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DOCUMENT REVIEW AND APPROVAL 
 
The initial Employee Handbook was prepared by the Executive Pastor of Operations, 
coordinated with the pastoral staff, and approved by the Senior Pastor and the Governing Board.  
In accordance with the requirement to periodically update this manual, a review of this document 
will be conducted in the third quarter every two years, and any needed revisions will be drafted 
by the Executive Pastor of Operations.  A revised manual will be prepared, coordinated, and 
submitted for approval in-turn by the Senior Pastor and the Governing Board.  More frequent 
revisions may be made following the same process.  Signatures of the Senior Pastor and the 
Governing Board Chairman on this approval page validate approval of the latest revised manual. 
 
 
Document Title: Fairhaven Church Employee Handbook 
 
 

 Revision History: Document Version Date 

 Original  

 Revision 1 June 2003 

 Revision 2 Nov. 2006 

 Revision 3 March 2008 
 
 
 
The latest version of the Employee Handbook listed above is approved and supercedes all 
previous versions. 

       

Senior Pastor  Date  Governing Board Chairman  Date 
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“Let all things be done decently, and in order”….I Corinthians 14:40 
 

INTRODUCTION 
 
Welcome to Fairhaven Church.  We are happy to have each employee as a member of the team.  
Fairhaven Church has a long tradition in service to Christ, and we hope each employee finds 
their employment here equally fulfilling. 
 
 

MISSION STATEMENT 
 
Living the Journey, Sharing the Story 
 
Through: 
 

Worship… loving God back 
Community… experiencing life together 
Equipping… enabling transformation 
Serving… caring for others 
Outreach… calling others to Jesus 

 
 

PURPOSE AND PRINCIPLES 
 
The purpose of this manual is to establish and maintain a uniform and consistent approach for 
managing personnel matters; to comply with applicable employment laws; and to provide for the 
standards, terms, and conditions of employment with Fairhaven Church.  These policies and 
procedures are also intended to be in compliance with the Constitution of Fairhaven Church, 
which takes precedence over this manual. 
 
By adopting and periodically updating these policies and procedures, we believe they will serve 
as a useful guide for employees of Fairhaven Church in their routine work activities.  Please read 
this manual carefully.  Should there be any questions or concerns, please feel free to direct them 
to a supervisor or the Executive Pastor of Operations. 
 
Fairhaven Church asserts that, on a biblical basis, we have the responsibility to employ the best-
qualified people available.  Additionally, the continuation of employment is based on 1) the need 
for work to be performed, 2) availability of renewal, 3) faithful, Christ-honoring job 
performance, 4) proper personal conduct, and 5) continuing fitness of employees to carry out 
their responsibilities.  All employees are subject to termination-at-will unless otherwise specified 
in writing as a prescribed employment term.  Conversely, employees deserve to be fully 
informed of their duties and responsibilities, be provided with adequate administrative and 
supervisory direction, be informed of their performance levels, and be treated with respect and 
dignity at all times. 
 
 

ADMINISTRATION OF PERSONNEL SYSTEM 
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Ultimate authority for interpretation, modification, application, and enforcement of these policies 
rests with the Governing Board of Fairhaven Church.  At the functional level, the Senior Pastor 
and Executive Pastor of Operations shall be responsible for administering policies for all pastoral 
staff and non-pastoral staff, respectively. 
 
While no body of believers is free from occasional problems, conflicts, or unusual employment 
situations, we believe these policies and procedures will be effective in addressing most of the 
situations that may be encountered at all levels.  To ensure fairness and consistency in these 
personnel matters, the Governing Board has designated the Senior Pastor of Fairhaven Church to 
be responsible for centralized personnel operations.  The Governing Board will be responsible 
for impartially resolving matters where questions or issues arise. 
 
Fairhaven Church believes that the most rewarding employment relationship results from the fair 
and consistent application of biblical truth between all levels of staff.  The Apostle Paul speaks 
to the integrity that should characterize a Christian workplace: 
 
Slaves, obey your earthly masters with deep respect and fear. Serve them sincerely as you would 
serve Christ. Try to please them all the time, not just when they are watching you. As slaves of 
Christ, do the will of God with all your heart. Work with enthusiasm, as though you were 
working for the Lord rather than for people. Remember that the Lord will reward each one of us 
for the good we do, whether we are slaves or free. Masters, treat your slaves in the same way. 
Don’t threaten them; remember, you both have the same Master in heaven, and he has no 
favorites. 

Ephesians 6:5-9 
New Living Translation 

 
 

EMPLOYMENT STATUS CATEGORIES 
 
Our policy is to categorize the status of Fairhaven Church employees in order to make 
distinctions in benefits and conditions of employment among employees.  This categorization 
will help us better understand the employment relationships within the church.  The categories 
and their definitions are as follows: 
 
Pastoral Staff 
 
The Pastoral Staff consists of Fairhaven Church employees who regularly perform sacerdotal 
functions and are recognized by the Governing Board as ministers of the Gospel.   
 

 2



“Let all things be done decently, and in order”….I Corinthians 14:40 

Directors Staff 
 
The Directors Staff consists of employees of Fairhaven Church, both full time and part time, who 
serve in leadership ministry roles, but do not perform sacerdotal functions.  These employees 
often direct the work of others. 
 
Ministry Support Staff 
 
The Ministry Support Staff includes all other employees of Fairhaven Church, both full time and 
part time.   
 
Part-time Staff 
 
Part-time Staff includes employees of Fairhaven Church who regularly work less than twenty-
five (25) hours per week on a continuing basis.   
 
Interns 
 
Interns are those employees who hold training positions for a specific duration prior to or during 
their preparation or candidacy for a ministry field.  Interns are not eligible to receive Fairhaven 
Church sponsored benefits, except as defined by a contractual arrangement with the Governing 
Board. 
 
Exempt Employees 
 
An exempt employee is an employee who, because of his or her positional duties and 
responsibilities and level of decision making authority is exempt from the overtime provisions of 
the Fair Labor Standards Act (FLSA). Exempt employees are expected to work whatever hours 
are necessary to accomplish the goals and deliverables of the position. Thus, exempt employees 
have more flexibility in their schedules to come and go as necessary to accomplish their work 
than do non-exempt or hourly employees.  Exempt positions shall be designated as such in 
individual job descriptions. 
 
Non-exempt Employees 
 
Non-exempt employees receive hourly wages; they are subject to wage and hour laws, i.e. 
overtime pay.  Non-exempt positions shall be designated as such in individual job descriptions. 
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SALARY OPERATIONS 
 
Fairhaven Church will compensate employees fairly based on their contribution to the 
organization as evaluated by their supervisor.  Fairhaven Church will seek to compensate 
employees commensurate with local and national compensation trends.  We will maintain a 
compensation  program which includes a written job description, periodic performance feedback 
or assessment, and periodic salary reviews. 
 

PERFORMANCE ASSESSMENT 
 
Supervisors are encouraged to adopt a coaching model of supervision for all direct report 
employees.   Coaching should be relational, holistic, and collaborative.  Performance coaching 
should be objective and should include written goals which are agreed upon by both employee 
and supervisor.  It should provide ongoing monitoring and assessment with feedback given to the 
employee in a timely manner. 
 

PAID ABSENCES 
 

Compensatory Time 
 
Our policy is to allow non-exempt salaried employees to accrue compensatory time for hours 
worked in excess of their regular work hours.  Exempt employees, including pastoral and 
directors staff employees, are not eligible for compensatory time.  Compensatory time can be 
used for time off in lieu of using vacation days. 
 
1. Compensatory time for any single use may not exceed three days absence. 
 
2. Request for compensatory time must be submitted in writing using a Compensatory Time 

Request form, prior to accrual. 
 
3. Accrued compensatory time shall not exceed two times the employee’s standard work 

week.  For example, an employee who generally works 24 hours per week cannot accrue 
more than 48 hours compensatory time. 

 
Personal Leave 
 
Fairhaven Church personal leave policy is intended to promote the general welfare of employees, 
as well as establish standards to ensure maximum and reasonable job attendance.  Therefore, 
Fairhaven Church’s personal leave policy should not be construed as a right to be used at an 
employee’s discretion or as a permissive level of absence.  Rather, it is a privilege of paid time 
away from work duties where such absence is necessary in the following circumstances: 
 
1. Sick Leave (for Immediate Family Members) 
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The required or necessary medical care or doctor's visitation of the employee's immediate family 
defined as the employee's spouse, child, parent, sibling, grandparent, or other dependent relative 
residing in the employee's household. 
 
2. Funeral Leave 
 
To attend a funeral or deal with matters related to death, or critical illness/injury where death 
appears imminent, of a member of the employee’s immediate family (as defined above). 
 
Eligibility 
 
All employees are eligible for personal leave according to the following schedule: 
 

Employment Status Annual Personal 
Leave Days 

Pastoral & Directors Staff 4 

Ministry Support Staff 4 

Part Time Staff 2 
 
 
An employee will notify their supervisor as soon as possible in the event that they need to take 
personal leave.  Personal Leave does not accrue. 
 
Maternity Leave 
 
Fairhaven Church is not subject to the terms of the Family and Medical Leave Act of 1993 
(FMLA), and the following policy stipulations do not infer any intent on the part of Fairhaven 
Church to provide the same benefits or requirements of the FMLA. 
 
1.  Eligible employees are females who have been employed by Fairhaven Church for at least 12 
months or who have worked 1,250 hours in the previous 12-month period.   
 
2.  Eligible employees shall be given up to 12 weeks of unpaid leave:  

A. Because of the birth of a son or daughter of the employee and in order to care for such 
son or daughter. 

B. Because of the placement of a son or daughter with the employee for adoption or foster 
care.  

 
3.  All employment benefits normally made available to eligible employees shall continue during 
the duration of the leave. 
 
4.  Unused vacation, personal leave, sick days, and compensatory time must be used during the 
duration of the leave. 
 

 5



“Let all things be done decently, and in order”….I Corinthians 14:40 

5.  At the conclusion of the leave, the employee’s position will be restored to the position of 
employment held by the employee when the leave commenced, or to an equivalent position with 
equivalent employment benefits, pay, and other terms and conditions of employment. 
 
Sick Leave 
 
Defined as an employee's injury, illness, or contagious condition, which is disabling and 
precludes the employee from adequately performing their normal job responsibilities.  Injuries 
that occur on the job are covered under the Workman’s Compensation Act.  Sick leave is 
applicable for injuries that occur away from the job setting.  A maximum of 12 sick leave days 
are available to an employee in a calendar year.  Sick leave does not accrue. 
 
Sabbaticals 
 
A sabbatical is time off from work for a specific period of time with full pay and benefits.   
Sabbaticals are available to qualified employees per Governing Board Policy Appendix A-9. 
 
Jury Duty 
 
Fairhaven Church recognizes the civic responsibility of both the employees and the Church.  The 
supervisor should be notified if an employee is called to be a juror.  Staff will be excused for jury 
duty with full pay and no loss of credited service for the time they serve during their regularly 
scheduled hours. 
 
Holidays 
 
Fairhaven Church observes the following holidays.  All employees normally scheduled to work 
on these days will be given the day off with pay. 
 
 

Holiday Date Observed 

New Year's Day January 1 

Martin Luther King Jr. Day Third Monday of January 

Memorial Day Last Monday in May 

Independence Day July 4 

Labor Day First Monday in September 

Thanksgiving Day Fourth Thursday in November 

Day after Thanksgiving Friday after Thanksgiving 

Christmas Day December 25 

Day after Christmas December 26 
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Holidays that occur on a Saturday will be observed on the preceding Friday.  Holidays that occur 
on a Sunday will be observed on the following Monday.  If a holiday occurs during an 
employee's scheduled vacation, the employee will not be charged vacation time for the day(s) of 
the holiday. 
 
 
Annual Vacation Leave 
 
The Governing Board of Fairhaven Church believes that an employee and the Church alike 
benefit from scheduled time off to enjoy relaxation and recreation and to return to work in a 
revitalized condition.  In order to provide time off without concern for pay continuation, 
Fairhaven Church has adopted the following paid annual vacation leave policy: 
 
Eligibility 
 
An employee's eligibility to use vacation is based on the employee's anniversary date.   
 
Pastoral and Directors Staff will receive paid vacation as follows: 
 
 

Pastoral and Directors Staff 

Length of Full-time Ministry Service Annual Vacation Days 

Less than 4 years 10 days 

4 to 14 years 15 days 

15 or more years At the Governing Board's Discretion 
 
 
Ministry Support Staff will receive paid vacation as follows: 
 
 

Ministry Support Staff 

Length of Service at Fairhaven Annual Vacation Days 

Less than 1 year 5 days 

1 to 4 years 10 days 

5 to 14 years 15 days 

15 or more years At the Governing Board's Discretion 
 
Part-time employees will receive annual vacation days at one-half the schedule for the 
employment status category they would hold if they were regularly scheduled to work 25 hours 
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or more per week.  For example, a part-time Ministry Support Staff employee with 1 to 4 years 
of service would receive 5 days of vacation within that calendar year (½ x 10 days). 
 
Administration of Annual Vacation Leave 
 
The Executive Pastor of Operations or designee is responsible for the accounting of annual 
vacation leave accumulation and use.  Periodic reports of individual annual vacation balance will 
be distributed to each staff member or upon request. 
 
Vacation is non-cumulative and should be taken within the year for which it is earned.  In the 
event an employee is unable to use the benefit granted, up to 10 vacation days may be carried 
over to the following calendar year.  Unused vacation days exceeding 10 days will be lost.  All 
vacation must be approved by the staff member's supervisor prior to absence from work.  
Vacation requests should be submitted to the Executive Pastor of Operations or Senior Pastor 
with sufficient time to allow review of the request and to ensure that staffing levels will be 
adequate for the church to operate effectively. 
 
In the event an employee is terminated by the Church, the value of unused vacation time accrued 
prior to termination will be paid to the individual.  In the event an employee resigns from the 
staff, unused vacation, and or personal leave benefits will not be paid to the individual. 
 
 
Continuing Education 
 
Pastoral and Directors Staff members are encouraged to attend conferences and continuing 
education that will enhance their ability to carry out their duties.  Continuing education benefits 
are available to qualified employees per Governing Board Policy Appendix A-2. 
 
 

UNPAID ABSENCES 
 
Leave of Absence 
 
A leave of absence without pay for up to three months may be granted to cover extended 
absences for personal or medical reasons.  Each request for a leave should be submitted to the 
staff member's supervisor and the Executive Pastor of Operations.  A decision will be based on 
the individual merits of the request, taking into consideration the needs of Fairhaven Church, 
prior attendance and performance record, and documentation of the necessity for such absence.  
During the Leave of Absence, the employee’s normal benefits will continue to be in effect with 
the exception that no compensation is paid during the absence.  Consequently, vacation time will 
continue to accrue; however, the employee will not be able to use it until the leave of absence is 
over.  Similarly, the employee will not be paid for holidays that occur during the leave of 
absence. 
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Military Leave 
 
Employees, who are inducted into one of the recognized military service organizations such as 
the National Guard, Naval Reserve, or the Air Force, will be granted leaves without pay and will 
have reinstatement privileges in accordance with federal and state regulations.  If the military 
service compensation is less than the employee’s salary, Fairhaven Church will pay the 
difference for full-time employees for a period not to exceed two weeks. 
 
 
Unpaid Personal Leave 
 
Fairhaven Church provides a generous benefit package to its employees.  It is structured to 
accommodate personal and family needs as well as vacation time for rest and relaxation.  Each 
employee is expected to prudently manage the benefits they are eligible for to ensure adequate 
benefits are available to them throughout the year.  In this manner, supervisors can be assured 
that adequate staff is available at work throughout the year.  When employees request unpaid 
personal leave, there is the potential that inadequate staff will be available to support key 
workloads. 
 
Occasionally, there may be extenuating circumstances that deplete an employee’s paid time off 
benefits.  In a case where there is a hardship, the employee should immediately discuss the 
situation with their supervisor and a determination will be made.  In all cases, paid personal 
leave and vacation time must be used before requesting unpaid personal leave. 
 
Requests for unpaid personal leave must be made as soon as the need is known.  Unpaid time off 
may be granted depending on the need and availability of staff to perform duties in place of the 
requesting employee. 
 
 

INSURANCE 
 
The group insurance program that Fairhaven Church provides is one of the most attractive 
programs available.  We periodically review the plan in light of current developments to provide 
a cost-effective foundation upon which the employee can build to provide security and well 
being for the employee and their family.  In accordance state law, health insurance benefits will 
be offered to all staff employees regularly scheduled to work 25 hours or more per week.   
 
Questions regarding insurance should be directed to the Executive Pastor of Operations. 
 
 
 

 
RETIREMENT 

 
The Governing Board of Fairhaven Church has the sole authority to approve, alter, or suspend 
retirement plans for the staff of Fairhaven Church. 

 9



“Let all things be done decently, and in order”….I Corinthians 14:40 

 
Eligibility 
 
All Pastoral Staff employees who are regularly scheduled to work forty (40) hours per week are 
eligible to receive retirement benefits from Fairhaven Church. 
 
Process 
 
As part of the annual budget approval process, the Governing Board of Fairhaven Church will 
determine specific details of the plan and amounts for retirement for each eligible employee.  
That amount will be invested annually by the Internal Accountant of Fairhaven Church in an 
approved 403(b) Retirement Plan or a comparable plan for each Pastoral Staff employee.   
 
 

GIFTS 
 
An employee may not give or accept gifts of unusual value, or which would be deemed 
inappropriate in any way, so as not to compromise the integrity of the employee or Fairhaven 
Church. 
 
 

EXPENSES 
 

Reimbursements will be made for authorized expenses.  Appropriate reimbursement forms are 
available from the Internal Accountant.  A receipt must accompany any expense exceeding $25.   
 
 

PERSONAL USE OF OFFICE EQUIPMENT AND SUPPLIES 
 
Staff members are discouraged from using office equipment and supplies and any other church 
property for personal use.  If such use is made, the staff member is expected to reimburse the 
church for the cost.  This applies to telephone usage, faxes, photocopier, and other such 
equipment and supplies. 
 
 

SEXUAL HARASSMENT 
 
Fairhaven Church will not tolerate any type of sexual harassment of employees.  A valid 
complaint of sexual harassment will lead to appropriate and strict disciplinary action, including 
termination.  Sexual harassment includes not only unwelcome touching and demands for sexual 
favors, but also any unwelcome sexually-oriented behavior or comments which create a hostile 
or offensive work environment.  Sexual harassment from supervisors, co-workers or others 
should be reported immediately to the Executive Pastor of Operations, Senior Pastor, or 
Chairperson of the Deaconesses.  Please contact the Executive Pastor of Operations with any 
questions about sexual harassment or this policy. 
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INTERNET USAGE 
 
Employees may have access to the Internet via personal and office computers.  Internet usage 
should be for business reasons.  Governing Board Policy A-12 covers employee’s use of the 
Internet. 
 
 

TERMINATION POLICY 
 
In the event of an employee's resignation, and in fairness to the Church, we request that the 
employee give at least two weeks notice.  This will allow time to begin the process of finding a 
replacement. 
 
In the event a reduction in force is necessary, a Pastoral or Directors Staff member with at least 
one year of continuous service will be entitled to severance pay.  The amount of severance pay 
will be determined by the Governing Board, taking years of service and performance into 
account.  If terminated for cause, no notice or severance pay will be granted.   
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EMPLOYEE HANDBOOK ACKNOWLEDGEMENT 
 
After receiving the latest revision of the Employee Handbook, each staff member will complete 
and sign the following acknowledgement statement and submit it to the Executive Pastor of 
Operations: 
 

Acknowledgement 
 
This is to acknowledge that I have received a copy of Fairhaven Church's Employee 
Handbook.  I will familiarize myself with the material in the Manual, and my conduct will be 
governed by its contents.  I further understand that Fairhaven Church may change, rescind, 
or add to any policies, benefits, or practices described in this Manual with or without prior 
notice. 
 
 
  
Employee's Signature 
 
 
 
  
Date 
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