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PERSONNEL POLICIES 

1 . 00 PURPOSE, SCOPE AND APPLICATION OF THESE PERSONNEL POLICIES 
 

The following guidelines are established as personnel policies of the Presbytery with regard to all staff which 
it employs for service. These policies are designed to be consistent with all applicable provisions of the 
Form of Government of the Presbyterian Church (U.S.A.). 

 
The Presbytery is free to amend, modify, and change these policies at any time and will keep staff members 
informed of such amendments, modifications, and changes. 

 
2.00 PRINCIPLES FOR THE DEVELOPMENT AND ADMINISTRATION OF PERSONNEL POLICIES AND 

PROCESSES 
 

The following principles will guide the development and administration of all personnel policies and 
processes: 

 

2.01 Equal Employment Opportunity 
To establish and administer a process that develops and implements employment practices which 
are administered without discrimination. We are an Equal Employment Opportunity employer 
according to federal, state and local laws (except where religious affiliation is determined to be a 
bona fide occupational qualification). 

 
2.02 Compensation 

To establish and administer a process of compensation wherein the staff member's salary and 
benefits are determined on the basis of a job evaluation and classification, equitable salary scales, 
and increments determined in light of economic factors.  An annual review in participation with the 
staff member will happen annually to discuss performance and salary considerations. 

 
2.03 Reimbursement of Expenses 

To establish and administer a process wherein authorized expenses incurred by staff members, in 
the performance of their work assignments, are reimbursed through an adequate, uniform, voucher- 
based accountability plan. 

 

2.04 Career Development 
To establish and administer a process of career development which will afford staff members the 
opportunity to acquire new skills and knowledge and/or refresh old skills and knowledge, consistent 
with the need of the Presbytery and in consideration of personal career goals and objectives. Staff 
members may, at the recommendation of the Lead Presbyter (LP) with approval of the Personnel 
Committee, receive assistance through financial grants and needed time away from the job to 
participate in employer-conducted or approved training programs. The process of staff 
development will be an integral part of their annual performance review and evaluation. 

 
2.05 Benefits 

To assist in meeting the needs of the staff members for medical services and insurance, pension 
coverage, regular vacations, regular and special leaves, etc., consistent with the goals and financial 
capacity of the Presbytery. 

 
3 . 00 DETERMINATION OF PERSONNEL POLICIES 

 

Personnel policies are determined by the Presbytery Assembly after review by the Lead Presbyter (LP) and 
the Personnel Committee. 
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4.00 EMPLOYMENT CATEGORIES,  TERMINOLOGY, AND PROCEDURES 
 

4.01 Employer 
The legal corporate employer of all Presbytery staff is the Presbytery of Great Rivers, a not-for- 
profit corporation in the State of Illinois. 

 

4.02 Non-exempt  
Those persons employed in non-exempt positions shall not work in excess of 40 hours without prior 
approval. Those persons are expected to manage their schedule to provide them two days off each 
week. 

 
4.03 Ministers of the Word and Sacrament 

In accordance with federal and state statutes and Church policy, all Ministers of the Word and 
Sacrament employed by the Presbytery in exempt or executive functions are considered self-
employed persons, engaged in the exercise of their ministry, and are not subject to withholding for 
certain taxes per IRS regulations. They are, however, included in all other policies which apply to 
"staff members," except where excluded by federal or state law. 

 

4.04 Employment of Support Staff 
                         Support staff shall be employed by the Lead Presbyter (LP) in consultation with the Personnel  
                           committee. All support staff are non-exempt.  Alternatively, Support staff could be obtained through  
                           contractual means of Virtual service providing agencies.   This will be done with the input and  
                           review from the Lead Presbyter  (LP), Stated Clerk, Leadership Team, Administration Team  and 
                           Personnel Team.   

 
 

4.05 Adjunct Staff 
From time to time the presbytery may contract with adjunct staff for specific time periods and 
specific assignments.  In these instances, such staff shall be considered self-employed persons, 
and are not subject to withholding for certain taxes per IRS regulations.  They are, however, 
included in all other policies which apply to “staff members,” except where excluded by federal or 
state law. 
 

 
4.06 Position Descriptions 

A position description shall be required for each position. The position description shall be in 
accordance with guidelines established in the Personnel Section by the Personnel Committee and 
subject to periodic review. 

 
4.07 Approval of Positions 

All positions shall be approved by the Presbytery Assembly upon review and recommendation by 
the Personnel Committee and with approval of allocation of funds by the Administration Team. 

 

EQUAL EMPLOYMENT OPPORTUNITY  

 

   5.00        Equal Employment Opportunity 
It is the policy of the Presbyterian Church (U.S.A.) and the Presbytery not to discriminate in 
employment policy and practices and to promote equality of opportunity in all aspects of 
employment. The Presbytery will be guided by the mandate of the Form of Government, the various 
policies of the General Assembly, and related federal, state and local laws. 

 
All employment policies and practices will be consistent with Equal Employment Opportunity laws 
of the State of Illinois (except where religious affiliation is determined to be a bona fide occupational 
qualification). 

 
6.00 FILLING VACANCIES ( AND ELIGIBILITY) FOR EXEMPT AND NON - EXEMPT STAFF 

 

6.01 Church wide Advertising for Positions 
All positions shall be advertised by the Personnel Committee as they deem appropriate. 
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7.00 CALL 
 

7.01 Call for the Lead Presbyter (LP) 
If the Lead Presbyter (LP) is a Minister of Word and Sacrament, They shall be provided with a 
written document stating the terms of the call/terms of contract. Such a document is to be prepared 
by the Search Committee established by the Presbytery Assembly and issued by the Presbytery.    

 
8.00 OTHER EMPLOYMENT PRACTICES 

 

8.01 Probationary Employment 
The first three (3) months of employment of support staff are considered a probationary or a trial 
period giving the employee and the supervisor an opportunity to evaluate interest and qualifications 
for the position under actual working conditions. 

 
8.02 Performance Review for Probationary Employees 

Prior to regular employment, a performance appraisal is prepared and discussed with the staff 
member by her/his supervisor. When all requirements for regular employment are completed 
satisfactorily, regular employment will begin with the next pay period. 

 
8.03 Conflict of Interest 

No staff member shall accept any gift, gratuity, grant, service, or any special favor from any 
person(s) or business which provides or receives goods and services or which seeks to provide or 
receive goods and services to or from the Presbytery. However, minor courtesies such as 
luncheons, dinners, or similar arrangements in connection with business discussions may be 
received. 

 
8.04 Sexual Harassment 

See Presbytery Policies and Guidelines on Ethical Conduct. 
 

8.05 Privacy 
The Presbytery shall guarantee the confidentiality of medical and employment records in 
accordance with privacy laws. 

 

8.06 Honoraria 
Presbytery personnel will not retain honoraria for any services rendered as a part of their normal 
job function. The giver of such honoraria will be encouraged to make the donation to Presbytery so 
there is no tax burden for the staff member.    Executive staff may receive remuneration for services 
outside the scope of their position descriptions. Any exception to this policy will need the approval 
of the Personnel Committee Chair. 

 

8.07 Governmental Investigations 
In the event of an inquiry by the police, F.B.I., or other governmental investigating agency or official 
concerning the work of the Presbytery, its activities, records, or personnel; or in the event a staff 
member of the Presbytery is sought to be queried by such governmental agency, the following shall 
be the policy in this area: 

 

a. all such inquiries shall be referred to the Lead Presbyter (LP). 
b. no information or documents of any kind will be released until the Lead Presbyter (LP) has 

consulted with and attained the clearance of the Stated Clerk in matters regarding 
governmental investigating agency. 

c. the Lead Presbyter (LP) may release information or documents following the consultation and 
agreement described above or may request the Stated Clerk to release the information or 
documents. 

d. staff members shall be informed if there is an inquiry regarding their personnel records. 
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8.08 Policy on Corrective Action of PGR Employees 
It is the policy of Great Rivers Presbytery to maintain standards of employee performance, 
attendance, and conduct which will allow the employer to fulfill its mission. The goal of corrective 
action is to assist an employee to achieve an acceptable level of performance, attendance, or 
conduct. 

 
The determination of appropriate corrective action is within the discretion of the supervisor 
(LP/Head of Staff); however, to ensure consistent and fair treatment of all employees and to protect 
the Presbytery and the supervisor from liability, the supervisor should consult with the Personnel 
Committee, appropriate legal counsel, or other appropriate resources to determine the history of 
corrective action for specific actions or performance problems and to assist in determining the 
appropriate action for individual circumstances. 

 

To ensure fair and equitable treatment of all employees the following elements should be part of 
any corrective action: 

 
a. The employee should be informed of the unacceptable performance or conduct and advised of 

the consequences of continued unacceptable actions/performance; 
b. If appropriate, an action plan should be developed with the employee to resolve the problem: 
c. The supervisor or Personnel Committee chair should prepare a report in writing of any 

corrective action; this report will be retained in the employee's personnel file; 
d. The employee may respond in writing and have the response placed in the employee's  
       personnel file. 

 
9.00 SALARY ADMINISTRATION 

 

9.01 Philosophy and Principles 
The Presbytery is committed to salary administration which will provide: fair pay for the work 
performed; incentive for personal achievement and growth; and flexibility to meet changes in 
organization, functions, positions, and personnel over a period of time. Salary levels will be 
maintained in a manner which results in their being consistent internally, responsive to changes in 
economic indices, and in keeping with the Church's philosophy and objectives. 

 

9.02 Salary Review and Increments 
Presbytery staff salaries will be annually reviewed by the Personnel Committee or if there are 
changes in duties or responsibilities. 

 
Any changes in terms for exempt staff will be approved by the Presbytery Assembly upon review 
and recommendation of the Personnel Committee and with concurrence of the Administration 
Team. 

 

Changes in terms for non-exempt staff are determined by the Lead Presbyter (LP) and Personnel 
Committee and adjusted within the approved budget. 

 

9.03 Staff Salaries, Ministers of the Word and Sacrament 
In accordance with Form of Government, changes in terms of the call of a staff member who is a 
Minister of the Word and Sacrament must be approved by the presbytery. 

 

9.04 Housing Allowances 
In accordance with the Internal Revenue Code, an ordained minister may exclude from their gross 
income, any housing allowance paid as part of her/his compensation if it is designated in advance 
and meets IRS regulations. 

 

9.05 Reimbursement of Expenses 
Staff will be reimbursed for expenses on a vouchered basis according to the presbytery’s 
accountable reimbursement policy. 
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10.00 CAREER OPPORTUNITIES 
 

10.01 Staff Development Programs 
Staff members are encouraged to participate in programs for development of skills and knowledge 
with the advanced approval of the Lead Presbyter (LP). 

 

The content of such a program will be based upon the agreed work and career goals of the staff 
members as they relate to the needs of the Presbytery. 

 
Presbytery staff members with at least six months' credited service are eligible for inclusion in the 
staff development program. 

 

If staff members are requested by the Lead Presbyter (LP) to attend training, they will be paid for 
actual travel time and time attending the training. If the training will require the employee to work 
more than 8 hours/day or 40/hours per week, the employee will either reduce their work hours for 
that week or be paid overtime as applicable. The Presbytery will pay the expense of the training. 

 
If staff members request to attend training for personal development, with the Lead Presbyter’s 
(LP)’s approval, they may attend during normal work hours and be paid for their time. They will not 
be paid any more than their normal salary and will not be given comp time for training that takes 
place outside of the employee’s normal work hours. The Presbytery may pay for the training upon 
approval by the Lead Presbyter (LP). 

 
10.02 Study Leave for Exempt Staff 

Study leave for exempt staff will be administered under the following conditions. 
 

a. The purpose of the study leave is to improve the skills and potential usefulness of the staff 
member for the presbytery. The study leave is not a reward for past services and is not an 
additional vacation, though it may be taken in conjunction with a vacation. 

b. The written application for a study leave shall include (a) the purpose of the study leave; (b) a 
comprehensive proposal indicating how the purpose is to be achieved; (c) a suggested date 
when the study leave may be taken. 

c. When a study leave has been approved, the Lead Presbyter (LP) will determine with the 
applicant the most convenient time for the study leave to occur so that the work of the 
Presbytery will not be disrupted unduly. 

d. Upon completion of the study leave, a report will be submitted to the Lead Presbyter (LP), 
indicating the benefits derived and the extent the general purpose of the leave was achieved. 

e. Study leave expenses must be vouchered to receive reimbursement. 
f. A study leave will not be granted as part of the severance conditions when a staff member 

leaves the employ of the Presbytery. 
 

10.03 Study Leave for Non-Exempt Support Staff 
It is anticipated that most study needs of support staff can be met through means other than 
extended study leave. Under special circumstances, when it can be demonstrated to be for the 
good of the Presbytery, as well as for the staff member, study leave for support staff may be 
approved in line with annual provisions for executive staff. The Lead Presbyter (LP) will have the 
authority to make the determination. 

 
10.04 Extended Study Leave/Sabbatical for Executive Staff 

To enable employees to do a concentrated study for subjects which will contribute to the work of 
the Presbytery, to explore their own sense of Christian call, or to enable a period of sabbatical rest 
and revitalization, an extended study or Sabbatical leave, with pay, may be granted within the 
following guidelines: 
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a. The staff member must have completed five years of service. 
b. At least five years must have elapsed since any previous extended study leave or Sabbatical. 
c. The Staff member makes a commitment to remain in his or her current position with the 

Presbytery for a minimum of one year when they return. If the staff member terminates 
employment before this year has elapsed, she/he will agree to reimburse the Presbytery for 
the salary received during the study leave/Sabbatical time away. 

d. The request must be made to the Personnel Chair, nine months prior to the leave for 
recommendation to the Personnel Committee and Administration Team so that budgeting and 
staffing needs can be worked out. 

e. A detailed written plan for the time away with goals (i.e. topic to be studies, how time will be 
spent, what the Staff member hopes to gain, etc.), will be submitted as part of the planning for 
this Sabbatical or Extended Study Time. 

f. The maximum length of Sabbatical or Extended Study Leave shall be 3 months and may be 
extended by another month by taking it in conjunction with annual study leave or vacation time. 

g. The on-going work of the staff member and the particular needs of the Presbytery will be 
primary factors in granting this time away. 

 
11.00 PERFORMANCE REVIEWS 

 

11.01 Annual Performance Review 
An annual performance review and evaluation will be conducted for each staff member.  Reviews 
will be done honestly and fairly, and documented in writing. The annual review will include: 

 

a. the staff member's skills and knowledge in light of her/his current assignment; 
b. evaluation and modification of long and short-range work objectives and career plans 

with the Presbytery or elsewhere. 
c. specific skills and knowledge required to reach those goals and objectives. 

 
12.00 SEPARATION PRACTICES 

 

The term "separation" shall refer to any and all terminations of the relationship between a staff member, 
exempt or non-exempt, and the Presbytery. 

 

12.01 Voluntary Resignation 
A voluntary choice of separation freely made by the staff member may take place after one month's 
written notice for Executive staff members, or two weeks written notice for support staff. Clergy are 
subject also to action by the Committee on Ministry and the Presbytery of Great Rivers. 

 

12.02 Dismissed Without Prejudice 
A staff member's employment may be terminated by the Presbytery for reasons other than those 
enumerated under Dismissal for Cause in paragraph 13.03 below. Termination without prejudice 
will be upon the recommendation of the supervisor and the written approval of the Lead Presbyter 
(LP). 

 

Staff members dismissed without prejudice will be entitled to notice, severance allowances, and 
out placement assistance as outlined and limited in paragraph 12.041 and paragraph 12.042 below. 

 
12.03 Dismissal for Cause 

Dismissal for cause may take place by written notice from the Lead Presbyter (LP), in accordance 
with this personnel procedure, giving specific reasons for termination. Notice will be given or 
payment of one month’s current salary, in lieu of notice, for exempt staff members or two weeks for 
non- exempt support staff members. No severance allowance will be paid, but staff members who 
are dismissed will receive the cash equivalent of the unused earned vacation. 
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The reasons for dismissal for cause shall include but not be limited to: 
 

a. unsatisfactory performance; 
b. insubordination in the line of assigned duties; 
c. neglect in the care and use of Presbytery property and funds; 
d. repeated, unexcused absence and/or repeated absences or tardiness; 
e. illegal, dishonest, or unethical conduct; 
f. repeated failure or refusal to observe Presbytery policies. 

 

Discharge of a staff member is always considered to be an action of last resort taken after remedial 
measures have proven ineffective or when the staff member's conduct is such as to preclude further 
employment. Written documentation is required prior to recommendation for dismissal unless 
immediate dismissal is considered to be necessary for the safety of persons or property. Dismissal 
is subject to the complaint procedure as outlined in these policy guidelines. All dismissals of 
employees of the Presbytery will be reviewed by the Personnel Committee for concurrence. 

 
12.04 Reduction in Force 

 

12.041 Reduction in the Number of Regular Staff 
If the Presbytery makes a fundamental change in long-range objectives, reorganization 
changes, or experiences a serious change in financial outlook, a reduction in the work force 
may be necessary. The decisions and procedures by which staff members will be released 
will be fairly and consistently applied to all staff of the Presbytery. Written notice will be 
issued by the Lead Presbyter (LP) and/or Personnel Committee to all staff announcing the 
reduction and reasons for it. 

 

The policies and procedures outlined below apply to an action involving reductions in staff 
of the Presbytery. Reduction of force will be accomplished in a manner that preserves 
overall organizational effectiveness. The steps in the termination process will be as follow: 

 
a. a moratorium on the hiring of new staff in the Presbytery; 
b.  Equal employment opportunity and age discrimination analysis; 
c. staff member performance and qualification analysis; 
d. formal notice of termination from the Lead Presbyter (LP); 
e. completion of termination procedures and work force reduction severance and 

benefits allowance. 
 

If a position or similar position calling for similar qualifications is reinstated within a period 
of two (2) years, the individual who was previously employed in the position will be given 
first opportunity for employment in that position. 

 
                            12.042 Schedule of Allowance and Assistance  (Reduction in Force or Termination Without  
                                               Prejudice) 

Three months’ notice will be given to exempt employees and one months' notice will be 
given to non-exempt employees. 

 
If during the notice period, the employee secures employment elsewhere, the obligations 
of the employer with regard to the remainder of the notice period and severance are 
forfeited.    

 

In addition to the period of notice, a severance allowance will be given in relation to the 
length of continuous service with the Presbytery as follows: 
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Non-exempt employees with more than one year of service will receive a minimum of one- 
month severance pay, and will receive an additional week of severance pay, pro-rated, for 
each additional year of service, up to 5 years of service. Additional severance may be given 
at the discretion of the Personnel Committee and at the recommendation of the Lead 
Presbyter (LP). 

 
Exempt employees will receive one month’s continuance of all salary and benefits for each 
year of service. This severance begins at the end of the three months’ notice and as subject 
to the provisions above.   
 

                               12.043   Payment of severance allowance  
                                        Severance allowance will be paid in one of the following two ways as determined by the 
                                        Lead Presbyter and Personnel Chair after consultation with the staff member: 
 

a. A lump sum payment - the total amount of the salary due as severance will be paid 
in not more than two (2) payments. The payment or payments shall be completed 
within six (6) months of the staff member's last day of work. 

b. Continued salary - the staff's salary will be continued on the regular schedule 
through the severance period. 

 

The Presbytery's share of the staff person's pension and other benefits payments will 
continue to be paid by the Presbytery during the severance period. 

 
No additional vacation entitlement will accrue during the severance period.  

 

12.05 Dismissal of Presbytery Staff who are Ministers of the Word and Sacrament 
All conditions for separation shall be compatible with the provisions of the Form of Government and 
the Rules of Discipline of the Presbyterian Church (U.S.A.). 

 
12.06 Exit Interviews 

The Presbytery wants all employees to have an opportunity to share their impressions of the 
employment experience and welcomes input about possible improvements for the future. All 
terminated staff members will have an exit interview. The interview will be conducted by the Lead 
Presbyter (LP) and Personnel Chair. 

 
12.07 Death in Service 

In the event of the death of either an exempt or non-exempt staff person, the salary of that person 
will be continued to the spouse or dependent for four (4) weeks from the date on which the death 
occurs 

 

Death benefits are also provided through the pension and benefits plan of the Presbyterian Church 
(U.S.A.), for those participating in the plan. 

 
13.00 VACANCY PROCESS 

The vacancy process will include the following steps: 

 
a. exit interview results shared with Personnel Committee; 
b. review Staffing Rationale and evaluate need for the position; 
c. determine need to fill vacant position on an interim basis; 
d. implement appropriate search process. 
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14.00 BENEFITS 
 

14.01 Social Security 
Personnel are covered by the Federal Old Age and Survivors Benefits Act (Social Security). The 
only exception will be a minister who has chosen not to participate because of conscience. The 
staff member's share of the tax is withheld from the wages of staff who are not Ministers of the 
Word and Sacrament. Staff who are Ministers of the Word and Sacrament are considered self- 
employed, and Social Security taxes are not withheld, nor paid for them. 

 
14.02 Minister of Word and Sacraments 

                           Ministers of Word and Sacrament who work on staff 20 or more hours per week may be included in  
                           the Presbyterian Church (USA) Board of Pensions Pastor Participation Plan.  
                           Health Insurance, Defined Pension Plan and Death/Disability are included at no cost to the  
                           employee in the Pastor Participation Plan.  The inclusion of such benefits shall be factored into  
                           salary considerations and negotiations upon hiring.  Such benefits are not mandatory. 
 

14.03 Office Staff 
Office staff working 20 hours or more per week are eligible for medical, retirement and 
Death/Disability benefits. The inclusion of such benefits shall be factored into salary considerations 
and negotiations upon hiring.  Such benefits are not mandatory. 

 

 
14.04 Retirement Savings Plan 

All full-Time Presbytery staff are eligible to participate in Retirement Savings Plan of the Board of 
Pensions of the Presbyterian Church (USA) with Fidelity. 

 
14.05 Holidays 

The same number of holidays will be given to staff at all levels. The holidays (a total of 12 days) for 
staff of the Presbytery include: 

 

• New Year's Day 

• Good Friday 

• Easter Monday 

• Martin Luther King's Birthday 

• Memorial Day 

• Juneteenth 

•  Independence Day 

•  Labor Day 

• Thanksgiving and the day following 

• Christmas Eve 

• Christmas Day  

In addition; Presbytery staff will be off between Christmas and New Year’s with all employees 

receiving full pay that week. 

• When a holiday falls on a Saturday or Sunday, it will be observed as a holiday on the nearest 
Friday or Monday respectively.   

 

 
                14.06    Sick Leave 

Full-time Employees will receive ten (10) paid working days or 80 hours of sick leave each calendar 
year. Unused days/ hours may accumulate up to 120 days or 960 hours, to be used in case of 
injury/illness of the employee. Sick leave entitlement during the first year of employment will be 
prorated according to the length of employment, using a ratio of one day or 8 hours for each two 
months of employment. The ten (10) days or 80 hours of additional sick leave will be credited on 
January 1 of each successive year of employment. Total credited service will be included in the 
computing of sick leave.  
 

                           Part-time employees sick leave will be prorated based on the number of hours an employee works.   
                           For example, an employee who works 24 hours per week, will receive 60% (24 hours worked  
                           divided by a full time equivalent of 40 hours) of the 80 hours per year as allowed for full  
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                           time.  In this example, the employee would earn 48 hours of leave per year. Sick leave entitlement  
                           during the first year of employment will be prorated according to the length of employment, using  
                            a ratio of 1 hour for each 40 hours worked. The prorated number of hours allowed per year of  
                           additional sick leave 
 
             14.07  Worker's Compensation Insurance 

All staff members shall be covered by Worker's Compensation Insurance, provided by and in 
accordance with Illinois law. 

 

              14.08   Off-The-Job Disability Benefits Insurance 
Staff who are enrolled in the Board of Pensions Plan are eligible for the disability benefits (for total 
disability) that are provided by the Presbyterian Church (U.S.A.) Pension Plan.  

 

The Presbytery may cover an interim disability. 
 
             14.09   Unemployment Insurance 

The Presbytery, as a not-for-profit corporation, is not liable for State Unemployment Insurance. 
   
               14.10   Paid Time Off  (PTO) 
                            Paid Time Off, in accordance with Illinois law, will be offered to all employees.  Full time staff will be  
                            allowed 40 hours per year, and part time staff will be allowed proportional time based on their 
                            percentage of time worked. (For example a half time employee shall receive 20 hours per year.  An  
                            employee who works 16 hours works 40% time.  .40X40 hours = 16 hours PTO.)  This paid time off will  
                            become available at the first of the year and can be taken for any reason.  A minimum of 4 hours at a  
                            time must be used. The Lead Presbyter or Chair of Personnel should be notified as early as possible  
                            of staff member’s plan to use this PTO.  In the event that such absence presents a significant disruption  
                            in the work of the Presbytery, the right to deny or postpone that PTO time is reserved.    In the event  
                            that an employee is terminated with cause, or who otherwise leaves the employment of Presbytery,  
                            one hour of PTO for each 40 hours worked will be calculated.  Unused PTO shall be paid out.  PTO  
                            may not be carried over into the new year. 
 

              14.11     Vacation  
Beyond Paid Time off, additional vacation with pay is provided for all employees. Vacations must 
be used within the calendar year, except when special provision has been made by the Lead 
Presbyter (LP). Vacation time unused by 12/31 each year may be carried over for the first quarter of 
the following year with the prior approval of the Lead Presbyter (LP). Vacation time that has been 
carried over will be forfeited without reimbursement if not used by 3/31. 

 
a. Eligibility 

Vacation time is available to all regular full and part-time employees.  
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b. Actual 
On January 1 of each year, exempt employees are eligible for vacation time according to the 
following service schedule. 

 
Up to one year through 5 years ............................ 17 days 
6 years through 10 years ...................................... 20 days 
11 years through 25 years .................................... 22 days 
Twenty-six years and over………………………….25 days 

 
On January 1 of each year, non-exempt employees are eligible for annual vacation time according 
to the following service schedule. 

 
Jan. 1 Year 1 .........................................................  5 days  
Jan. 1 Year 2 .........................................................  6 days 

Jan. 1 Year 3 .........................................................  7 days 
Jan. 1 Year 4 .........................................................  8 days 
Jan. 1 Year 5 .........................................................  9 days 
Jan. 1 Year 6 ......................................................... 10 days 
Jan. 1 Year 7 ......................................................... 11 days 
Jan. 1 Year 8……………………………………….. 12 days 
Jan. 1 Year 9 ......................................................... 13 days 
Jan. 1 Year 10 ....................................................... 14 days 
Jan. 1 Year 11 ....................................................... 15 days 
Jan. 1 Year 26 ....................................................... 20 days 

 

 
For part-time employees, vacation time will be prorated based on the number of hours an employee 
works. For example, an employee who works 24 hours per week will receive 60% (24 hours worked 
divided by a full time equivalent of 40 hours) of an eight- hour day or 5 hours per vacation day. So if 
the full time employee would receive 12 days based on the schedule above, part time employees 
would receive 60 (5 hours X 12 days) hours of vacation per year. 

 
c. Determination of Service 

Determination of the amount of vacation to which the employee is entitled is based on the 
employee’s total credited service. The accrual rate for paid time will change after the completion 
of the appropriate year of service. For example, the accrual rate for a non- exempt employee 
will change from 20 days to 25 days on the January 1 after the end of the 25th year of service. 

 
d. Usage and Approval 

Employees who are newly hired are not eligible to take vacation time during their probation 
period unless arranged prior to employment. Such time will be without pay. Every reasonable 
effort to grant vacation requests will be made. If conflicting vacation requests cannot be 
resolved, preference shall be given to the employee with the longest period of service. 
Employees must exhaust vacation time before moving into any unpaid leave status (except 
military). 

 
e. Payment at Separation 

In the year of termination, any unused vacation time will be paid out to the employee if 2 weeks 
of termination notice is given. Vacation pay is forfeited if notice is not given. 
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14.12    Leaves of Absence, With Pay 
Leaves of absence, with pay, are provided under the following circumstances: 

 

a. For regular training period in the U.S. Armed Forces (up to two weeks annually); 
b. For jury duty (up to two weeks annually; in exceptional cases, the Lead Presbyter (LP) may grant 

additional leave of absence with pay for jury duty); 
c. Adequate time off for voting where election hours and work schedules would cause a hardship 

on staff members. 
 

 
               14.13   Paid Family Leave 
                             
                            Family Leave with full salary and benefits will be offered to all staff members for up to 12 weeks.   
                            Family Leave may be used to accommodate the birth, foster placement, or adoption of a child, to  
                            provide care to an ill or disabled family member or to heal following a loss or tragic event.   
                            Additional time without pay may be negotiated with the Lead Presbyter and in consultation with  
                            the Personnel Chair. 
 
 

14.14   Leaves of Absence, Without Pay 
Leaves of absence without pay for up to six (6) months are provided under conditions such as the 
following, with the approval of the Lead Presbyter (LP), in consultation with the Personnel 
Committee.  

 

d. for study toward the fulfillment of a degree requirement or the completion of a study project; 
e. for personal reasons related to health, family issues or career assessment. 

 
Pension dues shall  be paid by the employee during the leave.  

 

             14.15   Flexible Spending Account (FSA) 
                         A Flexible Spending Account (FSA) is a tax-favored program offered by PGR that allows their  
                         employees to pay for eligible out-of-pocket health care and dependent care expenses up to $2,500  
                          with pre-tax dollars. By using pre-tax dollars to pay for eligible health care and dependent care 
                         expenses, an FSA gives an immediate discount on these expenses that equals the taxes 
                         otherwise paid on that money. Employees are eligible for enrollment 90 days after employment  
                         begins. Enrollment must take place prior to the month end of the 90th day of employment. 
 

 

15.00 INTERIM STAFF PERSONS 
 

15.01 General Provisions 
To provide continuity of administrative and/or program services in the Presbytery, interim staff may 
be hired to fill a vacancy, to serve until the position is filled (or abolished). 

 

This policy is applicable to all positions, whether filled by full-time, part-time, ordained, or non- 
ordained personnel. 

 
15.02 Position Description 

A position description will be prepared by the Personnel Committee and approved by the 
Presbytery Assembly. A description will clearly identify the kinds of accomplishments and 
administrative/programmatic leadership desired during the interim period. The accountability of the 
position will be clearly defined and be consistent with the accountability provisions of the Form of 
Government. 

 

15.03 Selection 
The selection and hiring of an interim will be in accordance with the provisions of the Form of 
Government and/or the Manual of the Presbytery. 
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15.04 Compensation 
Compensation will be based on the position description, hours of employment and salary range of 
the previous staff person. 

 

15.05 Benefits 
 

15.051  Housing 
Housing or a housing allowance will shall be provided if the appointment requires 
relocation. 

 

15.052  Pension 
Where the person is covered by the Presbyterian Church (U.S.A.) Pension Plan, pension 
benefits will be according to the plan's formula. 

 

15.053 Continuing Education 
Continuing education benefits may be granted in accordance with existing provisions for 
regular staff members at the interim work location. 

 
15.06 AA/EEO 

The Equal Employment Opportunity Program, established by the Presbyterian Church (U.S.A.) and 
its agencies and governing bodies, shall be followed in the employment of personnel for interim 
positions. 

 
15.07 Review of Work 

The Presbytery should provide for a review of the interim staff person's work on a scheduled basis. 
The review may be conducted on the basis of regular accountability reports to the Lead Presbyter 
(LP) and/or Personnel Committee. 

 

15.08 Dismissal 
Dismissal for cause shall be as provided for in the Presbytery's Personnel Policies.  

15.09 Special Provisions 
Interims presently retired under provisions of the Presbyterian Church (U.S.A.) Pension Plan and 
Social Security and desiring to continue to receive their pension benefits, should consult with the 
Board of Pensions regarding the applicable post-retirement service rules as they affect 
compensation and other benefits. 

 
Because of the temporary nature of interim service, special consideration will be given in the case 
of interims who must be separated from their immediate family who are unable to relocate. 
Arrangements for travel or other expenses for a reasonable number of visits with the family will be 
part of the agreement. 

 

Reasonable and clearly defined moving expenses for personal effects will be provided for in any 
agreement with an interim, but without providing for moving all domestic goods for the relatively 
short period of time an interim is employed. 
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STAFF POSITION DESCRIPTIONS 

 
 Stated Clerk Job Description 
 

 

I.  Purpose/Function 
The Stated Clerk is one of two elected Constitutional officers of the presbytery, the other being the 
Moderator of the Presbytery Assembly.  The Stated Clerk shall perform all such duties as are prescribed 
in the Constitution of the Presbyterian Church (USA), the Standing Rules of the Presbytery and as may 
be required by the acts of higher governing bodies, or as may be assigned by the Presbytery; including, 
but not limited to, those duties pertaining to documents and records, communication to other governing 
bodies, and assistance with meetings of presbytery. 
 
The Stated Clerk “shall record the transactions of the council, keep its rolls of membership and 
attendance, maintain any required registers, preserve its records and furnish extracts from them when 
required by another council of the church.”  --See G-3.0104 
 

II.  Duties 
The duties of the Stated Clerk include: 
1.  Supporting and interpreting the church’s Constitution, the Manual of Operations and  
     policies of the Presbytery in light of the Presbyterian Constitution. 
2.  With cooperation of other staff, publish the minutes of Assembly and policies of presbytery.  
3.  Participate in organizing and managing meetings of the Presbytery. 
4.  Collecting annual membership statistics and reviewing the minutes of sessions 
     biannually. 
5.  Maintain all Minister Member Files. 
6.  Assisting the Lead Presbyter, Moderator, Vice-Moderator of presbytery. 
7.  Supporting the administrative commissions of presbytery. 
8.  Preserving the archives of minutes and records. 
9.  Providing support and training to clerks of Session. 
10.  Doing the background  or reference checks incoming pastors as requested by COM and/or Lead 
Presbyter, or making sure they are done by other authorized individuals of the Presbytery.  
11.  Work with Administrative Assistant to maintain and publish Presbytery Directory. 
 

III.  Expectations and Relationships 
 
The Stated Clerk will: 
1.  Work with the presbytery’s Administrative Assistant in consultation with the Lead  
     Presbyter. 
2.  Work as a member of the presbytery staff and will meet regularly with the  
     Lead Presbyter/Head of Staff. 
3.  Be accountable to the Presbytery of Great Rivers through the Personnel Team 
     and the Lead Presbyter/ Head of Staff. 

 
IV.  Responsibilities 
 
1.  Act as resource person to all committees of presbytery as needed—especially to  
     Committee on Ministry. 
2.  Parliamentarian of presbytery, bringing the current Book of Order, Roberts Rules of Order to  
     each presbytery assembly meeting. 
3.  Coordinate the constitutional process of judicial and disciplinary cases. 
4.  Serve as constitutional resource person for Permanent Judicial Commission. 
5.  Assist the Lead Presbyter whenever needed. 
6.  Insure that proper records of the business of the Presbytery are maintained and coordinated  
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     with Synod and General Assembly. 
7.  Attend annual General Assembly meetings and Stated Clerk’s meetings. 
 

V. Specific Duties 
 
The Stated Clerk shall: 
1.  Keep and engross in a suitable record book the minutes of all meetings; furnish extracts of  
     the same, duly attested, whenever properly required; keep a roll of ministers, churches,  
     candidates, and certified Christian Educators,  together with their addresses.  Direct the  
     Administrative Assistant to assist in this task. 
2.  Keep chronological lists of minister members, officers, committees, commissioners to  
     General Assembly and Synod, and churches from which elder commissioners to General  
     Assembly and Synod have been elected. 
3.  Hold workshops for Sessions, Clerks and others on record keeping, Book of Order  
     requirements and other clerical matters that will further the work of congregations and our  
     presbytery. 
4.  Notify all commissioners and committee personnel of their appointment, and other  
     appointees of the assignment to specific duties; prepare and forward to the General  
     Assembly, or Synod the required statistical reports. 
5.  Make reports at meetings of presbytery. 
6.  Be a member ex-officio and without vote of all committees of the presbytery, attending as  
     necessary. 
7.  Serve as the secretary and officer of presbytery and of the corporation. 
8.  Conduct the official correspondence of presbytery. 
9.  Report to presbytery all actions of the General Assembly that shall require action by the 
     presbytery. 
10.  Receive and record papers, material and overtures addressed to presbytery and transmit  
       the same to the proper commissioners, committees, or persons. 
11.  Compile, edit and publish the minutes of Assembly meetings on the web site in a timely  
       Manner, and direct the Administrative Assistant to assist in this task. 
12.  Perform background checks and references for incoming pastors as requested by COM or  
       Lead Presbyter. 
13. Notify the Committee on Ministry when a minister or candidate is to be received into the  
      presbytery. 
 

VI.  Review 
 
1.  The Stated Clerk shall meet on a regular basis with the Lead Presbyter/ Head of Staff and  
      the Personnel Chair for review. 
2.  An annual evaluation will be compiled by the Personnel Team. 
 
VIII.  Term 
 
The presbytery assembly elects the Stated Clerk for a term of two years. 
 

IX.  Qualifications for the position 
 

• Strong communication skills: writing, public speaking, electronic mail, listening. 

• Working knowledge of Robert’s Rules. 

• Proficiency in Presbyterian polity; research skills. 

• Knowledge in the field of records management. 

• Strong skills in establishing and maintaining interpersonal relationships. 

• Familiarity with the constitution of the PCUSA. 

• Strong planning and organizational skills. 
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• Demonstrated leadership ability. 

• Skilled in time management and work organization.   

• Available for some travel. 
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Bookkeeper Job Description 
 
I.  Purpose 

To enhance the ministry and mission of the Presbytery of Great Rivers. 
 
ll. Accountability 

This person Is employed by the presbytery and is accountable to the presbytery through the Personnel 
Committee and under the supervision of the Lead Presbyter (LT).  

Ill.  Responsibilities 
A. General ledger 

1. Verify bank deposits and enter into the financial software. 
2. Record all receipts and disbursements. 
3. Preparation, in a timely manner, of checks for the Treasurer's signature after verifying the 

vouchers/invoices for arithmetic accuracy, account number assigned and approving signatures.  
Usually issued every other week. 

4.   Manage payroll for Presbytery staff. 
5. Maintain bank deposit authorization forms. 
6. Maintain financial files and subsidiary records. 
7. Reconcile monthly financial accounts with bank statement. 
8. Prepare quarterly financial statements for the Administration Team. 
9.  Prepare financial statements for assembly papers. 
10. Assist the Treasurer in maintaining fixed asset inventory list and depreciation schedule. 
11.  Transmit General Assembly & Synod mission funds on a monthly basis. 

 
B. Mission 

Review of mission remittances for consistency with the church's pledge or its history of giving. 
 
C. Budget 

Work with the treasurer in the annual preparation of the detail budget for Presbytery approval and enter 
Into the financial software, making adjustments when directed by the appropriate Presbytery unit. 

 
D. Resources 

1. Annually compute and prepare a statement of per capita due for the succeeding year and mail to each 
church. 
2.  Maintain a record of per capita receipts/delinquencies for follow up by the Administration Team and 
correspond with churches concerning per capita status upon direction Administration Team. 

 
E.  Audit 

1. Preparation of schedules for auditors prior to their arrival.  
2. Work with auditors during the audit, providing data as requested.  
 

F. Maintain Corporation Records (assist the Stated Clerk in the following) 
1. File the Annual Report of the General Not for Profit Corporation Act with appropriate signatures and 

statements from the Administration Team. 
2. File any Corporation Name Changes, Statement of Change of Registered Agent and/or registered 

office with appropriate signature and statements from the Administration Team. 
 
IV.  Evaluation 

The Lead Presbyter and a representative from the Personnel Committee shall make a complete review and 
evaluation of this person.
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CP COORDINATOR JOB DESCRIPTION 
 
 

Commissioned Pastor Coordinator 
I.   Purpose 
     To provide support, connection and maintain lines of communication between Commissioned  
     Pastors and the Presbytery at large. 
II.  Accountability 
      This person is an independent contractor who will be accountable to the Lead Presbyter/  
      Head of Staff of Great Rivers Presbytery and the Personnel Committee. 
 
III.  Responsibilities  
       1.  Maintain open lines of communication with all CPs and work in direct relationship with  
            CPs and candidates for that position. 
       2.  Develop and maintain a list of the CPs serving in Great Rivers Presbytery. 
       3.  Work cooperatively as a peer with the chairs of Committee on Ministry and the  
            Committee on Preparation for Ministry. 
       4.  Serve as a resource person for individuals who have interest or questions about  
            becoming a CP. 
       5.  Work with the CPs to discover what level of connection and support they want with one 
            another and with the CP Coordinator and help to implement that support. 
       6.  Plan events to foster connection, learning and renewal for the CPs. 
       7.  Function as a supervisor to CPs in a mentoring role in accordance with Book of Order G..21004. 
       8.  Attend PGR Staff meetings and report to Lead Presbyter. 
       9.  Participate in Leadership Team as time permits or when the Coordinator’s expertise or  
            insights are requested. 
      10.  Participate in Presbytery Assembly meetings with written or verbal reports as needed. 
      11. Help develop a new handbook for Commissioned Pastors. 
      12. Explore resources and ways to partner with other presbyteries to better serve our CPs. 
 
IV.  Evaluation 
      The Lead Presbyter and a representative from the Personnel Committee of Great Rivers  
      shall make a complete review and evaluation of this person’s work annually. 
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Lead Presbyter Job Description 

 
 
Position Purpose 
Great Rivers Lead Presbyter’s role is to provide visionary leadership, practical support, and connectional, 
team-building assistance and administrative leadership to the Presbytery and its members. In 
collaboration with the Stated Clerk and the Leadership Team, this person will facilitate the transition to a 
new Presbytery structure, help to implement that structure and continue to assess it for the continued 
viability of our Presbytery. Tools for this transformation will be the report of the Finance & Staffing Task 
Force report, 2020 Mission Statement, and our Matthew 25 initiative, and the ongoing needs and 
challenges of the Presbytery. 

 
Essential Team and Mission Building Tasks 

• Lead the presbytery in refining, implementing, and assessing a new structure that will awaken, 
enliven, and enhance our worshipping communities. 

• Participate in the life of the churches of the presbytery, through a regular schedule of visitation, 
worship participation, and faith-filled leadership. 

• Establish and maintain strong relationships with congregations by working with and through the 
sessions and pastoral leaders and other defined leaders, challenging them as needed and 
encouraging an understanding and practice of connectional and shared purpose. 

• Provide resources, guidance, encouragement and correction (when needed) for congregational 
ministry and mission.   

• Connect churches to Presbytery Committees, other congregations and PC(USA) Councils as 
appropriate to enable the mission of the church.   

• Encourage imaginative, flexible and creative approaches to the ministry, mission and work of 
Presbytery at all levels. 

• Work with Leadership Team to assist congregations and members to connect and support one 
another in our common ministry goals and fellowship needs. 

• Provide pastoral support and coaching to our minister members, offering check-ins, fellowship 
opportunities, spiritual support and prayers. 

• Provide ongoing assessment of the ministry and mission of PGR, developing and facilitating plans 
to address challenges, cultivate accountability, and build upon our strengths. 

• Encourage and foster new forms of ministry and new visions of worship and service in alignment 
with the intent of our 2020 Mission Statement. 

• Encourage and expand communication regarding activities, functions and priorities of the 
Presbytery and of our congregations through the Presbytery newsletter, Assembly reports, and 
person to person contacts.  

• Engage with congregations in transition, ie preach soon after pastor leaves, assist in search for 
interim pastor, educate and train Sessions and PNCs about the search process.  

• Coach and encourage the development and training of lay leadership and encourage participation 
in the work of Presbytery by all of our churches. 

• Actively participate in Synod and GA initiatives, trainings, and networking for mid-council leaders 
(Presbyterian Leadership Formation, Association of Mid-Council Leaders, Synod Collegium), as 
well as Biennial General Assembly,  bringing resources back to our ministries. 
 

Administrative and Committee Tasks 
 
 

• Oversee critical tasks such as background checks. 

• Serve as head of staff for Presbytery Personnel coordinating activity and communications with and 
among them 
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• Serve as ex officio on all committees, supporting and offering advice, helping to clarify their 
responsibilities, and enabling them to engage with our congregations to better fulfill the mission of 
PGR 

• Support and advise with regarding the financial and administrative activities of PGR 

• Update, revise and monitor website content and Presbytery directory  

• Write articles for the twice-monthly PGR newsletter, proofread the document and monitor content 
and appearance 

• Ensure that boundary training is scheduled and coordinate with Stated Clerk to ensure that 
attendance is tracked and training is completed each year. 

• Work with Leadership and other committees to equip current leadership and raise up new leaders, 
and help to secure training as needed 

• Monitor policies and manuals to keep them up to date, and participate in policy writing as new 
policies are mandated by General Assembly. 

• Speak for the Presbytery on issues which call for public comment. 

• Relate to local seminaries, Presbyterian Colleges, the Synod of Lincoln Trails, and the General 
Assembly to discover and share resources for our shared mission. 

 
The Lead Presbyter will report to the Personnel Team of Great Rivers Presbytery 

 
 
 

 
 
 


