
T E A M H A N D B O O K



These policies supersede all previous policies, both oral and written, and all past practices and are 

the property of Pinellas Community Church (PCC). The PCC Team handbook contains confidential 

and proprietary information. 

EQUAL EMPLOYMENT OPPORTUNITY  

It is the policy of this organization that employment decisions shall be based on merit, 

qualifications, and competence. Except where required or permitted by law, employment practices 

shall not be influenced or affected by virtue of an applicant’s or team member’s race, color, sex, 

national origin, age, or disability. Religious organizations are exempt from the ban on religious 

discrimination pursuant to Title VII,Section 702, but not from the other prohibited forms of 

discrimination. 
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W E L C O M E  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Welcome to the Pinellas Community Team.  I am excited and honored that you have chosen to join 

our ministry staff, and I believe that as a member of our team, we will accomplish great things for 

the kingdom of God. 

By now you’ve already had a chance to meet many on our team and have found that we are not 

just fellow workers but striving to be a family together.  As part of our family,  we want you to feel 

right at home in building and enjoying relationship within the team.  To help govern team 

interaction, we have five values that guide us: 

Integrity 

Accountability 

Innovation 

Teamwork 

Growth 

These values are principles or standards of behavior, that are not only important for our lives but 

that serve as a road map to the type of team we are becoming.  

This handbook will provide you with the information and procedures you will need to better 

understand how to function within our organization.  Inside you will discover how we want to serve 

you as a valued team member; general expectations you’ll need to abide by so that we can 

function in unity; and the benefits we offer to reward you for the excellent service you will provide.  

Ultimately, we have this opportunity it’s to serve because Jesus first served us. Working to serve 

Him by serving Pinellas Community Church is one of the highest honors in life we’ve been given.  

We are better together. Welcome to our family.   

Pastor Mark Canfield 
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G E N E R A L  P R O V I S I O N S  

� Page  7



QUALIFICATIONS FOR EMPLOYMENT  
It is the policy of Pinellas Community Church that in addition to the requirements set forth in the 

General Information, there is required of each Team member of Pinellas Community Church a 

commitment to Jesus Christ and His work as evidenced in our lives and in our relationships by the 

fruits of the Spirit: love, joy, peace, patience, kindness, goodness, faithfulness, gentleness, and self-

control (Galatians 5:22). 

It is the policy of Pinellas Community Church that there is required of each team member an 

educational and/or experiential background to fit his or her particular job description. Honesty and 

integrity are prerequisites  to  continued  association with Pinellas Community Church. 

It is the policy of Pinellas Community Church that it is required of all team members that each have 

a continuing positive attitude of loyalty and cooperation with the leadership and other team 

members. Every team member must be a member of PCC and adhere to the Essential Beliefs and 

Lifestyle Statements. 

It is required of team members that each be productive in assigned tasks, with a positive attitude 

and loyalty for the mission. The workplace is a place of sharing the responsibility of productivity, 

and each team member is expected to bring to the workplace a happy and pleasant manner and 

mood. It is expected that each team member possesses an excellent spirit (Daniel 6:3), and reflects 

the attitude of a servant leader (Matt 20:26-28). 

It is important for all team members to have a pleasing personality, a warm and gracious manner, 

always sensitive to, and relating well with people and problems in a positive way. 

Each team member must  have  a  willingness  to  submit  to  authority,  and  each  team  member  

in a position of responsibility and authority is required to be judicious, gracious, sensitive, and 

understanding in exercise of their authority. 
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NON-DISCLOSURE  
The  protection  of  confidential  information  is  vital  to  the  interests  and  the  success  of  this  

organization. Such  confidential information includes but is not limited to the following examples: 

• Personnel/Payroll records 

• Counseling records 

• Members and attendee lists (any/all information in Planning Center Online or any other place 

PCC may keep these records) 

• Financial information 

• Student records 

• Master Calendar 

OUTSIDE EMPLOYMENT  
Team members may hold outside jobs as long as they meet the performance standards of their job 

with this organization. Team members should consider the impact that outside employment may 

have on their health and physical endurance. All team members will be judged by the same 

performance standards and will be subject to Pinellas Community Church’s scheduling demands, 

regardless of any existing outside work requirements. 

Outside employment that constitutes a conflict of interest is prohibited. Team members should not 

receive any income or material gain from individuals outside the organization for materials 

produced or services rendered while performing their jobs at Pinellas Community Church. 

Pinellas Community Church recognizes that team members may have obligations to the 

community. Participation on personal time is encouraged in worthy educational, civic and 

charitable activities. However, each team member should recognize that certain activities may 

divide their loyalties to Pinellas Community Church. Consequently, Pinellas Community Church 

does not approve of team members participating in activities, which have a negative impact on 

Pinellas Community Church operations or those, which could involve a conflict with the doctrinal 

positions of Pinellas Community Church. 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E M P L O Y E E  S T A T U S  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EMPLOYMENT CATEGORIES  
It is the intent of Pinellas Community Church to clarify the definitions of employment categories so 

that team members understand their employment status and benefit eligibility. 

Each team member is designated as either NONEXEMPT or EXEMPT from federal and state wage 

and hour laws. NONEXEMPT team members are entitled to overtime pay under the specific 

provisions of federal and state laws. EXEMPT team members are excluded from specific provisions 

of federal and state wage and hour laws. Each team member is also designated as one of the 

following: 

FULL-TIME A 
Team members who are on the Executive Team and are those who are regularly scheduled to work 

the organization’s full time schedule which is 30 or more hours per week. 

FULL-TIME B 
Team members are those who are regularly scheduled to work the organization’s full time schedule 

which is 40 or more hours per week. 

PART-TIME A 
Team members who are hired to regularly work between 30 - 39 hours per week. 

PART-TIME B 
Team members who are hired to regularly work between 20- 29 hours per week. 

PART-TIME C 
Team members who are hired to regularly work less than 20 hours per week. (Team members 

designated as Part Time C are ineligible for benefits) 

TEMPORARY/SEASONAL 
Temporary team members are those who are hired as interim replacements, to temporarily 

supplement the work force, or to assist in the completion of a specific project. Employment 

assignments in this category are of a limited duration. Employment beyond any initially stated 

period does not in any way imply a change in employment status. Temporary team members retain 

that status unless and until notified of a change. While temporary team members receive all legally 

mandated benefits (such as workers’ compensation insurance), they are ineligible for any other 

benefit programs. 
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PROBATIONARY  

All new and rehired team members work on a PROBATIONARY basis for the first 90 calendar days 

after their date of hire. If Pinellas Community Church determines that the designated 

PROBATIONARY period does not allow sufficient time to thoroughly evaluate the team member’s 

performance, the PROBATIONARY period should be extended for a specified period. 

The PROBATIONARY period is intended to give new team members the opportunity to 

demonstrate their ability to achieve a satisfactory level of performance and to determine whether 

the new position meets their expectations. Pinellas Community Church uses this period to evaluate 

team member capabilities, work habits, and overall performance. 

INTERNSHIP POLICY  

Interns are team members that are scheduled to work in specific ministries to gain ministry 

experience and move ministry forward under the supervision and direction of a staff ministry 

leader. Interns are required to comply with all policies and procedures set forth in the PCC Team 

Handbook. The session dates, days, hours, and pay will be determined by the ministry leader and 

their senior leader. Internship requests must be submitted in writing and approved by the senior 

team prior to making any intern position available. There are no paid PTO, holiday, medical, or 

family leave benefits for interns. 

PERSONNEL DATA CHANGES  
It is the responsibility of each Team member to promptly notify the Executive Team of changes in 

personnel data. Personal mailing addresses, telephone numbers, number and names of 

dependents, individuals to be contacted in the event of an emergency, educational 

accomplishments, and other such status reports should be accurate and current at all times. 
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PERFORMANCE EVALUATION AND SALARY  
Sr Managers and team members are strongly encouraged to discuss job performance and goals on 

an informal, day-to-day basis. Formal performance evaluations may be conducted at the end of a 

team member’s initial period in any new position. This period, known as the PROBATIONARY 

period, allows the Sr Manager and the team member to discuss the job responsibilities, standards, 

and performance requirements of the new position. Additional formal performance reviews may be 

conducted to provide both Sr Managers and team members the opportunity to discuss job tasks, 

identify weaknesses, recognize strengths, and discuss approaches for meeting goals. 

Merit-based pay adjustments for team members may be awarded by this organization in an effort 

to recognize superior team member performance.  

When financial adjustments may be in order, such adjustments shall be at the discretion of the 

Executive Team. An adjustment (raise) is not to be thought of as automatic. The attitude and 

performance of the team member, along with the annual budget and cash flow will be a factor 

when considering adjustments. Confidentiality will be observed and there will be no comparisons 

among team members. 

The salary shall be considered and agreed upon at the time of hiring. Review of salary and merit 

pay adjustments will be considered annually (based on PCC’s fiscal year).  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B E N E F I T S  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TEAM MEMBER BENEFITS  
A number of the programs (such as Workers Compensation) cover all team members in the 

manner prescribed by law. Part Time C team members are not otherwise benefit eligible.  

PAID TIME OFF (PTO) BENEFITS  

PTO with pay is available as follows to team members to provide opportunities for rest, relaxation, 

and personal pursuits. We encourage team members to have a healthy work/life balance by 

utilizing their PTO benefits. 

Full-Time A team members are entitled to the following PTO benefits: 

25 days, not to exceed 5 Sundays off per year 

Full-Time B team members are entitled to the following PTO benefits: 

20 days, not to exceed 4 Sundays off per year. 

Part-Time A team members are entitled to the following PTO benefits: 

15 days, not to exceed 3 Sundays (if required) off per year. 

Part-Time B team members are entitled to the following PTO benefits: 

10 days, not to exceed 2 Sundays (If required) off per year. 

PTO is based on the calendar year and cannot be accumulated. If PTO time is not taken within the 

calendar year, it will be forfeited. Leadership will approve PTOs in such a manner that the 

operational efficiency of the church office or ministry will not be impaired. Temporary 

replacements from outside sources for personnel taking extended PTO will be authorized only 

when necessary for office function. 

All PTO must be approved and on the church calendar by October 1 of the current year. All PTO of 

more than two days, or requesting a Sunday, must be on the church calendar 14 days in advance of 

scheduled PTO. It is the team member’s responsibility to request PTO.  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BLACK OUT DATES 
To keep PCC operating and prepared during busy ministry seasons, PTO requested during the 

following Black Out Dates will not be approved.  

• The three weeks prior/of Easter 

• The week prior/of Christmas 

UNPAID LEAVE 

Unpaid leave must be pre-approved by the team member's senior Sr Manager. 

FLEXTIME & FLEXPLACE 
Team members may elect to start their work day on the hour or half hour between 7AM - 10AM 

Monday - Thursday & 6:30AM - 8AM on Sundays and must work the total required daily hours from 

the time work has begun on that day. 

It is important to remember that the office is open to our community daily and must be 

maintained during peak hours. Therefore, all staff, regardless of status, must be in the PCC Offices 

between the hours of 10AM - 2PM. You may elect to work off campus (Flex-Place) during the other 

hours as it relates to meeting the mission and vision of the church. We ask that staff do not work 

from home during work hours to help establish a healthy boundary between home life and work 

life. 

All team members are still required to attend regularly scheduled staff meetings, team meetings, 

and/or church related activities. We ask that when an event is scheduled of which you are required 

to attend, please adjust your work hours accordingly with approval by your Sr Manager.  

Flextime is completely voluntary; team members may choose to remain with their standard work 

schedule. 
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Trust is a big factor. Flextime/Flex-Place is a privilege, not a right, and, if abused, you may not be 

eligible for Flextime/Flex-Place and can be required to work normal working hours at the 

discretion of the Sr Manager. 

HOLIDAYS  

Pinellas Community Church provides the following paid holidays to all team members. Team 

members will only be granted the paid holiday below if it falls on their regular scheduled workday. 

• New Year’s Day (January 1) 

• Martin Luther King Jr. Day (Third Monday in January) 

• Easter Holiday  (Monday after Easter) 

• Memorial Day (Last Monday in May) 

• Independence Day (July 4) 

• Labor Day (First Monday in September) 

• Thanksgiving (Fourth Thursday in November) 

• Day after Thanksgiving 

• Christmas (December  25) 

• Day after Christmas 

• New Year’s Eve – ½ Day (December 31) 

*Christmas Eve Worship Service is required for pastors and weekend team members due to the 

size and evangelistic nature of this holiday. 

Note: The lead pastor may authorize flex days or days off following Christmas. This may vary, year 

to year, based on calendar and is not assumed. 

MEDICAL INSURANCE  
We offer employer-paid health insurance, Dental and Vision for all Full-Time team members. You 

will be given an enrollment packet upon hire.  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RETIREMENT  
Per provisions of section 403(b) of the United States Internal Revenue Code, team members of a 

nonprofit corporation may elect to voluntarily contribute a certain percentage of their earnings, 

pretax, to a qualifying tax-sheltered annuity. PCC team members should consider making 

contributions to the Ministers Benefit Association (AGFS). Information will be given to you in your 

enrollment packet upon hire. In an effort to encourage team members to contribute to their 

403(b) plan, PCC has elected to contribute 1% of a team member’s gross yearly wage (prorated 

per pay period). 

Although PCC does not currently have a 403(b) matching program, we reserve the right to 

introduce a matching program in the future.  

COMPENSATION  

Pinellas Community Church strives to pay a fair or “living” wage that meets the needs of its staff, 

while at the same time making every effort to keep program costs modest so that it can dedicate 

as much of its resources as possible to the ministries of the church. 

PASTORAL OUTSIDE MINISTRY  
Up to 10 days of outside ministry (i.e. mission’s trip, writing or speaking engagements.) is afforded 

to members of the Pastoral Staff each calendar year without having to use their Paid Time Off. 

During an outside ministry leave, the pastor on leave is considered “in office” and is still 

responsible for his/her role responsibilities.  

CONFERENCE POLICY  
Team members should attend outside conferences as deemed necessary by their immediate Sr 

Manager. These conferences are to be of the nature of improving the team member’s skills and 
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knowledge as required for their present position and/or the furtherance of the ministry of PCC. 

The team member must have been employed at PCC on team at least 6 months to qualify. 

Requests must be made well in advance and approval given by the Executive Pastor.  Depending 

on the budget, PCC may elect to cover portions of the requested conference fees and expenses.  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L E A V E  O F  A B S E N C E S  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MEDICAL LEAVE 
Pinellas Community Church provides unpaid medical leave to team members who are temporarily 

unable to work due to a medical disability. To be eligible for medical leave, a team member must 

have worked for Pinellas Community Church at least 12 months. 

As soon as an eligible team member becomes aware of a need for a medical leave of absence, a 

physician’s statement must be provided verifying the medical disability and its beginning and 

expected ending dates. A team member requesting use of medical leave will be required to give a 

30-day advance notice when the need for the leave is foreseeable and a minimum of five days 

notice, if possible. 

Medical disabilities include (but are not limited to) all temporary disabilities associated with 

pregnancy, childbirth, and related medical conditions. 

Pinellas Community Church will maintain health insurance coverage for a Full-Time team member 

on medical Leave for up to a maximum of 12 work weeks if such insurance was provided before the 

leave was taken and on the same terms as if the team member had continued to work. 

Team members who sustain a work-related injury will be eligible for a medical leave of absence for 

the period of disability in accordance with all applicable laws covering occupational disability. 

When medical leave ends, the team member will, if possible, return to the same position or to a 

similar one for which qualified. If the previous position or a comparable one is not available, an 

effort will be made to offer another position that is available and suitable. 

If a team member fails to report to work promptly at the end of the medical leave, Pinellas 

Community Church will assume that the team member has resigned. 
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MATERNITY/PATERNITY-RELATED ABSENCES  
A three-week leave with pay is available to Full-Time female team members who request an 

excused absence associated with pregnancy and delivery. 

Team members may use available sick days and PTO benefits for additional maternity related time 

away with pay not to exceed six weeks and six weekends. More time may be taken without pay as 

approved by the Executive Pastor. 

Paid paternity leave for male team members is available to Full-Time team members up to one- 

week. Additional days may be obtained through utilizing PTO days. 

BEREAVEMENT LEAVE  
If a team member requests time off due to the death of an immediate family (Parent, Sibling, child) 

member (Parent, Sibling, child, spouse) due to travel to attend memorial services, the team 

member should notify his or her Sr Manager immediately. Up to five work days off paid 

bereavement leave for travel will be provided. Up to three days for extended family.  

JURY DUTY  
If you are called for jury duty, notify your Sr Manager as soon as possible. Pinellas Community 

Church will pay you at your normal rate of pay for your scheduled hours during the period of your 

jury service, less any other payment you receive for jury service. 
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WITNESS DUTY  
If you are called for witness duty, notify your Sr Manager as soon as possible. Pinellas Community 

Church will pay you at your normal rate of pay for your scheduled hours during the period of your 

service, less any other payment you receive for witness duty. 

LEAVE RELATED TO HARASSMENT OR DOMESTIC ABUSE   
Pinellas Community Church team members may take reasonable unpaid time off to obtain a 

restraining order or to otherwise attempt to obtain relief from harassment or domestic abuse. 

Pinellas Community Church team members also may take reasonable unpaid time off to give 

testimony or to attend criminal proceedings related to harassment or domestic abuse. 

TIME OFF TO VOTE  
Pinellas Community Church encourages team members to fulfill their civic responsibilities by 

voting. If a team member is unable to vote in a statewide election during his or her non-working 

hours, Pinellas Community Church will grant paid time off to vote. Team members should request 

time off to vote from their Sr Manager prior to Election Day. 

MILITARY LEAVE  
An unpaid military leave of absence will be granted to team members, if called to active duty with 

the U.S. armed services. Team members should use PTO time for the absence. 

Subject to the terms, conditions, and limitations of the applicable plans for which the team 

member is otherwise eligible, Pinellas Community Church will continue to provide health insurance 

benefits until the end of the month in which the military leave begins. At that time, team members 

who want to continue their coverage will become responsible for the full costs of such benefits. 

Pinellas Community Church will resume payment of these costs on the same terms as if the team 

member had continued to work, when the team member returns to active employment. 
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Team members on two-week active duty training assignments or inactive duty training drills are 

required to return to work for the first regularly scheduled shift after the end of training, allowing 

reasonable travel time.  

Every reasonable effort will be made to return team members to their previous position or a 

comparable one. They will be treated as though they were continuously employed for purposes of 

determining benefits based on length of service, such as job seniority rights. 

LEAVE OF ABSENCE WITHOUT PAY 
Pinellas Community Church may grant an unpaid leave of absence to a team member. Unpaid 

leave must be pre-approved by the team member’s senior manager. A request to grant an unpaid 

leave of absence must be made in writing providing as much advance notice as possible. 

Team members must use all PTO before taking an unpaid leave of absence. 

UNAUTHORIZED LEAVE OF ABSENCE 
Any absence from duty of a team member that is not authorized by his/her Sr Manager in 

accordance with these policies shall be deemed to be an absence without approval. Any such 

absence shall be without pay and may be grounds for disciplinary action. 

OTHER LEAVE 
  
Pinellas Community Church will provide such other leaves of absence as may be required 

by applicable law. 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P A Y R O L L  &  
T I M E K E E P I N G  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PAYDAYS  
Team members shall be paid semi-monthly by check or by direct deposit on the 15th and 30th. If 

the 15th or 30th falls on a holiday or weekend, the payday will be the business day before.  

OVERTIME FOR NON EXEMPT TEAM MEMBERS 

For hourly, (non exempt team members), as required by law, overtime pay is based on actual hours 

worked. Time off on PTO leave, any leave of absence, or holidays will not be considered hours 

worked for purposes of performing overtime calculations. Full Time A & B team members are 

exempt team members and will not be paid overtime. 

PAY DISCREPANCIES  

Pinellas Community Church takes all reasonable steps to assure that team members receive the 

correct amount of pay in each paycheck and that team members are paid promptly on the 

scheduled payday. 

In the unlikely event that there is an error in the amount of pay, the team member should promptly 

bring the discrepancy to the attention of the Finance Office so that corrections can be made as 

quickly as possible. 

If an underpayments is identified, this discrepancy will be corrected during the next business day. 

If there is a discrepancy that results in an overpayment, this will be corrected in the next regular 

paycheck. If this presents a burden to the team member, the Finance department will arrange 

repayment with the team member to minimize any inconvenience. 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EMPLOYMENT TERMINATION  
Below are examples of some of the most common circumstances under which employment is 

terminated: 

• RESIGNATION – employment termination initiated by a team member who chooses to leave the 

organization voluntarily. 

• DISCHARGE – employment termination initiated by the organization. 

• LAYOFF – involuntary employment termination initiated by the organization for non-disciplinary 

reasons (i.e., reduction of team). 

• MEDICAL TERMINATION – employment termination initiated by the team member or by the 

organization when a team member is unable, for health reasons, to continue to work. 

• RETIREMENT – voluntary retirement from active employment status initiated by the team 

member. 

TERMINATION OF EMPLOYMENT  

Pinellas Community Church may administer corrective action when team member performance or 

conduct problems arise. In such circumstances, Pinellas Community Church may, at its sole 

discretion, take one or more of the following corrective actions: verbal coaching and counseling; 

written warning; suspension; and/or termination. Pinellas Community Church is not bound to a 

“progressive discipline” process and may take any one of the foregoing actions at any time. In 

determining the type of corrective action to take, Pinellas Community Church generally will 

consider the team member’s past performance or misconduct problems, the willfulness of the 

team member’s actions, the team member’s level of honesty and integrity in reporting or 

addressing the performance or misconduct, and any other relevant facts and circumstances. 

VOLUNTARY RESIGNATION 
In the event you choose to terminate employment, Pinellas Community Church expects you 

to give notice in writing to your Sr Manager. The Senior Pastor and all Sr Managery team 

members are expected to provide 4-weeks’ notice. All other staff are expected to provide 
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2-weeks’ notice. PTO cannot be used during the notice period. 

If Pinellas Community Church asks a team member to leave before the expiration of the 

notice period, Pinellas Community Church will pay the team member for the entire notice 

period, but the effective termination date will be the last day worked. 

INVOLUNTARY TERMINATION 

Although Pinellas Community Church strives to provide team members 2-weeks’ notice of 

involuntary termination, immediate dismissal may be warranted under some 

circumstances. 

It is not possible to list all of the forms of behavior that are considered unacceptable in our 

workplace. The following are examples of prohibited conduct, as determined within the 

sole discretion of PCC, which may result in disciplinary action, up to and including 

immediate termination: Excessive tardiness or absenteeism; Theft; Dishonesty; Giving/receiving 

funds and/or bonuses to other staff/volunteers for work performed; Violation of PCC’s Equal 

Employment Opportunity and Affirmative Action policy; Violation of PCC’s Standards of Good 

Conduct; Possession of dangerous or unauthorized materials, such as explosives, firearms or other 

weapons in the workplace. 

As previously stated, Pinellas Community Church reserves the right, at its sole discretion, to 

take corrective action, or to involuntarily terminate a team member. 

If the team member’s performance is unsatisfactory due to inability or failure to fulfill the 

requirements of the job, the team member will be notified of the problem and his Sr Manager will 

work with him to correct the situation. It may become necessary to dismiss a person for failure to 

perform his job within acceptable standards. 

Advance notice is not given in dismissal cases. Pay will be distributed on the next regular payday. 

Unused PTO pay will be forfeited upon dismissal and upon improper resignations. Out of mutual 
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respect and concern, every effort should be made to give ample notice of an impending 

termination of a team member. 

The pastoral team, team leaders, and Full-Time team members who wish to resign from their 

position are requested to submit a “Letter of Resignation” to the Executive Pastor no less than four 

(4) weeks prior to the date of expected release. The lead pastor reserves the right to release any 

team member who wishes to resign prior to the end of the 4 week expected release date. 

All other team members are requested to submit a written “Letter of Resignation” to the Executive 

Pastor no less than two (2) weeks prior to the date of desired employment termination. The lead 

pastor reserves the right to release any team member prior to the date of requested or expected 

release. 

RETURN OF PROPERTY 
On the final day of employment, all team members will return all Pinellas Community Church 

property to their Sr Managers, including (but not limited to) computers, marketing materials, 

passwords, and keys (inside and outside doors).  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W O R K  C O N D I T I O N S  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OFFICE HOURS  
The normal office hours for Pinellas Community Church are to be open 9AM to 5:00PM., Monday 

through Thursday. Fridays the office is closed. 

All time away from work shall be approved and/or excused by your direct Sr Manager. In addition, 

when a team member is going to be absent, for any reason, they must notify the office no later 

than 15 minutes after scheduled start time via the HR channel in Slack. It is mandatory that team 

members communicate whether or not they will report later in the day. Each day thereafter, 

notification shall be given to the Sr Manager, unless the condition is such that it is known the 

absence will be prolonged. 

SAFETY  
Establishment and maintenance of a safe work environment is the shared responsibility of Pinellas 

Community Church and team members from all levels of the organization. Pinellas Community 

Church will take all reasonable steps to assure a safe environment and compliance with federal, 

state, and local safety regulations. 

Team members are expected to obey safety rules and to exercise caution in all their work 

activities. They are asked to immediately report any unsafe conditions to their Sr Manager. Not 

only Sr Managers, but also team members at all levels of the organization are expected to correct 

unsafe conditions as promptly as possible. 

All accidents that result in injury must be reported to the appropriate Sr Manager, regardless of 

how insignificant the injury should appear. Such reports are necessary to comply with laws and 

initiate insurance and workers’ compensation procedures. 

In the case of job related injury to any team member of the church, immediate notification will be 

given to the office. This notification is to be followed by a written statement, signed by the team 

member, setting forth the nature and time of the accident and injuries incurred. If the injury is of a 
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serious nature, a doctor will be called and/or an ambulance will be called by the church office to 

transport the injured to the hospital. 

WORKERS’ COMPENSATION INSURANCE  

Pinellas Community Church provides a comprehensive workers’ compensation insurance program 

at no cost to team members. This program covers any injury or illness sustained in the course of 

employment that requires medical, surgical, or hospital treatment. Subject to applicable legal 

requirements, workers’ compensation insurance provides benefits after a short waiting period or if 

the team member is hospitalized immediately. 

Any team member who sustains a work-related injury or illness should inform his or her Sr 

Manager immediately. No matter how minor an on-the-job injury should appear, it is important that 

it be reported immediately. This will enable the Team member to qualify for coverage as quickly as 

possible. 

DRUG-FREE WORKPLACE 
Pinellas Community Church prohibits the manufacture, distribution, sale, possession, or 

use of illegal drugs, controlled substances, and non-prescribed mood-altering chemicals, in 

the workplace. Any team member who violates this policy will be subject to disciplinary 

action, up to and including termination. 

DRESS CODE 
Pinellas Community Church maintains an office that is accessible to the general public. We 

continually welcome guests into our facility. As representatives of our organization, you should be 

neat, well-groomed, and dressed in job-appropriate attire which reflects our interest in projecting a 

comfortable image. When in doubt about the appropriateness of an article of clothing, you should 

choose other attire. Pinellas Community Church expects you to use good judgment in your 

grooming, personal hygiene, and attire. 
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EMERGENCY CLOSINGS  
Emergency conditions, such as severe weather, can disrupt church operations and interfere with 

work schedules, as well as endanger team members’ well-being. These extreme circumstances may 

require the closing of the work facility. In the event of a Tropical System, the church will be closed 

once the area is either Tropical Storm or Hurricane Warned. The campus should be closed only by 

authorization of the lead pastor. 

When operations are required to close, the time off from scheduled work will be paid. In cases 

where a closing is not authorized, team members who fail to report for work will not be paid for 

the time off. However, team members may use their PTO to cover this time.  

TEAM MEMBER RELATIONS  
Our experience has shown that when team members deal openly and directly with Sr Managers, 

the work environment can be excellent, communication can be clear, and attitudes can be positive. 

Pinellas Community Church will show a commitment to team members by responding effectively 

to team member concerns. 

PUBLIC RELATIONS  
It is imperative that team members make every effort to be friendly, helpful, and courteous to all 

people with whom we come in contact. The reception that people will receive on a day-to-day 

basis will greatly influence their attitude toward their church. Because our doors are open to all, 

visitors can be expected to walk in at any time. Therefore, all offices or working areas must be kept 

neat and orderly at all times. Cleanliness and orderliness promote safety, high morale, and comfort.  

SOCIAL MEDIA 

Social media includes all means of communicating or posting information or content of any 

sort on the Internet, including to your own or someone else’s web log or blog, journal or 
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diary, personal web site, social networking or affinity web site, web bulletin board or chat 

room, whether or not associated or affiliated with PCC, as well as any other form of 

electronic communication. 

Guidelines 

Pinellas Community Church team members are expected to act responsibly and ethically in their 

interactions on social media, including: 

• Do not text while driving on PCC business. 

• Unless specifically requested, do not post on behalf of PCC. 

• Do not share confidential, proprietary, or personal information about Pinellas Community Church 

or its members, donors, volunteers, or team members. 

• Always be fair and courteous to PCC community members. Keep in mind that you are more likely 

to resolve work-related complaints by speaking directly with your Sr Manager or co-workers, or 

by utilizing PCC’s complaint processes, than by posting complaints to a social media outlet. 

• Make sure you are always honest and accurate when posting information or news, and if you 

make a mistake, correct it quickly. Do not post information or rumors about PCC, its members, 

donors, volunteers, your fellow team members, or non-team member third-parties, that you know 

to be false. 

• Do not create a link from your blog, website, or other social networking site to a Pinellas 

Community Church website without identifying yourself as a Pinellas Community Church team 

member. 

• Do not represent yourself to be a spokesperson for PCC.  

• If Pinellas Community Church is a subject of the content you are creating, be clear and open 

about the fact that you are a team member and make it clear that your views do not represent 

those of PCC. It is best to include a disclaimer such as “The postings on this site are my own and 

do not necessarily reflect the views of PCC.” 

INTERNET & EMAIL 

Only team members who have been authorized by Pinellas Community Church may use its 

computer systems, software, Internet access, email, telephone system, and/or voice mail. 
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Pinellas Community Church’s computer systems, software, Internet access, email, telephone 

system, and voice mail are to be used solely for the purpose of conducting PCC business. 

Because Internet use creates the possibility of breaches to the security of confidential information, 

and contamination to our system via viruses, spyware, and malware, authorized team members are 

required to limit Internet use to that necessary to conduct PCCs’ business. 

Under no circumstances, may a team member use the churches computers, or other electronic 

equipment, to obtain, reach, view, or send pornographic or otherwise immoral, unethical, or non-

business-related sites or material. If you have any question as to what constitutes immoral, 

unethical, or non-business-related sites or material, contact your Sr Manager or the Executive 

Pastor. 

Pinellas Community Church will address any email that discriminates because of protected class 

status in accordance with its policy prohibiting sexual or other unlawful harassment. Pinellas 

Community Church owns any and all information stored on its computer equipment, and any and 

all communications sent via its email system. Do not consider any electronic communication you 

create, access, or store at work to be private. Pinellas Community Church has the right to access 

any material in a team member’s computer, email, or voice mail at any time.  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PLEASE KEEP IN MIND THAT THESE ARE ONLY GUIDELINES, AND THAT THE 

PROVISIONS IN THESE POLICIES ARE NOT INTENDED TO BE A CONTRACT OR 

ENFORCEABLE PROMISE OF EMPLOYMENT BETWEEN YOU AND PINELLAS 

COMMUNITY CHURCH FOR ANY SPECIFIC DURATION OF EMPLOYMENT, OR ON ANY 

SPECIFIC TERMS. 

Pinellas Community Church, in its sole and absolute discretion, reserves the right to amend 

or eliminate any of these policies, or any portion of these policies. In the event of an 

amendment or elimination of policy, Pinellas Community Church will notify staff as soon as 

practicable, but any such change is effective immediately. 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A C K N O W L E D G E M E N T  
O F  R E C E I P T  O F  
P E R S O N N E L  P O L I C I E S  

My signature below acknowledges that I have received a copy of the personnel policies 

of Pinellas Community Church. I agree to review them, and to abide by them. I understand that if I 

have questions about the policies, I may consult with my immediate Sr Manager about them. 

Date: 

Team member Signature 

Team member’s Name (Printed) 
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