Personnel Manual

Of

Our Church

Welcome!

Our Church members and employees welcome you as an employee. We welcome you to the team that works to mobilize the members of Our Church into ministry.

We hope that as you use your gifts here at Our Church that ministry may be an experience of God’s richest blessings.  We are hopeful that the following policies will serve as a guideline for all of our staff to ensure that all staff are treated consistently and fairly.  We encourage your input at all times for specific changes to the policies or other suggestions you may have for improvement at Our Church.

Thank you for joining our team.

January 2006
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Acknowledgement of Receipt of Employee Policies

I have received a copy of the Our Church Personnel Manual, which outlines the current policies and responsibilities of its employees.  I will familiarize myself with this information, and I understand that it constitutes the policies of Our Church.  I also understand that this information is not a contract and is subject to change at any time and without any notice as situations warrant, and that changes in Our Church policies may supersede, modify, or eliminate these policies.  Changes in any of these policies can only be made by the Administration Team of Our Church and will be communicated to me by my supervisor or through official notices.  I accept responsibility for keeping informed relative to any changes.  I understand and agree that I am an at will employee which means I may be terminated for cause or without cause or for no reason.

Date_________
Employee Signature:_______________________

Employee Printed Name: ___________________


100 Employment

       101  Nature of Employment

Our Church and all employees are accountable for their compliance with the policies of this manual. Such compliance is intended to be executed through the internal procedures of the employer as outlined in this manual and elsewhere.

This manual is intended to provide employees with a general understanding of the employment policies. Employees are encouraged to familiarize themselves with the contents of this manual, for it will answer many common questions concerning employment with Our Church.

However, this manual cannot anticipate every situation or future change; nor can it answer every question about employment. In order to retain necessary flexibility in the administration of policies and procedures, the employer reserves the right, at any time, and without prior notice, to change, revise, or eliminate any of the policies and/or benefits described in this manual, except for its policy of employment-at-will. Furthermore, the only valid deviations from the stated policies are those reviewed by and approved by the Administration Committee of Our Church.

Neither the employee nor the employer is bound to continue the employment relationship. Either has the right, at will, to end the employment relationship at any time. 

       102  Equal Employment Opportunity

Our Church does not unlawfully discriminate in employment opportunities or practices on the basis of race, color, height, weight, national origin, age, disability that does not prevent the performance of the essential functions of the work, or any other characteristic that should be protected in light of Our Church’s values and philosophies of employment.

Our Church will make reasonable accommodations for qualified individuals with known disabilities, unless doing so would result in an undue hardship. Qualified individuals with disabilities are entitled to equal pay and other forms of compensation. This policy governs all aspects of employment, including recruitment, selection, job assignment, discipline, termination, and access to benefits and training. Further, Our Church, in concern for social justice, endorses employment policies that affirmatively promote equality of opportunity for all persons, in harmony with the teachings of Scripture.

Our Church will not discriminate against any qualified employee or applicant because he or she is related to or associated with a person with a disability.

Any employees with questions or concerns about any type of discrimination in the workplace are encouraged to bring these issues to the attention of their immediate supervisor, the Church Administrator, or the Personnel Committee. Employees can raise concerns and make reports without fear of reprisal. 

       103  Discrimination and Harassment

Our Church is committed to providing a work environment that is free of discrimination and harassment. Inappropriate actions, words, jokes, or comments based on an individual’s gender, race, ethnicity, age, weight, height, or any other protected characteristic will not be tolerated. All such harassment is demeaning to other persons, undermines the integrity of the employment relationship, and is strictly prohibited. Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitute sexual harassment when:

·
submission to such conduct is made either explicitly or implicitly a term or condition of an employee’s continued employment, or

·
submission to or rejection of such conduct by an individual is used as a basis for employment decisions affecting the employee, or 

·
such conduct has the purpose or effect of interfering with an individual’s work performance or creating an intimidating, hostile, or offensive working environment.

Every employee is expected to respect the integrity, dignity, and potential of every other employee. Any employee who wants to report an incident of discrimination or sexual or other harassment should promptly report the matter to his or her supervisor. If the supervisor is unavailable or the employee believes it would be inappropriate to contact that person, the employee should immediately contact a member of the Administrative Committee. Employees can raise concerns and make reports without fear of reprisal.

Any supervisor or manager who becomes aware of possible discrimination or sexual or other harassment should promptly advise a Church Administration Committee member, who will handle the matter in a timely and confidential manner.

       104  Immigration Law Compliance

In compliance with the Immigration Reform and Control Act of 1986, each new employee, as a condition of employment, must complete the Employment Eligibility Verification Form I-9 and present documentation establishing identity and employment eligibility. Former employees who are rehired must also complete the form with Our Church if their previous I-9 form is no longer retained or valid.

Employees with questions or seeking more information on immigration law issues are encouraged to contact the Church Administrator. Employees may raise questions or complaints about immigration law compliance without fear of reprisal.

       105  Position Postings

Announcements about position vacancies are posted on appropriate bulletin boards or bulletins, thereby providing current employees the opportunity to apply for an open position or to recommend someone not presently working for Our Church. Openings shall normally be advertised. Efforts will be made to provide information about position openings through various means as appropriate.

       106 Employee Medical Examinations

To help ensure that employees are able to perform their duties, medical, psychological and/or drug testing examinations may be required for certain positions. After an offer has been made to an applicant entering a designated job category, such an examination, by a health professional of Our Church’s choice, may be requested at no cost to the employee. The assignment to duties is contingent upon the results of the medical examination.

Information on an employee’s medical condition or history will be kept separate from other employee information and maintained confidentially. Access to this information will be limited to those who have a legitimate need to know.

       107  Conflicts of Interest

Employees have an obligation to conduct business within guidelines that prohibit actual or potential conflicts of interest. This policy establishes only the framework within which Our Church wishes the business to operate. The purpose of these guidelines is to provide general direction so that employees can seek further clarification on issues related to the subject of acceptable standards of operation. Employees should contact their immediate supervisor or a Church Administration Committee member for more information or if they have questions about a conflict of interest.

Employees are ordinarily not permitted to serve on Council.  Spouses of employees who are elected as Council members may not serve on the Administration Team.  No family member may be a supervisor to another relative.

To help maintain Christian integrity, it is required that employees having any influence on transactions that potentially involve a conflict of interest bring the situation to the attention of their immediate supervisor.

An actual or potential conflict of interest occurs when an employee is in a position to influence a decision that may result in a personal gain for that employee or for a relative as a result of Our Church’s business dealings. Personal gain may result not only in cases in which an employee or relative has a significant ownership in a firm with which Our Church does business, but also in cases in which an employee or relative receives a gift of $100 or more or special consideration as a result of any transaction or business dealing involving Our Church.

For the purposes of this policy, a “relative” means spouse, mother, father, spouse’s mother, spouse’s father, son, daughter, brother, sister, aunt, uncle, or one whose relationship with the employee is similar to that of a relative.

       108  Outside Employment

Outside employment will present a conflict of interest if it has an adverse impact on the ministry of Our Church.

An employee may hold a job with another organization as long as he or she satisfactorily performs his or her job responsibilities. All employees will be judged by performance standards appropriate to their position and will be subject to scheduling demands regardless of any existing outside work requirements.

Employees engaged in ongoing outside employment are required to provide a written statement regarding the nature and the terms of the employment to the Church Administration Committee when there is a potential for conflict of interest. The information relating to the outside employment must be updated in writing annually. Outside employment should not conflict with an employee’s work schedule, duties, and responsibilities or be in conflict in any way with the church’s mission or goals. Any outside employment may not be conducted during an employee’s normal working hours or have an adverse impact on an employee’s performance. Outside employment may not involve the use of Our Church’s time, property, materials, or equipment.

If it is determined that an employee’s outside work interferes with performance or the ability to meet the requirements of the organization as they are modified from time to time, the employee may be asked to terminate the outside employment if he or she wishes to remain an employee.

200 Employment Status and Records

       201 Employment Categories

The intent of this section is to clarify the definitions of employment classifications so that employees understand their employment status and eligibility for benefits. These classifications do not guarantee employment for any specified period of time. Accordingly, the right to terminate the employment relationship at will at any time, with or without cause or advance notice, is retained by both the employee and the employer.

All employees are classified as exempt or nonexempt employees based on the type of work they perform and/or their earning levels, as follows:

·
Hourly-paid (Nonexempt) employees are all those to whom Our Church must by the Federal labor Standards Act (FLSA) pay (established hourly) wages and overtime.

·
Salaried (Exempt) employees are all those who are not covered by the FLSA. Employees are classified as exempt when their job descriptions match the federal and state requirements for exempt status as determined by the Personnel Committee with legal counsel.

Each employee will belong to one of the following employment categories:

·
Introductory employees work performance is being evaluated to determine whether further employment in a specific position is appropriate. Employees who satisfactorily complete the introductory period will be notified of their new employment classification (see section 202). Employees in this category are eligible for Our Church’s benefit programs, subject to the terms, conditions, and limitations of each benefit program.

·
Full-time employees are those who are not in a temporary or introductory status and who are regularly scheduled to work 1664-2080 hours per year. They are eligible for Our Church’s benefit programs, subject to the terms, conditions, and limitations of each benefit program.

·
Part-time employees are those who are not assigned to a temporary or introductory status and who are regularly scheduled to work 1040-1663 hours per year. Employees in this category receive all legally mandated benefits (such as Social Security and workers’ compensation insurance), and prorated benefits for vacation and sick days but not holiday (see section 203).

·
Casual employees are those who are not assigned to a temporary or introductory status and who are regularly scheduled to work less than 1040 hours per year. While casual employees receive all legally mandated benefits (such as Social Security and workers’ compensation insurance), they are ineligible for all of Our Church’s other benefit programs.
·
Temporary employees are those who are hired as interim replacements to temporarily or intermittently supplement the work force or to assist in the completion of a specific project. The category does not include independent contractors. Employment assignments in this category are of a limited duration, which may be extended by the employer. Any such extension of employment does not in any way imply a change in employment status. Temporary employees retain that status unless and until notified of a change. While temporary employees receive all legally mandated benefits (such as Social Security and workers’ compensation insurance), they are ineligible for all of Our Church’s other benefit programs.

       202 Introductory Period

The introductory period is intended to give new employees the opportunity to demonstrate their ability to achieve a satisfactory level of performance and to determine whether their new position meets their expectations. This period is used to evaluate employee capabilities, work habits, and overall performance. Either the employee or employer may end the employment relationship at will at any time during or after the introductory period, with or without cause or advance notice.

All new and rehired employees work on an introductory basis for the first ninety days after their date of hire. After six months a new employee will normally receive a performance evaluation.  Successful completion of the introductory period does not change the at-will nature of an employee’s employment. Any significant absence will automatically extend an introductory period by the length of the absence. If the designated introductory period does not allow sufficient time to thoroughly evaluate the employee’s performance, the introductory period may be extended for a time at the discretion of the supervisor.

Upon satisfactory completion of the introductory period, employees enter the full-time, part-time, casual, or temporary classification.

       203 Time Benefits for Part-Time Employees

Employees who, on an annual basis, normally work less than 2080 hours per year and a minimum of 1040 hours will be eligible for prorated time benefits (vacation and sick leave) based on a 40-hour workweek.

Pro rata application of this policy will also apply to the amount of vacation time that can be applied during any one week (for example, an employee who normally works 20 hours per week can receive no more than 20 hours vacation pay for any one week), and to the year-end accumulation of vacation-time benefits.

       204 Performance Appraisals

Supervisors and employees are strongly encouraged to discuss job performance and goals on an informal, day-to-day basis. A formal written performance evaluation will be conducted at the end of an employee’s initial period of hire, known as the introductory period. Additional formal performance evaluations are conducted to provide both supervisors and employees the opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize strengths, and discuss positive, purposeful approaches for meeting goals.  Input may be received from others including coworkers and members of the congregation.

Performance evaluations are scheduled every twelve months. All evaluations must be filed with the Church Administration Committee.

       205 Employment Reference Checks

1.  Seeking References

To ensure that an applicant seeking employment opportunities is well qualified and has a strong potential to be productive and successful, employment reference checks will normally be done on each applicant.

2.  Providing References

The Church Administration Committee will respond in writing only to those reference-check inquiries that are submitted in writing. Responses to such inquiries will confirm only dates of employment, wage rates, and position(s) held, unless the employer has been provided a proper written authorization and release signed by the individual who is the subject of the inquiry. All requests for references should be referred to the Church Administrator. Supervisors or others may not respond directly. Information that they wish to provide must be transmitted through the Church Administrator, and must comply with the above policy.

       206 Access to Personnel Files

The Church Administration Committee maintains a personnel file on each employee. The personnel file includes such information as the employee’s job application, resume, records of training, documentation of performance appraisals and salary increases, and other employment records.

Personnel files are the property of Our Church, and access to the information they contain is restricted. In general, only the Church Administration Committee members and Pastor or staff members who have a legitimate reason to review information in a file are allowed to do so.

Employees who wish to review their own files should contact the Church Administration Committee. With reasonable advance notice, employees may review their own personnel files in the presence a Church Administration Committee member. An employee may be charged a reasonable fee for any requested photocopies.

  207 Personnel Data Changes
It is the responsibility of each employee to promptly notify his/her supervisor of any changes in personnel data. Personal mailing addresses, telephone numbers, number and names of dependents, individuals to be contacted in the event of an emergency, educational accomplishments, and other such status reports should be accurate and current. If changed, the Church Administrator must be notified.

300 Employee Benefit Programs

       301 Holidays

Full-time employees receive seven (7) paid holidays a year in addition to vacation. Included is one personal leave day, which an employee selects in consultation with his or her supervisor.

The paid holidays are as follows:

New Year’s Day

Memorial Day

Independence Day

Labor Day

Thanksgiving Day 

Christmas Day

Personal Leave Day

For full-time employees, holiday pay is for eight (8) hours at the regular rate of pay, excluding overtime and other payments. Payment for holidays will be made within the pay period in which the holiday falls.

If a holiday occurs during an employee’s vacation time, it is not to be counted as a vacation day.

When a holiday falls on a Saturday or Sunday it will be observed by employees on another day as determined by the employer, ordinarily the preceding Friday or following Monday.

Employees are required to use their personal leave day during the year it is earned. Unused personal leave is forfeited at the end of the year it is earned. Part-time employees are not eligible for prorated holiday pay.

       302 Vacation

All vacations will be allocated on the basis of the calendar year (January 1 through December 31). Vacations may be taken at any time during this year, provided that eligibility has been established and approval has been obtained. Vacation time is earned pro rata during the course of the year and will be added to an employee’s bank at the end of each month. If an employee leaves a position after completing at least one year of service and gives three weeks notice or if the employment has been terminated, an employee will be entitled to unused vacation pay for that year.

Employees are required to notify their supervisor in sufficient time for him or her to arrange for continuous workflow during requested absence. Should an employee’s services be required during the vacation period requested (due to prevailing work conditions), the supervisor has the right to withhold approval until a more appropriate time.

The employee’s supervisor will review vacation-schedule conflicts with those involved to reach a mutual resolution. Once an employee’s vacation schedule has been approved, it ordinarily may not be altered without the employee’s consent.

Vacation pay will be based on an employee’s normal work schedule, up to 40 hours per week (2080 per year), at the rate in effect at the time of vacation. Vacation time and pay will be prorated for eligible part-time employees (for example, an employee who normally works 20 hours per week can receive no more than 20 hours vacation pay for any one week of vacation).

No vacation time will be granted for a period of time less than four hours.

302.1 Eligibility

Part-time employees, on an annual basis, must work an average of at least 20 hours a week (1040 per year) to be eligible for prorated vacation benefits. (See also section 203)

The following schedules indicate the amount of vacation for which full-time employees are eligible (supervisors will identify the employee’s category). New employees who have completed less than their first full year are eligible for vacation on pro rata basis (based on the length of continuous service on December 31, computed from date of employment).


Full Years of Service--Employees
Amount of Vacation

    

After one year
 

    

Two weeks 


After five years



Three weeks


After ten years



Four weeks

For benefit purposes, one week is considered to be 5 days.

One day of pay is equal to 20% of the weekly scheduled pay.

302.2 Accumulation of Vacation

Employees may, with approval of the Church Administration Committee, reserve up to one-half (1/2) of eligible vacation time in any given year and use it the following year.

302.3 Holiday During Vacation

If an authorized holiday falls within an employee’s vacation, the holiday will not be charged to vacation time.

302.4 Sickness during Vacation

Vacation will not normally be extended, nor additional vacation time scheduled, due to sickness during a vacation. In cases of major illness or accident, supported by a physician’s statement, the Church Administration Committee may approve additional vacation days consistent with the number of vacation days lost.

302.5 Death of a Family Member during Vacation

In the event of a death of a family member during vacation, an employee will be granted bereavement leave under the guidelines stated in section 306. Scheduling of unused vacation time in such circumstances must be arranged with the supervisor.

Only in rare (emergency) situations will an employee be requested to work during a scheduled vacation period. If a new vacation time cannot be arranged before the end of the vacation calendar year, the Church Administration Committee may authorize vacation payment or authorize carry-over of all unused vacation time.

       303 Sick Leave

Full-time employees will be credited with six (6) sick leave days per year beginning in January. Full-time employees who begin employment after the month of January will be credited with six (6) sick-leave days on a pro rata basis during the first year.

Part-time employees who, on an annual basis, normally work less than 40 hours and more than 20 hours per week will be eligible for prorated sick-leave pay (see section 203).

303.1 Guidelines

Sick leave will be granted for an employee’s personal illness or injury. If unable to work, the employee must notify his or her supervisor no later than one-half (1/2) hour after the normal starting time. The supervisor should be kept informed of the date of return. The supervisor is responsible for approving the sick-leave request.

The employee may be required to provide evidence, satisfactory to the employer, of the illness or injury or the ability to return to work after an illness or injury. Ordinarily such evidence will consist of a statement from the attending physician who specifies the condition and prognosis, specifically addresses the employee’s ability to work on the day(s) in question, and states when the employee was examined by the physician. In addition, Our Church reserves the right to require, at its cost, examination by one or more physicians of its choice.

Any disability payments the employee receives from insurance coverage provided by any agency, workers’ compensation, or any state or federal benefits (including Social Security) will be deducted from the payment received under the sick-leave policy.

303.2 Accumulation of Sick Leave

The amount of sick leave may be accumulated to a maximum of 30 days. Accumulated sick-leave time will not be paid upon termination (either resignation or discharge) of employment or upon retirement.

       304 Absences for Denominational Church Meetings

Employees may be allowed time off with pay to serve at CRC synod, classis, board, or related committee meetings.  Before agreeing to be nominated for or accepting to serve in the above-mentioned roles, employees are requested to discuss this matter with their supervisor. If an employee’s absence could cause a hardship, a letter will be sent to the appropriate organization requesting that the employee be excused.

To be eligible for a paid absence under this policy, an employee must work 30 or more hours per week on a regular basis. Employees working less than 40 hours a week will be paid on a pro rata basis.
 305 Overtime Compensation
On occasion it will be necessary for hourly employees to work greater than 40 hours within a given week. Compensation will be paid at 1.5 times the usual salary for any hours worked over 40 within one week. Paid vacation, sick/personal and holiday hours will not be considered as part of the hours accumulating overtime compensation, i.e., only regular working hours will be used to achieve overtime compensation.

 306 Bereavement Leave

Recognizing that the death of a loved one creates different needs for each employee—depending on the relationship, circumstances, distance of travel, and ethnic and cultural traditions—Our Church desires to be as responsive and sensitive as possible to those individual circumstances and needs. Employees who wish to take time off because of a death should notify their supervisor immediately.

306.1 Guidelines

Employees must notify their immediate supervisor and, in consultation with the supervisor, agree upon an acceptable time for absence.

1.Under this policy an employee is granted up to three days of paid leave for the death of an immediate family member. If necessary, vacation days may be used for additional days needed. 2. One paid day is granted for the funeral of an extended family member provided that day is a scheduled workday.

3. All others—time may be taken for part of a day to attend a local funeral of a loved one at the discretion of the employee’s supervisor.

Definition for immediate family – spouse, parent, spouses parent, brother, sister, child, or grandchild.

Definition for extended family- uncle, aunt, spouse’s brother, sister, and grandparent.

  307 Jury Duty

Employees are encouraged to fulfill their civic responsibilities by serving on jury duty when required.

307.1 Eligibility

Employees are eligible for time off with pay (less court pay) for jury duty.

307.2 Guidelines

Jury duty pay will be calculated on the employee’s base pay rate based on a regularly scheduled workday for up to eight hours.

Employees must show the jury duty summons to their supervisor as soon as possible so that the supervisor may make arrangements to accommodate their absence. Of course, employees are expected to report for work whenever the court schedule permits.

Either the employer or the employee may request an excuse from jury duty if, in the Church Administration Committee’s judgment, the employee’s absence would create serious operational difficulties.

  308 Witness Duty

Employees are encouraged to appear in court for witness duty when subpoenaed to do so.

If employees have been subpoenaed or otherwise requested to testify as witnesses by Our Church, they will receive paid time off for the entire period of witness duty.

Employees will be granted a maximum of eight (8) hours of paid time off to appear in court as a witness at the request of a party other than the Our Church. Employees will be paid at their base rate and are free to use any remaining paid-leave benefits (such as vacation leave) to receive compensation for any period of witness duty absence that would otherwise be unpaid.

The subpoena should be shown to the employee’s supervisor immediately after it is received so that operating requirements can be adjusted, where necessary, to accommodate the employee’s absence. The employee is expected to report for work whenever the court schedule permits.

  309 Workshops, Conferences, and Seminars

Employees may be encouraged to attend workshops, conferences, and seminars to increase knowledge, promote personal growth, and increase effectiveness in their work. If initiated by the employee, a written request must be submitted to the supervisor for approval by the Church Administration Committee at least 30 days before the meeting dates. It is important to note that the seminars should be planned in the yearly budget, or they may not be approved.

  310 Office hours

Office staff are expected to remain at their office as much as possible. A regular office hours schedule should be approved by the immediate supervisor. Supervisors may require an explanation when team members are not present during scheduled hours.

Employees are not routinely permitted to provide care for their children on the premises during working hours.

  311 Health Insurance Coverage

The health insurance plan currently offered by Our Church covers the full time employee only, with the exception of the Pastor who is provided coverage for his/her spouse and children.  Employees who desire to have their spouse or spouse and children covered under the plan may do so at their own expense via payroll deduction.  More detailed information concerning coverage offered by our health insurance plan is available from the Church Administration Committee.  You are eligible to purchase health insurance coverage for eighteen months if your employment is terminated.  Ordinarily, health insurance coverage will terminate on the same date as termination of employment.  Please advise the Church Administration Committee in writing prior to termination of employment if you wish to maintain your health insurance under COBRA.

An eligible employee may elect to not participate in the health insurance program offered by Our Church only in cases of documented spousal coverage.  The person would then be eligible to receive compensation at a rate of 30% of the insurance premium cost that the church would have paid for that employee. This compensation will not be eligible for match for full-time staff who are 403B participants.  Payment of this benefit would occur on a quarterly basis and be subject to tax rules.  This benefit is subject to change.

  312 Workers Compensation Insurance

All employees are covered by Worker’s Compensation Insurance for injuries, which occur while at work.  All accidents, injuries, strains, or illnesses that you believe to be work-related must be reported to the Church Administration Committee immediately.

  313 Professional Liability Insurance

Our Church maintains professional liability insurance coverage for its entire paid staff.

  314 403B Plan

All staff employed by Our Church are eligible to participate in the 403B plan offered by Our Church.  Contributions to the 403B plan are optional. These monies are self funded by the employee with pre tax dollars.  Upon retirement or resignation of employment, the employee is entitled to receive 100% of the 403B funds.  Full-time employees are eligible to participate in employer matching contributions after one year of service.  See plan document for details.  This plan is subject to change.

  315 Merit Plan

On the basis of an excellent annual review in the previous year, an employee may be eligible for a merit increase within the salary scale for his/her position at the time designated for merit increase evaluation.  The merit increase will be recommended by the supervisor/Senior Pastor and approved by the Administration Committee Team according to the approved evaluation process.

The Administration Team will establish the merit step percentage each year in the annual budget process.  The existence and level of merit increases are subject to change and elimination as determined by church financial conditions and the discretion of the Administration Team.

Staff members who are above the max range in the “Salary Grade and Range Structure” will no longer be considered for the defined merit increase.  Rather, the “topped out” employee will be eligible for a bonus at the time that merit increases are determined.

400 Employee Conduct

       401 Attendance and Punctuality

To maintain a safe and productive work environment, employees are expected to be reliable and to be punctual in reporting for scheduled work. Absenteeism and tardiness place a burden on other employees in the workplace. In the rare instances when employees cannot avoid being late to work or are unable to work as scheduled, they should notify their supervisor as soon as possible in advance of the anticipated tardiness or absence.

When an employee must leave early, permission must be obtained from the employee’s supervisor a day in advance, if possible. 

       402 Personal Appearance

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect the image Our Church presents to members and visitors.

During business hours, employees are expected to present a clean and neat appearance and to dress according to the requirements of their positions. Tattoos, body art, and body piercing other than in the ear lobe cannot be visible at any time. Employees should consult their supervisor if they have any questions as to what constitutes appropriate attire.

       403 Property

Employees are responsible for items issued to them by their employer or that are in their possession or control, such as the following:

·
credit cards, calling cards

·
computer hardware and software

·
keys

·
manuals

·
pagers

·
equipment and tools

Employees must return any property immediately upon request or upon termination of employment.

       404 Drug and Alcohol Use

It is Our Church's desire to provide a drug-free, healthful, and safe workplace. To promote this goal, employees are required to report to work in appropriate mental and physical condition to perform their jobs in a satisfactory manner.

While on the premises and while conducting business-related activities, no employee may use, possess, distribute, sell, or be under the influence of illegal drugs or alcohol. An alcohol level greater than 0.02 mg will be considered unacceptable. The legal use of prescribed drugs is permitted on the job only if it does not impair an employee’s ability to perform the essential functions of the job effectively and in a safe manner that does not endanger other individuals in the workplace.

Employees with questions or concerns about substance dependency or abuse are encouraged to discuss these matters with their supervisor or the Church Administration Committee to receive assistance or referrals to appropriate resources in the community.

Employees with questions about issues related to drug or alcohol use in the workplace may raise their concerns with their supervisor or with the Church Administration Committee.
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