First Lutheran Church

Church Council Meeting Agenda
August 10, 2021 -7:00 PM

Meet in the Upper Room or via Zoom: https://us02web.zoom.us/j/86582928358

Opening Prayer and Bible Study — Dave Pfister
Approve Agenda
Approve Church Council Minutes — July 13, 2021
New Business
Pastor Bill’s last Sunday August 29
Interim Associate Minister
Immanuel Visions Grant
Building Supervisor opening
Building Dedication ceremony
f. COVID Task Force recommendations

E. Old Business

a. Policies for approval

b. Biggerstaff invoice
Financial Report
Staff Reports
Open Comments
Closing Prayer — Dave Pfister
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7:45 Interim Associate Minister candidate will join the meeting for an interview with the Council. Pastor
Megan Morrow will also be present.


https://us02web.zoom.us/j/86582928358

Information Items
Baptized Confirmed
1. MEMBERSHIP as of July 1, 2021 1137 938

Members received:
A. by baptism (15 years and under) 1
B. by baptism (adult)
C. transfer from ELCA congregation
D. other Lutheran
E. affirmation of faith
F. transfer from non-Lutheran congregation
G. other and statistical adjustment

Members removed:
A. death
B. transfer to ELCA congregation
C. transfer to non-Lutheran congregation
D. other and statistical adjustment

MEMBERSHIP as of July 31, 2021 1138 938

Average Attendance 2021

July 2011 2012 2013 2014 2015 2016 2017 2018 2019 2020 2021
371 411 326 334 325 343 335 289 293 Online 305

Added:
Baptism: Dax Jake Wiebelhaus
Affirmation:
Transfer:
Other:

Removed:
Death:
Transfer:
Dropped Due to Inactivity:
Other:

Notes: Attendance includes monthly average of Live Stream/Online Worshipers.



Congregational Council Meeting
First Lutheran Church

July 13, 2021

Members Present: Denise Mainquist, Amy Tipton, Fred Ohles, Scott Seebohm, Byron Fischer, Judy

Batterman, Lisa Rauner, Tony Anderson, Lyle Peterson, Bill Watts, Pastor Bill Anderson, Pastor Steve

Griffith

Members Absent: Dave Pfister, Brian Niebuhr, Kim Cordonier, Zach Schafer

Staff Present: Sharon Hardel

MEETING RECORDER: Rebecca Pfabe

A

OPENING PRAYER AND BIBLE STUDY: The meeting was called to order by President, Denise
Mainquist at 7:00pm. Byron Fischer led the discussion on communication.

APPROVE AGENDA: The agenda was approved

APPROVE CHURCH COUNCIL MINUTES: June 8, 2021: It was moved and seconded to approve
the Church Council Minutes from the meeting on June 8, 2021. The motion carried

APPROVE CONGREGATIONAL SPECIAL MEETING MINUTES: June 20,2021: It was moved and

seconded to approve the Congregational Special Meeting Minutes, and to include the number of

members in attendance: 168. The motion carried.

NEW BUSINESS:

a. Pastor Erin to start August 16—this is a Monday. Pastor Bill will show her around. Denise
will connect with her later in the week.

b. Installation August 21-22 each service—Pastor Megan will be there to do that. We should
have something special between the services.

c. Pastor Steve’s last Sunday August 1—Will have a farewell and Godspeed for him. Pastor
Bill’s last day will be the end of August. Then we will have to decide what comes next, and
Erin will be a part of this process.

d. Property Issues—Please refer to Pastor Steve’s staff report. There was backed up rain water
and a backed up toilet. Service Master came in to clean up. We lost some carpet and
drywall. Steve Lenzen repaired the drywall. He put carpet squares down on one room. One
room he put down heavy vinyl planks and Dimensions will use area rugs. There is a Service
Master bill, supplies cost, and a plumbing bill with Biggerstaff. The property committee will
get a recommendation on a different plumber to evaluate things further. They will revise
the preventive maintenance plan. They are working with Hampton on some other issues.

e. Dimensions: They requested a meeting with Steve and Bill. Numerous issues were
discussed.



F. OLD BUSINESS:
a. New Beginnings Team Activities—Judy Batterman and Wendy Bonaiuto.
a. Erin and family will live with her parents when they first move here. So maybe we’ll
wait until they move into their own house to do more things.
b. Ask Jan Christensen to put together a bouquet.
c. Ask congregation to provide gift cards to local restaurants. Judy will put something
in the VOICE.
d. Have afew small group conversation times so that Erin can sit and get to know
people in a smaller gathering. (Ask Erin first about what she wants)
e. Have something open to the community in the first 2-3 months of her being here
(other pastors from the community, community leaders etc.) (Ask Erin first about
what she wants
f. Denise will work with Kathleeen to get information to the Journal Star (maybe in the
Neighborhood Extra)
b. Personnel Policy Updates—Pastor Steve is going to help out on this. Bishop Maas provided
a council Conflict Of Interest policy from the synod attorney, Joel. There will also be an
updated Staff Personnel Policy. There is not a sexual harassment policy. The ELCA has a
model policy for this. Pastor Steve is working on this
G. FINANCIAL REPORT: As of today, the soft capitol campaign as received pledges of $172,155
towards the goal of $700,000
H. STAFF REPORTS:
a. Sharon discussed the fund raising for the youth for the trip they just went on and
the Gathering in Minneapolis in 2022.
b. Pastor Steve said he will meet soon with the Covid Task Force
I.  OPEN COMMENTS
a. Friday July 30 Saltdogs, tickets available
b. August 29 will be the church picnic
c. NE Synod will be celebrating their 150" Anniversary in 2021. They will be putting out
some information
d. Hannah Ruch has been elected a youth member of the Synod Council

CLOSING PRAYER—Byron Fischer



July 26, 2021 { }
1 Immanuel

ision foundati
First Lutheran Church el
1551 S. 70th Street
Lincoln, NE 68506-15399

Dear Friends in Christ,

The Immanuel Vision Foundation (IVF) invites you to prayerfully consider submitting an
application for grant funding through the IVF’s Synod Mission Fund. Applicants may apply for
up to $10,000. The IVF will be accepting grant applications August 1 - September 30, 2021.
Applications must be received or postmarked no later than September 30, 2021. Late
submissions will not be considered.

The focus of the Immanuel Vision Foundation is to serve “the ministry of the church, seniors
and the health of the community.” Grant application details and a helpful instructional
video can be found at: Inmanuel.com > Immanuel Foundations > Immanuel Vision
Foundation. Please note: every item requested in the application is an important part of the
application process. Incomplete grant applications will not be considered for funding.

The IVF is seeking applications which challenge the Applicant to support or develop an external
project/program/opportunity in service to the community and others. For that reason, the IVF
will not consider applications which are intended to primarily serve the organization itself (e.g.,
congregation building projects, a VBS program, sabbatical expenses, new music for the choir,
youth trips, etc.). The IVF wishes to encourage congregations and ministries to create new and
innovative opportunities for service in their community.

All grant applications are reviewed by a committee of the Nebraska Synod Council, as well as
the Immanuel Vision Foundation Board of Directors. Submission of an application does not
guarantee that a grant will be awarded.

It is the hope of the Immanuel Vision Foundation that you will consider this opportunity. We
look forward to receiving your application by September 30, 2021.

Please feel free to reach out with any questions to Kaley Swartz-Brown, Grants Coordinator, at
4(02.829.6959 or kswartzbrown@immanuel.com.

Smcue

Emily Tonniges, Executive Director, Immanuel Community & Vision Foundations

1044 N. 115* Street  Suite 500 Omaha, NE 68154 P: (402) 829-2948 Immanuel.com



First Lutheran Church

COVID-19 Task Force
7/28/2021

Present: Bob Rauner, Bill Watts, Judy Batterman, Sharon Hardel, Pr. Bill Peterson, Pr. Steve Griffith
Situation:

Case rates in Lancaster County are now above 10/100K and continue to rise.
This is nearly quadruple the level three weeks ago and is comparable to early May.

Hospitalizations are also increasing, with current number the highest since February 2021.
Lincoln/Lancaster County Health Department has moved its risk dial from Green to Yellow.

The vaccines appear to remain about 88% effective against the virus, even the Delta variant. The
corollary is that about 1 in 9 vaccinated persons can catch the virus, and can spread it.

The CDC now recommends that all persons wear masks indoors.
Conclusion: the risk of transmission is increasing and appears likely to continue to rise.
Recommendations:

Continue to take action to reduce risk of transmission at church events and activities, without closing
the church entirely. Specifically:

Strongly urge all persons to wear masks in worship and other gatherings, regardless of vaccine status.
Strongly urge all persons who are eligible to get vaccinated if they aren’t already.

Allow people to sing while wearing a mask-
if you sing, please wear a mask; if you are not wearing a mask, please don’t sing.

Continue for now to serve communion kneeling at the railing, with bread and pouring chalice. Evaluate
this week to week.

Communicate to all worship helpers our expectation that they will wear masks except when reading
scripture, preaching, or presiding at the Table.

Make masks available for those who do not have.
Pastors huddle with ushers before services to provide the latest information and procedures.

Next Meeting: August 11, 7 pm, by Zoom
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Congregation Council and Endowment Board
Ethics and Conflict of Interest Policy

This Ethics Policy addresses conflicts of interest and business ethics for the First Lutheran
Congregation Council and Endowment Board but does not include the other ethical values and

policies of the First Lutheran Church or the Evangelical Lutheran Church in America.

1. Each person who is a Congregation Council or Endowment Board member (“Member”), shall
exercise good faith and best efforts in the performance of his or her duties to the Congregation and
all entities affiliated with the Congregation. In all dealings with and on behalf of the congregation,
or any affiliated entity, these Members shall be held to a standard of loyalty and honest and fair

dealing with the Congregation and its affiliated entities.

2. No Member shall use his or her position, or knowledge gained therefrom, so as to create a
conflict, or the appearance of a conflict, between the interests of the Congregation or any affiliated
entity and the other interests of such Member. In all matters affecting the Congregation or any
affiliated entity, no Member shall take any position or engage in any act that could adversely affect

the Congregation or any affiliated entity.

3. No Member shall accept any material compensation, gift, or other favor that could influence or
appear to influence such person's actions affecting the Congregation or any affiliated entity.! Each
Member should promptly disclose to the pastor, an officer of the Congregation, or a committee

chair (and as appropriate to the board or committee) any gift, employment, activity, investment, or

other interest that might compete or conflict, or appear to compete or conflict, with the interests of

! Occasional de minimis gifts of less than $75.00 value, such as flowers or foodstuffs, are exempt from this rule. Gifts that
primarily benefit the Congregation and not an individual, such as gifts of hospitality that may be given to the
Congregation by businesses in relation to official Congregation business, are exempt from this rule. Persons also may

participate in reasonable, normal relationship-building activities, such as meals or entertainment events.
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the Congregation or any affiliated entity. At the discretion of an officer or committee chair, the

matter may be referred to the Congregation Council or Executive Committee.

4. No Member should vote or be counted in determining the quorum for any vote, on any
transaction between the Congregation and any other corporation, firm, association, or other entity
in which such Member has a direct or indirect substantial financial interest. Any such duality of
interest should be disclosed by the Member to the other appropriate Members as applicable and
made a matter of record. In addition to refraining from voting, no Member should participate in the
deliberations or use personal influence in the matter. Any transaction that involves a Member
should be at least as fair and reasonable to the Congregation as a transaction involving independent

parties.

5. For the purposes of Section 4, a Member is deemed to have a direct or indirect substantial
financial interest in any corporation, firm, association, or other entity in which such person, or such
person's parents, spouse, or all descendants of either of such person's parents or such person's

spouse have an aggregate, beneficial, equity interest of one percent or more.

6. Ifa question exists as to the substantiality or significance of a financial interest or conflict and
the appropriate action by the Member in light of the interest or conflict, the Member should seek

advice from members of the Congregation Council Executive Committee.

7. After adoption, and then on an annual basis, the secretary, or other person designated by the
Congregation Council, shall send a copy of this policy to each director, officer, committee member
and employee of the Congregation. All new Members should be given a copy of the policy. Such
delivery may be electronic. The Congregation also shall work to make this policy accessible through

other methods, such as on the Congregation website.

8. It shall be the duty of each Member to inform the Congregation Council or other appropriate
person or body of any conflicts of interest in a timely fashion. No Member, in his or her capacity as
such, shall act as, or represent that he or she is, an agent of the Congregation or any affiliated entity,

unless specifically authorized to do so by the Congregation Council or Board.

9. A Member has a duty to disclose all breaches of this policy. There will be no retaliation for good

faith complaints, reports, or participation in an investigation.

10. Violation of the policy may result in termination from the Congregation position, as

appropriate.

Adopted by Congregation Council __ [DATE]
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POLICY ON SEXUAL HARASSMENT AND MISCONDUCT
First Lutheran Church
1551 S 70 Street
Lincoln, Nebraska 68521

Statement of Policy

It is the policy of First Lutheran Church that sexual harassment and misconduct will not be
tolerated. Any complaint of sexual harassment and misconduct will be dealt with quickly
and confidentially. Our Policy applies to clergy, lay employees and volunteers. First
Lutheran Church further holds that sexual abuse, sexual harassment and sexual misconduct
within the church are incompatible with biblical teachings of hospitality, justice and healing.
The intent of this Policy statement is to make certain that responses to any allegation of
sexual harassment and misconduct be just and compassionate for all involved, and that all
parties be heard. First Lutheran Church affirms Statement of Policy Regarding Sexual
Misconduct by Members of the Clergy and Rostered Lay Persons (referred to as Statement)
adopted by the Nebraska Synod of the Evangelical Lutheran Church in America.

Definition of Sexual Harassment and Misconduct
Sexual harassment and misconduct refers to behavior which is not welcome to the recipient
and that is personally offensive. There are many forms of offensive behavior including, but
is not limited to:

e Unwelcome sexual advances, leering, whistling, or sexual gestures

e Deliberate assaults or molestation

e Questions or comments about sexual behavior

e Gender based harassment

e Undesired physical contact

e Inappropriate comments about clothing or physical appearance

e Persistent sexually-oriented humor or language
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Continued or repeated jokes, language, epithets or remarks of a sexual nature
Causing another person to engage in a sexual act by threatening that other person,

placing that other person in fear or asserting undue influence over that other person

e Providing or displaying pornographic media to a person below the age permitted by
law
e Any attempt to engage in or perform any of the above
e Any additional activity that is covered either by Federal or State laws
Reporting

Any person who believes that they have experienced or witnessed sexual harassment or

misconduct, or have had a sexual harassment or misconduct issue reported to them should

report it immediately to:

The President of the Congregation Council or his/her designated representative; or
The senior pastor of this Congregation, or

Reports involving a rostered member of the ordained clergy or rostered layperson at
First Lutheran Church shall also be promptly reported to the Bishop of the Nebraska
Synod.

If required by law, ordinance or similar regulations, a designated member of the

Congregation shall immediately report this incident to the proper governmental authorities.

Investigation

Each incident that is reported will be promptly investigated with confidentiality,
care and concern for all involved by the Congregation Council or designated
committee.

Investigation will include interviews with all concerned.

Investigation will include review of all relevant documentation.

The investigation will be conducted in such a way as to maintain confidentiality to
the extent practicable under the circumstances. Should an individual's words or
conduct be determined to constitute misconduct or harassment, recommendations
for action will be developed and appropriate action will be taken. The action taken
will depend on the severity of the situation.

The Congregation Council will be sensitive to the needs of all involved and shall
provide any support necessary including counseling during the investigation and

response.
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Response

The Congregation Council or designated committee will review all information
obtained during the investigation, and when deemed necessary, will seek legal
counsel to assist in the investigation and resolution.

The Council, or committee, upon reaching a course of action, will meet separately
with the person filing the complaint and then with the accused to communicate the
results and resolution.

The Council may recommend a course of action that may include counseling,
education, or disciplinary action.

If a complaint is not substantiated, all parties will be informed.

First Lutheran Church will not engage in or tolerate retaliation against any clergy
person, lay employee, or volunteer for making a good faith claim of misconduct or
harassment or providing information relating to such complaints during an

investigation.

Communication of Policy

This Policy shall be given to and reviewed with the Congregation’s clergy and employees to

ensure their understanding and support of this Policy. This review shall take place on a

regular basis. Their signature below indicates that the individual employee has reviewed,

understands and supports this policy statement. In addition, the Congregation shall

periodically publicize this Policy to all its members and volunteers through church bulletins

and other appropriate forms of communication, such as the Congregation’s web site. The

Congregation may also choose to adopt implementing Guidelines to assist in sexual

misconduct education and prevention.

Approval
Adopted by Congregation Council ___ [DATE]

Clergy or Employee’s Acknowledgement

Name of Employee Signature of Employee

Date Reviewed
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Issue Date September 1, 2012.
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Introduction

Welcome to First Lutheran Church!

In order to provide a work environment that is conducive to your spiritual, personal and
professional growth, First Lutheran Church of Lincoln, Nebr. (“FLC”), has compiled the following
Personnel Policy Manual. This manual is intended to establish a uniform system of personnel
administration and to provide information about working conditions, employee benefits, conflicts
of interest, and other policies affecting your employment. It is important that you read,
understand, and become familiar with this policy manual and comply with its provisions.

The language used in this manual does not create nor is it to be construed to constitute any
employment agreement or a guarantee of benefits from First Lutheran Church. This Personnel
Policy Manual is not a contract, nor does it create any legally enforceable obligations on the part
of the church or its employees. It does not create any duty or cause of action against this church
not otherwise provided by law.

The First Lutheran Congregation Council is responsible for establishing the personnel policies,
which apply to all employees. The Council retains the right to change, revise, or stop any of the
policies or benefits described in this manual at any time without prior notice. Every employee
shall be governed by any new policy, benefit or provision, and shall not be entitled to the
continuation of any policy, benefit or provision that previously applied during the employee’s
period of employment. If there is a conflict between the provisions, benefits, and policies in this
manual and those set forth in the terms of a staff member’s Call papers or Contract, the terms of
the Call Papers or Contract shall prevail.

The Lead Pastor is responsible for the implementation and maintenance of these policies. The
Lead Pastor has the authority to interpret established personnel policies, or request clarification
from the Council to the intent of the policy. If you have any concerns related to this manual, you
are encouraged to discuss them with the Lead Pastor.

The information in this manual supersedes and replaces all previously approved personnel
policies, benefits, and rules of conduct.

Originally adopted by the Congregation Council of First Lutheran Church on this 14" day of August,
2012. Updated policies adopted on <new date>.
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CODE OF ETHICS/CONDUCT

A. EQuAL EMPLOYMENT OPPORTUNITY

Equal Employment opportunities will be provided to all employees and applicants for employment.
Equal treatment will be provided without regard to race, color, gender, age, national origin, citizenship
status, disability, or marital status.

Treating all people fairly, with dignity and respect, is a way to demonstrate our commitment to each
other and to the mission of the church. This applies to all aspects, terms and conditions of employment,
including, but not limited to, initial consideration for employment, hiring, job placement, assignment
of responsibility, performance evaluation, promotion and advancement, compensation and fringe
benefits, training and professional development opportunities, transfer, leave of absence, facility and
service accessibility, discipline of any kind, termination and formulation and application of policies and
rules.

All employees are responsible for creating and maintaining a discrimination free environment.
Improper interference with the capability or ability of any employee to perform his/her expected job
duties will not be tolerated. Appropriate disciplinary action will be taken should any employee willfully
violate this policy.

B. EMPLOYMENT AT WILL FOR NON-CALLED STAFF

First Lutheran Church (hereinafter referred to as FLC) of Lincoln, Nebr., hopes your employment with
us will be personally and professionally rewarding. We recognize, however, that your personal
circumstances may change and that you reserve the right to voluntarily terminate your employment
with us.

Section VIII of this Personnel Policy Manual describes the notice provisions regarding
Resignation/Termination. FLC reserves the same privilege to voluntarily terminate non-called staff with
proper notice.

Authority for hiring and dismissing non-called staff shall reside with the Lead Pastor, who is responsible
for overall staff supervision. Non-called staff might have a more direct supervisor than the Lead Pastor.
If there is any uncertainty, ask the Lead Pastor.

By definition, “called staff” have received a letter of call prior to beginning their service at FLC. In some
cases, called staff may have co-terminus appointments with the Lead Pastor. Called staff is subject to
all workplace policies in this manual, except where they differ from the conditions of the Letter of Call.
In those instances, the Letter of Call shall supersede these policies. A sample letter of call is attached.
(See Appendix A.)

C. AVOIDING CONFLICTS OF INTEREST

Staff and independent contractors as requested by FLC are expected to perform their duties in a way
that avoids actual or potential conflicts of interest as well as the appearance of conflicts of interest. A
“conflict of interest” means any situation influenced or apparently influenced in decision-making or
business dealings by any motive or desire for personal advantage other than the success and well-being
of the church and congregation. “Personal advantage” means a financial interest or some other
personal interest, whether present or potential, direct or indirect. This standard applies to both actual

and contemplated transactions.
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All present and potential conflict-of-interest issues must be disclosed (Appendix D).

Staff is required to disclose, in writing, matters and relationships that might appear to conflict with
business dealings of the church. Examples include, but are not limited to, financial interests in outside
organizations doing business with the church, or leadership role on the Congregation Council. The Lead
Pastor will evaluate disclosures and determine the appropriate action to be taken which may include
consultation with FLC officers, committees or council as appropriate.

Business dealings with friends and family are particularly sensitive and are to be disclosed and carefully
evaluated because they can create the appearance of impropriety or of tangible or intangible personal
advantage. The mere existence of a family relationship or friendship that may be considered an actual
or potential conflict of interest does not violate this policy if it is promptly disclosed.

If the conflict is not known in advance, it must be disclosed as soon as it becomes apparent.

Additional Employment

Employees may not accept additional employment that will conflict with their present job
responsibilities. Inappropriate additional employment includes employment that interferes with the
efficient performance of the employee’s duties. Failing to disclose additional employment or
continuing to work at an additional job that interferes with employment with the church may be
considered grounds for termination.

D. HARASSMENT AND ABUSE

FLC is committed to maintaining a work environment and ministry area for its employees and members
that is free of discrimination, abuse, intimidation and harassment, or other offensive behavior that
contributes to a hostile work environment. Harassment, intimidation, discrimination, and abusive
behavior are strictly forbidden. FLC does not tolerate harassment of any employee by another
employee for any reason. Harassment for any discriminatory reason such as race, sex, national origin,
age, or disability is prohibited by state and federal laws and can subject the employee and/or the
individual harasser to personal liability for any such unlawful behavior.

Harassment, includes, but is not limited to, verbal or physical conduct that shows hostility or aversion
towards an individual because of his or her race, sex, national origin, age, or disability for the purpose
of:

e creating an intimidating, hostile, or offensive work environment;
e unreasonably interfering with an individual’s work performance;
e adversely affecting an individual’s employment opportunities.

Examples of harassing conduct include but are not limited to:

1. slurs, epithets, or jokes;
2. threatening, intimidating, or hostile acts;
3. sexual harassment.

Individuals who experience harassment from supervisors, co-workers, or other individuals should
immediately report such activities to the appropriate individual(s) as outlined in the section on
Complaints Procedures.



E. SEXUAL HARASSMENT

Sexual harassment includes sexual advances, requests for sexual favors, or any other visual, verbal, or
physical conduct of a sexual nature when:

e Submission to the conduct is either implicitly or explicitly made a condition of the individual’s
employment;

e  Submission to or rejection of the conduct is used as the basis for an employment decision affecting
the harassed employee;

e The harassment has the purpose or effect of unreasonably interfering with the employee’s work
performance or creating an environment that is intimidating, hostile, or offensive to the employee.

Employees must exercise good judgment to avoid engaging in conduct that can be perceived by others
as harassment. Conduct deemed to be sexual harassment includes, but is not limited to:

e verbal harassment—unwelcome sexual advances, sexual innuendos, sexual epithets, sexual jokes.
e physical harassment—unwanted physical conduct including touching, or assault.
e leering or obscene gestures.

Any employee who engages in harassment, intimidation, discrimination, abuse of another person, or
such similar action, is subject to immediate disciplinary action up to and including termination.

Employees of FLC are expected to comply with the Safe Sanctuary Policy regarding behavior relating to
the protection of children, youth and vulnerable adults. (See Appendix C for the current FLC Safe
Sanctuary Policy.)

F. COMPLAINT PROCEDURES

Any employee who believes that he or she has been subjected to harassment must report it
immediately to at least one of the individuals responsible for investigating alleged harassment. These
individuals are the Lead Pastor and the Congregation Council’s designee. The designee assists the Lead
Pastor in employee-related matters.

The Congregation Council’s designee is appointed/reappointed annually by the Congregation Council.
Staff is notified who the designee is at the time of hire and if there is a change regarding the designee.

Harassment can be reported in writing or orally. The appropriate person will promptly and thoroughly
investigate such complaints. The investigator will maintain confidentiality to the extent appropriate
and necessary to conduct an adequate investigation. An employee bringing a complaint in good faith
to the attention of the appropriate personnel will not be adversely affected as a result.

Any employee or supervisor retaliating against another employee as a result of the employee making
a report of harassment is subject to immediate disciplinary action up to and including termination.
Conversely, any employee fabricating a charge of harassment is subject to immediate disciplinary
action up to and including termination.

G. DRUG AND ALCOHOL-FREE WORKPLACE

Manufacturing, distributing, dispensing, possessing, or using any illegal drug while on church property,
in a church vehicle, or on church business is strictly prohibited, unless that controlled substance is a
prescription drug and is being used in accordance with a doctor’s order. Violation of this policy will
result in disciplinary action up to and including termination. Alleged violations of this mandate will

result in referral to the Lincoln Police Department.
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Inappropriately consuming alcohol while on church business or infon church property is prohibited.

H. AMERICANS WITH DISABILITIES POLICY STATEMENT

FLC is committed to complying with and incorporating all the appropriate provisions of the Americans
with Disabilities Act (ADA) and the Nebraska Fair Employment Practice Act (NFEPA) in all recruiting,
employment and training activities. These Acts prohibit discrimination against qualified individuals with
disabilities and require that reasonable accommodation be afforded for known physical and/or mental
conditions unless such accommodations would constitute an undue hardship to the church.

A qualified individual with a disability is someone, who, with reasonable accommodation, can perform
the essential functions of the job the individual is seeking or now holds.

An employee can request an accommodation at any time by making a written or oral request to his/her
supervisor or the Lead Pastor. FLC can request medical documentation from the individual’s physician
or another appropriate source relating to the disability requiring accommodation and the functional
limitations incurred by the individual.

EMPLOYEE SAFETY

A. WORKPLACE SAFETY

All employees are expected to conduct themselves in a manner that contributes to their own safety as
well as that of fellow employees and church members. It is everyone’s personal responsibility to
immediately report to his/her supervisor perceived unsafe working conditions in any area of the
church’s property.

B. REPORTING INJURIES

FLC works very hard to ensure a safe and secure work environment. Employees can assist in this effort
by watching for and reporting any observed safety hazards or potential security concerns. Even then,
accidents can and do happen. Injuries that are life-threatening or require immediate attention should
be treated at the nearest hospital or emergency clinic. In emergency situations, notification of
emergency personnel by calling “911” is the first action to be taken.

Whether or not an injury is apparent, all accidents that occur during regular business hours or while on
church business must immediately be reported to your supervisor or the Lead Pastor. Within 48 hours
an accident report will be generated to assure that any inappropriate situations or existing hazards are
addressed.

Workers’ Compensation claims need to be reported to the State of Nebraska within ten (10) days of
their occurrence. Employees who are injured on the job are required to return a completed doctor’s
release form before returning to work. (See section on Workers’ Compensation.)

C. FIRE SAFETY/TORNADO EMERGENCY PROCEDURES

1. FIRE SAFETY:
Smoke detectors are located throughout the church building to alert employees and occupants to any
fire. Emergency exits are located throughout the building. Keep emergency exits unobstructed to allow
for easy access. Fire extinguishers are marked and located throughout the building. Much of the
building is equipped with a sprinkler system that sprays water in the event of a fire in the area. The
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smoke detectors and sprinkler system are integrated with the fire alarm. A certified inspector inspects
the system routinely.

2. FIRE EMERGENCY PROCEDURES:
When the fire alarm sounds, all occupants are to evacuate the building through the closest exterior
exit. Evacuate to the pre-determined reassembly areas. Do not hinder emergency personnel. Once
the fire is out, the fire department will determine the extent of the damage and advise if the occupants
can re-enter the building.

3. TORNADO EMERGENCY PROCEDURES:
When threatening weather is recognized or the emergency sirens sound, employees and occupants
should immediately take shelter in the designated areas. Please assist any employees or visitors in
your area who are unable to safely evacuate on their own. In conjunction with the appropriate
emergency authority, an “All Clear Message” will be communicated when it is safe to return to the
work area. Until then, employees and occupants must remain in the designated shelters.

D. INCLEMENT WEATHER

Occasionally FLC must be closed, and activities must be cancelled. Weather, fire, building failure, or
public safety could be a cause for cancellation. The Lead Pastor or her/his designee will make and
announce any cancellations.

When making decisions about cancellation, FLC considers not only the needs of the church, but also
the welfare of employees and members of the church. There may be days when inclement weather
makes it difficult for staff to report to work. FLC encourages staff to use good judgment and common
sense when determining the safety of local weather and road conditions. Late starts or office closings
will be announced by or before 7:00 A.M.

Inclement weather situations are handled in the following manner for non-exempt and hourly
employees:

e When FLC business hours are shortened on a given day due to inclement weather, you are paid for
a full day’s work only if you are present at work at your scheduled start time and when the office
closes, whatever those hours may be. If you arrive at work after your scheduled start time, or if
you leave before the end of the business day, you will be paid only for the hours you actually work.

e You receive an excused absence without pay if you notify your supervisor that you are unable to
report to work. If you choose, you can request to use vacation pay or a floating holiday or personal
day for that time period.

e You and your supervisor or the Lead Pastor may make arrangements for you to make up time
missed due to inclement weather.

e On occasion, employees may receive permission from their supervisor or the Lead Pastor to work
from home if circumstances warrant.

EMPLOYMENT POLICIES

A. HIRING PROCEDURES

All new Staff positions shall be reviewed by the Executive Committee of the Council and approved by
the Council. Record of the creation of new Staff positions shall be recorded in Council minutes.



The Lead Pastor, in consultation with the Executive Committee, has the authority to hire individuals
into approved Staff positions.

B. REFERENCE/BACKGROUND CHECKS

References are checked on all prospective staff members including candidates for called positions.
Reference checking occurs under the direction of the Lead Pastor, the head of the call committee, or
the Congregation Council’s designee. All reference work is to be documented, treated as confidential
and contained in the church’s files as outlined in the section on Personnel Records.

Where required, all reference checking complies with the Fair Credit Reporting Act. Written reference
authorization must be obtained from candidates before any reference work occurs. If a candidate
refuses or is unable to sign a reference authorization, that person will no longer be considered for a job
offer or a call. Satisfactory personal and professional reference findings (this includes criminal and
sexual abuse behavior findings) are required before a job offer is made or a call extended. The scope
of reference checking includes people in a position to factually know the candidate’s personal and
professional qualifications over a five-year period with a preference for recent relationships.

Generally, the people to be contacted include past employment supervisors and/or peers. However,
the church reserves the right to review all relevant sources when reviewing an applicant’s background.

In the case of call candidates, the people to be contacted generally include two or more of the
following: Bishop of the relevant synod, the supervising pastor, president of current or former
congregation(s), church councils of current or former congregation(s).

Reference information is obtained to discern skill level, past job performance and behavior, and
spiritual compatibility for the position being filled.

C. EMPLOYEE PERFORMANCE

An employee’s performance on the job is extremely important to his/her continued employment and
progression within their current job and consideration for future opportunities. FLC wants to ensure
that all employees:

e Are aware of the duties they are expected to perform.

e Understand the level of performance expected.

e  Receive timely feedback regarding their performance.

e Have opportunities for education, training, development, and promotion.
e Arerated and rewarded in a fair and consistent manner.

Employee performance reviews are conducted annually (usually in October/November). The
supervisor and/or Lead Pastor and the employee will meet and discuss accomplishments for the period
under review along with goals and objectives for the coming year. A copy of the written review will be
provided to the employee.

The employee can make a written response to the written review. Both the review document and
employee response become part of the employee’s FLC personnel record.

The Congregation Council’s Executive Committee or its designees will meet with the Lead Pastor on an
annual basis (usually in October/November) to review the performance of the Lead Pastor. The
Executive Committee will meet and discuss accomplishments for the period under review along with
the Lead Pastor’s goals and objectives for the coming year.
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A copy of the written review will be provided to the Lead Pastor. The Lead Pastor may make a written
statement regarding his or her performance review. Both the review document and Lead Pastor’s
response become part of the Lead Pastor’s FLC personnel record.

A written self-assessment of performance may be requested by the employee’s supervisor and/or the
Lead Pastor, or by the Executive Committee in the case of the Lead Pastor.

D. DRESS AND APPEARANCE STANDARD

Called and non-called staff should project an image that reflects a professional standard of the church
to a wide audience. Called and non-called staff are encouraged to dress in attire that conveys
confidence and credibility and creates high levels of respect from the majority of members and outside
visitors to the church. In most instances, this means business attire or business casual attire except
where the function of the employee’s job would require otherwise, e.g., maintenance.

E. PERSONNEL RECORDS

The Lead Pastor serves as the church’s Human Resource Officer and is the custodian of all personnel
files. Each employee is responsible for keeping the Lead Pastor informed of necessary personal
information including name changes, current address and telephone number, marital status, number
of dependents, emergency contact information, and beneficiary information for a personnel file that
will be established for each staff member.

The personnel file is the official Human Resource Record for the employee. These files shall be kept in
a confidential manner in a locked environment. The Lead Pastor shall establish a procedure to maintain
control of files removed from the locked environment for review.

Those individuals permitted to access all the files shall be:

e Lead Pastor
e Congregation Council’s designee

Those individuals permitted to access selected Files shall be:

e  Supervisors shall have access to the files of employees who report directly to them.
e Supervisors may request personnel files for review of an employee applying for an open position
which reports to that supervisor.

Records shall primarily consist of the following essential documents, which are to be kept for a
minimum of three (3) years after the employee separates/terminates or as required by law:

e Job Description

e  Employee Application and resume

e  Personnel Information and Approval form

e Education credentials

e Job-related licenses and professional certifications
e  Education and training records

e Contracts and other employment agreements

e Disciplinary actions and responses

e Annual performance evaluations

e Letters of recommendation and commendation

e Documents pertaining to termination
11



e  Other reasonable document requests by the employee
e Signed statement that the employee has read the policies of this manual. (See Appendix D.)

A supervisor or the Lead Pastor may keep a working file of a current employee for his/her own internal
use. These files must be in a secure, locked environment to ensure confidentiality. This working file
should only contain current information relating to the job performance of the individual. Once the
employee leaves the position, this file should be sent to the Lead Pastor for disposition. These records
should be kept for three years after the employee terminates or as required by law.

A separate employee file shall be maintained for employee’s medical and health information. This
record contains information relating to:

e Medical information

e  Worker’s Compensation Information

e Accident and injury reports

e  Physician’s notes

e Any information related to ADA, Family and Medical Leave Act (FMLA), and the Health Insurance
Portability and Accountability Act (HIPAA).

All requests for information and the dissemination of information on current and former employees is
the responsibility of the Lead Pastor. A written authorization, signed by the employee, is required prior
to the release of information to external sources other than confirmation of an individual’s dates of
employment and the position he or she held.

F. RECORDS RETENTION REQUIREMENTS

The following will provide general federal guidelines for the retention of employee records relating to
human resources activity.

e Unless specified, most federal laws require the retention of personnel records for a period of three
(3) years beyond the termination of employment.

e Employee tax and social security information requires four (4) years.

e  Occupation Safety and Health Administration logs and related information requires five (5) years.

e Benefits information as governed by Employee Retirement Income Security Act (ERISA) must be
maintained for six (6) years.

e Consolidated Omnibus Budget Reconciliation Act (“COBRA”) record information must be
maintained as long as the employee and/or dependent are covered.

e  Personnel file information that is currently involved in litigation must be maintained until final
disposition of any charges or action is completed.

G. UsE oF CHURCH EQUIPMENT AND COMPUTER SYSTEMS

All church property is subject to inspection at any time without prior notice. If there is a reasonable
suspicion that an employee is engaging in unlawful or unauthorized activities on the church’s premises,
an employee can be asked to undergo a reasonable search of his or her possessions. A search could
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include, but is not limited to, purses, briefcases, vehicles, desks, file cabinets, computers, and voice
mail.

FLC will cooperate with law enforcement and other public officials in prosecuting offenders. Employees
must report to the Lead Pastor or the Congregation Council’s designee any suspected accidental or
intentional breach by the employee or other employees of this policy or of federal or state law.

Employees may not conduct other business or employment during the hours that they are also being
paid for work for the church, on church premises, or utilizing church offices or equipment.

Any activities engaged in by an employee while on the job or while acting as a representative of FLC
are subject to disclosure to the church. FLC reserves the right to monitor employees’ use of church
equipment and the computer system. There is no presumed right of privacy regarding the use of FLC
property.

This includes but is not limited to:

o Telephones

e  Voicemail

e E-mail

e Internet

e Computer software
o  Office equipment

1. TELEPHONES
The telephone system is to be used for church business purposes. FLC realizes there are times when
an employee might need to use the telephone for personal reasons. It is expected that the employee
will use good judgment in limiting the length and frequency of such calls. Any long distance call costs
for personal calls must be reimbursed to the church.

Both incoming and outgoing calls can be monitored for length, content, and point of destination or
origination. This information is subject to inspection with or without notice.

Be aware that the identity of callers and the content of conversations may be considered private, so
be aware of surroundings and others in the area where the conversation is occurring. Keep your voice
low, especially when repeating information that may be considered private. Also, never provide
confidential information to any caller over the phone without first positively identifying the individual.
Caller ID is not an acceptable way to verify identity. If in doubt, call the individual back at a published
number you are able to look up in records.

2. VOICE MAIL
FLC provides its regular full-time and part-time employees with voice mail to help perform their jobs
more effectively. The voice mail system is the property of FLC and is to be used for church business
purposes only. All communication and information transmitted by, received from, or stored in this
system are church records and property of FLC.

These church records are confidential. FLC retains the right to enter an employee’s voice mailbox at
any time, without prior notice or permission, to monitor, access, retrieve, and delete any matter stored
in, created, received, or sent over the voice mail system, to ensure that the church’s voice mail system
is being used appropriately.

3. E-MAIL
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The e-mail system is the property of FLC. FLC provides Internet e-mail as a business tool to its regular
full-time and part-time employees. Employees must limit their use of the church’s e-mail system to
church-related purposes and reasonable personal usage. All e-mail sent through the church’s e-mail
system is the property of FLC and should not be considered private. For any reason and without the
permission of any employee, FLC reserves the right to monitor, access, retrieve, and delete any matter
stored in, created, received, or sent over the e-mail system.

Personal Information (PI) and confidential information should never be shared in emails. Personal
information includes:

e Social security number
e Drivers license number
e Account or credit card number along with a code or password for account access
e Unique biometric data

e A username or email address along with a password or security question and answer for
account access
(Personal Information defined by Nebraska Statute 87-801, 87-802, 87-803, Financial Data Protection
and Consumer Notification of Data Security Breach Act of 2006)

Emails can be forwarded and stored and accessed inappropriately. Telephone follow-up or sharing links
to sensitive information stored in Drop Box or other storage areas may be ways to keep information
more secure if encrypted email is not an option. Information should only be available in cloud storage
for as long as is necessary to complete the task intended, so delete information from Drop Box or other
cloud storage in a timely manner. Emailing sensitive and confidential information should always be
carefully considered as all control over the content of an email and where information may be stored
or forwarded is out of your control once the email is sent.

If someone sends PI to you in an email, that email should be deleted as soon as possible. You may call
the individual or start a new email to the individual. Do not reply to emails with sensitive information
because sensitive information can be sent out over the internet again as part of the email thread. Also,
if the email is fraudulent, you may be communicating with the wrong person. It’s always better to
delete and email and follow with the individual through alternate channels.

Also be aware of any unsolicited emails that request sensitive information, contain an attachment or
have a link in them. These may be phishing emails designed to implant malware in the network or steal
sensitive information. Never open an attachment or click on a link in an email you were not expecting.
And no one should ever need or request or your username and password for any of your accounts. Call
or send a new email to the person you believe sent the email to ensure they sent you the email.

4. INTERNET

No software should be downloaded from the Internet by anyone other than the FLC network
administrator or network support employees. Any other files that are downloaded from the Internet
should be immediately and regularly scanned for virus or other damaging programs. Do not
incorporate any downloaded material or information into your work without checking it for accuracy
and for attribution of authorship and permission to use it. Downloads shall not be performed unless
for business use only. Items such as pictures, audio, graphics, or software shall not be downloaded
unless for church business purposes or unless permission is granted from your supervisor.

The Internet shall not be used for any illegal or non-church purposes. This includes, but is not limited
to:
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e Distributing or obtaining illegal copies of software, sound, graphics, etc.;

e  Participating in activities that monopolize computer resources e.g., playing on-line games, sending
mass mailings other than church business related, chain letters, or engaging in on-line chat groups;

e  Utilizing the Internet for personal conversations, particularly conversations of an obscene nature;

o Viewing illicit or illegal web sites.

Material that is harassing, embarrassing, sexually explicit, profane, obscene, intimidating, defamatory,
or otherwise unlawful, inappropriate, offensive, or that violates the church’s equal employment
opportunity policy and harassment policies shall not be downloaded from the Internet or displayed or
stored in the church’s computers or on Church premises. FLC has the right to monitor any and all
aspects of its computer system, including but not limited to, monitoring sites visited by employees on
the Internet, reviewing material downloaded or uploaded by Internet users, and reviewing e-mail sent
and received by users. An employee who abuses the church’s Internet and e-mail systems is subject to
immediate disciplinary action up to and including termination. If appropriate the Lincoln Police
Department may be contacted.

5. COMPUTER HARDWARE AND SOFTWARE
Only church-owned hardware and software shall be utilized on computers owned by FLC. All
employees shall use church-owned computer software in accordance with its license agreement.
Unless otherwise provided in the license, any duplication of copyrighted software, except for backup
and archival purposes, is a violation of the law and is contrary to FLC standards of conduct.

The following points are to be followed to comply with the church’s licensing agreement(s):

e Software will be used in accordance with its license agreement(s).

e Legitimate software will promptly be provided to all employees who need it. No employee will
make any unauthorized copies of any software under any circumstances. Anyone found copying
software other than for backup purposes is subject to disciplinary action up to and including
termination.

e  Employees shall not install any software on their computers without the prior approval of the
Network Administrator.

e No employee shall give software to any outsiders.

e Any employee who determines there might be a misuse of software within FLC shall notify the
Lead Pastor or Designee of the Congregation Council.

o Nodisk or software obtained from any third party shall be used until it has been checked for viruses
by the appropriate staff.

6. REMOTE ACCESS
From time to time, FLC may allow some employees to work remotely (telecommute or “work from home”).
Employees requesting to work remotely as a reasonable accommodation are not covered under this
section. Employees permitted to work remotely must continue to abide by this Policy Manual and all other
applicable employee policies. The Lead Pastor shall advise the Employee of their reasonable expectations
for the Employee’s work schedule and availability for meetings and communications (for example, daily
phone calls, weekly status reports, in-office visits, etc.). The Employee shall make themselves available and
communicate as advised. The Employee must establish an appropriate work environment within their home
and have the resources to do their job effectively. Employees are responsible for maintaining suitable
internet/electronic connections that allows them to work virtually. The Employee agrees that access and
connection to FLC's network(s), even if through a personal device, may be monitored. The Employee shall
provide all furniture and equipment necessary for their remote work arrangement. FLC is not responsible
for any damage to Employee’s furniture or equipment suffered in connection with Employee’s remote work
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arrangement. In the discretion of the Lead Pastor, the FLC may loan or provide equipment for the
arrangement, properly documenting the FLC equipment on loan. Equipment that FLC provides is FLC
property. FLC retains ownership of the property and reserves the right to monitor the property even when
used at a remote location. Any equipment supplied by FLC shall be used solely by the Employee for business
purposes only. The Employee must keep FLC property safe and avoid any misuse, damage, or theft. Use of
all equipment supplied by FLC must comply with all applicable employee policies.

FLC will be responsible for repairing any equipment supplied by FLC. However, the Employee is responsible
for any intentional damage. All FLC equipment must be returned when the remote work arrangement ends
or upon request by FLC.

It will be the Employee’s responsibility to determine any personal income tax implications of maintaining a
home office. FLC will not provide tax guidance; nor will FLC assume any tax liabilities. The Employee is
encouraged to consult with a tax professional to discuss income tax implications.

7. OFFICE EQUIPMENT
The equipment on which FLC depends is expensive to acquire and maintain. Accordingly, all employees
must exercise proper care when using the equipment, including following applicable instructions.
Office equipment shall be used for authorized purposes and must not be used for personal business.
Negligence in the care and use of church property can be considered grounds for disciplinary action up
to and including termination of employment.

H. UNEMPLOYMENT COMPENSATION ACT

FLC is exempt from the Unemployment Compensation Act. Any employee who terminates or is
terminated and is unable to find new employment is not eligible to collect government unemployment
insurance benefits based upon his/her employment with the church.

l. EMPLOYMENT OF RELATIVES

FLC seeks to have all employment decisions based upon merit and free of any real or perceived
advantage or favoritism because of family or other relationships involving an employee or church
member. A person shall not become a regular full-time or part-time staff member for any position that
would require that person to directly supervise, or be directly supervised by, a member of that person’s
family (spouse, parent, children, in-laws, etc.) who is already employed by FLC. Any exceptions to this
policy must be authorized by the Congregation Council prior to employment. Any exception existing on
the effective date of this policy is granted “grandfather” privilege and does not require Congregation
Council approval.

Membership at FLC is not a condition of employment, unless membership is part of the employee’s
letter of call. Exceptions to this policy are permitted with the approval of the Congregation Council.

J. CONFIDENTIALITY

It is important that all employees, church members and church visitors interact with each other in a
caring and trustful manner. We share some of the most personal information and events a person can
experience during his/her lifetime. Much of the information we learn while at work is confidential. At
the same time, much of the information we learn needs to be shared with our FLC community and
others.
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If you are not confident whether the information you learn is public or private, ask the Lead Pastor for
clarification. It is the employee’s responsibility to know what may be appropriately communicated to
others.

Safeguarding confidential information is important to FLC. Inappropriate dissemination of information
is grounds for disciplinary action.

K. WORKSPACE

The area in which we work is a reflection of who we are. Your work area should be organized and
clean. All information that is confidential (pledge cards, time and talent sheets, prayer requests, etc.)
should be handled appropriately when you are at or away from your workspace.

L. SMOKING

FLC is a non-smoking area. No smoking is allowed within the building.

M. WEAPONS

Dangerous weapons of any sort (firearms, knives, clubs, etc.) are not allowed on church property at
any time. This policy is to be interpreted in its broadest sense, with violators to be severely disciplined.
Violators can be reported to local law enforcement agencies.

N. DISCIPLINE

The following information is established to provide direction and consistency when confronting and
correcting employee performance and/or behavior problems.

Should the supervisor or Lead Pastor find that an employee’s performance has fallen below the
standards of the job, he/she should meet with the employee to review the standards of the job and
the employee’s goals to determine the level of understanding the employee has regarding his/her
performance. This is the time to re-establish performance levels and determine if additional training
is necessary. The supervisor or Lead Pastor should document the information discussed at this meeting.

If the performance of the employee does not improve or this issue is of a serious nature, the supervisor
or Lead Pastor should meet with the employee to discuss the problem. Based upon the discussion of
this meeting, the supervisor or Lead Pastor will draft a Performance Improvement Plan and meet with
the employee to review and obtain the employee’s commitment to improving his/her performance
and have the employee sign the document. The document will be retained with other such personnel
records of the employee. Should there be inadequate improvement in performance, additional
disciplinary action can be taken, up to and including termination from employment.

0. DISCIPLINARY RULES

FLC believes that progressive discipline regarding employee matters is the preferred response to
employee issues. However, some employee acts are sufficient enough that they may require
immediate termination. The following list serves as a reference for acts that may require immediate
termination. The list is not intended to be all-inclusive; employees may be disciplined for other offenses
not listed if circumstances merit.
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e  Failure or refusal to comply with a reasonable order or accept a reasonable or proper assignment
from an authorized supervisor.

e Gross inefficiency, incompetence, or negligence in the performance of duties.

e  Possession or use of illegal drugs, reporting for work under the influence or in any way impaired
due to the use of drugs, prescribed or otherwise, or testing positive for illegal drugs or non-
prescribed controlled substances.

e  Careless, negligent, or improper use of FLC equipment or funds or conversion of the same to one’s
own use.

e  Falsification, fraud, or omission of pertinent information in applying for a position.

e Disclosure of confidential information or failure to maintain adequate controls to safeguard
confidential information.

e Habitual tardiness or absence without authorization.

e Falsification of official records.

e Any acts which may discredit oneself or FLC including but not limited to unlawful, indecent, or
immoral conduct.

e Insubordination: including failure to acknowledge receipt of corrective action.

e Threatening, fighting or endangering the physical well-being of others.

e Any act of sexual harassment, harassment based on any other improper factors such as race,
ethnicity, religion, age, disability, and/or abusive behavior of any kind.

e  Fabricating a harassment charge against another person.

e Any action which breaches the confidentiality, integrity, or security or otherwise jeopardizes the
accuracy or completeness of any church information (physically or electronically stored) or
unauthorized release of passwords which permit access to electronically stored information.

e Failure to maintain satisfactory and harmonious working relationships with church members
and/or fellow employees.

e Any other conduct deemed detrimental to the church, its employees, or operations.

COMPENSATION PROCEDURES

A. PosITION CLASSIFICATION

Each position is classified and has a written job description. Classification criteria include ministry
focuses, required skill level job complexity, called vs. non-called position, education requirements, and
work experience. Positions are reviewed periodically, and reclassification might occur.

B. SALARY ADMINISTRATION

It is the policy of FLC to pay staff members a fair and equitable salary for the work they perform and
the degree to which they accomplish results based on predetermined and agreed upon goals.

The Congregation Council retains authority to make changes to the salary structure and pay ranges.

C. SALARY

Salary decisions are made annually. A support-related budget (including line items for salaries,

benefits, employment taxes, allowances, etc.) shall be included in the annual budget presented to the

congregation for approval. The Lead Pastor’s initial salary shall be approved by the congregation.

Performance raises for the Lead Pastor shall be determined annually by the Council’s Executive

Committee. The Lead Pastor shall establish all other employee salaries in consultation with the

Council’s Executive Committee. Factors considered when determining a salary include the church’s
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budget, Synod guidelines, salary survey data, letter of call, work related matters, performance review,
and years of service. All salary adjustments are effective March 1, unless otherwise specified by the
Congregation Council.

D. TIMEKEEPING

The work week consists of five, eight-hour days. All staff members are expected to be at work
throughout their assigned work period. Hourly staff members and independent contractors as
requested by FLC are responsible for recording their time which may be reviewed and approved by
their immediate supervisor.

Forty hour assigned work periods can vary widely among staff members. For example, pastors
frequently work Saturdays and usually work Sundays. Maintenance staff works a combination of days,
nights, and weekends. Assigning 40-hour work periods and maintaining integrity for hours worked is
the responsibility of the Lead Pastor.

Staff shall take one 15-minute work break per four-hour work period. These breaks are to be used for
resting, non-work-related conversation, personal phone calls, or similar personal activity.

Meal breaks for hourly paid employees are 30 to 60 minutes and non-paid. Whether 30 or 60 minutes
are used for meals, the time is to be non-interrupted time. Staff is strongly encouraged to take a meal
break. Exceptions to this policy may be approved by the supervisor and the Lead Pastor.

Staff members are responsible for scheduling their work hours with their supervisor.

E. OVERTIME

Non-exempt staff might be required to work overtime. The employee’s supervisor, in consultation with
the Lead Pastor or a person designated by the Lead Pastor, must approve all overtime before the
overtime occurs. If there is a question regarding overtime, consult with the supervisor or the Lead
Pastor.

Overtime pay for hourly employees is paid at the rate of time and one-half for all hours worked in
excess of 40 hours in a seven (7) day week (Sunday through Saturday). In determining overtime pay,
the following is not included in a forty (40) hour seven (7) day period: pay for holidays not worked,
time not worked due to inclement weather, personal leave, or vacation. Exempt salaried employees
are not eligible for overtime pay.

Overtime can be paid compensatory time off. Compensation time shall be calculated on a time and
one-half basis, i.e., 1.5 hours of compensation time for every one-hour of overtime.

F. PAYCHECKS - PAY DAY

Employees are paid twice monthly. Payment is by direct deposit. A paper or electronic pay stub is
provided to the employee itemizing gross wages and deductions authorized by the employee or
required by law.

G. CHANGES IN EMPLOYEE INFORMATION

All staff members should keep FLC informed of any changes in their personal status since many
documents including the annual W-2 tax form are mailed to the staff member’s home.
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Use the Personnel Information and Approval Form to notify the Lead Pastor of changes to name,
address, phone number, insurance beneficiary, marital status, dependents, emergency contacts, etc.
The Lead Pastor should be notified as soon as possible following any such change.

ATTENDANCE AND LEAVE POLICIES

A. ATTENDANCE AND PUNCTUALITY

Non-exempt employees are paid only for hours worked. If an employee is late or absent, he/she is not
paid for time lost. If an illness prevents an employee from working, he/she must notify his/her
supervisor as soon as possible. It is preferable that the supervisor is notified no later than the

scheduled time for reporting to work.

In case of severe weather conditions, consult the section on Inclement Weather.

B. VACATION

Employees working 20 or more hours per week for at least five consecutive months per year are eligible
for paid vacation. Part-time employees working less than 20 hours per week do not earn vacation.
Paid vacation is granted to all eligible employees according to length of service. Length of service is
computed as follows:

e C(alled staff: from the date of an employee’s first call
e  Other staff: from their employment date with FLC

Vacation time is calculated and earned each pay period. It is based on the number of hours worked per
week and length of service. Employees begin earning vacation time immediately upon employment.

Employees can carry up to 120 hours of vacation to the following calendar year. Any vacation balance
in excess of 120 hours will be forfeited as of each December 31%. Upon separation (resignation,
termination, etc.) of services, an employee will be paid for any unused accrued vacation earned during
the current calendar year plus any eligible vacation carried over from the prior year. If an employee
has more than 120 hours of FLC accrued vacation time at the time this Personnel Policy Manual is
adopted, he/she will have two full calendar years to reach the 120 hours of carryover listed in this

policy before excess hours are forfeited.

Eligible employees (EE) earn vacation time at the rates shown in the following chart. These rates are
per pay period, assuming 24 pay periods per year. (Called staff may earn vacation in other increments
than listed in the chart below.) Full time called staff shall be granted an additional two weekends off
per year. The weekends off shall be designated by the staff member and cleared with the Lead Pastor
(who shall clear his/hers with the Executive Committee). The weekends cannot be accrued and the
additional time off shall be taken within the calendar year or forfeited at the end of it.

# of Weeks EE Works EE Works EE Works EE Works
EE Works
Length of (Full Year At Least At Least At Least At Least
: . 40 Hrs./Week
Service of Service) 20 Hrs./Week | 25Hrs./Week | 30 Hrs./Week | 35 Hrs./Week
0- 5Years 2 Weeks 1.67 2.08 2.50 2.92 3.33
6 - 10 Years 3 Weeks 2.50 3.13 3.75 4.38 5.00
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11-20 Years 4 Weeks 3.33 4.17 5.00 5.83 6.67

21+ Years 5 Weeks 417 5.21 6.25 7.29 8.33

(Note: During an employee’s first year of service, assuming he/she begins employment after January 1, the
employee will not earn a full two weeks of paid vacation.)

Vacations will be scheduled in advance at the mutual convenience of the church and the employee,
when the workload permits. Based upon the church needs, FLC will attempt to grant you the vacation
dates you request. The use of vacation days requires prior written approval from your supervisor or
the Lead Pastor. The Lead Pastor’s vacation leave will be coordinated with the Executive Committee.
Every effort should be made to ensure that the full-time pastors are not on vacation leave at the same
time. The church reserves the rights to deny, limit, or modify a vacation request based on church
demands. The employee may not take more vacation time for the calendar year than will be earned
during that calendar year or was previously accrued and not used. Vacation time should be used in half-
day increments.

If your employment is terminated, you will be paid for the amount of vacation you have earned and
not used. If you have used more vacation time than you have actually earned, you will be required to
reimburse the church for the excess of used over earned time.

C. SicK LEAVE

Employees working 20 or more hours per week for at least five consecutive months per year are eligible
for paid sick leave. Part-time employees working less than 20 hours per week do not earn sick leave.

Paid sick leave is granted to all eligible employees according to length of service. Length of service is
computed from the date of the employee’s first call for called staff and from the employment date with
FLC for other staff members. Sick leave begins accumulating on the first pay period after the employee
has reached six months of service.

Paid sick leave is calculated and earned each pay period, based on number of hours worked per week.
Unused sick leave accumulates and can be carried over from year to year to a maximum of 1,040 hours.
Any accrued but unused sick leave will not be paid on termination of employment.

Eligible employees (EE) earn paid sick leave at the rates shown in the following chart. These rates are
per pay period, assuming 24 pay periods per year. (Called staff may earn sick leave in different

increments than listed in the chart below.)

Length of # of Weeks EE Works EE Works EE Works EE Works EE Works
Service (Full Year At Least At Least At Least At Least 40 Hrs./Week
of Service) 20 25 30 Hrs./Week | 35 Hrs./Week
Hrs./Week Hrs./Week
0-5 Months 0 Weeks 0 0 0 0 0
6+ Months 2 Weeks 1.67 2.08 2.50 2.92 3.33

(Note: During an employee’s first year of service, assuming he/she begins employment after January
1, the employee will not earn a full two weeks of paid sick leave.)

Sick leave can be used for bonafide illness, injury, doctor/dentist appointments, or care of sick family
members (spouse or children). You must contact your supervisor as soon as you know that illness or
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injury will prevent you from reporting to work. Failure to promptly notify your supervisor may result
in forfeiture of your pay.

All employees are held to high standards concerning attendance. Any inappropriate use of sick leave
or excessive absenteeism will be treated as a performance issue, whether the employee is exempt or
non-exempt. For this reason, supervisors are expected to monitor their employees’ attendance and to
address early-on patterns or problems that might develop.

For any illness or personal injury absence of three or more consecutive days, a physician’s written
explanation might be requested to award sick leave benefits. This certification might also be needed
if absences are due to care of a sick family member.

If an employee is limited in the duties he/she can perform due to illness or injury, the church can
request information from their physician describing the limitations. FLC can furnish a copy of the
employee’s job description to the physician to make that determination.

In the event an employee’s illness or injury renders the employee unable to perform his/her regular
duties, after having used his/her earned sick leave and, if eligible, having applied for disability benefits,
the FLC Congregation Council can, in its sole discretion, grant continuance of partial or full salary for a
defined period of time. In this event, the employee is required to promptly provide the church written
medical diagnosis information that minimally describes the condition, date iliness or disability began,
prescribed treatment, and estimated date of return to work.

D. PERSONAL DAYS

Two personal days will be granted each year to all full-time employees. Part-time employees working
30 hours per week earn personal days at the rates shown in the following chart. Part-time employees
working less than 30 hours per week do not earn personal days.

Personal days are pro-rated during the first year of employment based on your hire date and are
available as of the date of your hire.

Number of Personal Days
Hire Date Full Time Part Time (30 hrs.)
January 1 - March 31 2 1.5
April 1 -June 30 15 1
July 1 - September 30 1 .5
October 1 - December 31 .5 0

Personal days should be used during the calendar year earned. They do not accumulate. You are not
paid for any unused personal days, whether at termination or separation. Similar to vacation days,
employees are requested to schedule personal days in advance with their supervisor when using them
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for reasons other than family illness. Scheduling personal days should be done in conjunction with your
supervisor or the Lead Pastor.

E. HOLIDAYS

The following nine (9) days are recognized and set aside as paid holidays:

e New Year’s Day

e Day After Easter

e  Memorial Day

e  Fourth of July

e Labor Day

e Thanksgiving Day

e  Day After Thanksgiving
e  Christmas Day

e Day after Christmas

If a holiday falls on Saturday, the church will observe the preceding Friday. If a holiday falls on a Sunday,
the church will observe the following Monday. Notwithstanding the day on which a holiday falls, the
Lead Pastor can determine when the church will observe the holiday. Part-time employees working
less than 30 hours per week for the preceding 12 weeks are not eligible for holiday pay.

Employees working at least 30 but less than 40 hours per week for the preceding 12 weeks are paid for
six (6) hours of holiday pay for each recognized holiday. Employees working 40 hours per week for the
preceding 12 weeks are paid for eight (8) hours of holiday pay for each recognized holiday. These rates
of holiday pay apply regardless of the employee’s weekly work schedule. Authorized paid leave is
considered time worked for purposes of holiday pay.

F. MATERNITY/PATERNITY/ADOPTION LEAVE

Leave under this section is for the purpose of issues related to parenting and may only be taken after
six (6) months of part-time or full-time employment. Leave benefits for part-time employees will reflect
their percentage of full-time employment. Employees who will be absent due to maternity/paternity
or adoptive leave are requested to provide their supervisors with as much advance notice as possible.

Four (4) consecutive weeks of paid maternity leave is available to a new mother and four (4)
consecutive weeks of paid paternity leave is available to a new father following the birth of her or his
child. If the expectant mother's physician feels it is medically necessary for her to stop working prior to
the anticipated delivery date, she will be permitted to use accrued sick leave and vacation time for this
purpose. Sick time may be used by a new mother during the recovery period after the birth of her child
(usually 4-6 weeks) before using the four consecutive weeks of maternity leave. A new father may use
sick time after the birth of his child only if the mother or child has a health issue that requires his
presence.

Four (4) consecutive weeks of paid adoptive leave is available to a new mother and four (4) consecutive
weeks of paid adoptive leave is available to a new father, beginning the day the child is placed with him
or her through adoption.

G. BEREAVEMENT LEAVE

Paid bereavement leave will be granted according to the following schedule: Staff members are
allowed up to three consecutive days off from regularly scheduled duty with regular pay in the event
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of the death of the employee’s spouse, child, father, father-in-law, mother, mother-in-law, son-in-law,
daughter-in-law, brother, sister stepfather, stepmother, stepbrother, stepsister, stepson or
stepdaughter. To be eligible for paid bereavement leave, the employee generally must attend the
funeral of the deceased relative. Staff members are allowed one day off from regular scheduled duty
with regular pay in the event of death of the employee’s brother-in-law, sister-in-law, aunt, uncle,
grandparent, grandchild or spouse’s grandparent. To be eligible for paid bereavement leave, the
employee generally must attend the funeral of the deceased relative. Employees are allowed up to
four hours of bereavement leave to attend the funeral of a fellow employee or retiree of the church,
provided such absence from duty will not interfere with the normal operations of the church.

H. Civic DuTty

If you are required to serve on a jury or an election board during working hours, you should notify your
supervisor immediately. You will receive your regular pay for a normal workday, less your jury or
election board pay. This benefit is available to regular full-time and regular part-time employees. If
you volunteer to serve on an election board, you must use vacation or other discretionary paid leave
to cover the day.

l. RESERVE MILITARY LEAVE

Leave will be granted to members of the reserves for involuntary or required training periods and calls
to active duty as needed and in accordance with government regulations. FLC follows the rules
established under the Uniformed Services Employment and Reemployment Rights Act (USERRA).
Employees participating in an annual tour of duty will need to provide a copy of their orders. Please
contact the Lead Pastor for more information.

J. PERSONAL/CRIMINAL LITIGATION

If an employee is involved as a plaintiff or defendant, in personal, civil and/or criminal litigation not
involving the church, the employee is expected to use vacation and personal days earned for the work
time missed. If the employee does not have unused earned vacation or personal days, he/she must
take time off without pay.

The church does not allow using sick time for litigation purposes. If the employee is subpoenaed to be
a witness in a court case personal leave time can be used.

K. EMERGENCY LEAVE

Conditions might exist that necessitate an emergency leave. If such an emergency leave occurs, the
employee and his/her supervisor can determine whether vacation time should be used, the time made
up, or if the situation was not a true emergency and the employee was in a non-approved leave status.

L. SABBATICAL LEAVE

Sabbatical time will be included in a letter of call. At the time of the initial adoption of this manual
(August 2012), the recent practice has been to award three months of sabbatical leave upon the
completion of five years of service to FLC.

M. TELEWORK PoLicy
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Teleworking, the practice of temporarily working at home full-time or part-time instead of working in
FLC's office, is a work alternative that FLC offers to some employees when it would benefit both FLC
and the employee. Prior to beginning teleworking you must obtain written approval from your
immediate supervisor and the Lead Pastor.

Teleworking is not a formal employee benefit, but a temporary work scheduling practice that helps
employees balance the demands of their work and personal lives. Teleworking is a privilege, not a
universal benefit or employee right.

An employee’s compensation, benefits, work status, and work responsibilities will not change due to
participation in the teleworking program. Teleworking employees must comply with all organizational
rules, policies, and procedures.

N. TRAVEL AND LOCAL MILEAGE REIMBURSEMENT PoLICY

When traveling on church business, stewardship and business prudence will be observed to minimize
expenditures. Travel discounts should be obtained when they are available. The employee’s supervisor
or the Lead Pastor must approve all out-of-town travel before being undertaken. Car-pooling will be
used to the extent practical.

Reimbursement for authorized travel expenses requires a completed purchase order supported by
receipts for all claimed expenses and completion of claim forms furnished by the church. Personal
expenses are not reimbursable. Reimbursement for using a personally owned automobile for business
related travel will be at the rate allowed by the Internal Revenue Service.

Local mileage expenses directly related to the conduct of FLC business shall be reimbursed to the
employee at the rate allowed by the Internal Revenue Service. Commuting expenses from the
employee’s place of residence to the church are not reimbursable. A mileage allowance may be
provided to the pastors in lieu of direct reimbursement.

VI.  BENEFITS

The Evangelical Lutheran Church in America coordinates FLC Group benefits.

A. BENEFIT PLAN ELIGIBILITY

FLC provides benefits to full-time and certain part-time employees that offer some level of protection
against financial losses due to medical care expenses, disability, retirement and death.

With the exception of government-mandated benefits, all benefit plan determinations are at the
discretion of FLC which reserves the right to add, delete, modify or amend any benefit plans at any
time. Group Welfare Plans including health care benefits, disability, retirement, and a savings plans are
included. Benefits and benefit contributions are adjusted on a pro-rata basis to account for employees
working less than fulltime hours.

The following group welfare benefits are available to full-time employees and employees working 30
hours or more per week:

e Health Plan_(including hospital and medical)
e  Prescription Drug

e Dental

e Vision
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e Retirement Plan
e  Flexible Benefit Plan

The following time-off benefits are available to full-time employee and employees working 30 hours or
more per week:

e  Sick Leave

e Vacation

e Holidays

e  Personal Days

The following time-off benefits are available to employees working 20 hours or more per week but less
than 30 hours:

e Sick Leave
e  Vacation

Employees working less than 20 hours per week are not eligible for any benefits except as mandated
by the government.

B. HEALTH CARE BENEFITS

All full-time employees and regular part time employees working 30 hours or more per week and five
consecutive months per calendar year are eligible for health care benefits under the provider selected
by the Congregation Council. Enrollment is voluntary and is effective the first day of the month
following employment. FLC pays a portion of the premiums. Information about these benefits will be
distributed to new employees at the time of hire and to current employees as changes occur.

Currently, full time employees are enrolled in the ELCA Health Insurance plan at the Gold level. The
congregation pays 100% of the cost of this plan for the employee. The congregation also provides
coverage for eligible family members of the employee, as defined by the ELCA Health Care Plan, at the
Gold level. The congregation shall cover the cost of up to 75% of the Gold level family coverage. These
monies are for health insurance only. If an employee elects to opt out of the plan provided by the
congregation, they may do so, but the monies may only be used for health insurance purposes. Billing
statements from these other plans must be provided to ensure that the funds are being used for health
insurance premiums.

This option will be considered on a per-case basis, and the allowance may not exceed the cost of
directly providing individual health insurance coverage to the employee or the cost of insurance
provided by the spousal coverage.

C. RETIREMENT PLAN

All full-time employees and regular part time employees working 20 hours or more per week and five
consecutive months per calendar year are eligible for retirement benefits under the Retirement Plan
(RP) affiliated with the Evangelical Lutheran Church in America. FLC pays contributions to the RP in
accordance to Board of Pension rules in place at the time of hire; employees may not contribute directly
to the plan (except that they may designate a portion of their salary to be contributed to the plan within
the rules and restrictions of the plan).

Your enrollment with the Evangelical Lutheran Church in America plan is at the option of the church,
as FLC may seek alternatives to providing retirement benefits or any other benefit.
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Information about these benefits will be distributed to new employees at the time of hire and to
current employees as changes occur.

D. WORKERS" COMPENSATION

FLC insures all staff for injuries/illnesses that occur as a result of their work, as required by law. FLC
will follow all workers’ compensation guidelines set forth by the State of Nebraska. All work-related
injuries/illnesses must be reported to your supervisor or the Lead Pastor immediately, regardless of
the nature or severity.

Workers’ Compensation pays for all medical expenses related to on-the-job illnesses or injuries.
Worker’s Compensation also pays the employee a percentage of their wage for time off after a certain
waiting period. Employees may use sick leave during this time. However, FLC will coordinate with the
carrier to ensure that employees receive no more than 100% of their pay during this time off.

In case of an emergency, you should go to the nearest emergency medical facility for treatment. If you
receive medical treatment, you must have a doctor’s authorization to return to work. A case manager
will review all workers’ compensation claims and may work with you directly to assist your case and
your return to work.

E. FLEXIBLE BENEFIT PLAN

A Flexible Benefit Plan is maintained to provide employees an opportunity to set aside pre-taxed dollars
from their paychecks for reimbursement of qualified expenses they have incurred. This is a calendar
year plan beginning January 1 and requires re-enrollment each year. All pre-taxed dollars withheld from
paychecks must be utilized within the calendar year it was withheld and cannot be refunded. Read the
qualifications of the Flexible Benefit Plan carefully each year should you decide to participate in it, as
the plan’s terms may change.

The plan allows for reimbursement of certain expenses incurred, including the employees’ portion of
group insurance premiums, as well as eligible medical, dental, vision, hearing, childcare expenses, and
related expenses. The payment of insurance premiums is not included.

Employees must enroll in the plan each year. New employees can enroll for the portion of the year in
which they were hired.

F. JOB-RELATED TRAINING

Employees are encouraged to attend job-related workshops and conferences. Time off and
reimbursement for such training require prior approval by the employee’s supervisor and the Lead
Pastor. If an employee is enrolled in a formal education program, attendance at
conferences/workshops should be minimal.

G. TUITION REIMBURSEMENT

Any full-time employee with two or more years of service as a full-time employee (40 hours per week)
may make written application for assistance in continuing education. Approval of any application
depends on the type of education, its value to the employee and the church, and availability of
congregational resources. If approved by the Lead Pastor or the employees’ immediate supervisor,
reimbursement will be 50 percent of tuition, only upon receipt of written evidence of satisfactory
completion with a grade of at least a C or its equivalent. Reimbursement for education related travel
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expenses can be considered and authorized in the approval process. Education related reimbursement
requires the approval of the Congregation Council on a prior approval and individual basis.

H. CONTINUING EDUCATION

Full-time program and/or called staff members will be granted 13 working days for continuing
education at the time of employment and each following anniversary date, and a related stipend of an
annual amount set within the Congregation budget. The use of educational benefits is strongly
encouraged and should be arranged with the Lead Pastor and the Congregation Council. Staff members
may carry forward from year to year ten unused continuing education days up to a maximum of 25
days as well as a maximum of $4,000 in unspent funds. For called staff transferring to another
institution within the ECLA, the church will transfer any unused continuing education funds to the
employee’s new institution. Staff members will not have a claim for pay in lieu of unused education
days.

Qualifying continuing education shall be understood to include course of study, research, private
studies and attendance at seminars, conferences and assemblies. It will not include attendance at
conferences or assemblies that the staff person is requested to attend in an official capacity
representing the church or the synod.

Other staff members are also encouraged to explore continuing education opportunities and/or
training. The Lead Pastor will consider requests on a case-by-case basis.

VII. NEWS MEDIA CONTACTS

When a member of the news media contacts FLC, that person will be referred to the Lead Pastor or
his/her designee. Aside from the Lead Pastor or his/her designee, no one is to make statements to the
news media regarding FLC policy, events, or similar matters.

VIIl. LEAVING FLC

A. RESIGNATION/TERMINATION

Employees who resign are expected to provide at least two (2) weeks’ notice in advance of the date of
separation. Those employees who do give a two-week notice will be considered to have resigned in
good standing and will be paid any earned vacation time, as defined above, which has not been
received.

In like manner, any employee may be terminated by the church for any reason by giving the employee
two (2) weeks’ notice in advance of the separation date or pay for two (2) weeks in lieu thereof. Any
employee who is absent for two (2) consecutive working days without notice to the church can be
terminated automatically.

Employees who are terminated for cause, such as a violation of church rules, impropriety, or behavior
not being above reproach is not entitled to two (2) weeks’ notice or pay in lieu thereof. No severance
pay is awarded.

All exiting persons are paid for any earned, unused accumulated vacation. FLC does not pay for
accumulated sick leave or personal days.
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The church can, in its sole discretion, consult with the Nebraska Synod concerning termination of a
called staff person. If termination is for violation of the vows of his/her office, no severance pay is
awarded. The person is paid for salary due on the date of separation. The person is not paid for earned
vacation for a breach of the employment contract.

B. POST RESIGNATION/TERMINATION PROCEDURES

Any person who leaves the employment of FLC (regardless of the reason: resignation, termination,
retirement, acceptance of a call to another church, etc.) is required to turn in all church keys, church
property in his/her possession, credit cards, phone calling cards, etc., before final compensation is paid.
Likewise, any unpaid debt owed to the church must be resolved before final compensation is paid or it
is deducted from final compensation. The cost of church property not returned can be deducted from
final compensation or proper restitution will be sought.

C. REFERENCES

Should FLC ever be called upon for reference purposes concerning a former staff person, only the
employment dates and position title for that person shall be released. If an employee desires FLC to
release any other information about him/her, he/she must provide written authorization. This form is
available from the Lead Pastor. (See Appendix E.)

D. EMPLOYMENT POLICIES

These polices will be reviewed periodically by the Congregation Council or a committee it. Each
employee will be asked to sign a statement indicating he/she has received a copy of the Personnel
Policy Manual and that he/she has and understands the policies. (See Appendix D.) Any policies that
existed prior to the Issue Date of these policies are revoked.

END
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IX.  APPENDICES

A. SAMPLE LETTER OF CALL

|
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¥
LETTER OF CALL

TO AN ORDAINED MINISTER OF THE EVANGELICAL LUTHERAN CHURCH IN AMERICA

In the Name of the Father,
and of the Son, and of the Holy Spirit. Amen.

With prayers for the guidance of the Holy Spirit to do God's will,

a congregation of the
of the Evangelical Lutheran Church in America

meeting on

extends to you this call to serve as

We call you to exercise among us the ministry of Word and Sacrament which God has established and which
the Holy Spirit empowers: To preach and teach the Word of God in accordance with the Holy Scriptures and
the Lutheran Confessions; to administer Holy Baptism and Holy Communion; to lead us in worship; to proclaim
the forgiveness of sins; to provide pastoral care; to speak for justice in behalf of the poor and oppressed; to
encourage persons to prepare for the ministry of the Gospel; to impart knowledge of the Evangelical Lutheran
Church in America and its wider ministry; to endeavor to increase support given by our congregation to the
work of our whole church; to equip us for witness and service; and guide us in proclaiming God’s love through
word and deed.

In accepting this call, you hereby promise to fulfill this pastoral ministry in accord with the standards and
policies for ordained ministers of the Evangelical Lutheran Church in America. Therefore, be diligent in the
study of Holy Scripture, in use of the means of grace, in prayer, in faithful service, and in haly living.

With this call, we pledge our prayers, love, esteem, and personal support for the sake of the ministry entrusted
to you by God and for our ministry together in Christ’s name. Specific responsibilities, compensation, benefits,
and conditions of this call are contained in a document related to this call.

In testimony of this call, we have subscribed our names on behalf of the congregation on this
day of JAD. 2

Secretary
Attested by

Bishop of the
Date of synodical bishop’s signing
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B. SAFE SANCTUARY PoLicy

The following policy was adopted by the Congregation Council on August 14, 2012.
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C. STATEMENT REGARDING REVIEW OF PERSONNEL POLICIES

Acknowledgment of Receipt of Personnel Policy Manual

l, , affirm that | have received a copy of the Personnel Policy
Manual of First Lutheran Church. | have examined the contents and understand the meaning of the
statements, policies, and procedures included in this Personnel Policy Manual and have had the opportunity
to ask questions for clarification of any policies that | was unsure of. | further agree to abide by the policies

found in this Personnel Policy Manual.

| understand that neither this Personnel Policy Manual, this receipt, nor any verbal statement made in the
course of my employment constitutes a contract. Rather, | understand that this personnel Policy Manual
includes general guidelines and policies that are intended to be followed, but which may be changed at any

time by First Lutheran Church.

Dated this day of ,20__

(Print Name) (Signature)
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D. CONFLICT OF INTEREST STATEMENT

Disclosure of Conflicts of Interest

I | have the following conflicts of interest to report:

Signature Date
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E. REFERENCE RELEASE FORM

Authorization to Release Information

| hereby authorize First Lutheran Church or its authorized representatives to obtain and release any
information pertaining to my background, including but not limited to, any information (including opinions)
concerning my employment history, education, character, general reputation, work habits, salary or other
areas of importance to a prospective employer, for employment purposes. | fully release and discharge all
sources providing information from all claims and damages arising out of or relating to any investigation of
my background for said purposes.

| understand that | may revoke this Release at any time, and, if so, | must do it in writing and will hold the
reference source at First Lutheran harmless for any actions already taken in reliance upon this Release.

Name:

Date of Birth: Social Sec. No.:

Driver’s License No.: State

Current Address

Signature Date
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Safe Sanctuary Policy & Procedures

First Lutheran Church — Lincoln, Nebraska

To help protect children and vulnerable adults, First Lutheran Church has adopted the following Safe Sanctuary

Policy and Procedures. It is important that all First Lutheran staff and volunteers understand and implement these

guidelines to help prevent abuse against children, youth and vulnerable adults. This policy stems from our

awareness that abuse has been, and continues to be, a major problem in society. Statistics show that the church is

not immune to this problem; in fact, churches can be especially vulnerable because they are naturally trusting and

unsuspecting institutions. As a church, it is clear that we need to be intentional about the business of providing

protection and reducing the risk of abuse within our buildings and programs. The goal of this policy is that all who

attend First Lutheran Church are able to pursue activities and worship in a safe environment where abusive

conduct is not tolerated and where staff and volunteers are protected from false or wrongful allegations. The

following policy includes: the purpose and definitions for these guidelines; screening, selection, training, and

supervision procedures; safeguards for children, youth and vulnerable adults; and reporting procedures.

1.  Purpose

These procedures are designed to reduce the risk of

abuse in order to:

1.1. Provide a safe and secure environment for
children, youth, vulnerable adults, members,

volunteers, visitors, and staff

1.2. Assist First Lutheran in evaluating a person’s
suitability to supervise, oversee, and/or accompany
the activities of children, youth and vulnerable

adult

1.3. Satisfy the concerns of parents, caregivers, and
staff members with a screening process for staff

and volunteers

1.4. Provide a system to respond to alleged victims of
abuse and their families, as well as the alleged

perpetrator

1.5. Reduce the possibility of false accusations of abuse

made against volunteers and staff

9/24/18

2. General Definitions

2.1. Staff: Any pastor, program ministry staff or

support staff member who is paid.

2.2. Volunteer: Any unpaid person engaged in or
involved in activities and who is entrusted with the
care and supervision of or who directly oversees
and/or accompanies children, youth, or vulnerable

adults.

2.3. Approved Adult: Any staff or volunteer over 19
years of age who has satisfied all the requirements

of the Safe Sanctuary Policy.
2.4. Children and Youth:

2.4.1. A child is defined as anyone under the age of
12.

2.4.2. A youth is defined as anyone who is at least
12 years old, but not yet 19 years old.



2.5. Vulnerable Adults: A vulnerable adult is defined as
any person who is 19 years or older who meets one

or more of the following:
2.5.1. Has a court appointed guardian

2.5.2. Is unable to live independently or provide

self-care due to physical or mental impairments

2.5.3. Has grossly impaired judgment or behavior
due to mental impairment, mental illness, or
cognitive, intellectual, or developmental

disability
2.6. Typesof Abuse (Neb. Rev. Stat. § 28-710; 28-348 to 28-387)

2.6.1. Physical Abuse: “Abuse” means knowingly,
intentionally, or negligently causing injury; or
permitting a child, youth or vulnerable adult to
be placed in a situation that endangers one’s
life or physical health; or causes or permits a
child, youth or vulnerable adult to be cruelly

confined or cruelly punished.

2.6.2. Neglect: “Neglect” means knowingly,
intentionally, or negligently causing or
permitting a child, youth or vulnerable adult to
be deprived of basic needs such as food,
clothing, shelter, or care to the extent that

there is harm or risk of harm.

2.6.3. Sexual Abuse / Exploitation: “Sexual abuse” is
any sexually oriented act, practice, contact, or
interaction in which a child, youth or
vulnerable adult is or has been used for the
sexual stimulation of the perpetrator, the adult,

or another person.

2.6.4. Emotional Abuse: “Emotional abuse” includes
knowingly, intentionally, or negligently
causing or permitting a child, youth, or

vulnerable adult to be placed in a situation that
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endangers one’s mental health or sense of

security.

3. Creating a Safe Sanctuary:
Safeguards for Children, Youth

and Vulnerable Adults

First Lutheran Church desires to be a safe place for
everyone especially the most vulnerable among us:
children, youth and vulnerable adults. Primary
responsibility for safety of children, youth and
vulnerable adults resides with the parent/guardian or

caregiver.

3.1. Children should not roam the building, grounds
and parking lot unaccompanied at any time.
Parents are responsible for monitoring their

children.

3.2. Children should not leave the building alone, and
children and youth should not leave the building
with an adult other than their parents (i.e. teacher,

youth leader, etc.) without prior notice to parents.

3.3. Children should not be in the kitchen without an

adult supervisor present.

4. Screening, Selection, Training

and Supervision Procedures for

Church Programming

Screening

The following screening procedures are to be used
with volunteers and staff who are entrusted with the
care and supervision of children, youth and vulnerable
adults or a person who directly oversees and/or exerts

control or oversight over children, youth and



vulnerable adults. All information collected will be

kept confidential.

4.1. First Lutheran will conduct a criminal background

check, including a sexual offender registry check,
on all staff and volunteers who are entrusted with
the care and supervision of children, youth and
vulnerable adults or a person who directly oversees
and/or exerts control or oversight over children,
youth and vulnerable adults. Criminal background

checks will be conducted every 3 years.

4.2. First Lutheran will conduct a driving or motor

vehicle records check for any person, who we
secure to transport children, youth or vulnerable

adult other than their immediate family member.

4.3. All information gathered will be carefully reviewed

and evaluated to make a determination of whether
or not the person is appropriate to work with
children, youth and/or vulnerable adults. Should
the report come back with any negative
information, additional information will be sought
and the following procedure will be followed:
4.3.1. Conversation with the applicant,
4.3.2. Further investigation of circumstances
and/or charges,
4.3.3. Documentation of conversations,
4.3.4. Final determination will be made by the
staff leader in consultation with the Lead

Pastor or his/her Designee.

4.4. When indicated by background checks, staff or

volunteer candidates who pose a threat to others,
and/or have a prior history of physical or sexual
abuse against another person, will be removed
immediately from consideration for employment

or ministry positions.
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4.5.

All information collected will be maintained in
confidence. The staff leader will store all
application materials — background checks, notes
from interviews, etc. — in a locked file cabinet or

other secure location.

Selection of Approved Adults

4.6.

4.7.

Minimum Age: All staff or volunteers working
directly with children, youth and vulnerable adults
must be at least 19 years old and must be at least
two (2) years older than the age of persons that
they will be supervising. Volunteers who do not
meet these requirements may work with children,
youth and vulnerable adults if paired with an

Approved Adult.

Six Month Rule: All volunteers are required to have
been active in the life of First Lutheran for a
minimum of six months. Volunteers who have
been active in the congregation for fewer than six
months may work with children, youth and
vulnerable adults if paired with an Approved

Adult.

Training

4.8. Training in abuse awareness and prevention will

be provided for all staff and volunteers before they
start working with children, youth and vulnerable

adults. This training will be provided every year.

4.9. Training will include:

4.9.1. An overview of the Safe Sanctuary

Policy & Procedures
4.9.2. Signs of Abuse
4.9.3. Risk Factors

4.9.4. Procedures for Handling Disclosures
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4.9.5. Reporting Procedures

4.9.6. Guidelines for Appropriate/

Inappropriate Behavior

Supervision Procedures

To maximize the protection of children, youth and

vulnerable adults and to minimize the risk of abuse, all

staff and volunteers must abide by the following:

4.10. Two Adults: In all activities involving children,
youth and vulnerable adults, no fewer than two
Approved Adults should be present. In situations
where only one Approved Adult is available, there
will be visual and physical access to all areas (either
requiring doors to be open or having prominent
windows in the doors). Supervision will increase
in proportion to the risk of the activity and number
of participants. If at any time there is only one
adult present, doors will be left fully open. If at any
time there is only one adult alone in a vehicle with
a child, youth or vulnerable adult, parents or
caregivers and the Lead Pastor will be informed of

the situation.

4.11. Private Meetings: All private meetings with
children, youth or vulnerable adults shall be
conducted in a public place or take place in offices
with windows or the door shall remain open while
the office is in use. Glass in room doors must
never be covered. If a room door does not have a
window, the door must be kept ajar whenever

children, youth or vulnerable adults are present.

4.12. Pick-up: Staff and volunteers will remain at their
assigned post until all children, youth and
vulnerable adults in their care have been picked up
by a parent, caregiver, or parent-approved person.

No children, youth, or vulnerable adults should be
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released to find their parents/caregivers or wait

unattended for transportation.

4.13. Onsite Restrooms: Young children (age 6 and

under) shall be accompanied to the restroom.

4.14. Offsite Restrooms: Children (age 12 and under)

will be accompanied to the restroom. When using
public facilities and/or facilities with more than
one stall, the staff or volunteer will check the
facility before allowing the child to enter to
ascertain that it is safe for the child. The staff or
volunteer shall wait outside the facility to escort
the child back to the activity. Whenever possible,
the escort will be the same sex as the child. Youth
will be sent to the restroom in pairs. Should a child
or vulnerable adult need assistance using the toilet,
the stall door will remain ajar and another adult

must be present.

4.15. When supervising or assisting private activities

such as dressing, showering or diapering infants,
children, youth or vulnerable adults, staff and
volunteers will remain in an area observable by

other adults or work in pairs.

4.16. Lodging: Children or youth will room together

without an adult. In situations where Approved
Adults must room with children, youth or
vulnerable adults in a hotel, cabin, tent, or other
similar situation, the Approved Adults must be the
same sex as the children, youth or vulnerable adults
and cannot share the same bed with individual
children, youth or vulnerable adults unless they are
the parent or guardian of that individual. Itis
acceptable to have multiple Approved Adults
housed with children, youth or vulnerable adults
participating in one open space such as a church

basement or camp lodge.



4.17. Discipline: Staff and volunteers are prohibited

5.

from using physical punishment in any way for
behavior management of children, youth and
vulnerable adults. No form of physical discipline is
acceptable. This prohibition includes spanking,
slapping, pinching, hitting, or any other physical
force. Physical force may only be used to stop a
behavior that may cause immediate harm to the
individual or to another child, youth, or vulnerable
adult, or other participant of an activity.
Disciplinary problems should be reported to the
ministry leader and to a parent/guardian or
caregiver. An incident report will be filed with the

Lead Pastor.

Reporting Procedures

Mandatory Reporting

5.1.

5.2.

State law requires any person who suspects that a
child, youth or vulnerable adult has been physically
or sexually abused or neglected to report it
promptly. Failure to report suspected abuse may
be a crime. Every state provides immunity from
civil liability for persons required to report
suspected abuse in good faith without malice.
Simply stated, “in good faith” means that the
person submitting the report believes the report to

be true.

All staff and volunteers who suspect that a child,
youth or vulnerable adult has been or is being
abused at home, school, or in the community at
large must immediately make a report to their staff
leader. Together they will fill out the Suspected
Abuse Incident Report Form and present it to the

Lead Pastor (See Appendix).
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5.3.

5.4.

The Lead Pastor will then use the information to
contact the Nebraska Child Abuse Hotline, the
Adult Protective Services, or to local law
enforcement. This report MUST be made within

24 hours of the initial report.

The Lead Pastor will ensure proper documentation

of any follow up conversations.

Policy and Procedure Violations

5.5.

5.6.

When staff or volunteers observe another member
of their ministry team behaving in a manner that
violates any provision of this policy, they MUST
immediately report their observations. NOTE: If
there is uncertainty as to whether a situation requires
reporting, it will be referred to the Lead Pastor or
another dwrd staff leader with responsibility for

carrying out these policies and procedures.

Such inappropriate behaviors or possible policy
violations that relate to interactions with children,
youth or vulnerable adults should be reported in

one of the following ways:

5.6.1. A telephone call or meeting with the
staff leader responsible for supervision of

the person in violation

5.6.2. A telephone call or meeting with the
Lead Pastor, if the person is a supervisor,

but not the Lead Pastor

5.6.3. A telephone call to the Congregational
Council President, if the person is the Lead

Pastor

Investigation

5.7.

If allegations involving staff or volunteers lead to a
report involving Child Protective Services, Adult

Protective Services, or law enforcement, legal
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counsel may be sought. Advice from legal counsel

will be the basis for our response to the allegations.

5.8. Lead Pastor must promptly notify First Lutheran’s
insurance carrier should a report be made where
the alleged perpetrator is a staff or volunteer,
unless the alleged perpetrator is the Lead Pastor,
then the Congregational Council President will
notify the insurance carrier. Also notify the
Nebraska Synod of the Evangelical Lutheran
Church in America, to whom we also report such

allegations.

5.9. Staff members who are the subject of an
investigation will be removed from their position,
with pay, pending completion of the investigation.
Staff members who admit to the abuse or
molestation will be terminated consistent with the

established employment practices of this church.

5.10. Volunteer subjects of any investigation will be
temporarily removed from their positions pending

completion of the investigation.

5.11. First Lutheran will permanently remove any staff
or volunteers from their duties within the
organization if they are found guilty of abuse or
molestation. Whenever termination of
employment is a factor, legal counsel will be

consulted.

Dealing with Law Enforcement, News
Media

5.12. First Lutheran leaders, staff, and volunteers will
cooperate fully with law enforcement or
governmental agencies investigating allegations of

injury, abuse, or molestation.

5.13. One individual - ordinarily the Lead Pastor or a

staff member, a member of the Congregational
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Church Council or legal counsel — will be the
designated spokesperson to handle all inquiries
from the news media. At the direction of legal
counsel, the spokesperson will be the only person
to convey information concerning the situation,
doing so in a prudent manner to avoid
compromising an ongoing investigation and to

maintain the privacy of the individuals involved.

6. Policy Review and Enforcement

Review

6.1. The leadership of First Lutheran Church will
review this policy and the procedures established
within it every 3 years. When changes are made,
ministry leaders will communicate them to all staff

and volunteers affected by the policy changes.

Enforcement

6.2. The Lead Pastor or someone designated by the
Lead Pastor is responsible for assigning oversight
of this policy and ensuring all policies and

procedures are being up held.

Issue Date and Adopted August 14, 2012

Revised and Adopted October 9, 2018
First Lutheran Church Council
Lincoln, Nebraska



First Lutheran Church
Suspected Abuse Incident Report Form

Completing this Suspected Abuse Incident Form will assist Staff Leaders in responding to the concern or
allegation. All information on this form will be provided on a confidential basis to the appropriate law
enforcement agency. It is imperative that the person taking action with the information in this report be
Sfamiliar with the state and local law reporting requirements.

Name of person observing or receiving disclosure of abuse (Reporter):

Street Address of Reporter:

City: State: Zip Code:

Primary Phone Number of Reporter: U Home 4 Cell
Secondary Phone Number of Reporter: O Home 4 Cell
Date of Incident: Time of Incident:

Location of Incident:

Name(s) and Age(s) of Alleged
Victim(s):

Name(s) of those suspected of abuse or causing
neglect:

Relationship of the accused to the alleged victim:

Reporter’s Statement of Concern: (Please describe in detail: what happened, where, when, who was involved, etc.)

Victim’s statement (quote any/all relevant statements made by the victim):

Describe the victim’s demeanor:

Describe any physical indicators of abuse:




What immediate action was taken:

Does anyone else have relevant information? Were there any witnesses?

Name Phone Number

Reporter’s Signature: Date:

Report Received by (Staff Leader):

Documentation of Follow Up:

Report to Law Enforcement/Child Protective Services

Name of Agency: Date/Time:

Person who took the call:

Summary:

Recommendations:

R Vietim’s P Guardi

Name of Parent/Guardian: Date/Time:

Summary:

Report to Lead Pastor or Designee

Name of Lead Pastor/Designee: Date/Time:

Summary:



First Lutheran Church
Council Report for July 2021
August 10, 2021

Rev. Stephen Griffith

COVID Task Force

The rapidly increasing number of cases of COVID-19 in Lancaster County has prompted us to urge
people to resume wearing masks in worship. As case rates and hospitalization rates rise, the
COVID Task Force is watching the situation closely. They are meeting frequently, and will make
recommendations as warranted.

Building and Property

All the work of cleaning and repairing the damage from the June 25 water emergency is complete,
thanks to the efforts of Steve Lenzen. We were faced with an urgent need to restore the rooms for
use by Dimensions as quickly as possible. Steve replaced the damaged drywall, installed in one
classroom new carpet squares we had on hand from a previous project, then ordered and installed
vinyl flooring in the remaining room. Steve has also cleared two additional rooms in that wing to
make them available to Dimensions.

The Building and Property Committee is arranging with a plumber to inspect sewage lines and
storm drains on the south side with video equipment in an effort to determine whether there is any
continuing problem.

Dimensions Partnership

After the flooding, Dimensions asked for a meeting at which they raised a number of concerns.
Most of these had been addressed previously to all parties’ satisfaction, but they remain concerned
about the repeated problems we have had with toilets overflowing and storm drains backing up.
We have modified their lease agreement, reducing their rent payment to $1500/month for the next
12 months, then returning to $2000 on August 1, 2022. We will also grant them use of two
additional rooms.

Staffing
Our Building Superintendent, Travis Ferris, had submitted his resignation at the end of May. His

last day was July 1. After listing the position on the Indeed job search website, we received
several applications. From these we hired Nick DeGarmo, who started July 6. He resigned abruptly
on July 13. We have begun again the process of filling this position.

| have written a Letter of Commendation for Cyndi Crouse, in recognition of her exceptional
performance in responding to the water emergency in the lower level south classrooms used by
Dimensions. She managed a difficult situation under pressure, coordinated contractors, and
worked many extra hours. | am extremely grateful to her!

Farewell

This is my last report to you as your Transition Lead Pastor. | have appreciated your dedication to
the work of the congregation, the depth of your spirit, and your commitment to making your mission
and your welcome statement real in this community. | will continue to pray for First Lutheran and
cheer you on as | see you grow in ministry under Pastor Erin’s leadership. | anticipate bragging
about you often in the community. I'm proud to have been part of this work with you during this
past year.

With much love, Pastor Steve



July and August Council Report

August 6, 2021

As it becomes close to my time of ending as the Transitional Associate Pastor here at First
Lutheran Church, | am going to combine what has happened in July and God willing what is
going to happen here in August.

Pastoral care has been busy with hospital calls, in home visits, and care home visits. It is always
such a humbling time for me to be with folks who are going through adversity in their lives and
witness the strong faith they have in God. | very much appreciate Pastor Marsha as well as Jim
and Connie Kisling for their contact and commitment to staying in touch with many of our folks.
Judy Bailey and | co- facilitated a Hopeful Grieving class for 6 weeks. The culmination of the
class was a memorial service for the class. This year the folks who had been through the class
were invited to attend and were included in the memorial service. This month | will be
attending a Stephen Ministry meeting to provide some continuing education for them.

With all that was going on with the Dimension Preschool we had several meetings during that
time but no Advisory Board Meeting. There is one scheduled for August 25, 2021, which will
give me an opportunity to introduce Pastor Erin. Dimensions did have an open house on
August 4, 2021, which was well attended.

We will be hosting the Ordination for Heidi Younquist on Friday evening. | am grateful to be
asked to have a part in her service as Assisting Minister and Presider over Communion. It will
be a wonderful day for First Lutheran to see a daughter of the Congregation ordained. We will
also be doing a commissioning service for Hannah Ruch. She has been asked to serve as the
youth representative on the Nebraska Synod Council. This will be held on Saturday evening,
August 14, 2021, during the worship service in the chapel. This will allow her parents, Pastors
Sarah and Miles Ruch to be present. On August 15, during the service we will be recognizing
Nancy Clay, PMA, and Judy Peterson, PMA, and for their service as Parish Ministry Associates.

Finally, | want to thank you for having me here the past seven months to serve this wonderful
church. It has been a challenging time for all of us with the pandemic which continues to be a
big challenge! | have witnessed a community of faith which has continued to support, love, and
remain strong in their faith and their commitment to their church. You have all been very
welcoming and loving to Judy and me during our time together, and we are most thankful for



that. | hope that in some small way | have been able to help you and the church in these days
that we have shared together. We will continue to hold you all in prayer as you move forward
in the days and years to come.

Serving by God’s Amazing Grace,

Pastor Bill



COMMUNICATIONS REPORT
July 2021

by Kathleen Simley, Communications Director

Daily social media posts and News posts on our website, digital sign announcements, managing the

Sunday morning livestream worship services, publishing the monthly The Voice newsletter, sending

weekly First Things First emails, designing daily announcement slides for TVs in the Gathering and

Common areas, updating information on the website, editing worship bulletins

My July statistical report of our impact and reach for the month, through our social media sites,

livestream worship and website, offers a few insights worth noting:

Our reach on Facebook continues to be high and our following increasing from month to
month.

Our First Things First weekly e-newsletter continues to be one of the most effective ways to
communicate with the congregation as our open rate of emails ranges from 56-58% from
month to month. This is an excellent open rate as the average rate nationally is 30-35%.
Viewership of our livestream worship on our website and Facebook continues to have a slight
decline each month. I contribute the decline to more people worshiping in-person and a
normal decline in worship attendance during the summer months.

Our new Blog page on our website (www.flclincoln.org/news/category/blog) is gaining a

following and was one of our most visited pages on our website in July.

Additional work I accomplished in July included:

Trained Lyle Peterson, Gordon Saskena and James Overcash, in collaboration with Brian
Niebuhr, to assist with Sunday livestream worship services. Gordon ran the livestream for
the first time on Sunday, July 11, with my assistance. He did great! James and Lyle will be
running a livestream worship on their own, with the supervision of Brian or myself, in the
coming weeks.

In collaboration with Molly Goninan and Kathy Dickey, finalized a proposal for purchasing
furniture for the Gathering Area and Commons. The Council will be receiving the proposal
for approval at their September Council meeting.

Met with the Stewardship Committee to plan for the 2021 campaign. I will continue to

collaborate with them in August to finalize the promotional plan.


http://www.flclincoln.org/news/category/blog

Both TVs in the Gathering Area and Commons area are now broadcasting the daily schedule
and announcements of current/upcoming events and activities. Thank you to Cyndi Crouse
for ensuring the TVs are casting every day and for orienting the staff on how to do it in her
absence.

Organized and facilitated a conversation with volunteer leaders representing the 150
Anniversary, soft capital campaign, Hunger & Clothing team, Stewardship committee,
Fellowship committee, “New Beginnings” committee, learning ministries, First Friday Jazz,
Worship and Music Committee and other committed volunteers. The purpose was to look
for ways to collaborate and coordinate efforts in the next several months in order to capitalize
on each other’s time, ideas and energy. The group decided to plan and promote their activities
under one umbrella theme, “Forward Together at First” — the theme chosen for the 2021
Stewardship campaign. | will be working with each group to explore ways to promote their
particular activity/event with this theme in mind.

Collaborated with Barb Johnson Frank and Kim Hall in preparation of a press release for the
Lincoln Journal Star to announce the arrival of Pastor Erin Heidelberger. It is expected to be
published the weekend of August 14 and 15.

Continued to  secure future  writers for the First Lutheran Blog

(www.flclincoln.org/news/category/blog). You will see new writers premiering in the

month of August!

My “to do” list for August includes:

Collaborate with Patrick Hayden-Roy in writing the first post for the Nebraska Synod 150®
Anniversary blog that is expected to premiere in August.

Practice livestreaming with our new mobile camera - possibly livestreaming a Saturday
evening worship service from the Chapel (carry over from July).

Finish editing the “Welcome” video and publish it to the homepage of our website (carry over
from July).

Update the website with new photos and information as we kick off a new school year and
new era with the arrival of Pastor Erin Heidelberger.

Collaborate with committees, planning groups and ministries to continue exploring how to

best promote and communicate their activities and events under the umbrella theme of
‘Forward Together at First.”

Collaborate with the Gifts of Hope planning group in planning and promoting the in-person
and digital 2021 Market, scheduled for December 4 and 5.
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First Lutheran Church

Reach and Impact
July 1-31, 2021

FACEBOOK WORSHIP
Page Followers 785 Sunday Facebook
Livestream
Page Likes 645 (+4%)
Post With Announcement of Pastor Erin
Highest Reach Heidelberger as New Lead Pastor
this Month
1046 people reached Countries & States
Where Individuals
Were Engaged With
Our Worshi
INSTAGRAM comione
ervices
Followers 178 (-1%)
Posts this Month 1%

212 Average People
Reached (-45%)

70 Average People
Engaged (-27%)

NE, SD, KS, MO, MN,
IL, 1A, TX, MA, PA,
CA, ND, AZ, NC, MD,
MT, CO, ME

EMAIL CAMPAIGNS

Livestream Web

Page

Active Subscribers 589 (+2%)

First Things First 58% Average Open Rate (+1%*)

25% Average Click Rate (+2%*)

WEBSITE

Homepage 1,266 Total Page Views (+39%)

433 Total New Visitors (-8%)

4,622 Total Page Views (-23%)
1,209 Total New Visitors (+125%)

Entire Website

*Compared to previous month

171 Total Page Views
(-45%)

105 Actively
Engaged (-61%)

18 New Visitors (-8%)



Sharon Hardel’s Report to Council July 14, 2021 — August 10, 2021

Activities This Month:

Transitioning from Zoom meetings: Gather and Gab met once in July via Zoom and will take a break during August and
start meeting in person in September. The Tuesday and Wednesday Bible Study Groups continue to meet in person and
on Zoom.

Gather and Gab still meets every Thursday evening via Zoom and will continue to be in that format.

The Book study group with the Nebraska Synod folks is now reading “Freeing Jesus” by Diana Butler Bass. It is a very
good book and looks at Rediscovering Jesus as Friend, Teacher, Savior, Lord, Way, and Presence. It is an easy read and
takes us back to our childhoods as well as challenges we face today. We like it so much we will be offering a discussion
of it at the Synod RE:Formation event on October 20.

Pastor Steve and | led the Adult Forum discussion about QAnon and Conspiracy Theories on July 18.

Some of the Middle School Youth helped at Matt Talbot on July 20. The group that went to Savannah presented their
experiences on July 25, and both Middle School and High School youth were invited to the movies on Tuesday August 3.
The movie was a fun outing before school starts.

Lindsey and | have met to look at teacher training for fall Faith Trek and Learning programs, to plan the backpack
blessing, and clean out the Faith Trek rooms that Dimensions will use this fall. Steve Lenzen did all the hard work once
we said what we were keeping and what could go to trash or recycle, so a big thanks to Steve!

| am working on updating the Confirmation Dinner + Learning Website and have scheduled an August and September
retreat at Camp Carol Joy Holling. | am looking forward to Pastor Erin starting and having conversation with her for
Dinner + Learning.

| continue to participate in Staff meetings, Bible Studies, Stephen Ministry, and Adult Forum meetings. | was also asked
to serve on the Synod Middle School event planning team, which will be a 2 year commitment. Six meetings will occur in
a combination of virtual and in person sessions and the event is in January.

Kent and | are traveling back to PA to participate in Family Camp at Camp Nawakwa and we will also visit our biological
families as well, so | will not be at Council Meeting on Tuesday.

Projects Working On:

1. Planning for the Fall — Teacher Training, Backpack Blessing, Learning and Youth Groups.
2. Dinner + Learning
3. ELCA Youth Gathering and Accompaniment Trip

Keeping you all in prayer,

Sharon Hardel



Council Report
FaithTrek

July 2021

July started off with Vacation Bible School the week of July 5-9 from 6:00-8:00 each
evening. We shared a meal each night, followed by a Bible story, songs, a craft or hands-on
activity, yoga and more singing. Our theme was Compassion Camp: Be Loved, Be Kind, Be You,
and we focused on loving our neighbors and having compassion for others and ourselves.
Some highlights included making our own pizza, making meatloaf for Matt Talbot, acting out
Bible stories, creating pillowcases, practicing yoga with essential oils and singing and dancing.
We were so thankful for all of our volunteers: Carlene Falos, Jan Christensen, Annette Watts,
Bill and Judy Peterson, Steve Griffith, Bennett Bacon, Cami Boyle, Masako Bacon, Steve and
Karen Lenzen, Cyndi Crouse and Kristi Fisher.

Sharon and | also started planning for our 2021-2022 learning year. We are planning an
intergenerational activity once a month, and | am looking forward to weekly FaithTrek
gatherings this year. We will have our learning training August 22 and our kick-off for the
learning year on September 12. Before the learning year begins | plan to touch base by calling
parents of FaithTrek kids.



The purpose of the First Lutheran Church Endowment Board is to grow the portfolio such that the annual
distributions do not expend any of the principal of the fund and the portfolio meets a socially responsible
investment strategy. It shall be the policy of the Board to distribute up to 6% of the preceding three-year
average balance, while never expending the donating principal of the fund.

First Lutheran Endowment Board Minutes
June 24, 2021 via Zoom
Opening Devotion — Randy Hinton
Call to Order — Ann Carlson
Review of Board Members

e Al Williams — 2" Term, 3" Year

e Randy Hinton — 1%t Term, 3™ Year

e Ann Carlson — 1%t Term, 2™ Year

e Tyler Mainquist — 1% Term, 1% Year

e Karen Peppmuller — 15 Term, 1% Year

Approve Minutes of Board Meeting for May 6, 2021 — Randy Hinton

e Meeting minutes from previous board meeting were discussed. Al had 2 corrections to the
previous Board Meeting Minutes dated May 6%, 2021. In 2 places the word “bachelorette” was
mistakenly used instead of “Baccalaureate”. Randy corrected the previous minutes and they
are attached. Moved for approval by Al Williams and 2™ by Tyler Mainquist. All members
approved the minutes as presented.

Endowment Fund
Board Meeting 5-6 2

Financial Report — Karen Peppmuller

e Total portfolio balance in both Fund A and US Bank account as of 5/30/2021 was $558,445.
o Fund A balance was $489,413.
o US Bank balance was $69,032.
o Fund A disbursement into US Bank account in April, 2021 was $3,985.
o Endowment fund received a gift in April in the amount $50,000.
o Memorial Day contributions for 2021 where around $1,100
e Discussion took place on how to best move the $50,000 contribution from US Bank to Fund A.
The group agreed that depositing the total over a 4 month period was the best approach to take
to minimize market fluctuation risk.
e Karen indicated that we should reference the financial report from last Endowment Board
meeting since the May Fund A report was not yet updated. Karen provided the updates above
verbally.



Old Business

e None

New Business

e Schedule of Quarterly Meetings — August 2, November 1

e Scholarships

@)

e Other

Endowment Board received 15 applications for scholarships this year. This is the
highest # of applications we have received a number of years.

The group discussed the applications and all members agreed that every application was
well written. The board was impressed how you could sense the connection that the
applicants had with First Lutheran Church and how important FLC church was to them.
Projected amount for 2021 disbursements was $16,400.

The board agreed that we should keep the amount per scholarship application at $750
each. That leads to a total disbursement in 2021 for scholarships of $11,250. The
remaining balance of $5,150 will distributed later in the year in accordance with the
Endowment Board disbursement guidelines and minimum requirements per each
category.

The total amount and scholarship award per application was moved for approval by
Tyler, 2" by Karen and approved by the Board unanimously.

Attached below are each of the scholarship applications the board received.

9

Scholarship
Applications 2021.p:

Tyler routed an updated “cheat sheet” that explains how someone can donate
appreciated taxable assets to FLC. It lays out the tax and other benefits for making such
a donation. The “cheat sheet” can be provided to anyone with questions or wanting
more information on the process.

[
0=
Making Gifts of
Stock or Securities.d

The Scholarship Applicant Meet and Greet is scheduled for July 15% from 6:30 — 7:30 in
the Upper Room of FLC. The group agreed that the format should be the same as in the
recent past and be casual and focus on getting the group to know each other better, and



learn from each other in terms of ways to navigate the college life and still maintain a
strong Christian foundation of faith.

e Next FLC Endowment Board meeting is set for August 2" via in person and not Z

Adjournment

US Bank Contacts — Todd Wonderchek(todd.wondercheck@usbank.com) and Burgundy Hajek
(burgundy.hajek@usbank.com)

ELCA Fund A Gregory Kramer(gregory.kramer@elca.org)



mailto:todd.wondercheck@usbank.com
mailto:burgundy.hajek@usbank.com
mailto:gregory.kramer@elca.org

FLC Executive Committee Meeting
3 August 2021
Members Present: Denise Mainquist, Brian Niebuhr, Scott Seebohm, Rebecca Pfabe, Bill Peterson

A. Prayer—Pastor Bill
B. Update on Celebrations in August
a. Pastor Erin’s Installation August 20,21, 2021. Megan Morrow will preside. Judy
Batterman and Wendy will plan a reception. Other welcoming events (New Beginnings)
will wait until Pastor Erin and family are settled.
b. August 29" will be Pastor Bill’s farewell
c. There was some discussion about when to have the dedication of our church. More
discussion needed on this once Pastor Erin is on board.
C. Covid task force recommendations
a. Last week the Covid task force met. They will meet again on 8/11/2021. Past Bill sent
out a message in First Things First about face masks.
D. Transitional Associate Minister
a. Thereis one to interview. Her resume has been provided. There will be an interview at
the Council meeting next week. Pastor Megan and Pastor Erin have been invited to join.
E. Personnel, Conflict of Interest, Sexual Harassment Policies
a. Copies of Policies have been provided and will be sent to the Council for review
F. Sewer Problem
a. Denise is going to be writing a letter to Biggerstaff
b. Scott will check with the Property Committee to see if an insurance claim was
started/processed.
G. Custodial Staff
a. Will need to advertise for that again
b. Kitchen stocking: no longer paying for that as it hasn’t been needed due to the
pandemic
H. In case of building emergency
a. Pastor, Denise, Steve Lenzen, Scott Seebohm is willing also as he lives close



Fellowship Committee Meeting Minutes

Tuesday, July 13, 2021

Attending: Judy Batterman (coordinator), Judy Bailey, Carlene Falos, Gordon Wolfe, Scott Williamson, Pat Dewald, Steve
Lenzen, Linda Carlson

Devotions: Carlene Falos

Upcoming Events:

1. Saltdogs Game — Friday, July 30

a. Ticket Sales — Pat and Linda on July 18 between services (9:15 — 10:30); Carlene and Judy Bailey on July 25
(same times). Tickets are $13 each.

b. Tailgate Picnic at 5:30 at the ball park parking lot — Menu is as follows:

Hotdogs and buns, potato chips — Carlene; Potato Salad — Ann; fruit salad — Judy Batterman; Sauerkraut
and chili — LuAnn; bottled water, mustard, ketchup, onions, relish — Pat; dessert bars — Linda, Judy Bailey,
Cindy; plates & napkins — Carlene and Judy Bailey; utensils and garbage bags — unassigned

The Battermans have two canopies stored at their house, one is theirs and one belongs to the church. They
will bring both for the picnic.

2. Providing between-services Sunday coffee, tea, orange juice, and doughnut holes

The committee has offered to help Steve Lenzen by serving on the third Sunday of each month. (Carlene and Bob
Falos already do this on the first Sunday of each month.) Judy Batterman had invited Steve Lenzen to join us at our
meeting to train us for organizing and serving Sunday coffee, etc. Steve explained and showed us each step in the
process. Judy Batterman took detailed notes as Steve explained the process. Times: arrive by 8:30 to prepare. If
attending the early service, leave service a bit early, and stay until clean-up after the late service begins (8:30 to
10:45). Committee members will find the Judy’s written instructions in an email from Linda.

Volunteers for Sunday, July 18 are Gordon and Carlene.

3. Congregational Picnic — August 29, 12:00 noon, at First Lutheran Church

We will have games, such as Corn Hole Toss. Judy Batterman will provide a write-up about the picnic for “The
Voice,” and will talk with Pastor Bill about inviting Dimensions staff and families. Details of preparation will be
discussed at our August meeting.

4. Pastor Steve’s Last Sunday with us will be August 1. Judy Batterman said that Council will probably take charge of
planning a way to honor Pastor Steve, and she will check on that.

5. Heidi Youngguist will be ordained at First Lutheran on Friday, August 6. She has accepted a call to pastor at Bethlehem
Lutheran Church in Aberdeen, South Dakota. Our committee has been asked to help serve at the cake reception following
the service. As of this meeting, Carlene, Judy Bailey, Pat, and maybe Judy Batterman have offered to help.

6. Pastor Erin’s first day at FLC will be August 16. Her installation service will be at all three services on August 21 and 22.

7. Stewardship Weekend will be either October 3 or 10. The theme this year is “Forward Together at First.”

Our next meeting will be on Tuesday, August 10, at 5:30 p.m. at the church.

Devotions will be led by Ann Allen.

Submitted by Linda Carlson, Secretary



First Lutheran Church
Property Committee (PC) Meeting Minutes June 22, 2021

Attending: Chair Norman Kempf, Pastor Steve Griffith, Bob Batterman, Les Carlson, Steve
Dickey, Richard Draper, Steve Lenzen

Meeting Time: 7:00 PM

Opening Prayer: Norman

Minute taker: Les

May Property Committee minutes were approved.

Agenda:

1.

Steve L. provided estimates regarding repair of parking lot holes. Motion from Steve
Doolittle was approved that bids be solicited for repair of the holes, sealing the parking lot,
and repair of the entire parking lot surface. Steve Dickey suggested that another bid be
solicited from Cather for delivering patching material to the church. In this instance, PC
members and others would repair the holes. Pastor Steve asked the PC to provide Council
with suggestions on how to proceed on these issues.

Norman reported on discussion with Kathleen Simley regarding a memorial bench for the
front of church. Steve Dickey will investigate bench types, costs, etc.

Norman mentioned a suggestion for a light for the organ pipes mounted on the rail in front of
organ. This was discussed but no action was recommended or taken.

Bob B. noted the sidewalk in front of chapel need repair. Bob B. will follow-up on how to
proceed with this repair.

Steve L. informed the PC about a letter he had received about a pin oak tree on the North
side of the church needing iron treatment. Jeff Culbertson will be contacted about this
recommendation.

According to Pastor Steve, Travis’ last day will be July 1. There are three applicants for his
replacement, two of which have been interviewed, the third will be interviewed this week.
Pastor Steve will make a decision about the new hire next week. Travis is willing to brief his
replacement about church systems under his purview.

Steve L. indicated that on windy days water from a sprinkler head is likely being blown onto
glass at the front of the church which is causing an ongoing cleaning issue.

Dimensions has criteria that any chemical application needs to be accomplished during a
48-hour period during which school is not in session.

Travis has not yet completed the operations manual but will provide information to Cyndi
who is willing to type up that information for inclusion in the manual.


https://flclincoln.org/news/author/kathleen-simley/

10. Norman reported that four sets of door numbers were destroyed during the renovations.

Prayer for July: Norman Kempf
Note taker: Les



July 7, 2021

Stewardship Zoom Meeting---attending were, Mark Wembhoff, Teresa Brohimer, and Linda
Bogenreif. Tyler Mainquist, Byron Fischer, and Eunice Fischer were absent. Kathleen Simley
joined the end of the meeting since she will be involved with the activity that is planned with the
Stewardship Dinner and so she is aware of the theme and how it can tie into other church
activities and committees.

We are still in the planning phase for Stewardship Committee deciding theme, what a
stewardship dinner would look like if it is done this year, and what activities we should have to
accompany the stewardship drive to get people to fill out pledge cards. Here are the topics
discussed:

Theme — Theme has been tentatively decided and will be finalized in the next meeting.

o Forward Together at First
Making Gifts of Stock — Tyler Mainquist has prepared a document on how this process
would work and is also working with the Soft Capital Campaign as potentially doing this
as an Adult Forum. Tyler was not in attendance so we will give an update on this next
meeting.
Dates for the Stewardship Meal — We typically do that the first week of October which
would be the 3. Depending on other activities and where we are in the call process that
could be pushed a week to the 10™". We are planning a meal this year but will decide how
it is delivered when the date is closer. We are making plans for a full meal in the activity
center or a drive through meal with prepackaged plates. There also may be a hybrid
option. This will all depend on Covid protocols at the time of the meal so we are making
the meal plan flexible so we can change last minute if needed.
Activities to accompany the Stewardship Weekend — The last 2 years we have done
videos leading up to the Stewardship Weekend to show inspiring stories of how the
money pledged to First Lutheran helps the community and First’s members. I have
suggested that this format may be getting a little tired so have challenged the team to
come up with some new ideas to be discussed in the next meeting. Kathleen joined the
meeting to help with this since she will be involved in this part of the planning. We are
still undecided on an activity but are trying to come up with an activity that is more hands
on and bring in the theme of “Forward Together at First”. The thought is that with the
world being remote this past year people do not want to watch another video and want
something more engaging and in person if possible.

The next Stewardship Committee meeting is scheduled for August 4™, 2021 at 7:00 pm.

Mark Wemhoff
Stewardship Committee Chair
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