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A WORD OF WELCOME

Dear Co-workers in Christ:
What follows is a handbook for all of us as employees to understand our benefits and also our responsibilities at Colonial Church, as we seek to serve Christ together.

It is a great privilege to serve Christ here at this church as we seek out in his love to minister to those who are members, friends and visitors to this place, and also to stand with, to support and to serve alongside one another, as we seek to live out Christ’s love in the world and the workplace.

We feel honored that you have accepted Christ’s call to come and join us in this great mission together.

May God bless you in your work as we share this journey.

Sincerely in Christ

[image: image1.jpg]



    The Rev. Dr. David C. Fisher


Senior Minister
Approved May 1999
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PERSONNEL POLICIES INTRODUCTION

This manual is provided as a source of information only and the contents do not represent any commitment of employment nor do they create any expressed or implied contact rights. The employment relationship is at-will, which means you or Colonial Church of Edina may terminate the relationship at any time, with or without notice or cause. No representative of Colonial Church of Edina has the authority to enter into an agreement contrary to this, except in a written contract of employment executed by an authorized representative of Colonial Church of Edina and you. No permanent employment or employment for any terms intended or can be implied by statements in this manual.

The policies and procedures covered in this manual are guidelines and are as complete as reasonably possible. However, they are not all-inclusive. Since situations may arise that were not anticipated, the Senior Pastor, Human Resource Committee or supervisor may vary from stated policies and practices if the circumstances make it necessary. To remain responsive to changing times and new situations as they occur, Colonial Church of Edina or its Human Resources Committee may make changes at any time by adding to, deleting, revising, or totally revoking any existing policies, practices or procedures without prior notice.

The information contained in this manual supersedes any and all prior oral or written representations or statements regarding personnel policies and procedures. Finial interpretation of any policy, practice or procedures is at the discretion of the Senior Pastor and the Human Resources Committee.

We ask you to familiarize yourself with the entire manual and to adhere to the policies and procedures outlined. Violation of these policies may result in disciplinary action which could include immediate termination of employment. Any questions you may have should be directed to your supervisor, Business Administrator or the Senior Pastor.

Equal Employment 

We desire to provide an environment for our employees and members that is free from all forms of impermissible discrimination. It is our policy to comply with all federal, state and local laws and regulations governing equal employment opportunity.

 We do not discriminate in any of our employment and personal practices on the basis of race, color, sex, national origin, marital status, age, disability, religion (except when religion is a bona fide occupational qualification), public assistance status protected by law.

This policy extends to all employees and to all aspects of the employment relationship, including but not limited to recruitment, hiring advancement, training, discipline, benefits, termination and other personal decisions.

Recruitment and Selection


Our employee recruitment and selection procedures are established to facilitate our commitment to equal opportunity employment. We desire to hire the best-suited applicants for available positions and make the best use of their abilities.


The supervisor is responsible for ensuring that the best qualified candidates are recruited and selected to fill open positions. You may be considered for an open position based on your job qualifications, performance record and overall capabilities to perform the duties. External advertising and interviewing may occur at the same time internal candidates are being considered. If you are interested in an open position, contact the Senior Pastor.


As an employee, you must also complete the INS Employee Eligibility Verification 1-9 form and provide documentation validating your right to work in the US. If validating documentation is not made available within three (3) days following your date of hire, your employment will be terminated.

New Employee Orientation


The orientation period provided to you as a new employee is considered an extension of the employee selection process during which you are considered in training for the new job. It allows time for you and your supervisor to explore whether or not you are adapting to the job and work environment, and if the overall employment arrangement appears to be progressing satisfactorily.


You will go through a standard orientation period to familiarize yourself with Colonial Church of Edina policies and procedures, your job description, duties, and responsibilities, and the general work environment. There is no formal length of time assigned; it may vary with each position. This orientation period will generally be for a 90-day period. If you are a new employee or one moving into a new position, a reasonable period of training time is provided. This allows adequate time for judging the basic skill, knowledge, and adaptability level you exhibit in the new position.


Completion of the orientation period creates no future guarantees of employment. During this time, and throughout your employment with Colonial Church of Edina, your performance is being reviewed regularly. At any time, you or Colonial Church of Edina may terminate the employment relationship with or without notice or cause.

GENERAL POLICY STATEMENT

Courtesy


The church and its building are on an “open house” basis at all times, and visits by members and visitors can be expected at any time. Each member of the church staff can help in giving a good impression at the church. Always be courteous to church members and visitors. Keep desks and work areas tidy so that an orderly appearance will be observed at all times.

Office Hours


Office hours are from 8:30 a.m. to 4:3.0 p.m., Monday through Friday, except for the Counseling Office. Full time administration staff receive one half hour lunch period within those hours. Part time staff hours are based on prior arrangements with supervisor. The office is to remain open and a receptionist on duty during the lunch hours.


A custodian will be on duty at least by 7:00 each weekday morning. Earlier schedules should be confirmed as needed. A custodian will always be on duty when the building              is open.

Rest Periods / Breaks 


A fifteen minute mid-morning  “coffee break” will be acknowledged. A brief mid-afternoon break is allowed as well.

Injuries


For reasons of concern, others’ safety, and Workers’ Compensation Insurance, all injuries to any staff member arising out of related accidents should be reported to the Administrator. 

Tardiness and Absenteeism


Every church employee has an important role to play in maintaining a productive workplace. It is essential for you to report to work on time and only miss work when absolutely necessary. If an emergency or illness will make you late or absent from work, you are expected to notify your immediate supervisor or the Administrator of your starting time so that arrangement can be made to reschedule or reassign work that has been planned for you. Give the reason for your absence or delay and expected time when you will return to work.


Unreported absences will be considered unexcused absences. An unreported absence of two (2) consecutive days will be considered as a job abandonment and processed as a termination without pay, except for any pay owing up to date the job was abandoned.

Telephone Calls


Personal calls may be made by employees, but must be kept to a minimum.


All long distance phone calls must be identified according to current office procedures. See your supervisor. Personal long distance calls are the responsibility of the employee.

Email / Voice-Mail / Internet Usage

     Basic Policy
The Colonial Church of Edina provides email, voice-mail and Internet access to employees. This policy sets forth the general principles governing email, voice-mail and internet usage.

The telephonic equipment, computer equipment, software, electronic media and services used to supply email, voice-mail and Internet access to Colonial employees are the property of Colonial Church and are intended for church business.

This policy covers all email, voice-mail and Internet usage that:

a) is accessed in or from Colonial offices;

b) is accessed using remote access to Colonial’s computer equipment,  telephonic equipment, or services;

c) is accessed using Colonial’s computer equipment, telephonic equipment, or any service paid for by Colonial Church;

d) is used in a manner that identifies the user with Colonial Church or that refers to Colonial    Church in any manner.
Guidelines Applicable to All Email and Voice-Mail Usage

· Email and voice-mail services are provided for Colonial’s business use. While occasional use of these services for personal, non-business use is acceptable, employees must demonstrate a sense of responsibility and may not abuse email or voice-mail privileges.

· All communications sent by employees via email or voice-mail must be respectful in tone and professional. Email and voice-mail may not be used for transmitting, retrieving or storing any communications of a discriminatory or harassing nature, derogatory to an individual or group, obscene, or which are of a defamatory or threatening a nature. Email should not be used for “chain letters” or for any purpose which is illegal, against Colonial policy, or contrary to Colonial’s interests
· Colonial Church has the capability to retrieve mail messages even after they have been deleted or erased. Furthermore, the use of passwords on the email and voice-mail system does not mean that messages stored on these systems are confidential from Colonial Church or may not be retrieved or reviewed by others.

· Employees should be aware that computer equipment provided by Colonial Church and the information stored in such equipment provided by Colonial Church. Colonial Church reserves the right, in it’s complete discretion, to review any employee’s email files, messages, and usage at any time and without notice and/or permission.

· Employees must respect other people’s electronic communications.  Employees may not obtain unauthorized access to another‘s email or voice-mail messages, except pursuant to direction from the Senior Minister or Church Business Administrator to the purposes specified above.

· Employees may not use the email or voice-mail systems in a way that causes congestion on the system or that significantly interferes with another employee’s ability to use the systems.
Guidelines Applicable to the Use of Internet Email and World Wide Web Access
· In general, Colonial Church encourage the use of Internet email communications with the congregation and others as a means of providing church services more effectively and efficiently. Internet email is provided and is intended for Colonial’s business use.

· Employees should not communicate with members of the congregation using Internet email without first obtaining the members’ consent. Employees, at all times, must use discretion in communicating sensitive information and should select communications methods that will protect such information. 

· Any message or information sent by an employee by Internet email or otherwise posted in the World Wide Web are statements that may not be identifiable and attributable to Colonial Church, as if an employee was sending a letter on Colonial Church letterhead.

· Internet mail may not be used to participate in Internet discussion groups, bulletin boards or other public forums except for approved Colonial Church

business, professional development, church development purposes.

· Internet email may not be used for transmitting, receiving or storing any communications of a discriminatory or harassing nature, or which are derogatory to an individual or group, or which are obscene, or which are of a defamatory or threatening nature, or for “chain letters” or for any other purpose which is illegal or is against Colonial Church policy or is contrary to Colonial’s interests.

· Acceptable uses of the World Wide Web access services from Colonial Church include accessing information for church business-related  purpose, professional education and professional development. World Wide  Web access is provided primarily for you to retrieve information. Do not post information, comments or statements, except for prior-approved Colonial business, professional development or church development purposes.

· A World Wide Web site may request information about you in order to build a user profile  or mailing list. Refuse any such request, Respond “no” any suggested download, upgrade, or enhancement of software. Do not make any

purchases or access a web site that charges a fee, except for approved Colonial business purposes.

· Employees may not send email or voice-mail messages that attempt to hide the identity of the sender or that represent the sender as someone also or someone from a different church or company.
· Employees should respect all copyrights and intellectual property rights of others’ materials, and may not copy, retrieve, modify or forward copyrighted, patented or trademarked materials except as permitted by the owner or as a single copy, for reference use only.

Employees who violate any of the guidelines may be subject to disciplinary action including, but not limited to, written warnings, revocation of access privileges and employee termination.
Staff Meetings


Staff meetings are held regularly. Attendance is expected for appropriate personal.

Confidentiality


As a member of the staff you will, from time to time, observe or overhear sensitive or privileged communications. It is expected that such privileged information will not be shared within or outside the office.

Fund Soliciting for Gifts


Soliciting of funds should be limited to such events as resignations, retirements, or Marriages. Birthday celebrations, etc., should, when possible, be confined to the lunch hour or may be arranged at a rest period at the discretion of the supervisor.

Evaluation and Review


Each supervisor shall annually review with each employee his or her position description, goal, and work performance and will pass on his or her recommendations to the head of the staff, Guidelines and procedures for this annual review shall be provided by Colonial’s Human Resources Committee, the Senior Minister or Administrator.


The purpose of such a review is to strengthen communication between all members of the team to give each person feedback regarding his or her perceived performance, to review the special needs of each person, and to set goals for the church year.

Current formats for annual review and goal setting are available from the Senior Minister or Administrator.

Disciplinary Guidelines


This disciplinary guideline has been established for the common good of all employees. You are expected to perform your job duties satisfactorily and conduct yourself on the job in an appropriate manner at all times. However, on occasion, it may be necessary to take disciplinary action. The supervisor determines in consultation with the Senior Pastor or Administrator what is satisfactory performance and appropriate behavior, and makes the final decision on disciplinary action to be taken in any given situation.


This policy guideline is not intended to create any express or implied contract rights. You are free to leave your employment with Colonial Church of Edina at any time with or without notice or cause. Similarly, Colonial Church of Edina reserves the right to ask you to leave its employ at any time with or without notice or cause. We have no fixed set of graduated disciplinary steps which are required to be adhered to in all instances. The discipline taken could result in an oral warning, written warning (copy of which is kept in your personnel file), suspension from work with or without pay, or termination. Disciplinary action taken will be based on the individual circumstances, which mat include reviewing the seriousness of the offense or violation, impact on Colonial Church of Edina operations or it’s congregation members, prior discipline, previous warnings, your work record, and your overall attitude.

You should make every effort to resolve any issue with your supervisor and/or the Senior Pastor. You may request a meeting with the Human Resources Chair or the entire Human Resources Committee if you feel the need to do so.

Employee Concerns


Good communication between you and your supervisor is essential in developing and maintaining a satisfying and productive work environment. You will be afforded the opportunity to discuss work related issues of concern with the Senior Pastor and/or with your supervisor. Such issues may be an honest difference of opinion, difficult work relationships, job dissatisfaction, or policy interpretations, but the importance of their expression will be acknowledged. It is our desire to address challenges and concerns as promptly as possible, objectively and confidentially, and free of any concern over retaliation or discrimination.

We at the Colonial Church of Edina will observe an “open door” policy. You are encouraged to meet with your supervisor privately to discuss issues regarding job performance, Work conditions, grievances, employee conflicts, suggestions or personal problems that may be affecting your job. We encourage you to address challenge between you and another employee by working together with the other employee in a constructive and courteous manner in an effort to mutually resolve the issue.

Challenges that cannot be resolved between one another or with your supervisor should be brought to the attention of the Senior Pastor or Human Resources Committee Chair. The Human Resources Committee has the authority to make the finial authority to make the final decision in resolving any employee challenge.

Employment Termination


All employees are employed-at-will. This means there is no guarantee of employment for any specific length of time, nor do the guidelines in this employee handbook create any expressed or implied contract rights. Nothing in this Employment Termination policy changes the fact that you or Colonial Church of Edina are free to terminate the employment relationship at any time, with or without notice or cause.

Termination Not Initiated by Colonial Church of Edina


Terminations not initiated by Colonial Church of Edina include but are not limited to:

· Voluntary resignation

· Retirement

· Death

· Disability

· Unexcused absences which are unreported for a period of two (2) consecutive days without sufficient justification or approval from the supervisor or the Senior Pastor will be treated as personal resignations and abandonment of the job and processed as a termination without pay, except for any pay owing up to the date the job was abandoned.

· Failure to report to work after an approved leave of absence.

Whenever, possible the supervisor will hold a meeting with you to discuss the action being taken.

All Colonial Church of Edina initiated employee terminations must be approved by the Human Resources Committee.


All information regarding an employee’s termination is confidential. Release or discussion of such information by employees, members of the congregation, or other sources, without approval of the Senior Pastor, may result in disciplinary action. Information may be released to investigative sources required by state or federal law. The Senior Pastor must approve the release of information to any other source, including a written request by the former employee.

Finial Pay Procedures


Terminating employees will be paid all earned wages and unused earned vacation pay. Any pending business expenses reimbursable to you will be paid at the time of termination. If you have business reimbursement due to Colonial Church of Edina, you must make arrangements with the Administrator to reimburse the church.


Former Employee Employment Verification

Verification of employment dates, positions held, and only upon receipt of written authorization from the former employee, will salary or other information be released. Only the Senior Pastor or Administrator may approve the release of information upon written request from an employee or former employee.

Re-employment


Colonial Church of Edina will give employment consideration to former employees who have performed satisfactorily, have terminated their employment under favorable circumstances, and desire to return to work. Each application will be considered on its own merits after review of the applicant’s past record, type of job available, and other relevant Factors. Other applications will be considered also. There is no obligation on the part of Colonial Church of Edina to re-employ any former employee.


Former employees re-employed within thirty (30) days from their last day of employment will have all previous participation in insurance plans, fringe benefit plans, and length of service re-instated.

Employee Records and Privacy


Important events in your history with Colonial Church of Edina will be recorded and kept in your personnel file. Regular performance reviews, change of status records, commendations, corrective action notices and relevant attainment records are some examples of records generally maintained.


Under the Minnesota Personnel Records Access Act and Colonial Church of Edina policy,


You may review your file once every six months. Former employees may review their file or receive a full copy of their personnel file if they submit a written request to the Administrator or the Senior Pastor. Review of the file is limited to you and will not be provided to your relatives or representatives.

Sexual Harassment and Sexual Misconduct Policy


Statement of Policy


Sexual misconduct is a violation of the role of pastor, employees, volunteers, counselors, supervisors teachers and advisors of any kind who are called upon to exercise their integrity, sensitivity and caring in a trust relationship. Sexual misconduct breaks the covenant to act in the best interests of parishioners, clients, co-workers and students. Sexual misconduct is never permissible or acceptable.


It is the policy of Colonial Church that sexual misconduct, including but not limited to sexual harassment of any employee or volunteer by another employee or volunteer, will not be tolerated. Failure by any individual to adhere to this policy will result in disciplinary action, up to and including termination.


If at anytime you feel you are being sexually harassed or the victim of sexual misconduct, you should immediately contact the Administrator or the Senior Pastor.


The right to confidentiality, both of the complainant and of the respondent, will be respected to the extent consistent with the legal obligations of the church and with the need to investigate the allegations and to take appropriate actions. Submitting a complaint or report of possible sexual harassment will not be retaliated against. 

Colonial Church of Edina will investigate all reported charges of sexual harassment and sexual misconduct, and will undertake such action which it deems reasonably necessary and appropriate to stop unwanted and inappropriate behavior which may violate this policy.

Action which the church may deem reasonably necessary and appropriate to stop unwanted and inappropriate behavior illative of this policy may include, but is not limited to, verbal or written warnings, counseling, paid and unpaid suspensions, demotions, change of duty and termination of the volunteer or employment relationship. 

It is the responsibility of all employees, members volunteers and other agents of Colonial Church of Edina to conduct themselves in this manner consistent with this policy while on church property and in connection with church-sanctioned events.


Colonial Church is committed to assisting in resolving such issues when they occur within its employment, volunteers or counseling relationships, but can do so only if it is aware of them.

Definitions


For the purpose of the above policy, sexual misconduct includes;


a.   Child or vulnerable adult sexual abuse;


b.   Sexual harassment;


c.   Rape or sexual contact by force, threat or intimation;

d.   Sexual conduct (such as offensive obscene or suggestive language or behavior, unacceptable visual contact, unwelcome touching or fondling) that is injurious to the physical or emotional health of another.

e.   Sexual malfeasance, which is defined as sexual conduct within a ministerial (e.g. clergy with a member of the congregation) or professional relationship (e.g. counselor with a client, or lay employee with a church member). Sexual conduct includes unwelcome sexual advances, requests for sexual favors, and verbal or physical conduct of a sexual nature. This definition is not meant to cover relationships between spouses, nor is it to meant to restrict church professionals from having normal, mutual, social, intimate or marital relationships.

Sexual harassment is defined as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when:

A.
Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment or their continued status in an institution;

b. 
Submission to a rejection of such conduct by an individual is used as the basis for employment decisions affecting an individual;

c.
Such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance; or

d.
Such creates an intimidating, hostile or offensive working environment.

Examples of sexual harassment include, but are not limited to:

· Preferential treatment or promises of special treatment (e.g. compensation or promotions) for submitting to sexual conduct or adverse treatment of an employee for refusing to accept an invitation to enter into a personal or sexual relationship.

· Subjecting an employee to unwelcome sexual attention.

· Intentional physical contact, which is sexual in nature; such as touching, pinching, patting, grabbing or brushing against another employee’s body, or physical assaults of a sexual nature.

· Sexually-oriented gestures, jokes or comments.

Policy with Respect to Vulnerable Adult and Children’s Service Workers and Procedure for Background Checks

Statement of Policy


It is the policy of the Colonial Church of Edina to strive to take the fallowing steps to minimize the possibility of child and vulnerable adult abuse in connection with church-directed programs and events. Colonial Church of Edina recognizes, however, that in some circumstances compliance with every item of this policy may not be possible.

Adult Supervision


A minimum of two adults, at least one of whom shall have been a member of Colonial Church of Edina for at least six months (unless a shorter period is otherwise authorized in individual cases by a Colonial Church of Edina Pastor), shall attend and supervise all program events conducted at or under the direction of Colonial Church of Edina, which involves children under the age of 18 or other vulnerable persons.

Vulnerable Adults and Children Service Workers


Application and Request for Background Check.  Any person who is employed   by volunteers with or seeks to be employed by Colonial Church of Edina, and who has, may have or seeks to have access to a child under the age of 18 or to a vulnerable adult to whom Colonial Church of Edina provides care, treatment, education, training, instruction or recreation shall truthfully complete, date and sign a Confidential Application for Children’s/Youth/Vulnerable Adult Work as set forth in the attached Attachment A and a Request for Background Check form, as set forth in the attached Attachment B. The failure to sign this request or any other document necessary to process the Request will be considered as a withdrawal of the application for the position under consideration.


Reference Checks. A record of the contract with references identified by an Applicant shall be maintained in a confidential file and shall contain information about each contact substantially in the form set forth in the attached Attachment C.


Procedure for Background Checks. As a result of the reference check or for             any other reason, Colonial Church of Edina may request a background Check to determine whether the Applicant is the subject of any reported convictions.


In the event Colonial Church of Edina determines to request a background check pursuant to the provisions of the Child Protection Background Check Act. Minn. Stat. Secs. 299c.60 to 299.64 and amendments thereof, the Applicant who is the subject of a background check shall be informed that:

a. 
Colonial Church of Edina will request a background check of the Applicant for purposes of the application to be employed by or volunteer with Colonial Church of Edina or for purposes of continuing as an employee or volunteer, and to determine whether the Applicant has any history relating to crimes including but not limited to child abuse crimes, murder, manslaughter, felony-level assault or any assault/crime committed against a minor, kidnapping, arson, criminal sexual conduct, prostitution-related crimes or any other crimes.

b.
The Applicant has a right to be informed by Colonial Church of Edina of the response of the Bureau of Criminal Apprehension to the background check and to obtain a copy from Colonial Church of Edina a copy of the background check report.

c. 
The Applicant has a right to obtain from the Bureau of Criminal Apprehension any record that forms the basis for the report.

d. 
The Applicant has the right to challenge the accuracy and completeness of any information contained in the report or record pursuant to Minn. Stat. Sec. 13.04, Subd.4.

e.
The Applicant has a right to be informed by Colonial Church of Edina if the application has been denied because of the response from the Bureau of Criminal Apprehension.

f.
The Applicant has the right not to be required directly or indirectly to pay the cost of the background check.

Background Check Results. Only authorized representatives of Colonial Church of Edina who have a need to know the information may review the information contained in the response of the Bureau of Criminal Apprehension to the requested background check. Authorized representatives to review this information may include, but not necessarily be limited to the Pastor, the Office Manager, call committees and other hiring personnel.


Intent. The adoption of this policy is not intended and shall not be construed to create, expand or otherwise modify any rights, duties, limitations or obligations beyond the scope of the rights, duties, limitations or obligations set forth in the Minnesota Child Protection Background Check Act.


NOTE: This sexual harassment and sexual misconduct policy provides guidelines for use by Colonial Church of Edina recognizes that it may not be appropriate in every circumstance to follow the terms of this guideline precisely.

A Drug-Free Environment


We insist upon a drug-free environment for all employees. If we are to continue to fulfill our responsibility to provide a reliable and safe environment to our employees and our congregation, we must be physically and mentally fit to perform our duties in a safe and efficient manner at all times.


The use or possession of alcoholic beverages and/or mood-altering, non-prescription chemicals, and the abuse of prescription chemicals on the job, while operating a church vehicle, or during working hours is not allowed. [Exception of Eucharistic use.] Employees may not report to work under the influence of alcohol or illegal drugs.


We recognize that addiction to alcohol and other chemicals can directly affect an employee’s job performance, working relationships and other mental awareness. Employees who appear to have a chemical dependency problem that interferes with the performance of their assigned duties will be encouraged and given an opportunity to pursue appropriate treatment. Obligation for assistance is limited to medical coverage provided in the health insurance policy. Seeking treatment, in and of itself, will not preclude disciplinary action for policy violations or performance issued which may have occurred or continue to occur. 


An employee who suspects or has known facts that another employee may be a substance abuser or involved in illegally related activities, may report this information to the Senior Pastor. No retaliation will be taken against employees who report such information, except in cases in which the report is determined to have been willfully false or malicious.


Disciplinary action up to and including immediate termination may result from violations of this policy. For questions or concerns about policy violations, contact your supervisor or the Senior Pastor.

EMPLOYEE CLASSIFICATION

Regular Full-Time


This category includes both exempt and nonexempt personnel (as defined by the Federal Fair Labor Standards Act and comparable state laws) who are regularly scheduled to work a minimum of 1664 hours annually (32 hours per week) for an indefinite term and may include evening and weekend hours.


Exempt regular Full-time employees are salaried, exempt from overtime pay, and who are expected to work whatever additional hours are necessary to meet their job responsibilities.


Nonexempt regular full-time employees include the support staff, who may be paid either on a salaried or hourly basis and who are not exempt from overtime pay. All support stall are entitled to overtime pay at one and one-half time their regular hourly rate for hours worked in excess of 40 hours per week.


Regular full-time employees are eligible for the following benefits:

· Life Insurance 

· Medical Insurance  

· Short-and Long-Term Disability Insurance

· Worker’s Compensation Insurance 

· Flexible Benefits Plan 

· Vacation 

· Paid Holidays 

· Leaves of Absence as stated in Benefits Section

· 403(b) Retirement Plan 


There is no required compensatory time off for exempt employees. Compensatory time off for exempt employees who may be working excessively long hours over a short period of time is at the discretion of the Senior Pastor or supervisor, but may not avoid the need for overtime.

Regular Part-Time


This category consists of nonexempt employees who are paid an hourly rate and who are regularly scheduled to work an average of 20 hours or more per week for an indefinite term, which may include evenings and weekend hours. Regular part-time employees are eligible for overtime pay at one and one-half times their regular rate for hours worked in excess of 40 hours per week.


 
Regular part-time employees are eligible for the following benefits:

· Worker’s Compensation Insurance 

· Vacation


· Paid Holiday


· Leaves of absence as stated in Benefits Section

· Flexible Benefits Plan

Casual Part-Time




This category consists of nonexempt employees who are paid an hourly rate and who are regularly scheduled to work less than 20 hours per week for an indefinite term. Casual part-time employees are entitled to overtime pay at one and one-half times overtime regular hourly rate for hours worked in excess of 40 hours per week.


Casual part-time employees are eligible for the following benefits:

· Worker’s Compensation Insurance

Temporary


This category consists of nonexempt employees who are paid an hourly rate and who are scheduled on an occasional basis to work for a specified time period. Temporary employees are entitled to overtime pay at one and one-half times their regular hourly rate for hours worked in excess of 40 hours per week.

Temporary employees are eligible for the following benefits:

· Worker’s Compensation Insurance

DESCRIPTION OF COMPENSATION AND BENEFITS

Payday


Employees will be paid semi-monthly on the on the 15th and last day of each month, or the Friday preceding. Colonial uses an electronic funds transfer system to automatically deposit your payroll check in your saving or checking account.


Hourly employees will be paid for the complete days on their time cards at the time the bookkeeper makes out the payroll. Time cards are due at noon, with completed hours through the previous day, normally two days before payday. A printed schedule is distributed at the beginning of each month.


Time cards are to be completed at the end of each day for the hours worked. Future hours are not to projected.


Checks for scheduled allowances or reimbursements are to be paid at the end of each month. Completed and signed request forms should be in by the 25th. .


 Payroll Deductions


Deductions as required by law are made for social security, federal, and state income taxes, depending upon your salary. Clergy personnel who are identified as self-employed by the I.R.S. may choose whether to have taxes withheld or file their own estimated quarterly tax deposits. Additional payroll deductions can be discussed with your supervisor or the bookkeeper.

Overtime Hours


All nonexempt employees will be paid at the rate of one and one-half times their regular rate of pay if hours worked exceeding forty (40) hours in a single work week. All overtime hours must be recorded on the time record. Overtime hours worked in one week may not be taken as compensatory time off in a different week. Nonproductive paid time, e.g., vacation, holidays, funeral, sick time, office closing, etc., are not included when calculating overtime hours.


Supervisory approval is required for all overtime hours. Exempt employees are not eligible for overtime pay. However, the Senior Pastor, at his or her discretion, may authorize compensatory time off for salaried employees who have worked excessively long hours over a consecutive period of time.


F.I.C.A.


Colonial Church participates in the payment of social security contributions by paying the employer’s portion of required contributions for every eligible employee and by remitting on behalf of each employee’s own required contribution. The employee contribution is collected through payroll deduction.


Ministers who are enrolled in S.E.C.A. through the Social Security act can choose to pay their own tax or have it withheld in payroll deductions. The church does not contribute to S.E.C.A.

Health, Life and Disability Insurance


Full time employees and the eligible dependents may enroll in the group insurance plans offering health, life and disability coverage. A description of these plans will be given to each eligible employee and details of eligibility and participation requirements will be explained by the Administrator.


The enumeration of these benefits is not intended as a permanent entitlement of the benefits mentioned. The church reserves the right to modify or revoke any of the benefits provided.

Flexible Benefit Plan


All paid employees are eligible to participate in the Flexible Benefits Plan. A packet of information will be provided upon beginning employment. All questions concerning the plan should be addressed to the Church Business Administrator.

Workers Compensation


All paid employees are covered by Workers Compensation for injuries that are work related. Coverage includes both necessary medical attention and payment for lose of wages due to injuries. It is important that all on the job injuries are reported immediately.

403(b) Retirement Plan


All full-time employees will receive a Summary Plan description for the CCOE  40333(b) retirement Saving Plan. All questions concerning the plan should be addressed to the Administrator.

Accountable Reimbursement Plan
· Adequate accounting for reimbursed expenses. Any employee of Colonial Church shall be reimbursed for any ordinary and necessary business and professional expenses incurred on behalf of Colonial Church if the following conditions are satisfied: (1) the employee has authorization in advance of making the purchase to incur business expenses of the nature incurred; (2) the expenses are reasonable in amount; (3) the employee documents the amount, date, place, business purpose (and in the case of entertainment expenses, the business relationship of the person or persons entertained) of each such expense with the same kind of documentary evidence as would be required to support a deduction of the expense on the employee’s federal tax return; and (4) the employee documents such expenses by providing the Administrator with an accounting of such expenses no less frequently than monthly (in no event will an expenses be reimbursed if substantiated more than 60 days after the expense is paid or incurred by an employee; after 60 days, reimbursement will be added to an employee’s W2 as compensation).

· Cellular phones and personal computers. Colonial Church will not reimburse cellular phone or personal computer expenses of an employee who is treated as an employee for federal income tax reporting purposes unless the employee’s use of a cellular phone and personal computer is “for the convenience of the employer, “This means that the employee cannot perform his job without the cellular phone. The fact that the phone enables him to perform his work more easily and efficiently is not enough. Further, it must be demonstrated that the phones available at Colonial Church are insufficient to enable the employee to properly perform his job.

· Reimbursements not funded out of salary reductions. Reimbursements shall be paid out of Colonial Church funds, and not by reducing paychecks by the amount of business expenses reimbursements.

· Reimbursable business expenses, Examples of reimbursable business expenses include local transportation, overnight travel (including lodging and meals), entertainment, books and subscriptions, education, vestments and professional dues.
· Tax reporting. Colonial Church shall not include in an employee’s W-2 form the amount of any business or professional expense properly incurred, substantiated and reimbursed according to this policy, and the employee should not report the amount of any such reimbursement as income on Form 1040.

· Excess reimbursements. Any Colonial Church reimbursement that exceeds the amount of business or professional expenses properly accounted for by an employee pursuant to this policy must be returned to Colonial Church within 120 days after the associated expenses are paid or incurred by the employee, and shall not be retained by the employee.
· Expenses not fully reimbursed.  If, for any reason, Colonial Church’s reimbursements are less than the amount of business and professional expenses properly substantiated by an employee, Colonial Church will report no part of the reimbursements on the employee’s W-2, and the employee may deduct the expenses as allowed by law.

· Inadequate substantiation. Under no circumstances will Colonial Church reimburse an employee for business or professional expenses incurred on behalf of Colonial Church that are not properly substantiated according to this policy. Colonial Church and staff understand that this requirement is necessary to prevent our reimbursement plan from being classified as a nonaccountable plan
Automobile Expenses


Staff members who must travel in the course of their job requirements will be reimbursed for mileage.


*
Stall members are required to log actual miles and submit  reimbursement requests to their supervisor.


*
Mileage allowance will be applied to miles submitted and follow IRS guidelines for mileage reimbursement.

Leaves of Absence


Paid Leaves of Absence


*
Vacation. For the first year of employment, you are entitled to one day paid vacation day for each month employed, or each 173 hours worked for part time employees, up to a maximum of two weeks of work days per year. After six months of employment, full time employees will be granted two weeks of vacation on each January 1. Should you leave Colonial’s employment before the end of October in a given year, you will be paid for unused vacation, or vacation days already taken but unearned will be deducted from your finial paychecks. After six months of continuous work part time employees will be granted two weeks of equivalent work days of vacation on January 1, based on the average numbers of hours worked per day for the last three months of the year. After five years, one additional day is granted for each year of employment, up to a maximum of four weeks for both full time and part time employees.



Vacation must be used in the calendar year it is granted and cannot accumulate from year to year.



Normal salary and benefits will be paid for vacation days.



Vacation requests will be made in writing to your supervisor or the Administrator. Vacation will be scheduled in order of seniority of position, then by seniority of service. The Administrator and Senior Minister will schedule and approve vacation requests. Vacation can be taken in half day or whole day increments only. Half day scheduling may be limited.



The church office will keep a current record of taken and scheduled vacation.


*
Sick Leave. Regular full-time employees are entitled to one day of sick leave for each month employed up to a maximum accumulation of eight weeks.



Sick leave can be used only for reasons of personal illness or for the illness of a minor dependant child. The Administrator may require a written certification of status of an illness from a medical doctor. After five consecutive days of absence, a written certification is required.



If you terminate your employment with the church, no payment in cash will be allowed for any accumulated sick leave.


* 
Holidays. Regular full-time and regular part-time employees will receive paid holidays in addition to vacation. If the holiday falls on a Saturday, Sunday or on a day when the congregational worship service is scheduled and the employee is scheduled to work, time off will be given on an alternate day as decided by the supervisor. Generally these holidays include:





New Year’s Eve Day
Labor Day





New Years Day
Thanksgiving Day





Good Friday afternoon
Day after Thanksgiving





Memorial Day
Christmas Eve





Independence Day
Christmas Day



In addition to the named holidays, each employee who works 20 hours or more per week receives one floating holiday each year. The floating holidays may be attached to one of the other granted holidays, or you may request to take your floating holidays at another time of the year, subject to the approval of the Administrator. 


* 
Compassionate Leave. In the event of a death in your family or the death of a close friend, you will be given up to three days paid leave of absence, subject to the approval of the Senior Minister or Administrator. A maximum of one week of compassionate leave per year will be granted.


*
Civic Duty. If you are called to jury duty or as a witness, you will be carried on the payroll at your current salary for your normal hours for up to two weeks. Additionally, you may retain any compensations paid by the court.

Unpaid Leave of Absence


You may apply for an unpaid leave of absence only after all your annual vacation time has been scheduled. Unpaid leaves up to 90 days may be requested. Each request is considered on its own merits and is measured against the needs of the church and the ability to reassign work.



*
Military Leave. Unpaid leave up to fifteen days per year will be granted for military training with the National Guard or Reserve, excluding weekend duty. This leave will not affect vacation time. However, an employee may choose to use paid vacation for all or part of the military training camp. Any military compensation paid for service may be retained by the employee whether or not vacation is taken.



* 
Discretionary Leave. It is the policy of Colonial Church of Edina to grant a staff member an unpaid leave of absence from their job for a justifiable reason at the discretion of the supervisor with the approval of the Human Resources Committee.





* 
A request for leave of absence must be in writing detailing the reason for and the length of the leave request.





*
A leave of absence normally shall not be granted for a period longer than thirty  (30) calendar days, but may be renewed.





* 
A staff member on leave of absence at the time of a holiday shall not be paid for that holiday.





*
Sick leave and vacation days will not accrue while a person is on leave of absence. However, Colonial Church of Edina will continue to provide its portion of medical benefits for up to thirty (30) calendar days.


*
Family Leave. Eligible employees will be entitled to 12 work weeks of unpaid leave during any 12-month period for any of the following reason: 


* 
Because of the birth of a son or daughter of the employee and in order to care for such son or daughter;


*
Because of the placement of a son or daughter with the employee for adoption or foster care;


*
In order to care for the spouse, son, daughter or parent of the employee, if such spouse, son, daughter or parent has a serious health condition: or


*
Because of a serious health condition that makes the employee unable to perform the functions of their position.



Eligible employees are defined as those who have worked at least 12 months for Colonial Church of Edina and who have worked at least 1,250 hours for Colonial Church of Edina during the 12 months immediately preceding the start of the leave.



Prior to applying for a period of unpaid family leave, the employee will be expected to first use accrued vacation, personal, and sick leave for the purposes stated above. When these types of accrued leaves have been exhausted, an eligible employee may apply for a period of unpaid family leave. However, the total amount of leave which the employee will take (paid or unpaid) may total no more than twelve (12) weeks.



Leave because of the birth of a child, or because of the placement of a son or daughter with an employee for adoptive or foster care may not be taken on an intermittent or reduced schedule basis, unless the employer and employee agree. Leave for serious health conditions (either of the employee, or employee’s spouse, child or parent) generally may be taken intermittently or on a reduced schedule basis when medically necessary. Leave taken on an intermittent or reduced schedule basis will reduce the total amount to which the employee is entitled by the amount of leave actually taken.

Where the necessity for leave is foreseeable, the employee must provide thirty (30) days notice of the leave or, if the date is less than thirty (30) days, the employee must provide

such notice as is practicable. Similar notice must be given where leave is taken for serious health conditions (either of a family member or of the employee) based on the planned medical treatment. In such situations, the employee must also make a reasonable effort to schedule treatment so as not to unduly disrupt the operation of his/her employing unit.

While on an approved, unpaid family leave, the employee to maintain continued medical insurance coverage. If a pastor is on unpaid family leave, contributions to the pastor’s medical plan will continue to be paid in the usual manner.

Colonial Church of Edina will hold an employee’s position open while they are on approved family leave, and they will be entitled to equivalent employment benefits, pay and other forms and conditions of employment.

Other benefits do not accrue to an employee while on approved, unpaid family leave.

Additional Benefits


Other benefits may be established. These policies and guidelines are listed below and will be include when relevant:



* 
Continuing Education
*
Housing Allowance



*
Study Leave
*
Sabbatical leave



*   
Service awards


Continuing Education


Continuing education is work time away from regular job responsibilities, aimed at improving professional competence and job performance of Colonial staff members.


Continuing education can be part of a specific organized course of study, a focused seminar, institute or conference which has a direct bearing on the staff member’s job assignment.


Full salary will be paid. Authorized travel expenses will be reimbursed there is adequate monies accrued in the staff member’s continuing education account. Monies can be accrued for up to a three (3) year period.


In the event that a staff member’s employment terminates, all accumulated continuing education monies will be forfeited. Continuing education monies may not be paid as severance.


Recurring continuing education requests require prior approval of the Senior Minister and the Human Resources Committee.


Continuing educations requests will be made in writing to the Senior Minister as soon as plans are complete, by October 1 if possible, for the following calendar year.



An up-to-date record of continuing education decisions will be maintained in the         church office.



Continuing education is not considered part of, or interchangeable with, study leave, Sabbatical leave, or vacation.


Study Leave



Study leave is annual extended time away from job responsibilities, designed to renew and revitalize Colonial Church staff members.



Study leave is planned and systematic study, aimed at improving staff members and their contribution to the life of Colonial Church.



Full salary will be paid. Expenditures for travel and living expenses may be required for study leaves. These expenses can be reimbursed by Colonial Church with approval by the Senior Minister.



Study leave requests require prior approval of the Senior Minister.



Study leave requests will be made in writing to the Senior Minister as soon as plans are complete, by October 1 if possible, for the following year.



An up-to-date record of study leave decisions will be maintained in the church office.



Study leave is not considered part of, or interchangeable with, Sabbatical leave, continuing education, or vacation.


Housing Allowance



Colonial will designate a portion of the total compensation for ordained ministers as housing allowance in consultation with each minister annually. The housing allowance receives favorable income tax considerations and both church and individual should be acquainted with the tax rulings when setting the figure.

Sabbatical Leave



Sabbaticals are an extended absence from job responsibilities designed to enrich and strengthen the contribution of full time ministers, ordained or commissioned, called to the pastoral care, spiritual development and education of Colonial’s members.



Qualifying members are eligible to apply for Sabbatical leaves after completing each five year period of service at Colonial Church.



No minister shall be required to take a sabbatical leave. There is no monetary option for not taking this additional earned sabbatical leave.



Sabbatical leaves will be granted for three (3) months away from the Colonial Church. Sabbaticals may be combined with study leave for an extended time away.



Full salary will be paid. Costs for travel, living and education expenses will not be reimbursed, although an increase study allowance may be sought beforehand.



Sabbatical leave requests must be in writing and require approval of the Senior Minister and the Human Resources Committee. Requests are not automatically granted and must be submitted in time for planning to be done to provide staff coverage for the extended leave. A budget or anticipated expenses should accompany this request.



No more than one (1) minister may take sabbatical leaves in one calendar year. In the event that more than one minister wishes to take a sabbatical in the same year, preferences generally will go to the minister who is senior in years of service at Colonial.



Sabbatical leave may take any year after qualifying; however, individuals must take any sabbatical accumulated at least three years apart.



In the event that a minister’s employment terminates, all accumulated sabbatical leave will be forfeited. Qualified sabbatical leave may not be paid as severance.



Recipients agree to continue their employment for at least one year after a Sabbatical or to return their salary for the paid leave time.



Exemptions to the sabbatical policy must be approved by the Senior Minister.

Service Awards / Retirement Gifts



Colonial Church of Edina values employee length of service and recognizes it through offering employees service awards based on years of service. Additionally, the church recognizes retirees and acknowledges this service with a retirement gift.



A regular full-time or part-time employee shall receive a service award at 10, 15, 20, 25, 30 years of service and beyond. The award is based upon the number of years of service. The service awards offered by the church are intended to be nontaxable under current IRS guidelines for achievement awards. As the IRS guidelines change, substitutions for service awards will be made in accordance with tax regulations.



An employee who is entering retirement will have the option of a send-off lunch or breakfast to be held at the church facility. The retiree may invite family to share in the celebration.



The Human Resources Committee shall maintain a list of employees that are due for a service award.

· For 5 years of service, the employees will be recognized at the Annual Meeting of the congregation.

· For 10, 15, and 20 years of service, the employees will receive a gift commemorating their years of service and one week (5 days) additional vacation to be used within 12 months of the anniversary date.

· For 25, 30 and more years of service, the employee will receive a gift commemorating their years of service and two weeks (10 days) additional vacation to be used within 12 months of the anniversary date.



Awards will be presented at the Annual Church Meeting.



In the case of retirement, the church will select a gift for the retiree as appropriate to show thanks for their dedication and commitment. 
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Program Staff Time Away Planning Form

 

Approved May 1999

 

                                

                        

I

 

PROGRAM STAFF TIME A

WAY REQUEST PLANNING

 FORM

 

NAME:

 

         

 

________________________________

___________________

 

 

                                

                                

Event and Location

 

                                

                             

Date(s)

 

Official Trip:

 

 

 

________________________________

___________________

 

      

 

_______________________________

 

Conference:

 

 

 

________________________________

___________________

 

      

 

_______________________________

 

Study Leave

:

 

 

________________________________

___________________

 

      

 

_______________________________

 

Vacation:

 

     

 

________________________________

___________________

 

      

 

_______________________________

 

Other:

 

          

 

________________________________

___________________

 

      

 

_______________________________

 

 

                      

Coordinated/Approved by:

 

 

 

_____________________________

 

      

 

_______________________________

 

SPECIAL REQUEST REGA

RDING SUNDAY WORSHIP

 LEADERSHIP

 

Information is 

needed BEFORE Wednesday morning for scheduling purposes.

 

Not available on (date):

 

 

 

________________________________

___________

 

Reason:

 

 

 

________________________________

________________________________

________________________

 

Need to request specific hour:

 

   

o

 9

:00

 

   

o

 10:30

 

     

on (date):

 

 

____________

 

Reason:

 

 

 

________________________________

________________________________

________________________
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Support Staff Time Away Request and Absence Report Forms

 

SUPPORT 

STAFF

 

ABSENCE REPORT

 

 

 

Name:  

 

__________________________

 

      

Today’s Date:  

 

_________

 

Date(s) Absent:  

 

________________________________

_____________

 

 

 

Type of Absence

 

Put number of days in appropriate 

category:

 

 

 

          

 

__________

 

      

Illness

 

 

          

 

__________

 

      

Vacation/Floating Holiday

 

 

          

 

__________

 

      

Compassionate Leave

 

 

          

 

__________

 

      

Education/Training

 

 

          

 

__________

 

      

Authorized Compensation Time

 

 

          

 

__________

 

      

Leave Without Pay

 

 

          

 

__________

 

      

Civic Duty

 

 

 

Explanation, if necessary:

 

SUPPORT STAFF

 

TIME AWAY REQUEST

 

 

 

Name:  

 

__________________________

 

      

Today’s Date:  

 

_________

 

Date(s) Absent:  

 

________________________________

_____________

 

 

 

Category

 

Check one:

 

 

 

          

 

__________

 

      

Illness

 

 

          

 

__________

 

      

Vacation/Flo

ating Holiday

 

 

          

 

__________

 

      

Compassionate Leave

 

 

          

 

__________

 

      

Education/Training

 

 

          

 

__________

 

      

Authorized Compensation Time

 

 

          

 

__________

 

      

Leave Without Pay

 

 

          

 

__________

 

      

Civic Duty

 

 

 

Explanation, if necessary:

 

 

 

 

 

 

 

 

 

 

 

Approved by:  

 

_______________________

 

       

Date:  

 

____________

 

Approved May 1999
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EMPLOYEE COMP TIME R

EPORT

 

 

 

Name:  

 

________________________________

______________

 

Month and Year:  

 

________________________________

_____

 

 

Please write total number of compensatory hours or 

fractions of an hour worked for each date below:

 

 

 

            

1

 

 

______

 

               

11

 

 

 

______

 

                

21

 

 

 

______

 

 

            

2

 

 

______

 

               

12

 

 

 

______

 

                

22

 

 

 

______

 

 

            

3

 

 

______

 

               

13

 

 

 

______

 

                

23

 

 

 

______

 

 

            

4

 

 

______

 

               

14

 

 

 

______

 

                

24

 

 

 

______

 

 

            

5

 

 

______

 

               

15

 

 

 

______

 

                

25

 

 

 

______

 

 

            

6

 

 

______

 

               

16

 

 

 

______

 

                

26

 

 

 

______

 

 

            

7

 

 

______

 

               

17

 

 

 

______

 

                

27

 

 

 

______

 

 

            

8

 

 

______

 

               

18

 

 

 

______

 

                

28

 

 

 

______

 

 

            

9

 

 

______

 

               

19

 

 

 

______

 

                

29

 

 

 

______

 

 

          

10

 

 

______

 

               

20

 

 

 

______

 

                

30

 

 

 

______

 

 

                                

                                

                 

31

 

 

 

______

 

 

 

              

Total Hours:

 

       

 

__________

 

 

 

Approved by:  

 

________________________________

_______

 

 

                                

                                

 

your staff su

pervisor(s)

 

 

 

Return to Church Administrator when complete.

 

C

OLONIAL

 C

HURCH

 

OF

 E

DINA

 

EMPLOYEE TIME SHEET

 

 

Name:

 

       

 

________________________________

_________________

 

Week of:

 

    

 

________________________________

_________________

 

 

                                

                                

         

(or pay period beginning:)

 

Reason for Overtime:  

 

________________________________

________

 

 

________________________________

____________________________

 

Superviso

r’s Approval for Overtime:  

 

___________________________

 

                  

 

 

________________________________

____________________________

 

 

                                

            

Supervisor’s Signature

 

                                

         

Date

 

 

Custodial staff:

 Give to Head Custodian at end of pay period.

 

Sec

retarial

 

staff

: Give to Office Manager at end of pay period.

 

Accounting

 

staff

: Give to Accounting Manager at end of pay period.

 

 

A.M.

 

Lunch 

Lunch

 

P.M.

 

Daily 

Over

-

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Total Hours Worked:
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Attachment A
Colonial Church of Edina
Application for Children’s/Youth/vulnerable adult Work
Confidential
This application is to be completed by all applicants for any position (volunteer or compensated) involving the supervision or custody of minors or vulnerable adults. This is not an employment application form. Persons seeking a position in the church as a paid employee will be required to complete an employment application in addition to this screening form. This form is being used to help the church provide a safe and secure environment for those children, youth, and vulnerable adults who participate in our programs and use our facilities.

Personal information

Date:



Name:




Last
First
Middle

Present Address:





Street

City
State
ZIP
Home Phone:
(
)



What type of children/youth/vulnerable adult work do you prefer? 



On what date would you be available?



Minimum length of commitment:



Have you ever been convicted of or pleaded guilty to a crime?
(
Yes
(
No

If yes, please explain (attach a separate page if necessary):



Do you have a current driver’s license? 
(
Yes
(
No

If yes, please list your driver’s license number and state:



Have you ever been convicted of a traffic offense? 
(
Yes
(
No

If yes, please describe all convictions for the past 5 years (attach a separate page if necessary):



If you prefer, you may refuse to answer the following question, or you may discuss your answer in confidence with the senior minister rather than answering it on this form. Answering yes or leaving the question unanswered will not automatically disqualify an applicant from children, youth or vulnerable adult work.
Were you a victim of abuse or molestation while a minor? 
(
Yes
(
No

church History
Church of which you are a member:
Name:




Address:




Telephone:



Other churches you have attended regularly during the past five years:
Name:


Name:



Address:


Address:



Telephone:


Telephone:




references
Please complete at least two references IN FULL.
If you do not have any previous church or non-church work experience, you may list two personal references.
Previous church work involving children, youth and/or vulnerable adults:

Church:


Church:



Address:


Address:




street
street

city
state
ZIP
city
state
ZIP
Telephone:


Telephone:



Contact Person:


Contact Person:



Type of Work:
( Volunteer
( Paid
Type of Work: 
( Volunteer
( Paid

Date(s) of Work: 

Date(s) of Work: 


Description of Work: 

Description of Work:


Previous nonchurch work involving children, youth and/or vulnerable adults:

Organization: 

Organization: 


Address:


Address:




street
street

city
state
ZIP
city
state
ZIP
Telephone:


Telephone:



Contact Person:


Contact Person:



Type of Work:
( Volunteer
( Paid
Type of Work: 
( Volunteer
( Paid

Date(s) of Work: 

Date(s) of Work: 


Description of Work: 

Description of Work:


Personal References:
NOTE:
Please list persons who have observed your work with children’s, youth or vulnerable adults. If you are unable to list persons who have observed such work, list persons who have known you in employment or volunteer situations. If you have no previous paid or volunteer work experience, you may list other personal references, including teachers and relatives.

Name:


Name:



Address:


Address:




street
street

city
state
ZIP
city
state
ZIP
Telephone:


Telephone:



Relationship:


Relationship:



Applicant’s Statement

The information contained in this application is true/correct and complete to the best of my knowledge. Any misrepresentation or omission on this application will be grounds for discharge from service whenever it is discovered. I authorize any person or entity listed in this application to give Colonial Church of Edina any information (including opinions) that they may have regarding my character and fitness for children/youth/vulnerable adult work. In consideration of the receipt and evaluation of this application by Colonial Church of Edina, I hereby release any individual, church, youth organization, charity, employer, reference, or any other person or organization, including record custodians, both collectively and individually, from any and all liability for damages of whatever kind or nature which may at any time result to me, my heirs, or family on account of compliance or any attempts to comply with this authorization. I waive any right that I may have to inspect any information provided about me by any person or organization identified by me in this application. I have read and acknowledge receipt of copies of Colonial Church of Edina’s Sexual Harassment and Sexual Misconduct Policy and Policy With Respect to Vulnerable Adult and Children’s Service Workers and Procedure for Background Checks in effect as of the date of this application.

Certification
I certify that:


(a)
no civil, criminal, or church-related complaint related to sexual misconduct or sexual harassment has ever been brought or is pending against me;


(b)
I have never resigned or been terminated from a paid or volunteer position due to sexual misconduct or sexual harassment.


Signature
Date


NOTE:
If you are unable to make the above certification, you may instead provide on an attached page a description of the complaint or termination and the outcome of the situation, as well as any explanatory comments you care to add.
I further state that I have carefully read the foregoing release and know the contents thereof and I sign this release as my own free act. This is a legally binding agreement which I have read and understand. By signing below, I acknowledge that I have read and agree with everything stated in the Applicant’s Statement.

Applicant’s Signature:


Date:



Witness:


Date:



Attachment B
Colonial Church of Edina
Request for Background Check Pursuant to the Minnesota Child Protection Background Check Act, Minnesota Statute 299c.61
et. seq./ account # T129252711

          THE COLONIAL CHURCH OF EDINA           
requests that the Bureau of Criminal Apprehension conduct the following inquiry:

1.
Has


ever been convicted of a background check crime? If so, please describe the crime and the particulars of the conviction.


I have been informed that the Bureau of Criminal Apprehension will be asked to conduct a background check under the Minnesota Child Protection Background Check Act. I understand that I will be the subject of this background check for purposes of my employment/volunteering to determine whether I have been convicted of any crime defined under the Act. I have the right to be informed of the response to the request for a background check and to obtain a copy of the report, or any record that forms the basis of the report, from the requesting party. I understand that I have the right to challenge the accuracy and completeness of any information contained in the report or record under the relevant information provisions of the Data Practices Act. I understand that I have the right to be informed by Colonial Church of Edina if my application has been denied because of the report received from the Bureau of Criminal Apprehension. I understand that I have the right not to be required either directly or indirectly to pay the cost of the background check.

I UNDERSTAND MY RIGHTS AS STATED ABOVE AND AGREE TO A BACKGROUND CHECK.


Signature
Date


FULL Name (print neatly)
Gender (M / F)


Maiden Name (if applicable)
Date of Birth


Alias and/or Former Name(s)
Social Security Number

attachment C
Colonial Church of Edina
Record of Contact with a Reference or Church Identified by an Applicant for Youth or Children’s Work

Confidential

For Office Use Only

1.
Name of applicant:


2.
Date of orientation:


3.
Reference or church contacted (identify organization and person contacted):

4.
Date and time of contact:


5.
Person contacting the reference or church:


6.
Method of contact:
( letter
( phone
( personal conversation



( other: 


7.
Summary of conversation (summarize the reference’s or minister’s remarks concerning the applicant’s fitness and suitability for children’s/youth/           vulnerable adult work):


Legible Signature
Date


Position

Attachment d
Colonial Church of Edina
Employee Acknowledgment
I hereby acknowledge that I have received and read the Colonial Church of Edina Employee Handbook. I agree to conform to the rules and regulations outlined in this handbook as well as future communications from Colonial Church of Edina.

It also is understood that the Employee Handbook provides general information on current guidelines covering employment and benefits related policies and procedures. Colonial Church of Edina may make changes to it at any time without prior notice, as it deems necessary.

I agree that this handbook does not create any express or implied contract rights between Colonial Church of Edina and the employee, nor does it represent an offer of employment. I understand the employment relationship is at-will, for no specified period of time, and employment may be terminated by either Colonial Church of Edina or the employee at any time with or without notice or cause.


Employee name (please print)

Employee signature

Date returned
Please return this form to the Administrator within five (5) days after beginning employment.
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