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Creation, Amendment, and Approval of Roser Policies (P07)

The Roser Council reserves the right to amend, delete, or otherwise change the policies of
Roser without advance notice or reason. Any, and all, amendments, deletions, or additions of
policies can only be effected by approval of the Roser Council.

The Roser Council will work with the Bylaws and Policies Committee to draft any required
amendments to this Policy Manual, in accordance with Article X of the Bylaws.



Policy for Hiring Non-Ministerial Staff Positions (P10)

The following policy shall be followed:

1. The Chair of the Congregation shall form and the Council shall approve a Search
Committee.

2. The Search Committee shall consist of the Senior Pastor and at least one other Council
Member and shall include representatives from appropriate Boards, Committees,
Ministry Teams, Staff, and other Church Members. The Search Committee shall consist
of a minimum of five (5) members.

3. The Search Committee shall ensure that a complete, up-to-date position description is
available.

4. The Council shall approve the position description and ensure that the position is
adequately budgeted.

5. Notice that the staff position is open shall be advertised digitally and in print and
adequate time shall be allowed to collect and consider valid resumes and applications.

6. During the search process, the Search Committee shall update the Council on a
monthly basis or more frequently, if necessary.

7. The Search Committee shall select an applicant for nomination to the position and
submit that name to the Council for their review.

8. The Council shall approve and communicate a Memorandum of Employment to the
candidate. If the Memorandum of Employment is signed by the Candidate accepting
employment, the Chair of the Congregation shall ensure that the agreement is retained
in the employee’s personnel file.

9. The Memorandum of Employment shall at a minimum contain (see sample Appendix
XA-1):

a. A clear description of the job, duties, and responsibilities, including responsibility
to keep the job description current.

b. Identification of the Supervising Council Member.
c. The start work date, hours of work, compensation, and when paid.

d. Notice that provisions for Vacation, Holidays and Sick Days shall be as set forth in
the Roser Policy Manual.

e. Other factors that are unique to the new hire, the position, or the relationship (i.e.
continuing education, expense reimbursement, performance targets, etc.).

f. A statement that the relationship is not one for a particular duration of employment,
but is an “at will” relationship.



Roser Non-Ministerial Staff Sick Time Policy (P20)
Paid Sick time for Roser Non-Ministerial Staff shall be governed by the following:
REGULAR SICK TIME

1. Staff members scheduled for at least 20 hours per week ( “Qualifying Employment”)
shall be allowed 5 paid sick days per year or for an initial partial year. For purposes of
this policy a “Day” for staff members scheduled for less than 36 hours per week shall be
defined as the regularly scheduled hours per week divided by five.

EXTENDED SICK TIME

1. Also available each calendar year, or initial partial year, to Staff scheduled for 20 hours
per week or more is Extended Sick Time (“EST”). To be eligible for EST an Employee
must be employed at a level of 20, or more, scheduled hours per week.

Notification of need to the supervising Council Member and a doctor’s certificate of need
are required to utilize the EST.

2. For permanent full-time Staff the EST shall consist of 15 days at full pay followed by 15
days at one-half pay.

For permanent part-time staff (20 or more, but less than 36 scheduled hours per week)
the EST shall consist of hours, spread over fifteen days, equal to three times the
regularly scheduled weekly hours at full pay, followed by an equal number of
hours, spread over fifteen days, at one-half pay.

During an initial partial year an Employee shall, at the beginning of their Qualifying
Employment, be credited with 1.25 Days of full pay EST, and 1.25 Days of half pay
EST for each month of Qualifying Employment remaining in their partial calendar
year.

Credited time may be used at any time during the partial calendar year, but may not be
carried into the next year when, on January 1, they will become eligible for the full
15 full pay and 15 half pay Days of EST.

3. In the event a Staff member experiences a need for more than one EST period in a
given calendar year, the available paid Days for successive periods in that year shall be
those that have not been used previously in that year.

OTHER

1. Unused Sick Time will not be paid, either at the end of a year, or at termination of
employment, nor can it be carried over to the following year.

2. The Roser Council reserves the right to decide any question arising from the occurrence
of unanticipated and/or undefined circumstances, or to alter or eliminate this policy
without published reason or notice



Roser Staff Vacation and Paid Holiday Policy (P30)

Vacation Time and Paid Holidays for Roser Staff shall be governed by the following:
VACATION OVERVIEW

1.

All Staff vacations, including Staff with an Employment Agreement, must be scheduled
and coordinated with the appropriate supervising authority.

Vacation Time for Staff members working under an Employment Agreement shall be as
provided in their Agreement.

Vacation Time will be available to all non-Employment Agreement Staff members
regularly scheduled to work at least 20 hours per week (“Qualifying Employment”).

. Vacation Time available begins being calculated on the first day of the month following

Qualifying Employment (20 hours or more of regularly scheduled work per week),
however, vacation cannot be taken until completing six months of qualifying
employment. Additionally, vacation time accrued, but not used, in an initial partial year
of Qualifying Employment may be carried over to the following year.

The Vacation Time available for Qualifying Employment, for each full calendar year
worked, following the first partial year, shall be: two weeks for years one and two,
three weeks for years three and four, and four weeks for year five and beyond.

Vacation Time available may be taken anytime during the year, but must be taken
during the year, may not be carried over to the next year (except in the instance of a
partial first year of Qualifying Employment), and will not be paid if not used.

Following six months of Qualifying Employment, unused vacation time for the current
year shall be paid at the time of retirement or other end of employment, provided in the
event of resignation, notice of at least two weeks, or notice as provided in a
Memorandum of Employment, is given by the employee.

CALCULATING VACATION AVAILABLE AND VACATION USED:

1.

A Vacation Week shall be defined as the regularly scheduled hours for a week (must be
twenty or more). Vacation hours used shall be determined by the regularly scheduled
hours for each day(s), or portion of day, taken as vacation. This provision is to
accommodate the situation where an employee may not be regularly scheduled to work
5 days per week or the same hours each day.

During an initial partial year of Qualifying Employment, an employee shall accrue hours
of vacation each month equal to regular scheduled weekly hours divided by twelve.

Hours worked beyond regularly scheduled hours or hours paid as “overtime” hours will
not be included for purposes of calculating vacation time available.



4. If the regularly scheduled hours for an employee are changed during a year, the
vacation hours available for that year shall be adjusted beginning on the first of the
month following the change. If the regularly scheduled hours are decreased, the
vacation hours for that year shall remain as they were before the change. If the regularly
scheduled weekly hours are decreased below 20, the employee shall still be allowed the
vacation hours available before the change, but unless the hours are subsequently
increased to 20 or more, no vacation will be available for the following year.

PAID HOLIDAYS

1. The following are recognized as holidays with pay; New Year’s Day, Easter Monday,
Memorial Day, July 4, Labor Day, Thanksgiving Day, Friday after Thanksgiving,
Christmas Day, day after Christmas, and a Floating Holiday, which can be taken
anytime during the year. For employees regularly scheduled to work less than thirty-six
hours per week, the holiday must fall on a day they are regularly scheduled to work for
them to realize a paid holiday. Said pay to be for the number of hours scheduled for that
Holiday.

2. If a holiday falls on a Saturday or Sunday, the Council shall decide if the Friday before,
or Monday after, will be the paid holiday.

ADMINISTRATIVE PROVISION

The Council shall decide any issues arising from circumstances not adequately covered by this
policy, and reserve the right to alter or eliminate this policy without published reason or notice.



Roser Church Bereavement Policy (P35)

Policy:

Bereavement leave is paid time off for staff averaging 20+ hours/week whose immediate family
dies.

‘Immediate family” includes your parents, spouse, children, siblings, grandparents,
grandchildren, aunts, uncles, nieces, and nephews. In-laws with the preceding relationships
are included, as are adoptive parents, adopted children, and legal guardians.

Bereavement leave consists of three (3) days per death to attend to the following matters:

Arrange and/or attend funeral or memorial services
Resolve matters of inheritance

Fulfill family obligations

Mourn the deceased

You may take an additional two (2) days of leave if long-distance travel (300 miles or more) is
involved. If you have additional or complex matters to attend to, you can extend your absence
up to an additional week of unpaid time off. Such additional time may be covered by any
remaining vacation time if you wish.

A bereavement day equates to an hourly employee’s average daily hours worked

Bereavement leave is not applicable to days you would not have otherwise worked, e.g.
holidays & weekends.

Any exceptions to this policy will be evaluated on a case-by-case basis and must be approved,
in their sole discretion, by both the Pastor and the Chair of the Congregation.

The pastor is available for counseling. The church offers Grief Share several times a year.
Procedures:

Request bereavement leave through the Office Administrator and your designated supervisor
as soon as possible.

Report bereavement on your timesheet or by contacting the Office Administrator. Submit proof
of long-distance travel (300 or more miles) to the Office Administrator. Submit signed policy
exception approvals to the Office Administrator, if applicable.



Gifts to Employees Policy (P40)

It is the policy of Roser Memorial Community Church that all gifts to staff, regardless of source,
shall be processed to comply with the Internal Revenue Code, both as it respects taxability to
the recipient and deductibility by the donor. The Board of Finance and the Financial
Administrator shall develop and implement procedures necessary to assure compliance.




Staff Supervision and Evaluation (P50)
Supervision

In accordance with the Roser Bylaws, Article 11.G.7, all Staff report to the Council, and a
designated Council Member will directly supervise each Staff member. All Staff will have
confidential access to the Chair or Vice Chair of the Council should they have questions or
concerns about the person assigned to supervise their work on a day-to-day basis. The Chair
of the Congregation will directly supervise the Senior Pastor.

Evaluation

Each year, Council Members who are designated supervisors will consult with and solicit
feedback from Boards, Committees, Ministry Teams and other sources regarding the staff job
performance, and they will submit to the Council a written Annual Evaluation of the Staff
assigned to them. The Council will identify a standard format for completing these evaluations.
The Council as a whole will then determine appropriate action based upon the content of those
evaluations.

If corrective action is required, the process below shall be followed:

1. Concerns regarding the performance of any Staff member shall be communicated in
writing to the supervising Council Member for consideration.

2. The Council shall decide whether further action needs to be taken. If the Council
decides that further action is appropriate, the Chair of the Council shall appoint a
sub-committee consisting of three (3) Council Members to research the matter.

3. The sub-committee shall report its findings to the Council. The Council will discuss the
findings of the sub-committee and determine what corrective action needs to be taken.

4. If Council decides that terminating the individual’s employment is warranted, they will
take a vote, and, per Article 11.E.6 of the Roser Bylaws, a three-fourth majority vote of
the Council Members present at a duly called Council Meeting is required to remove a
Staff Member.

5. The Chair of the Congregation shall communicate the decision of the Council to the
individual. If the Council has voted to terminate the individual’s employment, that
individual shall be given the opportunity to resign voluntarily. If they refuse to resign,
The Chair of the Congregation will terminate the individual’'s employment in accordance
with applicable laws, the terms and notices specified in the Memorandum of
Employment, and by other applicable provisions stipulated within the Church’s
governing documents.



Weekly Time Reporting (P60

All Staff of Roser Church, whether exempt or non-exempt, shall report time weekly to their
designated supervisory person, who will then forward it to the Financial Administrator.
Exempt employees shall report by day all vacation, sick, holiday, approved paid or unpaid
time off, and other as may be necessary. All non-exempt employees shall report hours for
the following categories: worked, vacation, sick, holiday, approved paid or unpaid time off,
and other as may be necessary.

Any mid-course corrections will be addressed as circumstances dictate.”



Financial Oversight Policy (P70)

Financial Oversight is designated to be with the Board of Finance and consists of the
following responsibilities:

1.
2.

Administer and report the financial performance of the Church.

Prepare and monitor an annual budget (January 1 thru December 31). B/C and other
budgeted groups shall provide input to the preparation of their individual budgets

Provide monthly and annual reporting of:

e [ncome and Cash Flow
e Balance Sheet
e Balances and Performance of Reserve and Endowment Investments.

Consider, and recommend action on, non-budgeted expenditures requested. If the
Board of Finance finds there is a requirement for funds over and above a budgeted
amount, the Board shall study the impact on the financial condition of the Church
and recommend action to the Council. If the Board finds that current and projected
income will result in a shortfall of funds, the Board shall report this to the Church
Council and recommend actions to resolve the problem.

Report fund and reconciled bank balances monthly and annually.

Maintain books and records necessary to assess the financial condition of the
Church as a going concern.

Cooperate with those conducting the Annual Financial Review. Said review to be
reported to the Roser Council through the Chair of the Congregation.

Ensure compliance with all applicable regulations necessary to maintain Roser’s
501(c)(3) status.



Financial and Accounting Policies (P80)

It shall be the Policy of Roser Memorial Community Church that the Board of Finance, the
Financial Secretary, the Financial Administrator, and the Financial Review Committee
(enlisting additional assistance as may be necessary) shall develop and maintain
procedures around the following topics.

Procedures for:

1. Handling cash receipts from services, which, at a minimum, shall include provisions
for at least two people being involved in the transport of receipts to the safe, to the
counting room, during the counting and documentation of donor and bank deposits,
and from the counting room to the bank.

2. Internal Financial Review of Roser Church and related organizations. Being on the
lookout for any actions or activities that could threaten Roser’s 501(c)(3) status.

3. Any and all transactions necessary for end of year closings.

4. Determining the acceptability of proposed donor designations of use for gifts to
Roser.

5. Accounting for, and valuation of, Roser fixed assets.
6. Spending authorization for approved annual budgeted amounts and Special Funds.



Records Retention Policy (P90)

It is the policy of Roser Memorial Community Church to have developed and maintained
procedures for maintaining both financial and historical records and documents for periods
as required by Statute, regulation, and best practices, and also to document the ongoing
history of Roser Church. It shall be the responsibility of the Council to assign the
responsibilities necessary to achieve the multi-faceted objectives of this policy.



Facility Use (P100)

Roser Church facilities are scheduled on a first come, first served basis and requests for
use of any part of the Roser Campus must be requested by contacting the Church Office to
determine space availability. If space is available, the request shall be promptly forwarded
to the Chair of Trustees for final approval.

Roser Church will reserve the right to cancel reservations at any time if, in Roser’s sole
determination, the reserved space is needed for a funeral or other such unanticipated
Church function.

No smoking is permitted inside any of the buildings, no alcoholic beverages may be
consumed anywhere on Roser Church property, and no food or beverage is allowed in the
Chapel or Sanctuary.



Roser Policy on Dogs (Animals) in Campus Buildings (P105)

A. Roser welcomes visiting Service, puppies in training, and Support dogs in our Campus
buildings so long as they are:

1. Well behaved, and

2. On a leash with collar, harness, or other device and controlled by their handler.

B. Employees, and their significant others’ dogs, may they be Service, puppies in training,
Support, or Pets are welcome in Campus buildings so long as they are:

1. Well behaved, and
2. Continually under the control of their owner or handler.
C. Under Florida Law, miniature horses have the same privileges as dogs.

Roser shall comply with all applicable provisions of the ADA and Florida Law as they relate
to Service and Support Animals.



Trustees Building, Grounds, and Other, Outside Contracts (P110

As a result of their responsibilities for the buildings and grounds of Roser, the Trustees may
have a need to solicit bids and proposals from outside firms to do the work required. Also,
there are times when other Boards, Committees, and groups within Roser are in need of
outside contractors to provide services. Therefore, the Board of Trustees shall develop a
procedure for a “Solicitation of Bids” process to be used by all Roser groups.

Although procedures do not normally require Council approval, this procedure shall be
approved by the Roser Church Council and is attached as Appendix A-4 to this manual.



Policy Prohibiting Naming (P120

It shall be the policy of Roser that no names of members or others shall be attached to
buildings, rooms, trees, monuments or other memorial type items on the Roser campus.
The sole exceptions to this policy are the names of Outstanding Volunteers on plaques in
the Narthex and names on Niches and plaques in the Roser Memorial Garden.



Sales Conducted on Church Property (P130)

All sales, donations and solicitations should be in support of the ministries, programs and
special missions which the Church supports and shall be scheduled through the Roser
Office Administrator.

The selling of items that do not support Roser-supported ministries, programs and special
missions will be allowed only on the outside lawn areas of the Roser campus or in
Fellowship Hall, the Education Building or the Colman Building, and must receive approval
from the Council and be scheduled through the Roser Office Administrator.

The Roser Concert Series is considered a program of Roser Church. Permission for a
Concert Series performer to sell CDs or other products at Roser must be provided for in the
performer’s contract with Roser for the Concert Series.



Disaster Preparation and Recovery Policy (P140

It is the policy of Roser Memorial Community Church that the Board of Trustees take the
lead in developing and maintaining procedures for preparation in the event of an
anticipated weather or other condition that could result in severe harm to Roser capital and
other assets, and the recovery from any such disaster, including Roser continuation, or
resumption, of services to the Congregation and Community, as rapidly as possible.



Wedding and Marriage Vow Renewal Policy (P150)

Weddings and Marriage Vow Renewal ceremonies held at Roser Church shall be governed by
the following:

1. Roser Church is available only for a Christian service of marriage or vow renewal
performed by an ordained Christian Minister.

2. The Roser Church office must be contacted to start the wedding or vow renewal
ceremony process.

3. The Roser Church Minister(s) will preside at wedding and vow renewal ceremonies if
desired and their schedule permits. Otherwise, they will help secure an alternate
presiding minister. Any non-Roser Minister(s) must have the permission of the Roser
Minister(s) to preside at a wedding or vow renewal ceremony.

4. A valid marriage license from the Florida Clerk of the Circuit Court is required before a
wedding can take place.

5. Weddings and vow renewal ceremonies may be held in either the Roser Chapel or the
Roser Sanctuary.

6. If the organ or piano are to be used, the Roser pianist/organist or someone either
selected or approved by them may play the service music. Other musicians or recorded
music may be used.

7. Designated dressing rooms for members of the wedding or vow renewal party will be
available two hours before the scheduled wedding time. After the ceremony, rooms are
to be returned to the condition they were in before the ceremony.

8. No smoking is permitted inside any of the buildings.

9. No alcoholic beverages are allowed anywhere on Roser Church property.
10.No food or beverage is permitted in the Chapel or Sanctuary.

11. Decorations:

a. The church will not be open for decorating or delivery of flowers more than two hours
prior to the wedding or vow renewal ceremony.

b. No adhesives or tacks are permitted to secure decorations.

c. Carpet protectors must be placed under plants or arrangements.

d. Runners are not allowed due to tripping hazards.

e. Only silk flower petals may be scattered as part of the ceremony procession.
12.Rice and birdseed are not allowed to be thrown indoors or outside.
13.Posed flash photos may be taken after the service for a maximum of 30 minutes.

14.Current fees for weddings and vow renewals at Roser Church are available in the
printed Wedding and Vow Renewal Brochure or from the Church Office.



Wedding and Marriage Vow Renewal Reception Policy (P160)

Receptions held immediately following a wedding or vow renewal ceremony at Roser
Church shall be governed by the following:

1. Only full or federated members of Roser, or their immediate family members being
married or renewing marriage vows in the Roser Sanctuary or Chapel may hold
receptions in the Roser Fellowship Hall.

2. The Roser Church office must be contacted to start the reception process. The
Board of Trustees must approve a reception. All preparation, serving, and cleanup is
the responsibility of the wedding or vow renewal party. Following a reception, the
facilities, including the kitchen and the bathrooms, must be left clean and orderly.

3. No smoking is permitted inside any of the buildings.
4. No alcoholic beverages are allowed anywhere on Roser Church property.
5. No food or beverage is permitted in the Chapel or Sanctuary.

P160 mm/dd/yyyy



Memorial Service Policy (P170)

Memorial services at Roser Church shall be governed by the following:

1.

The family must contact the Roser Church Office to start the process including a
reception in Fellowship Hall if desired. Roser staff will help guide the family through
the decision making process for the memorial service.

. The Roser Church Minister will meet with the family to help plan the memorial

service or funeral. Guest Clergy may officiate with the Roser Minister, who will
coordinate with the guest clergy.

3. The Roser Chapel or the Roser Sanctuary may be used.

4. If music is desired, the Roser pianist/organist or someone they select or approve

must be used.

5. A Roser sound technician is necessary if the Sanctuary is used.

6. If areception is held in Fellowship Hall, The Roser Hospitality Committee will plan

and serve the food in consultation with the family.

Current fees for Memorial Services can be found in the printed Memorial Service
Brochure or are available from the church office.

No smoking is permitted inside any of the Roser buildings, no alcoholic beverages
may be consumed on Roser Church property, and no food or beverage is allowed in
the Chapel or Sanctuary.



Memorial Garden Policy (P180)

Interment in the Roser Memorial Garden shall be governed by the following:

1. Burial of Ashes: An Interment Service of ashes in the Rose Garden includes a brief
service at the time of the interment, a nameplate and the upkeep of the Rose
Garden.

2. Intermentin a Niche: Niches are available for Roser members only. Niches must be
purchased and the fee includes a brief Interment Service at the site of the Niche.

3. The fee for Interment of Ashes in the garden or in a Niche does not include the cost
of a Memorial Service in the Roser Chapel or the Roser Sanctuary.

4. Current fees for Interment in the Rose Garden or a Niche are available in the printed
Memorial Services Brochure or from the Church Office.



Memorial Garden Niche Resale Policy (P190)

Resale of Niches shall be governed by the following:

Roser Community Church has been selling Niches to members of the Church and the Deed
for said Niches includes provision for owners to resell their Niches subject to the approval
of Roser Church. Said approval of Roser Church shall be subject to the following
conditions:

1. Resale must be to a current member (listed as full or federated on the church roles)
of Roser Church.

2. Roser Church shall play no part in the resale or attempt to find a buyer for such
resale, other than to issue a new deed upon (1) payment of a $15.00 transfer fee,
and (2) the buyer's agreement, in writing, to the terms, conditions, rules, and
regulations of this policy, the Application for Purchase of a Niche, and the Deed.

3. Roser Church shall not approve the resale of any Niche that currently contains, or
has previously contained, cremated remains.

4. Prior to Roser Church approval, the seller shall provide Roser Church with the name
and address of the prospective buyer to allow Roser Church to verify the buyer's
Roser Church membership, and, if a sale is completed, to update the official
Memorial Garden Registry.

5. In the event there is ambiguity in this policy or disagreement with the interpretation
of its provisions, terms, or conditions, the Roser Church Council reserves the sole
and exclusive right to resolve such ambiguity or interpretation.



Policy Regarding Confidentiality of Donors to Outside Entities (P200)

It shall be the policy of Roser, that any member contributing through the Church to an
outside mission, or any other entity, shall have their privacy protected by the Church. All
donor information in Roser’s possession shall be held in absolute confidence and not made

available to any person or organization.

Missions, for example, which are supported by Roser will have the opportunity to develop
their own contact information when they present at Roser for their Mission Moment or
participate in MissionFest.



Policy on Conflicts of Interest (P210)

Staff, Officers, and Volunteers have an obligation to conduct business within guidelines that
prohibit actual or potential conflicts of interest. This policy establishes only the framework
within which Roser Memorial Community Church wishes the Church to operate. The
purpose of these guidelines is to provide general direction so that Staff, Officers, and
Volunteers can seek further clarification on issues related to the subject of acceptable
standards of operation. Contact the Chair of the Congregation or Chair of the Appointed
Bylaws and Policies Committee for more information or questions about conflicts of
interest.

Transactions with outside entities must be conducted within a framework established and
controlled by the executive level of Roser. Business dealings with outside entities should
not result in unusual gains for those firms. Unusual gain refers to bribes, product bonuses,
special fringe benefits, unusual price breaks, and other windfalls designed to ultimately
benefit the outside entity, the Roser person, or both.

An actual or potential conflict of interest occurs when a staff member, officer, or volunteer is
in a position to influence a decision that may result in a personal gain for that person or for
a relative, or for an entity wherein that person has an interest, because of Roser business
dealings. For the purpose of this policy a “relative” is any person who is related by blood or
marriage, or whose relationship with the Roser person is similar to that of persons who are
related by blood or marriage.

No “presumption of conflict” is created by the mere existence of a relationship with outside
entities. However, if staff, officers, or volunteers have any influence on transactions
involving purchases, contracts, or leases, it is imperative that they disclose to the Chair of
the Congregation, as soon as practically possible, the existence of any actual or potential
conflict of interest so that safeguards can be established to protect all parties.

Personal gain may result not only in cases where an individual or relative has a significant
ownership in an entity with which Roser does business, but also when an individual or
relative receives any kickback, bribe, substantial gift, or special consideration as a result of
any transaction or business dealings involving Roser.

Should you be in doubt as to whether a transaction involves a conflict, you should discuss
the situation with the Chair of the Congregation. The most important feature of this policy,
and avoiding any violation of it, is DISCLOSURE of real or potential conflicts.



Special Needs Persons (P220)

It shall be the policy of Roser Memorial Community Church that all persons with “Special
Needs” shall be encouraged and assisted in participating in programs they wish to be a part
of, and be allowed do so with the minimum possible attention called to their special needs.

However, experience and common sense tell us that there are circumstances wherein the
program supervising authorities simply do not have the ability or capability to provide what
may be necessary to ensure the safety and management of the special needs of a person.
If, in the sole discretion of the supervising authority, it is determined that the Roser
resources available do not possess the necessary skills and experience, or the available
time to adequately serve the needs of the person, then the Roser supervising authority may
condition the special needs person’s participation in the program on the attendance of a
parent, guardian, or other authorized, competent person to attend with the special needs
person.



Child, Youth, and Vulnerable Adult Protection Policy (P230)
|. Qualifications for Staff and Volunteers working with subject persons:

A. Volunteers and staff who fill leadership positions with children, youth or vulnerable
adults must be at least 18 years of age. Persons younger than 18 may not serve
in a role of authority, but may be utilized as assistants to those in leadership
positions.

B. Adult Volunteers must give written permission for Roser to obtain background
checks.

C. Interviews, if held, shall be conducted by the leader of the program in which the
volunteer would work, or by such other persons designated by the program
leader.

D. Persons having successfully completed the above process and are determined to
be acceptable shall be considered “Qualified Adults” for purposes of this Policy
Statement.

E. The Church shall keep confidential, all information provided, disclosed, or
discovered during the application process. All information will be marked as
confidential and stored in a locked location with limited access afforded only to
those with a need to know.

[l. General Guidelines
A. Doors and Windows:

All doors to rooms where children or youth are present shall have a window in
the door or the door shall remain open while occupied. Windows will be kept
free from obstruction at all times when occupied by children or youth.

B. No physical punishment or verbal abuse are to be used at any time.
C. Chaperone Rule:

If a child, or youth, group stays overnight at the Church, or leaves the Church
premises, the group must include at least one Qualified Adult male, and at
least one Qualified Adult female.

D. Outings Away from Church Property:

All Children and youth participating in out-of-town and overnight outings must
have written consent from a parent or guardian. The writing must include
authority for a specific, named, adult to authorize emergency medical
treatment for the parent’s child or ward under 18 on the outing. There must
be access to a phone when groups are away from the Church property. The
chaperone rule in paragraph C above shall apply.



lll. Identifying and Responding to perceived abuse
A. Related to Children or Youth:

1.

Florida Statutes, Chapter 39, Proceedings Related To Children,
Section 39.01 (2) in pertinent part, defines Abuse as follows:

“‘Abuse”... “means any willful act or threatened act that results in any physical,
mental, or sexual abuse, injury, or harm, that causes or is likely to cause the
child’s physical, mental, or emotional health to be significantly impaired.
Abuse of a child includes acts of omission. Corporal discipline of a child by a
parent or legal custodian for disciplinary purposes does not in itself constitute
abuse when it does not result in harm to the child.”

Section 39.01 (12) defines Child or Youth as follows:

“Child” or “Youth” means any unmarried person under the age of 18 years
who has not been emancipated by order of the court.

B. Related to Vulnerable Adults:

1.

Florida Statutes, Chapter 41, Adult Protective Services Act, Section 415.102
(1) defines Abuse as:

“‘Abuse” means any willful act or threatened act by a relative, caregiver, or
household member which causes or is likely to cause significant impairment
to a vulnerable adult’s physical, mental, or emotional health. Abuse includes
acts and omissions.

Section 415.102(28) defines Vulnerable Adult as:

“Vulnerable Adult” means a person 18 years of age or older whose ability to
perform the normal activities of daily living or to provide for his or her own
care is impaired due to a mental, emotional, sensory, long term physical, or
developmental disability or dysfunction, brain damage, or the infirmities of

aging.
Section 415.102(8) in part, defines “Exploitation” occurring when a person:

Stands in a position of trust and confidence with a Vulnerable Adult and
knowingly, by deception or intimidation, obtains, or uses, or endeavors to
obtain or use, a Vulnerable Adult’s funds, assets, or property with the intent to
temporarily or permanently deprive a Vulnerable Adult of the use, benefit, or
possession of the funds, assets, or property for the benefit of someone other
than the Vulnerable Adult; or Knows or should know that the Vulnerable Adult
lacks the capacity to consent, and obtains or uses, or endeavors to obtain or
use, the Vulnerable Adult’s funds, assets or property with the intent to
temporarily or permanently deprive the Vulnerable Adult of the use, benefit, or
possession of the funds, assets, or property for the benefit of someone other
than the Vulnerable Adult.

C. The Church is entrusted to provide an emotionally safe, spiritually grounded,

healthy environment for Children, Youth, and Vulnerable Adults in which they are
protected from abuse. It is our legal and moral responsibility to report suspected



abuse whenever it comes to our attention regardless of where that abuse takes
place. We shall report suspected abuse to stop potentially existing abuse and to
prevent further abuse. If abuse occurs, it is our intention to act as an advocate
for all affected persons. If Abuse is suspected by, observed by or disclosed to a
volunteer and/or staff member of the church, that person shall report the
circumstance IMMEDIATELY as provided for below:

1. Immediately contact the Senior Pastor. If the Senior Pastor is the accused
party, the reporting person shall report it directly to the Chair of the
Congregation.

2. If reported to the Pastor, the Pastor will immediately contact the Chair of
the Congregation

3. The person observing, or reporting Abuse, along with the Senior Pastor
and Chair of the Congregation shall:

a. Create written documentation concerning the suspected Abuse,
deemed to constitute Abuse as defined by Florida Statutes Chapter 39
or 415.

b. If deemed to constitute Abuse, notify the Manatee County Office of
Child Protective Services (CPS), if the Abused is a Child, or the
Florida Abuse Hotline if the Abused is a Vulnerable Adult.

c. Ask CPS, or the Hotline person, what Roser should do (or not do) next
and follow the instructions.

d. No one shall discuss the suspected abuse with any media unless
authorized by Roser’s Chair of the Congregation, nor should any
discussion of the reporting take place, except on a need-to-know basis
and consistent with directions of CPS or the Abuse Hotline.

IV. Implementation and Responsibility

A. This Roser Protection Policy shall be effective immediately upon approval of the
Church Council.

B. The Roser Office Administrator shall be responsible for maintaining and keeping
secure all files regarding applicant forms, children/youth forms, and Abuse
reporting information, including the most recent Florida State document
“‘Reporting Abuse of Children and Vulnerable Adults”.

V. Acknowledgement of Policy Statement

Prior to participating in any activity involving the category of persons this policy is
intended to protect, all Staff and Volunteers shall sign a copy of this policy
indicating that they have read, understand, and agree to abide by this Policy.

Name (printed)

Signature Date



Roser Active Ministry List (P300

NOTE: The terms, “Board” and “Committee” are preserved to maintain continuity with
long-standing ministry groups at Roser Church. As a matter of practice, however, all
Boards, Committees and Ministry Teams are appointed by Council and operate according
to the same provisions in the Roser Bylaws and in this Policy Manual.

Per Article 11.G.3 of the Roser Bylaws, Council is responsible for maintaining an Active
Roser Ministry List. This List must be available to all Roser Church Members online and in
print. The list must contain the following information for each active Board, Committee
and Ministry Team:

e Name of the Board, Committee, or Ministry Team

e Primary Purpose

e Chairs(s) or Team Leader(s), to include Name, Email, and Telephone Number
e Designated Council Contact, to include Name, Email, and Telephone Number
e Reporting Requirements

e Summary of Responsibilities

e Names of current active members of the Board, Committee or Ministry Team



Removal of Council Members, Board Chairs, Committee Chairs or

Ministry Team Leaders (P301)

Council Members, Board Chairs, Committee Chairs and Ministry Team Leaders may
choose to resign their positions. However, in cases when the Council determines that a
person should be removed from their position, and that individual is not willing to resign, the
following procedure shall be followed:

1. Concerns regarding performance shall be communicated in writing to the Chair or
Vice-Chair of the Congregation.

2. The Council shall decide whether further action needs to be taken. If the Council
decides that further action is appropriate, the Chair of the Council shall appoint a
sub-committee consisting of three (3) Council Members to research the matter.

3. The sub-committee shall report its findings to the Council. The Council will discuss
the findings of the sub-committee and determine what corrective action needs to be
taken.

4. If Council decides that the individual should be removed from his or her position,
they will take a vote. Per Article I1.E.5 of the Roser Bylaws, a three-fourth majority
vote of Council Members present at a duly-called Executive Session of Council is
required for removal.

5. The Chair of the Congregation shall communicate the decision of the Council to the
individual. If the Council has voted to remove the individual from office, that
individual shall be given the opportunity to resign voluntarily. If they refuse to resign,
The Chair of the Congregation will communicate the change on a “need to know”
basis, as determined by the Council.

6. If the individual resigns or is removed, the Chair shall instruct the Clerk to update the
Roser Active Ministry List, referred to in P300 of this Policy Manual.



Policies Related to the Board of Trustees (P302)

. Expenses for operation, upkeep and minor repairs and maintenance that do not
exceed $2,500.00 for any one project may be authorized and approved for payment
by the Board of Trustees.

. The Trustees shall also be responsible to review the insurance coverage of Church
property and work with the Board of Finance to ensure appropriate coverage is
recommended for approval by the Church Council. Trustees shall also cause
property records to be maintained with anticipated replacement schedules.

. The Trustees shall be responsible for the Roser Memorial Garden upkeep. They
shall maintain records of all persons participating in the Garden, ascertain that all
rules and regulations in connection with the Garden are strictly enforced, and
supervise all funds in the Roser Memorial Garden account.

. Guidelines for Roser Trustees Proposed Budget Expenditures are provided within
this Policy Manual as Appendix A-4



Policies Related to Memorials and Gifts (P303)

. The Memorials and Gift Acknowledgement Committee is responsible for recording
all donors of Memorials and Gifts, recording how such gifts were used, sending
acknowledgements to the donors, and placing them in the “Book of
Remembrances”.

. Families of a deceased individual shall be notified of the names and address of

donors. Amounts of individual contributions shall be confidential. However, the total
amount of contributions may be given when a request is made by the family.

. Prior to acceptance by Roser the Stewardship Committee shall determine, in
accordance with Roser Policies, the acceptability of all gifts, memorials, and
donations that have a specifically designated purpose.

. The Stewardship Committee shall also be responsible for development, promotion
and administration of a gift annuity program, a Legacy Program, and encouraging
ongoing gifts to the Roser Sustaining Fund by members and friends of Roser Church

. The Stewardship Committee shall have oversight of all gifts, Legacy and
Non-Legacy. The scope of such oversight shall be:

e With respect to designated gifts: Determine the acceptability of the designation.
If, pursuant to Roser Policies, a designated purpose is not acceptable, the
Committee shall, consistent with their Council approved procedures, make every
reasonable effort to “save” the gift.

e With respect to undesignated gifts: All undesignated gifts shall be referred to the
Board of Finance. The Board shall apply their Council approved procedures in
establishing the allocation of the funds of the gift.

. No Plaques or inscriptions shall be allowed.



Policies Related to Missions Funding (P304

1. The Missions Committee shall determine what Missions the Church will support. The
Committee shall make detailed reports to the Council, listing the Missions included in
their budget, and shall continually evaluate the Missions receiving support to insure
the most effective use of the funds and that the missions supported are true
Christian entities.

2. The Committee shall authorize the Treasurer to disburse the budgeted funds and the
“gifts-to-missions” received from time to time



Policies Related to Bylaws and Policies (P305)

. The Bylaws and Policies Committee is responsible for reviewing proposed
amendments with respect to inconsistencies and conflicts with current Bylaws,
Charter, Constitution, and Policies (“Documents”) and assisting in memorializing
proposed amendments to the Documents.

. A proposal for amendments may arise from: existence of ambiguities, lack of clarity,
issues that the Documents do not adequately address, or errors in the Documents.
Proposed amendments may originate from Boards, Committees, Ministry Teams, the
Council, or any member of the Congregation (“Sponsors”). Any proposed
amendments to the Documents shall be presented to the Council. Proposals for
Amendments to the Documents need not include precise language, but should
include the perceived need, concept, purpose, desired result of the proposal, and
contain language sufficient for the Council to reach a decision regarding need and
justification.

. After the need and justification for the amendment is determined by the Council, the
subject matter of the proposed amendment shall be referred to the Bylaws and
Policies Committee for drafting. Upon completion of a draft amendment to Bylaws or
Policies, the draft will be provided to the Council for review and approval.

. In the case of proposed amendments to the Charter or Constitution, the process
shall be the same through the Council vote of approval. Thereafter, the proposed
amendment shall be presented by the Chair of the Congregation to the
Congregation for action pursuant to the rules of the Constitution and Charter, as set
forth respectively, in the Articles entitled “Amendments to the Constitution and the
Bylaws”, and “Amendments to Articles of Incorporation”.

. Unless otherwise specified by the Council, all amendments shall be treated as “time
is of the essence”.

. The Bylaws and Policies Committee shall be responsible to see that all adopted
amendments to the Bylaws and Constitution are sequentially numbered, reflected in
the body of the documents, with a notation in italics of the assigned number and
date adopted, and attached to the Documents in a form that clearly presents the
“before and after” of the amendment such that an audit trail is available for all
amended provisions.



Policies Related to Investments (P306)

The Roser Investment Committee shall be responsible for:
1. Investment of funds of the Roser Sustaining Fund, and

2. 2. Investment of the Roser Operating Reserve Fund, where the amount of such
reserve shall be determined by the Treasurer and the Board of Finance.

In carrying out these responsibilities, the Committee may consult with professional
advisors, or, in the Committee’s discretion, may engage one or more professional
managers to act as its agent or agents in fulfilling any or all of these responsibilities on its
behalf. In any event, the Committee shall establish, and regularly review, a Statement of
Investment Objectives, including, but not limited to, investment parameters to be observed.

The Operating Reserve Investment Fund holds surplus operating funds. Those funds are
subject to transfer from the Operating Reserve Fund as operating needs dictate. At the
request of the Board of Finance and the Treasurer, the Roser Investment Committee shall
transfer funds from the Operating Reserve Investment Fund to the operating funds of the
Church.

The Roser Sustaining Fund is established to receive gifts and bequests designated for that
purpose and any other gifts, bequests or funds which may be so designated by the Church
Council. The Roser Sustaining Fund will provide present and future financial support of the
Church’s services, programs and missions. At the request of the Council, the Roser
Investment Committee shall transfer an amount not to exceed 4% annually of the balance
of the Roser Sustaining Fund, or such other amount established by the Council, to the
operating funds of the Church. Other transfers from the Roser Sustaining Fund may be
made only in the case of emergencies or to pay for capital expenditures not usually
included in the budget, but in either case, only if approved by a vote of the Congregation at
an Annual or Special meeting.



Appendix A-1
SAMPLE DOCUMENT

Memorandum of Employment
of
“Employee Name”
by
Roser Memorial Community Church

This Memorandum sets forth the framework of the employment of “Employee Name”(“First
Name”) by Roser Memorial Community Church (“Roser”) as “Position”.

Job Description

The job tasks of the “Position” are contained in the “Positions Description” document that is
attached hereto as Attachment A. It is understood that by mutual agreement of “First
Name” and their immediate supervisor, the Job Description may be amended from time to
time, and that “Eirst Name” and their immediate supervisor will keep the Job Description
current and reflecting all such changes.

The supervisor of “First Name” shall be the “Person(s),” appointed as the employee’s
Supervising Council Member, and any issues not capable of resolution between “Name”
and the immediate supervisor shall be reviewed by the Roser Council and the Council’s
decisions shall be deemed final and not subject to further review.

“Eirst Name” shall give their best efforts to advance the Mission and Ministry of Roser and
will work and cooperate with the Ministers, other staff, volunteers and members in a
professional manner with a spirit of teamwork.

Start Date and Compensation

“Eirst Name” will begin “full or part time” employment on “date” in a “salaried or hourly”

position and will be paid twice a month, on the 14™ and 29" or preceding business day, jn
an amount based on a beginning total gross annual compensation of $xx.xxx divided into

24 equal amounts. In the event that a final pay date is other than a normal pay date, the
final pay amount will be pro-rated at a daily rate based on 260 work days per year.(NOTE:
Worded to reflect full or part time, salary or hourly, compensation, and scheduled
hours)

Paid Vacation, Paid Holidays, Sick Days, and Extended Sick Time
These provisions shall be as described in the Roser Policy Manual.



Continuing Education and Conferences (Optional provision)

Additional time for Continuing Education and Conferences are subject to approval by the
employee’s Supervising Council Member and are limited by the designated Continuing
Education Budget.

Performance Evaluation

“Eirst Name” will receive an annual performance evaluation performed by the employee’s
Supervising Council Member. The performance evaluation will review previously
established goals and discuss opportunities for improvement and set goals for the future.
The Job Description will be reviewed, discussed and revised as appropriate.

Term of Employment

“Eirst Name” employment is an “at will” relationship, not a contract for any duration. Roser
reserves the right to amend conditions of employment as Roser, in its sole discretion,
deems necessary. Either “First Name” or Roser may terminate “his/her” employment with
“xx days” written notice at which time any vacation earned, but not taken as of the effective
date of termination, shall be paid.

Employment will commence “Month, day, year”.
Accepted and Acknowledged:

Chair of the Congregation (Printed) “‘Employee Name” (Printed)

Signature Date Signature Date




Appendix A-2
Reimbursement of Individual Expenditures

It happens that occasionally individuals, in the interest of timeliness and convenience,
purchase food, supplies, and other materials using personal funds. The policy of Roser in
reimbursing individuals for those expenditures is as follows:

1.

The individual will submit a receipt showing the amount and detail of items purchased to
the designated supervisor the purchase was made for, or if that is not appropriate, to the
Financial Administrator with an explanation of the necessity of the purchase.

If presented to the designated supervisor will validate the propriety of the purchase, sign
the receipt as OK for payment and forward to the Financial Administrator for payment. If
presented to the Financial Administrator, they shall take whatever reasonable steps are
necessary to validate the expenditure, and if satisfied make payment.



Appendix_A-3
Summary of Purchasing and Authorization Process

The following is a summary of the policy and process required for authorizations for
spending beyond budgeted and undesignated Special Funds available. The Fiscal year for
Roser is January 1 thru December 31. Special Funds Balances carry over to the next year,
Budgeted funds balances do not.

1.

Budgeted and undesignated Special Funds can be spent with only Council approval.
Designated Special Funds spending requires a Council quorum vote. “Designated”
Special Funds are those funds specified for a specific use by the donor.

If a desired expenditure is not in the Budget or exceeds available undesignated Special
Funds, Board of Finance and Council approvals are required.

To spend Designated Special Funds requires a Council vote with a quorum present and
information recorded indicating the nature of the expenditure is consistent with the intent
of the donor of the funds.

Any non-budgeted expenditure, including Special Funds, exceeding $5,000 must have
Board of Finance and Council approval.

Trustees can spend up to $2,500 for maintenance purposes without Council approval.
However, the expenditure must be reported to the Council at its next meeting.

Expenditures in excess of specified amounts are subject to a specific bid process.
Details of the Bid Process are available from Trustees.



Appendix A-4

Guidelines for Roser Trustees Proposed Budget Expenditures®

$0-$2,500 no bid or quote necessary, but may be obtained if Trustees elect to do so.
Experienced, local vendors, and previous vendors will be solicited. Best prices will be
researched but lowest price may not necessarily be selected depending on past experience
with a vendor, and timing. Neither the Board of Finance, nor Roser Council need approve
the expenditure, but the expenditure should be reported to Council, either before or after
project completion.

$2,500-$25,000 does not require a Request for Proposal (RFP) but does require at least 3
written proposals from solicited vendors. The Board of Trustees is authorized to solicit
proposals, and to recommend the proposal to accept. Acceptance of a proposal, and
awarding of a contract must be approved by the Board of Finance and the Roser Council.

>$25,000 requires a Request for Proposal (RFP) and must be publicly posted for bidding
and receiving sealed bids that will be opened on a specific date, place, and time. The
Board of Trustees is authorized to prepare and advertise an RFP, and to recommend the
proposal to accept. Acceptance of a proposal, and awarding of a contract must be
approved by the Board of Finance and the Roser Council.

All proposals must be approved by vote of the Board of Trustees with final approval
required by the Board of Finance and the Roser Council for those that exceed $2,500 of
budget expenditures. Additionally, the Board of Trustees should inform the Board of
Finance when the Trustees contemplate soliciting a proposal anticipated to exceed $2500.
The lowest proposals will not always be approved by the Board of Trustees. Trustees are
allowed the prerogative to approve contracts based on past experience, timing, and what,
in their judgment, will be in the best interests of Roser Memorial Community Church.

*These guidelines apply to expenditures of Budgeted and Special Funds but Special funds
expenditures do not need approval beyond the Board of Trustees. However, Special Funds
expenditures should be reported to Finance and the Council.
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