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TO: ALL EMPLOYEES 
 The following pages contain policies and procedures established for individuals 
employed by St. John’s Lutheran Church. 
 Please read this Human Resources Policy Manual carefully. Although this does not 
constitute a contractual agreement, we hope it will provide guidance and answer your 
questions. Any further questions may be directed to your supervisor or the Business 
Administrator.  
     May God bless you in all you do, 
     The Human Resources Committee 
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1.00 – General  
1.10  Welcome! 

Welcome to St. John’s Lutheran Church! We consider you to be a gift from 
God and look forward to working with you as a member of our ministry team. The 
gifts and talents you bring to your position are most appreciated. We are 
committed to working together with you in service to our Lord through this 
ministry.  

As an employee, you represent this ministry on both your work life and 
private life. Our hope is that you would always be sensitive to how others may see 
you as you live out your daily life. We encourage you to strive toward living a life 
that is an example to others of your relationship with God and your belief in the 
Church’s Mission Statement. 

We pray that you will look to your Lord daily as you are about to work in a 
way that is suggested in this portion of a prayer from “The Lutheran Book of 
Prayer.” 

“Lord of my life, I ask Your blessings on my daily life and especially 
on my work. My work is good because Your hand is upon it….Take 
my work into Your own hands. Give blessing to others, for Jesus’ 
sake, Amen.” 

1.20  Introductory Statement 
The following pages contain a general overview of procedures and policies 

established by our congregation for its employees, as well as an explanation of 
certain benefits provided with this employment. We want you to feel that, 
although there are rules to follow you also sense participation in the servant role 
to the members of St. John’s Lutheran Church. We hope you will find joy in your 
work and friendship among your co-workers. 

It is important you read, understand, and become familiar with the Human 
Resource Policy Manual and comply with the standards, which have been 
established. Please talk with your supervisor or Executive Assistant if you have any 
questions or need additional information. 

It is obviously not possible to anticipate every situation that may arise in 
the workplace or to provide information that answers every possible question. As 
a result, the congregation reserves the right to modify, supplement, rescind, or 
revise any policy, benefit, or provision from time to time, with or without notice, 
as it deems necessary or appropriate. 

If there is a conflict between the provisions, benefits, and policies in this 
Human Resource Policy Manual and those set forth in the terms of a staff 
member’s call, or contract, the terms of a call or contract shall prevail.  
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1.30  Mission Statement 
The mission of Saint John’s Lutheran Church of St. Johns, Michigan is to 

care for the whole person in Christ’s name. 
1.40  Authority 

The Human Resources Policies are established under the general 
authority of the Bylaws of Saint John’s Lutheran Church of St. Johns. 

1.50  Personnel Supervision  
A) A standing Human Resource Committee shall be appointed by the 

Senior Pastor with responsibility to develop and maintain the Human Resource 
Policy Manual, to recommend policy to the Governing Board and to assist in 
policy communication, interpretation and compliance. The voters have the 
ultimate authority to approve and interpret policy. 

B) The policies shall be administered by the Pastor and Governing Board 
of the Voters’ Assembly and the supervisory personnel. The Pastor, who specifies 
the supervisory and personnel reporting structure for all personnel positions. 

C) The position of Executive Assistant shall interpret the personnel policy, 
with input from the Pastor. Each supervisor is responsible to establish and 
maintain an accurate and current records file for employees under their direct 
supervision.  

1.60  Job Descriptions 
A job description is utilized to mutually understand what is expected of 

all employees and for what the employees will be held accountable. The 
appropriate supervisor and Senior Pastor develop the job description. 

Employees will generally be given a job description before they start to 
work. A job description summarizes duties and responsibilities and gives 
important information about your new job. Please read and study your job 
description carefully and discuss it with your supervisor if you have any 
questions. The Pastor reserves the right to revise and update your job 
description from time to time, as it deems necessary and appropriate.  

1.70  Distribution of Manual 
Copies of the Human Resource Policy Manual shall be issued to all 

employees, Pastors, and members of the Governing Board. New employee 
orientation covering the Human Resource Manual will be given to all workers by 
the Executive Assistant on or prior to their first day of employment. 
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2.00 – Definition of Terms 
2.10  Worker 

The term “Worker” shall apply to all persons employed by the 
congregation. 

  Full-Time Worker 
The term “Full-Time Worker” shall apply to workers employed for 31 hours 

per week and for more than 5 months a year. 
  Part-Time Workers 

The term “Part-Time Worker” shall apply to workers regularly employed 
for 30 hours or less per week.  

2.20  Exempt and Non-Exempt Workers 
The term “Exempt Worker” Shall apply to a worker who is exempt from 

the wage and hour provisions of the Fair Labor Standards Act, as amended, and as 
specified in that Act. The term “Non-Exempt Worker” shall apply to a worker who 
is not exempt from the wage and hour provisions of the Fair Labor Standards Act, 
as amended, and as specified in that Act.  

2.30  Congregation 
The term “Congregation” shall mean Saint John’s Lutheran Church of St. 

Johns, Michigan. 
 

2.40 Senior Pastor 
  The term “Senior Pastor” shall mean the Pastor overseeing all staff.  In the 

event that there is only one Pastor, he shall be deemed “Senior Pastor. 
 
2.50 Executive Assistant 
  The term “Executive Assistant” shall mean the person maintaining and 

paying the bills, conducting payroll, running the office, supervising office 
personnel and keeping human resource materials.   

 
 
3.00 – Employment and Termination of Employment 
3.10  Non-Discriminatory Policy 

Because we are a church body, certain positions demand extensive 
understanding of and commitment to the doctrinal view of the Lutheran Church-
Missouri Synod. For such situations it is necessary for us to seek out individuals 
with specific religious training and synodical recognition. To the extent allowed by 
law, the congregation may give preference in hiring of persons who are members 
in good standing of a Lutheran Church-Missouri Synod congregation. 
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St. John’s does not discriminate on the basis of race, color, national and 
ethical origin, age, disability, or sex in its employment policies, except that, as a 
religious belief, the position and function of the ordained ministers of the 
congregation are limited to being held and performed by men. 

3.20  Performance Reviews 
Supervisory personnel shall complete an annual performance review once 

per year for all Workers under their supervision. The performance review shall be 
discussed with the Worker and subsequently added to the Worker’s records file 
maintained by the supervisor. Performance reviews specifies the positions 
responsible to prepare and review the performance reviews for each position.  

  Evaluations  
   Professional evaluations are to be give annually, signed and dated by both 
  employee and supervisor and placed in Human Resource file. 
3.30   Personnel Records 

Supervisory personnel shall have the responsibility to maintain an 
individual record file for each Worker. This file shall contain necessary biographical 
data, service record,  annual performance review, and other pertinent documents. 
The Executive Assistant shall maintain an individual record file for each Worker 
containing benefit plan information and salary data. Upon termination, the 
supervisor’s record file will be combined with the Executive Assistant’s record file 
to form a complete file. The Executive Assistant will keep this complete record file 
in safekeeping for 7 years.  

3.40  Release of Personnel Information  
A.) General: All requests for personnel information shall be referred to the 

appropriate supervisory personnel for response.  
B.) Lending Institutions: Requests from lending institutions for salary 

information must be accompanied by a signed release form from the Worker. 
3.50  Outside Activities (Activities other than employment) 

Professional Workers who wish to engage in ongoing additional part time 
activities (teaching courses, vacancy and assistant pastorates, district and 
synodical positions, civic organizations, etc.) shall secure the approval for the 
same from their responsible boards (through their supervisor). This is to assure 
that such additional activities will not affect their job performance.  

 
3.60  Retirement 

A.) Retirement shall be effective on the last day of the month. The effective 
date for Workers retiring after the 65th birth will be the date the Worker actually 
leaves active service.   
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B.) Workers enrolled in the Concordia Retirement Plan: The provisions of 
the Concordia Retirement Plan as they are amended from time to time shall apply 
to all Workers enrolled in the plan. (See Section 11.50 Retirement Benefits)  

 
3.70  Recognition of Service-Time (Anniversaries) 

A.) Workers’ service anniversaries for continuous employment at St. John’s 
shall be recognized at five year intervals with the presentation of a letter and/or 
certificate of recognition and appreciation together with a gift certificate or gift of 
equal value according to the schedule shown below: 

 5 years - $50 gift certificate or gift of equal value 
 10 years - $100 gift certificate or gift of equal value 
 15 years - $150 gift certificate or gift of equal value 
 20 years - $200 gift certificate or gift of equal value 
 25 years – Recognition dinner with special congregation offering and 

presentation of plaque/ certificate. 
 30 years - $300 gift certificate or gift of equal value 
 35 years - $350 gift certificate or gift of equal value 
 40 Years - $400 gift certificate or gift of equal value 
 Retirement – Special recognition of retirement shall be arranged to 

commensurate with years of service to the congregation 
B.) Service anniversaries for service to the church at large shall be 
recognized as shown below:  

 20 years – Determined by the Pastor  
 25 years – Determined by the Pastor 
 50 years - Determined by the Pastor 

3.80  Termination of Employment  
A.) As stated in the objectives of this manual, it shall be an objective of the 

Congregation to set an example of a Christian employer. Accordingly, the 
congregation’s Senior Pastor and Supervisor shall administer the termination of 
employment of any worker in a manner that is consistent with Christian love, 
objectivity, and fairness. 

B.) Each Worker, other than a Professional Worker, engaged by call or 
written contract or except as provided in any written contract with any other 
Worker may terminate employment with or without cause. 

C.) Although an employee may be terminated without cause, all Workers, 
including employees at will, are subject to termination of employment for cause. 
Such cause may include, but is not limited to, the following: (1) Immoral or 
unethical conduct as determined under the moral and religious standards of the 
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congregation; (2) Incapacity, including inability, incompetence, refusal or lack of 
cooperation, in performing the duties of employment.  

D.) In the regrettable circumstance of insufficient funds, or for any other 
reason including, but not limited to, enrollment, or class size, a Workers 
employment may be terminated as a result of the elimination of their position. 

E.) If the Voters’ Assembly has the authority to call a Professional Worker, 
then the authority to terminate such a Professional Worker is vested in the Voters’ 
Assembly, acting on recommendation from the Senior Pastor. Authority for 
termination of other Workers is vested in the supervisor who may delegate this 
responsibility to supervisory personnel. Workers who are terminated without 
cause shall receive two weeks notice or payment of two weeks pay in lieu of the 
two weeks notice at the discretion of the Workers supervisor.  

F.) Reasons for initiating termination action caused by deficiencies on the 
part of the Worker shall be properly documented and discussed with the Workers 
supervisor and Pastor.  

 
4.00 – Salary Schedules 
4.10  General 
   In keeping with the Governing Board policy 2.8.4, the Human Resource  
  Committee will make salary range recommendations and the Senior Pastor will  
  make pay recommendations within the set range.  This range will not exceed the  
  Michigan District wage scale and the range will be a percentage (to be         
  determined) of the Michigan District wage scale.   
      
4.20  Salary Schedules 
   A.) Professional Workers- Pastoral Ministry 

The “Guidelines for Determining Salaries and Related Benefits for 
Pastors” as published annually by the Michigan District, Lutheran Church- 
Missouri Synod, shall be strongly considered (but not required) to 
determine the minimum compensation for professional members of the 
pastoral ministry team. Compensation is defined as including base pay. 
Where ranges are given in the guidelines a midpoint shall be strongly 
considered for compensation consideration.   

 
B.) All other Workers 

The “Guidelines for Determining Salaries and Related Benefits” for 
other workers published annually by the Michigan District, Lutheran 
Church-Missouri Synod, shall be considered (but not required) to 
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determine the minimum compensation for other positions of the staff 
team, if given. If not given for certain positions, compensation will be 
determined based on prevailing wages of Like and Kind of positions in 
other churches, with consideration given for performance, cost of living, 
scope of duties, Etc.  

4.30  Salary Review 
The salary of each worker shall be reviewed annually by the responsible 

supervisor in conjunction with the Senior Pastor. The results of this review shall 
be forwarded in the form of a recommendation to the Senior Pastor by the date 
requested. The Senior Pastor will take action on salary recommendations 
submitted by the responsible supervisor and submit their recommendations to 
the Congregation’s Budget Committee by the date requested. The budget shall be 
presented to the Voters’ Assembly by the November meeting. Salary increases 
shall be normally effective January, if approved.  

4.40  Salary and Payroll Records 
The Executive Assistant shall serve as custodian of salary and payroll 

records, and shall be responsible for the preparation and maintenance of salary 
schedules and payroll checks.  

4.50  Overtime 
   A.) No overtime shall be paid to Exempt Workers 

 B.) Payment shall be made to Full-Time Non-Exempt Workers for time 
worked in excess of his or her normal established hours per week at the regular 
rate up to 40 hours, and at one and a half times the regular hourly rate  thereafter. 
Overtime must be authorized in advance by the appropriate supervisory 
personnel. 

C.) In addition to the wages or salary which a Full-Time Non-Exempt 
Worker would have received for holiday pay, they will receive compensation at 
their regular overtime rate for any extra hours worked on an approved holiday. 
Their supervisor must approve the overtime in advance.  

4.60  Termination of Compensation 
A.) Death: Normal compensation shall be paid to the surviving 

beneficiaries of Professional and Full-Time Workers for one month after death 
plus accrued vacation.  

B.) Retirement: Normal compensation shall be paid to a Worker retiring to 
include the last day of the calendar month in which retirement is effective. 
Payment shall also be made for any accrued vacation. 

C.) Resignation: Normal compensation shall be paid to a resigning Worker 
to include the effective date of resignation. Payment shall also be made for any 
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accrued vacation. Normally, a minimum of two week’s notice of intent to vacate 
position is expected. 

D.) Dismissal or Non-Renewal of Contract: In the case of dismissal or non-
renewal of the contract of a Worker, the normal compensation shall be paid to 
include the effective date of termination. Payment shall also be made for any 
accrued vacation. At least two weeks notice shall be given in the case of dismissal 
or non-renewal of the contract of a Full-Time Worker. Two weeks of normal 
compensation may be paid in lieu of the notice with approval of the supervisor.  

E.) Disposition of Materials, Keys, Equipment, building access codes, etc.: 
When a Worker terminates employment in the congregation, he or she shall 
return to the congregation all congregational property in his or her possession. 

 
5.00 – Reimbursable and Non-Reimbursable Expenses 
5.10  Relocation 

A.) The moving expense of Professional Workers incurred as a result of 
employment by the Congregation shall be reimbursed.  

B.) A Professional Worker who is relocating to accept a position at St. 
John’s shall submit to the Senior Pastor and/or Executive Assistant, prior to the 
actual move, as accurate an estimate as possible for the total cost of the 
relocation. The Senior Pastor shall approve reimbursement of the estimated cost, 
and may place a cap on the total amount of the reimbursement in the rare 
instance that costs are deemed unusual or excessive. 

C.) The actual cost incurred in moving shall be reimbursed as outline in the 
general estimate approved by the responsible parties.  

    1.) Costs normally covered: 
 Shipment of household  
 Lodging while in route 

2.) Costs normally not covered:  
 Set up fees for utilities, telephone, etc.  
 Realtor’s fees 
 State driver’s license fees; automobile license plate 

fees, etc. 
D.) The Senior Pastor and/or Executive Assistant may authorize a 

Professional Worker who has accepted a position with the Congregation to visit 
the St. Johns area with his or her spouse for the purpose of securing suitable 
housing accommodations. Such authorization shall include transportation 
expenses, lodging and meals while in St. Johns. The usual maximum length 
approved for a house-hunting trip is three days.  
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E.) The Senior Pastor and/or Executive Assistant may approve payment of 
expenses for temporary housing for a Professional Worker who has accepted a 
position with the congregation not to exceed ten days while permanent housing 
is sought.  

5.20  Accounting for Expenses  
All reimbursable expenses will be accounted for in accordance with the 

procedures established by the Treasurer, consistent with federal and state income 
tax laws and regulations.  

5.30  Professional Conferences and Seminars 
Budget provisions shall be made on an annual basis Worker attendance at 

professional conferences and seminars as approved by the supervisor. 
 

5.40  Continuing Formal Education 
Continuing education of all Professional and Full-Time Workers, (in fields 

related to their current positions), is encouraged by the Congregation. The 
Congregation will fund continuing education activities as funds are available, for 
each Professional and Full-Time Worker. Course work must be approved in writing 
on the “Continuing Education” form prior to enrollment. It needs to be approved 
by the Senior Pastor and/or Executive Assistant to be eligible for reimbursement. 
Payments will be made upon presentation of evidence of successful course 
completion, (receiving a grade of a B- or better). Payment of expenses incurred by 
the Worker in attending the course will also be included not to exceed the amount 
of the authorized payment. Reimbursement for approved education expenses 
may or may not be reported as compensation as required by the current tax laws.  

6.00 – Working Conditions and Holidays 
6.10  Normal Working Hours  

Normal working hours shall be established by Senior Pastor. 
6.20  Pay Period 
   All Workers shall be paid twice monthly. 
6.30  Time and Overtime Reports 

A.) Non-Exempt Workers shall complete biweekly time reports, (showing 
regular time, overtime, vacation, personal, funeral, and holiday hours), and submit 
them to their supervisor for approval. The worker must submit time reports to the 
Executive Assistant at the end of each pay period.  

   B.) Exempt Workers time will be paid bimonthly by the Executive Assistant. 
6.40  Holidays 

A.) All Professional Workers on the ministry staff shall be entitled to the 
holidays, with pay, as established by the St. John’s Lutheran Church. 
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B.) All other Full-Time Workers shall be entitled to the following holidays 
with pay: 

 New Year’s Day 
 Easter Monday 
 Memorial Day 
 Independence Day 
 Labor Day 
 Thanksgiving Day 
 Friday following Thanksgiving 
 Christmas Day 
 Between Christmas and New Years 
 Additional days as designated  

If the holiday falls on a Saturday, the Friday immediately preceding shall 
be observed as the holiday. If the holiday falls on a Sunday, the Monday 
immediately following shall be observed as the holiday. Workers on the Pastoral 
Ministry Staff who are required to work on a holiday may take compensatory time 
off. 

C.) When a holiday occurs during a Worker’s time off for sickness or other 
paid absence, the time shall be counted as a holiday off with pay. 

D.) Holiday pay provisions do not apply to Part-Time Workers except for 
holiday workers. In such cases, employees shall be paid one and one half times 
the hourly rate. The appropriate supervisory personnel must approve work hours 
on holidays. 

E.) The appropriate supervisor must approve work hours or holidays for 
Non-Exempt Full-Time Workers. In such instances, such Non-Exempt Workers 
shall be paid one and one half times the hourly rate, in addition to their holiday 
pay.  

6.50  Inclement Weather and Emergency Conditions 
An individual Worker who cannot get to work because of weather 

conditions is requested to notify the supervisor as early as possible. The same 
applies to other emergency conditions. Supervisory personnel will determine 
when extreme weather or emergency conditions apply to the work schedule and 
will adjust the schedule accordingly. Under an adjusted schedule, pay will not be 
forfeited for time not worked. If the scheduled workday is not adjusted and you 
are unable to get to work, personal or vacation time may be used, if available, 
otherwise, the time missed will not be paid. Every reasonable effort should be 
made to get to work.  
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6.60  Christmas Bonus 
 Exempt Workers Full-Time (31 hours or more) including pastor - $500 
 Exempt Part-Time Workers (21 hours or more) - $250 
 Exempt Part-Time Workers (10-20 hours) - $125 
Exempt employees must work a full continuous calendar year prior to receiving 
bonus.  

 
7.00 – Absence From Work 
7.10  Vacations 

Vacation is granted not only as a reward for completed employment, but 
also to provide a period of rest and recreation. Therefore, vacations should 
normally be scheduled in increments of at least one week. In any event, vacations 
must be for at least one full day. The allotted days are to be used annually by 
December 31 and do not accumulate from year to year. The appropriate 
supervisory personnel must approve all vacation schedules in advance. All 
requested are to be submitted on the “Leave Request” form, to the supervisor, 

    A.)Eligibility for vacation: 
     1.) Part-Time Non-Exempt Workers are not eligible for paid 
     vacation. 

2.) Part-Time Exempt Workers are eligible after 1 year of 
continuous service. 

 1-5 years – 2 weeks 
 5-10 years – 3 weeks 
 11-15 years – 4 weeks 
 16 and over – 5 weeks or more 

3.) Full-Time Workers scheduled for less than 12 months are 
not eligible for paid vacations. 
4.) Twelve-month Full-Time Workers and twelve-month 
Professional workers are eligible for paid vacation. For 
employees working less than 40 hours but more than 30 
hours per week, the amount of vacation earned is 
proportional to the number of hours worked per week, (e.g. 
an employee working 32 hours per week would earn 
vacation at 80% for the published accrual rate.)  
Full-Time Workers will be granted vacation according to the 
schedule below. The vacation time you are entitled to 
during the current calendar year is the amount earned 
during the previous calendar year.  
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Pastoral Ministry Staff on the church staff will be granted 
vacation immediately upon their hire. Full-Time Pastoral 
Ministry Staff on the church staff will receive vacation credit 
available for immediate use based on their previous full-
time service at an LCMS congregation, organization or 
agency. Full-Time pastoral ministry staff without prior 
service to an LCMS congregation, organization or agency 
immediately prior to coming to St. John’s, will accrue 
vacation according to the schedule (and/or the Senior 
Pastor’s discretion) below that states new employees with 
less than 1 year prior to January 1, one day is earned for 
each month completed up to a maximum of 10 working 
days. (The month employed is included in calculating 
vacation for a new employee if employment began on or 
before the 15th day of the month.)  

B) Schedule of vacation for 12- month Workers: The vacation time 
you are entitled to during the current calendar year is the amount 
earned during the previous calendar year.  

7.20  Death In The Family 
Time off with pay for Professional and Full-Time employees may be 

approved in the event of a death in the family, to make funeral arrangements 
and/or to attend the funeral. If death should occur in the immediate family 
(spouse, child, stepchild, parent, parent-in-law, son-in-law, daughter-in-law) up to 
three days will be approved. If there is a death of a brother, sister, grandchild, 
grandparent, grandparent-in-law, brother-in-law, sister-in-law, up to two days will 
be approved. Additional time off will be charged to vacation, personal leave or will 
be unpaid. Also to be determined by supervisor and Senior Pastor.  

7.30  Continuing Education 
The Congregation encourages its Full-Time Workers to pursue courses of 

study which may be expected to benefit them in meeting current job 
requirements and in preparing themselves for additional responsibilities; 
however, regular working hours shall not normally be used for this purpose. With 
the approval of the appropriate supervisor, special arrangements may be made if 
necessary, to use regular working hours for continuing education purposes. All 
requests are to be submitted on the Tuition Reimbursement form to the 
supervisor.  

 
 



17 
 

August 2017 

7.40  Jury Duty 
All Workers selected to serve on a jury must notify the appropriate 

supervisor and supply the summons to be entitled to full pay during the period of 
jury duty. The worker shall be permitted to retain fees received.  

7.50  Leave of Absence Without Pay 
A.) A leave of absence without pay may be granted by the appropriate 

supervisor in consultation with the Senior Pastor for personal reasons after due 
consideration has been given to the work requirements of the position for which 
employed. Service credits and other benefits do not accrue during an absence of 
one month or longer. See your Retirement Plan Summary information for more 
details.  

B.) When such leave of absence is granted, the appropriate supervisor will 
make arrangements for payment of health insurance premiums to Concordia 
Health Plan. 

 
8.00 – Family and Medical Leave 
  Any Worker who has been employed for at least 1,250 hours during the previous 
12 months may be entitled to a leave of absence for any of the following reasons:  

 For the birth of a son or daughter to care for the newborn child; 
 For the placement with the worker of a son or daughter for 

adoption or foster care;  
 To care for the workers spouse, son, daughter, or parent with a 

serious health consideration 
 Because of a serious health condition that makes the worker 

unable to perform the functions of the worker’s job.  
The leave shall not exceed twelve (12) weeks in any one year. For purposes of this policy, 

one year is defined as a twelve month period, measured forward from the first date leave is used.  
The Senior Pastor may require a doctor’s certification detailing necessary information 

about the serious health condition, if applicable, prior to the beginning of the leave period (or 
shortly thereafter if it is important to obtain one before the leave period.) The Senior Pastor 
and/or Executive Assistant may require subsequent doctor’s certification during the leave. A 
medical certification of fitness to return to work will be required of each worker. A Worker 
requesting family or medical leave must explain to his or her immediate supervisor the reasons 
that the leave is needed. 

Notice of the date “leave” is to begin must be given by the Worker to his or her immediate 
supervisor as soon as possible. For foreseeable medical treatment, notice must be given at least 
thirty days prior to the beginning of the leave period. The Senior Pastor and/or Executive 
Assistant may require a worker to delay his or her leave if the required notice is not given. To the 
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extent possible, Workers must schedule planned medical treatment so as not to unduly disrupt 
the operation of the Congregation 

A Worker shall not be entitled to extend the twelve week leave period by adding other 
types of time off (such as vacation or personal leave) to the twelve week period allowed (except 
for some situations also covered by Worker’s compensation). Even if more than one reason for 
leave occurs during a year, the total disability, family medical, personal and parental leave taken 
by an employee shall not exceed twelve weeks in a year.  

Refer to the Family Medical Leave Act (FMLA) for further information.  
 
9.00 – Disability 
 In the event there is a long term medical condition, (longer than 14 calendar days), St. 
John’s and the Concordia Disability and Survivor Plan (CDSP) has a plan for compensation during 
that time.  
 The first fourteen calendar days of leave shall be charged to the Worker’s vacation time 
if available. In the event there is insufficient vacation time to cover the first fourteen calendar 
days of an extended illness or condition, the uncovered portion of the fourteen day period shall 
be unpaid leave. 
 After the fourteenth day, Concordia Disability and Survivor Plan (CDSP) shall compensate 
the Worker if he or she qualifies under the plan. For the first thirty calendar days of plan coverage, 
the Congregation will make up the difference in the benefits paid under the CDSP and the workers 
current compensation. If plan coverage is not available, for Full-Time Employees, the 
Congregation will pay all salary and benefits up to forty four calendar days from the beginning of 
the continuous absence. Details about the CDSP benefits are explained in the applicable summary 
plan description and the benefits booklet. 
 The Congregation will maintain the same level of health care coverage for the duration of 
the leave, applying the same conditions for coverage that would have been applied if the Worker 
had not taken leave. If the Worker has enrolled dependents, the worker must continue to pay in 
the same manner and amount as if he or she was employed. Coverage may be terminated if any 
such payment is not made within the grace period after the due date for such payment. If a 
worker fails to return to work after his or her leave, the Congregation may recover all premiums 
it paid for maintaining the Worker’s health care coverage during his or her leave. This will be 
waived if the Worker does not return to work due to: 

 1.) The continuation, recurrence, or onset of a serious health condition that would 
entitle the employee to leave (either affecting the Worker or an immediate family 
member) or 

 2.) Other circumstances beyond the Worker’s control. 
 Upon returning to employment, if such return is after leave not exceeding twelve weeks, 
the Worker shall be restored to the same position he or she held prior to the leave, or to an 
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equivalent position. However, a Worker who is among the top ten percent most highly 
compensated workers of the Congregation need not be restored to the same position, or an 
equivalent one, if he or she takes leave and the restoration would cause substantial and grievous 
economic injury to the Congregation. If a Worker would have been laid off, terminated, had the 
hours or other conditions of the job changed during the time the leave was taken, (even if the 
leave had not been taken), the Worker is entitled to what he or she would have been entitled to 
if he or she had not taken leave. 
 If a Worker fails to return to work after his or her leave, his or her employment may be 
terminated. 
10.00 – Sexual Harassment  
 It is the policy of St. John’s Lutheran Church to strictly prohibit any conduct that 
constitutes sexual harassment and to discipline any employee guilty of such conduct. Acts of 
sexual harassment by employees, supervisors, and managers, are prohibited employment 
practices and are subject to sanctions and disciplinary measures. 
 If you believe that you are being, or have been harassed in any way, or have witnessed 
any incident of sexual harassment, please report the facts of the incident or incidents to your 
supervisor (or the Executive Assistant if the complaint involves your supervisor) immediately, 
without fear of reprisal. In determining whether the alleged conduct constitutes unlawful 
harassment, the totality of the circumstances, such as the nature of the conduct and the context 
in which the alleged incident occurred, will be investigated. 
 Violation of this policy may result in disciplinary action, up to and including possible 
termination. 
 It is the policy of St. John’s Lutheran Church to encourage any witness of an incident of 
sexual harassment to report such incident to your supervisor.  
 
11.00 – Worker Benefit Plans and Withholdings 
11.10  General 

The Congregation will pay the full cost of Workers participation in the 
plans. All benefit plans are subject to amendment, termination or change by the  
Senior Pastor in accordance with the Bylaws and Concordia Plans. 

11.20  Health Benefits 
Full-Time Workers employed for more than 30 hours per week and more 

than 5 months a year are covered under the provisions of the Concordia Health 
Plan. Full-Time Workers have the option of waiving the health benefits for 
themselves if covered by spouse’s employer. The Worker may indicate this waiver 
on the Worker Benefit Plan Enrollment Form.  Congregation will provide offset for 
that employee. Workers have the option of enrolling eligible dependents in the 
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Concordia’s Health Plan. Details and information regarding the plan are available 
in the summary plan description and the benefit booklet. 

11.30  Disability Benefits 
All Workers employed for more than 21 hours per week and more than 5 

months a year are covered under the provisions of the Concordia Disability and 
Survivor Plan. See Section 9.00 of this manual. Details and information regarding 
the plan are available in the summary plan description and the benefit booklet. 

11.40  Workers Compensation Insurance 
You must notify your supervisor immediately in the event of an injury 

during the hours you are working for St. John’s. The Congregation carries 
Workman’s Compensation Insurance on all its Workers in conformity with the laws 
of the state of Michigan. The Executive Assistant works with the Senior Pastor to 
administer this program.  

In case of occupational injury or illness, payment will be made in 
accordance with the provisions of the states Workmen’s Compensation Law. In 
addition to such payments, a supplementary amount, equal to the difference 
between the Worker’s basic biweekly wage and his or her biweekly compensation 
allowance under the State Worker’s Compensation Law, shall be paid biweekly to 
such Worker from the first day of such injury or illness. Such supplementary 
payment shall continue for a period which shall expire on the earlier of ninety 
work days for such supplementary payments, or when: 

 The Worker returns to work, or 
 The Worker dies, or 
 The Worker receives a compensation award in settlement 

of his claim, or 
 The Worker refuses to return to work after being 

determined by a physician of the congregation’s choice to 
be able to perform the duties of the assigned job without 
unreasonable risk or physical harm 

Any payments made by the Congregation to the Worker under these provisions 
shall be reduced by the amount of any disability benefits paid under the Concordia 
Disability and Survivor Plan. 

11.50  Retirement Benefits 
All Workers employed for more than 21 hours per week and more than 5 

months a year by the Congregation are covered under the Provisions of the 
Concordia Retirement Plan. Details and information regarding the plan are 
available tin the summary plan description and the benefit booklet. 
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11.60  Death Benefits 
All Workers employed for more than 21 hours per week and more than 5 

months a year by the Congregation are covered under the provisions of the 
Concordia Disability and Survivor Plan (CDSP). Details and information regarding 
the plan are available tin the summary plan description and the benefit booklet.  

11.70  Social Security Benefits 
1.) The Congregation withholds and pays social security taxes for Workers 

who are not ordained or commissioned ministers. 
2.) The Congregation pays 7.50% towards FICA for ordained or 

commissioned ministers because of their self-employed status. 
11.80  Federal Unemployment Tax 

Should you decide to leave the employment of the church or you are 
involuntarily terminated, you are not eligible for either state or federal 
unemployment claims. This is due to the church being exempt from federal 
unemployment tax and being either exempt or opting not to participate in the 
state unemployment tax program.  
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St. John’s Tuition Reimbursement Program for Continuing Education 
1. All professional and Full-Time workers employed by St. John’s Lutheran Church are 

eligible for tuition reimbursement for continuing education coursework. 
2. Planned coursework must be submitted on this form and approved prior to enrollment to 

be eligible for reimbursement. 
3. Please complete this form below and submit it to your supervisor for approval. 
4. Submit all receipts for tuition, books and any other supplies necessary for the course. 

Reimbursement will be made once the course has been completed and a grade report has 
been submitted. The maximum reimbursement will be $500 per worker per fiscal year.     
 

Part 1 – Name and Employment Status 
 
Name_______________________________________________________________________ 
Check One: Professional Worker____   Full-Time Worker ____ 
 
Part 2 – Course Information 
 
Course Title:___________________________________________ 
Institution:_____________________________________________ 
Course Dates/Term: __________________ # of Credit Hours: __________________ 
Reason for Coursework:_________________________________________________________ 
Estimated Cost:_______________________________________________________________ 
 
Part 3 – Signatures 
Request Made By:___________________________________Date:___________________ 
 
Approvals: 
Supervisor:________________________________________Date:______________________ 
 
Treasurer:_________________________________________Date:______________________ 
Part 4 – To Be Completed after Grade is Received 
Course Expenses: (Provide Documentation)       
 Total Cost: $______________________Course Grade:___________  

Reimbursement Amount: $__________________ 
(Date) ______________            Check # _______________Account Debited:_____________ 
 
Executive Assistant  Signature:____________________________        Date:____________   
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Request for Personal/ Vacation Leave 

 
I, _______________________, am requesting the following hours off:  
 
Start Date:___________________ 
 
End Date:____________________ 
 
Total Number of Hours Requested:____________ 
 
I understand these hours will be taken from available Personal/ Vacation leave days accrued. 
 
 
Employee Signature                                                                           Date 
 
X_____________________________________________________________________________ 
 
Supervisor Approval:                                                                            Date 
 
X_____________________________________________________________________________ 


