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Purpose of This Handbook

This Handbook has been prepared to acquaint you with Life Source Church and to give you a ready reference to answer most of your questions regarding your employment. We intend for this Handbook to offer two-way communication: what you can expect from us, and what we expect from you. However, the contents of this Handbook constitute only a summary of the employee benefits, personnel policies, and employment regulations in effect at the time of publication.

This Handbook supersedes all previous handbooks, policies and practices, which are in any
way inconsistent with the contents of this Handbook. Any changes made to this Handbook will be communicated in writing. 

Finally, this Handbook should not be construed as creating any kind of "employment contract," since Life Source Church reserves the right to add, change or delete policies as it deems appropriate.

This Handbook does not alter the “at-will” nature of your employment. You have the right to terminate your employment at any time, with or without cause with proper notice, and Life Source Church has the same right.
























I) What We Believe


The Church of God believes the whole Bible to be completely and equally inspired and that it is the written Word of God. 

The Church of God has adopted the following Declaration of Faith as its standard and official expression of its doctrine.
\

In the verbal inspiration of the Bible
\

In one God eternally existing in three persons; namely, the Father, Son, and Holy Ghost.
\

That Jesus Christ is the only begotten Son of the Father, conceived of the Holy Ghost, and born of the Virgin Mary. 

That Jesus was crucified, buried, and raised from the dead. That He ascended to heaven and is today at the right hand of the Father as the Intercessor.
\

That all have sinned and come short of the glory of God and that repentance is commanded of God for all and necessary for forgiveness of sins.
\

That justification, regeneration, and the new birth are wrought by faith in the blood of Jesus Christ.
\

In sanctification subsequent to the new birth, through faith in the blood of Christ; through the Word, and by the Holy Ghost.
\

Holiness to be God’s standard of living for His people.
\

In the baptism with the Holy Ghost subsequent to a clean heart.
\

In speaking with other tongues as the Spirit gives utterance and that it is the initial evidence of the baptism of the Holy Ghost.
\

In water baptism by immersion, and all who repent should be baptized in the name of the Father, and of the Son, and of the Holy Ghost.
\

Divine healing is provided for all in the atonement.
\

In the Lord’s Supper and washing of the saints’ feet.



\

In the premillennial second coming of Jesus. First, to resurrect the righteous dead and to catch away the living saints to Him in the air. Second, to reign on the earth a thousand years.
\

In the bodily resurrection; eternal life for the righteous, and eternal punishment for the wicked.








































Statement of Marriage

We believe that because God our Creator established marriage as a sacred institution between one man and one woman, the idea that marriage is a covenant only between one man and one woman has been the traditional definition of marriage for all of human history ("Traditional Definition of Marriage"). Because of the longstanding importance of the Traditional Definition of Marriage to humans and their relationship and communities, and, most importantly, the fact that God has ordained that marriage be between one man and one woman, as clearly conveyed in God's inerrant Scriptures, including for example in Matthew 19:4-6 where in speaking about marriage Jesus referred to the fact that "He which made them at the beginning made them male and female", the Church hereby creates this policy, which shall be known as the "Marriage Policy".

Under this Church’s Marriage Policy, the Traditional Definition of Marriage is the only definition of marriage that will be recognized or accepted. No elder, officer, employee, servant, agent, or any person, corporation, organization, or entity under the direction or control of this Church; shall commit any act or omission, or make any decision whatsoever, that would be inconsistent with, or that could be perceived by any person to be inconsistent with, full support of this Church's Marriage Policy and strict adherence to the Traditional Definition of Marriage rather than any alternative to the Traditional Definition of Marriage.
This Church's Marriage Policy specifically prohibits acts or omissions, including but not limited to, permitting any Church assets or property, whether real property, personal property, intangible property, or any property or asset of any kind that is subject to the direction or control of the Church, to be used in any manner that would be or could be perceived by any person to be inconsistent with this Church's Marriage Policy or the Traditional Definition of Marriage, including but not limited to, permitting any church facilities to be used by any person, organization, corporation, or group that would or might use such facilities to convey, intentionally or by implication, what might be perceived as a favorable impression about any definition of marriage other than the Traditional Definition of Marriage.

We believe this Church's Marriage Policy is based upon God's Will for human life as conveyed to us through the Holy Scriptures, upon which this Church has been founded and anchored, and this Marriage Policy shall not be subject to change through popular vote; referendum prevailing opinion of church members or the general public influence of or interpretation by any government authority, agency, or official action or legal developments on the local, state, or federal level.







II.	EMPLOYMENT INFORMATION 
A.        Employment At will Agreement
Employment at Life Source Church is voluntarily entered into and is "at will" with the mutual consent of you and the Church. Consequently, as an employee, you are free to resign at will at any time, with or without cause. Similarly, the Church has the right to terminate the employment relationship at any time, with or without cause with advance notice, so long as there is no violation of Federal or State law.

This employment at will agreement constitutes the entire agreement between you and the Church on the subject of termination. Although other Church policies and procedures may change from time-to-time, this employment at will agreement will remain in effect throughout your employment with the Church. 
The Church's employment guidelines in this Handbook are intended only as a general guide to working for the Church and an explanation of its employment policies and procedures. 
B.	Equal Employment Opportunity (EEO)
Life Source Church's employment objective is to select personnel who meet high standards of faith, personality, character, education or experience who can carry on our work competently, have capacity for growth and who will become a vital part of our Church team. In order to provide equal employment opportunities (EEO) to all individuals, employment decisions at Life Source Church will be based on merit, qualifications, and abilities. The Church does not unlawfully discriminate in employment opportunities or practices on the basis of race, color, sex, national origin, age, disability or any other characteristic protected by law as it applies to churches. 
Note: As a Church, Life Source is permitted one exception under EEO (religion), under Federal and State law. Therefore, Life Source may require that all applicants for any available position profess faith and belief in the Christian religion or membership in our Church and attend this church on a regular basis as a condition of employment.
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C.	Disability Accommodation
The Americans with Disabilities Act (ADA) prohibits discrimination against individuals with physical or mental impairment. A non-exhaustive list of examples of such disabilities are: the blind, hearing impaired, those individuals confined to a wheelchair, or those with AIDS, cancer, heart disease, diabetes, mental retardation or learning disabilities. The Church will make reasonable accommodations for qualified individuals with known disabilities unless doing so would result in an undue hardship. This policy governs all aspects of employment, including candidate selection, job assignment, compensation, discipline, termination and access to benefits and training.
The Church is also committed to not discriminating against any qualified employees or applicants because they are related to or associated with a person with a disability. This policy is neither exhaustive nor exclusive. Life Source Church is committed to taking all other actions necessary to ensure equal employment opportunities for persons with disabilities in accordance with the ADA and all other applicable Federal, state and local laws.


D.        Employment Eligibility and Immigration Law Compliance
It is Church policy to comply with the immigration laws of the United States. Accordingly, Life Source Church is committed to employing only United States citizens and aliens who are authorized to work in the United States. Life Source Church does not unlawfully discriminate on the basis of citizenship or national origin.
In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of employment, must complete the Employment Eligibility Verification Form I-9 and present documentation acceptable under the Immigration and Naturalization Service regulations establishing identity and employment eligibility. The completed Form I-9 and corresponding documentation must be provided in order employment to start. 
E.	Employee Claims and Choice of Law   
Any claim or dispute between Life Source Church and an employee of Life Source must first be addressed and attempted to be settled internally. If an employee has a claim or grievance against the Church related to any of the laws, policies or procedures stated in this Employee Handbook, the employee must report the violation, claim or grievance to their supervisor or the Church Administrator as soon as possible. The Church will immediately investigate any complaint and take appropriate preventative and/or corrective action as the Church sees fit in its discretion. If the claim or grievance cannot be settled internally, the claim shall be settled by mediation/arbitration in Baltimore County MD in accordance with the then governing Rules of Procedure for Christian Conciliation of the Institute of Conciliation. In the event the Institute of Conciliation ceases to exist, arbitration shall be conducted according to the rules of the American Arbitration Association. Judgment upon an arbitration award may be entered in any court otherwise having jurisdiction. The employee and Life Source Church shall each bear their own individual costs related to any conciliation, mediation or arbitration proceeding. 
G.        Employee Classifications
Life Source Church's employment classifications are defined in this Handbook in order to clarify roles and responsibilities. The employment classifications do not necessarily dictate salary, denote the employee's tenure with Life Source Church, or guarantee employment for any specified period of time. Accordingly, the right to terminate the employment relationship at will at any time is retained by both the employee and the Church. If you are unsure of your employee classification, see your supervisor.
1.	Executive Staff 
The primary duties of the Executive staff consist of the management of multiple ministries and/or departments in their entirety or the management of the business enterprises of the Church as a whole. 
2.	Pastors
“Pastors” are those employees who oversee the care, growth and discipleship of the congregation. They report directly to a member of the Executive Staff. 


3.	Directors 
"Directors" are those employees who oversee and manage a specific department or ministry in its entirety and/or manage a group of employees, volunteers or members within a specific ministry or department.  Directors report to an Executive-level staff member.

4.            Support Staff
"Support Staff' includes employees who serve as receptionists, clerks, customer service representatives, administrative assistants, groundskeepers or maintenance employees, childcare workers, or other similar ministry or business support roles which report directly to Directors or the Executive Staff.
5.	Interns
"Interns" include any employee who works in a particular department or ministry while he or she is actively enrolled in high school, college, seminary or is working at Life Source Church as part of an apprenticeship or mentoring arrangement. Interns are not eligible for Life Source Church employee benefits.

H.	Probation Period
Each new employee will be hired as a "Probation Employee" at Life Source Church. During your Probation Period, you will have the opportunity to learn your new position and see whether you enjoy your employment at the Church. The Church will use this period to evaluate your performance and determine whether you are able to meet the job requirements and its expectations.
Probation Employees may participate in all Church benefit programs as of the first day of employment. The Probation Period for each new employee to the Executive Staff, Pastoral Staff or as a Director will be six (6) months in duration. The Probation Period for all new employees who are classified as Support Staff will be three (3) months in duration. 
During the designated Probation Period, the employee is referred to as a "Probation Employee." At the end of the Probation Period, the Probation Employee's performance will be reviewed by the employee's supervisor to determine whether continuation of employment with the Church is appropriate. If at any time during the Probation Period it becomes apparent that the Probation Employee is not suited for the job, or that the Probation Employee's performance does not meet the Church's minimum requirements, he or she may be released without prior notice. 
I.	Employment of Relatives
Family members of Life Source employees will receive the same consideration as any other applicant for a job opening, and will not be given preferential treatment in employment matters. The Church may require a related employee to transfer or resign, however, if there is a conflict of interest or problem of supervision or management that cannot be resolved. The Church's employment "at will" policy applies to all employees, including relatives, which permits the employee or the Church to end the employment relationship for any reason, at any time with proper notice.

III.  COMPENSATION

Pay Periods   

The workweek at Life Source Church is Monday through Sunday.  All Church employees are paid every week on Friday.  In the event that a regularly scheduled payday falls on a holiday, employees will receive pay the following weekday.  If a regularly scheduled payday falls during an employee’s vacation the employee’s paycheck will be available upon his or her return from vacation. An employee’s payroll or expense check cannot be released to anyone but the employee unless the employee provides written permission prior to the payday. Direct deposit is offered to all employees. 

Every effort will be made to avoid mistakes in the processing of paychecks.  Each employee is responsible for reviewing his or her paychecks each pay period to ensure that the amount of pay and any deductions are correct.  Should an error be discovered, the employee must immediately take the check to the Finance Department to be reviewed.  In the case of an error, a correction will be made on the next paycheck. 

Upon termination of employment, the Church has the option of providing the terminating employee his or her final paycheck on the employee’s last day of employment or mailing the final paycheck on the next scheduled payday. 
B.	Time Records
Federal and state laws require Life Source Church to keep accurate records of time worked by employees in order to calculate employee pay and benefits. Time worked is all the time actually spent on the job performing assigned duties. Each hourly employee is responsible for recording his or her hours of work on designated time sheets or by use of a computerized tracking system.
For hourly employees who must submit a time sheet, all time should be recorded on the time sheet to the nearest minute. The time worked or taken as sick leave, vacation or as a holiday should be recorded as it actually happens. Time in and time out for arrival to and departure from work, as well as for meal periods, must be properly recorded. 
The employee's supervisor must sign off on all time sheets.  For questions regarding time sheets, see the Finance Department.
No employee should ever sign a time sheet that is not accurate, or knowingly allow someone else to mark his or her time record. Altering, falsifying, or tampering with time records, or recording time on another employee's time record, may result in disciplinary action, up to and including termination of employment.






C.	Pay Deductions and Withholdings
1.	Mandatory Pay Deductions
With the exception of employees who are pastors, federal law requires that Life Source Church make certain deductions from every employee's compensation, such as applicable Federal income tax, Medicare tax, and Social Security tax. The amount of the deduction will be determined on the basis of earnings and number of dependents, according to the schedule prescribed by the Internal Revenue Service. The Church must deduct Social Security (FICA) tax on each employee's earnings (except in the case of pastors) up to a specified limit that is called the Social Security "wage base." The Church matches the amount of Social Security and Medicare taxes deducted from each employee. Social Security and Medicare are not deducted from pastors' pay, nor are they eligible for the matching program.
You must authorize any other deductions from your paycheck, such as deductions to a pension plan or for staff childcare expenses, in writing. The Church complies with applicable State and Federal laws regarding the garnishment and assignment of wages.
A statement of total annual earnings and tax withheld will be provided to each employee no later than January 31st of the year following the earning period. If you have any questions about your deductions, please talk to the Business Administrator or the Finance Department.
2.	Pay Deductions for Pastors/Ministers
Pastors are permitted by law to choose whether they desire to have federal income tax deducted from their paychecks or not. If a pastor chooses to pay his own taxes quarterly, that is his right. This method also puts the full liability for failure to pay the taxes on the pastor. If a pastor chooses to have Life Source Church deduct federal income tax from his paycheck, the pastor's Form W-4 will be used to determine the deduction amount.
Compensation for pastors is regulated by the Self-Employment Compensation Act. The law does not allow pastors the option of choosing to participate in the matching program for Social Security and Medicare taxes. If a minister desires to have tax deducted from his or her paycheck for self-employment tax, the minister must include the extra tax on his or her completed Form W-4. The tax will be deducted and reported as federal income tax withheld.
E.	Approved Flex Time
On occasion, a supervisor may determine that it is for the benefit of the Church for an employee to work some flex hours; i.e. work late one evening or work on Sunday morning and have equal hours off at another time during the week. All flex time arrangements must be approved by the employee's immediate supervisor. 



IV. EMPLOYEE HOLIDAYS AND LEAVES OF ABSENCE
A.	Paid Holidays
All full-time employees are entitled to paid holidays.  Employees are not paid in lieu of taking holidays.
1.          Holiday Policies 

All full-time employees are eligible to receive holiday pay. Persons classified as part-time are not eligible for holiday pay.
Employees will receive their regular rate of pay for each holiday.
In the event it is necessary for an employee to be absent the day before or the day after a holiday, the immediate supervisor must approve payment for the day.
The Church Administrator will be the final authority concerning the interpretation of this policy regarding eligibility for holiday pay.
If an employee terminates employment for any reason, he/she will not be eligible for holiday pay for any holidays that occur beyond the date of termination.
2.	Designated Holidays
Life Source Church observes the following holidays each year: 
New Year's Day
Good Friday
Memorial Day
Independence Day
Thanksgiving
Christmas Eve 
Christmas Day
Christmas Break (Office closed Christmas – New Year’s Day)
New Year's Eve Day  
Labor Day
These days are subject to change, at the discretion of the Church.  
3.	Policy When a Holiday Falls on a Weekend
Whenever a designated holiday falls on Saturday, the Friday before is considered the Church holiday. For a holiday that falls on a Sunday, the following Monday is considered the holiday. If Christmas Eve and Christmas day should fall on Saturday and Sunday, the holidays would be observed on the Friday before Christmas and the following Monday. If in a given year Christmas Eve falls on a Friday and Christmas falls on a Saturday, Life Source Church management will independently determine which days will be observed as paid holidays at their discretion.
4.	Make-Up Holidays   
If an employee is scheduled to work over a holiday, such as for the Church's Christmas Eve worship service, the employee will be given a compensatory day off of work. The church has specials services on holidays such as Good Friday, Easter, Christmas Eve, New Years Eve and Christmas (if it occurs on a Sunday), and it is critical for all staff to be present and ready to serve the congregation. Compensatory days off for the staff will be scheduled by the Church Administrator.
B.     Vacation Time
All full-time staff will be entitled to one week of vacation with pay after a (12) twelve-month time period from the initial date of employment. Two weeks of vacation with pay will be earned after a (24) twenty-four month time period from the initial date of employment. Full-time staff will be entitled to three weeks of vacation with pay after ten years of full-time ministry. Vacation time will not accumulate and if not taken within the year, will be lost.


1.           Scheduling Vacation
Employees may take their vacation in units from one-half day to the total number of days posted to their account in a given calendar year. Vacations must be scheduled and approved by the employee's immediate supervisor early enough during the year to ensure that: (1) arrangements can be made to meet the demands of the particular job, and (2) the employee has adequate time to schedule and take all eligible vacation time.
When two or more employees who work in the same departmental area request the same period of time for vacation, seniority of service and departmental needs will be considered when granting authorization. To request vacation time, each employee must complete a Leave Request Form, which can be obtained from the Church Office.  The employee is responsible for ensuring that his/her supervisor signed the Leave Request Form. Unauthorized leave will not be tolerated, and taking unauthorized leave may result in a written warning being placed in your personnel file or other disciplinary measures, up to and including the termination of employment.
2.	Keeping Track of Vacation Balances
Employees are tasked with keeping track of how many days they have used within a given year so that they will know their available balance. These logs are tracked in an app.
3.	 Unused Vacation
Unused vacation not taken by the end of a calendar year may not be carried over to the next calendar year and will be forfeited. Employees may not receive cash payment in lieu of taking vacation time during their employment with the church.
C.        Sick Leave
1.	Availability and Use of Sick Leave
All full-time employees of Life Source Church are given 7 (seven) Sick Leave days during each calendar year. Sick leave days may be used for personal business such as a personal emergency, care of a sick family member, doctor appointments, dental appointments, eye exams, closing on a mortgage, etc..

Sick Leave will be counted in one-half day increments when used. An absence that is four hours or more will be counted as a full day of Sick Leave. If an employee is out of the office for less than four hours in a given business day, the employee has the option of making up the time within the same business day, or using a half day of Sick Leave. All arrangements to "make up" an absence of four hours or less must be approved by the employee's supervisor. 
2.	Reporting and Approval of Sick Leave
The employee is responsible for notifying his/her immediate supervisor whenever he/she unable to report to work due to illness, injury or some other personal emergency not later than 30 minutes after the normal starting time. Upon return to work, the employee must complete a "Leave Request Form" for his/her supervisor's signature. 
If the absence is due to an emergency and the nature of the circumstances is such that the    employee's supervisor cannot be contacted in advance, the employee must notify his/her supervisor as soon as possible, but no later than 24 hours after the start of the absence. If you have been absent for two consecutive scheduled workdays and have not reported your absence, you will be considered to have voluntarily terminated.
D.        Paid Maternity Leave and Extended Sick Leave  
After one year of employment, a full-time female Church employee is eligible for up to six weeks (30 days) of paid maternity leave for the care of a newborn child, including a newborn child who has been adopted. Maternity leave beyond the 30-day period will be considered unpaid leave in accordance with the Family Medical Leave Act (FMLA). Male employees are not eligible to use Extended Six Leave for paternity leave; however, male employees are eligible for unpaid paternity leave in accordance with the FMLA.  An employee must be employed by Life Source Church for at least one year (12 months) in order to qualify for FMLA leave. 
After one year of employment, full time employees are eligible for up to six weeks (30 days) of paid Extended Sick Leave per year for a serious accident or necessary surgery. 
Pay for Extended Sick Leave is not granted upon termination of employment, nor is an employee paid for extended leave for any reason other than an extended illness, serious accident, necessary surgery of a non-cosmetic nature or maternity leave. A doctor’s note will be required.
E.	Bereavement Leave for Death in the Family 
Should a death in the immediate family of an employee occur, the employee will be allowed up to three days paid bereavement leave for a funeral in town and four days bereavement leave for an out-of-town funeral. An employee's "immediate family" will include the following relations:

Husband or wife 
Son or daughter 
Mother or father 
Grandparents or Grandchildren  
Mother-in-Law or Father-in-Law 
Sister-in-Law or Bother-in-Law

Paid leave may be granted for the loss of extended family members but is limited to the workday coinciding with the funeral day. Additional leave may be authorized depending upon your needs and family obligations but must be authorized by the Church Administrator. For additional time off from work or leaves of absence for bereavement of an employee's extended family beyond aunts, uncles and first cousins, the employee must use available Sick Leave, Vacation, compensatory time or unpaid leave.


Upon returning to work, the employee must complete a "Leave Request Form" to be signed by the employee's supervisor.

F.	Unpaid Personal Leave and the Family Medical Leave Act (FMLA)
1.	Requests for Family Leave
In recognition of the fact that personal and/or family health obligations may arise which may require the extended absence from work of an employee, the Church will grant leave to regular, full-time employees who have been employed at least one year (12 full months) pursuant to the Federal Family and Medical Leave Act (FMLA). Generally, FMLA leave is unpaid. All requests for family leave should be arranged with your immediate supervisor.
2.            Jury Duty  
It is the policy of Life Source Church to encourage employees to perform their civic duties.  If you are summon and selected for jury duty, you will be granted paid leave for up to 15 working days in order to comply with the summons.  Jury duty extending beyond 15 working days will be treated as unpaid leave of absence with full continuation of benefits.  You must report to work on any day, or part of day (4 hours or longer), that you are excused from duty.
When called for jury duty, it is necessary that you bring the jury subpoena and make arrangements with your immediate supervisor prior to the actual time off for jury duty. You must complete a Leave Request Form.
3.	Personal Court Business
Personal Court business is defined as a personal obligation to fulfill a legal commitment other than Church business or state or federal jury duty. You must use your Vacation or Sick Leave time and/or take time off without pay for leave for Personal Court Business.
4.	Military Leave
If you are a member of the National Guard or Military Reserve, you will be provided with up to two weeks of leave for your annual military training commitments. This two-week period will be treated as an unpaid leave of absence with full continuation of benefits. You may use your earned Sick Leave or Vacation if you prefer. Your supervisor must be notified in writing of your training commitments as early as possible in advance of your Military Leave.
5.        Other Unpaid Leaves
Life Source Church believes that the Church provides ample leave for most situations in which employees may need time off. The Church recognizes, however, that other unusual circumstances not covered by our leave policies may arise. 

Therefore, while leaves other than those specifically described in this Handbook are generally discouraged, the Church Administrator will review special requests for unpaid leave for reasons other than those discussed in this Handbook on a case-by-case basis. Whether the Church grants or denies a request for leave will be within the Church's sole discretion. We encourage our employees to use their earned Sick Leave and Vacation time carefully. An excessive number of absences without leave or docked time may lead to disciplinary actions which could result in termination.

6.       Absence Due to Inclement Weather
Employees should listen to local television and/or radio stations in order to determine if area roads are closed due to inclement weather. Employees should call their supervisor to learn if the Church offices will be closed when the weather is bad and the roads are icy. If the Church officially closes the office, employees will be paid for the day.

V.     JOB DUTIES AND PERSONNEL STATUS
A.        Reference Checking Policy and Employment Information Requests
To ensure that employees hired by Life Source Church are well-qualified and have the potential to be responsible, productive and successful in the completion of their job duties, it is the policy of the Church to check the employment references of all applicants. 
Regarding outside inquiries concerning a particular employee or former employee, Life Source Church will not provide any employee information in response a reference request other than confirmation of the name, job title, employment date and date of separation. Additional information concerning an employee will be provided only if pursuant to federal or state law, a valid court order or the employee/former employee's written request. Telephone inquiries for information other than the individual's name, job title, employment date and date of separation will not be answered. 
B.	Employment and Personnel Records
A confidential personnel file for each employee is maintained by the Church. Any information contained in your personnel file is only shared with the Executive Staff who need to know it contents in the context of normal business operations. 
It is important that up-to-date records be maintained for employment and benefits administration purposes. Therefore, you are required to notify the Finance Department immediately if there is a change in your employment status or in personnel profile information such as marital status, legal name, number of dependents, address, telephone number, emergency contact, beneficiary or withholding information.
C.        Annual Performance Evaluations
It is the policy of the Church to conduct regular, periodic Performance Evaluations for employees. The performance of a new employee is reviewed by the employee's supervisors after satisfactory completion of the Probation Period in order to determine whether continued employment with the Church is appropriate. Thereafter, performance of full-time employees are reviewed periodically. The implementation of employee reviews is at the sole discretion of the Church.
Performance Evaluations are designed to present a concise summary of the employee's job performance, accomplishments, strengths, character and developmental priorities for review by management. During Performance Evaluations, each employee's merits are considered on an individual basis.
Life Source Church does not offer "automatic" pay raises based upon tenure or performance, and wage increases may or may not be implemented in a given year. Rather, it is the economic climate, the Church's financial stability and the employee's attitude, productivity and level of responsibility, length of employment, overall contribution to the Church and willingness to go the "extra mile" which dictates salary increases.
D.	Promotion, Demotion and Transfer
It is the policy of Life Source Church to give qualified Church employees preference over others when filling job openings within the Church. Qualified church employees, who have expressed an interest in a job opening, may be given consideration before selecting an outside candidate. If you are interested in a particular job position and meet the established criteria, you should notify your supervisor. However, because of the specialized experience, skills and educational requirements of certain positions, promotions or transfers from within the Church are not always possible.
An employee's past performance, experience, attitude, qualifications and proven potential are important factors that will be considered when making promotion and transfer decisions. The Church reserves the right to promote, transfer and demote employees, at its sole discretion, with or without cause or advance notice. 
 F.       Termination of Employment
1.	Reasons for Employment Termination
Termination of the employment relationship is inevitable within any organization, and there are many reasons for employment termination. Below are examples of some of the most common circumstances under which the employment relationship may be terminated:
Resignation - Voluntary employment termination initiated by an employee. Discharge - Involuntary employment termination initiated by the Church.
Layoff – Involuntary employment termination for non-disciplinary reasons.
Retirement - Voluntary employment termination initiated by the employee for retirement from the organization.
2.        Voluntary Resignation or Retirement
Since employment with Life Source Church is based on mutual consent, both the employee and the Church have the right to terminate employment at will, with or without cause, at any time. If you are voluntarily terminating your employment with the Church, you are asked to give written notice at least two weeks before your last day of active employment to your supervisor. The notice should include the reason for the resignation and the date. You are also responsible for scheduling an exit interview with your supervisor for returning all Church property before your separation.


3.	Discharge
Because the employment relationship is at will, Life Source Church may discharge an employee at any time with or without cause. However, some of the situations that can result in discharge include the following:
Misconduct such as insubordination, fraud or dishonesty, intoxication, substance abuse, theft, falsifying records, intentional waste, harassment, violent or inappropriate behavior, violation of Church policies, excessive negativity, etc.
Performance-related reasons such as inefficiency, high rate of error, poor quality or quantity of work, lack of cooperation, frequent non-excused absences, habitual tardiness, excessive leave, leaving work before quitting time or without your supervisor's permission. Any employee who fails to report for work or call in for (2) days in a row will be deemed to have abandoned their job and may be terminated.
4.	Layoffs
If conditions ever demand that a reduction be made in the staff of Life Source Church, the order in which employees are released will be determined by a variety of factors, including the employee's length of service, past performance, special skills, qualifications for work and flexibility. 
VI. WORK ENVIRONMENT AND EMPLOYEE RESPONSIBILITIES
A.        Work Philosophy
Life Source Church realizes that its level of success and future growth depend directly upon the contributions made by each staff member. Life Source also understands that productivity and efficiency is directly tied to employee job satisfaction and each employee's commitment to his or her own individual self-development. Life Source strives to provide its employees an atmosphere where each employee has the opportunity to experience the pleasure of working; the strength of knowledge; the influence of dependability; the power of truth; the obligation of duty; the wisdom of character; the growth of integrity and the satisfaction of accomplishment.
To this end, Life Source believes it is essential that the following resolutions be an active part of both your professional and daily life:
To do the right thing because it is the right thing to do.
To recognize that every adversity carries with it the seed of an equivalent or greater benefit.
To strive for self-development as a Christ-follower, employee and citizen.
To treat everyone with love and respect.
To cultivate the characteristics of loyalty, initiative, efficiency, integrity, honesty, cooperation,
dedication, courtesy and pride in one's work and one's self.
B.        Open Employee Communication
Life Source Church will make every effort to maintain a working environment that will enable employees to relate to the successful operations of the Church by encouraging Church employees to share opinions, express ideas and make suggestions. Creativity and the exchange of ideas within our Church is critical. 
Your thoughts concerning ways of increasing productivity or improving the quality of our work, safety and other related matters are encouraged.
C.	Policy Against Harassment
Life Source Church will not tolerate sexual harassment, or any other type of harassment due to some characteristic of another, such as their race, nationality, disability, religion, etc. The church maintains a zero-tolerance policy in this area. A violation will result in termination of employment.
D.	Church Communications Systems - Acceptable Use and Electronic Monitoring Policy
1.	Use of Church Telephone Systems
(a)	Professional Behavior When Using the Telephone 
Life Source Church strives for effective communication and a friendly work environment. Therefore, all employees are expected to exhibit courteous, professional behavior when addressing others on the telephone. Please use the approved greeting and speak in a clear manner. Confirm information received from the caller and hang up only after the caller has done so. 
(b)	Personal Calls
From time to time, it may be necessary for employees to make and receive personal calls on Church telephones. Life Source Church does not wish to prevent employees from taking care of necessary personal business that cannot be completed outside office hours. However, these calls should be made before/after working hours or during the lunch hour whenever possible or limited to approximately five minutes in length. No personal long-distance calls are made on a church phone. 
2.    Use of Church Mail and Postal Systems
Mail/Postage machines are provided in the Church Office for business use only. Mailing an employee's personal mail using the Church postage meters is not permitted. 
3.    Use of Church Computers and Software
(a)	Church Ownership of Computer Systems and Electronic Media
Computers and all computer equipment, including software, operating systems and storage media are the exclusive property of Life Source Church. These systems are to be used for business purposes in serving the interests of the Church and to help facilitate the needs of our ministry.
(b)	 No Personal Privacy Interest in the Use Church Computer Network Systems
Limited personal use of Church computers, email and the Internet is permitted. However, employees are reminded that any and all Life Source Church property is primarily for business use. Employees are responsible for exercising good judgment regarding the reasonableness of personal use of the Church computer systems. 

(c)	Electronic Media Monitoring Policy
To ensure compliance with the Church's policies and for security and network maintenance purposes, the Church retains the right to monitor all computers. Therefore, authorized individuals within the Church may monitor equipment, systems and network traffic at any time, with or without notice. 
This means that the Church has the right to examine, audit, intercept, access and disclose email, personal file directories and other business or personal information created, stored, sent or received on Church computers.
(d)	Use of Church Software
The Church provides various types of software for employee use for business applications. In order to maintain the appropriate number of software copyright licenses required by copyright law, only the IT Department may authorize the addition of software to the computer system and to individual computers. 
(e) Computer Configuration and Computer Passwords
Only those individuals authorized by the IT Department may change the computer configuration of an employee's computer. Employees and all users of Church computer systems are expected to respect password protected information and not gain access, or attempt to gain access, to information protected in this way. When it is suspected that password protection has been compromised, report the issue to the IT Department.

(f) Computer Use and Church Confidential Information
Life Source employees are required to maintain the confidentiality of Church communications and materials. The Church's computers may not be used to disclose any confidential information to unauthorized third parties. Unauthorized messages or discussion regarding the Church's business, employees or members of the Church is strictly prohibited.

All computers should be secured with a password-protected screensaver with the automatic activation feature set at 5 minutes or less. If your computer workstation does not have this feature, alert the IT Department for assistance.

When you leave your office your computer must log out of your computer and lock your office door. As a church we have the responsibility to protect the privacy of our congregants and all church related information.
4.       Use of the Internet
(a)	Personal Use of the Internet Through the Church Network Systems
Limited personal use of the Internet is allowed, as long as the privilege is not abused or used in any way which is contrary to our Church policies. Please keep in mind that use of any and all Church property, including the Internet through our network system, is the exclusive property of Life Source Church and should be used primarily for Church business. 
(b) Prohibited Use 
The Church's computers may not be used to access or transmit inappropriate material, such as material that is defamatory, discriminatory, threatening, profane, slanderous or otherwise offensive. This restriction includes: documents, messages, jokes, images, cartoons, games and software. 


5.       Use of Church Email
(a)	Email Communications
Email accounts are provided to the Church staff  for usage related to church business usage. 



 
(b)	Quality of Email Messages
Every form of communication Life Source employees have with the public or with other Life Source employees should be of the highest possible quality. Remember that communications sent over the Church email system reflect on the Church's reputation. Consequently, employees are expected to pay close attention to any electronic mail ("email") message sent internally or externally. Email messages sent externally should receive the same attention to detail as a professional letter. All email transmissions are to be made in a professional and accurate manner, including grammar and spelling checks before transmission.
(c)	Reliability of Emails
Employees are also reminded that they should not assume their emails are being received by the recipient.  Employees should check on a recipient's receipt of emails by other means if they do not receive confirmation within a reasonable time. It may be necessary to send time-critical information by other means in addition to email 
(d)	Urgency of Communications
Employees need to check their email account regularly and respond to messages received in a timely manner. Not responding to an email gives the perception to the sender that they aren’t important to you.
(e) Use of Email Distribution Lists to "All LSC Users"
Email distribution lists are provided for our employee's convenience when sending out Church business-related emails or Church announcements to all users or certain categories of users. These mass email distribution lists should never be used to forward e-invitations, jokes, chain letters, political or religious statements, personal announcements, or anything of a personal, rather than business, nature. 
E.	Conflicts of Interest
All employees of Life Source Church have the responsibility to protect the assets of the Church. The highest standard of business ethics requires that every employee conduct himself and his affairs in a manner that will avoid any conflict with the Church's interests. As an employee of the Church, you must agree to refrain from using your influence as an employee to receive personal gain. Further, you must make certain that all transactions with the Church involving financial gain to yourself or your relatives are arms-length transactions. Each employee must agree to notify the Church of any relationships. Any questions pertaining to a potential conflict of interest should be reported to the Church Administrator.
F.        Confidential Information and Protocols
As an employee of Life Source Church, you will be exposed to confidential information or materials daily. It is important that any information which you may read, hear or see be kept confidential from others, except from other Church employees on a need-to-know basis during the course of normal Church business operations. You have a duty to refrain from disclosing confidential information during the course of your employment.
If it is discovered that any employee has improperly used confidential information or has discussed or provided any confidential matters to someone who is not a Church employee, that employee will be subject to disciplinary action, up to and including immediate termination of employment.

To ensure that sensitive information remains confidential, you are reminded to:
Clear your desk of all Church business-related paperwork when you leave work;
Lock sensitive documents in desks or files cabinets in accordance with proper departmental procedures;
Control access to file cabinets;
Control access to offices or rooms that contain sensitive information; and
Ensure that discussions of a confidential nature are not conducted in public areas or in front of other employees who do not need to know the confidential information in order to successfully complete their job functions.
If you are unsure as to what constitutes confidential information, please see your immediate supervisor and/or the Church Administrative.
G.        Your Safety, Security and Reporting of Accidents and Incidents
1.	Security Rules and Procedures
Due to the size of our Church campus and the need to protect the safety of our members, employees and property, Life Source Church must implement and enforce important security measures. All Life Source employees are responsible for learning and following the Life Source Church Security Procedures. Any employee found to be violating security procedures will be subject to discipline, up to and including immediate termination. Any concerns, suspicions or potential breaches in security should immediately be reported to your supervisor and/or the Church Administrator
 (a) Access to Buildings
The Administration will assign each employee a key or an electronic security access key card that will allow access to certain buildings during specified hours according to the employee's needs and job description. Each employee's access needs must be arranged by the employee's supervisor and the Church Administrator.

 (b) Access-Controlled Doors and Security Alarm
As a security measure, a security alarm and monitoring system has been installed in all of the buildings on the Life Source Church campus. Access keys are issued by the Church Administrator.
During the weekdays and during non-public times, the doors must remain locked. During Church functions, Security will unlock the appropriate doors to provide access to the public. If you find that this is not happening, please call the Church Administrator. If you are issued an alarm code used to set and disarm any of the security systems, the codes are for your work-related use only. Likewise, access keys are assigned to you for your work-related use only. Do not tell anyone your access code or let anyone use your access keys. You will be held directly responsible for any problems or incidents that directly relate to your negligence or misuse of your alarm code or keys.
Protecting the security of our Church campus is everyone's responsibility. Immediately report any potential compromise of security alarm codes or the loss of keys or key cards to the Church Administrator. When using your keys or key card to obtain access to areas which are not open to the public, do not let anyone who is not permitted into the building. 
(c)	Photographs and Video
Visitors of Life Source Church will not be allowed to use photography equipment on the Life Source Campus without written approval from the Church Administrator. If a visitor does not produce written documentation of such approval, Security must ask the visitor to leave the premises. Photography and video will be allowed during certain special worship services (such as Baptism, Child Dedication, etc.). 
(d)	Strangers on Campus
A safe and secure Church campus is every employee's responsibility. Please immediately report any strangers or suspicious persons found wondering around campus during workdays or non-event times.
 (e) Parking and Deliveries   
No vehicles are to be parked or left unattended in front of the Life Source Church Main Building, for any purpose or for any amount of time. Violations of this policy could result in your vehicle being towed away at your cost.

Location of Deliveries. All deliveries must go to the Church Office Entrance. 
Special Arrangements for Direct Access. If a delivery or construction person absolutely requires direct access to the Main Building, you must make advance arrangements so that a staff employee can be present and allow access.
Weekend Deliveries. On weekends, if a service provider or vendor (such as a caterer, print courier, etc.) needs to make a delivery, you must make prior arrangements so that a staff employee can be present and allow access.
Overnight Parking. There is no overnight parking on the Church campus without prior authorization from Security. If you must leave your vehicle overnight, please contact the Security Department to make parking arrangements.
 (f) Medical Emergencies
If you have a medical emergency during the workday, Monday through Friday, church worship services or event, please make these calls to report the emergency in the following order:
.    Call 911 and report the emergency and the location of the emergency
.    Call the church office 

It is imperative that you call 911 to get help started on its way.  If possible, have one person stay with the individual experiencing the medical emergency and send someone else out of the building to flag down the emergency response vehicle. Life Source Church has a large church campus and sometimes it hard for an emergency response team to locate a particular building quickly.
2.	Life Source Church Evacuation Plan
When an alarm sounds, you must leave the Church premises at once by the safest, shortest route, unless you have emergency response duties that require otherwise. Do not try to complete what you are doing, perform any additional Church operations or try to save anything. After leaving the premises, you must move away from the exit doors and avoid congregating in any area where it may hamper emergency operations. 
Everyone on the premises must be familiar with our emergency escape routes, and must use them when an emergency occurs. They are well marked in full compliance with applicable regulations. They are prominently posted throughout the facility. There are no less than two emergency escape routes from every workstation. Once the evacuation is complete, all employees must be accounted for. Each supervisor is responsible for or obtaining a head count of all employees in his unit as soon as an evacuation occurs.
H.        Alcohol, Drugs and Controlled Substances
1.	Drug Free Workplace Policy Overview
Life Source Church maintains a drug and alcohol-free work environment. The Church has adopted the following policies with regard to the use, possession, transfer and sale of drugs or alcohol by its employees.
2.	Drug and Alcohol Screening Policy
Life Source Church believes that the interests of the Church, our members and our employees are best served by ensuring that our workplace remains completely free from users and abusers of alcohol and drugs. Therefore, Life Source may conduct pre-employment or post-employment screening practices designed to prevent hiring individuals who use illegal drugs or individuals whose use of legal drugs or alcohol indicates a potential for impaired or unsafe job performance.
3.	Use, Possession, Transfer or Sale of Drugs or Alcohol
       (a)	Illegal Drugs
The use, possession, transfer or sale of an illegal drug by an employee of the Church is strictly prohibited. Being under the influence of an illegal drug is also prohibited. The term "illegal drug" means any drug that is: (a) not legally obtainable without a prescription, or (b) legally obtainable but has not been legally obtained. The term, therefore, includes, but is not limited to, the non-prescribed use of marijuana, cocaine, narcotics, opiates, opium derivatives, hallucinogenic substances, inhalants and any other substances that have either a stimulant or depressant effect on the central nervous system such as amphetamines or barbiturates. 

The term "under the influence" for the purpose of this policy is defined as being unable to perform work in a safe or productive manner, and/or being in a physical or mental condition which creates a risk to the safety and well-being of the affected employee, other co-workers, the public or Church property. Any employee who violates this policy is subject to discipline, including immediate discharge.
(b)	Alcohol
Employees of Life Source Church are asked to abstain from the use of all alcoholic beverages. Consumption or possession of alcohol on Church premises is strictly prohibited. Being under the influence of alcohol while engaged in the performance of Church business, on Church property or in Church vehicles is also strictly prohibited. If an employee is found to be under the influence of alcohol or to have consumed or possessed alcoholic beverages on the Church campus grounds, while using Church property or while attending a Church function, the employee will be subject to discipline, including immediate discharge.



(c)	Drug and Alcohol Screening
The Church may require a blood test, urinalysis or other drug/alcohol screening of employees at random (either at the staff-wide or departmental level or individually) or those employees suspected of using or being under the influence of a drug or alcohol or where circumstances or workplace conditions otherwise justify the drug and alcohol screening. An employee's consent to submit to such testing is required as a condition of employment. During your employee orientation process, you will be asked to sign an acknowledgement stating that you understand Life Source Church's drug and alcohol policies. You will also be asked to sign an authorization to submit to a drug or alcohol urine screen if asked to do so. These signed authorization forms will be kept in your personnel records. If an employee refuses to consent to such drug and alcohol testing, it is grounds for immediate discharge.
I.	Workplace Violence and Weapons in the Workplace
The safety and security of Church personnel, members and visitors is of vital importance. Life Source Church will use its best efforts to provide a workplace free from acts or threats of violence. Acts or threats of physical violence, including intimidation, harassment or coercion, will not be tolerated. 
Weapons of all types are prohibited in the workplace, including, but not limited to: handguns, rifles, shotguns, explosive weapons, machine guns, short-barrel firearms, silencers, knives, switchblade knives, knuckles, zip guns, black jacks, night sticks, mace and clubs. Employees found to be in possession of such weapons are subject to immediate termination of employment and possible criminal prosecution.
The Church reserves the right, in its discretion and as dictated by the circumstances, to conduct reasonable searches of an employee's property or work area if there is a valid suspicion that the employee is in possession of a weapon while on the Church campus or while attending a Church function. Any employee who refuses to consent to a reasonable search of his or her property or work area will be subject to discipline, up to and including termination. 
J.	Smoking Policy   
Life Source Church has established a completely smoke-free environment. Therefore, the smoking of cigarettes, cigars or pipes is not permitted anywhere on the Church campus, including public areas such as hallways, restrooms, elevators, conference rooms, service/reception areas, or the Church grounds. Life Source Church's non-smoking policy applies equally to all employees, members, vendors, salespersons or visitors. Any employee who fails to comply with this non-smoking policy will be subject to disciplinary action.
K.        Office Hours and Meal Times
Since Church operations are conducted on weekends as well as weekdays, office hours will not be the same for all employees. Many employees will work weekend hours and may have a day off during the week. Full time employees shall work at least 40 hours per week. If an employee works less than 40 hours per week or 2080 hours per year, the employee will be considered part time. Office hours for most employees are from 9:00 a.m. until 5:00 p.m. daily, five days per week, with one hour off for lunch. 


L.        Office Attendance
It is important that Life Source Church employees work their assigned schedules as consistently as possible. Therefore, you should be conscientious about your punctuality and attendance. If you are unable to timely report to work for any reason, you must contact your supervisor and/or the Church Administrator within 30 minutes of your normal starting time to inform him/her that you will not be in attendance due to illness or unavoidable emergency. It is your responsibility to keep the Church informed of your status daily during a short-term absence. Upon returning to work, it is your responsibility to complete a "Leave Request Form." The completed form must be turned into your supervisor for his/her signature and then forwarded to Human Resources for your personnel records.



M.       Church Attendance 

All full time and part time staff are expected to attend the regular weekly services.  Arriving early and leaving after most of the people have left should be the norm.  
Two absences from the Sunday service will be permitted per year.  This does not include vacation time.  Any absence must be pre-approved by the Lead Pastor and/or The Church Administrator at least two weeks in advance.  Staff must ensure that responsibilities are taken care of one week in advance of any absence. 

N.  Business Expense Reporting and Reimbursement
The IRS requires the Church to follow certain regulations regarding business expenses in order to maintain our nonprofit, tax-exempt.  For this purpose, all employees are expected to cooperate with the finance department in maintaining accurate financial records.  If an employee submits any expenses for reimbursement that the Finance Department considers to be disallowable under IRS regulations, the request for reimbursement will be denied. Therefore, employees are encouraged to become familiar with the rules and regulations and be reasonable with their spending.  Blatantly excessive spending and abuse of business expenses will not be tolerated. 
Prior approval is required before any business expense submitted for reimbursement.



1.       Business Expense Reporting Procedure:

Life Source Church will reimburse an employee for an actual business expense in the amount equal to 100% of the business expenditure if:
The expense is a “bona fide business expense” 
If the expense is for entertainment, meals, travel or transportation, the expense is “ordinary and necessary” to our Church’s business
The business expense is reasonable
The employee provides adequate substantiation of his/her expenditure, and
Receipts are provided for reimbursement within a reasonable period of time (no more than 60 days after the date of the expenditure).
Substantiated business expenses will be reimbursed in the form of a check that will be paid separately from other funds such as wages, paid to employees.  According to the IRS code, the amounts will not be included in the employee’s income and will not be subject to income tax or the social security tax.            
Entertainment, meals, travel and local transportation expenses are common expenditures for all businesses, as well as nonprofit organizations and churches. For example, ministers and employees must attend church conventions and workshops, lodging and meals must be provided for guest speakers and performers, and current and potential business associates may need to be entertained in order to maintain beneficial relations. The Internal Revenue Service ("IRS") regards these costs as "bona fide business expenses" as long as they are "ordinary and necessary" to the organization's business. Thus, churches and other tax-exempt organizations can incur legitimate costs of entertainment, travel and transportation without subjecting employees to penalty excise taxes or jeopardizing their exempt status.
2.  Meals and Entertainment Expenses
According to IRS regulations, the cost of meals or entertainment is considered an allowable expense for business expense reimbursement only if the meal or entertainment is "directly related to" or "associated with" the active conduct of business. For a church or other tax-exempt organization, the costs must be directly related to, or associated with, its exempt function in order to be considered an allowable expense. Therefore, the expenditures for meals and entertainment must be directly related to valid Church business. In addition, these expenses must be fully documented and supported by receipts and a written explanation of the purpose of the expenditure.
(a)	"Directly Related to Business"
What constitutes an activity being considered "directly related" to business? Business meals and entertainment are considered directly related to the active conduct of business if all the following conditions are met:
There is more than a general expectation of deriving income or a specific business benefit from the meal or entertainment,
Business is discussed during the meal or entertainment,
The principal purpose of the expense is the active conduct of business,
The meal or entertainment is attended by employee(s) of the Church and business associates (spouses may also be included).
(b)	"Associated with Business"
Meals and entertainment are "associated with business" if they directly precede or follow a substantial and bona fide business-related discussion. The business discussion must be substantial in relation to the meal or entertainment. If the business guest is from out of town, allowable expenses may include the cost of meals or entertainment that take place the day before or the day after the visit.
(c)	Expense Substantiation Requirements
In order to ensure that the cost of meals and entertainment are allowable expenses, Life Source Church and its employees must comply with strict substantiation rules. The documentation for meals and entertainment expenses must include all of the following items:
Name of employee submitting the information and Life Source Church department
The amount of the meal/entertainment expense
Location of the meal/entertainment expense
The date of the meal/entertainment
Receipt for the meal/entertainment expense
Explanation of how the meal or entertainment is "directly related to" business (the business reason for the meal/entertainment and the benefit derived or expected to be derived)
If the meal/entertainment directly precedes or follows bona fide business discussion, the duration of the business discussion that the expense is "associated with."
The business relationship of the person(s) attending the meal or entertainment.
The documentation must be completed within a reasonable amount of time of the date of the meal or entertainment (no more than 60 days).
3.	Business Travel
All costs of travel, whether by plane, bus or taxicab, are allowable expenses if the travel is directed associated with the Church's business or exempt purpose. Allowable expenses also include reasonable tips. Although the employee does not have to travel by the cheapest possible method, the costs must be reasonable.
Travel expenses must be submitted on a Purchase Request Form with the following information:
The cost of the business travel
The cost of lodging, meals and incidental expenses associated with the business travel
A receipt is absolutely required for any expense of $75 or more
A receipt is also required for all lodging costs
Date of departure and date of return
Total time spent on business
The destinations
The business purpose of the trip
O.	Dress Code and Personal Appearance
Life Source Church requires our employees to cooperate in maintaining a professional working environment. The Church's policy with regard to appropriate "business casual office attire" requires that church staff dress in a neat and professional manner suitable for a professional office environment while in the office during regular business hours and while representing the Church away from the office.
Appropriate dress, personal grooming and cleanliness not only affects the public image presented to our business associates, vendors, members and visitors, it contributes to the high morale of all Church employees. 
Life Source Church employees should use common sense when dressing for work. Although Life Source Church wants its staff to be comfortable, "business casual office attire" is not the same as "casual weekend attire." Attire suitable for a professional office can be trendy/fashionable, but should be clean, neat and tasteful. Employees should keep in mind the activity their job entails when dressing. For example, if your job involves bending over, please be mindful of this when you choose the shirts/blouses, skirts and pants that you wear. Those persons who are injured, pregnant, or have other medical disabilities may dress appropriately, including wearing necessary footwear, for the time period required.
While representing Life Source Church away from the office, employees are expected to meet or exceed the same standards regarding dress, appearance, and cleanliness. While away from the Church office, the nature of business, the location and the circumstances should be taken into consideration when determining appropriate dress, but employees should strive to always look neat and professional.
Our employees make the first impression when these members and visitors enter our offices. If you are unsure what appropriate office attire is, please ask your immediate supervisor or the Church Administrator.
P.	Policies for Regarding the Opposite Sex
•   In order to avoid the appearance of impropriety, when meeting with or counseling the opposite sex alone in your office, never close the door. Similarly, if your office is not located in the Church Business Offices and there is no one else present in your building, do not counsel the opposite sex alone. 
If you are married, in order to avoid the appearance of impropriety, do not ride in an automobile alone with the opposite sex (other than your spouse). If the situation is unavoidable the opposite sex should ride in the back seat of the vehicle.
If you are married, in order to avoid the appearance of impropriety, do not eat alone in a restaurant with the opposite sex (other than your spouse).
When counseling others, any confidential information you are entrusted with must remain confidential. 
Q.	Media Relations
Due to Life Source Church's rapid growth, creativity and high profile nature, Life Source Church is often a topic of interest in the media. From time to time, you may be contacted by outside agencies or members of the press or media seeking information about Life Source Church, our Church's programs and projects or our pastors. Life Source Church tries to cooperate with the media whenever possible, and is committed to providing accurate information in keeping with our stated vision and mission. Therefore, all inquiries from members of the press or other media must be directed to the Lead Pastor and/or the Church Administrator. No employee or volunteer, should give a quote or provide any information without first receiving express permission from the Lead Pastor and/or the Church Administrator.
All calls from public agencies, members of the media or press, or any other publication must be immediately referred to the Lead Pastor and/or the Church Administrator. Employees who disobey this policy may be subject to appropriate discipline.
R.        Exit Procedures Upon Termination of Employment
As stated throughout this Handbook, your employment at Life Source Church is "at will." This means you are free to leave your job at any time for any reason. Likewise, the Church is also free to terminate your employment at any time for any reason, with or without cause. If you resign from employment at Life Source Church, you are asked to provide at least two weeks written notice to your supervisor and/or the Church Administrator. All employees, regardless of the reason for separation, will participate in an exit interview with their immediate supervisor. During this interview, you will be asked to complete an exit interview questionnaire and return all Church property. 

Return of Property
During the exit interview, you will be asked to return all Life Source Church property. Employees are responsible for items issued to them by Life Source Church or in their possession or control, such as the following:

Documents and Employee Work Product
Keys and Security Access Items
Cell Phones and Pagers
Computers, Software and Office Equipment
Software and Equipment Manuals
Passwords
Office Supplies
Music (including songbooks and compact disks)
Credit cards
Tools
Vehicles
Internal Employee Communications (including this Handbook)

All the Church's property must be returned by employees on or before their last day of work. Where permitted by applicable laws, the Church may withhold from the employee's final paycheck the cost of any items that are not returned when required. Life Source Church may also take all action deemed appropriate to recover or protect its property.


VII.   RESOLVING EMPLOYEE PROBLEMS AND DISCIPLINARY /DISCHARGE PROCEDURES
A.        Your Employment is "At Will"
Your employment with Life Source Church is strictly "at will" and is not for a stated or definite period of time. The Church must have the flexibility to increase or decrease the work force in order to meet current conditions and serve the Church family. When an employee engages in inappropriate behavior or when an employee violates the Church's policies and procedures, the Church will take prompt, corrective action to resolve the problem.
B.	Problems: How To Solve Them
We hope that all employees share a feeling of pride in the Church, and that your spirit of cooperation and enthusiasm in working for the good of the Church will be apparent in all your relations. We trust that employees will do their best to solve problems themselves, amicably and in a manner in keeping with our Christian principles. We realize, however, that valid differences occasionally arise. 
The Church may impose counseling or disciplinary action which, in its judgment, most effectively addresses the problem. You will be advised of such actions should they occur. We hope it will not be necessary to discipline or discharge employees. There may be times, however, when it becomes necessary to formally correct the performance of individuals and, in some cases, termination could occur. The Church reserves the right to make these decisions, including the right to terminate an employee at any time, for any reason, with or without progressive discipline or performance improvement plans.

C.        Employee Disciplinary Procedure
Except in situations that require immediate, summary action, the disciplinary procedure generally shall consist of counseling or oral discussions and oral warnings, the goal of which is to resolve the problem. A repeated violation may be followed with a written record of counseling or disciplinary warning, which will be signed by the employee and Human Resources. Documentation concerning disciplinary action must be given to Human Resources to be filed in the employee's personnel file.
The following disciplinary guidelines may be utilized by Life Source Church, but will not be strictly followed in all instances. The Church's course of action will be at the sole discretion of the Church, upon careful consideration of all the circumstances. Certain violations are more serious in nature and may be grounds for immediate termination, without oral or written warning. No notice is absolutely required. Your employment at Life Source Church remains "at will" at all times. Accordingly, either the Church or the employee can terminate the employment relationship, with or without cause, at any time. No employment contract, either express or implied, is created by the disciplinary procedures outlined in this Handbook.
1. Oral Counseling or Warnings
Unless the situation mandates immediate summary action, the first step is an oral discussion involving the supervisor and the employee. The purpose of this conversation is to make sure the employee fully understands the performance/job requirement or the Life Source Church rule or policy in question and the reasons the Church or the particular department or ministry requires its employees to meet certain standards. The supervisor shall explain to the employee what behavior or performance was unsatisfactory, as well as the type of improvement required or any future performance expectations. The supervisor may document in writing the date and nature of the oral discussion and give the documentation to the employee and Human Resources for the employee's personnel file. An Employee Counseling Record Form may be utilized during this process, but is not absolutely required. Supervisors should contact Human Resources before counseling the employee if the supervisor has any questions or requires assistance meeting the documentation requirements.
2. Written Warnings
Unless the situation mandates immediate summary action, the employee may be given a written warning in the event of further violation(s), and advised that recurrence will be grounds for discharge. The written warning should contain all of the facts leading to the warning, what corrective action is expected and what will happen if there are further violations. The supervisor will have the employee sign the warning and give the documentation to Human Resources for the employee's personnel file. The employee will be given a copy of the written warning and will be given an opportunity to comment orally and in writing.
3. Discharge
In the event of further violation(s) after previous counseling or warnings, the supervisor should discuss the matter with the Administration Office and a decision will be made regarding whether the employee should be discharged.
When the circumstances permit, the above-described disciplinary procedure should be followed prior to discharging an employee. However, at times serious misconduct necessitates immediate action. The Church reserves the right to take immediate action without prior oral or written warnings in situations where an employee's conduct justifies immediate dismissal. Such a determination will be at the sole discretion of the Church, given the facts and circumstances surrounding the misconduct.
In cases in which the supervisor believes that immediate action should be taken, the supervisor may decide initially to send the employee home. This will enable the supervisor to investigate and consider the situation. The supervisor shall immediately report the incident to senior management who shall conduct an investigation and determine whether disciplinary action, including discharge, is appropriate. Supervisors are expected to make recommendations concerning the discharge of employees, and their recommendations shall be heavily weighed.
D.	Employee Conduct Warranting Discipline or Discharge
The management of Life Source Church will use its reasonable judgment when determining whether a particular situation warrants employee discipline, given the specific facts and circumstances. Employees should remember that their employment at the Church remains subject to our "at will" employment policy and therefore, any employee may be discharged at any time and for any reason which, in the sole discretion of Life Source Church, warrants termination. The following is a list of examples of conduct that could give rise to discipline, up to or including immediate discharge. This list is for general information purposes only, and is not intended to be exhaustive or conclusive.
Violation of the Church's Alcohol and Drug Policy.
Violation of the Church's Policy Against Harassment or failure to report violations of our Policy Against Harassment. This includes harassment because of race, national origin, color, sex, age, disability or handicap or because of pursuit of worker's compensation benefits.
Violation of the Church's Confidentiality Policy.
Producing or publishing false, vicious or malicious statements concerning the Church or any Life Source employee, supervisor or program.
Acts of violence, fighting or insubordination.
Theft or misappropriation of property of the Church or employee of the Church.
Providing false information on job application materials or falsifying any Church records.
Absence without reasonable cause or failure to call your supervisor when absent or leaving during working hours without permission.
Repeatedly reporting late for work or returning late from lunch.
Incompetency or unsatisfactory performance.
Refusal or failure to do job assignments or other acts of insubordination or neglect of duties.
Dishonesty
Discourteous treatment or abusive language (including profanity, racial or sexual slurs) to the public or other employees or supervisors
Any failure of good behavior during working hours or outside your working hours which is of such a nature that it causes discredit or harm to the Church
Disregard of safety rules or common safety practices
Failure to report any accident involving a Church employee or equipment
Acts of unlawful retaliation.
Disregard of a policy or policies as set forth in this Employee Polices and Procedure Handbook.

VIII. Practical Commitments

As an employee of Life Source Church you agree to abide by the following “Practical Commitments.”  

I) SPIRITUAL LIFE

SPIRITUAL EXAMPLE
We will demonstrate our commitment to Christ through our practice of the spiritual disciplines; we will demonstrate our commitment to the body of Christ through our loyalty to God and commitment to His church; and we will demonstrate our commitment to the work of Christ through our being good stewards.

PRACTICE OF SPIRITUAL DISCIPLINES
Spiritual disciplines involve such practices as prayer, praise, worship, confession, fasting, meditation and study. Through prayer we express our trust in Jehovah God, the giver of all good things and acknowledge our dependence on Him for our needs and for the needs of others (Matthew 6:5-15; Luke 11: 1- 13; James 5:13-18). Through both private and public worship we bless God, have communion with Him, and are provided daily with spiritual enrichment and growth in grace. Through periods of fasting we draw close to God, meditate on the passion of Christ, and discipline ourselves to submit to the control of the Holy Spirit in all areas of our life (Matthew 6:16-18; 9:14-17; Acts 14:23). Through confession of our sins to God we are assured of divine forgiveness (1 John 1:9-2:2).The sharing of our confession with other believers provides the opportunity to request prayer and to bear one another ‘s burdens (Galatians 6:2; James 5:16). Through meditation on and study of the Word of God we enhance our own spiritual growth and prepare ourselves to help guide and instruct others in scriptural truths (Joshua 1:8; Psalm 1:2; 2 Timothy 2:15, 23-26).


LOYALTY TO GOD AND COMMITMENT TO THE CHURCH
The life of Christian discipleship calls for the fulfillment of our duties to the body of Christ. We are to unite regularly with other members of the church for the purpose of magnifying and praising God and hearing His Word (Matthew 18:20; John 4:23; Acts 2:42, 46, 47; 12:24; Hebrews 10:25).
Sunday is the Christian day of worship. As the Lord’s Day, it commemorates the resurrection of Christ from the dead (Matthew 28:1) and should be employed for worship, fellowship, Christian service, teaching, evangelism, and proclamation (Acts 20:7; Romans 14:5, 6; 1 Corinthians 16:2; Colossians 2:16, 17).
We are to provide for the financial needs of the church by the giving of tithes (Malachi 3:10; Matthew 23:23) and offerings (1 Corinthians 16:2; 2 Corinthians 8:1-24; 9:1-15).
It is our duty to respect and to submit to those whom the Lord Jesus has placed over us in the church (1 Thessalonians 5:12-13; Hebrews 13:7, 17). Our exercise of authority must be as a spiritual example rather than as a lord over God’s flock (Matthew 20:25-28; 1 Peter 5:1-3). Furthermore, our submission must be a manifestation of the spiritual grace of humility (Ephesians 5:21; 1 Peter 5:5, 6). Finally, we are to avoid affiliation with oath-bound societies. Such societies may appear to have spiritual character, but by being oath-bound and secretive, they contradict Christian spirituality (John 18:20; 2 Corinthians 6:14-18). Christians must not belong to any body or society that requires or practices an allegiance that supersedes or excludes their fellowship in Christ (Matthew 12:47-49; John 17:21-23).



BEING GOOD STEWARDS
In the Scriptures, the virtues of thrift and simplicity are honored, but the vices of waste and ostentation are solemnly prohibited (Isaiah 55:2; Matthew 6:19-23). The living of a godly and sober life requires the wise and frugal use of our temporal blessings, including time, talent and money. As good stewards we are to make the most of our time, whether for recreation or for work (Ephesians 5:16; Colossians 4:5). The idle use of leisure time degrades (2 Thessalonians 3:6-13; 1 Timothy 5:13), but the edifying use of it brings inner renewal. All our work and play should honor the name of God (I Corinthians 10:31). As good stewards we must use fully our spiritual gifts (Romans 12:3-8; 1 Corinthians 12:1-11, 27-31; Ephesians 4:11-16; 1 Peter 4 : 9 – 11) and natural talents (Matthew 25:14-30) for the glory of God. As good stewards we must recognize that the wise use of money is an essential part of the Christian’s economy of life. God has committed temporal blessings to our trust (Matthew 7:11; James 1:17).


II) MORALITY

MORAL PURITY
We will engage in those activities which glorify God in our body and which avoid the fulfillment of the lust of the flesh. We will read, watch and listen to those things which are of positive benefit to our spiritual well-being.

GLORIFYING GOD IN OUR BODY
Our body is the temple of the Holy Ghost and we are to glorify God in our body (Romans 12:1, 2; 1 Corinthians 6:19, 20; 10:31). We are to walk in the Spirit and not fulfill the lust of the flesh (Galatians 5:16). Examples of fleshly behavior which do not glorify God are noted in several passages of Scripture (Romans 1:24; 1 Corinthians 6:9, 10; Galatians 5:19-21; Revelation 21:8). Sinful practices which are made prominent and condemned in these scriptures include homosexuality, adultery, worldly attitudes (such as hatred, envy, jealousy), corrupt communication (such as gossip, angry outbursts, filthy words), stealing, murder, drunkenness and witchcraft. Witchcraft has to do with the practices of the occult, which are forbidden by God and lead to the worship of Satan.


READING, WATCHING AND LISTENING
The literature we read, the programs we watch and the music we listen to profoundly affect the way we feel, think and behave. It is imperative, then, that the Christian read, watch and listen to those things which inspire, instruct and challenge to a higher plane of living. Therefore, literature, programs and music which are worldly in content or pornographic in nature must be avoided. A Christian is not to attend (or watch on television) movies or theatrical performances of a demoralizing nature (Romans 13:14; Philippians 4:8).

BENEFITING SPIRITUAL WELL-BEING
The use of leisure time in the life of a Christian should be characterized by those activities which edify both the individual and the body of Christ (Romans 6:13; 1 Corinthians 10:31,32). We are to avoid places and practices which are of this world. Consequently, a Christian must not be a part of any other types of entertainment which appeal to the fleshly nature and/or bring discredit to the Christian testimony (2 Corinthians 6:17; 1 Thessalonians 5:21, 22; 1 John 2:15-17).

III) PERSONAL INTEGRITY

PERSONAL INTEGRITY
We will live in a manner that inspires trust and confidence, bearing the fruit of the Spirit and seeking to manifest the character of Christ in all our behavior.

TRUST AND CONFIDENCE
A Christian should be trustworthy, dependable and a person of his word (Matthew 5:37; 1 Peter 2:11, 12). Therefore, the swearing of oaths is contrary to a Christian’s trustworthiness and should be avoided (Matthew 5:34-37; James 5:12). Christ, by precept and example, taught that we love our enemy and prefer our brother (Matthew 5:43-48; Romans 12:10; Philippians 2:3, 1 John 3:16). We should behave in a way that will point others to Christ (Matthew 5:16; 1 Corinthians 11:1).

FRUIT OF THE SPIRIT
If we live in the Spirit, we will manifest the fruit (attitudes and actions) of the Spirit and will not fulfill the lusts of the flesh (Galatians 5:16, 22-25; 1 John 1:7). Trustful relationships with others are a natural outgrowth of our positive relationship with the Lord (Psalm 1:1-3; Matthew 22:37-40). A lack of fruit-bearing in our lives will be judged (Matthew 7:16-20; Luke 13:6-9; John 15:1-8).


CHARACTER OF CHRIST
Love for others is the hallmark of the Christ-life (John 13:34, 35; 15:9-13; 1 John 4:7-11). In His relationship with His Father, Jesus displayed submission (Luke 22:42; John 4:34; 5:30). In His relationship with others, He demonstrated acceptance (John 8:11), compassion (Matthew 9:36; Mark 6:34) and forgiveness (Matthew 9:2; Luke 5:20). We cannot bear the fruit of the Spirit and manifest the character of Christ without being spiritually joined to Christ (John 15:4, 5) and without having the seed of the Word planted in our heart (John 15:3, 1 Peter 1:22, 23).



IV) FAMILY RESPONSIBILITY

FAMILY RESPONSIBILITY
We will give priority to fulfilling family responsibilities, to preserving the sanctity of marriage and to maintaining divine order in the home.


PRIORITY OF THE FAMILY
The family is the basic unit of human relationship and as such is foundational to both society and the church (Genesis 2:18-24). The divine origin of the family, along with its foundational character, makes it imperative that we give priority to ministry to the family, both from a personal and corporate standpoint. The practice of Christian disciplines and virtues should begin in the home (Deuteronomy 6:6, 7). Therefore, our families should establish some pattern for family devotions and should endeavor to provide a Christian environment in the home (1 Timothy 3:3, 4; 5:8).


SANCTITY OF MARRIAGE
Marriage is ordained of God and is a spiritual union in which a man and a woman are joined by God to live together as one (Genesis 2:24; Mark 10:7). Because of the divine character of marriage, it is a lifelong commitment with the only clear biblical allowance for divorce being fornication (Matthew 5:32; 19:9). Sexual involvement, either before marriage or with someone other than the marriage partner, is strictly forbidden in Scripture (Exodus 20:14; 1 Corinthians 6:15-18). Understanding the sanctity of marriage, partners should strive to maintain a happy, harmonious and holy relationship. Should divorce occur, the church should be quick to provide love, understanding and counsel to those involved. The remarriage of divorced persons should be undertaken only after a thorough understanding of and submission to the scriptural instructions concerning this issue (Matthew 19:7-9; Mark 10:2-12; Luke 16:18; Romans 7:2, 3; 1 Corinthians 7:2, 10, 11). Should a Christian desire to remain single, this decision should be respected and should be seen as a viable scriptural alternative (1 Corinthians 7:8, 32-34).


DIVINE ORDER IN THE HOME
When God created man, He created them male and female (Genesis 1:27). He gave them distinctly different characteristics (1 Corinthians 11: 14, 15; 1 Peter 3:7) as well as different responsibilities (Genesis 3:16-19; 1 Peter 3:1-7). In God’s order, the husband is head of the home (Ephesians 5:22-31; Colossians 3:18, 19), parents are to nurture and admonish their children (Ephesians 6:4, Colossians 3:21), and children are to obey and honor their parents (Exodus 20:12; Ephesians 6:1-3; Colossians 3:20). In order for harmony to exist in the home, God’s order of responsibility must be observed
V) BEHAVIOR

BEHAVIORAL TEMPERANCE
We will practice temperance in behavior and will abstain from activities and attitudes which are offensive to our fellowman or which lead to addiction or enslavement.

TEMPERANCE
One of the cardinal Christian virtues is temperance or self-control (1 Corinthians 9:25; Titus 1:8, 2:2). It is listed as fruit of the Spirit (Galatians 5:23). We are admonished to practice moderation and balance in our behavior (Philippians 4:5). The Scripture indicates that it is within our prerogative to control our thinking (Philippians 4:8), our anger (Ephesians 4:26) and our communication (Ephesians 4:29; Colossians 3:8). To exercise self-discipline reflects the power of God in our life (1 Corinthians 9:27; 2 Peter 1:5-11 ).

OFFENSIVE BEHAVIOR
The Bible speaks clearly that we are to be sensitive to the needs and feelings of others as a demonstration of our love for them (Matthew 22:39; Romans 12:9-21, 13:10; Philippians 2:3-5). At times it is necessary for us to control our behavior so as not to bring offense to others (Romans 14:13-21; 1 Corinthians 8:9-13). As we know Christ after the Spirit, we are also to know others in the same manner so we will not judge them after their outward behavior alone (2 Corinthians 5:16). A respect and tolerance for differences in others should characterize our relationships (Romans 14:2, 3; 1 Corinthians 8:8; Ephesians 4:2; Colossians 3:13; 1 Timothy 4:1-5).

ADDICTION AND ENSLAVEMENT
One of the primary benefits of our liberty in Christ is freedom from the domination of negative forces (John 8:32, 36; Romans 6:14; 8:2). We are counseled not to put ourselves again under bondage (Galatians 5:1). Therefore, a Christian must totally abstain from all alcoholic beverages and other habit-forming and mood-altering chemical substances and refrain from the use of tobacco in any form, marijuana and all other addictive substances, and further, must refrain from any activity (such as gambling or gluttony) which defiles the body as the temple of God or which dominates and enslaves the spirit that has been made free in Christ (Proverbs 20:1; 23:20-35; Isaiah 28:7; 1 Corinthians 3:17; 5:11; 6:10; 2 Corinthians 7:1; James 1:21).

VI) MODESTY 


MODEST APPEARANCE
We will demonstrate the scriptural principle of modesty by appearing and dressing in a manner that will enhance our Christian testimony and will avoid pride, elaborateness or sensuality.

MODESTY
According to the biblical idea, modesty is an inner spiritual grace that recoils from anything unseemly and impure, is chaste in thought and conduct, and is free of crudeness and indecency in dress and behavior (Ephesians 4:25, 29, 31; 5:1-8; 1 Timothy 2:9, 10). Therefore, modesty includes our appearance, dress, speech and conduct and can be applied to all situations. The essential issue is, does our style of life please or displease God?”


APPEARANCE AND DRESS
Our life, character and self-image are reflected by our apparel and mode of dress. The admonition of Scripture, “Be not conformed to this world,” reminds us that our manner of dress must be modest and decent (Romans 12:2; 1 Thessalonians 5:22, 23). It is not displeasing to God for us to dress well and be well groomed. However, above all we must seek spiritual beauty, which does not come from outward adornment with jewelry, expensive clothes or cosmetics, but from good works, chaste conversation, and a meek and quiet spirit (Philippians 4:8; 1 Peter 3:3-5).

PRIDE, ELABORATENESS, SENSUALITY
As godly people we are to abstain from all lusts of the flesh and avoid dressing in a manner that encourages immoral thoughts, attitudes and lifestyles (Galatians 5:13-21; 1 Peter 2:11, 2 Peter 1:4). Our beauty does not depend on elaborate, showy dress extravagant, costly attire or on the use of jewelry or cosmetics, but on our relationship with Christ. External adornment, whether clothing or jewelry, as an outward display of personal worth, is contrary to a spiritual attitude (James 2:1-4).


VII) CIVIC RESPONSIILITY


SOCIAL OBLIGATION
It should be our objective to fulfill our obligations to society by being good citizens, by correcting social injustices, and by protecting the sanctity of life.

BEING GOOD CITIZENS
As Christians we are members of the kingdom of God as well as a social order of this world. Obedience to God requires us to act in a responsible manner as citizens of our country (Mark 12:13-17; Romans 13:1-7; 1 Peter 2:13-17). Therefore, we should support civil law and order; hold our leaders in respect and pray for them; participate in school, community and governmental activities; exercise our voting rights; and speak out on clear-cut moral issues. God’s law is supreme, but we are to obey the laws of our country insofar as they are not in conflict with obedience to God (Acts 5:29). When it becomes necessary to disagree with practices and requirements of government, we should do so out of a concern for the promotion of righteousness and not out of delight in discord and controversy.






CORRECTING SOCIAL INJUSTICES
Love for others and the recognition of the equal worth of all men in the sight of God (Acts 10:34; 17:26) should compel us to take steps to improve the situation of those who are underprivileged, neglected, hungry, homeless and victimized by prejudice, persecution and oppression (Matthew 22:39; Romans 13:8-10; 1 John 3:17). In all of our dealings, we must be sensitive to human needs (Luke 10:30-37; James 1:27) and guard against racial and economic discrimination. Every person should have freedom to worship and participate in the life of the church regardless of race, color, sex, social class or nationality.


PROTECTING THE SANCTITY OF LIFE
God alone confers life (Genesis 1:1-31); therefore, we are responsible to God to care for our physical life and that of others. If the circumstances require, we must be prepared to risk our life in the service of our neighbor (John 15:13); but the general rule is that we must respect our physical life and employ every worthy means to maintain it. Since God alone confers life, God alone must decide when it is to be ended (Psalm 31:14, 15). Because a human fetus is sacred and blessed of God, we believe that we have the responsibility to protect the life of the unborn (Jeremiah 1:5; Luke 1:41). It is our firm conviction that abortion and euthanasia of aged, mentally incompetent, terminally ill and otherwise handicapped, for reasons of personal convenience, social adjustment or economic advantage, are morally wrong. Furthermore, we believe it is our Christian responsibility to care for the earth and its resources. In the beginning God gave man dominion over the earth (Genesis 1:26-30). This does not, however, give us license to pollute our natural environment or to waste the resources of the earth.












ACKNOWLEDGMENT OF RECEIPT OF
LIFE SOURCE CHURCH EMPLOYEE HANDBOOK

The Employee Policies and Procedures Handbook describe the highlights of Life Source Church policies, procedures and benefits. In all instances the official plan documents, trust agreements and master contracts are applicable are the governing documents for employee benefits. I understand that I should consult the Administrative Office regarding any questions not answered in this Handbook. Your employee handbook is not to be interpreted as a legal document or an employment contract. I have entered into my Employment relationship with the Church voluntarily and acknowledge that there is no specified length of employment.  Accordingly, either the Church or I can terminate the relationship at will, with or without notice, at any time, so long as there is no violation of applicable federal or state law.  Nothing in this Handbook constitutes an express or implied contract or assurance of continued employment or implies that just cause is required for termination.

Since the information, policies, and benefits described here are necessarily subject to change, I acknowledge that revisions to the Handbook may occur, except to the Church's policy of employment-at will. All such changes will be communicated through official notices, and I understand that revised information may supersede, modify or eliminate existing policies. Only the Church Administration Office has the ability to adopt any revisions to the policies in this Handbook. I have received the handbook and have read it thoroughly, and I understand that it is my responsibility to read and comply with the policies contained in this handbook and any revisions made to it.
Also, I understand that I am being employed by a Church, and that Churches are exempt from unemployment insurance regulations. Therefore, I may not be eligible to receive unemployment benefits for the period I am employed by the Church.
I further acknowledge that at the request of Life Source Church, I may make the following copyrightable works ("the works"): Musical compositions, writings, skits, scripts, characters, characterizations, videos, audios, performances, and creative works of every kind and nature. In consideration of the payments made to me by Life Source Church, I hereby acknowledge such employment, and that under the terms of such employment such works and all rights pertaining to them are entirely the property of Life Source Church, its successors and assigns, absolutely and forever, for any and all copyrightable terms and all extension and renewal terms of copyright whether now known or hereafter created throughout the world, and for all uses and purposes whatsoever and free from the payment of any royalty or compensation whatsoever, and credit may be given for said works to me in whole or in part, or not at all, at the sole discretion of Life Source Church.
To certify receipt of this Handbook, accept and agree to abide by the policies therein, including, but not limited to, the Confidentiality Policy and the Church's policy against Harassment, please sign this form and return to the Administrative Office.
Understood and agreed:
Employee:  __________________________________________   Date:	
Life Source Church:  _____________________________________    Date:_________________
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