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SECTION I.  INTRODUCTION 
 
Welcome to nineteen:ten church (“the Church”). Whether you are serving on staff, as a 
full-time or part-time employee, an independent contractor, or a volunteer (collectively 
“Personnel”), we appreciate the gifts and talents that you bring to us and we hope that 
your work will be an enjoyable and rewarding experience. Our key personnel policies 
and procedures (“Personnel Policy”) have been accumulated in this document so that 
you will have an understanding of what we expect from you and what you should receive 
from us. Detailed procedures covering additional rights and responsibilities of Church 
employees are contained in the employee handbook, but such operating procedures will 
not be in conflict with this Personnel Policy.  
 
It is not reasonable that every Personnel management issue can be addressed in a 
personnel policy and employee handbook, so we reserve the right to have 
interpretations and final decisions to be made by those that have been granted that 
responsibility by the Church Constitution and Bylaws, namely the Elders. This version of 
the Personnel Policy supersedes any previous written or unwritten policies/guidelines. 
 
Neither this document nor any other Church document (including the employee 
handbook) confers any contractual right, either expressed or implied, to remain in the 
Church’s employment. Employment is not for any specific time and may be terminated at 
will, with or without cause and without prior notice, by the Church or by the employee.  
 

SECTION II. STATEMENT OF FAITH 

 
About the Bible 
 
We believe the entire Bible is God’s word to us. It was written by human authors, 
under the supernatural guidance of the Holy Spirit. It is the supreme source of 
truth for Christian beliefs and living. Because it is inspired by God, it is the truth 
without any mixture of error. (Genesis 1:1, 26, 27; 3:22; Psalm 90:2; Matt. 28:19; I Peter 
1:2; II Cor. 13:14) 
 
About the Trinity 
 
 We believe in one God, eternally existent in three persons: God the Father, God 
the Son, and God the Holy Spirit. (Deuteronomy 6:4-5; Matthew 28:19-20; Mark 12:28—
31; I John 5:7)  
 
About God the Father 
  
 We believe that God the Father, the first Person of the Trinity, orders and 
disposes all things according to His own purpose and grace. He is the Creator of all 
things. As the only absolute and omnipotent Ruler in the universe, He is sovereign in 
creation, providence, and redemption. His fatherhood involves both His designation 
within the Trinity and His relationship with humankind. He saves from sin all who come 
to Him through Jesus Christ; He adopts as his own all those who come to Him; and He 
becomes, upon adoption, Father to His own. (Psalm 145:8-9; 1 Corinthians 8:6; Genesis 

http://biblia.com/bible/nasb95/Psalm%20145.8-9
http://biblia.com/bible/nasb95/1%20Corinthians%208.6
http://biblia.com/bible/nasb95/Genesis%201.1-31
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1:1-31; Ephesians 3:9; Psalm 103:19; Romans 11:36; Ephesians 4:6;  Romans 8:14; 2 
Corinthians 6:18; John 1:12; Romans 8:15; Galatians 4:5; Hebrews 12:5-9) 
 
About God the Son 
 
We believe Jesus Christ, as the second Person of the Trinity, is the Son of God.              
He is co-equal with the Father. Jesus lived a sinless human life and offered Himself as 
the perfect sacrifice for the sins of all people by dying on the cross. He arose from the 
dead after three days to demonstrate His power over sin and death. He ascended to 
Heaven’s glory and will return 
again, someday to earth to reign as King of Kings, and Lord of Lords. (Matt. 1:22, 23; 
Isaiah 9:6; John 1:1-5; 14:10-30; Heb. 4:14, 15; I Cor. 15: 3,4; Rom. 1:3,4; Acts 1:9-11; I 
Tim. 6:14, 15; Titus 2:13) 
 
About God the Holy Spirit 
 
We believe the Holy Spirit is co-equal with the Father and the Son of God. We believe 
that the work of the Holy Spirit in this age began at Pentecost when He came from the 
Father as promised by Christ to initiate and complete the building of the Body of Christ, 
which is His church. He is present in the world to make men aware of their need for 
Jesus Christ. He also lives in every Christian from the moment of salvation. He provides 
the Christian with power for living, understanding of spiritual truth, and guidance in doing 
what is right. He gives every believer a spiritual gift when they are saved. As Christians 
we seek to live under His control daily. (John 14:16-17; 15:26; 1 Corinthians 12:13; II 
Cor. 3:17; John 16:7-13; 14:16, 17; Acts 1:8; I Cor. 2:12; 3:16; Eph. 1:13; Gal. 5:25; Eph. 
5:18) 
 
About Human Beings 
 
People are made in the spiritual image of God, to be like Him in character. 
People are the supreme object of God’s creation. Although every person has 
tremendous potential for good, all of us are marred by an attitude of 
disobedience toward God called “sin”. This attitude separates people from 
God and causes many problems in life. (Genesis 1:27; Psalm 8:3-6; Isaiah 53:6a; Rom. 
3:23; Isaiah 59:1,2) 
 
About Salvation 
 
Salvation is God’s free gift to us, but we must accept it. We can never make up 
for our sin by self-improvement or good works. Only by trusting in Jesus Christ as 
God’s offer of forgiveness can anyone be saved from sin’s penalty. When we 
turn from our self-ruled life and turn to Jesus in faith we are saved. Eternal life 
begins the moment one receives Jesus Christ into his life by faith. (Rom. 6:23; Eph. 2:8-
9; John 14:6; 1:12; Titus 3:5; Gal. 3:26; Rom. 5:1) 
 
About Eternal Security 
 
Because God gives us eternal life through Jesus Christ, the true believer is secure 
in that salvation for eternity. If you have been genuinely saved, you cannot 
“lose” it. Salvation is maintained by the grace and power of God, not by the 

http://biblia.com/bible/nasb95/Genesis%201.1-31
http://biblia.com/bible/nasb95/Ephesians%203.9
http://biblia.com/bible/nasb95/Psalm%20103.19
http://biblia.com/bible/nasb95/Romans%2011.36
http://biblia.com/bible/nasb95/Ephesians%204.6
http://biblia.com/bible/nasb95/Romans%208.14
http://biblia.com/bible/nasb95/2%20Corinthians%206.18
http://biblia.com/bible/nasb95/2%20Corinthians%206.18
http://biblia.com/bible/nasb95/John%201.12
http://biblia.com/bible/nasb95/Romans%208.15
http://biblia.com/bible/nasb95/Galatians%204.5
http://biblia.com/bible/nasb95/Hebrews%2012.5-9
http://biblia.com/bible/nasb95/John%2014.16-17
http://biblia.com/bible/nasb95/John%2015.26
http://biblia.com/bible/nasb95/1%20Corinthians%2012.13
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self-effort of the Christian. It is the grace and keeping power of God that gives us 
this security. (John 10:29,30; II Tim. 1:12; Heb. 7:25; 10:10,14; I Peter 1:3-5) 
 
About Eternity 
 
People were created to exist forever. We will either exist eternally separated 
from God by sin, or eternally with God through forgiveness and salvation. To be 
eternally separated from God is Hell. To be eternally in union with him is eternal 
life. Heaven and Hell are real places of eternal existence. (John 3:16; John 14:17; Rom. 
6:23; Rom. 8:17-18; Rev. 20:15; I Cor. 2;7-9) 
 

SECTION III. MISSION 
 
The focus and mission of The Church is developing a community of Christ followers who 
have been noticeably affected by an authentic encounter with God. Our purpose is the 
same as that of Jesus. Luke 19:10 tells us, “For the Son of Man came to find and restore 
the lost”. 

 
SECTION IV.  GENERAL POLICIES 
 
The following are placed near the front of the Personnel Policy to ensure that you read 
them and understand that the Church considers them to be very important in providing 
for a safe and secure work place for all Personnel. Violations of these policies could lead 
to serious disciplinary action including termination of employment, termination of 
contract, or removal from a volunteer position.  
 

Harassment Free Work Environment – The Church is committed to an 
environment in which all individuals are treated with respect and dignity. Each 
individual has the right to work and serve in a professional atmosphere that 
promotes safety and prohibits illegal and unethical discriminatory practices, 
including harassment. The Church expects that all relationships among 
personnel will be business-like and free of bias, prejudice, and harassment. 
 
Sexual harassment consists of unwanted sexual advances, requests for sexual 
favors or other unwanted verbal or physical conduct of a sexual nature. 
Examples of sexual harassment include unwelcome sexual flirtations, advances, 
or propositions; verbal abuse of a sexual nature; subtle pressure or requests for 
sexual activities, unnecessary touching of an individual; graphic comments about 
an individual’s body; a display of sexually suggestive objects or pictures: sexually 
explicit or offensive jokes, or physical assault. 
 
Any Personnel member who feels he or she is being subject to sexual or any 
form of harassment should immediately contact his/her supervisor, the Lead 
Pastor or his designee, or a member of the Elders. No one will be subject to any 
form of retaliation for pursuing a good faith harassment complaint. 

 
Substance Abuse – To ensure a safe, productive environment and to safeguard 
Church property, the use, sale, purchase, transfer, receipt or possession of 
alcohol, drugs, or controlled substances is prohibited on Church premises. 
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Church vehicles as well as private vehicles parked on Church premises are 
locations included within the prohibition. In addition, the Church strictly prohibits 
any Personnel from serving under the influence of alcohol, drugs, or controlled 
substances.  

 
Violence or Weapons – The Church strongly believes that all Personnel should 
be treated with dignity and respect. Acts of violence will not be tolerated. 
 
All Personnel must abide by the policy of the Church related to the carrying of 
handguns in Church buildings and at Church events. 

 
Political Activity Guidelines – The Church recognizes that personal views and 
desires of individual Personnel and Church members might differ with respect to 
political and socio-political subjects or issues. Further, as a 501c(3) tax-exempt 
entity, the Church must comply with certain rules related to political activities. 
Accordingly, the Church has always followed the policy that it will not take a 
partisan position or participate in any political activities. The Church will not 
endorse any political candidate, make donations to any candidate’s campaign, 
engage in fund raising on behalf of a candidate, distribute statements supporting 
or opposing a political candidate, or become involved in any other activities that 
may be beneficial or detrimental to any candidate. This policy is based upon the 
Church’s expectation that each individual shall be free to hold and express such 
individual’s own views and attitudes on such matters and each Personnel 
member shall take care to comply with these guidelines and not permit their 
personal statements or views be construed as an endorsement by the Church. 
 
The Church may choose to publicly support ethical or moral issues if that support 
does not endorse or denounce an individual candidate.  
 
Any questions concerning the interpretation or application of the foregoing 
guidelines should be directed to the Lead Pastor (or his designee) or to the 
Elders. 
 
Personal Conduct – The Church expects each Personnel member to conduct 
him or herself according to the highest ethical standards of conduct. All 
Personnel shall behave in a manner that is consistent with and not in conflict with 
the Church’s Statement of Faith. Activity or business dealings that appear to 
create a conflict between the best interests of the Church and personnel are 
unacceptable.  

 
Use of E-mail, Internet and Voice Mail – The e-mail system, internet access 
and voice-mail system are provided by the Church for use in conducting Church 
business. All communications and information transmitted, received from, or 
stored in these systems or on computers provided by the Church are considered 
to be Church records and property. These systems are intended to be used for 
Church related business and any personal use should be minimal. Personnel 
provided with access to these systems have no right of personal privacy in any 
matter stored in, created, received, or sent over these systems provided by the 
Church. Further, the Church, in its discretion as provider of the systems, reserves 
and may exercise the right to monitor, access, retrieve and delete any matter 
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stored in, created, received or sent over the system, for any reason and without 
the permission of the personnel member. 
 
The Church’s policies against sexual and other harassment apply fully to the e-
mail, internet and voice mail systems and any violation of those policies is 
grounds for discipline. 

 
Internet Posting and Social Media – The Church Personnel are expected to 
maintain confidentiality. Online conversations and postings are not private. 
Internet and social media posts may be around for a long time and have the 
potential to be shared with others. Therefore, the Church encourages all 
Personnel and requires employees to: 
 

• Obtain permission before identifying and discussing others, including Church 
members, visitors, or staff especially any pastoral details such as 
hospitalizations, deaths, health concerns, or counseling engagements.  

• Obtain permission before posting pictures of others or before posting 
copyrighted material (including use of the Church logo or graphics). 

• Take proper care not to purposefully or inadvertently disclose or distribute 
any information or intellectual property that is confidential or proprietary to the 
Church.  

• Personnel members’ internet postings must be consistent with the Church’s 
Statement of Faith, and Mission, The Church may request that Personnel 
avoid certain subjects or withdraw online posts if it believes that such 
postings violate this policy. 

 

SECTION V. INTELLECTUAL PROPERTY POLICY 
  

Values 
 
We believe that the Church has spiritual responsibility for the stewardship of God’s 
resources created by its Personnel, and therefore seeks to enhance and maximize 
the use of those resources for the Church community and the greater Christian 
community (John 15:1-5; Luke 19:11-24; Matthew 28:19-20).  We recognize that 
everyone brings their own unique life experiences, educational investment and other 
talents to the Church and that their character and gifts are sharpened and 
strengthened as they serve and grow in their ministry at the Church (1 Corinthians 
12: 12-21; Proverbs 27:17). 
 
Rights and Ownership 
 
Copyrightable works, inventions, discoveries and other creative works that have the 
potential to be brought into practical use for the purposes of the Mission will be 
regularly derived from the activities of Church employees in the course of their 
employment duties or through the use, by any person, of  the Church such as 
equipment, facilities, funds or Personnel, and the activities of employees who create 
such works outside the scope of employment. 
 



[2/4/2021] nineteen:ten personnel policies and procedures  Page 8 of 11
   
  

   

The Church will own the intellectual property created by a Church employee within 
the scope of his/her employment duties. In the typical work-for-hire situation, the 
content and purpose of the employee-prepared works are under the control and 
direction of the employer; and the employee is accountable to the employer for the 
content and design of the work. In addition, there may be other situations where the 
Church owns the intellectual property that would be considered commissioned 
works, contractual works, works that use substantial Church resources, such as 
equipment and staff support/expertise. It should be noted, however, that even within 
these guidelines, the Church can elect to waive its right for ownership, provided it is 
authorized and outlined in writing.  
 
It is also the policy of the Church that all Personnel participating in a sponsored 
Church project and/or making use of Church-administered resources thereby accept 
the principles of ownership of intellectual property as stated in this policy. All 
authors/originators of intellectual property shall execute appropriate agreements, 
assignment, licenses, and/or other documents as required, from time to time, to 
effectively set forth ownership and rights as specified in this policy. This includes 
signing an acknowledgement of this policy, as necessary. The absence of any formal 
agreements shall not invalidate the applicability of this intellectual property policy. 
 

SECTION VI. CHURCH LEADERSHIP 
 
In accordance with the Church Constitution and Bylaws the governance of the Church is 
vested in its Elders. The staff of the Church shall be those persons employed by this 
Church. The staff shall operate under the supervision and auspices of the Lead Pastor. 

 
Elders 
 
A. Duties 

 
The government of this Church is vested in its Elders. The overall policy, control, 
direction and management of the ministry, operations and finances of the Church 
shall be vested in the Elder body. The Elder body may, by unanimous decision, 
delegate managerial authority of any of these matters to the Trustees. 
 
B. Selection of Elders 

 
The Elder body shall consist of not less than three (3) and not more than seven 
(7) members. The percentage of staff members serving as Elders shall not 
exceed fifty (50) percent of the Elder body. The current Elders shall unanimously 
elect new Elders to the Elder body as necessary to maintain these requirements. 
Duly elected Trustees shall be ratified by the members of the Church at the 
annual members’ meeting (currently held in conjunction with Vision Day) in 
accordance with the Bylaws. 
 
C.  Qualifications 
 
Elders shall be men who exemplify the qualifications listed in 1 Timothy 3:1-7 and 
Titus 1:6-9. In addition to the qualifications given in scripture, Elders must be 
members of the Church who fully subscribe to the Church’s Statement of Faith 
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and Mission and are actively involved in the ministry of the Church. Elders may at 
any time create, alter, amend, repeal or restate resolutions establishing 
additional qualifications outside of those listed in the above scriptures. 

  
 Trustees 
 

A. Duties 
 
Trustees, elected by the unanimous consent of the Elders, will serve as legal 
officers of the Church. They shall hold in trust the Church property of the Church. 
Additionally, the Elders have delegated management of the finances of the 
Church to the Trustees. However, Trustees shall have no power to buy, sell, 
mortgage, lease or transfer any property without a specific vote of the Elders 
authorizing each action. It shall be the function of the trustees to affix their 
signatures to legal documents on behalf of the Church involving the purchase, 
sale, mortgage, rental, or transfer of property, or to other legal documents where 
the signatures of Trustees or directors are required. The Trustees also have 
managerial authority over any matter delegated to them by the unanimous 
consent of the Elders.  

 
B. Selection of Trustees 

 
The current Trustees shall recommend names in nomination for the office of 
Trustee. The Elders, in collaboration with the current Trustees and staff, 
unanimously elect two (2) Trustees each year and shall fill vacancies by electing 
additional Trustees, as needed. Duly elected Trustees shall be ratified by the 
members of the Church at the annual members’ meeting (currently held in 
conjunction with Vision Day) in accordance with the Bylaws. Trustees shall serve 
3-year terms on a rotating basis with one third (1/3) of the Trustees being elected 
each year. 
 
C.  Qualifications 
 
Trustees shall exemplify the qualifications listed in 1 Timothy 3:1-7 and Titus 1:6-
9. In addition to the qualifications given in scripture, Trustees must be members 
of the Church who fully subscribe to the Church’s Statement of Faith and Mission 
and are actively involved in the ministry of the Church. 
 
Other Volunteers  
 
Elders, other than those members of the Elder body on staff at the Church, and 
Trustees serve the Church as volunteers.  
 
Volunteers are a valued and critical part of fulfilling God’s Mission through the 
Church. As leaders at the Church, volunteers are held to a higher standard than 
that of our general culture and even other Church members not in Church 
leadership positions. As a result, volunteers may be required to complete 
leadership applications, receive training in and adhere to general and ministry 
specific safety policies, submit to background checks (mandatory when working 
with children and students), and meet certain expectations of character and 
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behavior. These individual requirements may vary based on the nature of specific 
ministries and shall be determined by the leadership of the ministry in which the 
volunteer seeks to serve.  

 

 

 

 

 

 

     
    [The Personnel Policy Acknowledgement Page to follow] 
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ACKNOWLEDGEMENT OF RECEIPT OF NINETEEN:TEN CHURCH PERSONNEL 

POLICY 

 

I acknowledge that I have received a copy of the Church’s Personnel Policy issued 

February 1, 2018, which contains important information on the Church’s policies and 

procedures for Personnel. I understand that I am responsible for familiarizing myself 

with the policies in this Personnel Policy and agree to comply with all rules applicable 

to me. 

I specifically understand and agree that nothing in this Personnel Policy is intended to 

modify the Church’s policy of at-will employment for any employee.  

I understand and agree that the policies described in the Personnel Policy are intended 

as a guide only and do not constitute a contract of employment for any Personnel. I 

understand that the Church reserves the right to make changes to its policies, 

procedures, or benefits at any time at its discretion. I further understand that the 

Church reserves the right to interpret its policies or to vary its procedures as it deems 

necessary or appropriate. I further understand that any delay or failure by the Church 

to enforce any rule or procedure contained in the Personnel Policy does not constitute 

a waiver of the Church's right to do so in the future. 

I have received the Church’s Personnel Policy issued February 1, 2018 and revised 

on February 4, 2021. I have read it, understand it, and agree to abide by the policies 

and procedures contained in the Personnel Policy. 

 

Dated: __________________ 

 

_______________________________ 

Employee’s Signature 

_______________________________ 

Employee’s Printed Name 

 
 
 
 
 


	TABLE OF CONTENTS
	Section I. INTRODUCTION
	Section II. STATEMENT OF FAITH
	Section III.  MISSION
	Section IV. GENERAL POLICIES
	Section Vi. CHURCH LEADERSHIP
	Elders
	Trustees
	Other Volunteers
	SECTION II. STATEMENT OF FAITH
	SECTION IV.  GENERAL POLICIES
	SECTION V. INTELLECTUAL PROPERTY POLICY
	SECTION VI. CHURCH LEADERSHIP

