
Metropolitan Community Church of Louisville  
Policies and Procedures, 2017 edition  

Chapter I:  Authority and Purpose 
 

A. Authority:   These Policies and Procedures are enacted pursuant to the expectations of the Universal Fellowship of 
Metropolitan Community Churches (hereinafter UFMCC) and the Metropolitan Community Church of Louisville 
(hereinafter MCCL). Until and unless duly amended, the expectation is that all Members, Friends, or guests to MCCL 
shall abide by these Policies and Procedures or face sanctions/discipline provided for in same. Responsibility for 
enforcement of these Policies and Procedures, as well as all other governing expectations, rests with the Board of 
Directors (hereinafter BOD or Board). 
 

B. Purpose: These Policies and Procedures are constructed and maintained to provide interpretation, elucidation, 
functionalization, and/or amplification of UFMCC Bylaws, MCCL Bylaws and Articles of Incorporation, as well as 
Kentucky and Federal Laws which apply to MCCL.  

 

Chapter II: Church Membership 
 
A. Expectations: In amplification of the expectations of Church Membership (Article VI of the Bylaws of MCCL), 

Members are specifically responsible to abide by the documents of governance outlined in Chapter I, Section A of 
these Policies and Procedures.  Additionally, in order to be considered an “Active Member” one is expected to:  

1. Be in attendance at worship services,  
2. Pledge his/her financial support to MCCL, and  
3. Contribute his/her time and talents to MCCL 

 
B. Review of Membership:  To functionalize the BODs responsibilities regarding review of “Members in Good 

Standing” (Article VI of the Bylaws of MCCL, Section B) or more commonly referred to as “Active Members”, the 
Board should be guided by these principles, though not prevented from taking more expeditious action(s) when a 
majority of the Board deems it necessary: 

1. Worship Attendance: 
a. Given the potential for extenuating circumstances that may prevent an Active Member to be in routine 

attendance at worship services, an Active Member may petition the BOD for a waiver to the 
requirement for routine attendance.  If granted an official notice of such shall be kept on file by the 
Clerk. 

b. At the conclusion of each month the Office Staff shall provide the Clerk with a report of the Active 
Members who did not attend any worship services during the month. 

c. The Clerk shall review the report and may, at his/her discretion, attempt to make contact with any 
Active Member who did not attend during the single month in question to see if there is a problem or 
need.  When a need is discovered, the Clerk may (with consent of the Active Member) make appropriate 
internal referrals. 

d. The Clerk shall also review the current month’s report along with the previous month’s report to 
determine if there were any Active Members who did not attend worship for two consecutive months. 

e. For any individual who does not attend worship for two (2) consecutive months and does not have a 
valid waiver on file, the Clerk shall issue an official letter to the Active Member informing him/her that 
unless s/he contacts the Church Office within the next 30 days, the BOD will review and if deemed 
appropriate, move the Active Member to Inactive Member status. 

f. After an individual has been moved to Inactive Status, s/he may be returned to Active Member status by 
making a written request to the BOD and demonstrating routine attendance across two (2) consecutive 
months or requesting and being granted a waiver for the attendance requirement.    

2. Financial Support:  The BOD shall take an individual’s affirmation during the Rite of Membership that s/he 
will financially support the work of MCCL as all that is necessary and sufficient for the BOD to have faith that 
the Active Member shall live up to his/her pledge.  Accordingly, no inquiry into an Active Member’s 
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frequency or amount of financial contributions to MCCL shall be conducted by the BOD and shall only be 
conducted by the Church Office staff for the purpose of producing annual tax statements. 

3. Time and Talent Contributions:  Active Members are expected to be engaged in at least one (1) recognized 
Ministry of MCCL; however, the BOD shall take an individual’s affirmation during the Rite of  Membership 
that s/he will contribute his/her time and talent to the work of MCCL as sufficient. 
 

C. Friends of the Church:  While MCCL Bylaws allow “Friends of the Church” to participate on some committees (Article 
VI, Section C) they may not be appointed to serve on a Pastoral Search Committee (Article V, Section B, Subsection 2, 
Item d) or as the Chairperson of a Ministry. 
 

D. Removal:  By majority vote, the BOD may exercise its authority to remove Members or Friends from MCCL (Article 
IV, of MCCL Bylaws Section D) at any duly convened meeting following a discussion of the relevant facts during an 
Executive Session (c.f. IV.C.5); especially (but not exclusively) for “disloyalty” or “unbecoming conduct” such as: 

1. Undermining of MCCL Bylaws or policies, 
2. Discrediting MCCL, or 
3. Misusing resources, funds and/or programs of MCCL  

 

Chapter III: Board of Directors (BOD) 
 
A. Expectations: In amplification of the expectations for the BOD (Article V, Section B of the Bylaws of MCCL), BOD 

Members are specifically responsible to administer and abide by the documents of governance outlined in Chapter I, 
Section A of these Policies and Procedures and further expected to meet these ethical standards:  

1. Uphold the confidentiality of any matters presented or processed in an Executive Session (c.f. IV.C.5), 
2. Refrain from having a spouse or significant other with whom s/he would serve concurrently on the BOD,  
3. Abstain from any involvement or voting in matters where the potential for conflict of interest could exist,  
4. Actively seek to be a team member who works for the common good of MCCL, 
5. Refuse to support special interest group agendas at the expense of MCCL, 
6. Refuse to offer anonymity or secret-keeping to anyone who raises an issue germane to the BOD, 
7. Demonstrate sensitivity to the opinions of others, 
8. Expedite his/her fair-share of the BOD workload, 
9. Demonstrate support and dedication to fulfilling the mission and decisions of the Congregation and the 

collective BOD regardless of personal opinion,  
10. Engage in diligent study of relevant internal matters (e.g. Bylaws, Policies, past Minutes, etc.) and external 

matters (e.g. relevant Federal and State Regulations, sources on healthy church growth, etc.) to insure 
informed decision-making. 

11. Refrain from engaging in any actions that could be seen as exploitative toward Members, Friends, or guests 
of MCCL. 
 

B. Joint Duties:  To further functionalize the BODs “duties” (Article V, Section B, Subsection 2 of the Bylaws of MCCL), 
the BOD is jointly charged to insure the following: 

1. Collect and disburse funds. With the exception of the Pastor, all other BOD Members are expected to count 
and process offerings and other income collected at worship and other Church functions on a rotating basis. 
However, in unusual circumstances the Pastor may count and process incoming funds. 

2. Fulfill all legal and financial obligations of MCCL as the “fiduciary officers of a not-for-profit corporation” as 
defined by the Kentucky Secretary of State and the US Treasury Department. 

3. Ensure adequate Church records regarding membership, financial resources, and minutes are kept. 
4. Ensure that BOD actions are reported to the Congregation and per any other governing bylaw, contractual 

obligation, or legal mandate. 
5. Ensure that adequate Policies and Procedures, including Personnel Policies, are in place to address 

uniformity, consistency, and smooth functioning of MCCL. 
6. Prioritize the goals and objectives of MCCL. 
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7. Make, oversee, or confirm appointments to positions or entities of MCCL as defined in policy, bylaw, or 

regulation.  
8. Oversee the proper delegation of responsibilities to get the work of MCCL done in an efficient manner. 
9. Oversee and ultimately authorize all contractual negotiations of MCCL; including but not limited to, the 

Pastoral Contract, insurance policies, service contracts, and all other legal papers. 
10. Requisition, conduct, and/or review evaluations of Church programs/ministries/practices. 
11. Requisition, receive, review, and amend proposed Annual Budgets from the Finance Committee (c.f. XXX), 

while ensuring that the proposed budgets are ready for approval at the Annual Congregational Meeting. 
12. Ensure that an internal audit of all financial records is conducted annually and determine when and if an 

external audit is necessary.  
 

C. Moderator Duties:  The Pastor shall serve as the Moderator of the BOD, and shall have voting rights and obligations.  
The succession to the post as “Acting Moderator” is defined in Article V, Section B, Subsection 8 of the MCCL Bylaws 
and, in amplification, may be invoked upon the verbal or written request of the Moderator, vacancy of the Pastor’s 
position, or by parliamentary procedure for “overruling the chair” in matters where a conflict of interest may exist.  
Whomever is serving in the role of Moderator shall have these duties beyond the Joint Duties: 

1. Preside over all Congregational Meetings, BOD Meetings, Special Called Meetings, and BOD Executive 
Sessions unless a conflict of interest exists or disallowed by bylaw or policy. 

2. Demonstrate working knowledge of parliamentary procedures as well as all instruments of governance 
relevant to MCCL. 

3. Coordinate appropriate meeting space for BOD Meetings and Executive Sessions. 
4. Oversee the implementation of BOD policies and directives. 
5. Co-construct agendas for BOD Meetings with the Vice Moderator. 
6. Serve as an ex-officio member of all entities of MCCL, unless expressly disallowed by bylaw or policy (e.g. 

Pastoral Contract Committee). 
 

D. Other Officer Duties:  The following are established to functionalize the duties of the other “Officers” defined in 
Article 5, Section B, Subsection 7 of the MCCL Bylaws: 

1. Vice Moderator:  In addition to the Joint Duties, the Vice Moderator shall: 
a. Assume the duties of Moderator in his/her absence or in the event there is no elected Pastor in place. 
b. Demonstrate working knowledge of parliamentary procedures as well as all instruments of governance 

relevant to MCCL. 
c. Co-construct agendas for BOD Meetings with the Moderator. 
d. Serve as a liaison as required in policy or by directive of the BOD. 

2. Clerk:  In addition to the Joint Duties, the Clerk shall: 
a. Assume the duties of Moderator in the absence of an elected Pastor and a Vice Moderator. 
b. Monitor and make known any deviations from established parliamentary procedures to and during 

assembled BOD or Congregational Meetings, unless a duly appointed Parliamentarian is in evidence. 
c. Oversee proper notice of all Congregational Meetings. 
d. Oversee recording, preparing, filing, posting, and distributing of BOD and Congregational Minutes within 

time limits established in bylaw or policy. 
e. Oversee the maintenance of complete and accurate Membership Records, Friend Rosters, Baptism 

Records, Holy Unions/Marriages Records, Death Records, Personnel Records of elected MCCL officials, 
and historical records of MCCL. 

f. Oversee any procedures related to Membership status determination. 
g. Oversee and determine when proper quorums are achieved for BOD and Congregational Meetings. 
h. Oversee the issuing of documentation based on actions/directives of the BOD and Congregation. 
i. Serve as liaison to the Leadership Development and Nominating Committee (cf. V.5) and other Church 

entities as required in policy or by directive of the BOD. 
 

3. Treasurer:  In addition to the Joint Duties, the Treasurer shall: 
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a. Assume the duties of Moderator in the absence of an elected Pastor, Vice Moderator, and Clerk. 
b. Demonstrate a working knowledge of fiscal principles and develop a plan for improved understanding. 
c. Oversee the receipt and safekeeping of all MCCL funds. 
d. Oversee the keeping of accurate financial records. 
e. Oversee distribution of funds as authorized by the BOD. 
f. Ensure proper monthly reporting of MCCL financial status and matters to the BOD and Congregation. 
g. Ensure that proper and appropriate documentation of donations are provided to donors, including 

expressions of gratitude/appreciation. 
h. Oversee the maintenance of current signatory records with MCCL financial institutions. 
i. Serve as the Chair of the Finance Committee and as liaison to any other Church entity as required in 

policy or by directive of the BOD. 
 

E. Discipline:  While provisions for disciplinary removal from office of a BOD Member are detailed in MCCL Bylaw 
(Article V, Section B, Subsection 3), functionally this will only be sought when other lesser methods of resolution 
have failed. 

F. Resignations:  The essential steps for a BOD Member to resign are outlined in Article V, Section B, Subsection 12 of 
the MCCL Bylaws.  Functionally, the resignation must be submitted to the Clerk and, barring any allegations of 
“breach of fiduciary responsibilities” shall be accepted.  In the event that such an allegation is put forth, the BOD 
Member requesting resignation shall be deemed “in process for resignation” and no further completion of duties 
shall be expected.  

G. Separation from Office:  Once a BOD Member has concluded his/her tenure on the BOD, whether through 
voluntary/non-reelected retirement or resignation from the Board, s/he is responsible for returning all MCCL 
materials in his/her possession as directed by the BOD.      

 

Chapter IV: Rules of Order 
 
A. Scope:  Since Article VIII, Section E of the MCCL Bylaws mandates “Meetings shall be guided by Roberts Rule of 

Order, Newly revised “, the principles outlined in this chapter are intended to apply to all impaneled groups and/or 
meetings where decision-making can occur that will effect the functioning of MCCL.  Such groups shall include, but 
not be limited to:  Congregational Meetings, Board of Directors Meetings, and Standing or Ad Hoc (limited time and 
purpose) Committee Meetings that potentially could result in a formalized proposal/recommendation being 
presented to either the Congregation or Board of Directors. 

B. Structure:  All official entities shall have the following structure: 
1. Membership:  Other than Congregational Membership and BOD Membership, which is dictated in MCCL 

Bylaws Article VI, Section A and Article V Section B respectively, membership in any official MCCL entity shall 
be by appointment of the Board of Directors. 

2. Moderator:  There shall be an individual designated or approved by the BOD to serve as the Chair of any 
entity and thereby serve as the Moderator of the entity’s meetings.  As Moderator the individual’s primary 
purpose is to enforce Rules of Order and restrict proceedings to the agenda and scope of authority of the 
impaneled entity.  Moderators retain voting rights as a member of an impaneled entity.  Decisions of a 
Moderator may be overruled by the impaneled entity when 2/3 (two-thirds) or more of the voting members 
present are in agreement that the Moderator erred in his/her judgment.  
 

C. Functioning:  All official entities shall follow the rules of functioning in this section; however, unless in conflict with 
these rules, any standard parliamentary procedure recognized by Roberts Rule may be employed.  

1. Quorum:  Unless otherwise stated in bylaw, policy, or charge to a entity, the number of individuals 
necessary to conduct business for any group shall be 51% of those appointed to serve on that group. 

2. Agenda:  All official meetings are to be driven by an agenda that has been agreed upon by the voting 
members and has been validated by the Moderator as “in keeping with the scope of purpose and authority 
granted to the entity”. 
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3. Records:  The required documentation for any group to generate, maintain, and/or submit shall at the 

discretion of the entity that impanels the group; typically this will be the BOD. 
4. Decision Making:  The path for issues to become formal decisions of an entity shall be: 

a. Proposals for decisions may be presented to the entity before a formal motion is made; however, 
proposals that are presented but do not become “moved” must still be recorded in the entity’s 
documentation of the meeting. 

b. When a Moderator recognizes that the impaneled group appears to have reached a “consensus” on a 
matter, s/he may offer that the decision be made “by consent”; and, as long as there are no voiced 
objections from the voting members of the impaneled entity in attendance, the decision is thusly made. 

c. Voting members may make motions for a proposal to be officially considered at any time, so long as 
their motion is ruled “in order” by the Moderator. 

d. A second is required for motions, except in those instances where a proposal has been delivered from a 
duly impaneled sub-entity that has two or more members from the main entity on the sub-entity. 

e. The Moderator has the discretion to determine “due time” for the consideration of any moved and 
seconded motion, but voting members have the right to propose “calling the question” at any point if 
they believe sufficient discussion has occurred.  If the Moderator disagrees with the proposal to end 
debate and call the question, a second and a 2/3 (two-thirds) majority vote is necessary to overrule the 
Moderator. 

f. Only voting members who are in attendance and counted toward establishing a quorum may vote when 
a question is called; thus prohibiting “proxy voting” of any kind.   

g. The initial voting method (i.e. voice, show of hands, roll call, or written ballot) to decide a proposal shall 
be at the discretion of the Moderator.  However on any issue a voting member may “call for division” 
(without the need for a second) thus requiring a vote by show of hands or roll call.  The exception to this 
rule is for matters that require “secret ballot” due to bylaw or policy. 

h. Except in matters of elections, final votes shall be tallied in terms of those voting in favor of the proposal 
as presented and duly amended (yeas), those voting against the proposal as presented and duly 
amended (nays), and those who feel they cannot vote on the proposal due to conflict of interest or 
other mitigating factor (abstention).   

i. When a voting member enters an abstention, his/her presence for purpose of quorum must be 
evaluated by the Moderator.  If the total number of abstentions on a matter reduces the number voting 
on the matter to a number below the quorum required for the meeting, the vote on the matter is to be 
“set aside” by the Moderator and automatically scheduled for a revote at the next scheduled meeting.      

5. Executive Sessions:   Any duly impaneled group may from time to time find it necessary to consider matters 
privately due to sensitivity issues (e.g. personnel matters, intra-group conflict, etc.).  Records are not kept of 
the proceedings in Executive Sessions and the highest standard of Confidentiality is expected for matters 
discussed in them.  No voting may occur by a group in an Executive Session, unless the group operates 
exclusively in an Executive Session mode (e.g. Pastoral Search Committees). The Moderator of a group has 
the authority to call an Executive Session, but may not exclude any voting member of the group from 
attending, unless a “vote to exclude from Executive Session”, with a 2/3 majority, has been taken in an open 
session of the group.  The Moderator has the right to request the presence of any non-member at an 
Executive Session for the purpose of information or advice, as long as no voting member objects. 

 

Chapter V: Committees 
 
A. Purpose:  Under Article V, Section B, Item 11 of the MCCL Bylaws, the Board of Directors have been given the 

authority to establish committees deemed necessary for the operation of this Church.  The primary purpose of this 
chapter is to functionalize the chartering of committees regardless of the specific purpose, type, or scope of any 
given committee.   This chapter will give definition to the chartering of specific “Standing Committees” and more 
general rules for chartering “Ad Hoc Committees”. 
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B. Standing Committees:  Standing Committees are those entities that are called into existence through these Policies 

and Procedures and will always be in services to the BOD; in essence, the committee’s work is never consider 
finished, even though specific goals or objectives are met.  Accordingly, in order to provide key functions in the life 
of MCCL, the BOD hereby charter the following Standing Committees: 
 

1. Facilities Maintenance Team (FMT): 
a. Scope:  The FCM shall have oversight of the physical property of MCCL per the policies and procedures. 
b. Composition: The FCM shall consist of three (3) members of the congregation.  Members shall be 

appointed for two-year terms and may be reappointed without limitation on the number of terms they 
may serve.   

c. Chair/Moderator:  The Chair of the FCM shall be appointed by the Pastor, subject to BOD confirmation.  
d. Responsibilities:  The FCM shall: 

i. Ensure the safe-keeping, protection, maintenance, and repair of the building, grounds, and 
operating facilities/machinery/equipment.   

ii. Coordinate and oversee all cleaning and maintenance schedules/checklists necessary to ensure 
proper safety and welfare of anyone on MCCL property.   

iii. Maintain an up-to-date inventory of the property of MCCL. 
iv. Strive, to the extent allocated within the annual budget, to have the building and grounds present in 

an aesthetic manner.  
e. Special Authority:   

i. The Chair of the FCM may, without prior BOD approval, spend up to $500.00 when s/he deems the 
expenditure to be an “emergency”.  However, such expenditure must be reported to the Pastor or 
BOD designee within 24 hours. 

f. Reporting:  The FCM shall provide the BOD with a monthly report of the state of MCCL property and 
equipment; while concurrently requisitioning funds sufficient to maintain safety and welfare standards.   
   

2. Bylaw and Governance Committee (BGC): 
a. Scope:  The BGC is responsible to recommend and/or wordsmith bylaws, policies, procedures, or any 

other MCCL governing documents that will ensure compliance with any regulatory standards and, upon 
request of the BOD, issue interpretive opinions in specific situations. 

b. Composition: The BGC shall consist of these five (5) members: 
i. The Senior Pastor 

ii. The Vice Moderator of the BOD 
iii. The Clerk of the BOD 
iv. A Lay Delegate of MCCL 
v. A member of the congregation who is not currently serving as an elected official of MCCL but has a 

recognized familiarity with UFMCC polity.  This position shall be appointed by the BOD annually, 
but an individual may be reappointed without limitation on the number of terms s/he may serve.   

c. Chair/Moderator:  The Chair shall be selected internally by the BGC, subject to endorsement by the 
Pastor and confirmation by the BOD. 

d. Responsibilities:  The BGC shall: 
i. Perform routine compliance checks between MCCL documents of governance and any regulatory 

standards, especially at potential amendment/change junctures (e.g. following General Conferences, 
at the end of Kentucky Legislative sessions, etc.).   

ii. Perform continuous quality improvement reviews of existing MCCL documents of governance to 
ensure that best-known business or religious organizational practices are being employed.   

iii. Solicit, at least annually, recommendations for improvement from the congregation. 
iv. Prepare and deliver, upon official request from the BOD or Pastor, written interpretative opinions of 

the specific applicability of internal or external regulatory standards to a given situation.  
e. Special Authority:  The BGC shall function within the following special authorities: 

i. The BGC shall function exclusively in Executive Session (c.f. IV.C.5). 
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ii. Official interpretative opinions rendered by the BGC are deemed binding, unless an appeal to the 

entity that created the regulatory standard results in a reversal or reinterpretation by an official 
agent from that entity. For example, while the BOD may reverse the interpretive opinion of the BGC 
on matters of MCCL Policy and Procedure, they may not reverse a ruling on UFMCC policy, which 
would need to come from the UFMCC department with the authority to rule on such matters.  

iii. Requests for unofficial interpretations may be made to the Chair of the BGC and informal opinions 
issued to such requests shall not be considered binding.  

f. Reporting:  At the time of a request for an official interpretive opinion by the BGC, the BOD shall make 
clear whether or not it can be delivered orally or must be delivered in writing.  Official opinions from the 
BGC must be delivered at a duly convened open BOD Meeting, unless the opinion or interpretation is in 
reference to a matter of personnel of personality and, thus, delivered to the BOD in Executive Session.  
     

3. Budget and Finance Committee (BFC): 
a. Scope:  The BFC is responsible for constructing a viable and responsible annual budget for endorsement 

by the BOD and eventual adoption by the MCCL Congregation. 
b. Composition: The BGC shall consist of these three (3) members: 

i. The Treasurer of the BOD 
ii. A second Member of the BOD, except the Pastor who may not serve on the BFC. 

iii. A member of the congregation who is not an employee of MCCL or whose appointment to the BFC 
could appear to have a conflict of interest for personal gain.  This position shall be appointed by 
the BOD biannually, but an individual may be reappointed without limitation on the number of 
terms s/he may serve.   

c. Chair/Moderator:  The Chair shall be the Treasurer of the BOD. 
d. Responsibilities:  The BFC shall: 

i. Discern, by the most efficacious method practicable, the anticipatable revenue for the upcoming 
budget year. Once a maximum dollar-figure is determined, the BFC will present their 
recommendation to the BOD for approval to construct a Budget based on that figure. The BOD does 
reserve the right to amend the dollar-figure presented prior to approval.  From the final approved 
dollar-figure, the BFC must construct a corresponding balanced-budget. 

ii. Negotiate with the Senior Pastor for the Pastoral Package for the upcoming year.  If an impasse is 
encountered, thus an agreement cannot be mutually accepted, the matter of the Pastoral Package 
shall be forwarded to and decided by the BOD.   

iii. Receive and incorporate mandates for line-item funding from the BOD.  
iv. Receive and review requests from the pastoral staff, office staff, and other ministry leaders for line-

item funding for the upcoming year. 
v. Construct the Budget within the principles outlined in the Payment Priority Policy (c.f. MCCL Policies 

and Procedures, VIII.B.1).  
vi. Provide congregational education regarding the Budget as directed by the BOD. 

vii. Provide, upon request by the BOD, recommendations for line-item reallocations throughout the 
year to meet variances between budgeted and actual revenues or expense needs. 

e. Special Authority:  The BFC shall function within the following special authorities: 
i. The BFC shall function exclusively in Executive Session (c.f. IV.C.5 of the MCCL Policies and 

Procedures). 
ii. The BFC shall have unobstructed, albeit confidential, access to the financial records of MCCL.  

f. Reporting:  The BFC shall deliver a conceptual draft of the Budget at the September BOD Meeting and 
the finalized version of the Budget at the October BOD Meeting.   
 

4. Generosity Committee (GC): 
a. Scope:  The GC shall serve as the primary educational entity for congregational growth on the biblical, 

spiritual, and ethical principles of “giving”. 
b. Composition: The GC shall consist of these five (5) members: 
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i. The Senior Pastor 

ii. The Treasurer of the BOD 
iii. Three (3) members of the congregation who have a recognizable history of sustained giving to 

work(s) valued by the UFMCC and an apparent gift for communicating the “joy” that can come 
from giving.  Along with Members, recognized Friends of the Church (c.f. MCCL Bylaws VI.C) may 
be appointed to the GC.  These positions shall be appointed annually by the Senior Pastor and 
confirmed by the BOD, but an individual may be reappointed without limitation on the number of 
terms s/he may serve.   

c. Chair/Moderator:  The Chair shall be the Senior Pastor. 
d. Responsibilities:  The GC shall: 

i. Engage in planning and delivering educational activities that teach principles of “giving”. 
ii. Develop, inspire, and support Ad Hoc Committees (c.f. Section D in this Chapter) for chartering by 

the BOD to raise funds in the interest of the mission, goals, and objectives of MCCL. 
e. Special Authority:  The GC shall function within the following special authorities: 

i. The GC shall function exclusively in Executive Session (c.f. IV.C.5). 
f. Reporting:  The GC shall provide:  

i. Quarterly reports of activities to the BOD in January, April, July, and October;  
ii. Deliver a realistic estimate of anticipated revenue for the next fiscal year to the BOD by August 1 of 

each year, and 
iii. Deliver any other relevant interim reports and requests as deemed necessary by the BOD. 

   
5. Leadership Development and Nominating Committee (LDNC): 

a. Scope:  The LDNC provides prudent judgment in the identification and vetting of individuals within the 
Church who desire to practice their gifts and skills of administration at MCCL. 

b. Composition: The LDNC shall consist of three (3) members of the congregation who are not currently 
serving nor partnered with individuals serving in any elected position; but have served, with distinction, 
in one or more key position in the past.  Individuals are appointed to serve on the LDNC for two-year 
terms by the BOD, but an individual may be reappointed without limitation on the number of terms s/he 
may serve. 

c. Chair/Moderator:  The Chair shall be selected annually by the Senior Pastor subject to confirmation by 
the BOD. 

d. Responsibilities:  The LDNC shall: 
i. Strive to identify and cultivate the skill level of Members of the congregation who exhibit gifts of 

administration. 
ii. Collaborate with the Senior Pastor on identifying a goodness-of-fit pathway for individuals who may 

exhibit gifts of administration, but are not necessarily interested in or well-suited to elected 
positions.  

iii. Develop tools appropriate for vetting applicants for elected office within MCCL, with regards to 
minimum standards established in bylaw or policy. 

iv. Provide the Clerk of the BOD a slate of individuals who have applied to and been endorsed by the 
LDNC as viable candidates for election to vacant positions, including the relevant documentation for 
inclusion in the related Congregational Meeting Packet. 

v. Provide, during times that necessitate interim appointments by the BOD, a slate of viable 
candidates.   

e. Special Authority:  The LDNC shall function within the following special authorities: 
i. The LDNC shall function exclusively in Executive Session (c.f. IV.C.5 of the MCCL Policies and 

Procedures). 
ii. While the LDNC is subject to the BOD for appointment and reappointment, once annually impaneled 

the LDNC’s decisions within that year regarding endorsement or non-endorsement of individuals for 
election candidacy are not subject to overruling or interference by the Pastor or BOD.  
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f. Reporting:  The slate for election and relevant documentation are due to the Clerk of the BOD three (3) 

weeks prior to the Congregational Meeting where the election is to be held.  When a slate of candidates 
for an interim appointment is officially requested by the BOD (i.e. at a duly impaneled BOD Meeting), 
the LDNC shall provide the slate to the Clerk of the BOD within 21 days of the request. 

 
C. Bylaw-Based Ad Hoc Committees:  Bylaw-Based Ad Hoc Committees are those entities that are chartered through 

MCCL Bylaws (rather than by act of the BOD), but are only in service until such time as an explicit goal or objective is 
met. 

1. Pastoral Search Committee (PSC) 
a. Goal:  The PSC, in compliance with Article V, Section B, Subsection 2, Item d of the MCCL Bylaws, is 

called into existence when the BOD determines it is an “appropriate” time to locate a “suitable qualified 
candidate” for presentation to the congregation for election to the Senior Pastor’s position. Typically a 
PSC shall not be impaneled until any “settled” Senior Pastor has finished his/her separation process.  

b. Composition: The composition of the PSC is outlined in Article V, Section B, Subsection 2, Item d of 
the MCCL Bylaws.  The BOD member selected to serve on the PSC shall not be the Vice Moderator.   

c. Chair/Moderator:  The Chair shall be selected internally by the PSC, but may not be the representative 
from the BOD. 

d. Responsibilities:  The PSC shall: 
i. Conduct surveys or other information gathering efforts to gain the best possible understanding of 

the “will” of the congregation as it relates to the next Senior Pastor. 
ii. Collaborate with the UFMCC entity that has been tasked with assisting MCCL in the search for 

appropriate candidates. 
iii. Seek only UFMCC licensed or licensable candidates to fill the Senior Pastor’s position.  
iv. Develop tools and protocols appropriate for matching and vetting applicants with regards to 

expectations of the congregation. 
v. Expedite all actions related to applicants in a manner that communicates unquestionable 

confidentiality and compassion for those seeking to follow God’s will as they understand it; 
especially when the individual is not deemed appropriate for candidacy. 

vi. Co-construct and expedite, with the elected Senior Pastor, the Installation Service as a salient final 
act of duty for the impaneled PSC.  

e. Special Authority:  The PSC shall function within the following special authorities: 
i. The PSC shall function exclusively in Executive Session (c.f. IV.C.5 of the MCCL Policies and 

Procedures). 
ii. While the PSC is subject to the BOD for appointment, once impaneled the PSC’s decision regarding 

the UFMCC licensed or licensable clergy person to place before the congregation as the Candidate is 
not subject to overruling or interference by the BOD, unless the potential Candidate is unwilling to 
accept the Pastoral Contract offered by the BOD. 

iii. The BOD shall establish, through a budgetary allocation, a fixed dollar amount for autonomous use 
by the PSC to cover the costs related to conducting the pastoral search.  However, at the conclusion 
of the pastoral search, the BOD may reallocate any unused funds.  

f. Reporting:  The PSC shall provide the congregation with routine updates about procedural progress.  
Once a Candidate has been selected by the PSC, the Chair of the PSC shall officially notify the Clerk of 
the BOD of the need to call a Special Congregational Meeting at least two (2) weeks prior a BOD Meeting 
at which the BOD can vote to call the Special Congregational Meeting.  Leading up to the Candidacy 
Visit, the PSC shall be responsible to report relevant information about the Candidate to the 
congregation. 
 

D. Commissioned Ad Hoc Committees:  Just like Bylaw-Based Ad Hoc Committees, Commissioned Ad Hoc Committees 
are only in service until such time as an explicit goal or objective is met. Committees of this type will typically have a 
narrow focus and may use titles that are less formal, such as “Team”, “Panel”, or “Focus Group”. 
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1. Charters: These Committees are called into existence by a charter from the BOD. Regardless of the specific 

purpose of a Commissioned Ad Hoc Committee, the charters must be uniform and identify these key factors: 
a. Goal:  A product by which the Committee shall know that its work is finished, including any deadlines. 
b. Composition: A clear explanation of the process by which individuals can become a part of the entity.   
c. Chair/Moderator:  A specifically named individual or individuals, appointed by the Pastor and confirmed 

by the BOD, to lead the entity. 
d. Special Authority:  A clear definition of any authority that the BOD is delegating to the Committee that 

will not require preapproval by the BOD.  
e. Reporting:  A clear explanation of how often and to whom the Committee must provide information 

regarding its progress. 
 

Chapter VI:  Official Ministries 
 
A. Purpose:  Under Article IV of the UFMCC Bylaws and Chapter IV of the MCCL Bylaws, the Laity has been called upon 

to “respond to the Word, serving as Christ served, to the end that the Church may be edified and the world 
transformed”.  The Board of Directors have adopted these functionalized pathways for members of MCCL to find 
and practice a ministry to which they have been called by God and confirmed by this body of Christ.  Appointment to 
and continued participation by individuals serving in any Commissioned Ministry shall be at the total discretion of 
the Senior Pastor; however, Chairpersons of Commissioned Ministries shall be confirmed by the BOD and shall serve 
in such capacity until such time as s/he resigns or is removed by the Senior Pastor. 
 

B. Commissioned Ministries:  Regardless of ministry type, focus, or purpose all MCCL ministries shall be active, 
accountable, and approved.  Once approved, a Commissioned Ministry shall continue until decommissioned by the 
Senior Pastor or BOD.  Each Commissioned Ministry shall have a Chairperson appointed or reappointed annually by 
the Senior Pastor and confirmed by the BOD. 

 

1. Active:  In order for a Commissioned Ministry to be considered active, it must produce identifiable goods or 
services according to its approved Commissioning Application and demonstrate routine participation by at 
least three (3) individuals duly appointed to the ministry. 

2. Accountable:  In order for a Commissioned Ministry to be considered accountable, it must submit 
documentation of the goods or services it has rendered according to its approved Commissioning 
Application and respond to “activity inquiries” by the BOD in a timely manner.  

3. Approved:  In order to establish a Commissioned Ministry, a Commissioning Application must be received 
and approved by the BOD; specifically the application must include: 
a. A name for the ministry 
b. A list of the goods and/or services to be provided by the ministry; including amount and frequency 
c. A “Budget Impact” statement that includes any specific needs for funding or seed-money 
d. A list of the minimum qualifications for individuals to meet in order to be appointed to the ministry 
e. A letter of support from the Senior Pastor indicating his/her plan for oversight of the ministry  

 

C.  Congregational Care Team: The Congregational Care Team is a volunteer team which uses their spiritual gifts 

and abilities to assist the pastoral staff in providing prayer, phone calls, emails, and spiritual care visits to 

members of MCCL and others associated with church fellowship. Appointments are for one (1) calendar year. 

Individuals may be reappointed yearly as long as they meet the team’s minimum qualifications. 

1. General Duties: 
a. Support the ministry of MCC Louisville 
b. Provide telephone calls and emails to members for spiritual care and prayer support 
c. Provide pastoral visits to homes, hospitals or nursing facilities for spiritual care and prayer support of 

MCCL members and friends. 
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2. Confidentiality: 

a. It is necessary to maintain confidentiality of all phone calls and emails within the Congregational Care 
Team, with the exception of the following: 

b. Should someone say in person, by phone, email or during a spiritual care visit that they have previously, 
are currently, or are planning to harm or abuse themselves or another person – refer the person to the 
Suicide Hotline (800-273-8255) or to the Seven Counties Crisis and Information Center (502-589-4313 or 
800-221-0446). 

c. If the person is threatening to kill themselves – ask the person to CONVINCE you that they are not 
serious, telling the person that you WILL call the police to take them to the hospital. If the person CAN’T 
convince you they weren’t serious, call the police immediately and relay the information as to the 
person’s whereabouts to the police. 

d. After contacting the police, if necessary, please send an email to the Congregational Care Team alerting 
the team about the person threatening suicide. 

3. Minimum qualifications: 
Each member of the Congregational Care Team must possess the ability to make visits, phone calls, and/or 

send emails for the purpose of congregational care OR be able to refer the individual to the appropriate 

person or Agency. 

D. Council of Ministries:  In order to facilitate communication, planning, and cross-inspiration between Commissioned 
Ministries, the Senior Pastor may at his/her discretion call a Council of Ministries.  In the absence of a Senior Pastor, 
the Vice Moderator shall have the authority to call a Council of Ministries.  When such is called, the Chairpersons 
from each Commissioned Ministry shall be required to serve as the representatives.  

 

Chapter VII: Lay Delegate(s)   
 
A. Expectations: In amplification of the expectations for Lay Delegates/Alternates (Article V, Section C of the Bylaws of 

MCCL), Lay Delegates (LDA) are specifically responsible to represent the best interests of MCCL while abiding by the 
documents of governance outlined in Chapter I, Section A of these Policies and Procedures and further expected to 
meet these ethical standards:  

1. Uphold the confidentiality of any matters to which they are made privy to in an Executive Session, 
2. Refrain from having a spouse or significant other with whom s/he would serve concurrently as an LDA,  
3. Abstain from any involvement or voting in matters where the potential for conflict of interest could exist,  
4. Actively seek to be a team member who works for the common good of MCCL and the UFMCC, 
5. Refuse to support special interest group agendas at the expense of MCCL and/or the UFMCC, 
6. Refuse to offer anonymity or secret-keeping to anyone who raises an issue germane to the Congregation, 
7. Demonstrate sensitivity to the opinions of others, 
8. Demonstrate support and dedication to fulfilling the mission and decisions of the Congregation regardless of 

personal opinion,  
9. Engage in diligent study of relevant internal matters (e.g. Bylaws, Policies, past Minutes, etc.) and external 

matters (e.g. relevant Federal and State Regulations, sources on healthy church growth, etc.) to insure 
informed decision-making. 

10. Refrain from engaging in any actions that could be seen as exploitative toward Members, Friends, or guests 
of MCCL. 

 
B. Job Requirements:  All LDAs are responsible to: 

1. Attend Network Gatherings and General Conference Business Meetings 
2. Serve on Committees as required in these Policies and Procedures  
3. Participate in open forums before each conference that inform the congregation of the conference agenda  
4. Strive to determine the best interest and position of the congregation on all voting issues 
5. Strive to anticipate the introduction of new concerns that may develop on the floor at the conference 
6. Prepare and deliver formal after-conference presentations as assigned by the Delegation Chair 
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7. Share information gained during conference meetings or workshops with the appropriate MCCL entities 
8. Promote participation by the Congregation at Network Gatherings and General Conferences 

 
C. Elections:  Lay Delegates and Alternates shall be elected in compliance with UFMCC Bylaws (Article V.B.6) and 

MCCL Bylaws (Article V.C).  Candidates for election do require vetting by the LDNC to ensure minimum standards 
are met (c.f. Chapter V.B.5).  Given some differences in expectations for an official Lay Delegate and an Alternate Lay 
Delegate (e.g. Alternates are expected to be available at official functions in case they must take over for an official 
Lay Delegate, but are not compensated unless actually asked to do so), the positions must be vetted and balloted 
separately. 
 

D. Delegation Chair:  When MCCL only qualifies for one (1) LD, that LD is the defacto Delegation Chair; however, when 
there is more than one LD, the delegate who received the highest number of votes becomes the Delegation Chair. 
The Chair’s responsibilities are: 

1. Schedule and lead congregational forums 
2. Organize the delegation for each conference 
3. Attend BOD Meetings and provide advice as requested 
4. Ensure new delegates/alternates are mentored into their position 
5. Ensure timely presentation of formal after-conference reports to the Board and congregation  

 
E. Expenses: Coverage for expenses by Lay Delegate(s) to attend Network Gatherings, General Conferences, or any 

other mandatory UFMCC event shall be the same as coverage for the Senior Pastor. Lay Delegate Alternate(s) may 
only receive coverage for attendance at UFMCC mandatory events if s/he is called upon to substitute for a Lay 
Delegate at the event. 
 

F. Discipline:  While provisions for disciplinary removal from office of a Lay Delegate are the same as for a BOD 
Member and are detailed in MCCL Bylaw (Article V, Section B, Subsection 3), functionally this will only be sought 
when other lesser methods of resolution have failed. 

 

Chapter VIII: Church Funds 
A. Management of Accounts Receivable 

 
1. Offerings 

a. A General Fund offering shall be received at each service of public worship. 
b. All donations received by MCC Louisville will be presumed for designation to the General Fund unless 

MCC Louisville is otherwise informed in writing at the time of the donation. 
c. Congregants should be encouraged to set up automatic donating methods to MCCL. 
d. The BOD may authorize a “special offering” for any relevant purpose at any worship service; however, 

no more than two (2) offerings, one of which must be for the General Fund, may be taken during any 
worship service. 
 

2. Intake  Procedures  
a. Any time offerings are counted there should be two (2) Board Members present.  Any Board Member 

may count the offerings and make deposits into the MCCL bank account.  If only one (1) Board Member 
is available to count an offering, a former Board Member may be asked to assist in counting the offering, 
but not in making the deposit.  The Senior Pastor shall only be called to count offerings and/or make 
deposits when there are not enough current or former Board Members present to do so.  

b. In the event there is no Board Member present to count an offering, the church member in charge of 
leading the meeting or service shall be responsible for sealing the funds collected in a marked envelope, 
uncounted, and present it to an individual who has the necessary authorization to place in a secure and 
locked place designated for use by the BOD. 
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c. Funds are to be counted in a secure, preferably locked, location.  Once the BOD Members enter the 

designated counting area, no one is allowed to enter while the money is being counted.   
d. All checks are to be stamped and processed “For Deposit Only” into the MCCL General Fund, where if 

necessary they can be redirected into other accounts. Checks may never, under any circumstances, be 
directly cashed from the offering, including any that may have been made out to a particular individual 
or designated for a particular purpose. 

e. The BOD Members counting are responsible for completing any relevant income processing and/or 
reconciliation forms. 

f. Deposit slips should be completed and copies made of all checks and all identified cash envelopes shall 
be retained. 

g. Once the deposit is prepared the offering is to be taken to the MCCL bank and placed into the night 
deposit box.  

h. Copies of checks, the Income Reconciliation Form, and any identified cash envelopes are to be placed in 
a specific folder for posting (commonly referred to as the “Red File Folder”) and placed in a secure and 
locked place designated for use by the BOD. 

i. Funds cannot be added in after the counting is completed. Any such funds should be placed in a sealed 
envelope, placed in the “Red File Folder”, and processed with the next deposit cycle. 

j. The office staff will keep maintain records by name, date, and amount of identified donations from the 
documentation in the “Red File Folder” under the direction of the Senior Pastor.  This information is to 
be securely stored so as to prevent foreseeable vulnerability to unauthorized disclosure. 

k. Itemized tax statements for identifiable donors will be issued and distributed from the Church Office no 
later than 31 January for the preceding calendar year. 

 
3. Designated Gift Management 

a. The BOD shall strive to restrict all designated gifts to the specific purpose for which they were given; 
however, within these circumstances, designated funds may be redirected: 

i. If the identifiable gift was greater than $1000.00, the BOD may redirect the restricted gift or any 
money left over after the intent/purpose of the original gift has been accomplished or discontinued 
with the donor’s approval or after a good-faith effort has been made to obtain his/her the approval.   

ii. If the identifiable gift was less than $1000.00, the BOD may redirect the restricted gift or any money 
left over after the intent/purpose of the original gift has been accomplished or discontinued.   

iii. If there are multiple small or non-identifiable origins for the designated gift(s) and there is money 
left over after the intent/purpose of the donations is accomplished or discontinued, the BOD is free 
to redirect the remaining funds as it deems in the best interest of MCCL. 
 

4. Fundraising Policies  
a. All fund raising efforts require prior approval by the BOD before they may be announced or acted upon 
b. Applications for fundraising efforts shall specify the cause/ministry that will be the beneficiary of the 

effort; typically this should not be the General Fund, unless publicized as such. 
c. Applications to conduct fundraising efforts must be submitted to the BOD at least 30 days in advance of 

the anticipated kick-off of the effort.  
d. Seed monies may be approved by the BOD as long as such are consistent with the congregationally 

approved Annual Budget and accounts payable procedures are followed (c.f. Section B of this Chapter). 
e. At least one BOD member should be present to keep the money secured during any fundraising event; 

however when such is not possible, the monies collected must be counted by two (2) individuals from 
different households, recorded, and given to an individual who has access to put the funds in the safe 
for later deposit/processing. 
 

5. Non-financial Contribution Management  
a. Any items donated to MCCL by an individual(s) become the property of MCCL and may be used or 

disposed of at the discretion of the BOD. 
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b. Upon request by a donor, s/he may be issued an “In-kind Donation Form”; however in order for the 

form to be considered valid it must have been signed by a Member of the BOD.  Also, the letter may not 
stipulate the value of the item(s) given, rather just a description of the item and when it was donated. 

c. Any item given to be a personal possession or property of the Pastor or any other staff member cannot 
be claimed as tax-deductible through MCCL, therefore no “In-kind Donation Form” may be issued for 
such. 

 
B. Management of Accounts Payable 

 
1. Payment Priority:  The MCCL BOD shall strive to meet all financial obligations; however, when revenue 

short-falls are declared, payment disbursements shall be made according to this sequence of priority: 
a. Payments for Pastoral Package line-items 
b. Payments to hourly non-exempt employees of MCCL for services already delivered 
c. Payments to taxing authorities (e.g. IRS, Social Security Administration, Kentucky Revenue Cabinet, etc.) 
d. Payments for any mortgages/lease 
e. Payments for participation at mandated UFMCC events by the Pastor and Lay Delegate(s) 
f. Payments for UFMCC Tithe and Pension Fund obligations 
g. Payments for any liability insurance premiums 
h. Payments for utilities 
i. Other payments for budgeted line-items or services as prioritized by the BOD  

  
2. Purchases and Payments:  This policy is intended to govern all MCCL purchases and payments, except those 

policies that govern Payroll, which are covered in Article X, of these Policies and Procedures.  
a. In accordance with Article IX, Section D of the MCCL Bylaws, all checking and savings account 

withdrawals require 2 (two) BOD signatures.   
b. Typically, the Senior Pastor should not be called upon to be one of the signatures, but may do so under 

extreme circumstances.   
c. Church Office staff may be given responsibility for populating instruments of disbursement, but the 

signatories shall retain the liability for the content regardless of who populated the instrument. 
d. Since MCCL is a 501(c)(3) corporation and not required to pay sales tax on goods purchased, a copy of a 

“Kentucky or Indiana Sales Tax Exemption Certificate” may be required by vendors. Copies of these 
certificates are never to be used to purchase any goods or services for the personal use of any person.  

e. A completed Request for Funds Form shall be submitted to Church Office and authorized by the Senior 
Pastor prior to the actual purchase of goods or services. 

f. The Senior Pastor has the authority to “clear for purchase or payment” any ordinary expense that is 
within an authorized line-item of the Annual Budget, unless a “revenue short-fall” has been declared by 
the BOD (c.f. item 1 of this section). 

g. MCCL reserves the right to decline reimbursements in certain situations, including but not limited to: 
i.  Requests for Reimbursement must be accompanied by receipts in order to be paid.  

ii. If sales tax is inadvertently paid, it becomes the responsibility of the purchaser and may not be a 
part of his/her reimbursement. 

iii. Variations between the approved Requests for Funds Form and the invoice are subject to review 
and may be the personal financial responsibility of the person ordering the goods or services. 

 
3. Petty Cash Management:  A Petty Cash fund of $100 shall be kept in the church office and follow these 

guidelines: 
a. The Senior Pastor shall designate who shall oversee the Petty Cash Fund. 
b. An accurate balance of cash and receipts must be maintained at all times.  
c. While petty cash expenditures are not subject to a Request for Funds Form, explanatory receipts must 

be maintained for all expenditures. 
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d. When deemed necessary by the designee overseeing the Petty Cash Fund, receipts will be submitted to 

the Treasurer who will authorize reimbursement to the Petty Cash Fund and determine how charges are 
to be applied to line-items with the budget.  

 
C. Audits 

 
1. Internal Audits:  The MCCL BOD shall commission an internal audit each year in compliance with Article IX, 

Section K of the MCCL Bylaws.  These guidelines are to provide amplification for these audits: 
a. Internal Audit Teams are to be chartered under Ad Hoc Committee guidelines (c.f. Chapter V, Section D 

of the MCCL Policies and Procedures). 
b. No Member of the BOD or spouse may serve on an Internal Audit Team. 
c. The final report of the Internal Audit Team shall be presented to the BOD by April 30 of the year 

following the year being audited. 
 

2. External Audits:  When the BOD determines an External Audit is necessary, guidelines for such shall be 
determined at that time. 

 

Chapter IX:  Church Facilities and Property 
 

A. Equipment, Furnishings, and Supplies Use Policies 
1. All equipment, furnishings, and supplies donated to or purchased by MCCL shall be restricted to use for 

those purposes permitted under the Church’s 501(c)(3) status.   
 

2. Any loan of equipment or furnishings that will involve use anywhere but at the MCCL facility will require 
approval of the BOD. 

 
3. Disposal of equipment or furnishings that have been deemed “unserviceable” by the Facilities Maintenence 

Team shall be at the discretion of the BOD.  Such items may be donated by the BOD to other charitable 
organizations that have missions consistent with MCCL principles or may be sold and the proceeds 
recaptured by MCCL.    

 

4. Supplies purchased by or donated to MCCL will typically not be given to any entity other than those 
chartered or commissioned by MCCL Bylaw or Policy.  However, the BOD is permitted to dispose of excess or 
unpurposable supplies, so long as the disposal does not conflict with law, bylaw, or policy. 
 

5.  When necessary, the MCCL BOD shall commission an entity to complete any needed property inventory. 
 

B. Electronic Media Use Policies 
1. Computers and other electronic media hardware and software in use by MCCL shall be restricted to use by 

those approved by the Senior Pastor.   
 

2. Internet or other social media access purchased with MCCL funds or under MCCL registration shall be 
restricted to responsible and prudent use.  Specifically, any individual found to be using MCCL access to 
obtain pornographic or any other illegal content shall be prohibited from future access.  Moreover, any 
employee engaging in such content access shall be subject to immediate dismissal and/or reporting to law 
enforcement. 

   
3. The BOD may at its discretion make Wi-Fi access available for use by those on MCCL property; however 

MCCL avows no responsibility to monitor internet traffic from such. 
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4. The BOD shall approve a practicable method for disaster recovery of the church’s electronic data per the 

recommendation of the Senior Pastor and periodically review the implementation. 
 

C. Building Access and Use Policies 
1. Church Access:  Building physical keys are not to be given to anyone who does not have a “clear purpose” 

for routine access to the building.  Elected officials and employees of the church shall be given entry keys for 
their term of office/employment.  Keys for anyone else shall be issued at the discretion of the Senior Pastor, 
with BOD consent.  
 

2. Building Use:  The MCC Louisville church building located at  5001 Crown Manor Place is primarily a place of 
worship, instruction, and fellowship for the MCC Louisville congregation. The building may also be made 
available for a wide range of chemical free community activities, upon request and subject to policies and 
polity of MCC Louisville.  A group or individual wishing to use the premises shall make a reservation request 
directly with the Pastor.  The reservation may be accepted by the Pastor, subject to availability, if the 
proposed use is consistent with MCC Louisville's goals and reputation in the community. MCC Louisville 
reserves the right at any time, to cancel any event and refund fees, if conditions are such that in the sole 
opinion of the church’s Pastor or Board of Directors holding the event could unduly harm the church or 
building.  When a group or individual has been approved to use the facility, the following shall apply: 
a. A calendar is available in the church office for recording reservations.  Only the Pastor or office 

personnel may record reservations on the calendar.  
b. No reservations of a non-MCC Louisville event shall be binding until the usage fee and/or deposit and a 

signed Facility Use Contract is received. (See Facility Use Contract for current approved fees and other 
requirement information). 

c. There will be no charge for funeral/memorial services. However, donations will be accepted. 
d. All facility fees are to be paid directly to MCC Louisville; however clergy-based fees are not subject to 

these policies and procedures. 
e. Permission for Continuing/Ongoing events and meetings may be granted to groups not affiliated with 

MCC Louisville at the discretion of the Board of Directors and may be subject to special negotiated 
fee/requirements other than those for a single event.   

f. If circumstances require MCC Louisville to repurpose the facility on a day when it has been promised to 
a non-MCCL entity, the BOD will make every effort to give a thirty (30) day notice to such groups or 
individuals. 

 
D. Drug-free Facility and Property Policy  

1. No illegal drugs are to be used on the grounds or in the buildings of MCC Louisville. 
  

2. Anyone who is intoxicated or under the influence of drugs and is causing a disruption or otherwise 
distracting from the purpose of the program or service will be addressed, and, if necessary, be asked to 
leave the premises.  

 

3. If an outside group is believed to have violated this policy, or to have allowed the participants in their group 
to have violated this policy without taking appropriate action, it will be reported to the Board of Directors 
for appropriate action. 

 

4. MCCL does not seek to prohibit legal and responsible use of alcohol by employees, members, or friends; in 
so far as it does not conflict with the other provisions of this policy. 

 
E. Tobacco-free Facility Policy 

1. MCCL is a non-smoking facility. 
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2. MCCL does not seek to prohibit legal use of tobacco products by employees, members, or friends; in so far 

as it does not conflict with the other provisions of this policy. 
 

F. Commitment to Equal Access Policy 
1. To the greatest extent possible, MCC Louisville is committed to equal access for all individuals.  All attempts 

at reasonable accommodations shall be made to persons who are differently abled. 
 

G. Emergencies 
1. MCCL is charged with providing for the safety and security of the congregation and the Pastor.  All persons 

in leadership roles need to be trained on these policies and encouraged to make recommendations to the 
Board of Directors for improvements to procedures, necessary equipment or needed policy changes. 
 

2. Office Staff will meet with the leaders of any MCC or other group using the building to ensure that they are 
aware of evacuation and other necessary procedures should there be a problem while they are in the 
building. Written information will be provided to these groups and to persons renting the building for 
commitment ceremonies, etc.  This information will include the contact names and phone numbers for the 
church and community. Checklists will be developed for use by persons who are securing the building during 
an event and at its conclusion.  These lists will be given to appropriate individuals, such as (but not limited 
to) event organizers, staff, ushers, meeting chairs, anyone renting/using the building, and anyone who has 
the code to the building.  These should also be available or posted in the building. 

 

3. Office Staff shall coordinate the first aid kit and other emergency equipment, upon advice of a Health 
Services Professional.  

 
4. The following are a few potential events for which the church shall have a current plan: 

a. Fire or Earthquake:  The Facilities Maintenance Team will plan and post proper evacuations routes, and 
conduct periodic drills during Church Office Hours.  Able Members of the Usher Ministry will be 
positioned during services to direct and ensure orderly evacuations in the event of fire or other 
emergencies, to call the fire department, and to check for persons in other parts of the building that are 
not directly compromised. 

b. Severe Weather:  Able Members of the Usher Ministry will be prepared to direct persons in the building 
to the safest locations in the event of a tornado. They will open windows and secure whatever is 
possible without endangering themselves. 

c. Bomb Threats:  In the event of a bomb threat to the church, a designee of the Pastor will contact the 
police and ensure an orderly evacuation of the building.  They will check throughout the building for any 
remaining people. If there is time, they will assist in removing any predetermined valuables from the 
building. 

d. Inclement Weather:  The Senior Pastor in collaboration with the Chair of the Facilities Maintenance 
Team shall have authority to declare weather conditions too severe to conduct activities on MCCL 
property.  When they determine to cancel or delay a church activity due to inclement weather, the 
Senior Pastor shall coordinate notification to the congregation (e.g. emergency email, news media 
posting, etc.). 
 

 

Chapter X: Personnel Policies 
 

A. Conflict of Interest 
1. MCCL asserts that the “risk” of a conflict of interest exists anytime the potential private benefits for an official 

duty/authority/responsibility could compromise the public trust of the impartiality of the individual in the 
duty/authority/responsibility. Accordingly, in order to prevent the public trust of the congregation from being at 
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risk, no personnel appointments or elections shall be permitted where even a remote chance of a conflict of 
interest could exist. 
   

2. In addition to all specified conflicts of interest elsewhere identified in UFMCC Bylaw, MCCL Bylaw, or MCCL 

Policies and Procedures, these potential conflicts of interest shall be avoided: 
a. No individual may serve in a supervisory role regarding a significant other. 
b. No individual may hold more than one (1) elected office at a time. 
c. No individual may serve on a church funding entity that could be to his/her private benefit or the benefit 

of a significant other. 
d. No employee of MCCL, except as permitted in bylaw or policy for the Senior Pastor, shall be permitted 

to serve: 
i. In an MCCL elected position, or 

ii. As a voting member of a Standing or Ad Hoc Committee 
 

3. While it is rare but possible that a situation may arise where the potential benefits of an individual serving in 
a role could exceed the risks associated with of a conflict of interest, the BOD may permit the person to be 
in the role under the following conditions:  
a. Attempts to locate a viable alternative are recorded in the BOD Minutes, 
b. The Congregation are notified and given at least 30 days to submit any objections prior to the final vote 

by the BOD to permit the person to serve in the role, and 
c. A super-majority (i.e. 2/3) of the BOD vote to permit the person to serve in the role. 

 
B. Background Checks 

1. Background checks will be completed on persons serving in any of the following capacities: 
a. An employee of the church; 
b. An individual assisting or leading any program /event for children, youth, or vulnerable adults; 
c. An individual who could serve in a “pastoral care” ministry or role;  
d. An individual nominated or appointed to positions of Elected Office of MCCL (c.f. Section E of this 

Chapter); 
e. An individual appointed as Chair or Co-Chair of a church Ministry or Standing Committee; and/or 
f. As otherwise stipulated in MCCL policy. 

 
2. Background checks on individuals seeking election to the Board of Directors shall be the responsibility of the 

Chair of the Leadership Development and Nominating Committee (LDNC), who will share the findings with 
the rest of the Committee.  Should there be a question, they will meet with the individual for clarification. 
Questionable findings will only be shared with the Congregation if the individual is eventually endorsed for 
Nomination. Documentation obtained during the process shall be archived as outlined in Section D of this 
Chapter.  
 

3. All background checks not covered in Item 2 of this Section will be reviewed by the Pastor and the Vice 
Moderator of the Board of Directors.  Should there be a question, they will meet with the individual for 
clarification.  An explanation, if appropriate, will be put in written form and attached to the report and 
archived according to Section F or G of this Chapter.  All knowledge acquired through this process and all 
original background check documentation will remain confidential, unless a written mutual agreement 
between the individual and Pastor provides for appropriate disclosure in the interest of risk management. 

 
C. Sexual Harassment Policies and Procedures:   The purpose of the sexual harassment policies and procedures is to 

provide guidance to laity, clergy, and lay employees of MCCL in cases of sexual harassment, sexual misconduct, and 
abuse. 

1. Theological Basis:  We believe that all persons are created by God. God values human life, intending all men, 
women and children to have worth and dignity in all relationships with God and others. We are called to use 
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our bodies, including our sexuality, in a responsible way. Therefore, sexual activities must be consensual, 
mutually shared, and entered into freely and equally. Sexual misconduct, harassment and/or abuse are 
violations of an individual’s integrity. In the Genesis stories and in the life, death and resurrection of Jesus, 
we affirm that we are created in the image and likeness of God. To harass or abuse another person sexually 
is to deny that value. This is an offence against God and other persons.  Sexual misconduct, harassment or 
abuse, are violations of the integrity of the Body of Christ. Scripture specifically states that we are one 
connected body in Christ, created equally. Where one part of the Body is injured, physically, emotionally or 
spiritually, the entire Body is rendered less than God’s intended potential wholeness. We believe in justice 
for all persons. Sexual misconduct, harassment and/or abuse are dehumanizing by lack of respect and the 
unjust use of status and power, and is offensive behavior which violates the teachings of MCCL. 
 

2. Policy Statements on Harassments: 
a. “Sexual harassment”, whether overt or simple misconduct are not acceptable behaviors. This policy 

applies to MCCL employees, Clergy, s and all lay members.  Whether a specific sexual behavior is 
unwelcome is up to the recipient of the behavior, not someone else.  Sexual harassment must be 
understood as an exploitation of a power relationship rather than an exclusively sexual issue. Sexual 
harassment is defined by MCCL as: 

i. Any attempt to coerce an unwilling person into a sexual relationship, or to subject a person to 
unwanted sexual attention, or to punish a refusal to comply.  

ii. May involve a wider range of behaviors from verbal innuendo and subtle suggestions to 
unwelcomed touch, overt demands and physical abuse. 

b. “Gender harassment”, while not always clearly specific victim-based, is equally prohibited by MCCL to 
sexual harassment.  This is viewed to exist when an environment has been created that: 

i. Is charged with sexual bias.  
ii. May include the belittling or discrediting of people through humor, remarks, or other activities 

which create an intimidating, hostile, or offensive climate.  
 

3. Procedures for Harassments:  
a. If you are sexually harassed: 

i. State firmly and clearly to the harasser that this behavior is unwelcome and you want it to stop. If 
you choose, take another person with you for support. This action, in some cases, will resolve the 
issue.  

ii. Keep a journal which documents all incidents of sexual harassment including dates, times and 
descriptions of incidents. Record the names of any witnesses to the harassment. Keep copies of all 
written materials you complete in reference to the harassment. If you receive any written letters, 
cards, or memos of a suggestive nature from the harasser, keep them. Note the date received and 
how received (mailed to your home, left on your desk, etc.). 

iii. If the behavior requires further action or if you are unable to do the above, contact the Pastor (if 
appropriate) or the Vice Moderator of the Board of Directors 

b. If you are accused of sexual harassment inform the Senior Pastor and Vice Moderator of the Board of 
Directors immediately. 

c. If sexual harassment is reported to you:  
i. Listen objectively and take it seriously 

ii. Help the person follow the steps outlined above. 
iii. Remember, if you are the Pastor or the Vice Moderator of the Board of Directors and an employee is 

being harassed, you are legally required to take immediate and corrective action. 
 

4. Safe Sanctuary Policies and Procedures 
a. Purpose:  Our congregations’ purpose for establishing this Safe Sanctuary Policy and accompanying 

procedure is to demonstrate our commitment to the physical, emotional, and spiritual well-being of our 
children, youth, and all individuals who seek to be part of our community.   
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b. Scope of Responsibility:  A parent/guardian must assume responsibility for the safety and supervision of 

their children.  However, during church activities requiring the church to take responsibility for the 
children’s safety, these policies and procedures shall apply. 

c. Policy:  As a Christian Community which affirms the dignity and worth of all persons, MCCL pledges to 
conduct ministry in ways that assure the safety and spiritual growth of our children and youth, as well as 
those who work with our children and youth. 

d. Procedure:  MCCL will use the following procedure to implement this policy: 
i. Background Checks:  All paid and volunteer workers who have contact with children will undergo a 

criminal and sex offender background check and impose individual restrictions as warranted in this 
policy/procedure through Limited Access Agreements. 

ii. Two-Adult Rule:  A minimum of two (2) adults are required for all programming with children and 
youth.  Where it is impossible to staff two adults in every room, we will have an additional adult to 
serve as a “floater”.  The floater will have visual and physical access to all areas (either requiring 
doors to be open or having prominent windows in the doors.) 

iii. Open-Door Rule:  All consultation/counseling sessions with children and youth shall take place in 
offices with windows, or the door shall remain open while the office is in use. 

iv. Policy Publication:  MCCL will post this Safe Sanctuary Policy in all areas of the church deemed to be 
“necessary and prudent for public safety” by the Board of Directors.  All editions of the MCCL 
Policies and Procedures Manual shall include this policy. 

v. Reporting Abuse:  Volunteers who work with children under the age of 18 must report any type of 
suspected child abuse according to MCCL policy.  Workers shall report incidents of child abuse or 
reasonably suspected cases of abuse to the Senior Pastor, whether allegedly perpetrated by 
individuals associated with the church or outside the church.  In the event of the Senior Pastor’s 
absence or alleged involvement, then reports should be made to any other Member of the Board of 
Directors.  MCCL will abide by the rules of Kentucky in reporting suspected or alleged physical or 
sexual abuse to the appropriate authorities. 

vi. Scheduled Events or Programs:  A minimum of two (2) adults must be present for all MCCL 
scheduled events or programs.  An adult or guardian at least 18 years of age must accompany 
children under the age of 12. 

vii. Individuals Convicted of/for Sexual Offences:  MCCL is committed to being a religious community 
open to those who are in need of worshiping with us, especially in times of serious personal 
troubles.  The Board of Directors has adopted specific procedures to respond to individuals with a 
history of conviction for sexual offences who may desire to worship and participate in activities at 
MCCL.  However the following access and participation restrictions shall apply to ensure the safety 
of children, youth, and vulnerable adults: 
1) Individuals convicted of/for sexual offences who request participation in Sunday worship and 

other events will be evaluated on a case-by-case basis by the Senior Pastor and Board of 
Directors.  The evaluation may include contact with the individual’s parole officer, therapist, 
and/or other outside professional as appropriate. 

2) Individuals convicted of/for sexual offences must notify the Senior Pastor of their legal status, 
per the terms of their release and rehabilitation agreements.  During consultation with the 
Senior Pastor, MCCL policies and procedures relating to the prevention of child abuse and 
limited access agreements for individuals convicted of/for sexual offences will be clearly 
communicated. 

3) Individuals convicted of/for sexual offences who wish to attend Church services will be asked to 
sign and abide by a Limited Access Agreement requiring no contact with children and youth 
and participation only in adult activities.  MCCL reserves the right to, on a case-by-case basis, 
impose additional terms of participation in a Limited Access Agreement (e.g. requirement for 
an adult monitor at all times). 
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4) Individuals convicted of/for sexual offences may at no time be allowed contact with minors 

(persons under the age of18) at church events or activities unless an adult monitor has 
preapproved the contact and remains within visual-supervisory range. 

5) The Board of Directors shall have the unilateral and unimpeded authority to exclude an 
individual convicted of/for sexual offences from all MCCL congregational activities for: 

• Refusing to allow the Senior Pastor to contact individuals deemed necessary for the 
construction and/or monitoring of an appropriate Limited Access Agreement (e.g. parole 
officer, therapist). 

• Any report from a parole officer or treatment provider that the individual is too high risk for 
recidivism. 

• Refusing to sign a duly constructed Limited Access Agreement. 

• Refusing to comply with the requirements of his/her Limited Access Agreement, per the 
interpretation of the MCCL Pastor and/or Board of Directors. 

• Failing to notify MCCL of any changes to his/her legal status 
 

viii. Training:   MCCL will provide ongoing “Safe Sanctuary” training and support for all church volunteers 
in ministry with children and youth.  Training will include a copy of this policy and revisions as 
implemented.  

 
5. Specific Policy and Procedure Statements for Allegations of Sexual Abuse 

a. “Child Sexual Abuse” is sexual contact between a legal adult and an individual under the age of 18 years 
old.  “Dependent Adult Sexual Abuse” is sexual contact between an individual and an adult who has 
limited capacity to consent to sexual contact. When there is reason to believe such has happened: 

i. There is NO discretion; it must be reported within 24 hours to the Child/Adult Protection Agency 
and the police in the district where the alleged abuse has taken place.  

ii. DO NOT confront or discuss with the alleged abuser. To do so, may put the victim at great risk. 
iii. Contact the appropriate church authority, i.e. Pastor or Vice Moderator of the Board of Directors. 

b. “Adult Sexual Assault” is sexual contact with without consent of one party. If you are abused or witness 
assault, take the following steps: 

i. When appropriate, report to the police. 
ii. Keep all evidence and written documentation. 

iii. Contact the Pastor or Vice Moderator of the Board of Directors. 
c. If you are accused of abuse or assault: 

i. DO NOT try mediating this on your own. 
ii. Document all potentially relevant contacts with the accuser. 

iii. Notify the Senior Pastor or Vice Moderator of the Board of Directors. 
 

6. Clergy Sexual Misconduct:  When Clergy sexual misconduct, as currently defined in the Clergy Code of 
Conduct, is alleged the Vice Moderator of the Board of Directors shall be responsible for reporting the 
incident to the UFMCC Office of Church Life and Health.  

 
D. EEOC Commitment 

1. As dictated by UFMCC Bylaw (Article IV), in terms of employment and ministerial opportunity, MCCL ensures 
that “all people shall have equality of access and opportunity that is free from discrimination on the grounds 
of gender, sexual orientation, race, age, physical challenge, HIV status, health status, gender identification, 
nationality, or economic status”.  

2. MCCL does reserve the right, as granted to “primarily faith-based not-for-profit organizations” under EEOC 
Standards, to decline access to employment when the individual’s religious beliefs are irreconcilably 
incongruent with UFMCC Doctrine, Sacraments, or Rites (c.f. UFMCC Bylaw, Article III). 
    

E. Specific Personnel Policies Regarding Elected Officials 
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1. Job Description Parameters:   

a. Expectations for performance of Elected Officials are to be drawn from MCCL Bylaw and current Policies 
and Procedures.  Specifically, the Leadership Development & Nominating Committee (LDNC) is 
responsible for extracting, elucidating, and functionalizing relevant expectations from any documents of 
governance into a job description. 

b. At a minimum a Job Description for an Elected Official shall contain: 
i. An “Official Title” for the position, 

ii. A “Conceptual  Overview” of the position 
iii. A listing of any “Specific Duties” for the position 
iv. A listing of any “Minimum Qualifications” of the position 

 
2. Notification of Election Letters: 

a. All individuals who are duly elected to office by the congregation or appointed to an interim position by 
the BOD shall be issued a Notification of Election Letter.  The letter shall be issued by the Clerk of the 
BOD and a signed copy of placed in the individual’s Personnel File (c.f. Item 3 of this Section). 

b. At a minimum the letter shall contain: 
i. A congratulatory welcome, 

ii. A statement of the beginning and ending timeframe for the position; 
iii. A reference to how a copy of the relevant Job Description may be obtained (preferably enclosed); 
iv. A statement, except in the case of the Senior Pastor, that the position is “voluntary in nature” and 

“not subject to any salary or personnel benefits”; 
v. A statement that the position is “fiduciary, but at will”; 

vi. A notification of his/her assigned “mentor”, with differentiation from an assigned “supervisor”; 
vii. A notification of any additional information that is needed to complete the process of establishing 

the Personnel File. 
 
 

3. Elected Personnel File Management:   
a. All Personnel Files regarding Elected Officials of the Metropolitan Community Church of Louisville 

(MCCL) are the property of MCCL and are to be kept confidential and housed under “double lock”.  
b. These files are under the authority of and in the location designated by the current Clerk of the BOD, 

with access limited to:   
i. The individual,  

ii. The current Clerk of the BOD,  
iii. The current Members of the Leadership Development and Nominating Committee, and  
iv. The current Office Staff Member assigned to perform maintenance on the file 

c. Any individual who is granted access to these files is bound by law and church expectations to use any 
information therein for “defensible need to know” purposes.  

d. Anyone deemed by the MCCL Board of Directors (BOD) to have misused information from an MCCL 
Personnel File shall be reported to law enforcement authorities and may subject to civil action by MCCL. 

e. The file must include: 
i. Any past application(s) for elected position(s), 

ii. Application for the position currently held, 
iii. Copies of Notification of Election Letters, 
iv. Original Background Check documentation, 
v. Any letters of commendation or reprimand from the UFMCC, MCCL BOD, or the MCCL 

Congregation, and 
vi. Any other documentation deemed appropriate by the LDNC that does not conflict with State or 

Federal Regulation. 
 

F. Specific Personnel Policies Regarding Employees  
1. Job Description Parameters:   
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a. Expectations for performance of employees, other than the Senior Pastor, are to be drawn from current 

Policies and Procedures and supplemented with expectations by the Senior Pastor into a formal Job 
Description.  The Pastoral Contract shall serve as the Job Description for the Senior Pastor. 

b. Specifically, the Senior Pastor is responsible for functionalizing church needs to be met into relevant job 
descriptions and obtaining BOD approval prior to the positions being made available for application.   

c. At a minimum a Job Description for an employee shall contain: 
i. An “Official Title” for the position, 

ii. The “Salary Range” for the position 
iii. The type(s) of employment status available to the position (i.e. full versus part time, exempt versus 

non-exempt, temporary versus on-going, in-person versus virtual work attendance)   
iv. A “Conceptual  Overview” of the position 
v. A listing of any “Specific Duties” for the position 

vi. A listing of any “Minimum Qualifications” of the position   
 
2. Employee Selection: 

a. Employment by MCCL shall be in compliance with all legal mandates of the United States and 
Commonwealth of Kentucky, necessitating restricting candidates to those eligible to work as defined in 
current law. 

b. The Senior Pastor shall have the right of selection of the person(s) to fill all approved and vacant 
employee positions, subject to confirmation by the BOD. 

c. The Senior Pastor is not constrained by any expectation to interview all willing candidates for 
employment, nor is s/he mandated to restrict to or show preference for members of the congregation in 
employment selection. 
  

3. Notification of Employment Letters: 
a. All individuals who are employed by the MCCL BOD shall be issued a Notification of Employment Letter.  

The letter shall be issued by the Senior Pastor and a signed copy placed in the individual’s Personnel File 
(c.f. Item 6 of this Section). 

b. At a minimum the letter shall contain: 
i. A congratulatory welcome, 

ii. A statement of the beginning and, if known and applicable, the ending dates of employment; 
iii. A reference to how a copy of the relevant Job Description may be obtained (preferably enclosed); 
iv. A statement of whether the employment is full or part time and the relevant work schedule; 
v. A statement of the wages for the position, expressed in an “hourly rate” for non-exempt employees 

or in a “per pay period rate” for exempt employees, along with the current pay period timeframe; 
vi. A statement of the availability or non-availability of benefits for the position; 

vii. A statement of any probationary period conditions; 
viii. A statement that the position is non-contractual and “at will” under Federal Employment Law and 

Kentucky Revised Statutes; 
ix. A notification of his/her assigned supervisor; 
x. A notification of any additional information that is needed to complete the process of establishing 

the Personnel File. 
xi. An acceptance of employment and expectations section to be signed by the employee and a copy 

returned to his/her Personnel File. 
c. Anytime one or more of the items listed in subsection b above changes, the employee will be provided 

with a letter that updates the information.  
 

4. Salary and Benefit Management 
a. Salary and benefits for the Senior Pastor shall be differed to his/her Pastoral Contract and not restricted 

by this policy unless so stated in said contract. 
b. Salaries shall be paid on a biweekly basis. 
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c. No advances may be given to any employee without the approval of the Board of Directors.  
d. No employee may be paid without the employee having a W-4 and an I-9 form on file with MCCL.  
e. MCCL shall contract with a payroll vendor that will be responsible for preparing all payroll forms and 

reports required by law to be filed with the Internal Revenue Service, State, County, City, and/or any 
other governmental agency. 

f. Clergy-on-staff (full or part-time) are considered employees for the purpose of federal income taxes and 
are considered self-employed for social security tax purposes pursuant to the Self-Employment 
Contributions Act. As a result, MCC Louisville is not liable for FICA taxes for these employees.  

g. Non-Clergy full-time employees are those required to work a minimum of 40 hours per week. These 
employees shall have appropriate income tax and FICA tax deducted from their pay. MCCL is liable for 
the FICA taxes of these employees. 

h. Non-Clergy part-time staff consists of those individuals who work on a regular basis, but are not 
required to work 40 hours per week. These employees are subject to the same withholding as full-time 
staff. 

i. All other individuals performing minor functions on an irregular or professionally independent basis will 
be paid on a contract basis, i.e., no federal income tax or FICA tax withholding.   1096 and 1099 forms 
will be issued as required by law. 

j. Employees may be recommended by the Senior Pastor for a pay raise based on a successful Annual 
Performance Evaluation for the following budget year; however approval of such will be held pending 
until funding availability for pay increases is determined in the budgetary process. 

k. Non-salary benefits are only available to full-time employees and are subject to change at the discretion 
of the BOD with a 30-day notice. 

l. Non-salary benefits to full-time employees currently are: 
i. Health insurance coverage or assistance as approved in the budgetary process. 

ii. Liability Coverage shall be provided by MCCL for all duties expressed in the employee’s Job 
Description. 

iii. Annual Leave shall accrue from the first date of full-time of employment, but will only be accessible 
following six (6) months of continuous employment.  All annual leave must be approved in advance 
by the Senior Pastor, but the employee is not required to disclose the nature of the leave (e.g. 
vacation, personal matter, bereavement, legal matter, etc.).  Employees my carry over a maximum 
of 40 hours of unused annual leave from one budgetary year to the next.  Rates of accrual for annual 
leave increase based on longevity from the first date of full-time employment thusly: 
1) 80 hours annually for the 1st through the 24th month of employment (1.54 hours per week) 
2) 120 hours annually for the 25th through the 72nd month of employment (2.31 hours per week) 
3) 160 hours annually for the 73rd month and thereafter (3.08 hours per week)    

iv. Compensated Holiday Leave shall be made available on all US Federally Recognized Holidays; 
however if a recognized holiday falls on a church function day on which the employee is required to 
work, or on a day the employee normally does not work, the employee shall be entitled to a 
different compensated day within that same budgetary year. 

v. Health Leave shall accrue and be available for use from the first date of full-time of employment.  
Health Leave shall be available for periods of illness, injury, or well-care appointments; regardless of 
whether for the employee or a significant other.  Full-time employees shall accrue 8 hours of Health 
Leave for each month s/he works to a maximum “bank” of 420 hours.  Unused Health Leave shall 
not be compensated upon termination of employment. 

vi. Family Emergency Medical Leave shall be available for employees who have been full-time for 
greater than 12 months and can substantiate a qualifying circumstance under current US Family 
Medical Leave Act (FMLA).  Employees are required to notify the MCCL BOD in writing of their 
request for FMLA at least 30 days in advance of the first day of the leave; however, the BOD may 
grant an exception to this timeframe in the case of unexpected illness or injury.  Employees on FMLA 
do not continue to accrue leave of any type, but do have access, until exhausted, to the leave they 
banked prior to beginning FMLA. 
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vii. Unpaid Sabbaticals or Other Unpaid Leave, not to exceed 180 calendar days, may be granted to full-

time employees by the BOD, upon recommendation by the Senior Pastor. 
 

5. Employee Status and Review 
a. Probationary Status: 

i. All initially hired or promoted employees shall be required to serve a 90 calendar day Initial 
Probation.  During which, the employee may be terminated with or without cause by the Senior 
Pastor and the termination is not subject to approval of the BOD.  

ii. An employee may be placed on Disciplinary Probation at any time when the Senior Pastor deems 
the employee’s performance to be substandard or his/her conduct could compromise MCCL.  
Disciplinary Probation requires approval of the BOD sitting as the defacto Personnel Committee in 
an Executive Session. 

b. Performance Evaluations: 
i. Performance Evaluations shall be constructed to directly correlate with the duties outlined in the 

relevant Job Description.  Formatting of the Performance Evaluation Forms and assuring the 
compliance of such with any regulatory standards shall be the responsibility of the Senior Pastor.  

ii. Within 10 days prior to the completion of any probationary period, an employee will receive a 
Performance Evaluation and informed whether or not his/her employment will continue. 

iii. The job performance of each non-probationary employee shall be evaluated by the employee’s 
Supervisor during June of each year and delivered to the BOD (sitting as the defacto Personnel 
Committee in an Executive Session) for review in July. 

iv. Once an employee and his her Supervisor have gone over the Performance Evaluation, the 
Employee is expected to sign a statement that s/he has received the document; however signature 
shall not be construed to indicate agreement by the employee unless stated so in writing on the 
form by the employee. 

v. An employee is entitled to have a written response attached to his/her evaluation and placed in 
his/her Personnel File. 

 
6. Employee Personnel File Management:   

a. All Employee Personnel Files are the property of MCCL and are to be kept confidential and housed under 
“double lock”.  

b. These files are under the authority of and in the location designated by the Senior Pastor, with access 
limited to:   

i. The individual, 
ii. The individual’s supervisory chain,  

iii. The current Members of the BOD, and   
iv. The current Office Staff Member assigned to perform maintenance on the file 

c. Any individual who is granted access to these files is bound by law and church expectations to use any 
information therein for “defensible need to know” purposes.  

d. Anyone deemed by the MCCL Board of Directors (BOD) to have misused information from an MCCL 
Personnel File shall be reported to law enforcement authorities and may subject to civil action by MCCL. 

e. The file must include: 
i. Any past application(s) for employment or volunteer position(s) in the Church, 

ii. Application for the position currently held, 
iii. Copies of two (2) documents of identification and an valid I-9 Form, 
iv. Copies of all necessary payroll processing forms (e.g. W-4 Forms, etc.) 
v. Copies of Notification of Employment Letters and all update letters, 

vi. Background Check documentation, 
vii. Copies of all Performance Evaluations, 

viii. Any letters of commendation or reprimand from the UFMCC, MCCL BOD, Senior Pastor, or the 
MCCL Congregation, and 

ix. Any other documentation deemed appropriate by the Senior Pastor that does not conflict with State 
or Federal Regulation. 
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7. Grievance Procedure 
a. MCC Louisville recognizes that unfair treatment or harassment which creates a hostile work 

environment is a form of discrimination.  
b. Any employee found by the Board of Directors to be in violation of MCCL's policy against discrimination 

shall be subject to appropriate remedial measures, including, but not limited to, written reprimand, 
probation, demotion, or termination of employment. 

c. Any employee, who believes he or she has been discriminated against, harassed or treated unfairly on 
the job by another employee or any person other than his or her Supervisor shall report the offensive 
behavior to his or her Supervisor.  

d. Any employee who believes that she or he has been discriminated against, harassed or treated unfairly 
on the job by his or her Supervisor shall report the offensive behavior to the Vice Moderator of the BOD 
who shall serve as ombudsman.  

e. The person receiving the complaint shall immediately refer the matter to the Senior Pastor for 
investigation, unless the complaint is against the Senior Pastor. 

f. If the Senior Pastor cannot resolve the complaint to the satisfaction of the complaining party, the matter 
will be referred back to the Board of Directors, where it will be reviewed in Executive Session. 

g. The BOD shall be the final internal authority empowered to determine and resolve grievances; and only 
grievances specifically against or by the Senior Pastor may be referred to the Congregation as outlined in 
UFMCC Bylaw.  
 

8. Termination 
a. Termination of the Senior Pastor may only be expedited in compliance with UFMCC Bylaw (Article V, 

Section B, Sub-section 4).  
b. All MCCL employees other than the Senior Pastor may be terminated with or without cause or may 

resign with or without cause at any time upon receipt of two (2) weeks written notice; however the BOD 
reserves the right to buy-out all or any portion of an employee’s  notice period, regardless of the 
employee’s preference.  

c. Upon termination or resignation, the employee shall turn in all church property in the employee's 
possession, including keys and manuals, to his/her Supervisor (c.f. Chapter IX.C.1 of this corpus 
regarding building access changes required).  

d. Upon receipt of said property, the employee is entitled to monetary compensation for all accrued and 
unused Annual Leave. Unused Health Leave is not compensable. 

    
G. Specific Personnel Policies Regarding Volunteer Staff 

1. Job Description Parameters:   
a. Volunteer Staff Positions shall include any individuals not employed by or elected to duties sanctioned 

by MCCL for which the individual will be covered by the Church’s liability insurance in the pursuit of the 
duties. 

b. Expectations for performance of Volunteer Staff are to be drawn from current Policies and Procedures 
and supplemented by expectations by the Senior Pastor.   

c. Specifically, the Senior Pastor is responsible for functionalizing church needs to be met into relevant job 
descriptions and obtaining BOD approval prior to the positions being made available for application. 

d. At a minimum a Job Description for a Volunteer Staff Position shall contain: 
i. An “Official Title” for the position, 

ii. A “Conceptual  Overview” of the position 
iii. A listing of any “Specific Duties” for the position 
iv. A listing of any “Minimum Qualifications” of the position 

 
2. Notification of Appointment Letters: 
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a. All individuals who are duly appointed to Volunteer Staff Positions by the Senior Pastor, and confirmed 

by the BOD when applicable, shall be issued a Notification of Appointment Letter.  The letter shall be 
issued by the Senior Pastor and a signed copy placed in the individual’s Personnel File (c.f. Item 3 of this 
Section). 

b. At a minimum the letter shall contain: 
i. A congratulatory welcome, 

ii. A statement of the beginning and ending timeframe for the position; 
iii. A reference to how a copy of the relevant Job Description may be obtained (preferably enclosed); 
iv. A statement that the position is “voluntary in nature” and “not subject to any salary or personnel 

benefits”; 
v. A notification of his/her assigned Supervisor; 

vi. A notification of any additional information that is needed to complete the process of establishing 
the Personnel File. 

vii. An acceptance of appointment and expectations section to be signed by the volunteer and a copy 
returned to his/her Personnel File. 

c. Anytime one or more of the items listed in subsection b above changes, the volunteer will be provided 
with a letter that updates the information. 
 

3. Volunteer Personnel File Management:   
a. All Volunteer Personnel Files are the property of MCCL and are to be kept confidential and housed under 

“double lock”.  
b. These files are under the authority of and in the location designated by the Senior Pastor, with access 

limited to:   
i. The individual, 

ii. The individual’s supervisory chain,  
iii. The current Members of the BOD, and   
iv. The current Office Staff Member assigned to perform maintenance on the file 

c. Any individual who is granted access to these files is bound by law and church expectations to use any 
information therein for “defensible need to know” purposes.  

d. Anyone deemed by the MCCL Board of Directors (BOD) to have misused information from an MCCL 
Personnel File shall be reported to law enforcement authorities and may subject to civil action by MCCL. 

e. The file must include: 
i. Any past application(s) for employment or volunteer position(s) in the Church, 

ii. Application for the position currently held, 
iii. Copies of Notification of Appointment Letters and all update letters, 
iv. Background Check documentation (when applicable), 
v. Copies of any Performance Evaluations, 

vi. Any letters of commendation or reprimand from the UFMCC, MCCL BOD, Senior Pastor, or the 
MCCL Congregation, and 

vii. Any other documentation deemed appropriate by the Senior Pastor that does not conflict with State 
or Federal Regulation. 

 
4. Grievance Procedure 

a. The Grievance Procedure for Volunteer Staff shall be the same as for MCCL Employees (c.f. Section E.7. 
of this Chapter). 
 

5. Termination 
a. Volunteer Staff may be terminated by the Senior Pastor at any time, with or without cause. 
b. Upon termination or resignation, the individual shall turn in all church property in the individual's 

possession, including keys and manuals, to his/her Supervisor (c.f. Chapter IX.C.1 of this corpus 
regarding building access changes required).  
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Chapter XI: Amendments/Waivers 
 

A. Amendments Mandated by UFMCC General Conference 
1. Amendments required by action of the UFMCC General Conference will be immediately made and do not 

require BOD action. 
2. The fact that amendments have been required by an act of the UFMCC General Conference shall be made 

know to the Congregation. 
3. A copy of the amended Policies and Procedures that document compliance with the mandate shall be made 

available to the Congregation within 14 days of revision. 
4. Any active MCCL Member who wishes to express any concerns regarding the mandated amendment shall be 

directed to speak with the/a Lay Delegate. 
 

B. Amendments by the MCCL Board of Directors 
1. Amendments to these Policies and Procedures may be enacted by the BOD at any duly convened BOD 

Meeting. 
2. The fact that amendments by the BOD have occurred shall be published in the Minutes of the Meeting 

where approved. 
3. A copy of the amended Policies and Procedures document shall be made available to the Congregation 

within 14 days of enactment and any active MCCL Member may attend the next BOD Meeting to express 
any concerns and request re-evaluation of an amendment. 
 

C. Waivers  
1. The BOD may grant a temporary or situational waiver to any dictum in this document, unless to do so would 

violate UFMCC Bylaw, MCCL Bylaw, or a legal mandate.  


