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WELCOME!
Welcome to OUR CHURCH Christian Reformed Church (CRC)!  We consider you to be a gift from God and look forward to working with you as a member of our ministry team.  We appreciate you and the gifts and talents you bring to this ministry and are committed to helping you achieve your highest level of service for the Lord in this ministry.

As an employee of OUR CHURCH CRC, you represent this ministry in both your work life and private life.  As a result, you are expected to be sensitive to how others may see you biblically, spiritually, and ethically.  We encourage you to strive toward living a life that is an example to others of your relationship with God and your belief in the Mission Statement, Values and Vision of OUR CHURCH CRC.

INTRODUCTORY STATEMENT

This personnel policies and procedures handbook applies to all employees, and is intended to provide guidelines and summary information about OUR CHURCH CRC’s personnel policies, procedures, benefits, and rules of conduct.  This handbook is not intended to be a contract, nor is it intended to create any legally enforceable obligations on the part of OUR CHURCH CRC or its employees.

It is important that you read, understand, and become familiar with the handbook and comply with the standards that have been established.  Please talk with your supervisor if you have any questions or need additional information.

It is obviously not possible to anticipate every situation that may arise in the workplace or to provide information that answers every possible question.  As a result, OUR CHURCH CRC reserves the right to modify, supplement, rescind, or revise any policy, benefit, or provision from time to time, with or without notice, as it deems necessary or appropriate.  The information in this employee handbook supersedes and replaces all previous personnel policies, procedures, benefits, and rules of conduct.  For the purpose of this handbook, “employee” and “staff member” will be considered one in the same.

If there is a conflict between the provisions, benefits, and policies in this employee handbook and those set forth in the terms of an ordained staff member's call, the terms of the call shall prevail.  In the same manner, no part of this manual is meant to supercede the Church Order of the Christian Reformed Church.   If there is any conflict, Church Order shall prevail.

OUR MISSION STATEMENT:

Challenging Believers to Grow; Calling Neighbors to Know

OUR VALUES:

1. A worshipping community that is fed by God’s Word, expressed through preaching, music and prayer in a way that reaches all ages;

2. A denominational commitment, expressed in our commitment to the Creeds, Confessions and Covenants espoused by the Christian Reformed Church and to the support of the various ministries of the Christian Reformed Church;

3. A Christian education for all members of the family, expressed by adult study opportunities, youth and children programming and the support of Christian day school;

4. A gift-oriented ministry, expressed by our commitment to having each member’s gifts identified, developed and used in service;

5. A caring fellowship, expressed through ministries such as our small groups, fellowship activities, newsletter, respite care, meals, lay leaders and benevolence; and
6. A need-oriented evangelism for all-aged participants, expressed in such services as OUR CHURCH After School Plus (ASP), food pantry, Lake City project, and world missions.
OUR VISION:

To be a family of believers who challenge and equip young and old to grow.  

We will do this by:

Growing in Christ-likeness:  nurturing our relationship with God as we strive for spiritual health, both personally and as the body of Christ.

Growing in Worship:  meeting God through Christ centered worship which respects and builds on our Reformed faith while being sensitive to the diverse needs of people today.
Growing in Fellowship:  creating a caring community for all that provides a sense of belonging while enabling us to enjoy our spiritual journey together.

Growing in Knowledge:  equipping all in knowledge of the Bible and with skills for meeting today’s challenges.

Growing in Service:  demonstrating our faith in action through service and outreach to our community and beyond.

Growing in Evangelism:  proclaiming the good news of Jesus Christ to neighbors near and far through personal and communal witness and discipling new believers.

SECTION I:  Employment

EMPLOYMENT AT WILL AGREEMENT

For non-ordained staff, employment is with the mutual consent of you and OUR CHURCH CRC. Consequently, both you and OUR CHURCH CRC have the right to terminate the employment relationship at any time, with or without cause or advance notice.  This employment at will agreement constitutes the entire agreement between you and OUR CHURCH CRC on the subject of termination and it supersedes all prior agreements.  Although other policies and procedures of OUR CHURCH CRC may change from time to time, this employment at will agreement will remain in effect throughout your employment with OUR CHURCH CRC unless it is specifically modified by an express written agreement signed by you and the  Adminstrative Council Chairman as supported by a Council motion of OUR CHURCH CRC.  This employment at will agreement may not be modified by any oral or implied agreement. Ordained staff are subject to the terms of their call.

EQUAL EMPLOYMENT OPPORTUNITY

OUR CHURCH CRC is committed to equal employment opportunity for all qualified persons, without regard to race, color, ancestry, national origin, sex (including pregnancy, childbirth and related medical conditions), national origin, ancestry, age, physical disability, mental disability, medical condition, veteran status, or marital status, to the extent required by law.  This applies to all employment practices, including recruitment, hiring, compensation, church benefits, transfers, promotions, demotions, training, disciplinary action, and termination.

We expect all employees to show respect and sensitivity toward all other employees, and to demonstrate a commitment to the church's equal opportunity objectives.  If you observe a violation of this policy, you are expected to report it immediately to your supervisor or the Personnel Team.  OUR CHURCH CRC will promptly investigate any complaint and take appropriate preventative and/or corrective action.
Violation of this policy may result in disciplinary action, up to and including possible termination.

IMMIGRATION REFORM AND CONTROL ACT OF 1986

OUR CHURCH CRC is committed to full compliance with the federal immigration laws and will not knowingly hire or continue to employ anyone who does not have the legal right to work in the United States.  As an ongoing condition of employment, you will be required to provide documentation verifying your identity and legal authority to work in the United States.

EMPLOYEE CLASSIFICATIONS

OUR CHURCH CRC classifies employees in the following ways:

Full Time Salaried Employee - you are considered to be a full time employee if your budgeted average hours of work each workweek are more than 32 hours.

Part Time Hourly Employee - you are considered to be a part time employee if your budgeted average hours of work each workweek are 32 hours or less.
Nonexempt Employee - nonexempt employees are eligible to receive overtime pay, if applicable, in accordance with the provisions of state and federal law.

Exempt Employee - exempt employees are not covered by the overtime provisions of state and federal law and are therefore not eligible for overtime pay.

EMPLOYMENT OF MINORS

If you are not at least 18 years old, you are required by law to provide a valid work permit, high school diploma, or certificate of proficiency, before you will be allowed to work.  The employment of minors is restricted by the terms and conditions of the Work Permit, as well as the provisions of state and federal law.

EMPLOYMENT OF RELATIVES

Relatives of employees will receive the same consideration as any other applicant for a job opening and will not be accorded preferential treatment in employment matters.  However, related employees may not be permitted to work in the same department or under the direct supervision of each other because of employee morale, security, or other legitimate business reasons.  In addition, OUR CHURCH CRC may require a related employee to transfer or resign if there is a conflict of interest or management problem of supervision that cannot be resolved.

SECTION II:  Benefits

VACATION

Full time pastoral staff will receive vacation based on the terms of their call.  All other employees will earn vacation time as of December 31 each year, provided they are an employee in good standing as of December 31.  Full time (non-pastoral) employees will earn vacation time based on the following schedule:


1 week paid after 1 year of service


2 weeks paid after 2 years of service


3 weeks paid after 3 years of service


4 weeks paid after 10 years of service

Part time employees are eligible for the same benefits based on the percentage of time spent in their work; e.g. a person who works 2 days per week (40% of full time) would be elegible for 2 days vacation per year after the first year and 4 days after the second year.  A day of vacation benefit  is equal to the length of the day the employee works.

One week of vacation time may be carried over into the next year.  

Employees who are leaving employment will be allowed to take earned vacation hours before the last day of employment or be paid for earned vacation hours.

HOLIDAY PAY

Employees will be eligible to receive holiday pay on the following holidays:


New Years Day          Christmas Day
      
Labor Day

       
Memorial Day            Thanksgiving Day
Independence Day

The rate of pay will be 20% of the budgeted weekly pay of the employee. 

The following general provisions apply to holiday pay:

1. Only those holidays which fall on a week day will be paid.

2. If a holiday falls during an employee's approved vacation period, the employee will receive holiday pay, and will not be charged for a vacation day on the day the holiday is observed.

3. Employees on leave of absence for any reason are not eligible for holiday pay on holidays that are observed during the period they are on leave.

4. Holiday pay will not count as hours worked for the calculation of overtime.

SICK DAYS

All non-pastoral employees will be eligible to earn up to 2 days of sick pay for each year of full time employment.  Full time pastoral staff, because of their “salaried” classification, do not fall under the language stated under “non-pastoral” employees.  Sick pay benefits may be accumulated up to a maximum of ten days.  Employees who accumulate the maximum benefit allowed will not earn additional sick pay benefits until their accumulated total has been reduced below the maximum.  Thereafter, sick pay benefits will only be earned up to the maximum amount.  Employees will not be paid for unused sick pay benefits upon termination of employment.  Those staff members who were employed as of September 1, 2002 will be credited for existing years of employment as the basis for sick pay eligibility.  The Personnel Team will review unusual circumstances requiring more than 2 weeks of sick leave when such circumstances arise on an individual basis.  Such recommendations will be forwarded to the Administrative Council for final determination.

LEAVES OF ABSENCE
Personal Leave

An unpaid leave of absence not covered by the Family and Medical Leave Policy may be granted in the case of a personal emergency.  Each leave will be evaluated on its own merit by the Personnel Team of OUR CHURCH CRC.

Family and Medical Leave
Eligible staff members will be entitled to a total of 12 work weeks of unpaid leave during any moving 12 month period after the first qualifying date for one or more of the following:  

1. Because of the birth of a son or daughter of the staff member, and in order to care for such son or daughter.

2. Because of the placement of a son or daughter with the staff member for adoption or foster care.

3. In order to care for an immediate family member if such immediate family member has a serious health condition; and

4. Because of a serious health condition that makes the staff member unable to perform the functions of the position of such staff member.

Definitions

An “eligible staff member” means all staff members from their date of employment.

The term “immediate family member” means a spouse, son, daughter or parent.  The term “spouse” means a husband or wife, as the case may be.  The term “son or daughter” means a biological, adopted or foster child, a step-child, a legal ward, or a child or a person standing in loco parentis who is (1) under 18 years of age; or (2) 18 years of age or older and incapable of self-care because of a mental or physical disability.  The term “parent” means that biological parent of a staff member or an individual who stood in loco parentis to a staff member when the staff member was a son or daughter.  The term “serious health condition” means an illness, injury, impairment, or physical or mental condition that involves (1) inpatient care in a hospital, hospice, or residential medical care facility; or (2) continuing treatment by a health care provider.
The term “health care provider” means (1) a doctor of medicine who is authorized to practice medicine or surgery (as appropriate) by the state in which the doctor practices; or (2) any other individual determined by the United States Secretary of Labor to be capable of providing health care services.

Bereavement Leave

In the event of the death of a member of a staff member’s family, the following bereavement pay will be allowed:


Husband or wife



One week


Son or daughter



One week


Mother or father



Three days


Brother or sister



Three days


Grandparent




Three days


Grandchild




Three days


Mother-in-law or father-in-law

Three days


Brother-in-law or sister-in-law

Three days

These benefits would apply to step relationships as well.  Other circumstances are at the discretion of the supervisor and the Personnel Team of OUR CHURCH CRC.

Jury or Witness Duty

Any staff member called to jury duty or called as a witness will be compensated for normal hours/salary at the normal pay rate, less the amount compensated by the court.  The staff member’s supervisor may submit a request for temporary help if the jury duty is protracted.  This request will be considered on a case by case basis by the Personnel Team of OUR CHURCH CRC.

Study Leave
A leave of absence for personal growth and professional advancement for ordained staff is subject to the original terms of their call or as amended by Full Council action (See Sabbatical Leave Policy on page A. of the Appendix). Leaves for non-ordained staff must be approved by the Personnel Team of OUR CHURCH CRC. Such leaves will be un-paid but employees can use vacation time. Time spent at professional development seminars will be paid as approved by the Personnel Team of OUR CHURCH CRC. Requests must be made to your immediate supervisor.

Military Leave 
Leave of absence is available to those staff members who enter military service.  If you are entering active service for 3 months to 5 years, you need not make a formal request for leave.  If you are attending a weekend or summer encampment, you are required by law to request a formal leave of absence, which will be treated as a personal leave of absence.  

Workers' Compensation Leave
This is defined as a leave of absence because of work-related illness or injury.  OUR CHURCH CRC complies with applicable state and federal law concerning leaves for work-related illness or injury.

The following general provisions apply to all leaves of absence:

1.
A request for an extension of a leave of absence must be made in writing prior to the expiration date of the original leave, and when appropriate, must be accompanied by a physician's written statement that certifies the need for the extension.

2.
Failure to return to work on the first workday following the expiration of an approved leave of absence may be considered a voluntary termination.

3.
Employees will not accrue length of continuous service for the portion of a leave of absence in excess of 30 days.

4.
Employees on leave of absence will be subject to lay off on the same basis as employees who are actively at work.

5. 
Employees who return to work from a medical, pregnancy, or workers’ compensation leave of absence may be required to submit to a physical examination, at the church’s expense, to determine their fitness for duty.

6. Employees on leave of absence must communicate with the church on a regular basis, at least once each month, regarding their status and anticipated return to work date.

7. Employees on leave of absence who seek or accept other employment without the church's prior written approval may be subject to disciplinary action, up to and including possible termination.
8. Employees who falsify the reason for their leave of absence may be subject to disciplinary action, up to and including possible termination.
9. Employees must pay in full the cost of insurance premiums normally paid by OUR CHURCH CRC.
HEALTH INSURANCE COVERAGE

Health insurance coverage is available for all full time pastoral staff and their families, subject to the terms of their call, with the entire premium to be paid by OUR CHURCH CRC.

Health insurance coverage is not provided for part time employees.

WORKERS' COMPENSATION INSURANCE

All employees are automatically covered by Workers' Compensation Insurance at the time they are hired.  The church pays 100% of the premiums for this important coverage.  The following benefits are provided to employees who sustain a work-related injury or illness:

-
partial wage replacement for periods of disability;

-
medical care, including medicine, hospital, doctor, X-rays, crutches, etc.;

-
rehabilitation services, if necessary.

It is important that you report any work-related injury or illness to your supervisor, as soon as it happens, regardless of how minor it may be.  It is also important to get proper first aid and/or medical attention immediately.

EDUCATIONAL ASSISTANCE AND PROFESSIONAL MEMBERSHIPS

Where it can be demonstrated that OUR CHURCH CRC will benefit from an employee's participation in an educational program or professional organization, the related expenses may be paid by OUR CHURCH CRC. Requests for payment of expenses related to educational programs and professional organizations must be approved in advance by the Personnel Team of OUR CHURCH CRC.

SECTION III:  Personnel Status

TARDINESS AND ABSENCE
It is important that employees work their assigned schedules as consistently as possible.  However, OUR CHURCH CRC understands that because of illness or emergency you may be unable to come to work.

If you are unable to report to work for any reason, you must notify your immediate supervisor.  It is your responsibility to keep OUR CHURCH CRC informed on a daily basis during a short-term absence and to provide medical verification when asked to do so.

Employees who do not call in or report to work on time may be subject to disciplinary action, up to and including termination.

TIME CARDS
For staff members who are paid on an hourly basis, it is necessary to prepare time cards for each week that they should be paid.  Staff members should record daily the time they arrive at and leave work.  In the event the staff member is on vacation or is entitled to holiday pay, a time card must be submitted.  Nonexempt hourly employees will not be paid for more than the budgeted average weekly amount without prior approval.  Time cards are due every Friday by 2:00 p.m. to the Financial Assistant.  Completed time cards must be signed by the staff member and supervisor.  Failure to turn time cards in on time or turning in cards not signed by proper personnel may result in delay of payment.  

PERSONNEL RECORDS
It is important that OUR CHURCH CRC always have current information about you.  Please let the Financial Assistant know immediately if you change your name, address, phone number, or marital status, etc.  If for some reason you need to change your name and/or Social Security number, you will be asked to provide original documentation authorizing the change.

At reasonable times and on reasonable notice, you will be allowed to review any personnel records that have been used to determine your qualifications for employment, promotion, compensation, termination, or other disciplinary action.  Please talk to your supervisor for more information.

PROMOTION, DEMOTION, AND TRANSFER
It is the intent of OUR CHURCH CRC to give qualified employees and members preference over others when filling job openings within OUR CHURCH CRC.  However, because of the experience, skills, and educational requirements of many jobs, promotions from within OUR CHURCH CRC are not always possible.  An employee's past performance, experience, attitude, qualifications, and potential are all important factors which will be considered in making promotion and transfer decisions.  OUR CHURCH CRC reserves the right to promote, transfer and demote employees, at its sole discretion, with or without cause or advance notice.

DISCIPLINARY AND EXITING PROCEDURES

OUR CHURCH CRC is an “at will” employer.  The church or the staff member may terminate employment “at will” with or without notice, with or without cause.

Disciplinary Procedures – Whenever it is determined that a staff member has committed a disciplinary offense, the staff member’s supervisor and the Personnel Team will decide upon an appropriate disciplinary action.  The range of disciplinary action may include written warning, suspension, or discharge.  The appropriateness of the penalty in each case will be determined by the Personnel Team depending on its judgment as to the seriousness of the offense, the staff member’s prior history and other relevant circumstances.

Written Warning -   A record of the meeting stating the facts and the action taken will be prepared by the supervisor.  The supervisor will then review the warning memo with the staff member, ask the staff member to sign it.  One copy will go to the Personnel Team and another copy will be placed in the staff member’s personnel file.

Termination of Employment – It it the policy of OUR CHURCH CRC to make every effort to avoid unwarranted discharges.  However, it is necessary to enforce our policies fairly and consistently.  Violations of the policies will result in one or more of the disciplinary actions according to the frequency, seriousness and circumstances of the offense.  OUR CHURCH CRC believes that termination is the last choice and that other alternatives should be pursued diligently before termination would happen.

TERMINATION
Voluntary Termination – a voluntary termination is a termination that is initiated by the employee.  We request two weeks written notice from you before you leave your job.  Please advise your supervisor of your last day of work.

Involuntary Termination -   an involuntary termination is a termination that is initiated by OUR CHURCH CRC for reasons other than changing budgetary conditions.

Layoff -   a layoff is a termination of employment that results from changing budgetary conditions which necessitate a reduction in staff.  Whenever the church determines, in its sole discretion, a layoff should occur, the following factors will be among those considered:  versatility, qualifications, skill, ability, performance, efficiency, loyalty, attitude, and dependability.  Employees who are laid off will not be subject to recall.

All Employees Leaving OUR CHURCH CRC – All employees will be required to process through the supervisor and/or Personnel Team before receiving final pay.  This process will include an exit interview (see Exit Interview on Page B. of the Appendix),  turning in keys, cell phones, email passcodes, etc. and any other church property.

SECTION IV:  Compensation

PAYDAY

A pay period is a two week period of time that begins on Monday and ends on Sunday.  Employees are generally paid on the Monday one day after the end of each pay period.

WAGE AND SALARY REVIEWS

Employees are generally reviewed once a year for consideration of a wage or salary increase.  An annual review does not imply an automatic wage or salary increase.

PAYROLL DEDUCTIONS

You are probably familiar with the various payroll deductions that are required by law, such as federal income tax, state income tax, state disability insurance, Medicare and social security taxes.  Any other deductions from your paycheck must be authorized by you, in writing.  OUR CHURCH CRC complies with applicable state and federal laws regarding the garnishment and assignment of wages.

Other payroll deduction options include:

403(b) Plan – This is a tax deferred retirement plan available to employees of OUR CHURCH CRC.  A 403(b) account is a non-profit organization’s equivalent of a 401(k).  Employees are allowed to designate a dollar amount to be deducted from each paycheck to be placed in their 403(b) account.  This deduction is prior to Federal and State tax deductions.  This deduction is purely at the employee’s discretion and is not matched by any church contributions.  For further information, contact the Financial Assistant.

Flexible Spending Account – This benefit allows employees to put money away prior to Federal, State and Social Security taxes.  Employees designate a dollar amount to be deducted from each paycheck ($2,500 annual maximum).  These funds are sent to a third party administrator who issues a check for reimbursable medical costs, childcare costs, or insurance premium payments upon submission of a claim form.  Flex accounts provide an excellent opportunity for employees to pay qualified expenses prior to any taxes.  For further information, contact the Financial Assistant.

Each one of your paycheck stubs will itemize amounts that have been withheld.  It is important that you keep this information for tax purposes.  If you have any questions about your deductions, please talk to the Financial Assistant.

SECTION V:  Staff Relations

PERFORMANCE EVALUATIONS

Employees will receive a written performance evaluation after approximately six months of service, and annually thereafter.  The purpose of the performance evaluation is to discuss your performance and to identify expectations and goals for the future.  Written performance evaluations may include commendation for good work, as well as specific recommendations for improvement.

You will have the opportunity to discuss your performance evaluation with your supervisor.  This is a good time to ask questions and clarify important points.  Performance evaluations help OUR CHURCH CRC make important decisions about job placement, training and development. A satisfactory performance evaluation does not guarantee a salary increase nor does it alter, modify, or amend the At Will Employment Agreement between you and OUR CHURCH CRC.

JOB DESCRIPTIONS

Employees are given a job description before they start to work.  A job description summarizes your duties and responsibilities and gives you important information about your new job.  Please read and study your job description carefully and discuss it with your supervisor if you have any questions.  OUR CHURCH CRC reserves the right to revise and update your job description from time to time, as it deems necessary and appropriate. 

  PROBLEM SOLVING PROCEDURES

The following guidelines are established to help staff membes voice their opinions and discuss their problems and concerns.  

1. The person closest to the situation in most cases is the immediate supervisor.  Discussion and attempted resolution should generally be through the supervisor first.

2. If the situation is not resolved satisfactorily, then an appointment should be scheduled with one of the pastors to discuss the issue further.

3. If any staff member feels he/she has not received a satisfactory response from the above steps, he/she may schedule an appointment with the Personnel Team.

4. If the issue is still not resolved, the staff member may request to meet with the Administrative Council.  This request should be made through the Administrative Council Chair.

     .



SECTION VI:  General Information

POLICY AGAINST HARASSMENT

OUR CHURCH CRC is committed to providing a work environment that is free of discrimination.  In keeping with this commitment, OUR CHURCH CRC maintains a strict policy prohibiting unlawful harassment, including sexual harassment.  It is important for you to understand that jokes, stories, cartoons, nicknames, and comments about appearance may be offensive to others.

Sexual harassment of employees by supervisors, co-workers, or vendors is prohibited.  Unlawful sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other verbal, visual, or physical conduct of a sexual nature when:

-
submission to the conduct is made a condition of employment;

-
submission to or rejection of the conduct is used as the basis for an employment decision affecting the harassed employee; or

-
the harassment has the purpose or effect of unreasonably interfering with an employee's work performance or creates an intimidating, hostile, or offensive work environment.

Examples of sexual harassment include unwelcome sexual flirtations, advances, or propositions; verbal abuse of a sexual nature; subtle pressure or requests for sexual activities; unnecessary touching of an individual; graphic comments about an individual's body; a display in the workplace of sexually suggestive objects or pictures; sexually explicit or offensive jokes; or physical assault.

If you believe that you are being, or have been, harassed in any way, you are expected to report the facts of the incident or incidents to your supervisor or the Personnel Team  immediately, without fear of reprisal. In determining whether the alleged conduct constitutes unlawful harassment, the totality of the circumstances, such as the nature of the conduct and the context in which the alleged incident occurred, will be investigated.

Violation of this policy may result in disciplinary action, up to and including termination.

ALCOHOL, DRUGS, AND CONTROLLED SUBSTANCES
The unauthorized use, sale, transfer, possession, or being "under the influence" of alcohol, drugs, or controlled substances when on duty, on church property, or in church vehicles is prohibited.  In addition, off duty conduct which may adversely affect the reputation or interests of OUR CHURCH CRC is prohibited.  "Under the influence" for the purpose of this policy, is defined as being unable to perform work in a safe or productive manner, and/or being in a physical or mental condition which creates a risk to the safety and well being of the affected employee, other co-workers, the public, or church property.

Violation of this policy may result in disciplinary action, up to and including termination.

OUTSIDE ACTIVITIES

Full time employees are prohibited from engaging in outside employment without the prior written approval of the Personnel Team. In addition, all employees are prohibited from engaging in outside employment, private business, or other activity, which might have an adverse effect on, or create a conflict of interest with, the church.

PERSONAL APPEARANCE

Your appearance reflects not only on you as an individual, but on OUR CHURCH CRC as well.  We expect you to take pride in your appearance and strive to achieve a positive image when representing OUR CHURCH CRC.

LOST AND FOUND

OUR CHURCH CRC will not be responsible for personal property that is lost, damaged, stolen, or destroyed.  If you happen to find personal belongings that have been lost by another person, please turn them in to your supervisor.

ACCESS TO CHURCH PROPERTY

It is important that OUR CHURCH CRC have access at all times to church property, as well as other records, documents, and files.  As a result, OUR CHURCH CRC reserves the right to access employee offices, work stations, filing cabinets, desks, computers, computer files, voice mail, e-mail, and any other church property at its discretion, with or without advance notice or consent.

CHURCH EXPENSE REPORTING

Employees will be reimbursed for all approved church-related expenses, upon submission of accurate and receipted expense reports to OUR CHURCH CRC.  Employees are requested to submit these reports in a timely manner to ensure proper accounting and prompt reimbursement.

USE OF CHURCH COMMUNICATION DEVICES

From time to time it may be necessary for employees to make and receive personal calls or other communication on church equipment. Employees are expected to use good judgment and common sense when it comes to personal communication.  Employees who violate this policy may be subject to disciplinary action, up to and including termination.

COMPUTER USE

Staff members may use their computers for personal use when not working.  Any and all diskettes from an outside source must be checked for a virus before using it on any OUR CHURCH CRC computer. 

Access to the Internet has been provided to staff members for the benefit of OUR CHURCH CRC and its congregation.  It allows staff members to connect to information sources around the world.  Every staff member has a responsibility to maintain and enhance the church’s public image, and to use the Internet in a productive manner.  To ensure that all staff members are responsible, productive Internet users, and are protecting the image of OUR CHURCH CRC, the following guidelines have been established for using the Internet.

Acceptable Uses

Staff members accessing the Internet are representing OUR CHURCH CRC.  All communications should be for professional reasons.  Staff members are responsible for seeing that the Internet is used in an effective, ethical and lawful manner.  Internet Relay Chat channels may be used to conduct official church business or to gain technical or analytical advice.  Databases may be accessed for information as needed.  E-mail may be used for church contacts.

Unacceptable Uses

The Internet should not be used for personal gain or advancement of individual views.  Solicitation of non-church business, or any use of the Internet for personal gain, is strictly prohibited.  Use of the Internet must not disrupt the operation of the church networks of other users.  Use of the Internet or e-mail must not interfere with your productivity.

Communications

Each staff member is responsible for the content of all text, audio, or images placed or sent over the Internet, or all messages sent by e-mail.  Fraudulent, harassing, or obscene messages are prohibited.  All messages communicated should have your name attached.  No messages will be transmitted under an assumed name.  Users may not attempt to obscure the origin of any message.  Information published on the Internet should not violate or infringe upon the rights of others.  No abusive, profane or offensive language is to be transmitted through the system.  Staff members who wish to express personal opinions on the Internet or through e-mail are encouraged to obtain their own user names on other Internet Systems.

Software

To prevent computer viruses from being transmitted through the system, there will be no unauthorized downloading of any software.  All software downloading must first be authorized through the Administrative Director of OUR CHURCH CRC.
Copyright Issues

Copyrighted materials belonging to entities other than OUR CHURCH CRC may not be tranmitted by staff members on the Internet.  One copy of copyrighted material may be downloaded for your own personal research.  Users are not permitted to copy, transfer, rename, add or delete information or programs belonging to other users unless given written permission to do so by the owner.  Failure to observe copyright or license agreements may result in disciplinary action from OUR CHURCH CRC or legal action by the copyright owner.

Security

All messages created, sent or retrieved over the Internet are the property of OUR CHURCH CRC and should be considered public information.  OUR CHURCH CRC reserves the right to access and monitor all messages and files on the computer system as deemed necessary and appropriate.  Internet and e-mail messages are public communication and are not private.  All communications including text and images can be disclosed to law enforcement or other third parties without prior consent of the sender or the receiver.

Harassment

Harassment of any kind is prohibited.  No messages with derogatory or inflammatory remarks about an individual or group’s race, religion, national origin, physical attributes, or sexual preference may be transmitted.

Violations

Violations of any guidelines listed above may result in disciplinary action up to and including termination.  If necessary, OUR CHURCH CRC will advise appropriate legal officials of any illegal violations.

EMPLOYEE PARKING

Employees park at their own risk and OUR CHURCH CRC will not be responsible for theft or damage to any vehicles parked on or near church property.  Also, OUR CHURCH CRC will not be responsible for personal property left in vehicles that is either lost, damaged, stolen, or destroyed.

EMPLOYEE STATEMENT OF ACKNOWLEDGEMENT

This is to acknowledge that I have received a copy of the personnel policies and procedures handbook of OUR CHURCH Christian Reformed Church.  I understand that it provides guidelines and summary information about the church's personnel policies, procedures, benefits, and rules of conduct.  I also understand that it is my responsibility to read, understand, become familiar with, and comply with the standards that have been established.  I further understand that OUR CHURCH  Christian Reformed Church reserves the right to modify, supplement, rescind, or revise any provision, benefit, or policy from time to time, with or without notice, as it deems necessary or appropriate.

I also acknowledge that both OUR CHURCH  Christian Reformed Church and I have the right to terminate the employment relationship at any time, with or without cause or advance notice.  I understand that this employment at will agreement constitutes the entire agreement between me and OUR CHURCH  Christian Reformed Church on the subject of termination and it supersedes all prior agreements.  I also understand that, although other church policies and procedures may change from time to time, this employment at will agreement will remain in effect throughout my employment with OUR CHURCH  Christian Reformed Church unless it is specifically modified by an express written agreement signed by me and the Personnel Team, as supported by Council resolution. I further understand that this employment at will agreement may not be modified by any oral or implied agreement.

______________________________________








Employee's Name (Please Print)



Personnel Team Representative’s Name (Please Print)

______________________________________








Employee's Signature




Personnel Team Representative’s Signature

____________________








Date






Date

