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I. A Culture of Unity 
 
 For as the body is one, and hath many members, and all the members of that one body, 

being many, are one body: so also is Christ. (I Corinthians 12:12) 

 

 

A Vision of Oneness 

(based on I Corinthians 12:12--- this is where he actual vision statement is shared) 
 

 

A Mission of Oneness 

 

 

 
A Motto of Oneness 

“One Body, Many Members.” 

 

 

A Confession of Oneness 
As the elect of God, holy and beloved, we put on tender mercies, kindness, humbleness of mind, meekness, long 
suffering; bearing with one another, and forgiving one another, if anyone has a complaint against another; even 
as Christ forgave us, so we also must do. 

But above all these things we put on love, which is the bond of perfection. 
We let the peace of God ruel in our hearts, to which also we were called in one body; and we are thankful. 
 

We let the word of Christ dwell in us richly in all wisdom, teaching and admonishing one another in psalms and 
hymns and spiritual songs, singing with grace in our hearts to the Lord. 
 

And whatever we do in word or deed, we do all in the name of the Lord Jesus, giving thanks to God the Father 
through Him. 

 

(Based on Colossians 3:12 – 17)  



II. Introduction 
 

A. You Are Important! 
All leaders and volunteers of Memorial Tabernacle Christian Life Center have significant ministries. Without 
their faithful service, the work of ministry would be immeasurably harder and likely less fruitful. 

 
B. This Is a Christian Office 
Although the day-to-day work schedule includes activities common to most offices, such as typing, accounting, 

computing, filing, and so on, it is important to remember that these activities support an international 
Christian ministry. All MTCLC personnel, and volunteers are to follow biblical principles of behavior and 
conduct. 

 
Volunteers should make a conscious effort to maintain a close and constant relationship with Jesus Christ, to 
strive for a good working relationship with others and to practice patience, Christian love, accountability 

and forgiveness. By our words and deeds, other should see a difference in our lives. 
 
C. We Have a Purpose! 

Our purpose is to glorify God by fulfilling His command to make disciples of all people. The motto of 
Memorial Tabernacle Christian Life Center is “One Body. Many Members.” 
 

D. Why Guidelines? 
Without guidelines, chaos and confusion are commonplace. We all need guidelines to maintain a well-
ordered and organized work environment. Yet guidelines that do not serve the needs of all involved stifle 

the work effort. They are neither well received nor useful. 
 
The following guidelines have been formulated considering each person’ importance, recognizing this is a 

Christian office, and in keeping with the organizational purpose, that characterizes our work as ministry. 
 
II. Volunteerism 

 A. Definition of a Ministry Volunteer 
A ministry volunteer is one who freely gives his or her time, talents, knowledge skills and/or abilities in 
order to assist in the overall mission of MTCLC without expectation of compensation.  

 
B. Who is a Volunteer? 
Currently, with the exclusion of the Pastor, Church Secretary, and Janitorial Staff, everyone involved in 

some aspect of ministry at MTCLC is a volunteer. This includes the Trustee Board, Deacons and Deaconess, 
Ministerial Staff and group, committee and auxiliary leaders and workers. 
 

C. Why Volunteer at MTCLC? 
 

 

III. Office Schedule 
 
Office Hours 
Regular office hour are from _____A.M. to _____ P.M. on Mondays through Fridays. 

 

IV. General Guidelines 
 

A. Personal Appearance 
Cleanliness and a high standard of personal appearance influences the work environment as well as the 
Christian testimony of the organization. 

 
B. Office Housekeeping 



In consideration of others, and of office visitors, everyone is expected to maintain a neat, clean, clutter-free 
work area. These areas should be as clear as possible at the end of each workday. 

 
C. Telephone Calls and Office Visits 
We recognize that you will need to make and receive occasional personal telephone calls during normal 

office hours. Generally, we discourage incoming calls from family friends, and associates. Similarly, regular 
and prolonged office visits by family, friends and associates is discouraged. 
 

D. Courtesy and Conversation 
Quiet office conversation helps everyone concentrate on his or her own work. Loud talking and laughing 
hinders the work environment and is distracting when others are occupied in business conversations. 

 
For the sake of courtesy, individuals will wait outside an office or away from a desk when another individual 
is talking on the telephone. We should also maintain a respectful distance when two or more individuals are 

talking. 
 
E. Confidentiality 

You may occasionally see documents or overhear others discussing sensitive and/or confidential matters. They 
may pertain to employees, church members, ministry leaders, missions, other churches, ministry work and/or 
financial matters or supporters. 

 
It is critical that such information remain confidential. 
 

Should you see or hear something that you believe to be a significant problem or impropriety you are 
encouraged as a first step to clarify the issues with the individual involved. Then, if necessary, you may 
discuss the issue with the _______________ and/or the administrator. 

 
F. Concerns and Problems 
Even in a Christian organization, it is inevitable that occasional interpersonal problems will occur. 

 
If after a brief cooling-off period a more serious conflict lingers, you are encouraged to follow the 
instructions outlined in Matthew 18:25 – 27: First, go to your co-worker and share your concern. If the two of 

you cannot resolve the problem alone, then (and only then) ask the administrator to hear the concerns of both 
parties in order to mediate a solution. 
 

As Christians, we have an obligation to maintain harmony and good relationships with others. This does not 
mean we always agree or that suggestions and constructive criticism are not valuable. 
 

What it does mean, however, is we must be able to work together and resolve conflicts with others, bringing 
honor to the Lord. First Corinthians 13 should govern everything we do. 
 

I Corinthians 13 (NLT) 
1If I could speak all the languages of earth and of angels, but didn’t love others, I would only be a noisy 
gong or a clanging cymbal. 2 If I had the gift of prophecy, and if I understood all of God’s secret plans and 

possessed all knowledge, and if I had such faith that I could move mountains, but didn’t love others, I would 
be nothing. 3 If I gave everything I have to the poor and even sacrificed my body, I could boast about 
it;[a] but if I didn’t love others, I would have gained nothing. 
4 Love is patient and kind. Love is not jealous or boastful or proud 5 or rude. It does not demand its own way. 
It is not irritable, and it keeps no record of being wronged. 6 It does not rejoice about injustice but rejoices 
whenever the truth wins out. 7 Love never gives up, never loses faith, is always hopeful, and endures through 

every circumstance. 
8 Prophecy and speaking in unknown languages[b] and special knowledge will become useless. But love will 
last forever!9 Now our knowledge is partial and incomplete, and even the gift of prophecy reveals only part 

of the whole picture!10 But when the time of perfection comes, these partial things will become useless. 

http://www.biblegateway.com/passage/?search=1%20Corinthians%2013&version=NLT#fen-NLT-28629a
http://www.biblegateway.com/passage/?search=1%20Corinthians%2013&version=NLT#fen-NLT-28634b


11 When I was a child, I spoke and thought and reasoned as a child. But when I grew up, I put away childish 
things.12 Now we see things imperfectly, like puzzling reflections in a mirror, but then we will see everything 

with perfect clarity.[c] All that I know now is partial and incomplete, but then I will know everything 
completely, just as God now knows me completely. 
13 Three things will last forever—faith, hope, and love—and the greatest of these is love. 

 
G. Misconduct, Harassment and Bullying 
It is our hope that at Memorial Tabernacle Christian Life Center that no one engages in any kind of behavior 

or actions which will hurt, belittle, embarrass, intimated, separate, cause nor add to any problems amongst 
any member of the MTCLC Church Family, nor of any of the members of their families and associations.  
Making others feel un-welcome, un-wanted and un-loved will not be tolerated by any leader, volunteer, or 

personnel of Memorial Tabernacle Christian Life Center. Any MTCLC personnel, or volunteer who engages in 
any kind of inappropriate behaviors or actions against another person will be subject to disciplinary action 
and/or removal from his/her position at MTCLC. If an individual feels that any MTCLC personnel, leader or 

volunteer is harassing and/or bullying, then it is the responsibility of that person to inform the administrator 
as soon as possible so that the allegation may be handled quickly and in an efficient manner so that more 
problems do not occur as the result of the first problem. 

 
Examples of misconduct include: 

➢ Name-calling 

➢ Mobbing (or, ganging-up on) a person or 
persons 

➢ Spreading gossip and/or rumors 

➢ Fighting 

➢ Using microphones, or other means of mass 
communication to publically humiliate others 

➢ Using one’s position of authority and/or 
influence to enact vengeance, or any other 

negative behavior on other people, events or 
situations 

➢ Publishing and/or circulating any content 
about MTCLC members and/or their families 

and/or associates to the masses (like on 
Facebook, Twitter, etc.) 

➢ Disrupting meetings, events or rehearsals 
(whether abruptly, or repeatedly) 

➢ Trying to impose one’s wants and desires on 
others 

➢ Lying 

➢ Back-biting and arguing 

➢ Families and groups of people singling-out 
and attacking others 

➢ Encouraging any kind of negative behavior, 
actions or beliefs amongst others 

➢ Not following clearing-given instructions from 
those in leadership of your group and/or 

MTCLC 

➢ Inflicting any kind of physical harm, or acting 
as if one will inflict physical harm on another 

➢ Ridiculing others 

➢ Calling meetings and/or gatherings in order 
to embarrass, discredit or ridicule others 

➢ Use of obscene or sexually-charged 
language 

➢ Hatefully staring at others 

➢ Inappropriate, or un-wanted touching, 
gesturing, facial expressions or words of a 
sexual nature 

➢ Setting up people in order to embarrass 
them, or make them fail 

➢ Purposefully excluding someone from church 
activities, events, and other church-related 

functions 
 

 
Anyone who is subjected to any of the above, or other harassing or bullying behaviors by any MTCLC personnel, 

leader, or volunteer should contact the administrator. All complaints will be promptly and confidentially 
investigated. 
 

Any MTCLC personnel, leader or volunteer who violates this policy will be subject to appropriate disciplinary 
action up to and including termination. 
 

 
 

“For God gave us a spirit not of fear but of power and love and self-control.”--- 2 Timothy 1:7 ESV 

 

http://www.biblegateway.com/passage/?search=1%20Corinthians%2013&version=NLT#fen-NLT-28638c


Not only is it a violation of MTCLC’s Code of Conduct to engage in any actions or behaviors of misconduct, but as 
a registered 501 (c) 3 under United Sates Federal Law and as a corporation organized under the laws of the 

State of Missouri, MTCLC would be in violation of Title VII of the Civil Rights Act of 1964, and State of Missouri 
laws on harassment (Chapter 565, Offenses Against the Person, Section 565.090; August 28, 2013) if it does not 
formally address concerns of this nature. 

 
State of Missouri Law on Harrassment: 
 

Harassment. 
565.090. 1. A person commits the crime of harassment if he or she: 
 

(1) Knowingly communicates a threat to commit any felony to another person and in so doing frightens, 
intimidates, or causes emotional distress to such other person; or 
 

(2) When communicating with another person, knowingly uses coarse language offensive to one of average 
sensibility and thereby puts such person in reasonable apprehension of offensive physical contact or harm; or 
 

(3) Knowingly frightens, intimidates, or causes emotional distress to another person by anonymously making a 
telephone call or any electronic communication; or 
 

(4) Knowingly communicates with another person who is, or who purports to be, seventeen years of age or 
younger and in so doing and without good cause recklessly frightens, intimidates, or causes emotional distress to 
such other person; or 

 
(5) Knowingly makes repeated unwanted communication to another person; or 
 

(6) Without good cause engages in any other act with the purpose to frighten, intimidate, or cause emotional 
distress to another person, cause such person to be frightened, intimidated, or emotionally distressed, and such 
person's response to the act is one of a person of average sensibilities considering the age of such person. 

 
2. Harassment is a class A misdemeanor unless: 
 

(1) Committed by a person twenty-one years of age or older against a person seventeen years of age or 
younger; or 
 

(2) The person has previously pleaded guilty to or been found guilty of a violation of this section, or of any 
offense committed in violation of any county or municipal ordinance in any state, any state law, any federal law, 
or any military law which, if committed in this state, would be chargeable or indictable as a violation of any 

offense listed in this subsection. 
 
In such cases, harassment shall be a class D felony. 

 
3. This section shall not apply to activities of federal, state, county, or municipal law enforcement officers 
conducting investigations of violation of federal, state, county, or municipal law. 

 
(L. 1977 S.B. 60, A.L. 2008 S.B. 818 & 795) 
(2012) Subdivision (5) of subsection 1 making it a crime to knowingly make repeated unwanted communication to another person is unconstitutionally 
overbroad. State v. Vaughn, 366 S.W.3d 513 (Mo.banc). 

 
 

Interpretation 
Whilst many of the examples outlined above would be easily recognizable as unacceptable to the majority of 
people, some conduct can constitute harassment or bullying even where the person did not intend their behavior 

to be offensive.  The key point is that everyone has the right to decide what behavior is acceptable to them, and 
have their feelings respected by others. 



 
Where it is not clear that one person’s behavior or conduct would cause offence to a particular individual or 

group, first-time conduct unintentionally causing offence may not constitute bullying or harassment (which by 
definition implies repeated conduct).  However, if the behavior continues after the complainant has made it 
known to the other party involved that such behavior is unacceptable to them, then this is far more likely to be 

recognized as bullying and/or harassment. 
 
This is not however to preclude the fact that a single incident, if sufficiently serious, can constitute bullying or 

harassment. 
 
 

V. Holidays 
Scheduled Holidays When the Office Will Be Closed 
 New Year’s Day 

 Martin Luther King, Jr. Day 
  President’s Day 

Good Friday 

Memorial Day 
Independence Day 
Labor Day 

Columbus Day 
Thanksgiving Day 
Friday after Thanksgiving 

Christmas Eve 
Christmas Day 

 

VI. Job Description 
A. Job Description for Volunteers 
 1. Understand the task you undertake. 

 2. Accept orientation and training appreciatively and as required. 
 3. Serve faithfully, report new insights about your work to the volunteer coordinator. 
 4. Discover the meaning to the total process of which your task is a part of. 

 5. Open yourself to opportunities for growth in skills, self-confidence, love, and responsiblitity. 
 6. Contribute to supervision by self-evaluation and a willingness to ask questions. 
 7. Maintain confidentiality regarding any information gained through your time 

 8. Take pride in the volunteer career it pays handsomely in treasures of the spirit. 
 9. Know above all things that the staff here loves and appreciates you and your servant heart. 
 

Whatever you do, do all to the glory of God 
---- I Corinthians 10:31 
 

Whatever you do, do it heartily, as to the Lord and not to men, knowing that from the Lord you will receive 
the reward of the inheritance, for you serve the Lord Christ. 
 

--- Colossians 3:23 – 24 
 
 

B. Task Descriptions 
It is our desire to keep you informed. Below you will find a list of volunteer tasks, a time frame, the number of 
people needed to complete the task, and a description of what is involved. 

 
 [In what areas are volunteers needed? Please keep in mind critical areas of need especially those 
related to the building, landscape and other physical needs.] 

  



MTCLC Staff and Volunteer Covenant 
 

1. As an MTCLC Staff member and/or Volunteer, I realize that I am bound by Christian ethics, including 
confidentiality, honesty, respect, and acceptance of all people. 

2. As a staff member or volunteer, I commit myself to a high standard of performance. 
3. As a staff member, or volunteer, I agree to attend all necessary workshops, seminars, conferences, 

meetings and trainings which I am instructed to attend by the leaders of the auxiliary in which I 

participate and/or directed by the Pastor or other designated administrator of MTCLC. I understand 
that if I am not able to attend, then an alternative way for me to receive the training and/or 
information will be provided. 

4. As a staff member or volunteer, I promise to maintain confidentiality regarding any information 
gained through my volunteer work. 

5. As a staff member volunteer, I will attempt to be considerate and accepting toward the public, 

knowing that my attitude is an important part of my involvement with, and reflects upon the Memorial 
Tabernacle Christian Life Center. 

6. As a staff member or volunteer, I understand my obligation to glorify God is also demonstrated in 

how I treat other people. I commit myself to treating others with the dignity and respect they deserve 
as fellow people who were created in the image and likeness of God and are fellow brothers and 
sisters in Jesus Christ. 

7. I understand that if I engage in any actions or behaviors or misconduct, bullying or harassment I will 
be subject to formal disciplinary action by designated MTCLC Leadership personnel, and depending 
upon the severity of the situation and/or if I repeatedly engage in such behaviors, I will be subject to 

removal from the position, or volunteer role I hold. 
8. As a staff member or volunteer, I will ensure that my household and personal obligations and 

commitments do not hinder the work which I have volunteered to do at Memorial Tabernacle Christian 

Life Center. 
9. As a staff member volunteer, I will be responsible to the time I have committed. 
10. For the benefit of my volunteer work and my own satisfaction and growth, I will bring problems that I 

encounter to the designated administrators for his or her assistance and direction. 
11. As a staff member or volunteer, I accept this covenant as my own, looking forward to using my gifts, 

skills and talents to the glory of God, and to the edification of the Church and the peoples of the 

world. 
 
 

 
__________________________________________________________________________________________

Signature          Date 


