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Welcome to the Team!

We are so pleased to welcome you to the Next Level Church staff family. We are so thankful 
that God has given you the desire to serve in this house. We truly do believe you are sent of God 
to our church to advance his Kingdom purposes in Southwest Florida and beyond!  
 
Your identity as a son and daughter of God gives us the unique opportunity to build on that 
foundation and find your ultimate calling and purpose that God destined for you. Your role 
here will make use of the unique gifts and strengths that He has placed inside of you to fulfill 
the destiny for which you were born. As you stay committed to the house and the years move 
forward, it will be our joy to watch growth continue and new gifts unfold. As the Spiritual “Dad 
& Mom” of this house, it’s our greatest joy to help mold & shape your growth that the 
Kingdom would advance in you first and then to everyone we collectively reach.  
 
You are here because you have demonstrated a passionate desire to love God, love others, 
love his bride (the local church) and surrender daily as you serve Him with diligence.  Our 
purpose is to lead people to become fully engaged followers of Jesus. This purpose can only be 
accomplished if we each humbly offer what God has deposited in us. We appreciate your 
commitment to work with the highest degree of excellence so together we can see lost people 
found, found people set free and free people empowered to be fully engaged followers of 
Jesus!  
 
Although we try to have as few policies as possible, we do know that boundaries are necessary 
for us to function in health and with Godly standards. So please read through the entire 
handbook and help us function as a loving healthy family! Thank you for accepting this new 
challenge and we will do everything we can to develop, nourish and encourage this calling here 
in the house of Next Level Church. 
 
We love you,  

 

Pastors Matt and Sarah Keller
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Our Story 
 
Matt and Sarah Keller had it in their hearts as high school sweethearts that they wanted to be 
local church pastors. In 1993 they flew to Fort Myers Florida for a Spring Break vacation and Matt 
looked at his 15-year old girlfriend and said, “We should start a church here someday.” In August 
of 2001, after they had served in different areas of ministry, the vision that God had placed in 
their heart came alive! Matt & Sarah knew that it was time to move to Fort Myers and begin the 
process of birthing Next Level Church. 
 
After traveling and sharing their vision to many in the Midwest, they raised $9,200 and with that 
and a lot of faith, Matt & Sarah moved with their 18-month old son, Will to Fort Myers in January 
of 2002. Their plans were to bring into reality the dream that God had placed in their hearts by 
creating a culturally relevant church. Accompanied by four others who moved from the Midwest, 
they became the beginnings of Next Level Church. 
 
The church planting team began in late February to hold a weekly Bible study at a coffee shop, 
and from there, a group of twelve was formed…ten adults and two toddlers. By April they started 
talking about holding Sunday services. But where? Pastor Matt & Sarah were on a date at the local 
movie theater when he turned to her and said, “Hey, do you think that they would let us meet 
here?” God was so good to open every door necessary to be able to do just that! 
 
On Mother’s Day, May 12, 2002, Next Level Church launched their first service at the Bell Tower 
20 Theaters in Fort Myers. They were nervous that morning, but relief swept over them when the 
first people started showing up. There were 35 in attendance that first Sunday and 19 the second, 
but after that, the church began to grow slow and steady.  
 
By Christmas of 2002, Next Level was averaging 80 in attendance in their Sunday morning service. 
“I kept looking around and thinking, ‘How did these people get here?'” Pastor Matt says. “I guess 
just one family at a time!” Pastor Matt and Sarah were looking for others they could learn from 
when God allowed them to find the Association of Related Churches. With that connection, we 
put some marketing into action and on Easter 2003, attendance skyrocketed to an all-time high 
of 175. It wasn’t just numerical growth though; many people were giving their hearts to the Lord. 
“It was awesome to see people who had turned away from their faith for years returning to Him,” 
Pastor Sarah says. “I was so thankful for every life that was being touched. After starting so small, 
it was easy to be grateful.” Because of the incredible growth and need for people to know each 
other and grow in God, Small Groups were formed. 
 
In September of 2004, Next Level Church launched an additional Sunday morning service. 
“Everyone just pitched in to make it happen,” Pastor Matt said. It was hard to pull off two services 
before the box office opened. “We were one of the first churches to attempt two services in a 
movie theater!” By Easter of 2005, there were 300 in attendance, and lives continued to be 
changed. 
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After continued growth, it was time to move. On April 9th, 2006, NLC moved into the brand-new 
auditorium at South Fort Myers High School. By Easter of 2007, the church had grown to 600 
people. In the fall of 2007, the church built out 6,300 square feet of warehouse/office space. This 
served as a place for the youth and other small meeting events. It was also a huge asset for the 
staff to be able to function in offices together. In January of 2008, NLC launched two identical 
services at the high school. 
 
In December 2009, Next Level Church put a contract on ten acres of land and a building that was 
for sale by another church. The property was only two miles north of South Fort Myers High School 
on Plantation Road. The existing building was not large enough to house the congregation, so, in 
December 2010, Next Level renovated the existing building and added 6,000 square feet of new 
space, giving the church a total of 23,000 square feet to provide incredible worship environments 
in! 
 
In order to create space for continued growth, Next Level added a Saturday night worship 
experience and on April 9, 2011, Next Level Church had their Grand Opening in their first 
permanent location and hundreds committed their lives to Jesus Christ for the first time. NLC 
grew quickly, from 980 people before the Fort Myers Location, to 1,800 in just 9 months!  
 
A piece of the Next Level Church vision had always been to be a multi-site church, with locations 
stretching across Southwest Florida. The growth at the Fort Myers Location continued with over 
2,500 in attendance and 5 weekend services! So, NLC’s leadership quickly knew that it was time 
to find their second location. In December 2013, Next Level Church paid cash for 7.3 acres of land 
on Gateway Boulevard and 15 months later, that land became a beautiful facility to reach more 
and more families East of I-75! The vision to become a multi-site church came to pass as the 
Gateway Location opened in March of 2014 with over 3,000 in attendance. That location was 
renamed to the East location in January of 2019. 
 
God’s faithfulness continued to amaze as NLC launched their third location in September 2016 at 
the Coconut Point Movie Theater. A year after this location was launched, hurricane Irma came 
through and “blew the roof” off of the theater that Next Level had been meeting in. Within a few 
months, we relocated to an event center in Bonita Springs and that location became our Bonita 
Springs location. 
 
On November 8, 2016, NLC was able to purchase a 46,00 SF property on Dr. Martin Luther King 
Jr. Blvd and soon the Fort Myers Dream Center was birthed! The Fort Myers Dream Center exists 
to heal the hurting and restore hopes and dreams. In one of the “darkest” areas of Lee County, it 
is a beacon of light and love that is invading the darkness! With vision for multiple more locations, 
a heart for other Pastors and ministry leaders and so much more…the future is bright, and Pastor 
Matt & Sarah believe the best is yet to come! 
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Our Purpose 

Every church needs to have a purpose statement that answers the question, “why do we exist?” 
At Next Level Church, we filter every idea, program, and budget request through our purpose 
statement. If what we plan doesn’t help us meet our purpose, then we don’t do it. 

 
Our purpose at Next Level Church is summarized in a single statement: 

 
“We exist to lead people to become fully engaged followers of Jesus” 

 
Our purpose statement is based on one of Jesus’ final teachings to his followers: 
 

Then Jesus came to them and said, “All authority in heaven and on earth has been given to 
me. Therefore go and make disciples of all nations, baptizing them in the name of the Father 
and of the Son and of the Holy Spirit, and teaching them to obey everything I have commanded 
you. And surely I am with you always, to the very end of the age.” Matthew 28:18-20 

 
In order to fulfill that purpose, Next Level Church also has Core Values. These are not just 
“values on a wall” but instead, are at the very core of who we are as individuals! When we 
embody these values, we believe taking our next steps every day and on this faith journey, we 
will become fully engaged followers of Jesus! 

 
Set Free to Be - We live in freedom by knowing who we are in Christ.  

 
Strive to Thrive - We passionately pursue our relationship with God.  

 
Better Together - We are known, loved and challenged through authentic 
relationships.  

 
Serve All, Love All - We use our gifts to serve others with the love of Jesus.  

 
Live to Give - We generously steward what we’ve been given. 

 
 

We know that it is impossible to lead people where we have not gone ourselves. As a staff 
member of Next Level Church, it is essential that you are committed to personally continuing 
to grow in our purpose and our Core Values through self-leadership.
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Spiritual and Ministry Expectations 
Those who have been called to ministry and selected to be a part of Next Level Staff consider it 
an honor to continue our personal walk with Lord, being a part of leadership at Next Level and 
living as best we can to be an example to others and pleasing Christ. In ministry, the enemy will 
try to attack, and our “flesh” will easily want its way. So, behavioral values are set in place to 
be a guardrail to define what is the expected behavior to aim for on a daily basis. As staff we 
commit to live according to these Values and spiritual and ministry expectations listed below. 
 

Leadership Behavioral Values 
 
LOVE – We receive God’s love, so we can love.  
“We love each other because He loved us first.” 1 John 4:19 NLT 
 

• We care more about who people are than what they can do. 
• We share truth, even when it’s hard. 
• We love those we lead as we love ourselves  
• We love enough to choose to forgive ourselves and those who have hurt us. 

  
TRUST – We dare to be vulnerable.  
“That’s why I take pleasure in my weaknesses, and in the insults, hardships, persecutions, and 
troubles that I suffer for Christ. For when I am weak, then I am strong.” 2 Corinthians 12:10 
 

• We provide a sense of safety in every interaction. 
• We admit our weaknesses and mistakes and offer apologies without reservations. 
• We ask for help and accept input without defensiveness.  
• We believe others have pure intentions. 

 

RESOURCEFULNESS – We see opportunities, not limitations. 
“Now to him who is able to do immeasurably more than all we ask or imagine, according to his 
power that is at work within us.” Ephesians 3:20  
 

• We don’t just identify problems; we come up with solutions.  
• We use innovation and creativity in everything we do.  
• We have a mindset that says, “We have all that we need to get the job done.” 

 
SACRIFICE – We are servant leaders.  
“Among you it will be different. Whoever wants to be a leader among you must be a servant...” 
Matthew 20:26 
 

• We have an attitude that says, “we don’t have to, we get to.” 
• We view what we do as a calling and a privilege. 
• We are joyfully ready to go above and beyond.  
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TEACHABILITY – We have a desire to learn and a willingness to change.  
“Teach me how to live, O Lord. Lead me along the right path...” Psalms 27:11 
 

• We confront the roadblocks to teachability (pride, fear, insecurity, pain and pace).  
• We ask great questions, knowing that we can learn from anyone. 
• We aggressively seek out learning opportunities. 
• We continuously evaluate and improve everything. 

 
 
LOYALTY – We protect the vision of Next Level Church 
“I appeal to you, dear brothers and sisters, by the authority of our Lord Jesus Christ, to live in 
harmony with each other. Let there be no divisions in the church.” 1 Corinthians 1:10  
 

• We prioritize a healthy culture over self-interest or self-preservation.  
• We walk in and are led by the Spirit, not by the flesh. 
• We embody a spirit of unity even when we don’t fully understand. 
• We believe that the leadership of the church has our best interest in mind. 

 
  

FUN – We enjoy doing this. 
“…for the joy of the Lord is your strength.” Nehemiah 8:10  
 

• We LOL a lot! 
• We rest and hobby well! 
• We take time to celebrate the victories, big and small. 

 
 

Biblical Qualifications for Spiritual Leadership 
 
Our standards for staff as elders/overseers and thus ultimately as spiritual leaders are taken 
from the scriptures in Titus 1:6-9 & 1 Timothy 3:1-13.  
Because we have been called to manage God’s household in various ways, these are the 
standards that we want to live toward. To be more like Jesus every day and in every way. As 
staff members, we have been entrusted with much influence and we must hold it in high 
regard. Our Christ-like lifestyle will be a model for every believer inside and outside of the 
house. 

 
There is grace and forgiveness at the cross of Jesus. These standards are about convictions and 
living a lifestyle of daily brokenness and surrender that leads us to become more like Christ.  
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Perfection is not the goal. That’s a works mindset and removes the power that we have in 
Jesus. The goal is that on a daily basis our lives would be pointed (in every area) toward the 
direction of becoming more like Christ, being obedient to God and responsive to the Holy Spirit 
in the following areas: 

   
1. Personal Life  
• Blameless.  
• Not Self-Willed. - Nothing is for us. 
• Not Quick-Tempered. -  Not Violent, overbearing or angry 
• Sober-Minded. - To be in control (Wise and Self-Controlled) 
• Holy. - Just, upright 
• Not a Recent Convert. 

 
2. “Family Life”  
• Husband of One Wife. - Free from Emotional or Physical affairs 
• Faithful Children. - Manages family well. Children are faithful and not wild or 

disobedient. This is not about perfect kids, but as the parent it is the awareness and 
willingness to Father and Mother them in the ways of Christ to help them grow.  

 
3. “Social Life”  
• Hospitable. - Commanded to love people. Not a social recluse. Be open to host groups 

and show God’s love through authentic community. 
• Not Accused of Dissipation. - Addiction without admission or unwillingness to get help. 

Not given to self-indulgence, wildness, sexual decadence (alcohol, sex outside of 
marriage, pornography) 

• Not Given to Drunkenness. Not in control of your actions, words, or emotions. (see 
alcohol consumption policy) 

• Respectable. - Doing anything that would make people lose respect for you. 
• A Good Reputation with Outsiders.  

 
4. “Financial Life”  
• A Steward of God. We are stewards of everything, including our tithe, our generosity, 

our budgets and personal debt. 
• Not Greedy for Money. A lover of Money who filters decision making through our ways, 

not God’s ways.  
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5. “Professional Life” 
• Not Accused of Insubordination. - Not Quarrelsome and defiant of authority. Not acting 

in a way where there is a refusal to obey orders, have misconduct or be disobedient. 
• A Lover of What is Good. - Promoting the good of the house, not gossiping or speaking 

about the negative of the house. 
• Just. - We treat everyone fairly and God’s children and do not have favorites. 
• Holds firmly to the teaching as it has been taught in this house. - Theologically teach 

what we teach and when there are questions, ask “privately” to your leadership, never 
publicly. 

• Able to Exhort and Convict those who Contradict and oppose the gospel. - Defend what 
we believe. 

• Able to Teach. - This is different from a teaching gift that some are given. Every staff 
member, however, should be able to communicate concepts in a coherent way that 
brings clarity to the listener.  

 
“Therefore, confess your sins to each other and pray for each other so that you may be healed. 
The prayer of a righteous person is powerful and effective.” James 5:16   

 
Confession and a lifestyle of accountability are critical to living a life worthy of the calling. We 
are all on a journey and freedom in Christ is available.  

 
Staff Member Standards 

As Christian leaders, we need to be above reproach. Paul wrote in 1 Corinthians 10:12 “Don’t 
be so naïve and self- confident. You’re not exempt. You could fall flat on your face as easily as 
anyone else. Forget about self-confidence; it’s useless. Cultivate God-confidence.”  

Staff members are expected to behave in a manner consistent with the heart of Next Level 
Church while under employment. Each staff member is expected to conduct his/her personal 
affairs so that there can be no opportunity for unfavorable reflection upon themselves or Next 
Level Church. Personal behavior such as mode of dress, language, treatment of others, social 
media and financial dealings must be consistent with our Core Values, Leadership Behavioral 
Values as well as the following Personal Standards. Staff member’s personal behavior must line 
up with scripture as it is also a reflection of the God, whom we serve. 

Tithing 
We recognize as staff that our salary is paid by our members’ tithes. In addition, as a follower 
of Jesus, it is our privilege to follow Him with our whole hearts and to be obedient to his Word. 
His instruction to believers in Malachi 3 is to bring the whole tithe into the storehouse. As a 
staff member, I understand it is a requirement to bring my tithe to Next Level where I serve, 
worship and receive my salary. 
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Next Level Church Services 
As a staff member of Next Level Church, I recognize that my personal relationship with Jesus 
and my spiritual growth comes before anything else. Therefore, I commit to attend weekly 
services at Next Level and to be a part of all conferences, and as a Serve Team member or Staff 
Member. 

 
Small Group Leadership 
Next Level is a church of small groups and every staff member is a leader at Next Level. 
Therefore, as a staff member I will be required to lead small groups on a regular basis as 
required by the needs of the church body. 
 
Social Media 
When engaging in social media, we encourage you to follow these guidelines: 
 

• Be Respectful: Be thoughtful and accurate in your posts and be respectful of how 
others may be affected. Even if your accounts are used under your name, are entirely 
personal, and do not mention Next Level Church or your employment, readers will 
inevitably connect your personal life to your professional life. 

• Be Positive: God grows us through adversity as much as anything else and keeping 
things positive is a key part of your testimony and leadership. 

• Political Views: Our stance as a church has always been to be non-political publicly.  The 
federal government has placed restrictions on non-profits (such as Next Level Church) 
regarding political activity (including endorsing or opposing political candidates and 
parties). As a representative of Next Level Church, we ask that you refrain from public 
comments of a political nature.  

 
Alcohol Consumption 
As a qualification of an “elder” which is what our staff members are, we are “not to be given to 
drunkenness.” Titus 1:7-8 says “Since an overseer manages God’s household, he must be 
blameless—not overbearing, not quick-tempered, not given to drunkenness, not violent, not 
pursuing dishonest gain.” Staff members should be “blameless” and be very aware of the 
harmful results that alcohol, which can lead to drunkenness or a general lack of inhibition, can 
bring.  
 
There is no place where the Bible says that consuming alcohol is a sin. However, many new 
Christians are being set free from addiction and many families have been destroyed through 
this addiction. So, as staff members, we are to not only look out for ourselves, but for those 
“sheep” who may be affected by alcohol in any way, including how seeing a staff member drink 
alcohol might make them feel.  1 Corinthians 8:9 says “Be careful, however, that the exercise of 
your rights does not become a stumbling block to the weak.”   



13 

SECTION 1 
WHO WE ARE 

 

 

 
So, moderation in all things is required, and the consumption of alcoholic beverages is 
prohibited for a staff member when they are in public in Southwest Florida or with anyone from 
the Next Level Church family (other than immediate family members). This policy is in place not 
for “rules” or “religion” sake, but with a desire to always be in a clear-minded state to minister 
and also with a heart for anyone that our actions may hurt in any way.  
 
Working with Members of the Opposite Sex 
We know that Satan’s entire strategy is to steal, kill & destroy the good work that God is doing 
at Next Level Church. Sexual immorality and emotional bonds outside of marriage are a clear 
tactic of the enemy. Because we know that two members of the opposite sex will work 
together, and in order to “avoid the very appearance of evil,” the following guidelines are to be 
followed: 

 
1. The outside door is to be and remain unlocked anytime there are 2 or more people of 

the opposite sex in the offices. (Anyone could and should be expected to enter at any 
time) 

2. Two members of the opposite sex are never to work past “regular business hours,” 
without a 3rd person present. (Avoiding any appearance of inappropriate behavior) 

3. Two members of the opposite sex are never to be in an interior office alone with the 
door locked without a 3rd person present in the offices. 

4. During meetings in an interior office, the 2 people meeting should always be seated on 
opposite sides of a desk or table. 

5. Staff spouses must be aware of their whereabouts at all times. (No Secrets between 
Spouses) 

6. Hugging or any other display of affection that could be misconstrued should never be 
done anywhere without a 3rd person present.  

7. Staff members of Next Level Church are never permitted to counsel someone of the 
opposite sex, or any person under the age of 18 without a 3rd person present. 

8. Staff members may not engage in on-going counseling sessions with a member of the 
opposite sex, beyond the first session without enlisting the presence of a 3rd person of 
the same sex as the counselee. 

9. Because it may lead to a purely relational context, two members of the opposite sex 
should never be eating a meal together within or outside of the offices.  Without a 3rd 
person present, meals should be eaten at separate desks or tables and in separate 
rooms. 

10. Two members of the opposite sex may never ride in the same vehicle without a 3rd 
person present for any reason. 

 
These guidelines are in place to keep every staff member as far away from the “line” of 
temptation or even appearance for potential accusation. “But among you there must not be 
even a hint of sexual immorality, or of any kind of impurity, or of greed, because these are 
improper for God’s holy people.” Ephesians 5:3



14 

SECTION 2 
EMPLOYMENT PRACTICES 

 

 

 
 

Working Hours 
Full-time staff members are expected to work a minimum of 40 hours a week not including time 
spent at non-work-related lunch breaks. Full-time staff members are eligible for Next Level’s 
full benefits package. Part-time staff members work an average of 15-29 hours per week not to 
exceed 29 hours per week and do not receive benefits. Next Level may employ temporary and 
contract workers who work on a contractual basis. Temporary and contract workers are not 
eligible for benefits. 
 
Office Hours & Work Schedule 
All church offices are open Monday through Thursday from 9:00 am to 5:00 pm. The Central 
Office is also open from 9:00 am to 5:00 pm on Friday.  

 
Due to the collaborative nature of our work environment and in order to best serve the needs 
of our church members, staff are expected to maintain regular working hours at their assigned 
office location during normal office hours as described above. Working from home & offsite is 
only permissible on a case by case basis and only when previously approved by the supervisor 
and communicated to in advance to other staff members who would be impacted by the person 
not being in the office. Generally, working offsite should be limited to less than 15% of the work 
week. 
 
Staff with weekend responsibilities are expected to work on Saturday and/or Sunday as 
directed by their supervisor. 

 
Certain staff members, due to their area of responsibility, are required to keep structured office 
hours. In those cases where “on time” has been pre-determined, consistent tardiness will be 
addressed on an individual basis by the supervisor. 

 
All full-time staff members will be expected to attend and serve at services during special 
events such as but not limited to Next Level Leadership Conference, Christmas and Easter. 
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Fair Labor Standards Act 
It is the policy of Next Level Church to compensate staff members in compliance with the Fair 
Labor Standards Act. This policy applies to staff members of Next Level (including full-time and 
part-time, regular and temporary but not contract staff members). 
 
Non-Exempt Staff Compensation for All Hours Worked: 
Under the Fair Labor Standards Act, non-exempt staff members must be compensated for all 
"hours worked." In the event a staff member is requested by a supervisor to work off the clock, 
the staff member should immediately contact the Human Resources Department. Whether 
meal and rest periods, travel time, and training time are counted as "hours worked" depends 
on the circumstances and is described below. 

 
Non-Exempt Staff Meal Periods and Rest Periods (i.e., breaks): 
Non-exempt staff members will not be compensated for meal times as long as (a) the meal 
period lasts at least 30 minutes, (b) the staff member is completely relieved from all duties, 
including inactive duties, such as monitoring equipment, and (c) the staff member is free to 
leave his or her workstation (although not necessarily the premises). Staff members will be 
compensated for rest periods of twenty minutes or less. 

 
Non-Exempt Staff Travel Time: 
(1) Travel between work and home: Generally, non-exempt staff members will not be 
compensated for time spent traveling between their home and work. If a staff member travels 
to a location that is not their regularly worked location, mileage reimbursement may apply. 

 

(2) Travel within the City: When a staff member is traveling within the city during the work day 
as part of his or her principal work activities (for example, traveling between job sites, traveling 
from headquarters to a job site, or traveling to purchase items for the office) that time must be 
compensated as hours worked. 

 
(3) Travel out of City: Travel to another city will be counted as hours worked (regardless of 
whether the travel occurs before, during or after the staff member's usual working hours). 

 
(4) Travel during Call-Out: A non-exempt staff member who has gone home after completing 
his or her day's work and who is subsequently called out will be compensated for all time spent 
on travel. 

 
Non-Exempt Staff Members Training Time: 
A staff member's attendance at conferences, meetings, training programs and similar activities 
will be compensated as hours worked, when the staff member is requested to attend those 
activities by their supervisor. If the staff member is out of town, only the time spent in the 
conferences, meetings or training will be compensated. 
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Non-Exempt Staff members Compensation of for Overtime Hours Worked: 
Non-exempt staff members must be paid one and one-half times their regular rate of pay for 
any hours worked in excess of 40 in a particular workweek. Non-exempt staff members may 
not start work early, work through lunch or breaks, work late, take work home, or work 
overtime without the knowledge and consent of their management. Non-exempt staff 
members must be paid for all hours worked.  However,  non-exempt staff members that work  
 
without prior supervisor approval may be subject to discipline. Supervisors should approve 
overtime in a prudent, conservative manner and should continuously minimize the amount of 
overtime worked. 

 
Exempt Staff members Deductions from Pay: 
Under the Fair Labor Standards Act, deductions may not be made from the pay of exempt staff 
members, except in certain circumstances. The following sections describe when deductions 
may be made from the pay of an exempt staff member once the staff member has exhausted 
all available vacation. 

 

Week-Long Absences: 
Under the Fair Labor Standards Act, an exempt staff member's salary may be deducted for any 
full week in which he or she performs no work (unless a type of paid time off is used). 

 
Absences of Less Than a Day: 
Except as noted below, the company will not deduct from the pay of exempt staff members for 
any absences of less than one day (i.e., partial day absences). 

 
Absences of Less Than a Week: 

1. Absences Requested by the organization or supervisor. The pay of an exempt staff 
member for absences of less than a week that occur at the request of the organization 
(e.g., lack of work) will not be deducted. 

 
2. Absences taken for reduced schedule or intermittent leave under the FMLA. Upon the 

exhaustion of all available paid leave time, the organization can deduct a proportionate 
amount from the pay of an exempt staff member who takes intermittent or reduced 
schedule leave under the FMLA. The deduction may be made for full or partial days 
missed. 

 
3. Absences in the initial week or final week of employment. During the first week and the 

last week of a staff member's employment, an exempt staff member may only be paid 
for the time he or she actually works (whether full or partial days). 
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4. Absences due to jury duty, witness duty or military leave. The organization will not 
deduct from an exempt staff member’s pay for absences of a less than a week for jury 
duty, certain types of witness duty (as provided in the Jury Duty and Witness Duty policy) 
or military  leave. 

 
5. Absences due to sickness or injury. The company may deduct from an exempt staff 

members pay for full-day absences after the staff member exhausts his or her paid time 
off leave. 

 
6. Absences due to personal reasons. The company may deduct for absences of one or more 

full days due to personal reasons. 
 

Concerns about Deductions: If a staff member believes that improper deductions have been 
made from his or her compensation, he or she should bring the matter to the attention of 
Human Resources. 

 
Personal Appearance/Dress Standard 
We who have the privilege of working at Next Level Church also have the responsibility of 
setting the example in leadership which includes our dress. Since we are observed more closely 
than others, we set a standard for what is appropriate for leaders to wear. Staff member’s 
appearance reflects not only the individual but also the Church. Staff members should dress as 
to achieve a positive image when representing Next Level and the Lord. 
  
Staff appearance in the office and at services should be appropriate. Staff members should 
dress in relation to the meetings they are having, the work they are doing and people with 
whom they are engaging. Sometimes this will dictate business dress and sometimes more 
casual. As a staff family, we love our diversity and individual taste in attire. However, there is a 
way to accomplish that and still have a well-kept and professional appearance at all times.  

  
Unacceptable Dress in any environment: 
• Tank Tops 
• Revealing Clothing 
• Immodest Neck lines (females) 

 
Unacceptable Dress for Weekend Services: 
• Any clothing with written words, messages or slogans  

o Christian messages (IE: Grace to Grace) are acceptable 
o Next Level Church Apparel is acceptable (no other church logo should be worn) 

 
“Team Logo” apparel during the week can be worn on special occasions only 

  

Any questions about your individual attire and appropriateness for your position should be 
addressed with your Supervisor. 
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Background Screening 
All staff members will be required to pass a series of background checks to include but not 
limited to, a criminal background check, social security verification, name and address search 
and MVR report. Next Level complies with the requirements of the Fair Credit Reporting Act in 
obtaining all background screening reports. 

 
Performance Reviews 
New staff members will be evaluated closely for a period of time for the supervisor: 

• To evaluate their ability to perform all functions and responsibilities of the job 
• To determine appropriate assignments 
• To monitor other aspects of the employee such as character and interpersonal skills 

with teammates, supervisors and church members.  
This period of time is usually a 90-day review but may vary depending on the role. At the end 
of that period, the supervisor will evaluate the staff member’s performance and acclamation. 
Future evaluations will occur annually (at minimum) thereafter.  
 
All staff member’s evaluations will be based on our 7 Leadership Behavioral Values, 5 Core 
Values, Staff Member Standards and other performance goals. The purpose of a review is to 
help the staff member grow in becoming successful in the position and allow a formal 
opportunity to ask questions. 

 
Personnel Files 
Next Level maintains information in staff member’s personnel files for the duration of 
employment and beyond as required by federal and state laws. Personnel files are the property 
of Next Level. The Human Resources Department maintains the official records for each staff 
member. Staff members are responsible for reporting any change of address, phone number or 
other information to Human Resources in order to maintain accurate personnel files. 

 
Training and Development 
Next Level recognizes that some positions require external training while on-the-job training is 
appropriate for others. Next Level Church may pay for attendance to trainings or conferences 
that are directly related to the work the staff member is performing or will be performing in 
the near future. Any seminars and conferences paid by Next Level will be at the discretion of 
the staff member’s Supervisor. 
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Communication Guidelines  
It is the expectation of all staff members that all phone calls will be returned, and emails will be 
responded to within 2 working days of the message. If a staff member is on vacation, it is his or 
her responsibility to put an ‘out of office’ message on his or her phone and email account, as 
well as give instructions as to who can assist the person in the staff member’s absence. 
Violations of this guideline may result in the suspension of the staff member’s cell phone 
stipend. 
 

Confidential Information 
Staff members may come in contact with personal and confidential information regarding Next 
Level members and/or staff members. This information should never be shared with anyone 
outside of Next Level and only shared with other staff members of Next Level on a need-to-
know basis. Documents containing confidential information should be shredded when no 
longer needed. 

 
Staff member salaries are confidential and should not be shared with anyone at any time. 
Violation of this policy will result in disciplinary action up to and including possible termination. 
 

 Non-Disclosure 
By agreeing to be employed by Next Level Church, an NLC staff member agrees to the following 
with an understanding that the violation of these standards will result in punishment and the 
possibility of termination of employment. The violations of these standards may also result in 
legal action by the State of Florida according to its laws.  
 
A Next Level Church staff member will encounter highly confidential information relative to 
NLC. All staff members agree to:  

1. Hold in trust and confidence, exclusively for the benefit of NLC the nature and existence 
of all confidential information in verbal or written form pertaining to NLC, including 
information relative to financial, personnel and other general business data; donor 
and/or contributor information; proprietary information and trade secrets owned by NLC 
(all such information is collectively referred to as “Confidential Information”). 

2. Other than the Specified Individuals listed below (which may periodically be updated by 
the President of NLC or his delegate), an NLC staff member is not to disclose Confidential 
Information to anyone else, including employees, agents or representatives of NLC or 
any other entity, without the prior written consent of the NLC President or his delegate. 
In addition, you will safeguard all such Confidential Information, using reasonable care to 
avoid disclosure. 

3. You may disclose confidential information to the extent required by court or 
administrative agency order, but only after having provided with sufficient notice of such 
order and an opportunity for NLC to contest the order in its entirety or otherwise limit 
the scope of such order. 
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4. If you make copies of documents containing confidential information, you agree to 
return to the designated individual all Confidential Information that is written or 
maintained in the form of electronic media. 

5. Your obligations with regard to confidential information will be ongoing and, unless NLC 
otherwise expressly advises you in writing, your obligations will survive the termination 
of your involvement with NLC. 

 
 
Creative Works & Intellectual Properties 
Next Level Church seeks to resource churches with its internally created creative works and 
intellectual properties. Good stewardship recognizes that everything is God’s to take, leave or 
multiply. But it also demands that we care for that which God has entrusted to us. As a staff 
member we ask that you adhere to the following guidelines when sharing created works or 
intellectual properties: 
 

• All requests for any creative work, process, system, tool etc. by anyone who is not a part 
of the Next Level Relational Network must be approved but the Executive Operations 
Pastor. 

• All requests made by members of the Next Level Relational Network can be approved by 
the Executive Leadership Team member whose team is responsible for the created work. 

• Created works and resources that were purchased or acquired from any company or 
other church for the use of Next Level Church should not be distributed under any 
circumstances due to potential licensing and copyright infringement concerns. 

 
Harassment Policy 
Next Level strives to maintain a working environment that is free from any and all forms of 
harassment. Next Level will not tolerate harassment of a staff member by anyone. Harassment 
is defined as any conduct that interferes with a staff member’s work performance or creates 
an intimidating, hostile, or offensive working environment. Foul or offensive language, jokes or 
gestures; inappropriate pictures/posters; and disrespectful or demeaning references to or 
about staff members, supervisors or members are examples of harassment. 

 
Sexual harassment, specifically, is illegal and prohibited by Next Level and involves: 
 

• Making unwelcome sexual advances, requests for sexual favors, or making other 
verbal or physical conduct of a sexual nature a condition of employment; or 

• Making submission to or rejection of such conduct a basis for making employment 
decisions; or 

• Creating an intimidating, offensive, or hostile working environment by such conduct. 
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Other forms of harassment include creating an intimidating, offensive, or hostile working 
environment based upon a staff member’s race, national origin, gender, age, veteran status or 
disability. Such conduct can include racial or ethnic slurs, insults, jokes, etc. and is prohibited. 

 
Any staff member who believes he or she has been subjected to harassment or observes 
harassment in violation of this policy must report the incident to their supervisor, the Director 
of Human Resources, the Executive Operations Pastor/Director or a Direct Report with whom 
they feel comfortable. 
 
Complaints of harassment are kept confidential except to the extent necessary to properly 
investigate them. All reports of harassment will be fully investigated and where it is determined 
that harassment behavior has occurred, disciplinary action will be taken, up to and including 
termination. 

 
False accusations of harassment have serious effects on innocent people and can result in 
termination. Staff members are expected to act in a professional, responsible and honest 
manner and maintain a pleasant working environment free from all forms of harassment. 

 
Attendance 
Next Level expects staff members to be at work, on time, as scheduled. Excellent attendance is 
a presumed standard. Staff members must contact their supervisor each day they will not be 
reporting to work on time for any reason. Excessive absenteeism or tardiness is a serious 
concern. If a staff member exhibits unexcused excessive tardiness or absenteeism, discussions 
and corrective action will be held with the staff member. 
 
In the event of a predictable all-day absence (vacations, conferences, etc.), all staff are expected 
to advise their supervisor. More information on attendance can be found in Section 6 – Time 
Away from Work. 

 
Performance Standards/Discipline 
As a staff member, each staff member is responsible for conducting himself/herself in a manner 
that will glorify God. The Church uses biblical principles to guide its work ethics and policies and 
expects the same of staff members. If a staff member engages in an activity detrimental to the 
best interests of Next Level, the body, or the staff members, he or she will be appropriately 
disciplined. 

 
Supervisors may utilize a number of disciplinary techniques depending on the seriousness of 
the offense and the number of previous disciplinary events. Next Level reserves the right to 
make use of any of the actions listed, or other disciplinary techniques, at any time. 
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These actions include: 

• Verbal counseling; 
• Written documented warnings; 
• Suspension and/or probation; * 
• Termination 

 

*While on probation, staff members are not eligible to apply for an internal transfer, receive a 
salary increase, or apply for a posted job on the church website. 

 

Termination of Employment 
It is the desire of the leadership team that all staff members are successful in their positions. 
However, Next Level recognizes that the State of Florida is an “at will” state and either the staff 
member or Next Level may terminate the employment relationship, for any reason or for no 
reason, at any time with or without notice. 

 
Voluntary terminations (resignations) require the minimum of a two-week written notice. 
Voluntary terminations involve participation in an exit interview with a member of Human 
Resources. When necessary, and in isolated cases, interviews are conducted by phone. Staff 
members are expected to return building access fobs, keys, credit cards and other property of 
Next Level at the time they leave employment. The cost of any unreturned property may be 
deducted from the staff member’s final paycheck. 

 

Outside Employment 
Due to the burden carried and the focus that is needed toward the vision, staff members are 
discouraged from working a second job. For the purposes of this section, a second job can be 
defined as an activity that generates income. However, under the following circumstances, staff 
members will be permitted to work a second job: 
- The job must not interfere with the staff member’s sabbath (day off with no work) 
- Any work with a second employer must not conflict with the work schedule of the Church.  
- The secondary job must not interfere with the performance of the staff member’s 

responsibilities at the Church.  
- Staff members should provide the Executive Operations Pastor written notice of the job, 

the name of the employer, the hours required for it and the desired reason for the job (IE: 
financial strain) 

- The staff member cannot approach staff or church members personally or on social media 
to obtain clientele of any kind. 

- The staff member may not engage in employment with a second employer if the judgment 
of the Executive Operations Pastor is that the employment with a second employer could 
constitute an actual or perceived conflict of interest.  
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Office Etiquette   
The nature of our work is often collaborative and Next Level utilizes an open office concept in 
many of our work spaces to aid in collaboration.   As professionals, staff members need to be 
mindful of their peers.   The following guidelines should not be considered an all-inclusive list. 

- Please be aware of strong odors from candles, food, perfumes/colognes etc. 

- Please ensure that packages are retrieved from the mailroom at least every other day. If 
you’re going to be out of the office for more than 2 days, ask a teammate to help. 

- Our workspaces should be ready for visitors, including the hallways. Please promptly put 
empty boxes or trash bags in the dumpster.  

-  Team offices should not have the doors closed and entry restricted except during meetings 
or other work functions that require an interruption free time.  This does not include a 
team ‘Power Hour.’  

-  Please empty cups, cans etc. of liquids before placing them in trashcans.  

- While one of our Leadership Behavioral Values is Fun, please keep in mind that teammates 
or other teams may be engaged in work that requires concentration or attention to detail 
and may be unable to join in the fun at the moment.  

- Meeting spaces need to be reserved using the system in place.  Similarly, it is helpful to 
remove a reservation if the room is no longer needed.
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Payday 
Payroll for both full-time and part time staff is issued bi-weekly on Monday. If the regular 
payroll date falls on a holiday, it will be paid the Friday before.  

 
Mileage Reimbursement 
Next Level may reimburse staff members for expenses incurred when using their personal 
vehicles for Church business (IE: driving to a conference). This determination will be made on a 
case by case basis at the rate determined according to IRS regulations. Please see the Mileage 
Reimbursement Policy for the current mileage rate. [AVAILABLE IN SPRING 2019] 

 
Meal Allowances 
Please see the Meal Allowances Policy [AVAILABLE IN SPRING 2019] 
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Next Level is pleased to provide a competitive benefits package to all full time, non-temporary 
staff members. Specific benefit information is discussed during New Hire Orientation. Please 
contact Human Resources for questions regarding staff member benefits. 
 
Full-time, non-temporary staff members are eligible for benefits on the 1st of the month 
following employment unless the staff member’s hire date is the 1st of the month in which case 
the staff member is eligible on the date of hire.  

Medical Insurance 

Next Level Church pays 100% of every full-time staff member’s medical insurance. Optional 
dental, vision and telemedicine insurance is available at the staff members expense. 
 

Retirement Savings Plan (AVAILABLE IN WINTER 2019) 

Next Level provides a Retirement Savings Plan to help staff members accumulate financial 
resources for retirement. The Plan allows eligible staff members to elect how much of their 
salary they wish to contribute to the plan and to direct the investment of their funds into 
professionally managed investment funds. 

 
Eligibility 
Full-time staff members who regularly work 37.5 hours or more in a week are eligible to 
participate in the Retirement Savings Plan. Eligible staff members may choose to enroll at any 
time after their hire date. 

 
Vesting 
Because Next Level pays 100% of individual health benefits, Next Level does not offer employer 
contributions through a matching program for retirement at this time. Any staff member is fully 
vested in his/her own contributions and is entitled to those contributions upon withdrawal or 
rollover eligibility regardless of length of employment. 
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Missions Benefit 
 

It is an honor and a privilege to “Love All, Serve All” locally, nationally, and internationally. We 
are called to follow the Great Commission as we go and make disciples of all nations. Staff 
members may attend and/or lead mission trips according to supervisor’s discretion. Timing of 
trip participation is dependent upon both organizational and individual needs. Leaders must 
complete Mission Leaders Training and/or have previously co-led a Next Level mission trip.  

 
Every full-time staff member is asked to lead or attend a Next Level mission trip: 
• Executive Leadership Team – Lead Annually 
• Pastors – Lead Bi-Annually   
• Other Full-time Exempt Employees – Lead or attend one trip every 3 years  

 
Staff members who are leading a Next Level Church sponsored missions trip according to the 
schedule above are eligible for paid mission trip leave for the length of the trip (this must be 
approved by Supervisor).  
• If the staff member is leading/co-leading the mission trip, the expenses will be covered 

by Next Level Church.  
If the staff member is attending the mission trip, financial responsibility will fall on the 
individual. Finances will be extracted from pay for any staff member who has not paid in full 
prior to departure.  

 
If leading a trip, staff members and their supervisors are required to set aside at least one 
post-trip personal compensation day for re-acclimation, re-entry processing and resting prior 
to returning to work. The compensation day should be taken on the nearest day to the end of 
the trip as possible, based upon organizational needs. (IE: If the staff member returns on a 
Saturday and regularly works on Sunday, then take Sunday as the compensation day and 
resume normal work on Monday…or work on Sunday and take Monday as the compensation 
day). 

 
Additional Trips  
• Additional trips will require staff members to use vacation time.  
• Staff members may not use vacation time to lead a mission trip with an organization 

outside of Next Level Church.  
 
 Worker’s Compensation 
All staff members are covered by worker’s compensation insurance, which compensates a staff 
member for lost time, medical expenses, and loss of life or dismemberment from an injury 
arising out of or in the course of work. Staff members must report any accident or injury 
immediately to his/her supervisor and the Human Resources Director immediately. 
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Mobile Phone Stipend 
All staff members whose positions require the use of a mobile phone will receive a $50/monthly 
stipend included in their paycheck. This is with the understanding that a staff member will be 
available to answer emails, texts or phone calls in a timely manner and with quick responses to 
co-workers, supervisors and those they lead as well as maintain their church extension and 
voicemail on their mobile device. 

 
Additional Information 
The above summary of benefits is not a binding agreement. All benefits are governed by specific 
Plan Documents provided to all eligible staff members during orientation (or during open 
enrollment thereafter). Specifics of all benefits are discussed during orientation. In addition, 
Staff is encouraged to thoroughly review the plan documents and plan administrative manuals 
for full details of benefits. 
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Summary 
Next Level provides paid time off for full-time staff members to include holidays, vacation, 
bereavement and jury duty as described in the following paragraphs. Part time, temporary and 
contract workers do not receive paid time off. Next Level complies with all of the requirements 
of the Family and Medical Leave Act. 

 
Holidays 
Next Level recognizes the following 9 paid annual holidays. If a Next Level Holiday occurs on a 
staff member’s regularly scheduled day off, the staff member will earn one (1) day of 
compensatory leave. 

 
1. New Year’s Day 
2. Monday after Easter 
3. Memorial Day 
4. Independence Day 
5. Labor Day 
6. Thanksgiving Day 
7. Day after Thanksgiving 
8. Christmas Day 
9. Day after Christmas 

 
Vacations 
It is the staff member’s responsibility to be intentional about scheduling this time. There must 
be strategic communication with the Supervisor about the desired timing and planning. It is not 
mandatory, but due to the weight of ministry, it is highly encouraged that you take 5-day breaks 
(7 total calendar days) and not divide up your vacation time with a day or two throughout the 
year. It is also highly encouraged that vacation is spaced periodically throughout the year for 
necessary “water breaks” in the ministry marathon. 

 
Biblical principles for rest and renewal are the foundation for the following vacation policy: 
 
Accruals: 
Our vacation year is based upon anniversary date. This means that a staff member’s vacation 
year begins on the date they started to work with NLC and runs until the day before that date 
in the next calendar year. Staff members earn one additional vacation day per year on their 
anniversary date. Once a staff member reaches 20 days of vacation, no additional vacation days 
are added to the staff member’s time off. Vacation can be used in ½ day increments. 
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Weekends: 
Staff members whose work week includes weekends, may take one weekend off (non-
consecutive) per 5 days of vacation available for the year.   
 
For example: 

• a staff member with 10 vacation days may take 2 weekends off throughout the year 
• a staff member with 15 vacation days may take 3 weekends off throughout the year 
• a staff member with 13 vacation days may take 2 weekends off throughout the year 

A staff member must meet the next increment of 5 vacation days before earning another 
weekend off. 
 
Staff members whose work does not include weekends must remember that unless on 
vacation, serving regularly and attending are still a requirement for every staff member. 

 
New Hires: 
Full time staff members receive 10 vacation days during the first year of employment which will 
be prorated depending upon their hire date: 

 
If hire date is between:  
January – March: 10 days  
April – June: 7 days   
July – September: 5 days  

 
ELT, Pastors, and Supervisors receive 15 vacation days during the first year of employment 
which will be prorated depending upon their hire date: 

 
If hire date is between: 
January – March: 15 days  
April – June: 10 days   
July – September: 7 days  

 
Staff members earn one additional day per year in January of each year. The staff member in 
their second year of employment will have 11 days of vacation during the second year and 
pastors will have 16 days of vacation in their second year. Once staff members reach 20 days 
of vacation (or after 11 years of employment), no additional vacation days are added to the 
staff member’s time off. (See chart below). Vacation can be used in ½ day increments. 
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Years of 
Employment 

Staff 
Vacation Days 

Pastor 
Vacation Days 

1 10 15 

2 11 16 

3 12 17 

4 13 18 

5 14 19 

6 15 20 

7 16 - 

8 17 - 

9 18 - 

10 19 - 

11 20 - 
 

Vacation Roll Over 
Staff members are encouraged to use their vacation each year. Vacation is a necessary and 
important form of rest; therefore, vacation days are not allowed to be carried over. 

 
Scheduling Vacation Time 
Vacations are scheduled with the approval of their supervisor. NLC will make every effort to 
accommodate requests for vacation time but reserves the right to prioritize based on ministry 
needs and the amount of advance notice given by the staff member.  
 
Staff members with weekend responsibilities will count weekends as one day. And cannot take 
two consecutive weekends off. No staff member should take two consecutive weeks off. 

 
Sick Leave 
Sick leave is intended to help protect each staff member against loss of earnings because of 
personal illness or accident. It is not intended as additional vacation, maternity leave or 
personal time off. 

 
Each staff member will receive 12 days of sick leave in January of each year. The time can be 
used in ½ day or whole day increments (4 hours/8 hours). Sick leave can be used for the staff 
member’s personal illness and doctor appointments, as well as immediate family member’s 
illness and doctor appointments. 
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Sick leave cannot be rolled over to the following year and sick leave will not be paid out upon 
the staff member’s termination from Next Level. Sick leave will be pro-rated for new staff on 
the following schedule: 

 
January – March 12 days 
April – June 9 days 
July – September 6 days 
October – December 3 days 

 
If a staff member is having surgery in the 1st quarter of the following year, they are allowed to 
roll over 10 sick days, but they must be used before March 31st of the following year. 

 
If a staff member exhausts all sick leave and needs additional time off, they will be required to 
use vacation leave before requesting time off without pay. 

 
Maternity Leave 
Maternity leave is intended to help full-time staff by giving them paid time off after the delivery 
of a baby. Staff members can receive up to 5 weeks paid Maternity leave at the birth of a new 
child. Staff members may also allocate up to 5 days of vacation at the end of the maternity 
leave if desired. Eligible staff members may take up to 7 additional weeks unpaid for a total of 
12 weeks Maternity leave (see FMLA leave). 

 
Paternity Leave 
Male spouses can take up to five (5) days paid leave when they have a child born or adopt an 
infant. Staff members may take up to 5 sick days for extraordinary circumstances relating to 
the medical condition of the employee’s spouse or newborn. If the staff member wishes to take 
more time off, they must get supervisor approval and use vacation. 
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Family Medical Leave 
Next Level Church complies with the Family and Medical Leave Act. 

 
ELIGIBILITY 
The Family and Medical Leave Act (FMLA) is a federal law that gives qualified staff members 
the right to request up to 26 weeks of unpaid leave. Under FMLA qualified staff members 
must: 

 
1. Work at locations where there are at least 50 or more staff members within a 75-

mile radius, and 
 

2. Have worked for Next Level at least one year and at least 1250 hours in the previous 
12 months 

 
A staff member who takes leave under the provisions of FMLA must comply with the 
notice requirements under the Act as well as other policies described herein. 

 
TYPES OF FMLA LEAVE 
An eligible staff member may take up to twelve (12) weeks of unpaid leave during a rolling 
12- month period for the following reasons: 

 
• Birth, Adoption or Foster Care: for incapacity due to pregnancy, prenatal medical care; to 

care for the staff member’s child after birth; or placement for adoption or foster care. 
• Staff member’s Own Serious Health Condition: a serious health condition as defined by the 

FMLA. 
• Family Member’s Serious Health Condition: to care for the staff member’s son, daughter, 

parent, or spouse who has a serious health condition. 
• Active Duty Exigency: qualified exigencies arising out of the fact that the staff member’s 

spouse, child, or parent is on, or has been notified of an impending call to, active duty with 
the National Guard or Reserves. 

 
An eligible staff member may take up to twenty-six (26) weeks of unpaid leave during a single 
12- month period for the following reason: 

 
• Military Caregiver Leave: to care for a spouse, child, parent or next of kin who is a current 

member of the Armed Forces, including the National Guard or Reserves, who has a serious 
injury or illness incurred in the line of active duty or who is on the temporary disability 
retired list. 
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During the single 12-month period during which leave is granted for Military Caregiver Leave, 
a staff member shall only be entitled to a combined total of twenty-six (26) weeks of leave for 
both that Military Caregiver leave and FMLA leave taken during that period for any other 
reason. 

 
INTERMITTENT OR REDUCED SCHEDULE LEAVE 
In certain circumstances, staff members may take FMLA leave intermittently (e.g. in blocks of 
time) or by reducing their work schedule. In certain circumstances, Next Level Church may 
temporarily assign a staff member to an alternative position with equivalent pay rate and 
benefits that better accommodate the staff member’s approved intermittent or reduced leave 
schedule. When the need for intermittent or reduced schedule leave is foreseeable based on a 
planned medical treatment, the staff member must make a reasonable effort to schedule the 
treatment. 

 
PROCEDURES FOR REQUESTING FAMILY AND MEDICAL LEAVE 
To request leave, the staff member should notify Human Resources and obtain a "Request for 
Leave" form. This form should be completed and forwarded to Human Resources. A staff 
member utilizing FMLA leave must give written notification and must provide the anticipated 
timing, duration, and reason for the leave. 

 
When the need for Active Duty is foreseeable, the staff member must provide his or her 
supervising supervisor with such advance notice as is reasonable and practicable. When the 
need for all other types of FMLA leave is foreseeable, a staff member must provide his or her 
supervisor with at least a 30-day notice of the need for FMLA leave. When this is not practicable 
due to medical reasons or other warranted conditions, notice should be verbally provided 
within two business days of when the staff member is aware of the need. When the need for 
leave is foreseeable based on a planned medical treatment, the staff member must make a 
reasonable effort to schedule the treatment so as not to unreasonably disrupt the operations 
of the department. If a staff member fails to give proper notice for foreseeable FMLA leave, the 
leave may be delayed until at least thirty (30) days after notice is provided. 

 
 

CERTIFICATION 
Next Level requires staff members to provide certification and/or recertification of the need 
for FMLA leave. Such certifications may be required prior to FMLA leave approval or while on 
FMLA leave as allowed by law. Failure to furnish appropriate certification within 15 days of 
request, unless not practicable under the circumstances, may result in leave denial. 
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BENEFITS WHILE ON FAMILY AND MEDICAL LEAVE 
Benefits paid by Next Level will remain in effect while a staff member is on leave. Any 
supplemental benefits paid by the staff member through payroll deduction must be received 
by Next Level prior to invoice date in order to be kept current. 

 
RETURNING FROM LEAVE 
As provided by the FMLA, eligible staff members who return from FMLA leave will be reinstated 
to the same job they left, or one with substantially equivalent benefits, pay and other terms 
and conditions of employment to the extent required by the FMLA. If the staff member’s 
medical condition indicates the staff member may be unable to perform an essential job 
function or presents a significant safety concern, a fitness-for-duty certification may be 
required and may be subject to further medical review. The consequences of not returning 
from leave when FMLA leave time expires include the loss of the potential right to job 
restoration. 

 
 
Bereavement Leave 
Full time staff members are eligible for Bereavement leave to provide a time for mourning after 
the loss of a loved one for immediate family. For purposes of this policy, “immediate family” is 
defined as the following relatives of the staff member and the staff member’s spouse: spouse, 
children, parents, siblings, grandparents, grandchildren and other relatives living in the staff 
member’s home. For the passing of an aunt or uncle, Next Level will provide 1 day of 
bereavement to attend the funeral. 

 
In most situations, Next Level will provide up to 3 days off depending upon travel time needed. 
The time off a staff member receives is subject to circumstances and Supervisor  approval. 

 
Jury Duty 
If a staff member is called to jury duty, Next Level will continue to pay the staff member’s 
regular day’s pay while the staff member carries out his/her civic responsibility. Upon receipt 
of notification from the state or federal court, the staff member should notify their supervisor. 
The staff member is required to provide copies of the subpoena or summons to the supervisor 
and Human Resources. 

 
Military Leave 
Next Level complies with the Uniformed Services Employment and Reemployment Rights Act 
(USERRA) that gives the staff member the right to be reemployed in their civilian job if they 
leave their job to perform service in the military.  
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The following guidelines are outlined in the Act. 

• The staff member is required to give the employer advanced written or verbal 
notice of the service; 

• The staff member has 5 years or less cumulative service in the military 
with a particular employer; 

• The staff member returns to work or applies for reemployment in a timely 
manner after conclusion of service; and 

• The staff member has not been separated from service with a disqualifying 
discharge or under other than honorable conditions. 

 
USERRA will be followed in determining reinstatement rights following military service. The 
staff member can use part or all of their vacation while serving if they desire to be paid. 

 
Requesting Time Away from Work 
Staff members requests for Time Away from Work (including sick leave) must be submitted 
through the Paycom System. Time away from work that was not previously submitted and 
approved in Paycom will be treated as unapproved time off. Unapproved time off will be 
handled using the following process: 

• First Offense – warning 
• Second Offense – meeting with HR to review policy 
• Third Offense – the unapproved time will be unpaid 
• All Future Offenses – May result in additional disciplinary action up to and 

including termination. 
 
Staff members are given instructions on setting up a Paycom user name during HR Orientation. 
For assistance, please contact the Human Resources Department. 
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Violence Free Workplace 
It is Next Level’s policy to provide a workplace that is safe and free from all threatening and 
intimidating conduct. Therefore, we will not tolerate violence or threats of violence in any form 
in the workplace or at any Next Level functions. This policy applies to all staff members, 
members, guests and vendors. It is a violation for any individual to engage in any conduct, 
verbal or physical, which intimidates, endangers or creates, the perception of intent to harm 
persons or property. 

 
It is a violation for any staff member to bring any type of weapon on the premises of a Next 
Level campus, unless they have been specifically authorized to be armed by the Executive 
Operations Pastor or Safety Director. Violation of this policy may result in disciplinary action, 
up to and including termination. 

 
Drug-Free Workplace 
The possession, sale, use, transfer or being under the influence of alcohol, illegal drugs, or any 
illegal substances on Church premises or in Church vehicles is strictly prohibited. The Church 
will not tolerate the use of illegal drugs by its staff members, either on or off the job, or the use 
of alcohol off the job if it results in a DUI, criminal activity, or damage to the reputation of the 
Church. 

 
Violation of this policy will result in disciplinary action, up to and including termination. The 
Church reserves the right to require any staff member to take a drug screening test at any time. 
Staff members who are suspected of alcohol use during work through observation of objective 
signs of such use (e.g., smell of alcohol, slurred speech, possession of alcohol at work) will be 
subject to alcohol testing. 

 
Device and Software Use Policy 
The Next Level Device & Software Use Policy is reviewed at the time of each Staff Member’s 
orientation. 

 

This concludes the Staff Member Manual. If you understand and 
agree with the contents herein, please sign the Staff member 
Handbook, At Will Staff member Status, Confidentiality and 
Harassment Acknowledgement you received at orientation and 
return it to the HR Department. 
 
If you have any questions regarding this material, contact the 
Director of Human Resources prior to executing the 
acknowledgement. 


