Staff Educational Assistance Policy

Overview
Calvary Bible Church recognizes that educational development contributes significantly to the ministry and equipping of the servants of God.   Calvary Bible Church’s staff educational assistance policy was established to provide an opportunity for Pastors and other ministry staff to obtain additional education or training in order to enhance their spiritual growth.  It may be for their present ministry or in preparation for future ministries within this congregation or the global Body of Christ.  Requests for assistance may be made by the employee, the Senior Pastor, or the Board of Elders.

General Policy Description
Calvary Bible Church provides financial assistance for continuing education to employees through:

Pastors’ Annual Continuing Education Allowance
All Pastoral staff are budgeted an annual allowance for continuing education normally equal to 3% of their annual compensation.  This allowance can be used for conference fees and registration, books, hotel, meals, travel, electronic media, or other costs directly related to continuing education.  Such allowance may be adjusted during the budgeting process for planned activities as approved by the Senior Pastor, the Board of Elders (for the Senior Pastor), or their designees. 

Directors’ Annual Continuing Education Budget
As part of the annual budget process, consideration is given for conference fees and registration, books, hotel, meals, travel, electronic media, or other costs directly related to continuing education for Directors. Requests to attend conferences must be submitted to the Director’s immediate supervisor and forwarded to the Executive Director, Senior Associate Pastor, or Senior Pastor for approval, subject to budget considerations.

Supplemental Educational Assistance
In addition to the Pastors’ Annual Continuing Education Allowance, Pastors and other full-time ministry staff can apply for Assistance for Supplemental Education Expenses for their personal spiritual growth. Such expenses include tuition, fees, books, and supplies, but does not include meals, lodging, or transportation.  

All supplemental educational assistance must be directly related to the staff member’s present position or to prepare them for another specific ministry.  It must be requested in writing and approved by the Senior Pastor, the Compensation Committee, and the Elder Board prior to incurring any costs.  Approval will be contingent upon 1) current and projected budgetary considerations; 2) evaluation of the proposed school; 3) potential benefit of the training; and 4) other relevant considerations.  Reimbursement may be up to 100% of applicable expenses, subject to current tax law as noted in the section under “Tax Status”.  Additionally, study leave (normally up to 5 days annually) may be granted to the employee at the discretion of their supervisor, with the approval of the Senior Pastor or the Board of Elders (for the Senior Pastor). 

The supplemental educational assistance may be requested by any permanent, full-time ministry staff person after one year of employment.

The type of educational programs eligible for financial assistance include:
· Degree Programs--Supplemental educational assistance is available for graduate degree programs. Colleges or universities must be accredited by an accrediting agency that is recognized by the U.S. Secretary of Education and acceptable to the Board of Elders. 
· Non-Degree Programs--Individual classes or training outside of a degree program will be reviewed for approval by the Board of Elders on a case-by-case basis. 
Ongoing participation in the program is contingent on the employee’s:
· Continued acceptable performance, both in their current ministry position and within their education program, at the sole discretion of the Senior Pastor, the Board of Elders (for the Senior Pastor), or their designees;
· Continued affirmation of the doctrinal statement of Calvary Bible Church without reservation and a personal lifestyle which is consistent with the faith and practice of Calvary Bible Church, as defined and determined by the elders.

Funding
All funding for educational assistance may be made via reimbursement or pre-funding of a semester, including a semester prior to the completion of the immediately preceding semester. Grants, scholarships, or other funds which the staff member does not have to repay will reduce the amount of educational assistance requested, so that funding from all sources will be limited to a maximum of 100% of all covered costs.

If for any reason, a staff member loses losses eligibility, any program not yet completed will no longer be eligible for funding and any pre-funding must be reimbursed to the church.

Tax Status
This policy is intended to comply with Internal Revenue Code regulations governing educational assistance programs to maintain the tax-exempt treatment of the funds distributed.  These regulations require all the following requirements be met:

1. The program is a separate written plan that provides educational assistance only for employees.
1. The program does not favor highly compensated employees.  
1. The program does not allow employees to choose to receive cash or other benefits that must be included in gross income instead of educational assistance.
1. The program gives reasonable notice to all eligible employees.
1. Educational assistance will normally be limited to $5,250 per calendar year in accordance with current tax law.  (Such amount will automatically be adjusted based on changes in US tax law.)  Any costs in excess of this amount must be approved by the Executive Director and will be reported as wages on the employee’s W-2 and therefore be taxable to the staff member in the applicable calendar year.  

Finally, this policy may be modified in whole or in part at any time without notice to remain in compliance with the Internal Revenue Code.

Use of Work Time
Staff members in a program of study covered by this policy will be allowed to utilize a portion of their work week for study related to pursuit of their degree.

School projects that align with their job duties can be completed as part of their work time. Some examples could be hospital calls, counseling sessions, and preparation of materials that will be utilized in teaching.

The general expectation is that such projects would not take up more than five hours of any given work week. Work time for school should only be for the project or to fulfill a class requirement. It should not be considered a weekly event.											
