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I. Team Handbook 

For volunteers, part-time  and full-time  employees of the National School Project 

1. Introduction 

Who is this handbook for? 
This handbook applies to volunteers and employees (full-time and part-time)  for the duration of 
their affiliation with the National School Project. Later sections of the handbook apply only to 
employees of National School Project. The final section applies only to full time staff.  

How to use this handbook 
The purpose of this handbook is to strengthen our ability to share the good news of Jesus Christ to 
the most people for as much time as God gives us, and to care for the members of our team while we 
do that work. This handbook is merely a supplement to the foundational text of this organization: 
the Bible.  

The reason for specifying these rules and guidelines is so we can honor each other, make the best 
use of the time, and spend most of our energy showing love to the mentors, the club leaders, and the 
lost high school students we seek to save. 

Guidelines v. Rules v. Policies 
There are 4 kinds of information in this handbook: Perspective, Guidelines, Rules, and Policies. 

1. Perspective sheds light on why we do what we do and, when possible, the scriptural basis 
behind it. Hopefully, parts of this handbook are edifying reminders of the gospel, not only 
useful information. 

2. Guidelines are just that: guides to help you move smoothly. These are ‘best practices’ and 
suggestions to make your job easier. If you find that Guidelines don’t work for your team or 
situation, rather than forgetting them, come up with a system that does work and suggest 
with a new guideline for the Handbook. 

3. Rules are stronger: you have to follow them. If we make a rule, it’s for a reason and we want it 
to be followed…for the most part. We realize that this is a changing and growing 
organization, so if the rule gets in the way, you can appeal for an exception to anyone on the 
Executive Team. It’s a rule, but it’s not unbendable. 

4. Policies, however, are set in stone. Policies are central to protecting our strategy, mission, 
and identity. We don’t have many of them, but when we set them they are binding for 
everyone, all the time. 

This Handbook will clearly specify when we’re talking about Rules and Policies. Everything else is a 
Guideline. Be creative and keep trying to find better ways to do things, but don’t reinvent the wheel if 
you don’t have to.   

Employee Handbook National School Project Page 6 of 46 
Updated  9.23.19  



 

Why NSP started, who we are, and what we exist to do 
NSP started in 2002 because God called Warren Willis to change the direction of American culture by 
starting in the public high schools of California. There are 2 million high school students in California 
and almost 20 million across America; most of them desperately needing new life in Christ.  

The National School Project is a movement of students, volunteers, churches, and staff members 
who have banded together to raise up the next generation of gospel communicators: high school 
students at public schools. Our technical designation is a 501(c)3 non-profit organization, registered 
in California. We have chapters operating in California, Illinois, Arizona, and Texas,  and plan is to 
expand our coaching and mentoring network until every student at every public high school has 
heard the good news of Jesus Christ. 

Our vision: student led, church supported campus awakening to the love of Christ at every public 
school. To accomplish that vision, our mission is simple: to recruit and train university students to 
coach and mentor high school students to reach their campuses for Christ. 

   

Employee Handbook National School Project Page 7 of 46 
Updated  9.23.19  



 

2. Our Beliefs 

Evangelical Identity 
Policy NSP is an Evangelical Christian organization. Therefore, we recruit and enlist only evangelical 
Christians as campus mentors, student leaders, staff, and board members. 

Doctrinal Statement 
NSP unites with believers from 150 countries in affirming the Lausanne Covenant as our Doctrinal 
Statement.  

Staff members, interns, and student leaders within NSP must personally affirm this statement. 
Further, they agree that their teaching in NSP will be in keeping with this covenant on all issues that 
the covenant addresses. Volunteers, high school students, and other partners may hold a wider 
range of theological positions but must agree to serve within this organization and support our 
mission.  

The Lausanne Covenant 

Signed by the 

International Congress on World Evangelization  
 Lausanne, Switzerland,  July 1974 

Introduction 
We members of the Church of Jesus Christ from more than 150 nations, participants in the International 
Congress on World Evangelization at Lausanne, praise God for his great salvation and rejoice in the fellowship 
he has given us with himself and with each other. We are deeply stirred by what God is doing in our day, 
moved to penitence by our failures and challenged by the unfinished task of evangelization. We believe the 
gospel is God's good news for the whole world and we are determined by his grace to obey Christ's 
commission to proclaim it to all mankind and to make disciples of every nation. We desire therefore to affirm 
our faith and our resolve and to make public our covenant. 

1. The Purpose of God 
We affirm our belief in the one-eternal God, Creator and Lord of the world, Father Son and Holy Spirit who 
governs all things according to the purpose of his will. He has been calling out from the world a people for 
himself and sending his people back into the world to be his servants and his witnesses for the extension of 
his kingdom, the building up of Christ's body and the glory of his name. We confess with shame that we have 
often denied our calling and failed in our mission by becoming conformed to the world or by withdrawing from 
it. Yet we rejoice that even when borne by earthen vessels the gospel is still a precious treasure. To the task 
of making that treasure known in the power of the Holy Spirit we desire to dedicate ourselves anew. (Isa. 
40:28;: Matt. 28:19; Eph. 1:11; Acts; 15:14; John 17:6, 18; Eph 4:12; 1 Cor. 5:10; Rom. 12:2, II Cor. 4:7) 
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2. The Authority and Power of the Bible 
We affirm the divine inspiration and truthfulness and authority of both Old and New Testament Scriptures in 
their entirety as the only written word of God without error in all that it affirms and the only infallible rule of 
faith and practice. We also affirm the power of God's word to accomplish his purpose of salvation. The 
message of the Bible is addressed to all mankind. For God's revelation in Christ and in Scripture is 
unchangeable. Through the Holy Spirit still speaks today. He illumines the mind of God’s people in every 
culture to perceive its truth freshly through our own eyes and thus discloses to the whole Church ever more 
of the many-colored wisdom of God.  (II Tim.3:16; II Pet. 1:21; John 10:35; Isa. 55:11; 1 Cor. 1:21; 
Rom. 1:16; Matt. 5:17; Jude 3; Eph. 1:17, 18; 3:10, 18) 

3. The Uniqueness and Universality of Christ 
We affirm that there is only one Saviour and only one gospel although there is a wide diversity of evangelistic 
approaches. We recognize that all men have some knowledge of God through his general revelation in nature. 
But we deny that this can save for men suppress the truth by their unrighteousness. We also reject as 
derogatory to Christ and the gospel every kind of syncretism and dialogue which implies that Christ speaks 
equally through all religions and ideologies. Jesus Christ being himself the only God-man who gave himself as 
the only ransom for sinners is the only mediator between God and man. There is no other name by which we 
must be saved. All men are perishing because of sin but God loves all men not wishing that any should perish 
but that all should repent. Yet those who reject Christ repudiate the joy of salvation and condemn 
themselves to eternal separation from God. To proclaim Jesus as the "Saviour of the world" is not to affirm 
that all men are either automatically or ultimately saved, still less to affirm that all religions offer salvation in 
Christ. Rather it is to proclaim God's love for world of sinners and to invite all men to respond to Him as 
Saviour and Lord in the wholehearted personal commitment of repentance and faith. Jesus Christ has been 
exalted above every other name; we long for the day when every knee shall bow to him and every tongue shall 
confess him.  
(Gal. 1:6-9; Rom. 1:8-32; I Tim. 2:5-6; Acts 4:12; John 3:16-19; II Pet.3:9; II Thess. 1:7-9; John 4:42; Matt. 
11:28; Eph. 1:20-21; Phil. 2:9-11) 

4. The Nature of Evangelism 
To evangelize is to spread the good news that Jesus Christ died for our sins and was raised from the dead 
according to the Scriptures and that as the reigning Lord he now offers the forgiveness of sins and the 
liberating gift of the Spirit to all who repent and believe. Our Christian presence in the world is indispensable 
to evangelism and so is that kind of dialogue whose purpose is to listen sensitively in order to understand. 
But evangelism itself is the proclamation of the historical biblical Christ as Saviour and Lord with a view of 
persuading people to come to him personally and so be reconciled to God. In issuing the gospel invitation we 
have no liberty to conceal the cost of discipleship Jesus still calls all who would follow him to deny 
themselves take up their cross and identify themselves with his new community. The results of evangelism 
include obedience to Christ, incorporation into his Church and responsible service in the world.  
(I Cor. 15:3,4; Acts 2:32-39; John 20:21; I Cor. 1:23; II Cor. 4:5; 5:11, 20; Luke 14:25-33; Mark 8:34; Acts 
2:40, 47; Mark 10:43-45) 

5. Christian Social Responsibility 
We affirm that God is both the Creator and the judge of all men. We therefore should share his concern for 
justice and reconciliation throughout human society and for the liberation of men from every kind of 
oppression. Because mankind is made in the image of God every person regardless of race, religion, color, 
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culture, class, sex, or age has an intrinsic dignity because of which he should be respected and served, not 
exploited. Here too we express penitence both for our neglect and for having sometimes regarded evangelism 
and social concern as mutually exclusive. Although reconciliation with man is not reconciliation with God nor 
is social action evangelism, nor is political liberation salvation, nevertheless we affirm that evangelism and 
sociopolitical involvement are both part of our Christian duty. For both are necessary expressions of our 
doctrines of God and man, our love for our neighbor and our obedience to Jesus Christ. The message of 
salvation implies also a message of judgment upon every form of alienation, oppression and discrimination 
and we should not be afraid to denounce evil and injustice wherever they exist. When people receive Christ 
they are born again into his kingdom and must seek not only to exhibit but also to spread his righteousness 
in the midst of an unrighteous world. The salvation we claim should be transforming us in the totality of our 
personal and social responsibilities. Faith without works is dead.  
(Acts 17:26 31: Gen. 18:25; Isa. 1:17; Psa. 45:7; Gen. 1:26, 27; Jas. 3:9; Lev 19:18; Luke 6:27, 35; Jas. 
2:14-26; John 3:3-5; Matt. 5:20; 6:33; II Cor 3:18; Jas. 2:20) 

6. The Church and Evangelism 
We affirm that Christ sends his redeemed people into the world as the Father sent him and that this calls for 
a similar deep and costly penetration of the world. We need to break out of our ecclesiastical ghettos and 
permeate non-Christian society. In the Church's mission of sacrificial service evangelism is primary. World 
evangelization requires the whole Church to take the whole gospel to the whole world. The Church is at the 
very center of God's cosmic purpose and is his appointed means of spreading the gospel. But a church which 
preaches the cross must itself be marked by the cross. It becomes a stumbling block to evangelism when it 
betrays the gospel or lacks a living faith in God, a genuine love for people, or scrupulous honesty in all things 
including promotion and finance. The church is the community of God's people rather than an institution, and 
must not be identified with any particular culture, social or political system, or human ideology.  (John 
17:18; 20:21; Matt. 28:19-20; Acts 1:8; 20:27; Eph. 1:9,10; 3:9-11; Gal. 6:14; II Cor. 6:3 4; II Tim. 2:19-21; 
Phil. 1:27) 

7. Cooperation in Evangelism 
We affirm that the Church's visible unity in truth is God's purpose. Evangelism also summons us to unity 
because our oneness strengthens our witness, just as our disunity undermines our gospel of reconciliation. 
We recognize, however, that organizational unity may take many forms and does not necessarily forward 
evangelism. Yet we who share the same biblical faith should be closely united in fellowship, work and 
witness. We confess that our testimony has sometimes been marred by sinful individualism and needless 
duplication. We pledge ourselves to seek a deeper unity in truth, worship, holiness and mission. We urge the 
development of regional and functional cooperation for the furtherance of the Church's mission for strategic 
planning for mutual encouragement, and for the sharing of resources and experience.  
(John 17:21, Eph. 4:3, 4: John 13:35; Phil. 1:27; John 17:11-23) 

8. Churches in Evangelistic Partnership 
We rejoice that a new missionary era has dawned. The dominant role of Western missions is fast 
disappearing. God is raising up from the younger churches a great new resource for world evangelization and 
is thus demonstrating that the responsibility to evangelize belongs to the whole body of Christ. All churches 
should therefore be asking God and themselves what they should be doing both to reach their own area and 
to send missionaries to other parts of the world. A reevaluation of our missionary responsibility and role 
should be continuous. Thus a growing partnership of churches will develop and the universal character of 
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Christ's Church will be more clearly exhibited. We also thank God for agencies which labour in Bible 
translation and theological education, the mass media, Christian literature, evangelism, missions, church 
renewal and other specialist fields. They, too should engage in constant self-examination to evaluate their 
effectiveness as part of the Church's mission.  
(Rom. 1:8; Phil. 1:5; 4:15; Acts 13:3; I Thess. 1:6-8 ) 

9. The Urgency of the Evangelistic Task 
More than 2,700 million people which is more than two thirds of mankind have yet to be evangelized. We are 
ashamed that so many have been neglected it is a standing rebuke to us and to the whole Church. There is 
now, however in many parts of the world an unprecedented receptivity to the Lord Jesus Christ. We are 
convinced that this is the time for churches and para-church agencies to pray earnestly for the salvation of 
the unreached and to launch new efforts to achieve world evangelization. A reduction of foreign missionaries 
and money in an evangelized country may sometimes be necessary to facilitate the national church's growth 
in self reliance and to release resources for unevangelized areas. Missionaries should flow ever more freely 
from and to all six continents in a spirit of humble service. The goal should be, by all available means and of 
the earliest possible time, that every person will have the opportunity to hear understand, and receive the 
good news. We cannot hope to attain this goal without sacrifice. All of us are shocked by the poverty of 
millions and disturbed by the injustices which cause it. Those of us who live in affluent circumstances 
accept our duty to develop a simple lifestyle in order to contribute more generously to both relief and 
evangelism. (John 9:4 Matt. 9:35-38; Rom. 9:1-3; I Cor. 9:19-23; Mark 16:15; Isa. 58:6, 7; Jas. 1:27: 2: 1-9; 
Matt. 25:31-46; Acts 2:44, 45; 4:34 35) 

10. Evangelism and Culture 
The development of strategies for world evangelization calls for imaginative pioneering methods. Under God, 
the result will be the rise of churches deeply rooted in Christ and closely related to their culture. Culture 
must always be tested and judged by Scripture. Because man is God's creature, some of his culture is rich in 
beauty and goodness. Because he is fallen, all of it is tainted with sin and some of it is demonic. The gospel 
does not presuppose the superiority of any culture to another, but evaluates all cultures according to its own 
criteria of truth and righteousness and insists on moral absolutes in every culture. Missions all too frequently 
have exported with the gospel on alien culture and churches have sometimes been in bondage to culture 
rather than to the Scripture. Christ's evangelists must humbly seek to empty themselves of all but their 
personal authenticity in order to become the servants of others and churches must seek to transform and 
enrich culture, all for the glory of God.  
(Mark 7:8, 9, 13; Gen. 4:21-22; I Cor. 9:19-23; Phil. 2:5-7; II Cor. 4:5) 

11. Education and Leadership 
We confess that we have sometimes pursued church growth at the expense of church depth and divorced 
evangelism from Christian nurture. We also acknowledge that some of our missions have been too slow to 
equip and encourage national leaders to assume their rightful responsibilities. Yet we are committed to 
indigenous principles, and long that every church will have national leaders who manifest a Christian style of 
leadership in terms not of domination but of service. We recognize that there is a great need to improve 
theological education especially for church leaders. In every nation and culture there should be an effective 
training program for pastors and laity in doctrine, discipleship, evangelism, nurture and service. Such training 
programs should not rely on any stereotyped methodology but should be developed by creative local initiative 
according to biblical standards.  
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(Col 1:27, 28; Acts 14:23; Tit. 1:5,9; Mark 10:42-45; Eph. 4:11, 12) 

12. Spiritual Conflict 
We believe that we are engaged in constant spiritual warfare with the principalities and powers of evil, who 
are seeking to overthrow the Church and frustrate its task of world evangelization. We know our need to 
equip ourselves with God's armor and to fight this battle with the spiritual weapons of truth and prayer. For 
we detect the activity of our enemy, not only in false ideologies outside the Church, but also inside it in false 
gospels which twist Scripture and put man in the place of God. We need both watchfulness and discernment 
to safeguard the biblical gospel. We acknowledge that we ourselves are not immune to worldliness of 
thought and action, that is a surrender to secularism. For example although careful studies of church growth 
both numerical and spiritual are right and valuable we have sometimes neglected them. At other times 
desirous to ensure a response to the gospel we have compromised our message, manipulated our hearers 
through pressure techniques and become unduly preoccupied with statistics or even dishonest in our use of 
them. All this is worldly. The Church must be in the world; the world must not be in the Church.  (Eph. 
6:12, II Cor. 4:3,4; Eph. 6:11, 13-18, II Cor. 10:3-5; 1 John 2:18-26; 4:1-3; Gal. 1:6-9; II cor. 2:17; 4:2, John 
17:15) 

13. Freedom and Persecution 
It is the God-appointed duty of every government to secure conditions of peace justice and liberty in which 
the Church may obey God, serve the Lord Christ, and preach the gospel without interference. We therefore 
pray for the leaders of the nations and call upon them to guarantee freedom of thought and conscience and 
freedom to practice and propagate religion in accordance with the will of God and as set forth in The 
Universal Declaration of Human Rights. We also express our deep concern for all who have been unjustly 
imprisoned and especially for our brethren who are suffering for their testimony to the Lord Jesus. We 
promise to pray and work for their freedom. At the some time we refuse to be intimidated by their fate. God 
helping us, we too will seek to stand against injustice and to remain faithful to the gospel whatever the cost. 
We do not forget the warnings of Jesus that persecution is inevitable.  (I Tim. 1:1-4; Acts 4:19; 5:19; 
Col. 3:24; Heb. 13:1-3; Luke 4:18; Gal. 5:11: 6:12; Matt. 5:10-12; John 15:18-21) 

14. The Power of the Holy Spirit 
We believe in the power of the Holy Spirit. The Father sent his Spirit to bear witness to his Son without his 
witness, ours is futile. Conviction of sin, faith in Christ, new birth and Christian growth are all his work. 
Further the Holy Spirit is a missionary spirit; thus evangelism should arise spontaneously from a Spirit-filled 
church. A church that is not a missionary church is contradicting itself and quenching the Spirit. Worldwide 
evangelization will become realistic possibility only when the Spirit renews the Church in truth and wisdom, 
faith, holiness, love and power. We therefore call upon all Christians to pray for such a visitation of the 
sovereign Spirit of God that all his fruit may appear in all his people and that all his gifts may enrich the body 
of Christ. Only then will the whole Church become a fit instrument in his hands, that the whole earth may 
hear his voice.  
(II Cor. 2:4; John 15:26, 27; 16:8-11; I Cor. 12:3; John 3:68; II Cor. 3:18; John 7:37-39; I Thess. 5:19; Acts 
1:8; Psa. 85:4-7; 67:1-3; Gal. 5:22-23; I Cor. 12:4-31; Rom. 12:3-8) 

15. The Return of Christ 
We believe that Jesus Christ will return personally and visibly in power and glory to consummate his 
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salvation and his judgment. This promise of his coming is a further spur to our evangelism for we remember 
his words that the gospel must first be preached to all nations. We believe that the interim period between 
Christ's ascension and return is to be filled with the mission of the people of God, who have no liberty to stop 
before the End. We also remember his warning that false Christs and false prophets will arise as precursors 
of the final Antichrist. We therefore reject as a proud self-confident dream the notion that man can ever build 
a utopia on earth. Our Christian conscience is that God will perfect his kingdom and we look forward with 
eager anticipation to that day, and to the new heaven and earth in which righteousness will dwell and God 
will reign forever. Meanwhile, we rededicate ourselves to the service of Christ and of men, in joyful 
submission to his authority over the whole of our lives.  
(Mark 14:62; Heb. 9:28; Mark 13:10; Acts 1:8-11; Matt. 28:20; Mark 13:21-23; John 2:18; 4:1-3; Luke 12:32; 
Rev. 21:1-5; II Pet. 3:13; Matt. 28:18) 

Conclusion 
Therefore, in the light of this our faith and our resolve we enter into a solemn covenant with God and with 
each other to pray, to plan and to work together for the evangelization of the whole world. We call upon 
others to join us. May God help us by his grace and for his glory to be faithful to this our covenant!  Amen 
 Alleluia! 
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The Holy Spirit and Spiritual Gifts 
 

Introduction: 
NSP is an interdenominational, evangelical movement seeking to share the good news of Christ in 
American public schools. In general, when disagreements arise over non-central theological points, 
we will choose to encourage and build up the NSP team around the power of the gospel. We seek to 
avoid obstacles that could hinder the rapid advance of the gospel through our movement. 
 

NSP Teaching Position on the Holy Spirit:  
The filling of the Holy Spirit by faith is a central doctrine driving NSP fruitfulness in evangelism, 
follow-up, discipleship, and advanced discipleship. NSP adopts the following points as our Teaching 
Position on the Holy Spirit. We teach these points as expressed in the Holy Spirit Booklet published 
by CRU. 

1. Believers are baptized in and receive the Holy Spirit at the moment of saving faith in Christ (I 
Cor. 12:12-13). 

2. Believers being filled with the Spirit means to be controlled and empowered by the Spirit. It is 
through this filling of the Spirit by faith that the fruit of the Spirit (Gal. 5:22-23) grows in a 
believer’s life and the believer is able to bear fruit for Christ. 

3. This filling of the Spirit is readily available to all believers through faith and is to be lived out 
on a day-by-day, moment-by-moment basis. Spiritual growth and bearing spiritual fruit 
happens as the Holy Spirit controls and empowers a believer's life. 

 

The Need for Rules for Individual Conduct & Team Practices Regarding Spiritual Gifts: 
We recognize there are different views and practices with regard to spiritual gifts. NSP seeks to allow 
for team members who hold different views to work side by side on the same team and maintain 
unity across the whole organization. Specifically, we seek to:  

● Keep our team focused on our main mission of seeing Christ proclaimed at schools around 
the nation. 

● Avoid causing offense, stumbling & division among the NSP team and people connected to 
our NSP team, and to be vigilant against discord that can so easily entangle ministry teams. 

● Develop a team culture that welcomes all qualified members to join the mission alongside us. 
● Preserve our reputation and the open doors to coach all students that want help to reach 

their campuses for Christ 
● Preserve an interdenominational unity of churches so we can together focus on the mission 

at hand. 
● Position ourselves as a parachurch organization by limiting activities that, if practiced, should 

be practiced in the context of a local church. 
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Rules for Individual Conduct and Team Practices: 
1. Speaking in tongues and sharing prophecy are controversial issues within the Christian 

community. NSP members agree to not practice speaking in tongues or sharing prophecies in 
the context of the team. 

2. Additionally, we agree to not sway other members of the team toward our personal beliefs 
about disputed gifts. Neither those who practice these gifts nor those who deny these gifts 
should sway or condemn others. Instead, we focus on the presence of the Spirit in our lives 
and the fruit of Spirit outlined in the Teaching Position above. 

Summary:  
The filling of the Holy Spirit by faith for all believers for all things is central to the Christian life and 
critical for our success as a ministry. NSP leaders will teach and exhort each other and those under 
their care to depend on the power of the Spirit for everything as we follow the commands of Christ. 
This leaves the results to God.  
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Evangelism 
1. We believe that evangelism is a primary purpose of the church (Mt. 28:18-20). Our evangelism 

is motivated by God Himself, who was the first evangelist and has been seeking and saving 
lost people since the Fall (Gen. 3). We are also motivated by a deep desire that God be 
glorified in the lives of people whom He desires to go from worshipping idols to worshipping 
the one true God. We are further motivated for evangelism as we share God’s love for the lost 
(II Pet. 3:9; Mt. 9:36, 14:4, 23:37). Finally, we share the Gospel in obedience to Christ’s 
commands (Mt. 28:18-20; Jn. 4:35, 15:6). 

2. We believe that God is most glorified and life is most meaningful, abundant, and fulfilling 
when we are obeying God in reaching out to others and sharing Christ with them (Ps 63:3; Mk. 
8:34-35; Jn. 4:34; II Co. 4:17). 

3. We believe that all Christians are called to be witnesses, whether they are “gifted” in 
evangelism or not. We believe the Gospel is the message that God, the holy creator and ruler 
of the world, who sent His only Son to live a perfectly righteous life, die as an atoning sacrifice 
for our sins, and rise from the dead, so that sinful men and women who repent of their sins 
and trust in Christ as their Savior and Lord, though deserving death & hell, can be forgiven, 
have peace with God and eternal life as children of God. 

4. We believe the Gospel’s main demand on unbelievers is to repent of their sins and trust Jesus 
for forgiveness of sins and newness of life (Is. 30:15; Jer.15:19; Ez.18:32; Mk. 6:12; Lk. 13:3; Jn. 
1:12, 20:31; Acts 3:19; 16:31). We keep this the focus in our evangelism as well. While 
Christians living in light of the Gospel should impact every area of society, we believe that the 
focus in evangelism should be on the need for faith in Christ, turning from sin and turning 
one’s life over to Christ (i.e. repentance). 

5. We believe that relational contexts are rich platforms for sharing the Gospel. If we are to truly 
love our friends and neighbors, then we must tell them about their need for Christ. A great 
deal of the evangelism that happens in NSP happens in a relational context. The high school 
student leaders we train to share Christ on their campuses have extensive networks of friends 
for whom they have modeled a godly Christian life. It is our sincere goal & earnest desire to 
equip Christian student leaders to share the Gospel with the friends God has already placed in 
their lives. 

6. We also believe that having a relational context is not necessary in order to meaningfully 
share the Gospel with another person. In fact, much of the evangelism we see in the Bible 
took place through the initiative of a believer outside of a relational context. We see this in 
the Old Testament (Jonah 1:1), Christ’s example (Jn. 4; Jn. 8; Mk. 1:14-15), in Christ’s training 
of His disciples (Mk. 6:7- 12; Lk. 9:1-10; Lk. 10:1-17; Mt. 10:1-16), and in the Apostles’ ministry 
after Christ’s ascension (Acts 4:8, 31; 6:5-10; 7:54; 8:29; 17:1-33; etc). 

7. We believe that sharing the Gospel necessarily involves using words. The Bible teaches that 
people must believe in order to be saved, but before they can believe they must hear, and 
before they can hear someone must tell them (Rom 10:14-17). Living a godly life is essential 
for all believers, and can serve as a validation for our message. Yet it is not sufficient for one’s 
lifestyle alone to be one’s evangelism, and living out the Gospel must not be confused with 
sharing the message itself. 

8. We believe that ministries devoted to preaching the Gospel while addressing critical issues 
such as AIDS, sex trafficking, and access to drinkable water are much needed today. We praise 

Employee Handbook National School Project Page 16 of 46 
Updated  9.23.19  



 

God for the recent surge in Christian ministries devoted to addressing such issues while 
faithfully preaching the Gospel. However, we also recognize that people’s deepest, most 
basic need is forgiveness of sins and a restored relationship with God. 

9. We believe that God has put NSP in a position to help meet this fundamental spiritual need in 
high schools across America. As a ministry organized for the purpose of sharing the life 
changing news of Jesus Christ in public high schools, we single-mindedly focus our time and 
energy on fulfilling this mission to which God has called us. 

10. We believe that we should have great confidence in sharing the Gospel because of the power 
of Christ, the Spirit, and the Word. Christ has been given all authority (Mt. 28:18- 20), is 
actively drawing all men to Himself (Jn. 12:32), and has given believers authority to preach 
the Gospel. The Holy Spirit convicts people of their sin (Jn. 16:8-11), draws them to faith in 
Christ (Jn. 15:25-27) and empowers believers for fruitful proclamation about Christ (Acts 1:8; 
Acts 10:38). The Word of God is alive, active (Heb. 4:12) and accomplishes God’s purposes in 
people’s lives (Is. 55:11). Our hope and confidence then in our evangelism is not in our 
methodology, a relational context, or ourselves but in the power of Christ, the power of the 
Spirit, and the power of the Word. 

11. We believe that we are being faithful to Christ when we take the initiative to share the Gospel, 
through the power of the Holy Spirit, and leave the results to God. While our goal in 
evangelism is to help people become lifelong followers & worshippers of Christ, we recognize 
that the fruit of our efforts is outside of our control and in God’s hands. 

12. We believe the local church is God’s chosen primary context for helping people grow. We 
work alongside the church, helping reach students with the Gospel on campuses in ways 
otherwise inaccessible to local churches. We believe it is absolutely vital that students who 
hear about Christ at their schools be given the opportunity to connect with a local church. 

13. We provide opportunities for connecting with a local church through student leaders and 
youth pastors. We train Christian student leaders who host outreaches to follow-up with their 
friends and invite them to their home church. We also do this by training students to invite 
their youth pastors to be guest speakers at on-campus outreach and follow-up events. These 
youth pastors can then connect directly with unchurched students and invite them to visit 
their churches. Finally, we help youth pastors host follow-up events at their churches at the 
end of an outreach week. Christian students can invite their peers to these events, providing 
every student who makes a decision for Christ or who wants to know more about Christ, an 
opportunity to get plugged into a local church. 
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3. Behavior Expectations 

Commitment to Peacemaking and Reconciliation 
Blessed are the peacemakers, for they will be called sons of God  

~Matthew 5:9 

Our ministry is committed to building a “culture of peace” that reflects God’s peace and the power of 
the gospel of Christ in our lives. As we stand in the light of the cross, we realize that bitterness, 
grudges and broken relationships are not appropriate for the people whom God has reconciled to 
himself through the sacrifice of his only Son (John 13:34-35; Eph. 4:29- 32; Col. 3:12-14).   

Therefore, we look to the Scriptures and the Holy Spirit for guidance on how we can respond to 
conflict in a way that will honor God, promote justice, reconcile relationships, and preserve our 
witness for Christ. As God gives us his wisdom and grace, we are committed to actively teaching and 
encouraging one another to live out the following principles of peacemaking and reconciliation:  

Personal Peacemaking  

• Whenever we are faced with conflict, our primary goal will be to glorify God with our thoughts, 
words and actions (1 Cor. 10:31).  

• We will try to get the “logs” out of our own eyes before focusing on what others may have done 
wrong (Matt. 7:3-5).  

• We will seek to overlook minor offenses (Prov. 19:11).  

• We will refrain from all gossip, backbiting and slander (Eph. 4:29-32). If we have a problem with 
others, we will talk to them, not about them.  

• We will make “charitable judgments” toward one another by believing the best about each other 
until we have facts that prove otherwise (1 Cor. 13:7).  

• If an offense is too serious to overlook, or if we think someone may have something against us, we 
will go promptly to seek reconciliation (Matt. 5:23-24; 18:15).  

• When we offer a word of correction to others, we will do so graciously and gently, with the goal of 
serving and restoring them, rather than beating them down (Prov. 12:18; Eph. 4:29; Gal. 6:1).  

• When someone tries to correct us, we will ask God to help us resist prideful defensiveness and to 
welcome correction with humility (Ps.141:5; Prov. 15:32).   

• When others repent, we will ask God to give us grace to forgive them as he has forgiven us (Eph. 
4:32).  

• When we discuss or negotiate substantive issues, we will look out for others’ interests as well as our 
own (Phil. 2:3-4).  
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Assisted Peacemaking  

• When two of us have tried to resolve a conflict privately, and the conflict remains, we will seek the 
mediation of wise people in our ministry and listen humbly to their counsel (Matt. 18:16; Phil. 4:2-3). 
If our dispute is with a ministry leader, we will look to other ministry leaders for assistance.  

• When informal mediation does not resolve a dispute, we will seek formal assistance from our 
ministry leaders or people they appoint, and we will submit to their counsel and correction (Matt. 
18:17-20).   

Above all, we pray that our ministry of peacemaking will bring praise to our Lord Jesus Christ and 
lead others to know his infinite love and peace.   

Adapted from “The Peacemaker: A Biblical Guide to Resolving Personal  
Conflict,” by Ken Sande (Baker Books, 3rd Ed. 2004).  

 

Dress code and personal appearance 
NSP Staff, Lead Coaches, and Coaches  should be neat, professional, and modest in their clothing 
and personal grooming to ensure a wide audience for the message of Christ. Our appearance 
communicates quite a lot to those around us, and we take those messages seriously. NSP is a 
youth-oriented and often casual ministry, but we want to give you some principles and guidelines so 
you know how to dress in your role. 
 
Dress for your role | Leadership is a responsibility we bear carefully; therefore, your appearance 
should reflect that you take your role seriously and approach your work with excellence and order. 
Without being stuffy, leaders should dress professionally and modestly. 
 
Dress for the occasion | Throughout the year, you’ll be in many different settings:  witnessing at a 
high school on a Friday afternoon; teaching at a team meeting; meeting with a pastor in his office; 
speaking at a banquet; all of these are different occasions that have different requirements for what 
makes clothing appropriate. Keep in mind where you’ll be - is it a formal or informal setting? Who 
will you be meeting with - college students, pastors, or advisors? Dress accordingly. When in doubt, 
dress better than you think you need to because we want your clothing to reflect your leadership and 
influence. In all situations, sloppy, dirty, or worn-out clothing is never ok for ministry leaders.  

● Work out clothes and shorts are not appropriate when meeting with community members. 
Examples include: meeting with a youth pastor or advisor, a community prayer night, etc. 
Guys should wear a shirt with a collar with pants and girls should wear a nice top with pants.  

● When working in the office staff should wear pants not shorts, and shoes not flip-flops.  
● When mentoring students, or when participating in a student training conference, nice shorts 

or jeans should be worn with a nice t-shirt or collared shirt.   
● When leading or teaching in a team meeting setting, work out clothes must not be worn. 
● At Fall Training Weekends, Spring Retreats, and Student Leader Training, work out clothes 

must not be worn during main sessions. 
● The following more casual settings allow for more casual clothing: witnessing, 1on2s, team 

hangouts, etc. 
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Dress modestly | Modesty is a God-honoring, counter-cultural value that refers to conducting 
ourselves with humility before God and others. Our clothing and appearance should support the 
work God calls us to, not distract from it by calling attention to ourselves. Similarly, hair and facial 
hair must be neat, clean-cut, and tasteful. Avoid extreme styles that call attention to your 
appearance rather than the gospel. The following list applies to all NSP events and activities.  

● Underwear is not outerwear. Boxer shorts must not be seen between your shirt and your 
pants, and any part of your bra must not be seen outside your top. Similarly, do not wear low 
cut shirts. 

● With leggings or yoga pants, wear a longer shirt or sweater to cover up your bottom fully.  Any 
other skin tight clothing must be covered.  

● Take care to not show too much skin. Shorts must be at least mid-thigh in length; dresses and 
skirts need to be at or just above the knee in the office, and ¾ length between the hip and the 
knee, when in the field.  Choose tank tops with wider straps; do not wear spaghetti straps. 
Women must wear a modest one-piece bathing suit or a dark t-shirt over swimwear. 

 

Ultimately, we want to be a ministry of leaders focused on the gospel, and influential in our 
leadership. These guidelines will unify our appearance and maintain our standard of leadership. 
 
Any questions about these guidelines for attire and appearance should be discussed with the 
immediate supervisor. They can help you discern professionalism and modesty. Throughout the 
year, your supervisor or other leader will address inappropriate application of these guidelines.  
 

Personal Conduct Expectations for NSP Employees 

Purpose and introduction:  
During our hiring process, we consider candidates’ past behavior in light of standards of Christian 
conduct. Similarly, we care that our team members continue to walk in holiness throughout their 
entire time with NSP.  

 
Holiness and personal conduct matters. And your holiness matters to the team. Walking in and 
striving for holiness builds others up; unrepentant falling short can bring others down. And even with 
repentance, sin has consequences for the individual and the community. So, we're committed to 
being a team that is growing in holiness and maturity, acting with self-control out of love for God's 
people and stewardship of our bodies as God's temple. 

Expectations:  
We expect NSP team members to behave with high standards of personal conduct, both in their 
personal lives and during their time ‘on the clock’ with NSP. We should behave in ways that reflect 
lives formed after the character of Christ, modeling Christian maturity for one another and those we 
lead. We cannot define the breadth of wise and holy Christian living in a list of actions. However, 
some clear cases of expected behavior are listed below: 
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a. NSP employees and volunteers will not abuse alcohol. There will be no alcohol at NSP 
team events. 

b. NSP employees and volunteers will avoid all illegal drugs.  

c. We expect NSP employees and volunteers to maintain and practice high standards of 
sexual purity. Specifically, team members should not view pornography, and should 
have a pattern of victory over sexual temptation.  Further, NSP team members should 
have no sexual or inappropriately physical contact outside of marriage. 

Corrective Actions:  
As we strive toward holiness, we have to acknowledge that we’re all sinners continually receiving 
grace. So, we expect to practice confession and restorative correction.  In case correction is 
needed… 

a. Peer accountability and correction is our first and preferred mode of operation. “If you 
see a brother committing a sin, restore him (Gal 6:1)” Do this in love and in private. If 
you are unable or it would be inappropriate for you to exhort and correct your 
teammate, share what you know with your supervisor.  

b. If repentance is not immediate, we’ll escalate correction up the chain of command 
and seek to provide restorative correction. 

c. Cases of unrepentant sin or serious misconduct may result in being asked to leave 
NSP.  

d. In all situations, we seek to operate out of love for the individual and for the health of 
the team. 

Working with Minors 
Rules and policies to avoid liability and be above reproach: We want to protect students, our 
mentors, our organization, and the name of Christ. We take steps to protect all these groups from 
harm, from accusation, and even the appearance of misconduct. Coaches are adults and the 
students we mentor are minors.So abide by the following rules, and when new situations arrive, 
apply these rules with your best judgment, or call your supervisor for advice 

Meeting Locations: 
Our meetings with students should be transparent and have built-in accountability. So make it a 
practice to coach multiple high school student leaders in every meeting. Especially, avoid interacting 
1-on-1 with individual students of the opposite gender.  
➢ Always choose public places for meetings with students. Good locations include: a classroom 

with the advisor present or the door open; a coffee shop; a college campus. Do not meet in 
your dorm room, nor a secluded classroom with the door closed. 

➢ Never drive a student of the opposite gender in your car alone. 
➢ Don’t schedule a 1-on-1 meeting with a student of the opposite gender, even if it means the 

meeting for this week is cancelled.  If it appears that a meeting will become a 1-on-1 situation, 
change the dynamic by getting more student leaders to attend or inviting a partner to attend 
the meeting (e.g. NSP team member, club advisor, pastor, or parent). If neither of those 
solutions are possible, cancel the meeting. 
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➢ If meeting 1-on-1 with  a student of the opposite gender is unavoidable (e.g. the other 
students don’t show up), keep the meeting short & move to an even more public place before 
the meeting starts. 

 

Communication and Relationships:  
The relationship between mentors and students are important and powerful for growth. To keep 
these relationships appropriately focused on our gospel mission, to avoid any perception of 
impropriety (by parents or others), and to protect our mentors, follow these rules. 
➢ Don’t date high school students. This includes doing anything to pursue them or lead them 

on, including excessive phone calls, texting or any hanging out one-on-one.  
➢ Communicate through open and transparent channels: Let communication flow through a 

Coach of same gender as students whenever possible. Do not use Snapchat or other apps 
that erase history. This is as much to protect you as much as to limit the perception of 
impropriety. 

➢ Communicate at the right time: Do not call, text or instant message students of the opposite 
gender after 9:30 pm. If communication needs to happen late at night, find an NSP team 
member of the same gender as the student to communicate with the student. 

➢ Do not discuss sexual matters, make sexual comments, tell sexual jokes, or share sexually 
explicit material (or assist in any way to provide access to such material) with students or in 
the presence of students. 
 

Conversation Topics:  
NSP focuses on training students for leadership, evangelism, and growth in Christ, and our 
conversations should revolve around those matters. In a friendly relationship, conversation may turn 
to other topics; however some conversations should be avoided in mentoring situations. 
➢ Avoid conversations about conflicting views:  As stated elsewhere, NSP is an 

interdenominational, evangelical movement. Accordingly, focus your conversations with 
students around the power of the gospel and avoid topics that may be divisive or distracting. 
Consider that the students you mentor may come from a different church background than 
yours; beware of entering into conflict with the teachings of their home church or their 
parents.  Specifically, redirect conversations about: public policy; Biblical teaching on 
tattoos, alcohol, what movies and music are appropriate, etc.; and doctrines with differing 
opinions such as predestination, speaking in tongues, etc. 

➢ Redirect conversations that are best handled by others: are not qualified as counselors, and 
many times a counselor is what a high school student needs. Direct questions on these topics 
to a pastor, parent, or qualified counselor: sexual purity (e.g. “how far is too far with my 
girl/boyfriend?”), homosexuality (e.g. “I think I might be gay; what does the Bible say about 
that?”), depression, suicidal thoughts, etc. 

➢ Bring experts to address difficult topics. NSP Lead Coaches and Coaches avoid entering into 
casual conversation about these potentially difficult topics. However, if it becomes clear that 
one of these topics is heavily on the mind of students you coach or is a relevant topic for a 
campus outreach event, involve your team leader in planning these events and bring in 
pastors or other experts to tackle difficult topics head on. 
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Physical Touch:  
This area has great potential for harm, but it is also simple to walk in light. Never engage in 
inappropriate physical touch. In addition to being grounds for criminal action, NSP takes any reports 
of inappropriate physical contact very seriously. 
➢ Inappropriate contact includes: kissing, stroking, or massaging; touching breast, legs, or 

buttocks; sexual contact of any kind; and/or any touch that results in the recipient feeling 
uncomfortable  

➢ Instead, be warm and professional. Limit your physical touch with students of the opposite 
gender to handshakes and high fives or fist bumps. 

➢ When interacting with students of the same gender, hugs or friendly pats on the back are OK – 
but use your common sense. 

Reporting Abuse:  
NSP employees and volunteers are not ‘mandated reporters’ by law. However, we care to proactively 
ensure the safety of the students around us. “If you see something, say something.” 
➢ If a student discloses, or you suspect, that he or she is being abused at home, is considering 

suicide or self-harm, or is in an otherwise dangerous situation, report it as soon as possible 
(within 48 hours) to the following people. If you believe the threat is imminent, call 911 
immediately. 
● An NSP staff member. If your supervisor is unavailable/unreachable, contact Ben 

Flemming in the NSP office at 562.943.9787. 
● ChildHelp (childhelp.org) is a national organization with teams of crisis experts and 

counselors to advise you and/or the student on help available, and/or which authorities 
to contact. Their hotline is open 24/7:  1-800-4-A-CHILD (1-800-422-4453) 

● In most cases, it may be helpful to involve another adult with wise and loving authority in 
the life of the student, such as their teacher or pastor. 

For more information about reporting an abusive or unsafe situation, call the hotline, or 
consult these resources. Mandated Reporter Overview | Child Abuse Definitions  
 

➢ If you become aware of an NSP team member violating in any of the above rules, it is your 
responsibility to report it up the chain of command to an NSP staff member.  
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Purpose and Shape of NSP Team Relationships 
Publication date 9.21.17 
 
In NSP, we have a team that spans 4 distinct levels of ministry: Staff, Lead Coaches, Coaches,, and 
high school students. Each of these levels has unique abilities, needs, and responsibilities to one 
another. Those in leadership have especially great responsibilities to those they lead, responsibilities 
which define the shape of relationships within NSP.   
 
Fundamentally,  all of these relationships across ministry levels should be characterized by leading, 
teaching, and encouraging those led to follow Christ.  
 
Staff should view Lead Coaches and Coaches s as people they’ve been entrusted to lead and disciple. 
All NSP Staff members are leaders to the whole team of Student Leaders, not just their direct reports. 
Similarly, Lead Coaches should view Coaches as people they’ve been entrusted to lead and disciple, 
including both the Coaches under their direct leadership and all other Coaches, as opportunity 
arises. The same goes for Coaches in their relationships to high school students.. 
 
In light of this leadership principle, we observe the following rule: NSP team members may not begin 
dating relationships or romantic involvements with anyone in a different level of the ministry.  
 

1. Staff, Lead Coaches, and Coaches  cannot date high school students. Lead Coaches may not 
date 1st year Coaches (However, a relationship between an LC and a veteran Coach would be 
allowed). And staff members may not date Lead Coaches or Coaches. This supports an 
environment in which spiritual leadership is the primary shape of these relationships. 

2. Pre-existing relationships across ministry levels may continue (i.e. a Lead Coach recruiting 
their significant other to serve as a Coach; or a Lead Coach becoming a staff member while 
their significant other remains a Lead Coach). And we expect that all relationships between 
NSP team members will be conducted in a manner that does not distract from teamwork 
toward our mission.   
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NSP Drivers 
In NSP, our work takes us to far-flung locations every week, logging hundreds or thousands of 
road-miles every week, but we don’t have any company-owned cars. Instead, all transportation is 
the responsibility of staff members, student leaders, and volunteers as directed by the organization 
to travel for the mission. To promote safety for all involved, we have a process and protocol for 
certifying ‘NSP Drivers’.  

Definition of NSP driver 

An NSP driver is any staff member, lead coach, and coach  who is driving on NSP business, and has 
been certified to do so. 

Definition of driving for NSP business 

NSP business includes all driving you do for your involvement with NSP, such as driving to a high 
school for a mentoring meeting, driving to a university for a team meeting, or driving to a restaurant 
for a meeting with supporters. It does not include commuting (driving to the office before you start 
work) or travel to purely social events (friends from NSP getting together for fun).  

Steps to becoming an NSP driver 

Submit the following information to NSP Central Operations:  

o MVR Permission letter 
o Copy of valid driver’s license 
o Copy of current auto insurance card   

     (Recommended coverage limits): 
▪ $100,000 Liability per Person 
▪ $300,000 Liability per Accident 
▪ $50,000 for Property 
▪ $5,000 for Medical Payments 

 

Responsibilities: What do NSP Drivers do? 

Obey the law 

➢ NSP drivers are required to follow all traffic laws. Over and above the legal requirement, you 
have a job requirement to follow traffic laws as well. This includes but is not limited to speed 
limits, seatbelts, and cell phones. 

➢ Speed limits are for your safety, and they apply to you while on NSP business. 
➢ Seatbelts, for drivers and passengers, are required by law and by NSP. As driver, it is your 

responsibility to ensure that all your passengers buckle up. 
➢ Texting and talking on the phone while driving is illegal and unsafe. Your phone should be put 

away and unattended while driving. Any digital involvement – including GPS - should be 
hands-free, or through a passenger serving as navigator. 
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Drive safely and without distraction 

➢ While on NSP business, drive calmly and safely to care for your passengers and drivers around 
you. Some examples of safe driving include: 

o Maintain safe space between cars. Follow the ‘3-second rule’ by keeping 3-seconds of 
distance between you and the car you’re following. In bad weather, increase that 
distance to 6-seconds. 

o Signal for turns and lane changes. Even when it’s obvious, use your turn signals to 
communicate with cars around you and drive safely. 

o Slow down for turns. Check for pedestrians and ensure that your passengers are 
comfortable. 

Seek passenger comfort 

➢ If your passengers are uncomfortable with your driving, it’s your job to find out and correct it. 
As driver, you are the host and responsible party for as long as passengers are in your car. 

➢ Passengers are comfortable when the car is responsibly driven, adequately maintained, and 
decently cleaned. Only after those priorities are met do nice conversation or interesting 
music allow your passengers feel your hospitality. 

Maintain your vehicle 

➢ Keep your vehicle in good repair to ensure that it’s safe for you and for passengers. This 
includes but is not limited to: 

o Checking fluid levels 
o Ensuring all headlights, brake lights, and tail lights are working 
o Tires fully inflated 
o Brakes in good working order 

➢ If your car needs work and you don’t feel it’s safe for passengers, simply ask to make other 
transportation arrangements while you get that maintenance taken care of. 

Insurance: Who is responsible for what? 

Your Insurance Coverage 

Every NSP driver is required to hold auto insurance in order to be an official driver for NSP (yes, it is 
also required by the state of California to have auto insurance to drive at all). This insurance policy 
will cover damage that is sustained to your car in an accident, up to the level determined by your 
insurance policy. NSP has no responsibility for the damage to your car if you are in an accident on 
NSP business, but we do have a responsibility to the people in your car.   

NSP Insurance Coverage 

NSP has workers’ compensation insurance that will cover any injuries that occur while you are on 
NSP time, performing any business for NSP purposes. This coverage extends to our paid full and 
part-time staff, as well as any of our volunteers. This insurance policy will cover any medical bills 
related to the injuries sustained on NSP business and, for paid staff, will cover any wages lost from 
taking time off for the injury. NSP also holds a ‘hired and non-owned auto’ coverage with a limit of 
$1,000,000 that protects NSP if someone harmed in an auto accident decides to sue NSP.  
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II. Employee Handbook 

For part time and full time employees of the National School Project 

 

4. Emergency Contact notification 

Purpose and Introduction:  
We have a responsibility to care for our people, and this protocol is a step to proactively 
watch out for each other’s safety. As part of our registration process for employees and 
volunteers, we collect emergency contact information and some basic medical information. 
We hope we never need to use this information, but we collect it for 2 types of situations.  

1. In case of injury or illness: 
a. If a team member or employee is injured or ill while at an NSP event or location and is 

unable to make decisions or communicate for themselves we will take action on their 
behalf in the following order of priority: 

i. Contact local medical help (i.e. camp nurse or campus health center) 
ii. Contact emergency contact on record 

iii. Contact emergency medical services 
b. NSP’s Worker’s Compensation insurance should cover injuries that occur while 

working for NSP, but not illnesses (i.e. the flu) that arise while at or after work. NSP 
team members will be financially responsible for any medical treatment required.  

2. In case of absence: 
a.  If an NSP employee is absent from scheduled work hours or meetings and 

unreachable for 4 hours, their manager will call their emergency contacts to try and 
find the employee. 

i. In a nutshell, if you don’t show up where you’re supposed to be, and we can’t 
reach you, we’ll assume you may in serious physical danger. In that case, we’ll 
call your mom, or whoever you list as your emergency contact to try and locate 
you or alert someone else that you’re off the grid.. So be on time, and/or 
communicate about your whereabouts. 
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5. Intellectual Property  
Because NSP’s primary services are training and coaching, some of our most valuable assets are in 
the form of intellectual property. Intellectual property – work or invention owned by NSP that is the 
result of creativity – includes proprietary and/or confidential information. 

 “Proprietary” means any information that is owned by NSP, whether or not it is indicated by actual 
copyright labeling. Proprietary intellectual property includes the following: 

● Publications such as our Outreach Guide, Values, and Employee Handbook 
● Processes, such as our Chapter Structure, Coaching Program, Training Event schedules, and 

Hometown Trip Model 

“Confidential” refers to information that may not be shared except for defined purposes. 
Confidential Intellectual property is generally not available to the public and includes: 

● Personal Information such as donor, volunteer, and high school student names & contact 
information. 

This intellectual property was built over the past 10 years with the sole intention to advance the 
Gospel of Christ. To ensure that it continues to achieve this purpose, we do not share our 
Publications and Processes haphazardly with just anyone who wants to know. We have chosen to 
limit sharing for three reasons: privacy, sharpening, and effectiveness. 

Privacy of personal information is a foundational legal requirement for organizations keeping record 
of students, donors, and other partners. Beyond legal requirements, it is a matter of good 
faith in all our relationships. Just as our organization will never sell email addresses or 
contact info to spammers, we will not use the addresses of our ministry partners for purposes 
they did not intend. 

Sharpening our ministry model is a constant aspiration. We have been able to improve our process in 
thousands of small ways over the past years because we personally mentor students. It would 
be a great loss to our organization if our campus outreach strategy was carried out 
somewhere and we had no access to learn from the failures and successes along the way.  

Effectiveness in gospel proclamation is vitally important. We are not merely a “Training Events” 
group; instead, we give personal coaching to ensure that everyone we train is equipped to 
make the strategic gospel impact. If students implemented our strategies alone, we would 
certainly thank God for motivating them but we would also consider it a lost opportunity to 
connect with the broader movement forming around NSP’s shared vision. Further, they 
would not receive our latest learning, innovation and resources to ensure the best possible 
results for gospel outreach on their campus.  
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Employee Intellectual Property Agreement 
This agreement is made between NSP – the employer – and the employee. 

I (EMPLOYEE) acknowledge that in the course of my employment I will have access to NSP’s 
intellectual property, including proprietary and/or confidential information. I understand and agree 
with NSP’s stated intention (in the Intellectual Property Management Overview) to handle 
intellectual property with care for privacy of personal information, sharpening our ministry model, 
and ensuring effectiveness.  

For the purposes of this agreement, all information that is (1) obtained, related to or derived from my 
employment, and (2) results from or is derived from any actual work assigned to me while employed 
is considered proprietary intellectual property owned by NSP. I agree that I will exercise appropriate 
care to handle and protect proprietary and/or confidential information. 
 
Further, I agree to the following standards of conduct as an employee of the National School Project:  
 
A. I will hold the confidential information in confidence and shall exercise a reasonable degree of 
care to prevent disclosure to others outside of NSP, or those within NSP who do not need to know, 
unless first authorized to do so in writing by my supervisor. 

B. Anything I develop for NSP while in the employ of NSP is NSP’s intellectual property. This includes 
training documents, processes, methods, articles, etc. 

C. While employed, I will not train people in other organizations, or outside the mission of my job, 
except those who are part of NSP’s Campus Mentoring Program, or with the direction/ permission of 
my supervisor. 

D. Upon termination as employee, I will return all confidential information and give copies of all 
other proprietary information I created or received to my supervisor. All future ministries that I wish 
to do using NSP proprietary methods or materials must give appropriate credit to NSP. 

We (NSP) expect and pray that you will grow as a minister of the gospel and learn many tools 
throughout your time in NSP that you will take with you and apply to increase the Kingdom for the 
rest of your life.  
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6. Legal Guide 
“Behold, I am sending you out as sheep in the midst of wolves, so be wise as serpents and innocent 

as doves.” – Matt 10:6 

On-campus authority 
When on campus at a public school, NSP team members have the status of visitors to campus at the 
pleasure of the school administration and at the invitation of the bible club. Therefore, we will 
behave a good guests, not creating problems and supporting the work of the students sharing Christ.  

Obey all laws and rules of the campus you’re visiting. 

While on campus, obey and comply with instructions from administrators and/or the bible club 
advisors. Even if you believe the instructions are in violation of your rights…  

Off campus, obey instructions from administrators, and use discretion to comply with instructions in 
violation of your rights off campus. i.e. don’t cause a scene but keep witnessing across the street 
even though the admin says to go away 

Photography 

Taking photos 
➢ Unless explicitly forbidden, virtually all photography in public places is legally allowed, with or 

without consent of the people being photographed. This right is supported by the first 
amendment, which guarantees freedom of speech and freedom of the press.  1

o This includes photos of children and public buildings. 
o Obviously, photos of children that are sexualized are illegal. But that does not make all 

photographs of children illegal. 
➢ Photography requires consent when people “have secluded themselves in places where they 

have a reasonable expectation of privacy such as dressing rooms, rest-rooms, medical facilities, 
and inside their homes.”  2

➢ Photography may require permission on private property, but in many cases we can reasonably 
assume that photography is allowed if you are allowed to be there without explicit permission. 

➢ Schools may forbid photography on campus; that is their right to set rules for their grounds. But 
it is not because the students are minors. 

 

Publishing photos   
3 4

➢ For Editorial (news) Use: Photos used in news stories are free to use in most every situation. This 
includes newsletters, letters, updates and social media posts; these are 95% of all our stories in 
NSP. 

o This includes photographs of minors with or without their consent or the consent of their 
parents.  

1 http://www.krages.com/ThePhotographersRight.pdf 
2 Ibid 
3 http://www.uccsda.org/Communications/Photo-guidelines 
4 http://smallbusiness.chron.com/liability-posting-photos-facebook-permission-60022.html 
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➢ Commercial Use: Commercial uses are non-news stories. These include timeless brochures, 
design elements on the website, banner images, etc. Photos used ‘commercially’ must be 
accompanied by a release signed by an adult if the photo highlights an individual or individuals 
in a recognizable way. 

o If faces are not highlighted, or the photo is of a large group (more than 8), there is no need 
for a release or consent. 

Proactive Steps 
➢ We get a photo-release (non-binding) from students registering for events and enrolling in the 

Campus Mentoring program. 
➢ We get verbal permission from students when we take group photos or portraits 

o For instance, say: “Do you mind if I get a picture so people can praise God for what 
happened today?” 

➢ If students or parents request that we remove a photo we’ve already posted, we’ll do our best to 
comply (because it’s the kind thing to do, even if not legally required) 

➢ When we publish photos of students where their faces are visible, we do not publish their 
personal information (such as last names) alongside it. Sometimes, if we didn’t get explicit 
permission, we may change names to protect privacy. 

Guidelines for wise actions in the field 
➢ As always, follow directions from administrators at schools; if they want you to put the camera 

away, do it. 
➢ Be discreet and don’t distract from the ministry at hand.  

o Don’t get up in the face of students you don’t know 
o Don’t interrupt witnessing conversations with conspicuous photography 

Misconceptions about Minors and Photography 
1. It’s true that minor’s can’t sign liability or model release forms for themselves. That’s true (to the 

best of our knowledge) but doesn’t apply in most cases. In most cases, legal consent is not at all 
required for us to photograph and share what we see happening in the world. Getting consent is 
probably a nice thing to do, however. We seek consent only in situations where we want to use a 
photo for ‘commercial’ purposes. 

2. The Children's Online Privacy Protection Act (COPPA)  of 1998 and the California Online Privacy 5

Protection Act of 2003 (OPPA)  both deal with websites that collect personal data of minors. They 6

do not deal with photography or what can be published on the internet. 

 

 

  

5 http://en.wikipedia.org/wiki/Children's_Online_Privacy_Protection_Act 
6 http://en.wikipedia.org/wiki/Online_Privacy_Protection_Act 
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7. Support Raising, Payroll, and Time Off – for Part Time Employees 

Support Raising 
All NSP employees participate in Support Raising. The support raising policy for 2018/19 for part time 
employees can be found here:  Lead Coach and Intern Support Raising Policy 

Payroll 
Part-time  employees are paid hourly at their agreed upon rate. Payroll will be paid out biweekly, 
every other Friday, for the work performed in the previous 2 weeks. It is your responsibility as an NSP 
employee to record your hours through Zenefits or we will not able to pay you for the hours you 
work.  

The current process for payroll and instructions for filling out timecards can be found here: Zenefits 
for NSP 

Time Off 
Part Time Hourly Employees are do not get paid vacation, but they are eligible for 24 hours of paid 
sick time each year. Sick time should be recorded in Zenefits when used 

Unused sick time will rollover year to year up to maximum of 48 hours accrued. Unused sick hours 
will not be paid out to employees at the end of employment.  
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III. Staff Handbook 

Updated Friday, July 20, 2018 

8. Staff Definition 
To join staff with NSP is to accept a mission and work to complete it. Therefore, your job is far more 
than putting in a fixed number of hours; rather, your job is whatever it takes to accomplish the 
mission. Staff differ from hourly employees in that all staff are salaried, non-exempt employees who 
are responsible for raising full support for their salary and ministry expenses.  

Commitment | Full-time Staff commit to an initial term of 2 years from the date at which they reach 
100% of support. After reaching 100%, HR will notify you that your commitment has begun. 

Hours | All NSP staff are on salary; you’re not paid by the hour, but because you’re carrying out a 
mission. This gives each staff member a lot of freedom and flexibility. Here are some principles to 
think like someone who's on a mission:  

● Don’t have an ‘8-to-5 mentality’; rather, work to finish the projects and fulfill your areas of 
responsibility.  Sometimes that means you'll work late.  We trust you to be responsible and 
get the job done.   

● While there is flexibility in your hours, use that liberty for the mission. For instance, don’t get 
in the habit to consistently run personal errands during the workday.  

 
Within those principles, we have some detailed expectations: 

● For full-time staff, 40 hours is a minimum to work each week 
● Part-time staff will set a target of hours per week with their supervisor, and revisit that 

workload and expectation periodically. 
● Time taken for a lunch break is not counted as part of a workday. 
● In addition to regular weekly hours, staff will participate in several evening, weekend, and 

overnight commitments throughout the year. 

Managing Workload 
Because of our mission, working long hours should and will often be a joy and service to Christ and 
the team. But sustained long hours can sometimes lead to exhaustion and burnout.  Here are some 
guidelines to managing the workload.  

● As work gets busier, take more time in prayer and in the Word. This is your primary source of 
refreshment. 

● Before or after a season of long hours (whether 1 weekend or 3 weeks), schedule some time 
off to rest up and/or recover. This includes time for your family.  

● As  salaried exempt  employees, NSP staff members are not eligible for overtime. However, 
we do allow for comp time if you have worked extra hours at a weekend retreat, on a big 
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project, etc.  Keep in mind that days off - even half days off - should be approved by a 
supervisor through the Zenefits platform. 

● Keep in close communication with your supervisor; if you’re working too much, your 
supervisor will direct you to rest. If you’re not working enough and need to pick up the pace, 
your supervisor will keep you moving. 

● Expect that your work will average a bit more than 40 hours per week. And some weeks will 
be many more. If you’re working so much that it feels unsustainable, talk to your supervisor 
and work out a plan to set healthy expectations for what you can accomplish.  

 

9. Support Raising, Salary, and Benefits – for FT Staff 
● Support Raising Policies and Remedies  
● Revised 11/13/13 Effective 1/31/14 

God has given us a beautiful system for providing the financial resources to accomplish His work 
while keeping it firmly rooted in the prayers and efforts of His people: through the generous, faithful, 
and prayerful support of the individual members of the body of Christ. Giving and receiving is central 
to the gospel message and we embrace this reality in part by infusing fundraising at every level of the 
NSP team, from high school students to senior staff members. Every NSP employee raises support. 
This is part of our ministry.  

Full Time Staff members will go through support-raising training and raise 100% of their wages and 
expenses through personal support appointments. 

Support Raising is a key part of the National School Project, which delivers many benefits to our 
team culture. Despite being a lot of work and taking a lot of time, Support Raising… 

➢ Prepares our staff for hard work, driven by a big vision, with audacious faith and 
dependence on God 

➢ Promotes an entrepreneurial attitude in our staff as they ask and create opportunities for 
involvement 

➢ Engages a multitude of ministry partners who otherwise might not be involved in God’s 
work at public high schools 

➢ Expands NSP’s ability to bring quality staff on the team (because we’re not limited by the 
general fund) 

➢ Filters  staff candidates to encourage those who are truly committed to this mission to 
join staff 

➢ Brings prayer and emotional support to the aid of all of our staff members 
➢ Is a leading factor driving organizational health or illness among Christian organizations 

So, in order to keep our team fully supported and healthy, we observe the following policies. 

1. Excellent training and accountability structures: 
a. Minimum 2 full days of in class training before starting to raise support.  
b. Weekly accountability meetings during ‘active support raising’ 
c. Monthly support status reports for all staff members 
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d. All staff members should consider subscribing to some SR email newsletters and read 
some articles periodically suggested by Ben. 

2. 100% before full-time. New staff candidates are in ‘active support raising’ (ASR) until they 
reach 100%. During ASR…  

a. They are to spend at least 40 hours/week on support raising 
b. After reaching 75% of budget, they are limited to no more than 10 hours per week 

spent on activities other than support raising. 
c. Weekly accountability meetings during ASR 

3. Keeping in contact. All staff are required (not just a good suggestion) to communicate with 
their support team at least every 60 days. (Obviously, more communication is better.) 

a. This will be monitored by sending a copy of newsletters to Ben.  
4. Corrective Measures. 

a. Information Availability 
i. Staff members will report their pledged support levels monthly (both in raw 

dollars and in percentage form).  
ii. Monthly staff reports will report an average income for the past 3 months. 

iii. Both sets of numbers will be reported to supervisors on a monthly basis. 
b. If a staff member’s pledged support level drops below 80%, he/she has 14 days to 

submit a plan to his/her supervisor outlining how he/she will dedicate time to regain 
100% within 60 days.  

c. If the target isn’t hit within 60 days, submit another plan with a 30 day extension. 
d. If the 3-month averaged support level drops below 70%*, that will trigger an 

immediate (within 5 days) furlough until the staff member again reaches 100%. (*The 
only exception is if the 3 month average drops below 70% but there is a buffer greater 
than or equal to 2 months 100% salary in the staff account.) 

i. This is a period of Active Support Raising. Staff below 70% will be allowed no 
more than 10 hours/week on ministry, and will have weekly accountability 
meetings with Ben.  
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Salary Range and Increases 
God provides for people for His work abundantly; among the greatest of God’s gifts to NSP is the 
people that He brings to be involved in this organization. We work hard to train, support, and deploy 
these people as the effective, efficient, gospel-powered team that God intends so we can achieve the 
mission he’s set before us  

Salary Range  
NSP Staff compensation for support-raising staff is a combination of role-based and need-based 
compensation. That is, we seek to set an appropriate salary level for each staff member based on 
their job responsibilities, experience, tenure, cost of living, and family situation. To arrive at this 
appropriate salary level, NSP staff will complete the NSP Salary Range Calculator and Request Form 
(2019) to calculate their individual salary range, and then request an annual salary within the 
approved range. 

The Salary Range Calculator will generate a  minimum allowed Full Time salary based on your 
geographic cost of living factor and years with NSP. And it will generate a maximum full-time salary 
based on all the factors. $95,000 is the MAX salary cap for any NSP staff member, regardless of role or 
experience. Note: If your current approved salary is higher than your calculated salary cap due to a 
change in policy, you will be allowed to remain at that level until your calculated salary cap surpasses 
the current approved salary.  

Setting and Increasing your Salary 
Staff members should request a salary level that will maximize their life and ministry. This includes 
caring for your family, while weighing the costs of raising support. We encourage a 2-step approach 
to reaching your desired salary. The first year, staff members should set a livable but trimmed down 
target so that they can reach field ministry as soon as possible. After being fully supported for 1 year, 
staff members are should revisit their budget and request a raise. Over time, we expect that staff 
salaries will increase to keep up with cost of living, increased professional experience, and increased 
value to the ministry. 

At any point, you can request to increase your staff salary up to your calculated max salary. Approval 
will be based on your support raising level and support raising plan. A change in your personal 
budget will be considered retroactive for the entirety of the current fiscal year for back-pay 
purposes. 

10. Payroll Schedule and Process for Staff 

Schedule 
Salaried staff members are paid semi monthly on the 15th and last day of the month. If either of 
those dates fall on a weekend, the pay date will be the Friday prior. Wages are distributed by Zenefits 
via direct deposit to the employee’s bank account. Full time Staff do not turn in timecards 

Payroll and Support Level 
● When staff are at full support, they’ll be paid their full budgeted salary. 
● If staff are below 100% of full funding, because they are still raising support or because their 

pledged support level has fallen, they’ll be paid their full salary  multiplied by their current 
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support percentage. They’ll be paid at this percentage even if their current fund balance is 
quite large. 

○ Current support percentage will be calculated as self-reported by the staff member on 
their Support Tracker worksheet . 

○ Support tracker worksheet should be updated at least monthly.  
○ If fund balance is insufficient to pay their salary multiplied by their current support 

percentage, they’ll be paid maximum available without running a deficit. In this case, 
the payroll team will notify the staff member and their supervisor. 

● Back Pay : Staff may request back pay at any point and it will be added to the next regular pay 
period. 

○  As support raising income increase, staff members may request back pay up to their 
current max salary cap for the current and most recent fiscal years. 

○ The HR director will calculate available back pay by comparing actual salary against 
budgeted salary.  The salary cap must be met for the current fiscal year before 
reaching the cap for the previous fiscal year. 

○ If staff members wish to request back pay for a particular pay period, they should 
contact the HR Director.  

 

Benefits 
Full Time Staff are eligible for the following benefits. 

Medical and Dental 
As of March 2015, NSP no longer provides any options for medical or dental insurance. NSP staff 
should seek individual coverage and build it into their support budgets. 

We wish this were not the case. The recent changes in the insurance industry because of the 
Affordable Care Act have made us change our policy of the previous 7 years. 

Health Savings Account 
Employees with a qualifying Health Plan can make contributions to a Health Savings Account (HSA) 
through regular payroll deductions. Employees wishing to open an HSA may do so through Optum 
Bank. 

Retirement Plan 
NSP partners with Guideline.com to offer 401k savings plans to eligible employees. Employees are 
able to fun their 401K plan using funds from their paycheck and their ministry support account for 
tax-advantaged retirement savings. NSP does not contributions to retirement accounts out of 
general funds.  Full details of this plan are available in your employee account at Guideline.com, and 
outlined in this 401k overview for NSP. 
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Paid Time Off 
Full Time Staff are eligible for the following vacation and PTO schedule. For new staff,  the first year’s 
PTO will be prorated to the remainder of the calendar year. New PTO hours accrue at the first of the 
new calendar year. 

Vacation 
● Vacation time is for planned time away to have fun, rest, explore and enjoy God’s gifts. Our 

plan is designed to encourage all employees to use all their vacation time each year and 
celebrate each other for taking some well-deserved time off. 

● New staff are given 2 weeks (80 hours) vacation time each year. After 5 years on staff, 
employees will get an additional week of vacation time. 

● Vacation hours can roll over from year to year. The maximum balance of vacation hours any 
employee may accrue is 4 weeks.  
○ (If any employee has more than 4 weeks accrued on 12/31/18, they will not accrue any 

additional hours until their vacation balance falls below 4 weeks)  
● Vacation scheduling is subject to supervisor’s approval. 

Holidays | 14-15 days per year 
● Martin Luther King Day (3rd Monday in January) 
● Good Friday 
● Memorial Day (last Monday in May) 
● 4th of July 
● Labor Day (first Monday in September) 
● Thanksgiving Day (4th Thursday in November) 
● The Friday after Thanksgiving 
● Christmas Eve  
● Christmas Day 
● The week between Christmas and New Years (4-5 days depending on the year) 
● New Year’s Day 

Sick Days | 1 week (40 hours)  
Sick time is for when you’re sick; it is not intended to be used as vacation. This is time that you have 
available to stay home and rest and recover when you’re sick, not power through so you can save 
that time for vacation. 

● Sick days can roll over to the next year, cannot accumulate more than 80 hours of Sick Days 
● Sick days cannot be used as vacation time 

Personal and Bereavement Days | 6 days 
Personal time is for somewhat unplanned emergencies or situations you need to take care of.  This is 
not vacation time, either; please use this time as needed for family emergencies and significant 
personal errands that come up during the work day.  

● 3 days per year – Bereavement – in the event of a death in the family.  
● 3 days per year – Personal – for unplanned personal issues and appointments.  
● These days start over each year and don’t roll over.  
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Compensatory Time 
All NSP staff are salaried exempt employees and not subject to strict limits on hours. However, 
during seasons of hard work and longer than usual hours, Compensatory Time may be given to 
‘compensate’ for some of those long hours worked. Comp Time may be mandated by supervisors or 
requested by employees. In either case, Comp time is at the supervisor’s discretion. Days off for 
Comp Time should be recorded in Zenefits, but will not count against Vacation, Sick, or Personal PTO 
Balance. 

Maternity and Paternity Leave Policy updated 12.5.18 

NSP offers Paid Family Leave  to staff members giving birth or adopting children as one of the ways 
we support and celebrate our families. Paid Family Leave is funded by staff member’s support 
accounts, and is dependent upon availability of funds through the staff member’s support raising. 
PFL is allotted per birth, rather than per calendar year.  

 
Paternity Leave 
➢ Fathers can request one week of Paid Family Leave at 100% rate of pay.  
 
Maternity Leave 
➢ Mothers can request 6 weeks of Paid Family Leave (PFL) at a rate of 75% of their budgeted 

full-time salary, with more weeks based on tenure. 
o PFL may be used instead of or in addition to regular PTO an employee has accrued. 

Employees may choose to use their accrued PTO at full rate of pay, or PFL at 75% rate of 
pay. 

o Mothers are eligible for 2 additional weeks of PFL for each year on staff with NSP beyond 
the first 2 years they’ve served, up to a total of 12 weeks. 

▪ (i.e. a staff member who’s worked full-time for 5 years is eligible for 12 weeks of 
maternity PTO: 6 weeks for the first 2 years, plus 6 additional weeks for the 
additional 3 years)  

o Mothers eligible for PFL are employees who 
▪ have worked for NSP full time for at least 2 years, and  
▪ express a good faith intention to return to work for NSP at least 15 hours per week 

after the end of their maternity leave 

CA Parental Leave (Los Angeles Area Employees only) 
In accordance with the CA Parental Leave Act, Eligible NSP employees may take up to 12 weeks of 
family leave each calendar year for bonding with a newborn, adopted child, or child placed for foster 
care. 

➢ Eligible employees are those in the Los Angeles metro area who have worked for NSP for at 
least 12 months and worked at least 1,200 hours in that time; this includes all full time and 
part time employees who have worked for a full year. 

➢ PLA time is unpaid, but employees may use their accrued PTO and any paid holidays during 
their time of leave. 

➢ Leave must be requested and coordinated with the employee’s supervisor. Upon return to 
work, employees will be returned to their job or a similar position.   
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Other Benefits covered by Ministry Expense Accounts 
Purpose and use 

NSP staff members raise support to cover their salary, benefits, and many expenses that occur in the 
line of duty. This entails significant expenses beyond your salary. The reason and strong benefit for 
this policy is to enable staff to enter the field fully resourced to deal with every opportunity, and 
provide skilled assistance free of charge to students and partners you work with.  Let’s look at those. 

1. Cell Phone | If you use your cell phone at all for work, the IRS allows you to reimburse your 
entire cell phone bill from your ministry account.  

2. Computers  | Staff should plan to purchase their own approved technology and reimburse it 
out of their expense account.* You may purchase a personal computer using funds from your 
ministry account. This computer will be owned by NSP and function primarily as your work 
computer.  

a. At the time of your departure, the computer will be given to you if you’ve stayed with 
NSP for a full 2 years or more. However, if you purchase a computer and depart NSP 
before completing 2 more years on staff, the computer will remain with NSP.  

b. Upon discretion of supervisor and availability of funds, a computer may be provided 
for your job. 

3. Support Raising expenses | All your expenses for the purposes of meeting and 
communicating with donors are fully reimbursable out of your ministry fund. This includes all 
your mileage driving to appointments, meals and coffee when meeting with supporters, as 
well as postage, printing, cards, some gifts, and other supplies to connect with your 
supporters. 

4. Meals : Food, including coffee/beverages, is reimbursable when meeting with students, 
supporters, and networking partners, following the “wouldn’t have bought this otherwise” 
principle. However, regular lunch breaks and snacks for yourself on a normal workday are not 
reimbursable.  

5. Incidentals and discretion | You have a lot of freedom to use your ministry expense account 
as you see will benefit the ministry opportunities God puts before you. Plan to raise more 
than you ‘need’ so you have flexibility and can respond to unexpected opportunities. 

6. Team Events | All fees for Team Events that you’ll participate in each year will be paid out of 
your ministry account. Check with your supervisor each year for a current list and expected 
fees for each event. For budgeting purposes, you should plan for a minimum of $1500/year. 
Any guests – including spouses and kids – are reimbursable from your ministry expense 
account. Event fees will be billed to staff funds at the time of the event. 

 
Events List for 2019: 

a. Staff Days and Summer Leader Training – August - $1500 
b. Fall Training Weekend – October -  $150  
c. Spring Retreat(s) – Jan/Feb - $150 
d. GO Conference(s) – Various - $15-$25 

i. Exact costs will be published prior to each event by the Finance Manager 
ii. Additional cost for spouse and family members to be determined per event 
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7. Travel | A regular part of NSP staff jobs travel to meetings, conferences, and events around 
town and across the country. Staff members should plan for a minimum of $500/person for 
travel per year, and up to $1,500. If the travel is excessive or the trip is 
unexpected/unplanned, etc. you may ask for approval to reimburse it from a department 
fund rather than your personal support fund. Expenses while traveling for NSP are all 
reimbursable under the following guidelines: 

a. Mileage:  All driving you do for your job (visiting schools, campuses, retreats, etc.) is 
reimbursable at 54.5 cents/mile (2018 rate, set by the IRS). However, please note that 
commuting to and from work for the day is not reimbursable. 

i. If your mileage expenses regularly exceed $200/month, you may request 
approval to reimburse the excess mileage from an appropriate departmental 
fund rather than your personal support budget. This request may be approved 
by your supervisor on a case by case basis. 

b. Airfare: When traveling by plane, airline tickets are fully reimbursable.  
i. All trips should be scheduled with and approved by your supervisor.  

ii. When traveling as a group, check with Kenny Hood before actually purchasing 
tickets. For solo travel (including 1 staff and his/her family), purchase your own 
flights for approved trips without checking with Kenny. 

iii. NSP will reimburse for standard economy class tickets (not first class), baggage 
fees, inflight wifi as needed for productive work, and other expenses that aid 
you in fulfilling the ministry purpose of your trip. 

iv. Guideline: When selecting a flight, cost is a leading factor but not the only factor 
that matters. Choose flights that are cost effective (including baggage fees), but 
also take into account flight times and airports that are convenient and 
conducive to the ministry purpose, even that flight is not the absolute cheapest 
option but still reasonable.  

c. Ground transportation: After arriving in a new location, choose the option for getting 
around that will accomplish your ministry purpose most effectively while taking cost 
into consideration. 

i. Standard rate rideshare (Lyft or Uber) are preferred to taxi services. 
Limousine/black car services will not be reimbursed without a pressing need. 
When convenient, we may arrange transportation through NSP staff on the 
ground.  

ii. When it’s most effective to rent a car for the trip, choose an appropriate car for 
your passengers and luggage. e.g. economy/compact to sedan for groups of up 
to 4, or SUV/Van for groups of 5-7.   

d. Lodging: housing costs while traveling for NSP are fully reimbursable 
i. For some trips, when available and convenient, NSP staff may stay in host 

homes. Thoughtful gifts for hosts are reimbursable. 
e. Meals and incidentals while traveling 

i. While traveling out of town and/or overnight for NSP, all your meals are 
reimbursable. While we know that money is limited and savings are 
appreciated, reasonable spending on food is expected and will be approved 
without question. At times, more than typical expenses on meals may be called 
for as well. To help here are two guidelines: 
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1. Reasonable Daily Guideline: $10-$15 per meal, and a total of up to 
$45/person per day on meals is reasonable and will be approved 
without question. 

2. Upper Limit Guideline: up to $25/meal or a total of  $65/day with 
pressing ministry purpose will be approved as well.  

3. Unusual Meal spending: Meal costs in excess of the Upper Limit 
Guideline that are not accompanied by a pressing ministry purpose for 
that expense may receive partial reimbursement. As always, collect 
receipts for reimbursement.  

ii. Reimbursable meals include:  breakfast, lunch, and dinner at restaurants; 
coffee/tea/snacks as needed; and groceries purchased to prepare meals. 
Alcohol will not be reimbursed for any occasion. 

8. Travel with family  | When traveling to NSP team events, meals and lodging for families are 
reimbursable under the same criteria as for NSP employees. NSP staff should include family 
travel costs in their personal support budgets each year. 

a. Values for Family Travel: NSP values the contributions that the spouses and families of 
our staff members make to the health and success of our ministry. Whenever possible, 
we seek to include families in NSP events and staff travel for several important 
reasons depending on the kind of event it is: 

i. Staff Days: The purpose of this event is explicitly for families and staff to be 
refreshed, grow in unity as a team, and strengthen shared ownership of the 
mission ahead of us.  

ii. Student Training Events (such as Student Leader Training, Coach Training, or 
High School Trainings): staff spouses and families provide encouragement to 
our team just by being there and showing their ownership of the mission 
through their presence. Whether or not they have any explicit ‘job’ at the event, 
their presence is a benefit to our team. 

iii. Support Raising: Staff member support raising is a relational activity, where 
donors value personal connection and appreciate seeing that both the staff 
member and their family are invested in this mission. When families participate 
in support raising trips there is great value to the ministry. 

iv. Staff Travel: When staff members travel for ministry - whether to conferences, 
mission trips, or support raising trips - they can reap several benefits from 
having their family attend. Traveling together may help family unity in a busy 
and demanding job. And traveling with a spouse may mitigates the need for 
personal accountability while traveling alone or with colleagues.  

b. Family Travel reimbursement: 
i. Costs for spouse and family travel will be reimbursed from the same account as 

the staff member’s travel costs. In most cases, staff and family travel will be 
reimbursed from the staff member’s Ministry Expense Account. For travel 
events where staff member expenses are reimbursed from a department fund, 
spouse participation will be at the discretion of the team leader in charge of 
the event. If spouse participation in the event will be helpful for one of the 
reasons above and approved, then spouse/family travel costs will be 
reimbursed from the department fund. 
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ii. Reimbursable expenses are the same as for staff members traveling for NSP: 
Mileage, car rental, or plane tickets; lodging; and meals while on the road. 

1. Non-Reimbursable expenses include extra/optional excursions for 
entertainment or personal reasons. (e.g. tickets to disneyworld with the 
family while in Florida for a conference, or a side-trip to another city to 
visit family at the back end of an NSP trip).  

9. Tuition  | If you are pursuing a graduate degree while serving on staff in NSP, you may be 
eligible to reimburse your tuition from your ministry account. (See next section)  

Grad School Policies 
Policy  

Taking the mission to work as an NSP staff member is an immersive experience. Staff members are 
expected to keep their schedules free of outside commitments that would hinder their full 
investment in the mission of NSP. However, under certain conditions, staff members may enroll in 
graduate level academic programs.  

Sponsored Programs . If a staff member is approved or sent to pursue a degree that will deliver 
some benefit to the carrying out of ministry responsibilities (e.g. a degree in New Testament for a 
Chapter Director, or a Business Degree for an Administrative Director), that academic program is 
considered a sponsored program. Sponsored programs may be paid for as a reimbursable business 
expense, tax-free. Academic work must be done on personal time, over and above the regular 
ministry duties. Personal Programs. If a staff member wishes to pursue a degree in a field without a 
direct benefit to ministry that would be a personal interest program. If demonstrated that such 
program would not interfere with ministry duties, involvement in the program may be approved on 
personal time. Personal interest programs may be reimbursed tax free up to $5,250 per year. 

For either program type, there are several guidelines to ensure that the primary mission of NSP is 
carried out, and to promote healthy living for all team members: 

➢ At any given time, academic involvement is not to exceed 6 units (grad school units). 
➢ The classes selected must fit around key ministry scheduling points: i.e. 

o Staff meetings 
o Regular Witnessing outings 
o Chapter team meetings 
o Team training events and retreats 

➢ Academic involvement is not allowed during initial support raising; this will allow new staff 
members to freely travel on support trips and fully succeed in support-raising. 

➢ Academic involvement is not allowed during the first semester of active ministry training; this 
will allow new staff members to freely participate in all aspects of training and travel as 
assigned. 

➢ While participating in an academic program, staff members may be asked to turn in a 
detailed timecard to their supervisor as accountability and transparency. 
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11. Staff Commitment 

Good Faith Commitments 
NSP is a team built on people and strengthened by long-term relationships with our community 
partners. Staff turnover is hard in any organization, but retention is particularly important for NSP 
because of the relationships with our community partners and within the team. Further, our support 
raising model limits our ability to recruit and deploy replacement staff members quickly. For these 
and other reasons, staff member commitments are essential to our success as a ministry,  planning 
our growth, and putting leaders in the right roles. 

Staff commitments to remain with NSP are good-faith commitments, not legal contracts. They are 
not enforceable in court, nor would we want to try. Instead, this commitment allows the NSP team to 
depend on the faithful service of one another. Each member is valuable and any absences are 
strongly felt. Therefore, we ask that commitments be entered into prayerfully and with full intention 
to abide by them. 

Prayerfully entered into, good faith commitments should be viewed as stronger than desires to 
relocate, to quit, or to move into another career. Further, we expect God would not lead you to break 
a commitment you entered into prayerfully and with His leading. Examples of acceptable reasons for 
breaking a good faith commitment to remain working with NSP include unforeseen emergencies 
that change your life obligations or abilities (e.g.  illness or injury to you or to an immediate family 
member). On the other hand, significant life changes that you’ve planned or chosen (e.g. getting 
married or starting an educational program) are not great reasons to break a good faith 
commitment. 

From the other side, NSP as an organization is making a good-faith commitment to staff members - 
to keep them employed in work of eternal significance for the duration of the staff member’s term. 
Although as employers NSP retains the right to let an employee go for behavior, performance, or 
other important reasons, we are committing to you, your personal growth, and your success in the 
work at hand. This good-faith commitment goes both ways.  

Initial Commitment 
New staff members commit to a term of 2 years that will start counting from the time they finish 
initial support raising. The end of support raising and beginning of the 2-year commitment will be 
recorded in Zenefits under the employee profile. 

Renewal Commitments 
Before the expiration of their commitment term, staff members will be asked to recommit to another 
full ministry year. Certain roles, promotions, or job offers may come with a requested term of 
commitment of more than 2 years. 

End of commitment and departure 
We welcome short-term staff members, knowing that many will serve for a few years and move on. 
We will seek to explore your needs and seek to find a fit within the team to keep you around.  
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Replacement planning takes significant time, so staff members who have decided or are considering 
leaving at the end of their commitment are encouraged to notify NSP HR department as early as 
possible, 6-12 months in advance. HR and your supervisor will work out an exit schedule with you to 
work best with your needs, and also accommodate the needs of the team 

Finances and support account balance at separation 
In a typical separation, full-time staff members may be eligible for 2 months of severance pay after 
their last day of work. Additionally, unused PTO may be paid out at an hourly rate. Finally, staff 
members may take back pay under the normal back pay rules. Severance pay, PTO pay, and backpay 
are only possible if funds are available in the staff member’s support fund. 
 
Any funds remaining after a staff member’s severance pay ends, or any donations given after a staff 
member’s final separation date will be used to advance NSP’s mission. 
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