2. all lights, coffee makers, stoves, etc. are turned off, 3. all windows and doors are 

closed, 4. all other guidelines are followed.  I acknowledge receipt of the guidelines for our use of 

St. Luke Fellowship Hall.  I understand that failure to abide by these guidelines will be grounds 

for termination of this and future agreements.  I further accept personal liability for any damage to 

the church facilities or articles therein.  I have submitted a certificate from my group’s insurer, 

naming St. Luke as covered for the specific event or events granted in this agreement.  I certify 

that I have read and will comply with St. Luke Children and Youth Protection Policy (Continuing 

Resolution 9.0) 

 

 

____________________________________ __________________________ 

(Signature of Applicant)    Date 

 

 

Date:  __________________________ 

 

 

Hold Harmless Agreement: 

 

We, ____________________________________________________agree to protect, indemnify, 

save and keep harmless, St. Luke Lutheran Church, Gales Ferry, CT, the Evangelical Lutheran 

Church in America, the New England Synod of the of the Evangelical Lutheran Church in 

America, and the Bishop against and from any damage or expenses, including attorney fees arising 

out of or from any accident or other occurrence on or about said premises, causing injury to any 

person or damage to any property whomsoever and whatsoever and will protect, indemnify and 

save and keep harmless the above cited entitles to be protected from any and all claims arising out 

of our use of the aforesaid premises. 

 

 

By_________________________________________ 

                       (Signature) 

 

Title________________________________________ 

 

Witness_____________________________________ 

 

Approved:  __________________________Date:  __________________ 
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No storage space is available.  Please remove all of your personal belongings when you leave. 

 

Fees Due:  ___________________________Date:  _______________________ 

 

Fees Paid:  ___________________________Date:  _______________________ 
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WAIVER REQUEST FOR ALCOHOL USE 

ST. LUKE LUTHERAN CHURCH 

GALES FERRY, CT 06335 

464-7897 

 

Name of person responsible for event: _________________________________ 

 

Date of event: ______________ 

 

Description of Event: ______________________________________________________ 

 

________________________________________________________________________ 

 

Number of people anticipated: ________________ 

 

Description of alcoholic beverages to be served: ________________________________ 

 

_______________________________________________________________________ 

 

Will there be any people under the legal drinking age at the event? _________________ 

 

Who will be responsible for distributing the alcoholic beverages? 

 

_______________________________________________________________________ 

 

(Note: Please attach to this form proof of a one-day insurance rider for this event.) 

 

__________________________________________ ______________ 

Signature of requesting church member   Date 

 

 

Congregation Council Approval:      Yes  No 

 

Date of Congregation Council Decision: ______________________________________ 

 

Comments from Council: ___________________________________________________ 

 

________________________________________________________________________ 

 

 

__________________________________________ ______________ 

Signature of Congregation President    Date 



St Luke Continuing Resolutions 

60 

 

C O N T I N U I N G  R E S O L U T I O N  1 6 . 0 :  S T .  L U K E  L U T H E R A N  

C H U R C H  M I S S I O N  E N D O W M E N T  F U N D   

Introduction: 

 

a.  Whereas, Christian stewardship involves the faithful management of all the gifts God has 

given to humankind - the created world, the Gospel, life, time, abilities, money, including 

accumulated, inherited, and appreciated resources; and, 

 

b.  Whereas, the biblical principle of proportionate giving, to return to the Lord a portion of 

the gifts God has first given to his beloved children, is both a privilege and an appropriate 

response in all times and circumstances; and, 

 

c.  Whereas, Christians can give to the work of the church through gifts in and from wills, 

life insurance policies, charitable gift annuities, charitable remainder and other trusts, and 

transfers of property such as cash, stocks, bonds and real estate; and, 

 

d.  Whereas, it is the desire of St. Luke Lutheran Church (herein referred to as Congregation) 

to encourage, receive and administer these gifts in a manner consistent with the loyalty and 

devotion to our Lord in accord with the policies of this congregation, now, 

 

It is Resolved that: 

a. This Congregation Council hereby establishes a new and separate fund to be known 

as The Mission Endowment Fund of St. Luke Lutheran Church, (herein referred to as 

Fund), and, 

 

b. It is Further Resolved that the purpose of this Fund is to enhance the mission 

outreach of St. Luke Lutheran Church apart from the general operation of the 

Congregation so that no portion of the distributions of the Fund shall be used for the 

annual operating budget of the Congregation, and, 

 

c. It is Further Resolved that the St. Luke Investment Group as authorized in the St. 

Luke By-laws (S6.02c) shall serve as the Mission Endowment Fund Committee 

(herein referred to as Committee) shall be the custodian of the Fund, and, 

 

d.  It is Further Resolved that the purpose, governance, administration and 

management of the Fund and Committee are established and defined by the plan of 

operation as hereinafter set forth. 
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Plan of Operation 

 

Defining Principal and Income. 

 

a. The Committee shall determine what is principal and income, and shall have the 

discretion to include all appreciation of the assets of the fund within the definition of 

income. 

b. The Fund shall accumulate until a principal amount of $25,000.00 is achieved, after 

which 3-8 % of the assets of the Fund shall be distributed annually according to the 

distribution formula below.  In no event shall annual distributions reduce the Fund 

balance below $25,000. The distribution percent shall follow as nearly as reasonable 

the distribution recommended by the advisors of the ELCA Endowment Pooled Trust 

Fund A.  The current distribution percent, based on a 5 year rolling average of interest 

and growth with inflation and 1% annual fund management expense considered, is 

4.25%.  The Mission Endowment Committee is free to select whatever percent is 

prudent. While there is no assurance that the recommended percent will not reduce 

principle value, higher percentages than recommended has a greater probability, in 

poor economic conditions, to erode the principal.   

 

Distributions 

 

a. Income from the Fund shall be distributed annually, or at such other times as is deemed 

necessary or feasible to accomplish its purposes through the following distributions: 

 

1.  Ten to thirty-five (10-35%) percent for outreach into the community and 

synod, including, but not limited to, grants to Evangelical Lutheran Church in America 

seminaries, colleges or students attending such institutions, social service agencies, 

institutions and agencies to which this Congregation relates, and to special programs 

designed for those persons in our parish area who are in spiritual and/or economic need. 

 

2.  Ten to thirty-five (10-35%) percent for missions of the Evangelical Lutheran 

Church in America, nationally and worldwide, including, but not limited to, grants to the 

Evangelical Lutheran Church in America for new congregation development, 

professional leadership, educational ministries, global mission, ecumenism, evangelism, 

social ministries, disaster response and capital financing. 

 

3.  Up to thirty-five (0-35%) percent for capital improvements, debt reduction for 

a building program, or for the development of any special ministry of the Congregation. 
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4.  Up to twenty-five (0-25%) percent for any one or all of the above designated 

areas in any proportion as determined by the Committee, or for causes and programs 

which at the discretion of the Committee are deemed consistent with the purpose of the 

Fund in enhancing the missional outreach of the Congregation. 

 

5.  The Committee shall determine both the percentage of available funds per 

category to be distributed annually and the recipients of the annual distribution within 

any category.  Such determinations of the Committee shall be approved by the 

Congregation Council prior to the disbursement of funds. 

  

Emergency Distributions 
 

a. When, in the opinion of the Committee, circumstances are so dire and of such an 

emergency nature that the future of the congregation is at stake, and that the only 

recourse seems to be the use of the Fund principal beyond any portion distributable 

under the foregoing provisions, the Committee may, upon a unanimous vote, 

recommend such authorizing action to the Congregation.  Such an emergency 

distribution of principal shall require a two-thirds (⅔s) vote of the members present at 

a duly convened meeting of the Congregation. 

 

b. When, in the unanimous opinion of the Committee, there is a need so great of one of 

the recipients in one of the categories of distribution that Christian compassion and 

stewardship requires a distribution greater than available under the previous 

distribution provisions of this plan, the Committee, with the prior approval of the 

Congregation Council, may distribute up to 5% of the Fund to such need. 

 

Disposition or Transfer of Fund 

In the event St. Luke Lutheran Church ceases to exist either through merger or 

dissolution, disposition or transfer of the Fund shall be at the discretion of the Congregation 

Council in conformity with the Congregation Constitution and Bylaws, and in consultation with 

the Bishop of the synod of the Evangelical Lutheran Church in America to which this 

congregation belongs. 

 

Designated Gifts 

The Mission Endowment Committee encourages undesignated gifts.  Should a donor 

wish to designate their gift to a specific need or ministry, the Mission Endowment Committee 

(MEC) requests that the Committee be informed in writing of the designation prior to receiving 

the gift.  Further, the MEC reserves the right to clarify the designation with the donor and not 

accept gifts that do not comply with the mission or purpose statement of the congregation.  Gifts 

to a designated fund will be independently accounted for and will be separate from all other 

endowment funds. 

 

Approved by the Congregation Council on: November 16, 2016 

Review required by the Congregation Council in November 2019  
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 C O N T I N U I N G  R E S O L U T I O N  1 7 . 0 :  E M P L O Y E E  H A N D B O O K   

 

 

 

"A Spirit Driven Christian Community of Engaged Disciples, 

Called to Serve, Love and Forgive" 

 

 

 

EMPLOYEE HANDBOOK 

 

 

 

Approved by Congregation Council 

December 2019 
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W E L C O M E !  

St. Luke Lutheran Church is in Gales Ferry, Connecticut. St. Luke and is part of the Evangelical Lutheran 

Church in America (ELCA). We consider all our people to be a gift to the Church and appreciate the many 

gifts and talents that our employees bring to the ministry and the commitment of excellent service. 

 

Because we are a church body, certain positions require an understanding and commitment to the doctrinal 

views of the Evangelical Lutheran Church of America (“ELCA”).  For such situations, it is necessary for us 

to seek out individuals, who demonstrate evidence of a Christian faith in harmony with the practice and 

teachings of the ELCA.  The church is exempt from the provisions of the Civil Rights act of 1964 which 

prohibits discrimination based upon religion.  Therefore, selection is permitted to show preference in hiring 

people who are in good standing of the church.   

 

The support of the church employees should be in an environment of Christian faith and love and reflect 

our values in our work, our concerns, our compassion and our love of the church, its members and the 

community. 

 

P U R P O S E  O F  T H I S  H A N D B O O K  

This Employee Handbook is designed to provide a centralized place for policies, procedures and 

documents related to our church employees. The Church Council of St. Luke Lutheran Church is 

responsible for this document.  Revisions will be considered from additional information suggested, 

including changes to the employment laws and the needs of the church. 

 

Each employee is responsible for reading this handbook and referring to it with any questions regarding 

their employment.  As with any handbook, it may not address all circumstances but recommendations for 

improvements are welcome and should be presented to the Pastors or Council Officers for consideration. 

 

EMPLOYEES SUBJECT TO HANDBOOK 

The handbook applies to all employees, including those whose conditions of employment are covered by a 

separate agreement or Letter of Call.  If the policies of this handbook differ from the terms of those separate 

agreements, the provisions and terms of the separate agreements apply exclusively to that employee. 

 

DISCLAIMER AND EMPLOYMENT AT WILL 

This handbook is intended for information and guidance only and is not intended to cover all topics, policies 

or circumstances or to create an employment contract.  Employment with St. Luke Lutheran Church is 

voluntarily entered, and employees are free to resign from their position at will, at any time, with or without 

cause. The church may terminate the employment relationship at will at any time, with or without notice or 

cause. However, the church will endeavor to give employees a two-week notice prior to terminating their 

employment.   This handbook is not meant to serve as a contract or a contractual obligation between the 

employee and the Church.  Revisions to the handbook may be made without prior notice and the changes 

will apply to existing as well as future employees. The Church will respond to situations that it believes 

best suits the needs of the Church.   
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S E C T I O N  1  -  G E N E R A L  I N F O R M A T I O N  

 

E M P L O Y E E  C L A S S I F I C A T I O N S   

Rostered Leaders 

In the Evangelical Lutheran Church in American (ELCA), Ministers of Word and Sacrament and Ministers 

of Word and Service are rostered leaders.  They are professionals and as such they have specific education 

requirements and expectations. Those leaders are called by St. Luke Lutheran Church under a Letter of Call 

and according to the Constitution and By-Laws of St. Luke Lutheran Church and the New England Synod 

of the ELCA. 

Non-rostered Employees 

Regular Full-Time:  An employee, who is not called by a Letter of Call, and who is not in a temporary or 

introductory status and who is regularly scheduled to work thirty-five (35) hours or more per week/twelve 

(12) months per year on a full-time schedule.   

Regular Part-Time:  An employee who is not in a temporary or introductory status, is regularly scheduled 

to work less than thirty (35) hours per week/twelve (12) months per year and maintains continuous 

employment. 

Salaried/Exempt:  Employees who are not subject to the overtime provisions of the wage and hour law.  

They have qualified for exemption under the law as executive, administrative, or professional employees 

under the Fair Labor Standards Act (“FLSA”). 

Hourly/Non-Exempt:  Employees who are compensated hourly or are eligible for overtime as provided in 

applicable Federal and State Wage and Hour Laws. 

 

A N N I V E R S A R Y  D A T E  

The first day an employee reports to work and is formally on payroll, is the “official” anniversary date.  

 

P A R K I N G  

Employees should note parking lot signage at all times and employees should also not park in any spots 

designated for visitors or for handicapped access.   

 

P E R S O N N E L  F I L E S  

 

St. Luke Lutheran Church maintains a personnel file for each employee, which may include employee’s 

application, resume, personnel forms, training records, performance appraisals, disciplinary documents, 

and other employment records.  Any document(s) of a performance or disciplinary nature will require an 

employee’s signature of receipt prior to its inclusion in the personnel folder. 

 

Personnel files are the property of St. Luke Lutheran Church. In addition to the employee, generally only 

the Pastors and church officers (or designee), have access to the file. To process employee payroll, the 

church bookkeeper retains information such as tax forms or benefit enrollment, on behalf of the employees.  
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Information provided to external agencies (e.g., credit agencies, potential employers, etc.) is limited to 

name, title, wage or salary history, and dates of employment.  Information regarding wage or salary history 

will only be released if the employee, or former employee, has given written consent, or if St. Luke Lutheran 

Church is required to disclose such information by law.  Medical information is kept separately from an 

employee’s personnel file.  

 

Employees may review their own personnel file and the requests, which must be written, should be 

submitted to Pastors or church officers.   Nothing may be added to or removed from a personnel file without 

the approval of the Pastors or church officers.  A copy of documents contained in the employee’s personnel 

file will be provided upon written request, within a reasonable period.  Copies of medical records may be 

provided in compliance with State and/or Federal regulations.  The church shall comply with the rules and 

regulations promulgated under the Health Insurance Portability and Accountability Act of 1996 (“HIPAA”). 

 

W O R K  S C H E D U L E S  

Employee work schedules vary throughout our organization.  Pastors will advise employees of their 

individual work schedules.  Staffing and church needs may require changes in start and end times, as well 

as the total hours scheduled.  Due to potential staffing and service level challenges working remotely may 

be approved on a temporary basis.  

 

W O R K S P A C E S  A N D  C H U R C H  P R O P E R T Y  

The Pastors, along with the Facility Support Team Liaison, will determine office locations for new and 

existing employees, including reassignments due to the operational needs of the church.  All St. Luke 

Lutheran Church property issued to an employee, such as technology assets (i.e. computers, laptops, and 

tablets, software, books, telephones, keys and uniforms must be returned to the church at the time of 

dismissal or resignation, or whenever it is requested. Employees may be responsible for paying for any lost 

or damaged items. 

 

R E S I G N A T I O N  

Resignation is a voluntary act initiated by the employee to terminate employment with the Church. The 

Church requests at least two (2) weeks written resignation notice from all employees to remain in good 

standing.   Employees are expected to work during the notice period and accrued paid time off may not be 

used without prior approval.  

 

G O O D  S T A N D I N G  

An employee who provides and works during a 2-week notice period and voluntarily terminates 

employment and who is eligible for re-employment is in good standing.  

 

E X I T  I N T E R V I E W S  

The church will generally schedule exit interviews at the time of employment termination.  The exit 

interview will afford the departing employee an opportunity to discuss such issues as employee benefits, 

conversion privileges, or return of church owned property. Conversion privileges apply to those benefits or 
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property which are eligible to be retained by the employee after separation of their church position. 

Suggestions, concerns, and questions may also be voiced. 

S E C T I O N  2  –  E M P L O Y M E N T   

 

PROCESS FOR SELECTING ROSTERED LEADERS (CALLS/APPOINTMENTS) 

The call process engages the congregation in conjunction with the ELCA to screen, interview, and 

recommend rostered leader candidates to the Congregation Council.  This process is served through an Ad 

Hoc Committee known as The Call Committee, and the People Support Team serve as the oversight group.  

Continuing Resolution 2.03:  Ad Hoc Call Team provides the requirements for the team, including 

membership makeup, reporting requirements and duties.   

The Call Team will be disbanded when the pastoral vacancy for the congregation has been filled and the 

call letter has been signed by the selected leader. 

 

SELECTING NON-ROSTERED CHURCH EMPLOYEES 

The Planning Team will assess the church personnel needs based on vacancies, new positions, or 

organizational changes.  When a staffing change has been requested or identified; the Planning Team will: 

 Determine the need for the position and review the work to be accomplished.  This can include 

meeting with a direct supervisor or other staff. 

 Direct the Vice President to proceed with the next steps: 

o Job description creation or revisions; including traits of candidate, education, experience and 

qualifications 

o Compensation 

o Timeline of incumbent departure (if applicable) 

o Interim coverage of duties 

o Communication to church members and employees inspec 

o Media used to solicit candidates 

o Search Committee members 

 The Vice President will: 

o Notify staff and church members and coordinate Search Committee team 

o Review resumes/applications, prepare assessment and rating of candidates, and report to 

Planning Team for candidate selection 

o Send results to Search Committee, oversee interview and solicit feedback 

o Make recommendation to Planning Team for employee offer or next steps 

 

St. Luke Lutheran Church hires individuals based on their ability to do the job, which is to be filled, their 

integrity, and their willingness to serve the church.  The selection process should be done with the 

knowledge that the church is exempt from the provisions of the Civil Rights Act of 1964 which prohibits 

discrimination based upon religion. Therefore, St. Luke is allowed under federal law to show preference in 

hiring people who are in good standing of the church.    

  

A member of an employee's immediate family will be considered for employment by the church provided 

the applicant possesses all the qualifications for employment.  An immediate family member may not be 

hired, however, if such employment would create either an actual conflict of interest or the appearance of 

a conflict of interest.  For purposes of this policy, the term “relative” shall mean one of the following: 
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spouse, life partner, child, child’s spouse, parent, brother, sister, or dependent relative. No employee is 

permitted to supervise, either directly or indirectly, a relative working in a Church position. 

 

E M P L O Y M E N T  V E R I F I C A T I O N  A N D  R E F E R E N C E  C H E C K S  

All requests for employment verification should be handled directly by the employee or sent by the party 

making the request and must be done in writing to the Pastors or Council President.  Either Pastor can 

provide letters of employment verification for current or past employees. Standard verification letters 

include the dates of employment, title and church department information, but may also contain salary 

information, per the request by the petitioner. If an employee would like for St. Luke Lutheran Church to 

disclose the reasons for their involuntary termination, to a future or potential employer, we will comply 

with the request only if the position was eliminated for budgetary or programmatic reasons.  Terminations 

for cause are considered confidential and will not be released externally unless required by law. 

 

For matters pertaining to personal reference checks, Pastors may provide information to the extent that they 

feel comfortable doing so.  If a constructive or positive reference is not an option, the Pastor or supervisor 

should decline the caller’s request for a reference.  If an employee is asked to be a reference, and they do 

not feel comfortable doing so, they should respectfully inform the employee that they would be better served 

by obtaining a reference from another party. 

 

POSITION DESCRIPTIONS   

Approved job descriptions are reviewed annually or as circumstances dictate and will include the job 

description   the title of the position, the person to whom the position reports, whether the position is part-

time or full-time, a listing of the core responsibilities, physical requirements, and working or environmental 

conditions. Additionally, it should include the purpose of the job, meetings required to attend, and any 

qualifications which are pertinent to that position.  Each job description should be detailed, especially with 

regard to all “essential functions.”  All job descriptions must be approved by the Church Council.  This job 

description should be used as the basis for establishing the stated hiring criteria.  Approved positions are 

appended to this handbook (Appendix A). 

 

R E E M P L O Y M E N T  

An employee who leaves the Church on good terms (i.e., leaves voluntarily, gives two weeks’ notice, works 

fully through the last two (2) weeks, is not terminated, etc.) and later seeks reemployment with the Church 

may be rehired, subject to meeting all requirements of the position in which they are seeking employment.  

They will be required to comply with all the hiring policies in place at the time of re-hire.  

 

E M P L O Y M E N T  A P P L I C A T I O N S  

The Church may investigate references provided by an applicant to determine the applicant’s ability.  Any 

misrepresentations, falsifications, or material omissions during the application process may result in the 

Church’s exclusion of the individual from consideration for employment. 
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C O M P L I A N C E  W I T H  I M M I G R A T I O N  L A W  

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition 

of employment, must complete the Employment Eligibility Verification Form I-9 and present 

documentation establishing identity and employment eligibility.  Former employees who are rehired must 

also complete the form if they have not completed an I-9 with the Church within the past three years, or if 

their previous I-9 is no longer valid. 

 

OUTSIDE EMPLOYMENT 

St. Luke Lutheran Church recognizes the right of employees to engage in outside employment or activities 

If an employee chooses to engage in outside employment or activities, St. Luke Lutheran Church required 

that such activities be disclosed and submitted for review and approval. 

 

OTHER CONFLICTS OF INTEREST 

Employees must avoid all situations which might be detrimental to the Church or its reputation.  No 

employee will take advantage of any business opportunity that should be channeled through the Church, 

unless it is approved by the Pastor. 

   

S E C T I O N  3  –  E M P L O Y E E  C O N D U C T  A N D  W O R K  R U L E S  

 

To ensure orderly operations and provide the best possible work environment, St. Luke Lutheran Church 

expects employees to follow rules of conduct that will protect the interests and safety of all employees and 

the organization.  It is not possible to list all the forms of behavior that are considered unacceptable in the 

workplace.  The following are examples of infractions of rules of conduct that may result in immediate 

termination of employment: 

 Theft or inappropriate removal or possession of property.  

 Falsification of timekeeping records.  

 Working under the influence of alcohol or illegal drugs. 

 Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace, while on duty, 

or while operating employer-owned vehicles or equipment.  

 Fighting or threatening violence in the workplace.  

 Disruptive activity in the workplace or negligence or improper conduct leading to damage of employer-

owned property.  

 Sexual or other unlawful or unwelcome harassment. 

 Possession of dangerous or unauthorized materials, such as explosives or firearms, in the workplace. 

 Violation of personnel policies. 

 Unsatisfactory performance or conduct. 

 Insubordination or other disrespectful conduct (e.g. refusal or intentional failure to obey orders or 

perform a task assigned by an employee's immediate Supervisor; threats, intimidation, coercion or 

interference with supervision; abusive language; false, vicious or malicious statements about 

management, staff or the Church, published or openly spoken.) 
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A T T E N D A N C E  A N D  P U N C T U A L I T Y  

Much of the success of this Church depends on good attendance.   Although some people will be late or 

sick at one time or another, when short-term absences become frequent, they may signal personal or job-

related problems.   

 

Employees are expected to notify their Supervisor before the scheduled start of their workday and each 

morning thereafter that he or she is unable to report to work.    St. Luke Lutheran requires employees to be 

at the appointed workplace, ready to work, at their regularly scheduled starting time and to remain at such 

workplace and at work until the regularly scheduled ending time. 

 

Absence without notification/authorization 

If an employee is absent for three (3) consecutive days without notifying the Church, it is assumed that they 

have voluntarily abandoned their position with the Church and will be removed from the payroll and their 

final paycheck will be direct deposited or mailed to the address provided.   

 

Excessive Absenteeism or Lateness 

While there may be times when an absence or lateness is unavoidable, repeated absences or tardiness will 

be considered excessive an employee may be counseled regarding absenteeism or tardiness if it is 

determined that they have not met Church expectations.  If the problems persist, disciplinary action up to 

and including termination may occur. 

 

 

B A C K G R O U N D  C H E C K S  

St. Luke Lutheran Church conducts background checks for all personnel employed by, or volunteering for, 

the Church to promote a safe learning and working environment.  St. Luke Lutheran employees, or 

individuals performing service on behalf of the Church, may be subject to the following types of formal 

background checks:    

 Nationwide Federal Criminal Record 

 State Sex Offender Registry 

 Education Verification and/or Verification of Previous Employment 

 Motor Vehicle Record 

 Credit Report 

 

Employees will be required to sign a waiver for these requirements. 

The scope of the background review is determined in accordance with the job description and in 

consultation with the Pastors, based upon the following criteria:  Contact with the population, access to 

confidential and/or employee information, access to confidential business and/or financial records, and/or 

budgetary controls, use of St. Luke Lutheran property/facilities, and/or the transporting of children as part 

of their approved job description.  Background checks will not be authorized until an individual has received 

and signed a written offer of conditional employment or service relationship from the Church.   
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Based on an individual’s role, some employee’s or volunteers will be expected to use Church vehicles to 

transport church members.  All active approved drivers will be expected to consent to a motor vehicle 

background review each year.  Driving privileges may be revoked or suspended if a background check is 

returned with any status other than “clear”.  Positions, where driving is an essential function of the job, may 

be eliminated pursuant to employment-at-will, when an employee cannot successfully pass a post-

employment background/driver check. 

All offers of employment, prior to a cleared background check, are considered conditional.  Any candidate 

or employee who refuses to consent to a background check, falsifies information pertaining to their 

background check, or purposely withholds information related to a change in their record after a background 

check has been performed may be subject to disqualification from employment or termination of current 

employment.  An employee who has been arrested or convicted of a crime will not automatically be 

disqualified for employment.  

C O N F I D E N T I A L I T Y  A N D  N O N D I S C L O S U R E   

An employee may be privy to sensitive and/or confidential information.  As a group, we must collectively 

safeguard all such information and ensure that any public dissemination of such data is done carefully and 

in a way that protects the Church.  “Confidential Information” means any data or information that is 

proprietary to an employee and/or the Church and is not generally known to the public, and includes, but is 

not limited, to employee data, financial information, performance of the church, and donor or member 

information  

 

D R U G  A N D  A L C O H O L  U S E  D R U G  A N D  A L C O H O L  U S E  

It is the policy of the Church that employees have the absolute right to expect that persons employed by the 

Church will be free from the effects of drugs and alcohol.  The Church, as the Employer, has the right to 

expect its employees to report to work fit and able for duty.  Employees are prohibited from selling, 

purchasing, or delivering any illegal drug at any time and at any place. 

 

St. Luke Lutheran Church does not permit the possession, use or distribution of marijuana.  As such, 

employees in possession of medical marijuana prescriptions (issued in Connecticut or any other state) are 

not permitted to use or possess marijuana on Church property. 

 

Prescription Drugs.  Employees who use a prescription drug which may, as indicated on the prescription 

label, cause possible adverse side effects (e.g., drowsiness or impaired reflexes or reaction time) must use 

sound judgement with reports to reporting to work and inform the Pastors that they are taking such 

medication on the advice of a physician.  Employees are responsible for informing the Pastors of the 

possible effects of the drug on performance and expected duration of use.   

 

The Church requires that an employee notify the Pastors within five (5) days after a conviction of any 

criminal drug statute for a violation occurring outside the workplace. 

 

Employees with questions on this policy or issues related to drug or alcohol use in the workplace should 

raise their concerns with the Pastors. 
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E M E R G E N C Y  C L O S I N G S  

Circumstances may require the closing of the Church for a few hours, a day or longer.  If a closing should 

occur during non-working hours, Pastors, in consultation with the Church President, will decide whether to 

open the Church or to delay opening.  Should the Pastors be unavailable for consultation, the Church 

President will serve in this role. 

 

If existing or predicted weather conditions justify not opening the Church, the Church will utilize an alert 

system to notify employees and members of the closure or delayed opening.  Announcements will also be 

placed through the local media and on the St. Luke Lutheran Church homepage and social media pages. 

 

If an employee chooses to leave their shift early, or not come in to work as scheduled, they must elect to 

use either personal or vacation benefits for that absence.    When operations are officially closed due to 

emergency conditions, the leave from scheduled work will be paid for full-time employees.  Part-time 

permanent employees may also be eligible for emergency closure pay, if the hours of the closure occur 

during their normally scheduled workday/time.  Sick time may not be used for weather related absences. 

 

Employees in essential operations may be asked to work on a day when the Church is officially closed.  In 

these circumstances, employees who work will receive regular pay at their respective straight time rates, 

unless wage and hour laws require otherwise.  When the Church is closed, all employees designated as 

essential personnel are to report to work as scheduled, or in the case of an early closing, they may be 

required to stay. 

 

I N S P E C T I O N S  A N D  S E A R C H E S  O N  C H U R C H  P R O P E R T Y  

To enhance the safety and security of the workplace for all employees, St. Luke Lutheran Church reserves 

the right to search Church premises or worksites as well as any Church vehicles wherever they are located.   

St. Luke Lutheran Church also reserves the right to inspect the property of employees including but not 

limited to, workstations, briefcases, lunchboxes, backpacks, purses, toolboxes, coats, hats or any other 

personal property of employees brought onto St. Luke Lutheran Church’s premises.  Such searches may be 

conducted for detecting illegal drugs, alcohol, weapons, stolen property, or any other material associated 

with a violation of St. Luke Lutheran Church’s work rules or federal, state, or local law. 

 

S O C I A L  M E D I A  

 

St. Luke Lutheran Church is responsible and committed to disseminate information about our programs and 

activities and to be responsive to media inquiries. Continuing Resolution 14.0 Guidelines and Policy on 

Social Media defines the process for the release of information and communications. All employees of the 

Church are expected to follow this policy.  

 

This policy is in no way intended to affect individual employees’ rights to express personal views about the 

Church or non-Church issues if the employee clearly states that they do so as individuals and do not 

represent the official position of the Church. The preparation and release of all information and publicity 

concerning the Church, intended for distribution to the media, is authorized by the Associate Pastor.  The 

Associate Pastor serves as the official Church spokesperson and conveys the official Church position on 

issues of general Church-wide impact or significance or situations that are of a particularly controversial or 
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sensitive in nature. Inquiries from the media about such issues should initially be referred to the Associate 

Pastor.   

 

 

O F F I C E  E T I Q U E T T E  

Playing music at an employee’s workstation, through either Internet sources or personal devices is 

permissible, however, respect for the surrounding employees must be considered.  Telephones are to be 

used for business purposes during normal business operations.  On occasion, personal calls may be 

necessary, but should be reasonably limited. 

 

P E R S O N A L  A P P E A R A N C E  

Dress, grooming, and personal hygiene standards contribute to the morale of all employees and the Church 

takes a conservative stance on dress code and asks that work-appropriate attire is always worn.  A standard 

of business casual is considered appropriate for most employees; this means that clothes are clean, 

unwrinkled, and not too tight or revealing.  Clothes should not be torn or frayed, and consideration to how 

the employee represents the church when working with the public.  Shoes should be sufficient to accomplish 

the job and not cause any risk of injury to the employee.   

 

P E T S  

Dogs or other domestic animals on Church grounds must be on a leash and under owner control.  Owners 

are expected to clean up after their pets and under no circumstances should animals be allowed to run 

loose or be tied to buildings, handrails, trees, bicycle racks, or other objects.  

 

PRIVACY POLICY 

All employees are subject to following Continuing Resolution 7.0:  St. Luke Lutheran Church Privacy 

Policy.  This policy addresses unwelcome solicitation/intrusions, identity theft and other sensitive 

information that an employee can manage or access.    Please refer to that policy. 

 

R E P O R T I N G  A N  I N J U R Y  

Injuries occurring on the job must be reported, no matter how slight.  If an employee hurts themselves or 

becomes ill, they should contact their Supervisor for assistance and report the incident within 24 hours.   

Employees are covered under the worker’s compensation insurance from an injury arising out of or in the 

course of work.  When using Church property, employees are expected to exercise care, perform required 

maintenance, and follow all operating instructions, safety standards, and guidelines. 

 

Please notify a Supervisor if any equipment, machines, tools, or vehicles appear to be damaged, defective, 

or in need of repair.  Prompt reporting of damages, defects, and the need for repairs could prevent 

deterioration of equipment and possible injury to employees or others.  The Supervisor can answer any 

questions about an employee's responsibility for maintenance and care of equipment or vehicles used on 

the job.  The improper, careless, negligent, destructive, or unsafe use or operation of equipment or vehicles, 
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as well as excessive or avoidable traffic and parking violations, may result in disciplinary action, up to and 

including termination of employment. 

 

Employees who are involved in an accident while traveling on business must promptly report the accident 

to their immediate Supervisor. 

 

S M O K I N G  

 

St. Luke Lutheran Church provides a safe and healthy work environment for its employees and visitors. 

Smoking is permitted only outside the building and away from entrances in designated areas.  This includes 

e-cig and chewing tobacco usage. 

 

U S E  O F  I N T E R N E T  A N D  E - M A I L  

Electronic Mail (“e-mail”).  Employees should be aware that e-mail is not private, and messages can be 

retrieved even after they are deleted.  Most e-mail systems instantly make back-up copies of files, and 

copies may be easily retrieved by computer experts.   

 

Internet Access.  Employees should not consider their use of the Internet to be private.   Security systems 

are capable of recording (for each user) each World Wide Web site visit, each chat, news group or e-mail 

message, and each file transfer into and out of our internal networks, and we reserve the right to do so at 

any time.  Additionally, the Church may utilize independently supplied software and data to identify 

inappropriate Internet sites.  We may block access from within our networks to all such sites of which we 

are aware. 

 

It is Church policy to protect computer hardware, software, data, and business information from misuse, 

theft, unauthorized access, and environmental hazards.  Employees are expected to follow information 

security policies and procedures. Depending on the nature of the violation, action may also include civil or 

criminal prosecution under federal and/or state law.  Access to email and/or any systems ceases with an 

employee’s last day of employment and/or by request of senior management. 

 

Electronic Monitoring and Confidentiality.  At any time, and without prior notice, St. Luke Lutheran 

Church reserves the right to examine (1) e-mail, (2) personal file directories, (3) all text, audio or images 

that an employee may place or send over the internet, (4) telephone records, and (5) other information stored 

on St. Luke Lutheran Church owned electronic equipment.  Use of the Internet, e-mail, and telephone 

systems constitutes acceptance of such monitoring.   

 

Electronic monitoring is defined as collecting information on an employer’s premises concerning 

employee’s activities or communications by any means other than direct observation, including the use of 

computer, telephone, wire, radio, camera, electromagnetic, photoelectronic or photo-optical systems.  By 

the inclusion of this policy, St. Luke Lutheran Church is notifying all employees that it does, or it may 

utilize all the forms of electronic monitoring listed above as appropriate to individual employees.   
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St. Luke Lutheran Church retains the right to engage in other forms of electronic monitoring, without 

specific written notice, when there is reason to believe that an employee or employees are engaged in 

conduct which violates the law, violates the legal rights of St. Luke Lutheran Church or its employees, or 

creates a hostile work environment.   

 

W O R K P L A C E  S A F E T Y  P O L I C Y  

It is the policy of the Church to endeavor to provide safe working conditions for all employees, to provide 

instructions concerning safe working methods, and to make available the necessary equipment required to 

protect employees against hazards.  Each Supervisor shall enforce the safety regulations and use of the 

safety equipment.  Employees who refuses to use the safety equipment provided or fail to adhere to Church 

safety guidelines, will be subject to disciplinary action. 

 

Please observe the following precautions: 

 Notify a Supervisor of any emergency.  If an employee is injured or becomes sick at work, no 

matter how slightly, they must inform their Supervisor immediately.   

 The use of alcoholic beverages or illegal drug substances, or the abuse of legal prescription drugs 

during working hours will not be tolerated.  The possession of illegal substances on the Church's 

property is forbidden.   

 Use, adjust, and repair machines and equipment only if an employee is trained and qualified. 

 Understand the job fully and follow instructions. Ask a Supervisor for help when needed. 

 Wear personal protective equipment in accordance with the job.  

 Use flammable items, such as cleaning fluids, with caution. 

 Smoke only in designated smoking areas. 

 Avoid “horseplay” or practical jokes. 

 Keep the work area clean and orderly, and the aisles clear. 

 Watch out for the safety of fellow employees. 

 Know the location of all alarms, fire extinguishers, first aid equipment and emergency exits.  

Employees should not use extraordinary means in an emergency and should contact 911. 

 When an employee leaves the Church premises make sure that all entrances and equipment are 

properly locked and secured. 

 

W H I S T L E B L O W E R  P O L I C Y  

A whistleblower is any employee of St. Luke Lutheran Church who makes a good faith effort to disclose 

information to the Pastors about an activity that they believe is fraudulent or dishonest or violates the law. 

The purpose of the St. Luke Lutheran Church Whistleblower Policy is to encourage timely and honest 

reporting of these acts or circumstances without fear of retaliation.  St. Luke Lutheran Church will 

investigate any suspected fraudulent or dishonest conduct by the staff.   

 

RETALIATION 

St. Luke Lutheran Church prohibits retaliation against anyone who makes a good faith effort to 

appropriately disclose suspected fraudulent and dishonest conduct.  A whistleblower who believes that they 

have been retaliated against may file a written complaint with either Pastors or the Church President.  This 

prohibition against retaliation is not intended to prevent actions, including disciplinary action, in the usual 
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scope of their duties and based on valid performance-related factors and does not include immunity for any 

personal wrongdoing by the whistleblower that is substantiated.  

 

E M P L O Y E E  R E L A T I O N S  /  O P E N  D O O R  P O L I C Y   

We believe that the interests of our employees and the Church are best served by direct communications 

between the Employer and Employee.  The Church practices an open-door policy which allows all questions 

regarding employment to be discussed through both informal and formal procedures.    Most questions and 

concerns regarding employment issues may be satisfactorily settled by the Pastors. 

 

W O R K P L A C E  H A R A S S M E N T  P O L I C Y  

The Church depends upon a work environment of tolerance and respect and is committed to providing a 

working environment that is free of all forms of abuse or harassment.  St. Luke Lutheran Church takes 

allegations of sexual misconduct and discrimination seriously.  

Sexual Harassment/Misconduct   

The Church defines sexual misconduct as actual or attempted sexual assault, rape, inappropriate sexual acts, 

non-consensual sexual behavior and sexual harassment.  

 

The Church defines sexual harassment as behavior that is not welcomed by the individual, is personally 

offensive to him/her, and undermines morale and/or interferes with the ability of the individual to work 

effectively.   

 

The Church has defined the following types of harassment: 

Gender-based harassment- acts of verbal, nonverbal or physical aggression, intimidation or hostility based 

on sex, or sex-stereotyping, even if those acts do not involve conduct of a sexual nature. 

 

Quid Pro Quo harassment- a situation where one is asked to give sexual favors in exchange for employment 

or academic decisions or expectations related to employment or academic performance. 

 

Hostile environment- where unwelcomed behavior creates a disruptive, intimidating or offensive 

environment for a protected class. 

 

Stalking- engaging in a course of conduct directed at a specific person that would cause a reasonable person 

to fear for the person’s safety, fear for the safety of others, or suffer substantial emotional distress.  

 

Intimate Partner Violence- 

Domestic Violence: Acts of violence committed by a current or former spouse of the victim, by a person 

with whom the victim shares a child in common, or who is cohabitating with or has cohabitated with the 

victim as a spouse or intimate partner, by a person similarly situated to a spouse of the victim, or by any 

other person against an adult or youth victim who is protected from that person’s acts by law.  

 

Sexual misconduct is a form of behavior which adversely affects the employment relationship and will not 

be tolerated by the Church.   

 

It is therefore, against the policies of the Church for any individual of the Church, male or female, to exhibit 

sexual misconduct or discrimination and any individual who believes he or she has been the subject of any 

form of sexual misconduct or discrimination may advise the individual of the offensive nature of the 
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conduct or action being objected to or bring the alleged incident or situation to the attention of the Pastors 

or Church Officers. 

  

It is also against the policy of St. Luke Lutheran Church for an individual to harass any person with whom 

the individual comes in contact on the job or to engage in any harassment or inappropriate or unprofessional 

conduct in the workplace. 

 

If the alleged violation includes potential criminal conduct, the Church will determine whether appropriate 

law enforcement or other entities are notified.  Regardless of the Church’s decision, the complainant has 

the right to file the complaint with the appropriate law enforcement or other entities. 

 

St. Luke Lutheran Church will conduct a full and timely investigation of the complaint.  The Pastors will 

review all alleged violations reported to his/her office.  The charged employee will be requested to respond 

to the complaint.  If, after the completion of the investigation, it is determined that there a violation of this 

policy, the Pastors will notify the complainant and the charged individual of the finding.   

 

The Church encourages confidentiality from all parties involved with investigating and adjudicating the 

alleged violation.  

 

St. Luke Lutheran Church prohibits retaliation against anyone who submits a complaint, investigates or 

participates in an investigation, refuses to participate in an investigation, or is otherwise involved with the 

complaint.  A substantiated complaint of retaliation shall result in an appropriate remedy for the person 

harmed and the initiation of disciplinary action, up to and including dismissal from employment, against 

the retaliating person.   

 

Employee discipline may be progressive and include the following: verbal warning, written warning, final 

written warning, financial restitution for costs incurred during the investigation and hearing, termination of 

employment, and/or other discipline or recommendations as deemed appropriate by Pastors and Council 

Officers.  If an employee engages in additional unacceptable behavior or fails to comply with any 

recommended corrective action, it may result in further disciplinary actions up to and including termination 

of employment. The Pastors, in consultation with the Council Officers, have the right to immediately 

separate an employee from the Church if his or her actions cause a risk or serve as a disruption to the St. 

Luke Lutheran Church community.  

 

Employees have the right to appeal discipline or outcomes of an investigation, which must be in writing 

and include the basis for the appeal.  Appeals are to be submitted within 5 days of the issuance of the 

discipline or outcome and the Pastors and Church Officers will decide within 10 days.   An employee who 

has a warrant out for his or her arrest or an open court case cannot appeal a disciplinary decision. 

 

All employees at St. Luke Lutheran Church have the right to be treated according to the rules and guidelines 

set forth by St. Luke Lutheran Church.   The Employee Personnel File will contain letters pertaining to 

disciplinary action and investigatory outcomes in individual personnel records.  Complete files related to 

the investigation may be retained separately. 

 

W O R K P L A C E  V I O L E N C E  P R E V E N T I O N   

Acts and threats of violence in the workplace are one of the most serious and frustrating problems facing 

employers and employees.  St. Luke Lutheran Church will endeavor to be consistent in the handling of 
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these behavioral issues, which potentially could negatively affect employees, students and the public.  

Employees need to know that hostility, threats, intimidation, and assaults will not be tolerated. 

 

St. Luke Lutheran Church seeks a workplace free of violence and the threat of violence.  All employees 

should note that THERE WILL BE ZERO TOLERANCE OF ACTS OR THREATS OF VIOLENCE IN 

OUR WORKPLACE FROM ANY OTHER EMPLOYEES, MEMBERS OF THE GENERAL PUBLIC, 

AND/OR ANYONE WHO CONDUCTS BUSINESS WITH ST. LUKE LUTHERAN CHURCH. 

 

POSSESSION OF ANY WEAPONS OR DANGEROUS INSTRUMENTS BY AN EMPLOYEE 

DURING WORK HOURS OR ON CHURCH PROPERTY IS STRICTLY FORBIDDEN AND WILL BE 

GROUNDS FOR DISCIPLINARY ACTION, UP TO AND INCLUDING TERMINATION. 

REPORTING PROCEDURES 

Our employees have a duty to report any act or threat of violence in the workplace to the Pastors or Church 

Officers. 

We request that employees who have experienced domestic violence or who have restraining orders against 

individuals or who have experienced “stalking” problems, advise their Pastors and provide the details. The 

employee should do this even if they have not pursued court orders but fears for their safety.  The employee 

should notify the police department immediately and inform the Pastors or Church Officers as soon as 

practical. 

 

In situations where the threat of bodily harm is immediate and clear the employee will be immediately 

suspended after consultation with the Pastors and Church Officers.  Each incident of violent behavior, 

whether the incident is committed by another employee or an external individual such as a member of the 

public or vendor, must be reported.  The Church (police, or representatives, as appropriate) will assess and 

investigate the incident and determine the appropriate recommended action to be taken. 

In situations involving physical altercations or weapons, the Church may request the aid and presence of 

police personnel. 

Call 911 or 9-911, if an employee believes there is an immediate emergency. 

DISCIPLINARY ACTION   

A. Disciplinary action will be based upon the nature of the offense and circumstances and could range 

from an oral reprimand, suspension or termination.  

B. Incidents involving weapons or other dangerous instruments are grounds for immediate suspension and 

may be subject to more serious disciplinary action, up to and including termination from employment. 

C. Any employee who acts in good faith by reporting real or implied violent behavior will not be subjected 

to any form of retaliation or harassment.   Conversely, false or malicious reporting will also result in 

investigation with an appropriate response. 

 

PREVENTION 

The Church subscribes to the concept of a safe work environment and supports the prevention of workplace 

violence.  Prevention efforts include, but are not limited to, informing employees of this policy, instructing 

employees regarding the dangers of workplace violence, communicating the disciplinary action imposed 

for violating this policy, and providing a reporting system within which to report incidents of violence 

without fear of reprisal. 
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S E C T I O N  4  –  P A Y R O L L ,  C O M P E N S A T I O N ,  A N D  

P E R F O R M A N C E  M A N A G E M E N T  

 

B U S I N E S S  T R A V E L  A N D  E X P E N S E  R E I M B U R S E M E N T  

This policy has been prepared as guidance in identifying legitimate travel and business-related expenses 

incurred and authorized business of the Church. The Internal Revenue Service (IRS) imposes the following 

requirements on reimbursement of business expenses: (1) there must be a business reason for the expenses; 

(2) the individual must substantiate the expense; and (3) the individual must return to the employer or 

organization any amount advanced more than the substantiated expenses. 

 

Certain employees of the Church may necessitate the use of a credit card, issued through the Church for 

payment for certain business expenses.  Employees who are extended such credit are expected to exercise 

prudence in the use of the card to ensure that the purchase benefits the Church for the purpose intended.  

Reimbursements will be handled through the accounts payable system. Reimbursement requests must 

contain legible and itemized receipts for lodging, transportation costs, meals and incidental expenses and 

be submitted within 30 days of travel.  Any reimbursable expense over $5.00 must be supported by a receipt. 

 

C O M P E N S A T I O N  A D J U S T M E N T S  

St. Luke Lutheran Church endeavors to evaluate the compensation of employees on a periodic basis. 

Changes in compensation are based upon a combination of factors, including a review of the employee’s 

job performance, the financial condition of the Church, internal or external market equity.  Employees may 

also discuss their compensation concerns directly with the Lead Pastor or Associate Pastor.  

COMPENSATION WORKSHEET FOR PASTORS 

Synod Guidelines provides the methods to calculate the overall Compensation for the Pastors.   

COMPENSATION GUIDELINES FOR PASTOR AND DEACONS 

The New England Synod Evangelical Lutheran Church in America provides Compensation Guidelines for 

Rostered Ministers.   

 

G A R N I S H M E N T S  

St. Luke Lutheran Church complies with all lawful orders that require it to deduct money from employee 

paychecks.  Employees should notify the bookkeeper in advance if they become aware that their wages will 

be garnished.  The Church will advise employees of any garnishment notices it receives.  

 

O V E R T I M E  A N D  C O M P E N S A T O R Y  T I M E  

Employees may be required to work overtime whenever it is deemed necessary by their Supervisor.  

Employees are not permitted to work overtime without prior approval and doing so may result in 

disciplinary action, up to and including termination. 
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Overtime compensation will be paid to non-exempt employees in accordance with federal and state wage 

and hour laws.  Non-exempt employees who work over forty (40) hours in a standard work week will be 

paid time and one-half for each hour worked beyond forty (40) hours.  Compensatory time (a.k.a. “comp 

time”) off is not allowed for non-exempt personnel.   Exempt employees are not eligible for overtime pay.  

 

P A Y R O L L  D E D U C T I O N S  

The law requires that the Church make certain statutory deductions from every employee’s compensation.  

Among these deductions are applicable federal, state, and local income taxes, plus FICA.  Employees who 

enroll in benefits through the Church will see voluntary deductions with each payroll. 

 

P A Y  P E R I O D S  

All employees are paid on the 15th and 30th of the month, unless these dates occur on a weekend.  Then 

paychecks will be issued on the prior business day.  

 

If a regularly scheduled payday falls on a Church day off, such as a holiday, employees will receive 

paychecks on the last day of work before the regularly scheduled payday. 

 

P E R F O R M A N C E  M A N A G E M E N T  R E V I E W S   

The Church shall endeavor to conduct written performance evaluations annually to provide employees the 

opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize strengths, and 

discuss positive, purposeful approaches for meeting goals and career paths with the Church.   

 

T I M E K E E P I N G  P R O C E D U R E S  

Non-exempt (hourly) employees are required to record the time when they start work, when they leave and 

return from lunch, and when they leave for the day (all hours worked) on their timesheet.  Any irregularities 

must be authorized by a Supervisor.  Only members of management can change time records and should 

do so only after notifying the employee of the change. 

 

Employees may not enter any information on the time record of another employee.  Employees who make 

a false or misleading entry, fill out or change another employee’s time record, or have another employee 

fill out or change a time record, shall be subject to discipline, up to and including termination. 

 

W - 2  A N D  B E N E F I T  T A X  F O R M S  

The Church will provide each employee an annual W-2. This form shows total compensation for the 

calendar year. Current law requires that this is provided to you no later than January 31st of the new 

calendar year.   
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W A G E S  A T  T E R M I N A T I O N  

Employees who are discharged by the Church will have their wages paid in full within the time frame as 

required by applicable state law.  Employees who retire or resign will have their wages paid in full on the 

next regular payday following the last day of work.  Final paychecks will be direct deposited or may be 

picked up by the employee at the office or mailed to an address provided by the employee. 

 

S E C T I O N  5  –  B E N E F I T S  

 

R O S T E R E D  L E A D E R S  

Pastoral Renewal Leave Policy 

Replaces Continuing Resolution 8.0 Pastoral Renewal Leave Policy 

 

Availability, Length and Frequency 

A Pastoral Renewal Leave may be available to the Pastor(s) for a period of up to twelve weeks following 

seven years of continual service in this call and every six years thereafter. The New England Synod 

follows a different guideline for this policy.     

 

All leaves must be approved by the Congregational Council. Based on the needs of the Pastor and the 

Congregation, leaves outside of these parameters may be considered by the Congregational Council for 

approval. The Pastor shall have been ordained for no less than six years before renewal leave is 

considered. Normal vacation time shall not be considered part of the renewal leave. In the event there is 

more than one Pastor there shall be a minimum of two years between their leaves. 

 

A Pastoral Renewal Leave that does not follow this timetable can be requested by the Pastor and will be 

considered by the Congregational Council. 

 

Financing Related to Pastoral Renewal Leave 

The Congregation will continue to provide base salary, housing allowance, and all other benefits except 

car allowance during the Renewal Leave period. The Congregation is not responsible for funding the 

costs directly related to the leave but may elect to set aside some funding on a yearly basis for this 

purpose. Unused Continuing Education Funds in the budget may accrue for up to three years prior to the 

leave for this purpose. In addition, it is expected that the Pastor will actively seek additional funding 

through applicable endowments and grants and wherever possible reimburse the Congregation for its 

additional expenses due to the leave (example: Lilly Foundation Grant). 

 

Paid Leave 

Replaces Continuing Resolution 11.0:  Leave Policies for St. Luke staff (Year-Round, Rostered 

Leaders) 
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Each full-time rostered leader shall receive 160 hours per calendar year of vacation leave.  This shall include 

4 weeks and 4 Sundays of time off.  Regardless of the number of years of ordained and called service, the 

rostered leader will begin with 160 hours of vacation leave per calendar year.  Vacation leave will increase 

one week (40 hours) for every five years of employment up to a maximum of six weeks per year. 

 

All vacation time off that is greater than three weeks in duration will be submitted to the Council President 

and brought to the Church Council for approval.  This request will be submitted 30 days in advance of the 

scheduled time off. 

 

Vacation leave is renewable each calendar year (January 1 to December 31).  No vacation hours may be 

extended or carried over to the next year. Vacation time cannot be used adjacent to pastoral renewal leave 

(sabbaticals) for the four (4) weeks prior and the fours (4) weeks after the pastoral renewal leave.  Rostered 

leaders who depart from St. Luke are not eligible to receive payment for accrued, unused vacation leave. 

 

Legal Holidays 

 

All rostered leaders will have two un-designated paid holidays which cannot be used together but can be 

used in combination with the regular Thanksgiving Holiday or used separately at their discretion.   

 

Each rostered leader shall also receive the following thirteen (13) paid holidays.  Holidays may fall on a 

day which is normally not a workday; in that case the rostered leader has the option to take another 

day during that same work week.  These holidays cannot be accumulated or carried to another week. 

 

New Year’s Day 

Martin Luther King, Jr. Birthday 

President’s Day 

Memorial Day 

Independence Day 

Labor Day 

Columbus Day 

Veteran’s Day 

Thanksgiving Day/Friday after 

Thanksgiving 

Christmas* 

Two undesignated 

 

*May be taken as an additional designated holiday by any rostered leader if it falls on a normal workday. 
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All designated holiday days should be set during December each year for the following year and noted on 

the church calendar.  If a paid designated holiday falls on a rostered leader’s normal workday but is during 

that rostered leader’s designated vacation leave. it will not be counted as vacation leave and the rostered 

leader is eligible for another vacation day. 

 

S T A F F  

 

Paid Family Leave 

Full time staff are eligible for family paid leave to care for a seriously ill child, spouse, parent or for the 

birth or adoption of a child.  This leave is equal to one week per year of service with a maximum of six 

weeks.  Sick or vacation time can be used to extend this leave upon approval of the Church Council. 

 

Vacation Time 

 

The benefit year for vacation time is January 1st to December 31st and vacation time is allotted on January 

1 of each year with no carry over of hours beyond December 31. Unused vacation time upon termination is 

not eligible for payment. Church employees will use the vacation time to account for days normally 

scheduled as workdays, including Sundays. Vacation leave will be pro-rated for salaried staff persons hired 

after January 31st.  Vacation eligibility begins with the individual’s date of hire. 

 

The following chart provides the vacation award by employee length of service:   

 

Regularly Scheduled 

Hours Per Week 

Length of Service/Hours Per Year   

1-4 5-9 10-14 15-19 20 or more 

40 80 120 160 200 240 

35-39 70 105 140 175 210 

25 – 30 60 80 100 120 140 

15 – 24 40 60 80 100 120 

15 30 45 60 75 90 

 

Staff members who are assigned to work on Sundays are entitled to schedule Sunday vacation time for 

two Sundays per year. An additional Sunday may be taken for each additional five years of service up to a 

maximum of six Sundays. 

 

Vacation leave must be requested and approved in advance (at least 24 hours) by submitting a vacation 

request form to the Pastor or designated supervisor. Vacation requests of 1-2 weeks should be submitted 

30 days in advance (requests of more than two continuous weeks/Sundays at least 90 days in advance).  
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Holidays 

Employees with a scheduled workday that falls on a paid holiday will be entitled to pay for the day.  The 

amount of compensation will be at the same number of hours as the employee would have worked on that 

day. 

 

Church Holidays 

New Year’s Day 

Martin Luther King, Jr. Birthday 

President’s Day 

Good Friday 

Memorial Day 

Independence Day 

Labor Day 

Columbus Day 

Veteran’s Day 

Thanksgiving Day/Friday after 

Thanksgiving 

Christmas 

 

If the Church schedule dictates that the Church will be open on a paid holiday, all exempt employees who 

work on that day will be granted one floating holiday in exchange for that day.  This floating holiday 

must be taken in the same workweek and cannot accrue. 

 

Sick Leave 

St. Luke Lutheran Church provides paid sick leave benefits to all employees for periods of temporary 

absence due to illnesses or injuries.   

 

Employees may use sick leave benefits for an employee’s own personal illness.  However, an employee 

may use up to five days (5) for an eligible family member which is defined as a spouse, domestic partner, 

child, parent or dependent living in the employee home.  If an employee becomes sick and leaves work 

during the day, sick pay will be utilized. Employees who are unable to report to work due to illness or injury 

must notify their direct Supervisor before the scheduled start of their workday.  The direct Supervisor must 

also be contacted on each additional day of absence. 

 

Employees may be required to provide medical verification of an illness at any time, including, but not 

limited to the following: 

 

o Before returning to work from a sick leave absence of five (5) consecutive working days or more, an 

employee must provide a physician's verification that he or she is cleared to return to work.   
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The Church will not pay employees accrued sick leave benefits upon termination of employment.  Abuse 

of sick leave places unfair burdens on other members of the St. Luke Lutheran Church community and may 

lead to disciplinary action, up to and including termination. 

 

The following chart provides the sick hours awarded by the number hours employees are schedule to work 

per week: 

 

Regularly 

Scheduled Hours 

Per Week 

Annual 

Sick Hours 

Awarded 

40 40 

35-39 35 

25-30 30 

15-24 20 

15 15 

 

 Family Leave 

St. Luke does not meet the criteria to be subject to the Federal or Connecticut State Family Medical Leave 

Act.   

The Pastors are responsible for considering the needs of the Church and the needs of the employee in 

granting some or all the requested leave.  Requests should be accompanied by appropriate documentation 

of medical necessity. 

 

Family leave is paid time off to care for an ill spouse, domestic partner, child, parent, dependent member 

of employee’s home or for the birth of a child or upon placement of a child with the rostered leader for 

adoption or foster care.  Each full-time rostered leader shall receive 12 workweeks of Family Leave.  The 

leave may not be taken intermittently or on a reduced leave schedule unless the rostered leader and Church 

Council agree otherwise. 

 

Sick time or vacation time may be used to extend the leave upon approval of the Church Council.   

Unpaid leaves for personal injury/illness, including childbirth, or to care for a sick family member may be 

requested only after all accrued vacation and sick leave is used.  Requests may be up to 20 days for 

employees working greater than 2 hours per week or 125 days for employees working less than 24 hours 

per week. 

 

Bereavement 

All regular employees will be granted up to three days off with pay to attend a funeral or to make funeral 

arrangements in the event of the death of an employee’s mother, father, spouse, domestic partner, child 

(including step or foster child) brother, sister, mother or father in-law, grandparent, grandchild or a 
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dependent member of the employee’s. Employees may take up to three consecutive days paid leave for 

arrangement and attending the funeral. 

 

Jury Duty 

All employees should comply with orders to appear for jury duty.  Employees summoned to perform jury 

duty should notify their Supervisors soon as they receive the order to appear for jury duty.   

 

All employees will be paid their regular wages while on jury duty up to a maximum of five working days.  

Employees are required to produce evidence of their jury duty service.   Any monies paid to the employee 

by the Court may be kept by the employee in addition to their regular Church wages and additional paid 

leave for jury duty may be approved at the sole discretion of the Church. 

 

Personal Leave of Absence 

Employees may apply for certain specific leaves of absence.  Occasionally an employee may want to be 

temporarily released from the duties of employment with the Church.  If an employee requires time off, 

after he/she has exhausted all sick time and vacation time, he/she may take time off without pay at the 

discretion of the Church.  A leave of absence will be granted when operating conditions at the Church 

permit.  The needs of the Church will determine the number of employees, if any, allowed out on such 

unpaid leave at any one time. 

 

The employee will apply in writing, setting forth the reason for the leave, the date on which an employee 

wishes the leave to begin, and the date on which an employee will return to active employment with the 

Church.  Requests are submitted to the Pastors who will bring it to the Church Council for consideration. 

 

Benefits During a Leave of Absence.  Sick leave and vacation benefits are not provided during any unpaid 

leave of absence. Upon the employee return, a prorated sick and vacation benefit will be determined based 

on the dates worked during the calendar year. 

 

Returning from a Leave of Absence.  The employee will notify the church (15) days prior to the expected 

return date. If an employee does not return from a leave of absence on the day indicated in the original 

application or within an approved extension, they will be considered to have voluntarily resigned from 

employment with the Church as of the day the employee began their leave of absence.  If an employee has 

been on a medical leave of absence, they will be required to submit a statement from their healthcare 

provider indicating that they are cleared to return to work. 

 

If the Church has had to eliminate or fill a position while the employee was on leave, they may be assigned 

to an available position for which they are qualified.  If no such position exists, the employee may be laid 

off. 

 

Accepting Employment or Going into Business While on Leave of Absence.  If an employee accepts 

any employment or goes into business while on a leave of absence from the Church, they will be considered 

to have voluntarily resigned from employment with the Church as of the day the leave of absence began. 
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Military Leave 

The Employer will comply with the provisions of the Uniform Services Employment and Reemployment 

Act of 1994.   Please speak with a Pastor or Supervisor for further information. 

 


