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other personal reasons. Eligible employees are entitled to accrue PTO at a rate that is determined by 
your years of service.  To find your eligibility for PTO, please reference your personnel letter.

If the need to use PTO is foreseeable, employees are encouraged to provide at least  2 weeks notice 
to the Executive Pastor and any staff supervisor by filling out a time-off request form. If the need to use 
PTO is not foreseeable, the employee must provide notice as soon as possible. Employees must get 
approval from the Executive Pastor and any staff supervisor prior to scheduling or using PTO.

PTO approval is at the sole discretion of the Executive Pastor in consultation with any staff supervisor. 
Employees are encouraged to schedule PTO as far in advance as possible to help avoid any staff 
conflicts.

In order to use PTO, employees must have accrued PTO available. ODC does not allow employees 
to borrow against future expected accruals. Employees must use PTO in the year in which it is earned; 
however, employees may carry over a limited number of accrued PTO hours as outlined in their 
personnel letter.   

Upon departure from ODC, an employee is eligible to be compensated for any accrued and unused 
PTO unless the employee fails to give proper notice of resignation or the termination is involuntary.  

Maternity/Paternity Leave

Female staff members may request a leave of absence of up to 8 weeks for the birth or adoption of 
a child.  The first 4 weeks will be paid, and the subsequent 4 weeks will be unpaid.  At the end of the 
leave you are entitled to return to the same position or to a position of the same pay and similar level.

Male staff members may request a leave of absence of up to 2 weeks for the birth or adoption of a 
child.  These first 2 weeks will be paid.  Additional unpaid leave, up to 2 additional weeks, may be 
requested and will require the approval of the Executive Pastor and any staff supervisor. 

Both female and male staff members may also use any accrued PTO for any weeks of granted unpaid 
maternity/paternity leave.  

Maternity/Paternity leave must be taken in concurrence with the birthdate of a newborn child or the 
placement of an adopted child.  For adoptions that require extended travel as part of the pre-adoption 
process, this leave can be used for travel as needed.  
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Maternity/Paternity leave should be requested at least 60 days in advance.  If extenuating circumstances 
exist then requests may be granted, as determined by the Executive Pastor, with less than 60 days 
notice.  

Other Time Off

HOLIDAYS

ODC observes the following holidays on which our church office will be closed:

• New Year’s Day
• MLK Jr Day
• Easter Monday
• Memorial Day
• 4th of July
• Labor Day
• Thanksgiving Day
• Christmas Eve
• Christmas
• New Year’s Eve

Please see your personnel letter regarding eligibility for holiday hours for these holidays.

CIVIC DUTY

To support employees in fulfilling their civic duty, ODC will grant time off for an employee who has 
received a summons to serve as a potential jury member.  Employees must notify their supervisor as 
soon as possible after receiving a jury summons and should provide a copy of the summons for record-
keeping purposes.  Paid time off for this civic duty will be dependent upon the circumstances and in 
consultation with your staff supervisor and Executive Pastor.  

BEREAVEMENT

It is the desire of ODC to accommodate bereavement requests and will do so on a case-by-case basis.  
All bereavement requests should be made directly to your staff supervisor and/or Executive Pastor, as 
soon as possible.
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Retirement Plan

Open Door Church provides participation in a 403(b) plan to all full-time employees.  To find specifics 
on this benefit and your eligibility, please consult your current year personnel letter. 

Technology

In most cases, the technology you need to perform your job description will be provided to you by 
ODC, with the exception of a mobile phone.   Some full-time employees are eligible to participate in 
ODC’s Buy Your Own Device (BYOD) program that allows an employee to accrue designated funds 
to be used to purchase a computing device and related accessories.  This device will be considered a 
personal device rather than a church owned and issued device.  If you are eligible for this benefit, it will 
be noted on your current year personnel letter. 

In cases where you are asked (or offer) to use your personal computing device to perform your specific 
job duties, a small stipend may be offered in lieu of equipment. If you are eligible for this benefit, it will 
be noted on your current year personnel letter. 

Housing Allowance

ODC offers a housing allowance to eligible employees.  See your current year personnel letter to 
determine if you are eligible for this benefit.  If you are eligible for this benefit you will be asked to fill 
out ODC’s housing allowance form where you will provide a cost breakdown of eligible expenses that 
shows validity of the housing allowance you are claiming.  If you receive ODC’s housing allowance it 
is your responsibility as an eligible employee to maintain proper documentation as this allowance is 
subject to audit procedures.  



ODC EMPLOYEE HANDBOOK PAGE 18

Expense and Reimbursement 

ODC issues a credit card to all employees who routinely have to make purchases as part of your job 
duties.  Authorized employees may also request payment via a check upon submission of a check 
request form.  The purpose of ODC’s expense and reimbursement policy is to provide clear guidance 
on incurring expenses, submitting documentation verifying legitimacy of expenses, and how to be 
reimbursed for expenses so that ODC  is in accordance with IRS regulations.  The following outlines 
ODC’s expense and reimbursement policy.

CREDIT CARD EXPENSES

ODC has an expense account with Ramp Business Corporation, through which eligible employees 
are issued a charge card with an expense limit.  All employees who will make routine purchases are 
eligible to be issued a card upon the Executive Pastor’s approval. 

All card expenditures must be approved by the Executive Pastor, either through the budget for the 
ministry area of the expense, or through special request.  

After any card expenditure, you are required to upload the receipt/invoice, as well as budget code and 
description of expense, into the Ramp mobile app or desktop version.  If the expenditure is a hospitality 
expense (please see your personnel letter if you are eligible for these expenses) then the description 
must include the names of all individuals present and ministry-related reasons for the expense.  

If you lose a receipt and are unable to upload into Ramp, you will be asked to fill out the description 
and state reason for missing receipt on the Ramp mobile app or desktop version.  You may also be 
required to fill out a Missing Receipts form by the Financial Assistant.  

Personal purchases are not allowed on your Ramp card.  If a personal purchase is made you are 
required to reimburse the church for the expense immediately.  Please consult with the Staff Accountant 
to determine the best way to submit the required reimbursement.  

Expenses and Reimbursements6
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You are responsible for being good stewards of any issued Ramp card, which includes being cautious 
and alert with the card information, maintaining its proper storage, and ensuring its proper usage.  Any 
employee who is found to misuse an issued Ramp card is subject to removal of its privilege.  Misuse 
consists of but is not limited to:  improper personal purchases, not uploading required documentation 
into Ramp, or misplacement of the card.  

EXPENSES VIA CHECK REQUEST

Eligible employees may request a check for an expense via submission of a check request form to the 
Financial Assistant.  These forms can be located in the office workroom.

All check requests must be approved by the staff supervisor over the ministry expense, and the Executive 
Pastor.  

REIMBURSABLE EXPENSES

ODC maintains an expense reimbursement arrangement that conforms to an accountable plan under 
§ 62(a)(2)(A) and (c) of the Internal Revenue Code and the regulations thereunder.

ODC will reimburse employees for all properly substantiated ministry-related expenses paid for by 
an employee personally when request is submitted timely through a reimbursement request along with 
verifying receipts.  ODC will exclude from your wages reimbursements of these substantiated ministry-
related expenses.  

For the reimbursement expense to be properly substantiated, ODC requires that the receipts and 
reimbursement request contain information sufficient to substantiate the amount of the expense, the 
date of the expense, the place of the expense, and the business purpose of the expense.  For hospitality 
expenses, names of individuals present along with the ministry-related reason for the expense must be 
provided. 

For the reimbursement request to be considered timely, the reimbursement request and receipts must 
be submitted within 30 days after returning from a trip, but no later than 60 days after incurring the 
expense.  

A reimbursement request form can be found in the office workroom and should be filled out and turned 
in to the Staff Accountant.  All reimbursements must be approved by the ministry lead over the ministry 
area of expense and the Executive Pastor.  
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Elders and ministers may request a reimbursement for a non-employee by filling out a reimbursement 
request form for the non-employee, obtaining receipts substantiating the ministry-related expense, and 
submitting these to the Financial Assistant.  

Reimbursements to employees will be issued via direct deposit.  Reimbursements to non-employees, 
including all lay Elders, will be issued via check. 
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Voluntary

Employees resigning from ODC are required to give at least 2 weeks notice in writing.  For elders/
ministers it is requested that they give at least a 2 month notice.  Upon departure from ODC, an 
employee is eligible to be compensated for any accrued and unused PTO unless the employee fails to 
give proper notice of resignation.  ODC requires that the employee give details in writing on current 
tasks working on, access/password information to relevant online platforms used in connection to the 
job, and expenses connected to their position that are pending or due soon.  Keys, your company-
issued Ramp card, other company-owned property, and name badge are to be turned in by the final 
day of employment.  A final timesheet is also to be submitted detailing final hours worked.

Involuntary

Employees who are terminated involuntarily are not eligible for PTO payout and are required to return 
all company-owned property, including your Ramp card, upon termination.  

Exit Policy7





ODC EMPLOYEE HANDBOOK PAGE 23

General Handbook Acknowledgment

I have received and read a copy of Open Door Church of Raleigh, NC’s employee handbook. I 
acknowledge the policies, rules, and benefits described in it and how they pertain to me as an 
employee.  I understand the handbook and its policies are subject to change at the sole discretion of 
Open Door Church at any time and that this handbook is intended to provide guidelines and general 
descriptions only.  Individual circumstances may call for individual attention. 

Employee’s Printed Name: _________________________________________________________

Position: _______________________________________________________________________

Employee Signature: _________________________________________   Date:_______________

The signed original copy of this acknowledgment should be given to the Staff Accountant and it will be 
filed in your personnel file.

Acknowledgments8




