
A MESSAGE FROM THE PASTOR

The following pages contain the first ever Personnel Policy Handbook for Saint John's Parish.  While all that we do -- from visiting the sick, to teaching children, preparing print materials, paying bills, cleaning up after lunch, practicing a new hymn, and so much more -- is in one way or another a share in the ministry of the Gospel, it is important to establish the atmosphere in which that ministry will take place.  This Handbook is intended to help all of us, both employer and employee, to have a clear understanding of the mutual responsibilities we have to one another, as well as our individual personal rights.

The Parish affirmed our common goal in the Mission Statement of 1997:

“Saint John's of Little Canada is a Catholic parish committed to worship, lifelong faith development, quality education and outreach through service to the needs of others."

Our Values

Education   We offer broad-ranged, Christian-based education and experiences for lifelong and spiritual growth which includes a pre-K - 8 school and religious education programs.

Justice   We recognize the dignity and quality of each person and collectively work to influence systems which provide for the common good.

Service   We believe service is being personally involved in activities which better our local and global community.

Worship   We celebrate our Catholic faith by individual and community participation in prayer, sacraments and liturgy.

Community   We are a people who, through our Faith, build relationships which foster a sense of belonging.

Catholic   We join with all who believe in the Scriptures, teachings, values, and doctrine as understood, celebrated and lived in the Roman Catholic Tradition.

This Personnel Policy Handbook, along with strong on-going communication, will assist us in serving both the parish and our working relationship with one another.

Fr. Robert J. Fitzpatrick

(August 27, 1999)

INTRODUCTION

This booklet is designed to inform you and be used as a resource regarding personnel policies and procedures, compensation and benefit programs and other information which is beneficial for both the new and long-term employee.  A written policy manual is indispensable to operate a successful organization and can positively improve morale.  These policies are guides to the philosophy behind the parish’s objectives, procedures, rules and plans.  It is not necessarily a guide to specific actions, but it should provide a framework so that consistent actions and decisions by supervisors and managers result in equality and fairness under a variety of circumstances.  

I.   EMPLOYMENT PRACTICES

EQUAL EMPLOYMENT OPPORTUNITY

It is the policy of the Parish of Saint John the Evangelist to provide equal employment opportunity to all qualified persons without regard to race, color, religion, creed, sex, marital status, disability, age, national origin, veteran status, and status with regard to public assistance.  Employment practices are to provide that all individuals be recruited, hired, assigned, advanced, compensated, and retained on the basis of their qualifications, and treated equally in these and all other respects without regard to race, color, religion, creed, sex, marital status, disability, age, national origin, veteran status, and status with regard to public assistance.  Exceptions to the above non-discrimination policy may be necessary when based upon a bona fide occupational qualification.

RECRUITMENT AND HIRING

The effective recruiting of qualified candidates requires that the employer have current information within the position description.  Current information about compensation and benefits should be provided to the candidates.  The use of a Search committee is suggested, where appropriate, to assist in the selection process.

1.
All job openings will be reviewed by the Parish Administrator with the Pastor before any action is taken to fill the position.

2.
The Parish Administrator advertises and posts all positions for 5 working days before external search begins.

3.
In general, support activities for filling vacant positions will be conducted by the Parish Administrator.  Applications for employment from relatives of employees or parish members shall be appraised as any other application.  The supervisor will perform screening and interviewing applicants.  The Pastor will have final approval.

4.
All proposed starting salaries for new employees must be reviewed with the Parish Administrator and approved by the Pastor prior to the extension of a formal offer of employment.

5.
Prior to making the final selection for employment, the eligibility for the candidate must be verified according to the Immigration Reform and Control Act of 1986.

6.
According to Clergy Bulletin Volume XVIII, Number 3, all candidates for employment within the Archdiocese must have background checks conducted through the appropriate sources.

OFFER OF EMPLOYMENT

Once an applicant is chosen and an offer extended, it is important to avoid delays.  If the offer is made by phone, it should be confirmed in writing in order to minimize the potential for confusion or misunderstanding.  The written offer should normally contain at least the following information:

Position Title

Reporting relationship

Starting date and date of employment, if different

Beginning level of compensation

Benefit information

Any special arrangements

Date for orientation

The Parish Administrator will make a written offer of employment with a copy to the Pastor.

When appropriate, an offer of employment will be extended subject to the individual successfully completing a physical examination, but only for essential job-related functions.  Such an examination will be required of all persons conditionally offered employment for the same position.

EMPLOYEE DEFINITION

According to the Fair Labor Standards Act (FLSA), some employees may be specifically exempt from the definition of workweek and overtime provisions; thus employees have been traditionally referred to as “exempt” or “non-exempt”.  The FLSA allows certain employees to be “exempt” if they fall into one of the “white collar” executive, professional, or administrative employment categories, as defined by the FLSA.  The exemption is applicable if the primary duties fall within one of the categories and if a minimum weekly salary is paid.

All employees must hold one of the following designations of employment status according to the Fair Labor Standards Act. 

Exempt Employee: Executive, professional, and administrative employees, as defined by the FLSA, can be treated as salaried employees and need not be paid overtime.

Non-Exempt Employee: All other employees who are not exempt as executive, professional, or administrative employees as defined by the FLSA must be paid overtime at a rate of time and one-half after 40 hours in a 7 day week.

In addition, employees are designated full-time, part-time, temporary and benefits eligible.  

Regular - Full-time:  Positions paid either on a salaried or hourly basis, calling for a minimum of 25 hours per week for a minimum of five (5) consecutive months.  Eligible for benefits as described in the particular benefit sections.

Regular - Part-time:  Positions requiring less than 25 hours per week.  Not eligible for benefits.

Temporary - Full-time and Part-time:  Includes those hired for work periods of short duration, typically less than six (6) months.  Not eligible for benefits.  If the length of employment exceeds six (6) months, the employee may be transferred to regular full-time or regular part-time status.  Benefits will begin on the date of transfer.

Benefits Eligible: The Archdiocesan lay employees, who are regularly scheduled to work a minimum of 25 hours per week, are required to participate in the Archdiocesan Medical/Benefit Plan (unless eligible to waive due to spouse’s group coverage, etc.); and after one full year of service are also eligible to participate in the Lay Pension Plan.  Vacation, sick days, and holiday benefits are addressed in another section. 

PROBATION OR IN-TRAINING PERIOD

Unless specifically provided for otherwise in writing, all new employees are subject to an initial training period of up to three (3) calendar months.  If a longer initial training period is required, it will be so specifically provided for in writing.  For example, new teachers, i.e., new to teaching profession, may be on an in-training basis for up to three years.  Teachers with some (one or more) years of teaching experience but new to a particular school may be on a reduced in-training period as determined by the parish or school.

The training period permits the employer to evaluate the employee’s performance and provide an opportunity for the employee to assess whether the position is appropriate for his/her interests and skills.  During this time, the employee may be released at any time for any reason and is considered to work at the will of the employer.  Written evaluations by the employee’s immediate supervisor must be made at the end of the second and third month of employment and prior to a change of status to regular employment.  The initial training period may be extended upon mutual agreement of the employee and supervisor.

No employee may be upgraded from an in-training employee to a regular employee status except with the approval of the pastor and his/her designate, i.e., supervisor.  Such upgrading from in-training status to regular employee status must be set forth in writing with the date of the change clearly stated and made a part of the employee’s personnel file.  Benefit eligibility will be the same for the in-training period as it is for all regular employees except as and if specifically set forth in the benefit program itself (e.g. retirement program, etc.).

ORIENTATION

An effective orientation makes a positive and lasting impression and can have a significant impact on a person’s success or failure during the first few weeks of employment.  It is most important to have someone welcome a new person to the work environment, introduce that person, and answer question.  Hospitality eases the stress of initiation and enhances a new person’s adaptation process.

An orientation package should be provided for new personnel.  Helpful information may include:

Mission statement or other information

Organization chart

Diagram of the facilities

Policy handbook

Information on benefits

Other information to help the new employee feel welcome

The Parish Administrator and the new employee’s supervisor will provide orientation for all new employees during the first week of employment.  (See orientation checklist)

All new employees, their supervisor, and the Parish Administrator will sign the orientation checklist when orientation is complete.

PERSONNEL FILE/OFFICIAL RECORDS

Each employee shall have an official personnel file maintained in the Parish Office.  Authorized access to the personnel files is limited to the Pastor, the Parish Administrator, and the supervisor of the employee whose file is being reviewed.  Employees may request to review their personnel files during normal office hours.  Their files will be made available to them within a reasonable amount of time and must be viewed in the presence of the Parish Administrator.

The Parish Administrator will not release a personnel file to anyone, other than those authorized individuals listed previously, without the written consent of the employee involved.  In the case of a subpoena, the employee will be informed that said file has been requested.

The Parish Administrator is responsible for maintaining in the individual’s file a written request by the employee for the use of specific data.  The request should state the intended use, the name of the person or agency requesting the data, and the material requested.

The Parish Administrator and immediate supervisor of each employee are responsible for determining what information or data will be contained in an individual’s personnel file.  Typical materials would include, but are not limited to, application forms, resumes, background check information, pre-employment physical reports, payroll information, performance reviews, and disciplinary records.

The Parish Administrator will annually review personnel files for accuracy and completeness.

CATASTROPHIC ILLNESS GUIDELINES

It is the policy of this parish community to recognize that employees with catastrophic illnesses - cancer, heart disease, epilepsy, AIDS, for example - may wish to engage in as many normal activities as his/her condition will allow.  This may include his/her pursuit of a livelihood.  To the extent that employees with serious illnesses maintain an acceptable level of performance and do not pose a threat to themselves or others, this parish community should be sensitive to his/her medical condition and ensure that they receive treatment consistent with all other employees.

The guidelines to follow in working with an employee who has a serious or life-threatening illness include:

1.
The employee’s health condition is personal and confidential, and reasonable precautions should be taken to protect information regarding the employee’s health condition.

2.
Employees who have any concerns about the possible contagious nature of another employee’s illness should contact the Parish Administrator/Pastor.  The Pastor and the Parish Administrator will be sensitive and responsive to coworkers’ concerns.  Employee education is available through community resources such as the Red Cross, First Call For Help, and Family Services.

3.
The Parish Administrator/Pastor will request an attending physician’s statement to confirm an employee’s ability to continue to work and not pose a threat to the employee, coworkers, volunteers, or visitors.

4.
Employees will be encouraged to seek assistance from established community support groups for medical treatment and counseling services.  Information can be requested confidentially through First Call For Help, 651-224-1133 or 612-335-5000.

PHYSICAL EXAMINATIONS

Saint John’s reserves the right to require a physical examination for employees.  A physical examination for the purpose of determining a person’s capability to perform available employment, may be requested or required provided that 

(a)
An offer of employment has been made on condition that the person meets the physical or mental requirements of the job;

(b)
The examination tests only for essential job-related abilities; and 

(c)
The examination is limited to determining whether the person’s condition would prevent performance of the job.  

A physician designated by the employer and at the employer’s expense will perform the examination.

Saint John’s may require written medical approval to return to work after medical leave, injury, extended illness, or hospitalization.  In certain instances, a second opinion by a physician designated by the employer at the employer’s expense may be required.

II. COMPENSATION

COMPENSATION INTRODUCTION

The Parish of Saint John the Evangelist has an overall goal for their Compensation Program of internal equity and external competitiveness.  The program follows a non-discriminatory pay practice by basing pay differentials on position evaluation levels.

Parish Office Hours

Monday through Friday:  8:30 a.m. to 4:30 p.m.

School Office Hours

Monday through Friday:  8:00 a.m. to 4:00 p.m.

Work schedules will be set by the supervisors, with the approval of the Pastor or Parish Administrator. 

Each employee will receive a daily unpaid lunch break.

Most employees will receive a paid morning and afternoon break of 15 minutes each.  However, because of classroom schedules teachers are not provided these breaks.

WORK HOURS/TIME REPORTING

The Parish of Saint John the Evangelist observes the following provisions regarding working hours and time reporting:

1.
For payroll purposes, the standard week runs from 12:01 a.m. Sunday through 12:00 midnight Saturday.

2.
A pay period consists of approximately one-half month, with paydays occurring on a semi-monthly basis, i.e., the 15th and last day of the month or the nearest prior workday.  There are 24 pay periods per year.

3.
All hourly employees are required to complete a Time Report for each pay period.  Time Reports are to be completed, approved by the supervisor, and transmitted to the parish office per posted schedule.

4.
Direct deposit is available for all staff members.  Contact the parish office for additional information.

PAY ADJUSTMENTS

Each employee’s level of compensation will be considered one time per year.  While compensation is reviewed annually, adjustments in salary are not automatic or guaranteed.  They will be based upon many considerations including, but not limited to:



The employee’s level of experience.



Advanced education.



Overall performance.



Job responsibility.



Financial capability of parish. 

Changes in compensation must be recommended by an employee’s immediate supervisor.  The Pastor and Parish Administrator must review and approve the recommendation prior to any compensation being offered for the next year.

ABSENCES DUE TO INCLEMENT WEATHER

Employees are expected to make every effort to get to work on any scheduled workday.  When severe weather affects the area, the Parish of Saint John the Evangelist (parish, school, and all others) will follow the decision of the Roseville School District to determine whether the office will be open or closed.  When officially closed because of weather, all employees will be paid as normal.  When not officially closed because of weather, nonexempt employees will be paid only for hours worked. The official source of closing announcements is WCCO radio.

III.  BENEFITS

INSURANCE BENEFITS

All employees of the Parish of Saint John the Evangelist who are scheduled to work 25 or more hours per week for at least 5 consecutive months are offered a benefits package.  Provision is made for religious and clergy to provide equity in benefits with lay employees and at the same time respect policies and benefits of a religious order.  In the case of employees who are members of religious orders that have their own benefit plan(s), the Parish of Saint John the Evangelist will reimburse the religious order for such coverage up to an amount equal to the premium for a single person in the parish plan(s).

1.
FlexComp Program:  Full-time employees of the Parish of Saint John the Evangelist participate in the Saint John’s FlexComp Program.  FlexComp includes Medical and Dental Insurance, Life Insurance, Long-Term Disability, Flexible Spending Account and Childcare Account.

2.
Pension Program:  All full-time employees of the Parish of Saint John the Evangelist participate in the Archdiocesan Central Corporation Pension Plan for Lay Employees after one year of employment and the attainment of age twenty-one.

3.
Health Insurance:  Full-time employees participate in the Archdiocesan Health Insurance Plan.  Premium cost is shared by the employee and the Parish of Saint John the Evangelist.  Employees covered under another health insurance program may elect not to participate.

4.
Dental Insurance:  Full-time employees are eligible for coverage in the Archdiocesan Dental Plan.  Premium cost is shared by the employee and the Parish of Saint John the Evangelist

5.
Life Insurance:  Full-time employees receive term life insurance in the amount equal to their annual compensation.

6.
Disability Insurance:  Full-time employees may elect coverage through the Archdiocesan Disability Plan.  The premium cost is the employee’s responsibility.

7.
Reemployment Insurance:  The State of Minnesota Department of Economic Security operates the Reemployment Insurance Program.  The Parish of Saint John the Evangelist is a voluntary participant.

8.
Workers’ Compensation:  The Parish of Saint John the Evangelist is self-insured for Workers’ Compensation for job-related illness and injury.  All employees of the Parish of Saint John the Evangelist are covered under this program.  JOB-RELATED ILLNESS OR INJURY MUST BE REPORTED IMMEDIATELY TO THE SUPERVISOR OR PARISH ADMINISTRATOR.

9.
Social Security:  Employees of the Parish of Saint John the Evangelist are covered under the Federal Social Security Program for retirement, survivor and disability benefits.  The Parish of Saint John the Evangelist makes an employer contribution as required by law.

VACATION

Note: This vacation schedule does not apply to PreK through 8th grade teachers and other employees not working a full calendar year.

Vacations are intended to provide employees with time away from work so that they can rest and bring balance to their lives.  Some time away from work is necessary for all.  Supervisors are encouraged to see that their employees take their vacations on an annual basis.

Vacation leave must be requested and approved in advance by the supervisor.  Requests will be approved only if services are adequately covered; otherwise, the supervisor may request a vacation be rescheduled.

An employee who is regularly scheduled to work 25 hours or more per week is eligible on the following basis:

1.
Zero (0) to five (5) years of completed service:  employees will accrue a maximum benefit of ten (10) working days per year (i.e., a 32 hour per week employee would accrue 8 days per year).

2.
After five (5) years of completed service:  employees will accrue a maximum benefit of fifteen (15) working days per year (i.e., a 32 hour per week employee would accrue 12 days per year).

3.
After ten (10) years of completed service:  employees will accrue a maximum benefit of twenty (20) working days per year (i.e. a 32 hour per week employee would accrue 16 days per year).

Paid vacation may not be taken during the first six (6) months of employment.  Vacation accrual, however, will begin with the first full pay period.

Employees are paid vacation hours based on the number of hours normally worked on a given day.

Vacation time is calculated on July 1 for the forthcoming year and prorated for hires prior to July 1.

An employee may carry forward a maximum of one year’s vacation accrual on July 1.

No compensation is paid in lieu of vacation.  Split vacation minimums of half day.

A holiday that occurs during a vacation does not count as a day of vacation.

Should an employee become ill while on vacation and remain ill for more than five days, the employee may charge that sick time to paid leave rather than vacation upon presentation of medical certification.

Upon termination, an employee’s vacation balance will be calculated.  An employee will be paid for unused vacation or the parish reimbursed for borrowed vacation.

Time off without pay is covered later in the Benefits section.

Vacation requests must be approved by a supervisor prior to taking the time off.

HOLIDAYS / PERSONAL DAYS

The Parish of Saint John the Evangelist observes ten (10) paid holidays.

Note:  This Holiday schedule does not apply to Pre-K through 8th grade teachers.

1.
Full-time employee will be granted the following days off with pay:




New Year’s Day




Good Friday




Memorial Day




Independence Day




Labor Day




Thanksgiving Day




Friday after Thanksgiving Day




Christmas Eve Day




Christmas Day




Floating Holiday (The Parish may designate the Floating Holiday 






by June 15th for the following fiscal year.)

2.
Holidays that fall on Saturday will be observed on the preceding Friday, and holidays that fall on Sunday will be observed on the following Monday.

3.
For holidays, full-time hourly employees will be paid for the number of hours normally worked in a day.

4.
Full-time hourly employees required to work on a holiday will be compensated at their normal hourly rate for all hours worked on that day.  They will also receive normal holiday pay.  Part-time hourly employees required to work on a holiday will be compensated at 1-1/2 times their normal rate of pay.

5.
Holiday pay will not be considered time worked for purposes of computing overtime.

6.
An employee who is on unpaid status immediately before or after a holiday will not receive holiday pay.

7.
During a fiscal year with no parish-designated Floating Holiday, employees must request and have approved in advance their Floating Holiday. 

8.
Regular full-time employees will be granted one annual personal day of their choice after completing the first year of full-time employment.  The date requested requires 7 days prior supervisory approval.  The personal day must be taken during the fiscal year ending June 30 or the day will be forfeited.  It is not payable in lieu of taking it or upon termination of employment.

SICK LEAVE

This policy is designed to prevent loss of income as the result of disability or illness when such disability or illness prohibits the employee from working.

1.
Sick leave for full-time employees is credited for the year at the rate of one (1) day for each  month of work.  The year is defined as the fiscal year of July 1 to June 30.

2.
Sick leave may be accumulated up to a maximum of ten (10) weeks based upon the employee’s normal work schedule (i.e., a four-day a week employee would accumulate 40 days, a five-day a week employee would accumulate 50 days, etc.)

3.
Absence because of illness/injury must be communicated to the employee’s immediate supervisor as quickly as possible.  The supervisor may request a physician’s statement in any case exceeding five (5) working days of absence validating the illness/injury or for frequent illness.

4.
In  the interest of the employee’s and coworker’s safety, a physician’s statement may be required by a supervisor in any case exceeding five (5) working days of absence in order for an employee to return to work.

5.
Absence caused by work-related injury is covered under the Workers’ Compensation Program.  However, an employee may use accumulated sick pay to supplement their compensation not to exceed their normal daily wages.

6.
Employees are entitled to use sick leave benefits for absences due to an illness of the employee’s child, for such reasonable periods as the employee’s attendance with the child may be necessary, subject to the same provisions as for the employee’s own illness.

7.
Sick days may not be used as personal days or vacation days at any time.

8.
Sick leave pay may be used for immediate family medical emergencies or required care.  Immediate family is defined as anyone who is a dependent of the employee or living in the household of the employee.

9.
Sick leave pay will not be considered as hours worked for the calculation of overtime.

10.
A holiday that occurs during sick leave will not be counted as a day of sick leave.

11.
All employees eligible for sick leave pay must submit the appropriate form on a timely basis.

JURY DUTY

The Parish of Saint John the Evangelist recognizes the civic obligation to serve as a juror when called.

1.
An employee who is selected to serve on a jury will receive full wages at the regular base rate of pay when absent from work for jury duty.

2.
In order to receive pay under the provisions of this policy, the employee must present to the supervisor a copy of the official notification of juror selection and a statement from the court on the amount of daily compensation received from the court.

3.
The employee will reimburse the Parish of Saint John the Evangelist the compensation received for jury duty services.

4.
On those days that an employee is excused from jury duty before noon, the employee is expected to return to work on that day.

FUNERAL LEAVE

Time off from work with pay is authorized for full-time employees for the purpose of attending the funeral of a family member.

1.
An employee who is scheduled to work 25 hours or more per week is eligible for funeral leave.

2.
A maximum of 3 working days may be granted to attend a funeral.

3.
A family member is defined as:

A.
Member of employee’s immediate family (spouse, child, step-child, parent, step-parent, brother, sister, grandparent, grandchild).

B.
Employee’s legal guardian.

C.
Mother-in-law, father-in-law, brother-in-law, sister-in-law, son-in-law, daughter-in-law.

D.
Spouse’s grandparents.

4.
A supervisor may also grant time off to an employee for the purpose of attending the funeral of someone other than a family member.  The time taken to attend such a funeral may be charged to vacation leave or taken as leave without pay.

5.
Exceptions to any of these provisions will be judged on individual merit and approved by the Parish Administrator.

DOCTOR/DENTIST VISITS

Full-time employees may be granted a reasonable amount of paid time for brief (less than two hours) doctor and dentist appointments that cannot be scheduled outside of work hours.  

LEAVE FOR BONE MARROW DONATIONS

All employees who have averaged at least 20 hours of work per week for at least 12 months are covered.  The Leave For Bone Marrow Donation law requires that employers grant paid leaves of absence to an employee who seeks to undergo a medical procedure to donate bone marrow.  The maximum combined length of the leave is 40 hours of work.  Saint John’s may require verification by a physician of the purpose and length of each leave requested by the employee to donate bone marrow.  Saint John’s will not retaliate against an employee for requesting or obtaining such a leave of absence.

SCHOOL CONFERENCE AND ACTIVITIES LEAVE

All employees who have averaged at least 20 hours of work per week for at least 12 months are covered.  The Minnesota School Conference and Activities Leave law requires that Saint John’s grant an employee a leave of up to 16 hours during any school year to attend school conferences or classroom activities related to the employee’s child, if the conference or activity cannot be scheduled during non-working hours.  The employee must give Saint John’s reasonable notice of the leave in advance, and make a reasonable effort to schedule the leave so that Saint John’s operations are not unduly disrupted.  This is not a paid leave, but an employee may substitute accrued paid vacation for some or all of the leave.

ELECTION DAY LEAVE

Any employee who works for a Minnesota employer is covered.  The Election Day Leave law requires that Saint John’s give employees time off with pay during an election day morning so that the employee may vote in state general elections or elections for United States Senator or Representative.

ELECTION JUDGE LEAVE

Any employee who serves as an election judge is covered.  The Election Judge Leave law requires that Saint John’s give employees time off work to serve as an election judge.  The employee must give Saint John’s 10 days notice of the leave.  The time off is not paid, but Saint John’s will make an effort to permit the employee to make up the time lost.

PUBLIC OFFICIALS LEAVE

Any employee who is elected to public office is covered.  The Public Official’s Leave law requires that Saint John’s give time off to an employee elected to public office to attend the meetings of his or her office.  The time off is not paid, but Saint John’s will make an effort to permit the employee to make up the time lost.

LEAVE FOR POLITICAL MEETING

Any employee who is a member of an official major political party is protected.  The Leave for Political Meetings law requires that Saint John’s provide time off without pay to an employee to attend official political meetings if the employee gives at least 10 days notice, and if the employee is a member of a state central committee or executive committee of a major political party.  If the employee is a delegate, Saint John’s must give time off for the employee to attend an official convention or meeting.

TIME OFF WITHOUT  PAY

Time off without pay may be authorized in advance by the employee’s supervisor if such time off by the employee will not substantially interfere with the department’s responsibilities or work.

1.
Time off without pay is not to be considered a right or benefit to which staff members are entitled.  It is entirely within the discretion of the supervisor to respond favorably or negatively to an employee request, depending on the work needs of the department.

2.
The supervisor must approve in advance and indicate approval of this time off without pay in writing.

3.
The supervisor must notify the employee that vacation and sick leave do not accrue during time off without pay.  During the pay period in which time off without pay occurs, vacation and sick leave should only be calculated for the hours actually worked.

4.
The supervisor is responsible for assuring that the departmental responsibilities are completed in a timely manner.

5.
Time off without pay may not exceed 40 hours per year except as provided elsewhere in this Personnel Policy (i.e., Extended Leave of Absence).

LEAVE OF ABSENCE WITHOUT PAY

An employee may request and may be granted a leave of absence without pay beyond those leaves set forth in other sections of this policy.  Such a leave is at the discretion of the Supervisor, Parish Administrator and/or Pastor.

1.
An employee must have a minimum of 2 years services with the Parish of Saint John the Evangelist before a request for an extended leave of absence without pay will be considered.

2.
A written request for an extended leave of absence without pay must be submitted to the supervisor at least 30 days prior to the commencement of the leave.  In the case of an emergency, the 30-day notice may be waived by the Supervisor, Parish Administrator and/or Pastor.

3.
A leave may be approved for up to 12 months.

4.
An employee may elect coverage, at the employee’s expense, for group health insurance and other benefits while on leave of absence.  No contribution will be made to the retirement fund during this period, nor will credit be given for determining retirement benefits or vacation.

5.
The approval of an extended leave of absence is not a guarantee that the same position will be available to the employee when he/she returns from the leave of absence.

MILITARY LEAVE

Military Leave shall be granted without pay to any employee pursuant to the applicable law.

FAMILY AND MEDICAL LEAVE

A Family and/or Medical Leave of Absence is a leave of absence available to eligible employees for up to 12 workweeks of unpaid leave in any 12-month period.

1.
Family Leave may be taken for the following reasons:


A.
The birth of the employee’s child.


B.
The placement of a child with the employee for adoption or foster care.

2.
Medical Leave may be taken for the following reasons:

A.
The employee is needed to care for a child, spouse, or parent who has a serious health problem.

B.
The employee is unable to perform the functions of his/her position because of a serious health problem.

3.
Eligibility requirements for each are as follows:

A.
An employee who has been employed by the Parish of Saint John the Evangelist for at least 12 months and has worked at least 1,250 hours during the 12-month period immediately preceding the leave, is entitled to up to 12 workweeks of Family or Medical Leave.

B.
An employee who does not qualify for Family Leave, but has been employed at least the equivalent of half-time for at least 12 consecutive months before the requested leave, may be entitled to leave without pay (See previous section).

4.
Amount of Leave, when ELIGIBILITY requirements are met, is up to 12 workweeks of leave in any 12-month period, calculated forward from the beginning date of last Family or Medical Leave date.

An employee and spouse who are both employed by the Parish of Saint John the Evangelist are entitled to 12 workweeks of leave TOTAL (not each) under the terms of Family Leave and Medical Leave for the care of a sick parent.  

Medical Leave taken for self-care or to care for a spouse or child will not be combined and will be granted to EACH employee for up to 12 workweeks.
5.
Notice and Procedures for Requesting Leave are as follows:

A.
If an employee knows in advance that he/she will be taking a Family or Medical Leave because of the birth, adoption or placement of a child, or because of a planned medical treatment, the employee must notify his/her supervisor at least 30 days in advance.

B.
If circumstances require that the leave begin in less than 30 days, the employee must notify his/her supervisor as soon as practical.

6.
Certificate of Physician or Practitioner is Required for Medical Leaves.  Certification must be provided to an employee’s supervisor in a timely manner and must include the following:



A.
Date of onset,



B.
Probable duration,



C.
Appropriate medical facts.

If an employee is seeking Medical Leave for his/her own health condition, the certification must also state that the employee is unable to perform the functions of his/her position.

If an employee is seeking Medical Leave to care for a family member, the certification must also state that the employee is needed to care for the family member and include an estimate of the amount of time the employee will be needed.

Additional requirements may apply if the employee seeks a Medical Leave on an intermittent or part-time basis.  This should be discussed with employee’s supervisor and may include a temporary transfer to an alternative position, with equivalent pay and benefits, which better accommodates recurring periods of absence or a part-time schedule.

In its discretion, the Parish of Saint John the Evangelist may require a second medical opinion and periodic recertification of the medical condition.  This will be at the expense of the Parish of Saint John the Evangelist.  If the medical opinion sought by the Parish of Saint John the Evangelist differs from the certification provided by the employee’s physician, the Parish of Saint John the Evangelist may, at its own expense, require the opinion of a third health care provider chosen by the employee and the Parish of Saint John the Evangelist.  The third opinion will be binding.

7.
Health Care will be provided by the Parish of Saint John the Evangelist at the level and the same rate of cost sharing between the employee and the Parish of Saint John the Evangelist while the employee is on Family or Medical Leave.

8.
Paid Leave, such as vacation and sick leave, if accumulated, must be used, as appropriate, for any part of an employee’s Family or Medical Leave.
9.
Reinstatement after a Family Leave or a Medical Leave (if taken to care for the serious health condition of your child, spouse, or parent) will be the employee’s former position or, if it is not available, to a position that has equivalent benefits, pay and other terms and conditions of employment.  All benefits accrued prior to leave will be retained.

Reinstatement and Medical Leave, if taken because of the employee’s own serious health condition, may require certification from a health care provider indicating that the employee is able to return to work in the same position, or a position requiring the same or similar duties, prior to reinstatement.  If certification is received, reinstatement will be to the employee’s former position or, if it is not available, to a position that has equivalent benefits, pay and other terms and conditions of employment.  All benefits accrued prior to leave will be retained.

EMPLOYEE EXPENSES

All employees shall be reimbursed for certain direct expenses incurred while conducting parish business.

1.
The employee must receive prior approval for such reimbursement from the immediate supervisor.  The supervisor must approve the bill before being presented to the Parish Administrator for payment.

2.
Automobile travel in an employee’s private vehicle will be reimbursed at the current IRS rate.  Other expenses, such as parking fees, will be reimbursed when verification is presented.

3.
Reimbursement/Payment for Meals.  The practice of paying for a “business lunch” will be kept to a minimum.  Business will normally be conducted at the employee’s business office.

EMPLOYEE DEVELOPMENT

Funds are budgeted annually for the purposes of participating in retreats, conferences, seminars, workshops, educational assistance, and membership in professional organizations.  All development funds, like other fiscal matters, are subject to review/revision due to unforeseen changing economic conditions.

1.
Full-time employees are eligible for the individual amount budgeted annually.

2.
All continuing education must be approved by the employee’s supervisor.

3.
The cost of retreats, conferences, seminars, workshops, etc., including registration and meals, will be reimbursed to the employee or paid to the provider upon submission of a check request and supporting documentation, with approval by the supervisor and Parish Administrator.

4.
Dues in professional organizations and expenses incurred in attending meetings will be reimbursed to the employee or paid to the provider upon submission of a check request and supporting documentation, with approval by the supervisor and Parish Administrator.

5.
Travel involved in the activities cited above, whether via private automobile or public transportation, will be reimbursed to the employee or paid to the provider upon submission of a check request and supporting documentation, with approval by the supervisor and Parish Administrator.

TUITION REDUCTION

Full-time employees are eligible for a 50% reduction in the tuition rate at the Parish of Saint John the Evangelist School (K-8).

This reduction does not apply to any fees or other charges related to the school.

All employees of the Parish of Saint John the Evangelist will have eligibility for placement in the Latch Key, Preschool, and K-8 grades.

IV.   WORKPLACE PRACTICES

CONFIDENTIALITY

Many times in parish ministry, employees will obtain confidential information.  It is of the highest importance that employees will treat such sensitive information with the utmost respect.

APPROPRIATE BEHAVIOR FOR THE WORK ENVIRONMENT

The Parish of Saint John’s promotes a work environment that values and respects all employees, and is free of harassment and discrimination.

Behavior that has the purpose, effect or potential of creating a hostile, offensive or intimidating work environment for any employee is inappropriate and unacceptable.  The parish community of the Parish of Saint John the Evangelist will take necessary action to promote and uphold this policy, and to comply with local, state and federal laws.  Anyone found to have acted in violation of this policy will be subject to appropriate corrective action, which may include termination of employment.

Inappropriate behavior includes, but is not limited to:

Unwelcome conduct (physical, verbal or non-verbal) based on or relating to an employee’s race, color, creed, religion, national origin, gender, pregnancy, marital status, disability, age, status with regard to public assistance, or sexual preference or identity.

Verbal conduct such as derogatory or dehumanizing remarks, threats and insults, stories or jokes of a sexual nature or that demean an individual or group, making references to past or present sexual activity, spreading sexual rumors.

Non-verbal conduct such as whistles or catcalls; leering or staring; suggestive gestures; displaying offensive pictures, posters, graffiti, or other written material.

Physical conduct such as unwelcome kissing, hugging, touching and sexual conduct; cornering; blocking a person’s path; intentional brushing against a person’s body.

HARASSMENT/OFFENSIVE BEHAVIOR POLICY

1.
POLICY STATEMENT

It is the policy of the Parish of Saint John the Evangelist to provide a ministerial environment that is safe, both for those receiving its ministries and for those providing its ministries.  When those who provide the ministries of the parish, paid personnel or volunteers, engage in physical abuse, sexual abuse, sexual exploitation, sexual harassment, or harassment based upon race, creed color, national origin, age, disability, marital status, sexual preference, veteran’s status, or receipt of public assistance, they violate the terms of his/her employment or voluntary service and therefore, compromise the safety and ministerial mission of ministry of the Parish of Saint John the Evangelist

To further this safe environment, it is the policy of the Parish of Saint John the Evangelist to perform background checks on all paid personnel in accordance with Archdiocese guidelines.  The parish community will also establish an “ITEM-Team” (In the Event of Misconduct-Team).  The members of this team shall be persons with experience and/or training in the areas of sexual abuse or misconduct.  See Addendum.

2.
PROHIBITED BEHAVIOR

The following behaviors, as defined by the Law of the State of Minnesota, are prohibited for all paid employees and volunteers of the Parish of Saint John the Evangelist

2.1
Physical Abuse (as it applies to adult/child or vulnerable person interactions) is the subjection of a child or vulnerable adult* to physical or mental injury, or threatened injury, inflicted by a person responsible for the care of the child or vulnerable adult.  It is a physical abuse violation when that injury is other than by accidental means and when the conduct produces or could reasonably be expected to produce injuries including mental and emotional distress.

2.2
Sexual Abuse:  (as it applies to adult/child or vulnerable person interactions) is the subjection of a child or vulnerable adult*, by any person responsible for his/her care, to any sexual act which is a violation of the Minnesota Criminal Sexual Conduct Code.

2.3 Sexual Exploitation:  (as it applies to any formal helper/helpee relationship) is any kind of sexual contact between counselor and client whether initiated by either counselor or client that compromises the dignity,

*A vulnerable adult is any person eighteen (18) years of age or older, who is a resident or inpatient of a facility; or who receives services from an out-patient licensed facility (except outpatient chemical dependency treatment); or who receives services from a home care provider; or is a person unable or unlikely to report abuse or neglect without assistance because of mental or physical impairment or because of emotional status.

esteem, or freedom of one or both.  While Minnesota law prohibits counselors (including members of the clergy in certain circumstances) from engaging in such sexual conduct, our parish policy prohibits all of its paid personnel and volunteers from engaging in sexual contact with any person for whom they currently have direct pastoral responsibility and to whom they are not married.

2.4
Sexual Harassment:  The Minnesota Human Rights Act (Subd. 10A) (and the EEOC federal guidelines) defines sexual harassment as follows - Unwelcome sexual advances, requests for sexual favors, sexually motivated physical contact or other verbal or physical conduct or communication of a sexual nature when:

(1)
submission to that conduct or communication is made a term or condition, either explicitly or implicitly, of obtaining employment, public accommodations or public services, education, or housing;

(2)
submission to or rejection of that conduct or communication by an individual is used as a factor in decisions affecting that individual’s employment, public accommodations or public services, education, housing; or

(3)
that conduct or communication has the purpose or effect of substantially interfering with an individual’s employment, public accommodations or public services, education or housing or creating an intimidating, hostile, or offensive employment, public accommodations, public service, educational, or housing environment; and in the case of employment, the employer knows or should know of the existence of the harassment and fails to take timely and appropriate action.

2.5
Other harassment referred to in the policy statement is not to be tolerated and allegations of such conduct should be reported according to the provisions as stated in number 4 hereafter.

3.
MANDATED REPORTING TO CIVIL OFFICIALS

The Law of the State of Minnesota requires that certain categories of persons are to report to civil authorities if they know or have reason to believe or reasonable cause to believe that a minor or vulnerable adult is being or has been neglected, physically abused, or sexually abused.  The Parish of Saint John the Evangelist directs its personnel who are mandated reporters to comply with the requirements of the Law.  It should be noted that concerns should be reported within twenty-four (24) hours to civil authorities.  

Furthermore, the Parish of Saint John the Evangelist directs all of its personnel and volunteers, even those who are not mandated reporters, to report their knowledge or belief of the abuse of minors or vulnerable adults, to the Pastor or Parish Administrator and to the County Child Protection Agency, to the County Welfare Agency, the Municipal Police, or to the County Sheriff’s Department, except in those cases where to so report would violate established and legally recognized confidentiality requirements or restrictions.  In such cases of confidentiality matters, the Parish of Saint John the Evangelist should be advised of the existence of the confidentiality claim.

3.1 
Reporting Clergy Violations

In addition to what is stated in number 3 above, all personnel and volunteers of the Parish of Saint John the Evangelist are to report suspected violations of the above-named prohibitions of physical abuse, sexual abuse, sexual exploitation or sexual harassment to the Human Resources Office of the Archdiocese of Saint Paul and Minneapolis at (651) 291-4499 when the alleged violator is a member of the Catholic clergy.  This includes any priests or deacons, diocesan or religious, who are permanently or temporarily assigned to or ministering in the Parish of Saint John the Evangelist. When the abuse of a minor or vulnerable adult is involved, such a report should be made only if permitted by law and in cooperation with any civil investigation.  All personnel and volunteers are to call the Archdiocese of Saint Paul and Minneapolis at (651) 291-4499, and indicate that they wish to make such a report.  In addition, all personnel and volunteers are asked to tell the Pastor of the Parish of Saint John the Evangelist of such allegations, unless the Pastor is the alleged violator.

3.2
Reporting Alleged Violations By Others

In addition to what is stated in number 3 above, all personnel and volunteers of the Parish of Saint John the Evangelist are required to report those same alleged violations of the above-named prohibitions (except as provided for in number 4) to the Pastor of the Parish of Saint John the Evangelist as soon as possible.   When the abuse of a minor or vulnerable adult is involved, such a report should be made only if permitted by law and in cooperation with any civil investigation.  The Pastor may also designate a member of the ITEM-Team or another person or persons to receive such complaints.  All members of the Parish of Saint John the Evangelist are invited to report such violations to the Pastor or his Designate(s).

4.
INVESTIGATION OF ALLEGED VIOLATIONS BY OTHERS

If a report is received by a Designate of the Pastor, the Designate is to bring the report to the Pastor immediately.  On receipt of any report, directly or through the Designate, the Pastor is to see that the following steps are taken as soon as reasonably possible.

4.1
The allegation is to be investigated immediately.  The Pastor will not do the investigation himself.  Rather, he will seek the assistance of the ITEM-Team.  Any investigation by Parish of Saint John the Evangelist must be made only in cooperation with a civil investigation, if one is taking place.

4.2
Pastoral support is to be offered to the person(s) bringing the allegation.

4.3
The person accused of a violation is to be offered the opportunity to be accompanied in all meetings by an attorney or advisor.  Expenses associated with such advocacy generally are to be borne by the accused.  The parish will reimburse the accused person for reasonable advocacy expenses should an allegation prove to be mistaken or false.

4.4
The Pastor will consider suspending the service of the employee or volunteer (in the first case, with pay) while the investigation is conducted.  This suspension would be done in accordance with parish employment policies.

4.5
If a psychological assessment of the accused or the accuser is part of the investigation, the cost of the assessment is borne by the parish.

4.6
Costs of psychological assistance for the accused are generally to be borne by the accused or by his/her insurance provider.  The Pastor may choose to have the parish pay such costs when particular circumstances warrant it.

4.7
Careful written records of all investigatory steps are to be made.

5.
RESOLUTION OF AN ALLEGATION

The Pastor, along with those assisting in the investigation, will act prudently, expeditiously, and with full consideration to the rights of all involved.  Unless circumstances require it, an investigation should last no more than sixty (60) days.  If the allegation is found reliable, the Pastor will follow all civil laws governing said allegation, and take appropriate disciplinary steps in accord with parish employment policies and under the advisement of the ITEM-Team.  These may include dismissal, if the seriousness or repeated occurrence of the violation warrants it.  A written record of the decision by the Pastor will be made available to all parties to the investigation.

Victims of the alleged misconduct shall be offered the services of the ITEM-Team, which may include counseling, spiritual direction, or advisor services.

If the allegation is found not to be proven or corroborated, a written record of this determination is made, and all parties to the investigation so notified.

6.
REVIEW OF THE RESOLUTION

6.1
If the person(s) who has brought the complaint believes that its resolution is unsatisfactory, he/she is welcome to ask that it be reviewed by the Chancellor of the Archdiocese of Saint Paul and Minneapolis.

6.2
If the accused believes that the resolution of the complaint is unsatisfactory, he/she may ask that the decision be reviewed by the appeal process for all personnel issues that is defined elsewhere in the personnel policies of the Parish of Saint John the Evangelist (see Resolution Of Work Related Issues and Arbitration) 

6.3
In notifying all parties of the resolution of the complaint, the Pastor will inform each party about this right of review, as defined in 6.1 and 6.2.

6.4
Retaliation against an employee who makes a claim relative to any such prohibited behavior is illegal and prohibited.  Likewise, any retaliation against a witness or other person who acts adversely to the employer during the investigation or such prohibited behavior is illegal and prohibited.

ADDENDUM TO POLICY ON HARASSMENT/OFFENSIVE BEHAVIOR

“ITEM”-TEAM (In The Event of Misconduct-Team)

The parish community of Saint John the Evangelist shall have prepared a nine-member ITEM-Team that is ready to perform when needed.  This team shall consist of persons who are parishioners and persons who are not.  Team members shall be recruited for their experience and/or training in the fields of sexual abuse, sexual misconduct, family counseling, civil & criminal law, or personnel management.

INVESTIGATION (3-5 Members)

Shall consider any allegation, begin an investigation, and/or refer the matter to the proper civil authorities such as the police and child protection agencies.  Shall be responsible to protect the rights of both the complainant and the accused.  Shall determine the allegation to be corroborated or false.

INTERVENTION (3-5 Members)

Shall continue the work of the Investigation Team should the allegation be corroborated.  Interview with the accused shall be held.  A written summary of the interview shall be kept.  Shall determine appropriate restrictions on the ministry of the volunteer or employee to be imposed at this time.

RESOLUTION (3-5 Members)

Shall make short-term and long-term recommendations with regard to information gathered in the investigation and intervention process.  These recommendations shall be reviewed by the Pastor who must determine appropriate discipline and after-care.

DRUGS AND ALCOHOL

It is the policy of the Parish of Saint John the Evangelist to operate in a drug-free 

environment.  We are committed to the health, well-being and safety of our employees and property, which means that all employees have a responsibility to report and remain at work in a fit condition.  We do not permit the use, possession, or distribution of alcohol or illegal drugs anywhere on our premises.  Our policy prohibits reporting for work or 

engaging in work under the influence of alcohol or illegal drugs.

1.
Any employee with a potential or actual drug dependency, alcohol dependency, and/or illegal drug use is welcomed and encouraged to ask for help including evaluation and treatment.

2.
The possession, use or transfer of illegal drugs is strictly prohibited at any time and is grounds for severe disciplinary action including discharge.

3.
No employee may report for work for the parish if that employee is under the influence of, or if the work to be performed is affected by the misuse of, alcohol or drugs.  Any such misuse will subject the employee to severe disciplinary action including discharge.

Note:
Use of alcohol during rental of parish property and attendance of parish events is permitted if the employee is off duty.

USE OF TOBACCO

Use of tobacco by employees is limited to designated areas and employees must be of legal age.  Any employee with a tobacco dependency is welcomed and encouraged to ask for help including evaluation and treatment.

RECEIPT OF GIFTS

The Parish of Saint John the Evangelist’s employees should not give or accept any gifts as a result of a business relationship (regardless of value) or participate in business entertainment if it would compromise or appear to compromise either the employee’s job performance or the Parish of Saint John the Evangelist’s ability to effectively conduct its business. A business relationship is defined as one where a person acts as an agent for a commercial enterprise.  Gifts of more than nominal value should be neither accepted nor given.  Gifts of money should never be accepted or given.  Business entertainment must be reasonable in nature, frequency and cost.

APPEARANCE

Good grooming and clothing, generally regarded as appropriate to the position, are expected from all employees.  This is monitored by the supervisor.

USE OF PARISH PROPERTY

Employees are entrusted with parish property to assist in performing their jobs.  Please treat that property with the same care that you would if it were your own.  Negligent use of parish property can cause loss of productive time as well as unnecessary expense to the parish.  All parish property assigned to employees is to be returned to the parish at the time an employee leaves employment with the parish.  Failure to return this property will result in deducting its value from the employee’s last paycheck.

Parish property may not be taken from the premises under any circumstances unless authorized by the Parish Administrator/Pastor.

Employees are permitted to use the parish copiers for personal copying.  Such use will be on an “honor” system at the rate of $.05 per copy.  Personal copying can only be done at times when parish business needs are not present.

Our telephones are intended for business use.  Necessary personal phone calls should be kept to a minimum and made during breaks, lunch periods, or after working hours.  Family and friends should be discouraged from calling during working hours unless a crucial situation exists.

To protect employees from annoying and sometimes embarrassing requests for contributions, solicitation of donations and distribution of material/literature is limited to outside of actual work time (i.e., before or after normal working hours, breaks or lunch periods) and as long as the best interests of the Parish of Saint John the Evangelist and its employees are served.  Solicitation involving commercial sales or solicitation that may conflict with parish philosophy or values is not permitted.

EMPLOYEE PARKING

Employees are asked to park in the approved or designated parking areas.

HEALTH & SAFETY

The Parish of Saint John the Evangelist will inform all affected employees of any hazardous substances or harmful physical agents that they might come in contact with as a result of the performance of their job.  The employees will be trained in the proper handling of these substances or physical agents.

SECURITY BADGES

Identification badges are issued to all school employees and parish employees who may be working in the school.  These badges are issued at the beginning of employment and should be worn at all times when in the building.  Supervisors should ensure that all of their employees wear their badges while working.

SCHOOL VISITORS

Visitors who are apparently unauthorized and/or not wearing a security badge should be immediately escorted to the school office.  Employees are encouraged to be aware of any unauthorized visitors and to report their presence to their supervisor.

SAFETY

It is our goal to provide and maintain safe working conditions for all employees at all times.  Daily utilization of proper maintenance procedures, good housekeeping practices and a continuing awareness of fire prevention measures are vital precautions.  People cause or prevent accidents.  Through awareness, training, and preventive measures; we underscore the responsibility all employees have in practicing and promoting “safety first” in all parish operations.

PERSONAL PROPERTY

Employees are responsible for safeguarding their own personal property.  Personal property is not covered under the parish insurance programs unless a bona fide job requirement for its presence or use exists.

STANDARD OF CONDUCT

The Parish of Saint John the Evangelist expects all its employees to conduct themselves in a manner that maintains confidentiality of all parish information and that is not contrary to the religious or professional character of the Archdiocese of Saint Paul and Minneapolis or the Parish of Saint John the Evangelist.

Violations of this standard of conduct will be dealt within the disciplinary processes outlined elsewhere in this document.

WORK MINISTRY PLANNING AND REVIEW

POLICY

Performance analysis and evaluation is built on a foundation of careful planning, employee involvement, use of objective job-related criteria, commitment to employee development and candid communication about performance between the employee and the supervisor.

Through observation and dialogue with the employee about expectations and job related issues, the supervisor and the employee work to establish and environment in which mutual respect may develop and work related issues may be resolved.

PROCEDURES

The supervisor and the employee establish criteria for performance analysis based on information contained in the position description.  They also establish the priorities to be accomplished and the relative importance of duties and responsibilities.

A performance analysis meeting should be conducted no less frequently than once a year.  There may be a need for more frequent meetings during the first year of employment or in a new assignment.  Supervisors should be attentive to the need for additional interaction during transition periods.  They should be conducted privately and allow enough time for all important matters to be discussed.  The employee has the right to comment, in writing, on the analysis.  The conclusions reached by the employee and the supervisor should be in writing to assure understanding and clarity.

A copy of the review and employee comments will be retained by both parties and will become a part of the individual's personnel file.

PROGRESSIVE DISCIPLINE

POLICY

Whenever possible, supervisors will offer feedback to employees to correct performance deficiencies or workplace behavior issues (as described in Work Ministry Planning Review and Resolution of Work-Related Issues).  If work performance issues are not resolved, a series of corrective steps will be followed:

PROCEDURES

1.
The employee will be given a verbal warning by the immediate supervisor, who will maintain documentation about the date, time and subject matter.  A time frame for correction of the issue may be determined during the meeting.

2.
If the verbal warning is not effective in producing the desired results within the specified time frame, then at the next review meeting the employee will be given a written warning by the supervisor.  All written disciplinary statements will include specific information as to the improvement needed and corrective measures required.  A copy will be given to the employee and also placed in his/her personnel file.

3.
If sufficient improvement does not occur within the noted time frame or if serious work performance or behavior issues warrant immediate attention, disciplinary action in the form of suspension without pay may be taken by the supervisor.

4.
If lack of sufficient improvement continues or if serious issues warrant immediate action, dismissal may be recommended by the supervisor and effected as appropriate.  Prior to dismissal, supervisory consultation must take place with the Director of Human Resources for the Archdiocese of Saint Paul and Minneapolis, and appropriate legal counsel.

5.
Any step in the procedure may be bypassed if the severity of the circumstances warrant.

6.
Employees who believe that they have been disciplined unfairly may resort to the Policy on Resolution of Work-Related Issues.

RESOLUTION OF WORK-RELATED ISSUES

POLICY

Saint John the Evangelist employees have a right to seek a timely resolution of work-related issues.  For purposes of this policy, a work-related problem may be defined as an unresolved complaint or dispute, disagreement, misunderstanding or expressed dissatisfaction on the part of an employee, relating to the conditions of employment or the meaning and application of the parish Personnel Policies and Procedures Manual.

While the procedures which follow are intended to provide a process to resolve work-related issues, they are not intended to prevent employees from having access to their pastor, or their supervisor.  Necessary modifications can be made in keeping with the overall policy of timely resolution.

Employees who believe that an employment condition or the application of any of the policies outlined in this manual is unjust or inequitable, they may employ the following procedures.  In pursuing the following grievance provisions, employees are assured freedom from restraint, interference, coercion, discrimination or reprisal.

PROCEDURES

1.
Work-related issues should first be discussed by the employee and the immediate supervisor.  Initiated by either party, the discussion is intended to affect a mutually satisfactory resolution.

If such resolution is not reached within ten (10) working days at this level, either party may request further discussion at the next supervisory level.  At this point, the complaining party should prepare a written complaint setting forth the specific complaint with reference to the written personnel policy or other specific areas of complaint.

2.
A complaint need not be considered further under this procedure unless it has been submitted, in writing, to the immediate supervisor within thirty (30) days of the facts giving rise to the complaint, or knowledge of the facts giving rise to the complaint.

3.
The pastor, supervisor or delegate will investigate the complaint and respond to the employee in writing within ten (10) working days after a submission of the written complaint.

4.
In all instances, parties may seek the assistance of the Vicar Bishop, the Chancellor, the Director of Human Resources, the Director of the Center for Ministry or other appropriate authority, who shall assist the parties to seek a mutually satisfactory resolution.

5.
The pastor, department head or supervisor, with the consent of the parties, may form an ad hoc committee to consult with the parties in hopes of bringing about a consensus resolution of the complaint.  The members of this committee shall be obligated to maintain confidentiality, unless otherwise required by law.

6.
If resolution is not achieved at the local level, the party may seek resolution through the conciliation process of the Archdiocesan Office of Due Process.

7.
In order to protect the privacy of the individual employees involved and to enhance the integrity of the process, all participants involved in the resolution of a work-related problem shall agree to maintain confidentiality, unless otherwise required by law.  No statements made in the course of, or documents generated by or related to, the resolution of the issue should be repeated or disseminated to any individual who is not directly involved in the process and who does not have a legitimate need to know the contents of such statements or documents.  Parties may confide in and seek appropriate counsel (e.g., spouse, confessor, close friend), with the understanding that these confidants will maintain confidentiality unless otherwise required by law.

8.
Attached as part of this policy are a set of forms to be used in this process.

ARBITRATION

POLICY

If a controversy between the employee and employer concerning terms and conditions of employment, other than those relating to Worker’s Compensation or Re-employment Insurance Compensation, is not resolved through the Policy on Resolution of Work-Related Issues, the employee and employer agree to submit the dispute to final and binding arbitration, in accordance with the procedure explained below which will be the exclusive remedy available to the parties, and to abide by the decision of the arbitrator.  Such arbitrator may determine the extent and scope of any discovery to be permitted.

PROCEDURES

If the employee is not satisfied with the resolution of the complaint or grievance, it is the responsibility of that employee to submit the matter to binding arbitration, which will be the exclusive remedy available to the parties.

Likewise, in those cases in which a former employee wishes to challenge the termination of employment, the former employee agrees to follow the Policy on Resolution of Work-Related Issues set forth in these policies concerning the termination and further agrees that, absent an acceptable resolution within said procedure, he or she will submit the matter to final and binding arbitration and will abide by the decision rendered, which may include any type of relief available in the civic courts.

Ordinarily, arbitration will be conducted according to the arbitration provisions of the Archdiocesan Office of Due Process.  The arbitrator will determine the scope of discovery.

If either party decides that the Archdiocesan Due Process procedure is not acceptable, he or she will have the option of choosing to have his or her case arbitrated according to the Minnesota Uniform Arbitration Act (Minn Stat. 572.08-572.30).  The selection of a neutral arbitrator and procedures to be followed, in such case, will be according to the provisions of the National Rules for the Resolution of Employment Disputes (effective June 1, 1997) established by the American Arbitration Association.  These A.A.A. rules shall apply except that the fees and expenses of the arbitrator shall be paid by the employer.  However, any cost for an attorney or advocate for the employee will be paid by the employee.

V.   TERMINATIONS

VOLUNTARY

Employees are expected to provide a 30-day notice of resignation to their supervisor.

Note Teachers:  By April 1, teachers are expected to state their intention to return for the following school year.  Commencing after the first reporting date of the school year for teachers, a 30-day notice is required.

JOB ABANDONMENT

Any employee absent for two consecutive days without permission or without notifying their supervisor will be considered as voluntarily terminating if they do not notify their supervisor by the first scheduled hour on the third day of absence.

Supervisors will attempt to contact the employee on both days to determine the employee’s intent and/or mitigating factors involved in the unreported absence.  If unsuccessful by the third day and if there are no mitigating circumstances, the appropriate paperwork should be filled out and the employee’s final papers and paycheck will be sent to his/her last know address by mail.

REDUCTION IN STAFF OR LAY-OFF

A reduction in staffing or lay-off may occur because of a change in the organization’s institutional goals or the prevailing economic condition of the employer. 

Once the need for a reduction in staff has been determined, the parish must decide who will be affected based on valid criteria such as past performance, seniority, education, training and work skills needed by the parish.  All employees affected will be advised in writing as to the criteria used and decisions made.

If the reduction in staff is the result of a change in the parish’s goals, then there will be an appropriate level of severance provided to those affected.

Consultation with the Department of Human Resources is required.

DISCHARGE: JUST CAUSE

POLICY

The employment relationship which exists between Saint John’s and its employees will be broken only ”for cause”, that is, if there are valid reasons for taking such an action.

Appropriate reasons for breaking the employment relationship include poor employee performance, improper conduct, violation of work rules and other violations of the employer/employee relationship.

All decisions to discharge an employee for cause shall be made by the employer or his/her designate in consultation with the Director of Human Resources for the Archdiocese of Saint Paul and Minneapolis and appropriate legal counsel.

If it is necessary, due to the seriousness of an incident, to remove the employee from the premises before consultation is possible, the employee should be suspended without pay pending an investigation and prior to a final decision regarding discharge.

PROCEDURES

1.
Discharge because of performance deficiencies or workplace behavior issues:

Ordinarily, less serious employee performance deficiencies or workplace behavior issues will be addressed through the steps described in the policy on Progressive Discipline.  Discharge may result if progressive discipline fails to bring about desired results.  In this case, the employee will be given the facts pertaining to, and the reasons for, discharge or discipline in writing.

2.
Immediate discharge may occur, without progressive discipline, because of any of the following acts:

A)
Illegal bias or harassment

B)
Theft, misappropriation, falsification of records

C)
Misconduct at the work place that endangers others

D)
Insubordination or breach of professional ethics

E)
Working under the influence of illegal or controlled substances

F)
Public conduct which is inconsistent with the faith, morals, teaching and laws of the Catholic Church

G)
Other gross violations of the employer/employee relationship

PROCEDURE AT SEPARATION

On the day of separation, an employee is to return to the immediate supervisor all keys and essential materials that have been supplied during employment.  The immediate supervisor will notify the Parish Administrator that these materials have been returned.  The employee will receive final pay plus any accrued vacation pay after notification is received by the Parish Administrator.

An employee, whether resigning, released or terminated, who wishes to continue on the Archdiocesan insurance plan beyond the first of the month after separation, may do so for the period of time as stated in COBRA law.  The Parish office will notify employees of their rights and obligations under this law at the time of termination.  It is understood that the employee will pay the Parish of Saint John the Evangelist for the monthly cost, in advance, during this time.

EXIT INTERVIEWS

Each employee leaving employment with the Parish of Saint John the Evangelist will be given the opportunity for an exit interview by the Parish Administrator.  This will enable the parish to continue to grow and improve its operations.

REFERENCES

Periodically, the parish receives inquiries for references on past employees.  All requests for references are to be directed to the Parish Administrator who will provide confirmation of employment dates, position, and eligibility for rehire at the Parish of Saint John the Evangelist
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