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INTRODUCTION 

This handbook is designed to provide important information about working at South 
Mountain Community Church (SMCC). Though we realize many of the policies and 
procedures within are quite boring, they are still important to communicate and we 
hope you will find we have written them in such a way you won’t fall asleep while 
reading. 

While we have worked around the clock on this document, we probably have not 
thought of everything. And many of the things that did occur to us we chose not to 
include. Remember, we don’t want you to fall asleep. 

So, if you have questions not answered in this handbook, just ask your manager. Be 
warned there are some things in this handbook we are required by law to include. It is 
really hard to make those interesting, but we have done our best. 

A Note From Pastor Paul: We want SMCC to be the best place you have ever worked. 
This goal takes work on the organization’s part and on the part of the employee. This 
Handbook is written from the standpoint of “we trust you.” Please understand that you 
begin your work experience with SMCC with our full confidence and trust. You do not 
have to earn those things, you start with them. With that said, we ask that you conduct 
yourself in such a way that you do not violate that trust. Our success as an organization 
depends on it. Here are some pointers to help set you up for success: 

A successful staff person at SMCC is one who is… 
● Humble/Teachable/Learner 

○ You understand that you don’t know everything and you are always ready 
to learn and get better.  

○ An Owner 
○ SMCC is YOUR church and you will care for it, safeguard its culture, and 

always support the mission, vision, and values of SMCC. If you make a 
mistake or fail to do your job in some way, please just OWN THAT and 
make a plan that would help you succeed the next time. 

● Optimistic 
○ The glass is half full no matter what the situation presents! Please NO 

VICTIMS!  
● A Lifter/Encourager 

○ You love helping other people have the best day that they can have. You 
love helping them make SMCC the best that it can be. 
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At SMCC we aim to develop systems of Simplicity, Clarity, and Alignment in all things. 
 
Have fun and welcome to the SMCC Team! 
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On behalf of everyone on the SMCC staff, welcome!  We are delighted to have you on 
our team. Now, you need to know some basics. You might call this the SMCC DNA. It 
is what we stand for, along with why we do what we do. We know you are already on 
board with this stuff, or we would not have invited you onto the team. 

These are the foundational beliefs and values we think about every day as we do 
ministry.  

Our Mission 

We exist to help as many people as possible take their Next Step toward becoming 
fully devoted and fully delighted followers of Jesus Christ. 

Our Vision and Core Values 

Our vision is not about the size of our ministry or any particular accomplishment. 
Instead, we envision SMCC as a particular kind of church – a healthy church with a 
particular kind of culture. We are committed to being a church where… 

● Anyone can belong before they believe. 

● The fully engaged attender values and serves the guests. 

● The truth of the Bible is explained in helpful and hopeful ways. 

● We measure maturity by how well we love God and others. 

● We honor the process in which God changes people from the inside out. 

Our Plan 

As we move into the future as a church, there is one overarching motivation that guides 
us…we want to maximize our redemptive potential as a church. What that means is 
that we will take the steps that might seem risky at the time, but will yield opportunities 
to grow God’s Kingdom in Utah. Some of these opportunities include welcoming more 
people into our existing campuses, planting more SMCC campuses around the state, 
and supporting the planting of like-minded churches here in Utah. 

STATEMENT OF ETHICS  

We are driven by a passion to spread the fame of Jesus Christ in Utah. And we will do 
whatever it takes to make this happen. Therefore, part of what makes our SMCC staff 
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team great is your acknowledgement that this is not “just a job.” Every great 
accomplishment comes with great personal responsibility and commitment. The 
personal ethics listed below are an important part of your responsibility to our team.  

Every staff member… 

● leads by example, exhibiting a Christ-centered, servant attitude in their 
responsibilities. Here’s what that looks like: 

o Grow – be involved in personal discipleship 
o Group – be a part of or lead a small group 
o Give – tithe 10% on all SMCC income 
o Grace – protect the unity of SMCC 

● agrees with our Statement of Faith and won’t advocate varying doctrines.  

● assists in providing congregational care in times of need or crisis.  

● is a radically committed “champion” of SMCC’s mission, vision and purposes and 
will encourage others to help implement these foundational beliefs.  

● is loyal to other staff members, lay leaders and the Lead Pastor. Accordingly,  

o concerns or personal conflicts will be dealt with on a personal level with the 
person(s) involved, following the Matthew 18 principle. 

o negative opinions about a staff member will not be communicated to other staff 
members or lay person (there are obvious exceptions in the case of job reviews, 
performance, leadership thresholds, etc.).  

o decisions will be processed privately (one-on-one, staff meetings, etc.) and 
employee will publicly support those decisions.  

o all staff members work for the Lead Pastor and are for the Lead Pastor in their 
attitude and loyalty. The same attitude and loyalty applies towards managers.  

● is “above reproach” in all areas of contact with the opposite sex.  

● has the highest standards of morality. 

o Although much care will be given on a personal level to restore an individual, 
sexual sins (such as fornication, adultery, improper use of SMCC’s computers for 
pornographic material, etc.) may result in immediate termination of 
employment.  

o Other public sins (stealing, drunkenness, abuse of others, etc.) that reflect poorly 
on the cause of Christ and reputation of His church will be dealt with severely 
and may result in immediate termination of employment. 
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o Cannabis is currently allowed for use in medical situations in Utah (with a 
prescription from their doctor), however recreational use is against the law, 
therefore such usage falls under the stipulations stated above. 

o Does not participate in illegal activities, on or off church prope 

● has the highest respect for others.  

● values each other. Therefore, mean-spirited nicknames and other labels will not be 
a part of our staff community.  

● recognizes a good attitude is invaluable to staff morale and church momentum. 
Consistently negative or damaging attitudes will be addressed and may result in 
eventual termination of employment.  

● lives in authentic community with other believers.  

● acknowledges the unique pressures of public ministry on staff families and the need 
for family members to experience unity within the larger community of faith at 
SMCC. To this end, pastoral staff spouses are expected to support their partner by 
their full participation as an SMCC member.  

● is ethical in their conduct, carefully following all laws and regulations and have the 
highest standards of conduct and personal integrity. They recognize their behavior 
affects the church’s reputation and success. By using good judgment and following 
high ethical principles, they will make the right decisions. However, if a staff 
member is not sure if an action is ethical or proper, they discuss the matter openly 
with his or her manager.  

It is the responsibility of every SMCC staff member to comply with this statement of 
ethics. Staff members who ignore or do not comply with it may be subject to 
disciplinary action, up to and including possible termination of employment.  

EMPLOYMENT STATUS  

SMCC maintains an “employment at will” policy. This means that just as you are free to 
end your employment with SMCC at any time for any reason, SMCC is also free to end 
the employment relationship with you at any time for any reason, with or without cause 
or advance notice, as long as we do not violate any applicable federal or state laws.  

Since this sounds like a tough talk, please keep in mind the fact that we do not want to 
end good employment relationships!! One of our most important goals is to have a 
great team and this means having the best people on the team. It’s that simple!  
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(Now, just a little more dry stuff and then you’re on to the next section.)  

Except with respect to employment at will, SMCC reserves the right to change or make 
exceptions to its policies, procedures and benefits at any time without notice. These 
provisions replace all other existing policies and may not be changed or added to 
without the express written approval of the Lead Pastor at SMCC (or in his absence, 
another staff member assigned by the Lead Pastor).  

CATEGORIES OF EMPLOYMENT  

There are several categories of employment at SMCC. These categories have been 
created to determine pay status, job responsibilities and benefit eligibility. 

Full-time Staff 

A staff member who has a regularly assigned work week of at least 30 hours per week 
is considered full-time staff. All full-time staff is salaried. 
 
Part-time Staff 

A staff member who has a regularly assigned work week of less than 30 hours per week 
is considered part-time staff. All part-time staff is hourly. Part-time staff members may 
not be eligible for many of the benefits described in this staff handbook. 

Temporary/Seasonal Staff 

A staff member who works on an as-needed basis or seasonal basis, and is paid an 
hourly rate is considered part-time and is not eligible for the benefits described in this 
staff handbook. 

Pastoral Staff 

A full-time staff member who has elected to become licensed or ordained.  

Non-exempt 

Non-exempt staff members are eligible to receive overtime pay, if applicable, in 
accordance with state and federal laws. 
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Exempt 

Exempt staff members are not covered by the overtime provisions of state and federal 
laws and are, therefore, not eligible for overtime pay. 

Non-paid Staff and Volunteers 

Individuals volunteering their time and talents to serve on a part-time or full-time basis, 
while highly valued at SMCC, are not considered staff members and therefore receive 
no compensation or benefits as described in this staff handbook. 

Active 

A staff member is considered active unless on a paid or unpaid leave of absence. 

Inactive 

A staff member is considered inactive if on a paid or unpaid leave of absence. 

Special Projects 

A person who is contracted for “Special Projects” is required to submit a check request 
for their Projects after logging hours. 

WORK HOURS, OVERTIME & COMP TIME 

The church has set office hours, but as you know, ministry runs 24-7. Your regular hours 
will be determined by your manager based on the specifics of your job. 

All staff should attend (not serving, but sitting with your family or friends and enjoying) 
at least a weekend service each week. When attending any service, event or activity, 
you are always “on.” If you are on vacation, and want to act like you’re on vacation, it 
would be best to attend church somewhere else. 

All staff members are expected to attend and be involved in “all-church” events. These 
include, but are not limited to Baptisms, Concerts, Good Friday/Easter, Christmas Eve 
Services, Vision, etc. If there is a question, please ask your manager. 

Staff members are encouraged to attend funerals of SMCC members. 
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If, for any reason, a staff member is unable to report to work, he or she is expected to 
email, text, or call their manager to report their absence. An Absence Request Form 
will need to be submitted upon their return to work. 

In the event of a predictable all-day absence (vacations, conferences, etc.), an 
employee  will need to get approval from their manager and then submit an Absence 
Request Form to HR prior to the absence.  

Work Expectations 

Staff members of SMCC are trusted to work the hours assigned to them when hired. 
Below are clarifications of work expectations. 

● Full-time staff members with Sunday responsibilities are credited with 8 hours each 
Sunday worked.  

● Time spent as a small-group leader is included in full-time staff member’s hours. 

● Full-time staff members may consider time spent discipling other adults as a part of 
their work week if it is done in the context of the staff member’s ministry. 

● Lunch, unless spent with people attached to your ministry or in the pursuit of the 
goals of your ministry, is not considered time worked. 

● Babies may be brought into the workplace for up to two months after a parent 
returns from maternity, paternity, or adoption leave. After that time, children are 
expected to be supervised away from the office place so as not to become a 
distraction to other staff members. 

● If a staff member’s job description is such that work may be done from home, the 
staff member’s manager may approve an arrangement where a portion of work is 
done from home. 

Overtime 

Time-and-a-half will only be paid for hourly wage staff working in excess of 40 hours in 
a given week if those hours have been approved in advance by their manager. 
Overtime hours will not be paid in conjunction with sick hours. For example, if you are 
scheduled to work 45 hours for the week but incur 1 sick day in that week, your time 
card would reflect 8 hours of sick pay (if eligible) and 37 hours of regular pay. 
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Comp Time 

Your job may require additional hours during certain seasons. It’s also common for staff 
members to work several evenings per week, in addition to “all-church” events. Hours 
during heavy ministry seasons may add up to more than 45-50 hours per week. 
Typically, in the case of summer camps comp time is given to full-time salaried staff 
members to refresh themselves physically, emotionally and spiritually after a period of 
extensive work. A general rule of thumb would be for every two consecutive overnight 
stays one-half comp day would be given equivalent to a typical work day schedule. The 
comp day(s) need to be used within four weeks after the qualifying activity. Comp time 
must be approved in writing by your manager prior to being taken and should include 
the amount of time to be given and when it will be taken. It may not necessarily 
amount to an equal trade-off of hours. In no instance will comp time be paid out in 
salary, even upon termination. 

For Full Time Employees, Staff Retreats and Pastoral Retreats are not eligible for comp 
time. 

Due to state and federal labor laws, part-time hourly staff must be paid for the hours 
they work; therefore comp time is not provided. 

PAYDAY 

Hooray, it’s payday! Staff who desire to be paid are paid once every month, on the last 
day of that month. Direct deposit is available and encouraged.  

Certain deductions from your paycheck may be for elective options, like insurance and 
403(b) investments. Other deductions are required by law, like taxes. 

The Elder Board determines compensation packages for the Lead Pastor. 
Compensation packages for all other staff are determined by the Lead Pastor (in 
consultation with managers) and are approved by the Elder Board. All compensation 
packages are reviewed annually based on scope of the job description, performance 
and attitude. 

Other changes in pay or benefits are based on a number of factors including overall 
budget, financial condition of the church, cost of living considerations, performance 
and value to the church.  
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Time Sheets 

Hourly staff members are required to record work hours on a weekly time sheet. 
Timesheets are due on specific dates each month, which is communicated to staff by 
the Human Resource Director.  

Delinquent Time Sheets 

The first month a timesheet is not received by the deadline for payroll processing, 
hours will be submitted for that staff member reflecting their base pay agreement. For 
example, if you are scheduled to work 20 hours weekly, the paycheck will include 20 
hours for each full week in that month. An email will be sent to the individual and their 
manager with notification of the delinquency. Any adjustment of hours will take place 
on the next month’s payroll.  

If a timesheet is not received by the deadline for payroll processing two months in a 
row, no hours will be submitted at all for the second month, and the staff member will 
need to wait until the following month’s payroll to get paid for those hours. 

Shhh…Keep Your Lips Sealed 

Compensation packages are personal and confidential. Staff should never discuss their 
compensation package with anyone, unless they are a member of your family. This is 
something we take very seriously. Sharing compensation information with others could 
cost you your job. It’s that serious. 

HOLIDAYS 

SMCC active full-time and part-time staff is eligible to receive pay for certain holidays, 
which typically include: 

New Year’s Day  Labor Day Independence Day 

President’s Day Thanksgiving Day & Day After 

Memorial Day Christmas Day & Day After 

Additional floating holidays may be offered and will be communicated to part time 
staff at the beginning of each year. Floating holidays may not be carried forward to the 
next calendar year. 
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If a recognized holiday falls on a Friday (provided Friday is not a scheduled work day 
for staff member), Saturday, or Sunday, it will be observed on the Thursday the week of 
the holiday or the following Monday, as long as it falls in the same calendar year. If the 
Monday falls on a different calendar year, the holiday will be observed the Thursday 
during the week the holiday falls.  

If a recognized holiday falls during an active staff member’s paid absence (i.e., sick 
leave, vacation leave), holiday pay may be provided instead of the paid time off benefit 
that would otherwise apply.  

Part-time staff members hired to work 20 hours or more weekly will only be eligible for 
holiday pay if an SMCC paid holiday falls on a scheduled work day. If the holiday is a 
scheduled work day for the part-time staff member, he/she will receive 4 hours of 
holiday pay.  

Part-time staff members hired to work fewer than 20 hours weekly are not eligible for 
holiday pay. 

Holiday pay may not be used to exceed the approved hours for a normal work week.  

Staff members are not eligible for holiday pay when on an unpaid leave of absence. 

TIME OFF 

Eligibility   

SMCC offers unlimited paid vacation to all full time staff. This is a gift of trust. We trust 
you to manage your time and tasks appropriately; not doing so may result in the loss 
of this privilege. Unlimited paid time off is a perk, not a right. Managers may choose to 
approve or decline paid time off based on availability and performance. All Paid Time 
off must be approved by your manager 2 weeks prior to leave. 

SMCC evaluates paid time off requests on a calendar year basis. 

SMCC is a church, and therefore relies heavily on our Sunday morning services. We are 
not an event driven church, and therefore invest heavily into our Sunday morning 
services. Because of our emphasis on Sunday mornings, our paid time off policy has 
restrictions on Sundays that staff can take off. Below outlines our policy on taking 
Sundays off:  
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Employment time: 

Up to 2 years = 2 Sundays off per year* 

3 - 5 years = 3 Sundays off per year* 

5 + years = 4 Sundays off per year* 

*Sundays off per year are based on a calendar year. Managers are advised to use the above as a “rule of thumb.” Managers can 
choose to allow more Sundays off per year at their discretion based on availability and performance. 

 

Part time employees are allowed to request up to 6 weeks off work, and up to 6 
Sundays off per year. 

SMCC’s unlimited paid time off policy is subject to blackout dates that correlate with 
the yearly rhythm of ministry. Please ask your manager or the CST Director for exact 
black out dates that may pertain to you. 

 

Recording Time Off 

To ensure staff do not abuse our unlimited paid time off policy, it is of the utmost 
importance that staff record their time off with our staffing software. Staff are required 
to submit time off, and have their manager approve it, before leaving for vacation. If 
staff take time off, and it is not recorded or approved, then this will be counted as 
“absent without notice” and the employee will receive a written warning. 

Leaves of absence for the Lead Pastor require the approval of the Elder Board. An 
extended leave of absence (without pay) must be approved by a manager two weeks 
prior to leaving. To continue staff benefits, any staff member on an extended leave of 
absence must make prior arrangements for the direct payment of their share of the 
benefit costs. The church continues to pay its share of the benefit cost. Full-time staff 
members and part-time staff members hired to work 20 hours or more weekly may 
receive time off with or without pay for the following reasons: 

Personal Leave 
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Personal leave is a leave of absence for a compelling personal reason that is not 
medically related. 

Staff members who have completed at least three (3) years of continuous service may 
submit a written request for a personal leave of absence, without pay, for any length of 
time up to a maximum of three months. Written requests must state the reason for the 
leave, as well as the beginning and end dates. 

Requests for personal leave will be granted at the sole discretion of the Lead Pastor, 
based on the facts and circumstances surrounding each individual request. Additional 
documentation may be requested. If the personal leave is being requested by the Lead 
Pastor, the request must be presented to the Elder Board. 

Staff members who return to work at the end of a personal leave will normally be 
returned to their former job classification if an opening exists or, if there is no such 
opening, they will be considered for a comparable position if one is available. 
 
Sick Leave 
 
Sick leave allows paid time off in the case of personal illness or injury that is not work 
related. If a staff member requires time off due to the illness of their spouse or child, 
sick leave may be used. 

All staff members absent on paid sick leave continue to accumulate further sick leave 
and to earn vacation. If paid sick leave is exhausted, further absence due to illness may 
be charged to vacation.  

Approved holidays occurring during paid sick leave are not charged to sick leave. 

After a person’s paid sick leave and earned vacation are exhausted, that person may 
apply for an unpaid leave of absence. Additional vacation and sick time are not 
accrued during an unpaid leave of absence. 

No staff member will be paid for unused accrued sick leave at termination. 

A doctor’s certification may be required verifying the necessity for absence(s) and the 
specific illness, injury or other disability to which the absence is attributed. Absences of 
more than 5 working days may be subject to the church’s leave of absence policy.  

It is the staff member’s responsibility to report to their manager that they will be using 
sick leave. This needs to be communicated to the manager by phone prior to the 
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beginning of the work day, if possible. An Absence Request form will need to be 
submitted upon return to work.  

Eligibility for Sick Leave 

Active part-time staff members working over 20 hours weekly who have completed at 
least 6 months of continuous service will earn 5/12 day sick leave per month back to 
their initial hire date. Every year thereafter, active part-time staff members hired to 
work 20 hours or more weekly will be entitled to 5 paid sick days (each day is 4 hours 
for eligible part-time staff members) each January 1. Sick leave carry over is not to 
exceed 10 days. 

Maternity Leave 

All female employees, full-time or part-time hired to work 20 hours or more weekly, are 
eligible for unpaid maternity leave. The determination of the length of time a staff 
member will require because of pregnancy and childbirth is a medical decision 
between the woman and her physician to be treated in the same way as other leaves of 
absence. Therefore, there is no set number of weeks that the church allows for unpaid 
maternity leave.  

Although the church cannot guarantee any staff member on maternity leave the same 
position upon expiration of leave, every attempt will be made to find a suitable 
position for the person. 

Paternity Leave 

All male employees, full-time or part-time hired to work 20 hours or more weekly, are 
eligible for unpaid paternity leave. Male staff members who have completed at least 
one (1) year of continuous service may submit a written request for paternity leave, 
without pay, for any length of time up to a maximum of three months. Written requests 
must state beginning and end dates. 

Written requests for paternity leave must be approved by the staff member’s manager. 
If the paternity leave is being requested by the Lead Pastor, the request must be 
presented to the Elder Board. 
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Although the church cannot guarantee any staff member on paternity leave the same 
position upon expiration of leave, every attempt will be made to find a suitable 
position for the person. 

 

Adoption Leave 

All employees, full-time or part-time hired to work 20 hours or more weekly, are 
eligible for unpaid adoption leave. Staff members who have completed at least one (1) 
year of continuous service may submit a written request for adoption leave, without 
pay, for any length of time up to a maximum of three months. Written requests must 
state beginning and end dates. 

Requests for adoption leave will be granted at the sole discretion of the Lead Pastor, 
based on the facts and circumstances surrounding each individual request. Additional 
documentation may be requested. If the adoption leave is being requested by the 
Lead Pastor, the request must be presented to the Elder Board. 

Although the church cannot guarantee any staff member on a leave of absence the 
same position upon expiration of leave, every attempt will be made to find a suitable 
position for the person. 

Eligibility for Paid Maternity, Paternity, and Adoption Leave 

Full-time employees receive 5 days’ paid maternity, paternity, or adoption leave. If 
your employment status provides for vacation or sick time, you may apply your unused 
accumulated vacation time for maternity, paternity, or adoption leave. If you have 
unused comp time, you may apply comp time.  
 
 
Medical Leave 

A medical leave is a leave of absence for a staff member’s non-occupational illness or 
disability, other than pregnancy, childbirth or related medical condition. 

Staff members who have completed at least one (1) year of continuous service may 
submit a written request for a medical leave of absence, without pay, for the length 
required, up to a maximum of three months. 
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Requests for medical leave will normally be granted to eligible staff members who 
present a physician’s written statement that certifies the need for the leave and 
estimates the length of time the staff member will be unable to work due to the 
disability. At any time during a medical leave of absence, a staff member may be asked 
to provide medical evidence of disability. 

Although the church is not able to guarantee reinstatement in all cases, staff members 
on medical leave who return to work immediately following the end of an approved 
leave with a physician’s written release verifying they are able to safely perform their 
duties will normally be returned to the same job they held immediately prior to their 
leave or, if that position has been eliminated, a comparable position if one is available. 

Bereavement Leave 

Families are in greatest need of love and support when they experience the loss of a 
loved one. It is important that members of our staff have the freedom to attend a 
funeral in the event of the death of a family member or friend. Staff members are to 
notify their manager as soon as practical upon the notification of death and/or funeral 
arrangements. Up to five (5) days with pay is provided to full-time staff members and 
up to three (3) days with pay is provided to part-time staff members hired to work 20 
hours or more weekly in the event of a death of an immediate family member 
(grandparent, parent, child, sibling, spouse and respective in-laws). A full-time staff 
member may also request up to three (3) days and a part-time staff members hired to 
work 20 hours or more weekly may request one (1) day for paid bereavement leave in 
the event of the death of a significant person in his or her life, even if the person is not 
an immediate family member. The senior leadership is as flexible as possible in 
accommodating these leave requests. Additional time away from work may be 
deducted from accumulated sick leave or vacation time. All bereavement requests 
should be approved via an Absence Request form prior to the leave if possible. 

Jury Duty   

We encourage you to fulfill your civic responsibilities if you get a summons and we will 
give full-time staff members and part-time staff members hired to work 20 hours or 
more weekly time off without loss of pay. Subject to the terms, conditions and 
limitations of the applicable plans, you’ll continue to receive health insurance benefits 
for the full period of jury duty leave. 
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Missions 

After one year of service, full-time staff members may request paid leave to participate 
in short term, SMCC sponsored mission opportunities. Total mission leave may be 
requested, up to a maximum of ten (10) days per calendar year and will not be 
considered vacation leave. Staff members should coordinate all leave with their 
manager and the Lead Pastor with as much advance notice as possible. 

Study Leave/Sabbatical 

Written requests for study leave will be considered for teaching pastors and will be 
decided upon on an individual basis. 

Workers Compensation Leave 

The church complies with applicable state and federal laws concerning leaves for                       
work-related illness or injury. Staff members on leave because of work-related illness or                         
injury will be reviewed on an individual basis by the church. 

General Provisions 

The following general provisions apply to all leaves of absence: 

● A request for an extension of a leave of absence must be made in writing prior to                                 
the expiration date of the original leave, and when appropriate, must be                       
accompanied by a physician’s written statement that certifies the need for the                       
extension. 

● Failure to return to work on the first workday following the expiration of an                           
approved leave of absence may be considered a voluntary termination. 

● Staff members will not accrue length of continuous service for the portion of a leave                             
of absence in excess of 30 days. 

● Staff members on leave of absence will be subject to lay-off on the same basis as                               
staff members who are actively at work. 

● Staff members on leave of absence must communicate with manager or Lead Pastor                         
on a regular basis, at least once a month, regarding their status and anticipated                           
return to work date.  
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● Staff members who falsify the reason for their leave of absence may be subject to                             
disciplinary action, up to and including termination. 

● Managers and/or Lead Pastor must approve all leaves of absence in advance, in                         
writing. 

Family and Medical Leave Act (FMLA) 

The Department of Labor defines an employer covered by FMLA as any person 
engaged in commerce or in any industry or activity affecting commerce, which employs 
50 or more staff members for each working day during each of 20 or more calendar 
workweeks in the current or preceding calendar year. 

Based on this definition, SMCC is not required to participate in the FMLA, therefore 
there are no associated benefits. 

TERMINATION OF EMPLOYMENT  

All staff members, upon leaving the employment of SMCC, will return to the HR 
Director all property and materials that belong to the church, including keys, 
passwords, intellectual property and credit cards. Terminated employees may be asked 
to sign a termination form. 

Resignation 

Should a staff member desire to leave the employment of SMCC, a written notice of 
resignation is requested two weeks in advance. Those personnel will be paid for 
earned, but unused, vacation time provided they give the requested written notice two 
weeks in advance. In no situation will a staff member be paid for unused sick leave or 
comp time. The determination of the final date to report to work will be made by the 
manager in consultation with the staff member.  

Termination  

The decision to terminate a staff member ultimately rests with the Lead Pastor, after 
consulting with the staff member’s manager. Severance pay, if any, for personnel who 
have been terminated will be determined on an individual basis. Terminated 
employees may be asked to sign a termination form. 
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INFORMATION CHANGES 

It is important that SMCC has certain personal information about you in our records. 
You need to tell us as soon as there is a change to your mailing address, telephone 
numbers, marital status, dependents’ information, and other related information. We 
also need to have information about who to contact in case of emergency.  

To change your personal information, contact HR Director. 

INSURANCE BENEFITS 

As if the paycheck wasn’t enough! Here are other things you might be eligible for as a 
staff member…. 

Medical Insurance 

Medical insurance is available to full-time staff members and is offered at a rate of 20% 
of the Select Value premium which is based on staff member’s age and number of 
dependents. Dental insurance is included in the monthly premium. SMCC will pay 80% 
of Select Value premium. Should staff member elect Select Med Plus or Select Care, 
the staff member will be responsible for the additional costs. SMCC pays 80% of the 
Select Value level plan regardless of the level the employee chooses to partake in. 

Eligibility date for medical insurance is the first day of the month following the first full 
month of service. The employee’s HSA becomes available following the first 2 months 
of service. 

Worker’s Compensation Insurance 

Worker’s Compensation insurance is provided to all staff members of SMCC. This 
insurance provides coverage for a work-related injury or occupational illness arising 
from and occurring within the scope of service that requires medical, surgical or 
hospital treatment. Staff members who sustain work-related injuries or occupational 
illnesses should immediately inform their manager and the Finance Director. An injury 
report form must be completed and returned to the HR Director within 48 hours from 
the date of the injury or illness. A staff member who receives medical attention 
subsequent to the injury or illness must submit a release form from their attending 
physician indicating the staff member is able to perform the tasks of the job 
assignment.  
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If a volunteer is injured, the same policy should be followed. 

Neither SMCC nor its insurance carrier will be liable for the payment of worker’s 
compensation benefits for injuries that occur during a staff member’s voluntary 
participation in an off-duty recreational, social or athletic activity sponsored by SMCC. 

Insurance Continuation 

Upon termination, full-time staff members covered under a health insurance plan have 
certain legal rights to remain on the plan at their own expense for up to twelve (12) 
months through mini-COBRA benefits. More information regarding COBRA coverage, 
costs and administrative procedures is available from the HR Director at the time the 
service ends or when a staff member has a question about other qualifying events. 

RETIREMENT BENEFITS 

403(b) Plan  

SMCC believes that an important part of planning for your financial future is 
participation in a retirement plan. As future government funded plans are uncertain, we 
believe it is wise to diversify your retirement funding. All full time staff members are 
eligible to contribute an amount of their gross income through payroll deduction to a 
403(b) retirement plan.  

PASTORAL BENEFITS 

Housing Allowance 

Staff members who have been licensed or ordained are eligible to claim a housing 
allowance. Housing allowances will begin on the day the license or ordination 
documentation is provided to the Finance Director. Housing allowances may not be 
claimed retroactively. 

 

FICA Reimbursement 
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Licensed or ordained pastors are reimbursed by SMCC for the amount SMCC would 
have paid for FICA taxes if the staff member was not exempt.  

CELL PHONES 

Cell phones are a great tool and we appreciate the value they can add to ministry 
work. SMCC may provide a reimbursement for cell phone service. In these cases, the 
amount of the reimbursement will be added to the staff member’s total compensation, 
making it taxable income, so that we can stay in compliance with IRS regulations. 

Staff members receiving a cell phone allowance are expected to return calls during 
periods outside the regular work day.  

EXPENSES 

Expense Accounts 

Some staff members, because of their ministry responsibilities, may receive an expense 
budget each month. These funds are to be used to enhance their ministry and to 
connect with people. Therefore,  using the memo line to describe the expense is very 
helpful. Other allowable uses include: food and refreshments bought for yourself AND a 
ministry leader/volunteer or a new attendee to your campus; food and refreshments 
bought for yourself while working with other staff members at another campus; food 
bought while attending a required SMCC event when food is not included. Also,it is 
allowable to use this expense account for your own child's care while attending a required 
SMCC event (only when childcare is not provided by the church) and when you and your 
spouse are building a relationship over dinner (or some other way to connect).    When 
doing ministry as a couple it is allowable to cover your own spouses costs with this 
allowance.  As with every purchase made with the church’s funds, every staff expense 
needs to be substantiated with a receipt.  

See the Credit Card Policy for details on expense account report submission. 

Gas & Mileage 

Trips between the Salt Lake City area (Salt Lake and Utah County) and St. George will 
be reimbursed at $150 per trip or the cost of gas, whichever amount is greater. 
Mileage within 60 miles of a staff member’s workplace will not be reimbursed. Gas for 
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trips over 60 miles of a staff member’s workplace will be reimbursed as long as a 
receipt is provided.  

 

BUDGETS 

The Lead Pastor and Elder Board approve a budget each year for the general 
operations of the church. This budget serves as a guideline for all SMCC expenditures. 
In addition to the budget, the church has specific procedures to assist staff members in 
the stewardship of the church resources that have been entrusted to us.  

Spending Authorization  

Each budget section is assigned to a person for “primary authorization.”  Though this 
person may elect to delegate spending authorization to others, it is still their 
responsibility to oversee and report on the budget items assigned.  

Staff Allowance  

SMCC supports the participation of staff members and their families in the activities of 
SMCC and its ministries. In many of the environments, staff members are called on to 
play an unofficial role in the execution of the activity.  

In an effort to recognize and honor this reality, as well as to provide a benefit to active 
full-time staff members and part-time staff members hired to work 20 hours or more 
weekly, staff members are eligible to receive reimbursement for the cost associated 
with SMCC activities on an annual basis, according to the following schedule: 

● Active full time staff members Up to $200/year 

● Active part time staff members Up to $100/year 

This benefit can also be used by the staff member to offset the cost of participation in 
SMCC sponsored events for their immediate family. It is not required that the staff 
member be serving at the event or activity for which reimbursement is requested. 
Eligible costs include event registration fees, tickets and books necessary for classes or 
activities. 

The process for receiving this benefit is as follows: 
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● Verify funds are available with Finance 

● Individual pay for eligible event or item 

● Submit an internal transfer form requesting the funds be moved from staff 
allowance account to the event account 

● Submit a reimbursement request to the Finance Department 

● Staff member registers for event through admin running the event 

● Reimbursement will be issued via a check  

Any unused reimbursement funds will be forfeited at the end of the calendar year and 
will not be carried from year to year. 

Credit Cards 

SMCC credit cards may be issued to staff members. They are intended for SMCC 
ministry and event-related approved expenses only. The cardholder is responsible for 
submitting a monthly expense report outlining the charges, including receipts.  

Delinquent Expense Reports 

If an expense report is not turned in on the due date, a reminder email will be sent to 
the staff member and manager. If the report is not turned in within three days of that 
email, the expenses will be posted to staff member’s expense budget line and will not 
be adjusted later. If this happens two months in a row, the credit card will be restricted 
for one month and any required purchases will be done by the staff member’s 
manager.  Fraudulent use of the card will result in disciplinary action up to and including 
termination of employment. 
 
Company Credit Card Use 
 
It is encouraged that company card holders distinctly label their cards physically and 
digitally (in the case of Amazon or Apple Pay), so as to aid in identifying the card easily 
pre-purchase. 

In the event that a staff member uses their company credit card for a personal expense 
which is unrelated to an organization need, they will be held to the following policy: 

- The first offense of an accidental personal purchase on the company credit card 
will result in a warning.  
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- The second offense of a personal purchase on the company credit card which is 
not self-reported will result in a $25 fee to the cardholder. 

- The third offense which is not self reported will result in a $50 fine and initiate 
disciplinary action. 

- If a cardholder recognizes their mistake and self-reports it to finance, the second 
offense will result in a $15 fee. This will apply to the consecutive self-reported 
offenses (i.e. the $50 fine does not apply). 

- At the end of each year, this process resets (you will receive a warning at first 
offense in the new year). 

Note: Do not attempt to “equal out” a mistake by simply purchasing company related 
items with a personal card. This does not fix the mistake and hinders our accounting 
process. 

 

CHARACTER & CONDUCT  

Personal Appearance  

Unlike stuffy places like banks or accounting firms, dress here is tastefully relaxed. Your 
appearance in the office and at services should be neat and mature. Dress in relation to 
the people you interact with; sometimes this will dictate professional dress, sometimes 
casual, always appropriate. We are all leaders leading other leaders, and the way we 
dress should reflect that. We want you to be comfortable but we also want the people 
around you to be comfortable, too. If you step over the bounds of good taste, your 
manager will alert you. They’re on your side and looking out for you as well as the 
church. Any questions regarding appropriate clothing should be referred to a manager. 

Drug and Alcohol Use 

SMCC is committed to being a drug-free, healthy and safe workplace. You are required 
to come to work in a mental and physical condition that will allow you to perform your 
job satisfactorily. That means no staff member can use, possess, distribute, sell or be 
under the influence of alcohol or illegal drugs while on or off church campus. Of 
course, you can use legally prescribed drugs on the job if they don’t impair your ability 
to do your job effectively and safely without endangering yourself or others.  

Violation will be grounds for disciplinary action up to and including termination. More 
than that, we just want you to take care of yourself. If you have questions about this 
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policy, you can raise your concerns with your manager or the Lead Pastor without fear 
of punishment.  

All staff members are expected to know, understand and comply with the following 
guidelines: 

● We prohibit the unlawful use, possession, distribution, sale or manufacture of a 
controlled substance on our premises, in church vehicles or at any of our off-campus 
sponsored events. 

● We prohibit all staff members from being under the influence of or intoxicated  by 1

illegal drugs or alcohol while on or off the job. It is a violation of our policy for staff 
members to report to work or operate church vehicles or equipment under the 
influence of alcohol, illegal drugs or any controlled substances. SMCC reserves the 
right to require staff members to submit to drug testing prior to employment, or at 
any point during employment. Possession or detection of drugs or alcohol, or 
refusal to abide by this policy, may be cause for disciplinary action up to and 
including termination. 

● Any staff member who is convicted of violating a criminal drug statute while 
employed at SMCC must inform their manager and the church leadership within five 
days of the conviction. Failure to inform may result in disciplinary action up to and 
including termination. 

Computer Use  

We will provide you with the hardware and software to do your job, but it remains the 
property of SMCC. And, yes, while we reserve the right to monitor computer usage 
and find and read any data you write, send or receive, we only do so if there is a good 
reason for it. We’re not voyeurs or control freaks about your every move. We don’t 
even have a policy against using your computer for personal files and photos (we’re 
just not responsible for backing them up for you). We trust you and believe the best in 
you; just use good judgment.  

Important online guidelines to live by (e.g., email, internet, blogging, etc.) include:  

● Don’t use your computer in ways that are disruptive, offensive to others or harmful. 

● Don’t display, download or email sexually explicit images, messages and cartoons.  

1 https://le.utah.gov/xcode/Title76/Chapter9/76-9-S701.html 
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● Don’t steal software. Abide by copyright and software license agreements. Don’t 
copy any SMCC software – if in doubt talk to your manager.  

● Remember all internet surfing is part of official church records. That means we 
might be legally required to show that information to law enforcement or other 
parties. Make sure your surfing is appropriate, ethical and legal.  

● Don’t use SMCC time and resources for personal gain.  

● Don’t steal, use or disclose someone else’s code or password without permission.  

● Don’t jeopardize the security of the church.  

● Remember that as staff of SMCC, you are seen by our members and outside parties 
as a representative of the church. That means your personal website, blog, or 
Facebook is a reflection on the church, whether or not the church is specifically 
discussed or referenced. Please bear in mind that although you may view your site 
as a personal project, many readers will assume you are speaking on behalf of the 
church. Just use common sense. If you would not be comfortable with your 
manager, co-workers or the executive team reading your words, do not write them.  

To summarize, the following are examples of prohibited activities that violate SMCC’s 
computer policy:  

● Sending or posting discriminatory, harassing or threatening messages or images. 

● Sending or posting confidential material, trade secrets or proprietary information 
outside of the organization.  

● Engaging in unauthorized transactions that may incur a cost to the organization or 
initiate unwanted Internet services and transmissions.  

● Sending or posting messages that defame or slander other individuals.  

● Attempting to break into the computer system of another organization or person.  

● Refusing to cooperate with a security investigation.  

● Sending or posting chain letters, solicitations or advertisements not related to 
business purposes or activities.  

● Using the Internet for political causes or activities, or any sort of gambling.  

● Jeopardizing the security of the organization’s electronic communications systems. 

● Sending or posting messages that disparage another organization’s products or 
services.  
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● Passing off personal views as representing those of the organization.  

● Sending anonymous email messages.  

● Engaging in any other illegal activities.  

Conflict of Interest  

We are diligent and careful in our consideration of transactions or arrangements that 
might benefit the private interest of an SMCC staff member and/or a member of their 
family. If you have direct or indirect (through business, investment, family, etc.) interest 
with any outreach or functions within the church (financial or other gifts compensation), 
you have a responsibility to disclose that information to your manager. After exercising 
due diligence, they’ll determine next steps depending on whether or not the 
circumstance under review would give rise to a conflict of interest. Failure to disclose 
the existence and nature of your financial and material interest of any proposed 
transaction  or arrangement puts your employment, your church and the third party in 
jeopardy. In simple terms, if it appears like you or someone you’re related to could 
benefit from the church doing business with a third party, tell your manager. They’ll 
help you take the next step.  

Work Rules and Performance Standards 

It is not possible to provide a complete list of every work rule or performance standard. 
As a result, the following are presented only as examples. You are responsible for 
understanding and following these standards and work rules. Staff members who do 
not comply may be subject to disciplinary action up to and including possible 
termination. 
 

Job Performance 

Staff members may be disciplined, up to and including possible termination for poor 
job performance as determined by your direct manager and Lead Pastor. The following 
is a non-inclusive list of examples of poor job performance: 

● below average work quality or quantity 

● poor attitude, including rudeness, or lack of cooperation 

● excessive absenteeism or tardiness 
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● failure to follow instructions or church policies and procedures 

 
Code of Conduct 

 
Note: Ministry is a unique work environment as it is not a clock-in and clock-out job. It 

encapsulates much more than the work you might do for “work.” It is the life that you 

live before others as one who leads in sacrifice and growth as a Christian. As people in 

ministry it is our responsibility to represent not only SMCC but more importantly, 

Christ, to the world. That world includes those we interact with in church settings, 

public settings, private conversations, and all forms of social media. While we can't and 

won't censor political viewpoints, opinions, and stances, we care about the success of 

our employees and desire to give a baseline of conduct that all employees are 

expected to abide by--even in their personal time. Therefore, SMCC has formulated a 

guide to help our employees understand the expectations that we have for them: 

 
SMCC Interactions 
We are all leaders in some way in life. As a part of an organization our leadership 
extends to all aspects of life especially to those who have different beliefs than we do. 
As an employee, even when you’re not at church people will still look to you as a 
representative of SMCC. You are always leading in something, and you should make an 
effort to be aware of what you are leading. The following areas are where we 
specifically ask that you be attentive: 

● It is important that we always “speak the truth in love” (Eph. 4:15) with the goal 
of becoming more like Christ everyday. In execution this means: 

○ Being respectful in language, in disagreements, debates, and discussions. 
○ Choosing to withdraw from a discussion that is not God honoring. 
○ Always speaking respectfully to and of others. Especially other leaders. 

● Political  
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○ Any political views, support for candidates and political causes, should 
always include a disclaimer by you, that you do not represent the views of 
SMCC.  

○ Be cautious in any form of political promotion especially as it relates to 
disagreements with others. 

○ Refer to James 1:19 when approaching sensitive topics such as politics: 
“ My dear brothers and sisters, take note of this: Everyone should be 
quick to listen, slow to speak and slow to become angry.” 

● Social Media 
○ Please take extra care to follow the SMCC Way, especially pertaining to 

our values when posting and replying to others on social media. 
○ Your life reflects the mission of SMCC and anything posted on social 

media reflects the influence of SMCC in your life. Use social media with 
this relationship in mind.   

Policy  
● South Mountain Community Church has a mission: We exist to help as many 

people as possible take their next step toward becoming fully devoted fully 
delighted followers of Jesus Christ.. In pursuing its goals, SMCC will do 
whatever is consistent of building and maintaining trust with “insiders” and 
“outsiders”. The following Code of Conduct (“the Code”) is designed to allow 
SMCC to preserve its long tradition of integrity and credibility with the public 
and within SMCC. This Code applies to all those serving in a leadership position 
(those in face to face contact with SMCC guests) and all employees (permanent 
full - time, hourly, fixed term contract, permanent part - time), and any third 
party service provider in face - to face contact with our guests and members. 

 
The Code is organized into categories, as follows: 

 
Service  

●  Always act with fairness, honesty, integrity and openness; respect the opinions 
of others and treat all with equality and dignity without regard to gender, race, 
colour, creed, ancestry, place of origin, political beliefs, religion, marital status, 
disability, age, or sexual orientation. 
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●  Promote the mission and objectives of SMCC in all dealings with the public on 
behalf of SMCC.  

● Provide a positive and valued experience for those receiving service within and 
outside SMCC.  

Accountability  
● Act with honesty and integrity and in accordance with any professional 

standards and / or governing laws and legislation that have application to the 
responsibilities you perform for or on behalf of SMCC. SMCC’s Human Resource 
policies apply to all volunteers and employees. Policies are reviewed every 3 
years or sooner if an issue arises with its interpretation and use.  

● Comply with both the letter and the spirit of any training or orientation provided 
to you by SMCC in connection with those responsibilities. 

● Adhere to the policies and procedures of SMCC and support the decisions and 
directions of the national Board and its delegated authority.  

● Take responsibility for your actions and decisions. Follow reporting lines in order 
to facilitate the effective resolution of problems. Do not exceed the authority of 
your position by checking with HR if you do not know who it would be 
appropriate to contact regarding a complaint.  

 
Conflict of interest  

● Conflict of interest arises when a person participates in a decision about a 
matter (including any contract or arrangement of employment, leasing, sale or 
provision of goods and services) which may benefit or be seen to benefit that 
person because of his/her direct or indirect monetary or financial interests 
affected by or involved in that matter. 

● Based on the above a Full Time Employee and his/her spouse is prohibited to 
participate in any form of business specifically an MLM (multi-level marketing) 
business until permission is given from their Campus Pastor or the Lead Pastor.  

● It is the duty of any person taking part in the operations of SMCC to adhere to 
the Conflict of Interest Policy at all times. In the event that such a matter arises, 
the person shall formally disclose the interest, refrain from attempting to 
persuade or influence other persons participating in the decision, and shall not 
(in the case of the Elder Board) cast any vote on the matter.  
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Confidentiality 
● Respect and maintain the confidentiality of information gained as a volunteer or 

employee, including, but not limited to, all computer software files, SMCC 
business documents and printouts, and all volunteer, employee membership, 
donor and supporter records.  

● Respect and maintain the confidentiality of individual personal information 
about persons affected by SMCC gained through your role in SMCC, for 
example, in support groups, meetings or in service programs.  

● Respect and maintain confidentiality in matters the discipline of an employee, a 
report of sexual harassment, or any other potentially sensitive matter.  In other 
words, if you couldn’t say what you are about to say with the person who you 
are talking about being in the room, then you should not say it. 

 
Procedures for the care of others who may be vulnerable because of age or disability 
 

● In the course of providing SMCC service, our volunteers, employees, and third 
party service providers may come into contact with vulnerable individuals. These 
individuals are those who may be at risk of harm or harassment because of their 
age or disability. When this occurs, the following procedures should be 
followed:  

Note:  Where practical to do so, SMCC related one - on - one meetings with clients 
who may be vulnerable be conducted in a business - like setting, public location or in 
an area that is private but visible to others. 

 
Note: SMCC volunteers, employees, and third party service providers who seek to 
initiate personal contact with vulnerable clients outside SMCC program, are asked to 
seek prior approval from the appropriate employee/leadership volunteer, and, in the 
case of children/youth, from the parent/ guardian. 

 
Implementation 

 
● Strict observance of the Code is fundamental to the activity and reputation of 

SMCC. It is essential that all direct service program volunteers (those in face to 
face contact with SMCC’s guests), Board members, all employees (permanent 
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full - time, hourly, fixed term contract, permanent part - time), and any other 
third party service provider in face - to - face contact with our clients adhere to 
this Code. They will certify this by signing a Declaration that they have read and 
will abide by this Code. 

 
● Management has the responsibility of ensuring compliance with all Codes and 

Policies of SMCC. 
Process 

● Anytime a sensitive conversation occurs, you should: 
○ Document the conversation, decisions made, and disagreements 
○ Witness - have a third party present to provide accountability 
○ Feel free to postpone the meeting to a later date to allow space for the 

parties to think and be able to bring their best selves to the meeting 
● In the CST drive there are documents under “Personnel” and “Disciplinary 

Procedure” for: 
○ Progressive Discipline procedure 
○ Written warning 
○ Final warning 
○ How to establish a performance improvement plan 
○ ADP folder containing extensive material of similar content 

 

HARASSMENT  

SMCC is committed to providing a work environment that is free of discrimination. In 
keeping with this commitment, the church maintains a strict policy prohibiting unlawful 
harassment, including sexual harassment. It is important for you to understand that 
jokes, stories, cartoons, nicknames and comments about appearance may be offensive 
to others. 

As a result of SMCC’s commitment to a safe work environment, all employees are 
encouraged to be aware of their surroundings as they interact with others. Often tone, 
language, or even body language can send the wrong message to another person. It is 
encouraged that environments where there are not witnesses or others present for 
accountability or safety should be avoided at all costs. For this reason it is important 
that SMCC staff observe the following:  
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● Any male or female in leadership at SMCC who are not married and not related 
should never be alone together... 

○ In a car. 
○ In a room with no windows. 
○ In a home/house/enclosed quarters. 

■ This excludes the church building there are special circumstances 
that may call for people to work hours outside of normal working 
hours and may leave two people working in the church building 
alone. In this case you will be accountable for your actions and 
conversations.  

Un-welcomed Conduct 

In the event that conduct is un-welcomed but does not involve a sexual or physical 
nature, we will treat this type of behavior with the same respect and investigation as we 
would sexual harassment. Though they are different in nature the two are not tolerated 
by SMCC. SMCC defines “un-welcomed conduct” as: 

● Shouting 
● Slamming items/hands on desks 
● Standing over someone as to impede their exit or movement 
● Violating personal space such as leaning in close, standing close, or violating 

someone’s personal space in any other way 
● grabbing/shaking/pinching/pressing someone in any way 

MISCONDUCT 

Staff members may also be disciplined, up to and including possible termination, for 
misconduct. The following is a non-inclusive list of examples of misconduct: 

● insubordination 
● abuse, misuse, theft, destruction or the unauthorized possession or removal of 

church property or the personal property of others 
● falsifying or making a material omission on church records, reports or other 

documents, including payroll, personnel, employment records, and absence 
request forms 

● divulging confidential church information to unauthorized persons 
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● disorderly conduct on church property, including fighting or attempted bodily 
injury, or the use of profane, abusive or threatening language toward others, or 
possession of a weapon 

● taking advantage of someone financially, sexually, or in any other way 

o a violation of positional trust is considered by SMCC as a serious violation 
of our code of conduct which each employee agrees to at the start of 
their employment. This kind of infraction will likely result in disciplinary 
action up to and including termination. 

● violation of any law adversely affecting the church, or conviction in court of any 
crime which may cause the individual to be regarded as unsuitable for continued 
employment 

● violation of the church’s alcohol, drugs and controlled substances policy 

● marking or signing the time record of another staff member or knowingly 
allowing another staff member to mark or sign your time record 

 

Sexual Harassment 

Sexual harassment of staff by managers, co-workers or vendors is prohibited. Unlawful 
sexual harassment includes unwelcome sexual advances, requests for sexual favors and 
other verbal, visual or physical conduct of a sexual nature when: 

● submission to the conduct is made a condition of employment 

● submission to or rejection of the conduct is used as the basis for an employment 
decision affecting the harassed individual 

● the harassment has the purpose or effect of unreasonably interfering with a staff 
member’s work performance or creates an intimidating, hostile, or offensive work 
environment 

Examples of sexual harassment include unwelcome sexual flirtations, advances or 
propositions; verbal abuse of a sexual nature; subtle pressure or requests for sexual 
activities; unnecessary touching of an individual; graphic comments about an 
individual’s body; a display in the workplace of sexually suggestive objects or pictures; 
sexually explicit or offensive jokes; or physical assault. 

If you believe that you are being, or have been, harassed in any way, please report the 
facts of the incident or incidents to your manager or the Lead Pastor immediately, 
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without fear of reprisal. In determining whether the alleged conduct constitutes 
unlawful harassment, the totality of the circumstances, such as the nature of the 
conduct and the context in which the alleged incident occurred will be investigated. 

Violation of this policy may result in disciplinary action up to and including possible 
termination. 

SMCC PROBLEM SOLVING PROCEDURE 

 
We strive to provide a comfortable, productive, legal, and ethical work environment. To this 
end, SMCC wants you to bring any problems, concerns, or grievances you have about the 
workplace to the attention of your supervisor and, if necessary, to Human Resources or upper 
level management. To help manage conflict resolution we have instituted the following 
problem solving procedure: If you believe there is inappropriate conduct or activity (including 
but not limited to  “Un-welcomed Conduct” as outlined above or a “Misconduct” as 
outlined above or any other violation of this manual) on the part of SMCC management, 
its employees, vendors, customers, or any other persons or entities related to the SMCC, 
please bring your concerns to the attention of your supervisor as quickly as possible and at a 
time and place that will allow the supervisor to properly listen to your concern. Most problems 
can be resolved informally through dialogue between you and your immediate supervisor. If 
you have discussed this matter with your supervisor before and do not believe you have 
received a fair hearing or sufficient response, or if you believe your supervisor is the source of 
the problem, we request you present your concerns to Human Resources or upper level 
management. Please indicate what the problem is, those persons involved in the problem, 
efforts you have made to resolve the problem, and any suggested solution you may have. 

When bringing said instances to the attention of your Supervisor or Human Resources staff, the 
following complaint procedure should be followed to ensure the safety of the witness/victim 
and the accused involved. Though the following procedure contains vocabulary for the 
complaint of sexual harassment, this procedure should be used for an array of 
circumstances in which incidents containing, this procedure should be used to treat this 
instances with the same level of concern and seriousness as the below procedure treats 
sexual harassment.  

Complaints Procedure  

Please note: If you have discussed this matter with your supervisor before and do not 
believe you have received a fair hearing or sufficient response, or if you believe your 
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supervisor is the source of the problem, we request you present your concerns to 
Human Resources or upper level management. If you have told your supervisor, upper 
level management, and the lead pastor and still and do not believe you have received 
a fair hearing or sufficient response, or if you believe your supervisor, upper level staff, 
or the lead pastor is the source of the problem, we encourage you to talk to the elder 
board about this matter. However, if a complaint is never recieved, SMCC is not 
responsible for a lack of action in the matter. 

Anyone who is subject to sexual harassment should, if possible, inform the alleged 
harasser that the conduct is unwanted and unwelcome. SMCC recognises that sexual 
harassment may occur in unequal relationships (i.e. between a supervisor and his/her 
employee) and that it may not be possible for the victim to inform the alleged harasser. 

If a victim cannot directly approach an alleged harasser, he/she can approach one of 
the designated staff members responsible for receiving complaints of sexual 
harassment. This person could be another supervisor, a member of the human 
resources department, etc.  

When a designated person receives a complaint of sexual harassment, he/she will: 

● immediately record the dates, times and facts of the incident(s) 
● ascertain the views of the victim as to what outcome he/she wants 
● ensure that the victim understands the company’s procedures for dealing with 

the complaint 
● discuss and agree the next steps: either informal or formal complaint, on the 

understanding that choosing to resolve the matter informally does not preclude 
the victim from pursuing a formal complaint if he/she is not satisfied with the 
outcome 

●  keep a confidential record of all discussions 
●  respect the choice of the victim 
●  ensure that the victim knows that they can lodge the complaint outside of the 

company through the relevant country/legal framework 

 

Throughout the complaints procedure, a victim is entitled to be helped by a certified 
professional counsellor. SMCC will direct victims to a certified counsellor to deal with 
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the allegations and trauma related to an event such as this. SMCC recognises that 
because sexual harassment often occurs in unequal relationships within the workplace, 
victims often feel that they cannot come forward. SMCC understands the need to 
support victims in making complaints. 

 

INFORMAL COMPLAINTS MECHANISM  

If the victim wishes to deal with the matter informally, the designated person will:
 

● give an opportunity to the alleged harasser to respond to the complaint ensure 
that the alleged harasser understands the complaints mechanism 

●  facilitate discussion between both parties to achieve an informal resolution 
which is acceptable to the complainant, or refer the matter to a designated 
mediator within the company to resolve the matter 

● ensure that a confidential record is kept of what happens 
● follow up after the outcome of the complaints mechanism to ensure that the 

behaviour has stopped 
● ensure that the above is done speedily and within 10 days of the complaint 

being made 
 

 

FORMAL COMPLAINTS MECHANISM 

If the victim wants to make a formal complaint or if the informal complaint mechanism 
has not led to a satisfactory outcome for the victim, the formal complaint mechanism 
should be used to resolve the matter.  

The designated person who initially received the complaint will refer the matter to the 
human resources manager to instigate a formal investigation. The human resources 
manager may deal with the matter him/herself, refer the matter to an internal or 
external investigator or refer it to a committee of three others in accordance with this 
policy.  

The person carrying out the investigation will: 
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● interview the alleged victim and the alleged harasser separately 
●  interview other relevant third parties separately 
● decide whether or not the incident(s) of sexual harassment took place 
●  produce a report detailing the investigations, findings and any 

recommendations 
● if the harassment took place, decide what the appropriate remedy for the victim 

is, in consultation with the victim (i.e.- an apology, a change to working 
arrangements, a promotion if the victim was demoted as a result of the 
harassment, training for the harasser, discipline, suspension, dismissal) 

● follow up to ensure that the recommendations are implemented, that the 
behaviour has stopped and that the victim is satisfied with the outcome 

● if it cannot determine that the harassment took place, he/she may still make 
recommendations to ensure proper functioning of the workplace 

● keep a record of all actions taken 
● ensure that the all records concerning the matter are kept confidential 
● ensure that the process is done as quickly as possible and in any event within 10 

days of the complaint being made 

 

OUTSIDE COMPLAINTS MECHANISM  

A person who has been subject to sexual harassment can also make a complaint 
outside of the company. They can do so through talking to an elder. In this case the 
elder is responsible for following the aforementioned documentation and procedural 
steps. 

IMPLEMENTATION OF POLICY  

SMCC  will ensure that this policy is widely disseminated to all relevant persons. It will 
be included in the staff handbook. All new employees must be trained on the content 
of this policy as part of their induction into the company. 

It is the responsibility of every manager to ensure that all his/her employees are aware 
of the policy.   
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MONITORING AND EVALUATION  

SMCC recognises the importance of monitoring this sexual harassment policy and will 
ensure that it periodically assesses the work environment so that we can maintain 
SMCC as a great place to work for all people.  As needed we will change or modify 
these policies. Monitoring and evaluation can be done through different means, 
including questionnaires completed by employees, feedback from victims or those who 
work in the complaints procedure.  

 
PROTECTING THE ACCUSED 
 
In the event that a person is accused of improper behavior of any kind. The accused 
has the right to privacy concerning the accusation and person giving the accusation. It 
is important that the accused also feels safe and has their side of the conflict heard. In 
any case, the report should be filed with both sides documented.  
 
The complaint recipient is responsible to hold both parties to a standard of privacy and 
protection throughout the discussion or investigation that may be conducted as a 
result of the complaint. 
 
The accused has a right to defend themselves and/or bring any form of evidence or 
witness(es) to the interviews/discussion. 

 

CONFIDENTIALITY 

All records, history and discussions about the people served by SMCC are private and 
confidential. The fact that an individual is served by SMCC may be disclosed only 
under certain conditions for reasons relating to law enforcement and fulfillment of our 
mission. 

Staff members may not disclose any information about a person, including the fact the 
person is or is not served by our church, to anyone outside the church staff unless 
authorized by your manager. The principle of confidentiality must be maintained in all 
programs, departments, functions and activities. 
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DISCIPLINARY STEPS  

This describes the policy for administering fair and consistent discipline for 
unsatisfactory conduct at SMCC.  

We believe it is important that disciplinary actions are prompt, consistent and impartial. 
The major purpose of a disciplinary action is to correct the problem, prevent it from 
happening again and prepare the staff member for satisfactory performance in the 
future.  

Although your employment is based on mutual consent and both you and SMCC have 
the right to terminate employment at will, with or without cause or advance notice, we 
may use progressive discipline at our discretion.  

Disciplinary action may be any of the following four steps: 1) verbal warning; 2) written 
warning; 3) suspension with or without pay; or 4) termination of employment. We will 
look at how severe the problem is and how often it has happened when deciding 
which step to take. There may be circumstances when one or more steps are bypassed.  

In most cases, progressive discipline means that we will normally take these steps in 
the following order: 1) a first offense may call for a verbal warning; 2) a next offense 
may be followed by a written warning; 3) another offense may lead to a suspension; 
and 4) still another offense may then lead to termination of employment.  SMCC is not 
obligated to follow any disciplinary or grievance procedure and that depending on the 
circumstances, employees may be disciplined or terminated without any prior warning or 
disciplinary procedure. 

In very serious situations, some types of staff problems may justify either a suspension, 
or, in extreme situations, termination of employment, without going through the usual 
progressive discipline steps.  

By using progressive discipline, we hope that most staff issues can be corrected at an 
early stage, benefiting both the staff member and SMCC.  

THE LAST WORD  

Whew!  Did you get all that?  

We are truly thrilled to have you on board, and we believe our team will be better 
because you are on it.  
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Sample Complaint Form 

Victim’s Name: _______________________________________ Date: __________________ 
 
Recipient’s Name:_____________________________________ Date: _________________ 
 
Date of the event: ____________________ Time: _______________ 
 
Location of the event: _______________________ 
 
Witnesses to the event (list all persons involved, even if indirectly involved): 

____________________________________________________________________________

____________________________________________________________________________

______________________________________________________________________ 

Description of the event: 

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________
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____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________________________

____________________________________________________________ 

(space on the back for further description) 

I hereby testify that this is my full account of the event and feel satisfied by the information I 

have recorded above and on the back of this document. 

Signed:______________________________________ Date: ___________________ 

ACKNOWLEDGMENT 

I’ve received and read the SMCC Staff Handbook. I realize there may be authorized changes to 

the information, policies and benefits in the handbook from time to time. If I have further 

questions, I understand I should ask my manager or the Administrative Director. 

I also understand and agree that this handbook is not a contract or legal document. I joined 

the staff at SMCC voluntarily, and understand there is no specified length to my employment. I 

understand my employment is “at-will” as outlined in this handbook. 

Finally, I understand that benefits provided in this handbook may be reduced or eliminated, 

especially during times of change to the financial status of SMCC.  

I voluntarily agree to serve on this staff team based on the guidelines included in this 

handbook. 

 

STAFF MEMBER’S NAME (printed): 
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STAFF MEMBER’S SIGNATURE: 

 

 

 

DATE: 

 

 

This page is to be turned in to your manager and will become a part of your personnel file. 
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