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“Highland Park is a community of faith continually being formed by the unchanging Word 
of God, engaging in the worship of God, and pursuing the mission of God by the power of 

the Gospel of Jesus Christ.” 
 
 

I. Introduction 
 
The “Highland Park Policy Handbook for Church Staff” (Staff Handbook) exists to describe the expectations of all 
Highland Park staff, define important terms, explain benefits for eligible employees, and consolidate the 
information of other authorized church documents pertaining to church staff. All church employees are responsible 
for familiarizing themselves with this Handbook and will be accountable for carrying out their employment 
according to its contents. 
 

II. Authority of Policy 
 
This Staff Handbook was officially adopted by church action on _______________ and is therefore binding on the 
church and its employees. The information contained in this Handbook supersedes all previous personnel policies 
and protocols. Furthermore, this Handbook is itself under the authority of the “Constitution and Bylaws of 
Highland Park First Baptist Church” (Constitution and/or Bylaws) and should never be interpreted to contradict 
that document. 
 

III. Employee Code of Conduct 
 
Each employee of Highland Park (HP) represents this church and the Head of the church, the Lord Jesus Christ, in 
all areas of conduct, both professional and personal. Therefore, HP employees should strive to “walk in a manner 
worthy of the Lord, to please Him in all respects, bearing fruit in every good work and increasing in the knowledge 
of God” (Colossians 2:10). All church staff are expected to conduct their private and public lives in accordance 
with the “Church Covenant” (Article IV of the Constitution) and HP’s “Abuse and Molestation Policy.” If the 
behavior of any employee of HP, on the job or outside of the workplace, is inconsistent with the “Church 
Covenant,” the “Abuse and Molestation Policy,” or the clear principles of the gospel of Jesus Christ, such matters 
will be addressed by the Employee’s designated supervisor or the body in the church responsible for oversight for 
that employee (see Article II. Section 3. “Accountability and Supervision” in the HP Bylaws). 
 

IV. Employment Definitions and Categories 
 
A. Definitions 
The following definitions are taken verbatim from the Bylaws, Article II. Section 1. 
 

(1) Church Staff - Any person hired as an employee of the church and paid a regular wage for his or her services and/or 
time is referred to as a member of the church staff. Persons or companies contracted by the church for specific services 
are not considered as church staff. 
 
(2) Full-Time – A member of the church staff is considered full-time if his or her work load meets or exceeds thirty-
five (35) hours per week. Full-time employees will be eligible for certain benefits in addition to a regular wage, as 
required by law and as defined by the current Staff Handbook and/or the terms of employment as agreed upon by the 
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appropriate parties, as defined in these bylaws. Full-time staff may be considered as either salaried or hourly personnel, 
according to the terms of employment as agreed upon by the appropriate parties, as defined in these bylaws. 
 
(3) Part-Time – A member of the church staff is considered part-time if his or her work load is less than thirty-five (35) 
hours per week. Part-time employees are not automatically eligible for any benefits beyond a regular wage, except as 
agreed upon by the appropriate parties, as defined in these bylaws. Part-time staff may be considered as either salaried 
or hourly personnel, according to the terms of employment as agreed upon by the appropriate parties, as defined in 
these bylaws. 
 
(4) Salaried – Salaried staff are paid an annual wage at fixed intervals, according to the Staff Handbook. 
 
(5) Hourly – Hourly staff are paid an hourly wage at fixed intervals, according to the Staff Handbook. 
 
(6) Volunteer – The church may hire a person (or persons) to the church staff on a mutually agreed-upon volunteer 
basis. In such cases, all policies, procedures, and protocols governing paid church staff will apply, financial 
compensation only excepted. 

 
B. Staff Categories 
The above definitions can apply to personnel in any of the staff categories listed below (see Bylaws, Article II. 
Section 2.). Specific details will be spelled out in the individual employee’s contract. 
 

(1) Pastors, (2) Ministry Directors, (3) Support Personnel, (4) Interns, or (5) Interims. 
 

V. Employment Contracts 
 
Each employee of HP will have on file an “Employment Contract” describing the agreed upon terms of 
employment. The contract will contain information specific to each employee, such as wage, specific benefits, 
schedule, paid time off, and any other details pertinent to employment. This document will be prepared by the 
Personnel Committee and signed by the employee, a pastor, and the chairperson of the Personnel Committee. This 
document will be kept on file in the church office. 
 

VI. Employee Job Descriptions 
 
Each employee shall have a written job description in which the basic expectations of employment are explained. 
This job description shall be read carefully by the employee and a copy of the job description will be included in 
the Employment contract, which the employee signs. See “Employment Contract” above. 
 

VII. Compensation 
 
A. General Information 
Compensation details for each employee will be spelled out specifically in each Employment Contract (including 
such considerations as whether compensation will be awarded on an hourly or salaried basis, for part-time or full-
time employment). When hiring a new employee, the Personnel Committee or the Lead Pastor Search Committee 
will consult available published data to gain a clear understanding of reasonable wage parameters. One example of 
such published data is the Lifeway Compensation Study.  
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B. Approval by Church Action 
The compensation for the Church Staff is to be approved annually by Church action as part of the annual budget 
approval process, as spelled out in the Bylaws. Compensation for newly hired employees will be approved by 
Church action upon the recommendation of the Personnel and Finance Committees at a regular or special-called 
business meeting. 
 
C. Changes in Compensation 
An employee’s compensation is subject to change based on the annual review process and the recommendation of 
the Personnel Committee. Any annual increase in compensation must be approved by the Finance Committee (only 
in terms of the Church’s ability to pay the increase) which will take place as part of the annual budget approval 
process. If the church is ever in a place of financial crisis, the Finance Committee may recommend a decrease in 
compensation, to be applied equally across the board. Such a recommendation must be approved by the deacon 
body in the case of the Lead Pastor and by the Personnel Committee in the case of all other personnel. 
 

VIII. Retirement and Other Remunerative Benefits 
 
A. Retirement Contributions 
As a rule, the Church will make contributions to a Guidestone retirement account on behalf of all full-time 
employees, according to the schedule below. These contributions will be made in addition to the employee’s 
compensation. Exceptions to the following schedule may only be made based on a recommendation by the 
Personnel Committee and approval by the Finance Committee (such exceptions may include negotiations made at 
time of hire, years of experience in a related field). Amounts paid by the Church to each employee’s retirement 
account will be approved by Church action according to same practice as the approval process for compensation. 
 

0-2 years of experience  2% of annual compensation 
2-4 years of experience  4% of annual compensation 
4-6 years of experience  6% of annual compensation 
6-8+ years of experience  8% of annual compensation 

 
Employees may make additional retirement contributions by means of compensation reduction. 
 
B. Other Benefits 
Other benefits provided by the church as determined and approved by the Personnel Committee (or the Lead Pastor 
Search Committee) and Finance Committee shall be included in the Employment Contract, as signed by the 
responsible parties.  
 

IX. Regular Work Schedule 
 
The church office is open Monday through Friday, 10:00am – 4:00pm. The church staff will make every effort to 
have a person available to conduct business in the church office during those hours, except when the demands of 
ministry or the agreed upon schedule of the employees do not allow. Each employee’s specific work schedule will 
be determined by the nature of the task(s) they are hired to perform and the specifics of that schedule will be stated 
in detail in the Employment Contract for each employee. 
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X. Paid Time Off 
 
A. General Terms 
HP offers PTO to its permanent Pastors, Ministry Directors, and Support Personnel as a benefit to be used at the 
employee’s discretion and in accordance with the proper approval of supervisors. HP does not differentiate 
between vacation time, sick time, personal time, etc. Rather, all such concerns are considered together under the 
heading of PTO. 
 
B. Annual Increase and Annual Maximums 

Staff 
Category 

Starting 
PTO 

Completion 
of Years 1-

5 

Completion 
of 7 Years 

Completion 
of 10 Years 

Completion 
of 15 Years 

Completion 
of 17 Years 

Completion 
of 20 Years 

Support 
Personnel 

 
Annual 

Maximum 
4 weeks* 
calculated 
in hours** 

2 weeks 
calculated 
in hours** 

Additional 
8 hours  
for each 

year 

Additional 
20 hours  

Additional 
20 hours 
(or annual 
maximum, 
whichever 
is lower) 

X X X 

Ministry 
Directors 

 
Annual  

Maximum 
5 weeks* 
calculated 
in hours** 

2 weeks 
calculated 
in hours** 

Additional 
8 hours  
for each 

year 

Additional 
20 hours 

Additional 
20 hours 

Additional 
20 hours  
(or annual 
maximum, 
whichever 
is lower) 

X X 

Pastors 
 

Annual 
Maximum 
6 weeks* 
calculated 
in hours** 

2 weeks 
calculated 
in hours** 

Additional 
8 hours  
for each 

year 

Additional 
20 hours 

Additional 
20 hours 

Additional 
20 hours 

Additional 
20 hours 

Additional 
20 hours  
(or annual 
maximum, 
whichever 
is lower) 

 
*The annual PTO is not to exceed the annual maximum for each staff category. The carryover of unused PTO from 
the previous year will not count toward the annual maximum.  
 
**Each employment contract will stipulate the expected number of hours per week worked. Thus, the annual 
maximum for a full-time employee will exceed the annual maximum of a part-time employee of the same category 
in total number of hours but not in total number of weeks. On the other hand, a part-time employee will arrive at 
the annual maximum quicker than a full-time employee of the same category. 
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C. Accrual 
Half of the annual PTO is awarded in advance for possible use between January 1 and June 30. The other half of 
the annual PTO is available starting July 1. At the beginning of a new calendar year, up to one week of unused 
PTO may carry over into the following year. Unused PTO beyond one week will be forfeited by the employee 
without remuneration. 
 
D. Usage 
Available PTO may be used as vacation, sick time, or for other personal reasons. Any use of PTO must be 
approved by the appropriate supervisor in order to maintain an operational office environment. 
 

XI. Holidays 
 

New Year’s Day    January 1 
Good Friday    Friday before Easter 
Memorial Day    Last Monday in May 
Independence Day   July 4 
Labor Day    First Monday in September 
Thanksgiving    Fourth Thursday and Friday in November 
Christmas Eve    December 24 
Christmas Day    December 25 

 
A recognized holiday that falls on a Saturday or a Sunday or an employee’s scheduled off day may be observed on 
a different day within one week of the holiday, as determined by the Lead Pastor in consultation with the staff.   
 

XII. Jury Duty 
 
HPFBC Staff who are summoned to serve jury duty or subpoenaed as a court witness will be granted leave of 
absence with pay for the required length of service.  Upon receipt of summons for jury duty, the employee’s 
supervisor and/or supervising body must be notified. Employees are expected, however, to report to work when 
struck from the jury or when juror responsibilities are over for the day, if there is practical time remaining in the 
normal workday. 
 

XIII. Church Property for Staff Use 
 
The church provides such physical property as is deemed necessary for the completion of the job for which each 
employee is hired. All such property is the sole possession of HP and is to be used by the employee in a manner 
that manifests faithful stewardship and upstanding moral character. Such property includes, but is not limited to, 
computers, telephones, cell phones, and basic office supplies. The use of such equipment must be consistent with 
the Employee Code of Conduct, as described above. If church property is suspected of being used in an 
inappropriate manner, the supervising pastor, or in the case of the Lead pastor, the Associate pastors, will conduct 
a thorough but discreet investigation into the matter and proceed according to the Bylaws of HP and the principles 
of Matthew 18:15-17. 


