Personnel Policies 

Your Church

Yourtown, USA

PREAMBLE

The purpose of this statement of Personnel Policies is to define the personnel administration provisions of Your Church, Yourtown, USA. Further, it is to provide for the administration of the policies; and to ensure that the employment, supervision, development, recognition and separation of all Your Church employees are fair, uniform, and within the provisions of the Articles of Incorporation and Bylaws of Your Church. The policies do not constitute a contract of employment.  Either Your Church or the employee may terminate the employment relationship at any time for any or no reason.

I.          ADMINISTRATION

A.         The Senior Minister shall be the chief executive officer of the Church and shall administer the activities of the Church in cooperation with the Church Council, various boards, committees and other Program Staff.  The Senior Minister shall make a report of the year's work at the annual meeting.

B.         The Senior Minister shall be called for an indefinite term.  When it is determined that a vacancy will occur in the pastorate, a committee to be known as the Pastoral Search Committee, shall be organized by the Chair of the Board of Deacons, composed of the following persons:

l.          One member of each official board of the Church, to be chosen by the respective boards.

2.         The members so chosen shall choose three members from the Church at large.

The Committee shall organize by choosing a Chair, a Vice-Chair and a Secretary.  Its recommendations shall be made directly to a meeting of the Church called by the Committee for that purpose.

C.        When a Senior Minister has been elected by a two-thirds vote, and has accepted the call, the Association of the denomination to which the Church belongs shall be invited to recognize and install the Minister in accordance with established practice.  The Minister, at the first opportunity, shall become a member of the Church and of the Association of which the Church is a member.

D.        The Church Council  may call or release ministers other than the Senior Minister and  employ or release other Program Staff as needed.  Their responsibilities shall be defined by the Church Council in consultation with the Senior Minister.  The employment of Program Staff other than the Senior Minister may be terminated by majority vote of the Church Council on recommendation of the Personnel Committee.

II.         EXCEPTIONS

No exceptions to provisions of this policy will be authorized without prior approval of the Senior Minister and the Personnel Committee of Your Church.

III.        EQUAL EMPLOYMENT OPPORTUNITY 

Your Church is committed to the principles of Equal Employment Opportunity.  We believe that faithfulness requires the full and effective utilization of qualified persons without regard to race, color, religion, national origin, sexual orientation, gender, age, disability, Vietnam era military service or any other classifications protected by federal, state or local laws.

All employee recruiting, hiring, training, compensation, benefits, tuition aid, transfers, promotions, social or recreational programs and on-the-job treatment are to be administered in accordance with this commitment.

IV.        CLASSIFICATION OF EMPLOYEES 

A.         Your Church, for payroll and benefit purposes, recognizes two (2) major classifications of employees:  (1) those who are exempt from the wage and hour provisions of the Federal Fair Labor Standards Act (FLSA), that is, program staff; and (2) those who are not exempt from the provisions of the act, that is, support staff.

B.         The normal work week for program staff is defined by position description duties/responsibilities.

1.         Your Church provides and encourages at least one (1) day of rest each week.

2.         Your Church provides, for each full time member of the program staff, one weekend (Friday evening through Sunday evening) per calendar quarter for rest and renewal.

a.  Arrangement for weekends away will be made with the Senior Minister.

b.  Weekends away may not be taken during the same month as, or in conjunction with, vacation time.

C.        Your Church recognizes the following classifications of support staff:

            1.         Full-time Salaried.  An employee who works thirty (30) hours or more per week, twelve months per year and is paid on a salary basis.

            3.         Part-time.  An employee who works less than thirty (30) hours per week and is paid on an hourly basis.

            2.         Full Time Hourly. An employee who works at least thirty (30) hours per week, twelve (12) months per year and is paid on an hourly basis.

D.        Employment Status

1.         "New" Employees.  During the first three (3) months in any position, an employee is considered "new."  "New" employees will be reviewed at the end of three (3) months.  For non-exempt personnel (see IV. A., above), salaries may be reviewed and adjusted, after the first three (3) months of employment. 

2.         “Regular” Employees.   If at the end of three (3) months performance is satisfactory, the employee will then be considered "regular" and will become eligible for Personal Leave Days (VII. A. 2.) and policies governing Separations (IX.) and Complaint and Grievance Procedures (X.).

E.         Position descriptions shall be written for all paid employees, whether full-time or part-time.  Support staff position descriptions  will be reviewed and updated annually.  Program staff position descriptions will be reviewed as needed.

V.         COMPENSATION OF EMPLOYEES

A.         Salaries for all employees shall be determined by the Board of Trustees in consultation with the Personnel Committee and the Senior Minister.

B.         Salary ranges shall be reviewed at least once annually by the Personnel Committee.

C.        Salary, paid twice per month, will be established at the commencement of employment.

D.        A salary shall be determined by mutual agreement at the commencement of employment, subject to subsequent adjustment as may be determined from time to time, in keeping with Your Church's salary policies.

E.         Work for compensation by program staff which is outside the purview of the Church shall be performed on "personal time," and payment for such work may be retained by the staff member.  Payment for church-related activities and services should be made directly to the Church.

VI.        TRAINING AND DEVELOPMENT 

A.         Your Church shall encourage and assist all full-time employees with the development and implementation of a program and plan for their growth, in appropriate relationship to assigned duties. 

B.         Your Church shall provide time off and cover payment of fees and expenses for individual job-related growth experiences, including continuing education, upon the recommendation of the supervisor and the approval of the Senior Minister, and subject to the availability of funds.

C.        Dues for membership in professional organizations shall be paid by Your Church upon the approval of the Senior Minister, subject to the availability of funds.

D.        A performance appraisal and review will be administered by the Senior Minister for all employees, in consultation with the Personnel Committee.

E.         A consultation will be held at least annually prior to salary review between each staff member and his/her supervisor, to review performance, to assess strengths and weaknesses, and to plan the employee's development program.

F.         A plan for sabbatical leaves for program staff will be administered by the Senior Minister in consultation with the Personnel committee, consistent with Section VII, A. 7 of this policy.

VII.       EMPLOYEE BENEFITS 

A.         Time Off

1.         Vacations

a.  Program staff shall receive one month vacation per calendar year, to be arranged with the Senior Minister.

b.  All vacation requests for staff other than program staff must be approved by the Minister of Administration.  Full-time employees, except program staff, are eligible for two (2) weeks' paid vacation after one year of active employment.  This initial two-week period is credited on the employee’s first anniversary date.  Employees will be credited for the appropriate amount of vacation each subsequent year on their anniversary date.  There is no pro-rata accrual of 

vacation.  Employees may carry over up to one (1) week of vacation.  (Example:  Employees in the two [2] week vacation category can have a maximum of three [3] weeks on the books at any time during employment.)

After completing five (5) years of employment, employees will have three (3) weeks paid vacation available per year.  After the completion of ten (10) years of employment, employees will have four (4) weeks of paid vacation available per year.  After 25 years of employment employees will have five (5) weeks of paid vacation available.

Once an employee has reached the four (4) weeks or five (5) weeks of paid vacation, they may carry over up to two (2) weeks of vacation.  (Example: Employees in the four [4] week vacation category can have a maximum of six [6] weeks on the books at any time during employment.)

To the extent possible, vacations should be taken in one week (5 days) increments.  Any unused vacation past five (5) days maximum allowed carry over will be lost.  Because vacations are important and necessary for employees, they will not be allowed to take pay in lieu of vacation.

Upon termination of employment, employees will be paid through their last work day, plus pay for any accrued but unused vacation time provided they have been employed by Your Church for a period of at least one year.

2.         Personal Leave Days

a.  Upon successful completion of three (3) months employment, each regular full-time employee of Your Church is entitled to up to three (3) personal leave days with pay during a calendar year.

b.  Personal leave days are not cumulative from year to year.

c. Requests for Personal Leave Days should be made as far in advance as possible, with approval by the Senior Minister for program staff, or by the Minister of Administration for all other staff.

3.         Holidays

a.         Your Church recognizes certain days during the year as paid holidays for its full-time employees.

b.         The schedule of holidays shall be as follows:

New Years Day
January 1

Memorial Day 
Last Monday in May

Independence  Day    
July 4

Labor Day 

First Monday in September

Thanksgiving Days
Thanksgiving Day and the following day

Christmas Days
December 25 & one floater day

c.         Any holiday which falls on a Sunday will be observed on the following Monday.  Any holiday which falls on a Saturday will be observed on the preceding Friday.

d.         If work is required of support staff on a holiday, it shall be compensated at the rate of time-and-a-half.

            4.         Sick Leave

a.         Sick leave is paid absence from work due to the illness of the employee, spouse or domestic partner, or dependents.

b.         Your Church shall provide sick leave with full salary to all full-time employees for one (1) day per month, beginning with the last day of the first (1st) full month of employment, accumulated at the rate of one (1) day for each full month of employment.

c.         Sick leave may accumulate from year to year up to 30 days.

d.         Pregnancy, including all medical conditions arising from the pregnancy, in terms of policy is treated like an illness or disability.  It is requested that in all instances of conditions where the need for absences is known in advance, employees give notification as soon as the condition becomes known and of the approximate time they will be leaving.  As is required by Iowa law, employees disabled by pregnancy or pregnancy-related conditions are eligible for a leave of absence of the lesser of ninety (90) calendar days or the actual period of disability.  Such a leave is unpaid to the extent that the employee does not have sufficient accumulated sick leave or other paid leave for the entire period.

            5.         Jury Duty

Full-time employees (Salaried or Hourly) are excused for jury duty and will receive normal compensation while serving.  Any compensation received for jury duty may be retained by the employee.

            6.         Leave-of-Absence

a.         A full-time employee (Salaried or Hourly) who is not able to continue employment or who may request to interrupt his/her employment for a period of time may be granted a leave-of-absence by the Senior Minister upon the recommendation of his/her supervisor.

b.         During the leave-of-absence, salary is not paid.  Benefits, where possible, may be continued at employee's expense.  When a person on leave-of-absence requests to return to employment he/she will be given preference when an appropriate position opens.  Service will be reinstituted 

from the point at which leave-of-absence was granted and they will not be subject to the provisions relating to “New” employees in IV. D.1. above.

c.         Granting of a leave-of-absence does not guarantee that the employee’s position will be continued or that it will be held open.

            7.         Sabbatical Leave

a.         In its commitment to the growth, development and renewal for ministry of its employees, Your Church, through its Senior Minister, shall administer a sabbatical leave program to be applied to all full-time program staff according to specifically developed plans, as may be appropriate to the responsibilities of the employee.

b.         The Senior Minister and other program staff, after each five (5) years of continuous service, are permitted to apply for a sabbatical leave with full salary for up to three (3) months, plus regular accrued vacation. 

c.         A plan for the use of the sabbatical leave shall be designed in consultation with the Senior Minister and shall be approved by the Personnel Committee.

d.         A report on the sabbatical experience will be presented to the Church Council.

e.         It is anticipated that a person will continue in the service of Your Church for a period of at least one (1) year following the sabbatical leave.

f.          The period allowed for sabbatical leaves may be taken on a flexible basis at the discretion of the employee and with the approval of the Senior Minister and Personnel Committee.  Other elements of this provision would still apply to a flexible program.

B.         Other Benefits

            l.          Annuity and Retirement Fund

All Full-time Salaried employees shall be enrolled in an appropriate pension plan.  Your Church will make contributions to the employees plan at the rate of 11% of salary.  Clergy contribution will be at the rate established by the Denominational Pension Board.

            2.         Full Time Hourly

All Full-time Hourly employees will receive 11% of their base salary for benefits to be selected, by them, in any of the following categories: Annuity and Retirement Fund; Group Health, Life and Accident Insurance; Physical Examination; Continuing Education; Child Care Reimbursement.

            3.         Social Security

a.         Your Church shall pay the employer's share of the Social Security Tax for all non-ordained employees, as required by the law.

b.         Ordained employees are eligible to enroll in Social Security on a self-employed basis, and are required by law to pay the Social Security Tax directly.

            4.         Housing Allowance

Your Church shall designate each year a portion of the total compensation paid to employees who are ministers, as a housing allowance in lieu of parsonage, in accordance with Section 107 of the Internal Revenue Code.

            5.         Group Health, Life and Accident Insurance

Your Church shall provide health, life, long-term disability and accident insurance to all full-time "regular" employees.

            6.         Physical Examinations

A.         All full-time employees will be allowed $150 annually for unreimbursed physical examination expenses.

B.         All full-time employees should have a comprehensive physical examination at least once every three years.

7.         The Church will provide for short term counseling for employees at the discretion of the Senior Minister.

8.         In the event of the death of a member of the program staff, salary and benefits shall be continued for the surviving spouse and/or dependents for a period of three months.  Further provisions may be made by mutual agreement between the church and the spouse and/or dependents of the deceased. 

VIII.      HARASSMENT

A.         We believe that every employee is entitled to a working environment free of verbal, physical, visual or other harassment because of race, color, religion, sexual orientation, gender, national origin, age, disability, Vietnam era military service or any other basis protected by federal, state or local laws.  We expect the full cooperation of every supervisor and employee in making 

this policy effective.  If necessary, however, appropriate management action will be taken for violation of this policy.

B.         The kinds of conduct governed by this policy include, but are not limited to, actions by any supervisor or employee which directly or indirectly threaten any employee's employment, promotion, wages or other working conditions.  Such unacceptable conduct includes verbal abuse (such as offensive racial, ethnic or sexual "jokes") and unwanted physical contact.

C.        Any incident of harassment should be reported immediately to the Senior Minister or the Minister of Administration. They will investigate immediately and will take prompt and appropriate action which may include termination.

D.        If an employee feels that he/she has been harassed by a non-employee in a work-related setting, the employee should report it to the Senior Minister or Minister of Administration.

E.         The Senior Minister may also appoint an additional person to receive reports of harassment in order to provide gender choice.

F.         Employees are assured that they will not be retaliated against as a result of complaining about harassment.  However, if an allegation is found to be intentionally dishonest or malicious in intent, the complainant will be subject to discipline.

G.        SEXUAL HARASSMENT.  Specifically, sexual harassment is deliberate and/or repeated unsolicited verbal comments, gestures or physical contact of a sexual nature which are unwelcome.  This includes:

           Uses of suggestive comments, sexual language, obscene gender related jokes;

           Pressure for sexual activity; 

           Sexual remarks about a person's body or sexual activities;

           Patting, pinching or unnecessary touching;

Demanding sexual favors accompanied by implied or overt threats concerning one's

 employment, compensation, promotion and/or job assignment; and

           Physical assault.

IX.        SEPARATIONS

A.         Resignations 

1.         Should the Senior Minister desire to dissolve the pastoral relationship, he/she shall notify the Chair of the Deacons in writing; who, in turn, shall request a meeting of the church and shall submit the resignation to the membership.  If accepted, the resignation shall become effective at the end of sixty (60) days, unless otherwise agreed upon by both the Minister and the church.

2.         All other program staff may resign by submitting a resignation to the Church Council at least thirty (30) days before the effective date, or otherwise by mutual agreement.

3.         Support staff may resign by submitting a resignation to the Senior Minister at least two (2) weeks in advance.

B.         Without Cause

1.         A member of the staff can be separated from employment for reasons without cause such as a shortage of work or funds, the abolition of a job position, or changes in job duties or organization. 

2.         All employees shall be entitled to four weeks notice or pay in lieu of four weeks notice.

C.        Other Separations

1.         Should Your Church desire the resignation of its Senior Minister, the Board of Deacons, at a meeting called for that purpose, written notice of which shall have been sent to all members of the Board at least ten (10) days in advance, may by a two-thirds (2/3) vote of all the members of the Board request the resignation of the Senior Minister.  This request shall then be read by the Chairperson of the Board of Deacons to the membership of the Church at a meeting 

of the Church called for the purpose of acting thereon.  If the church approves the action of the Board of Deacons, the Clerk shall at once notify the Senior Minister in writing and the pastoral relationship shall cease and terminate at once, unless both parties shall mutually agree upon a future date; but in any event the Senior Minister shall receive full salary for the sixty (60) days 

following the Church meeting.

2.         Termination of other program staff shall be the responsibility of the Church Council, upon recommendation of the Personnel Committee.

3.         Support staff members who are terminated with cause are not entitled to four weeks notice or pay in lieu of notice.

 4.         Reduction in Work Force

a.         In the event that a reduction in the work force becomes necessary, the separation of staff shall take effect with at least four (4) weeks' notice, or payment of equivalent salary in lieu of such notice.

b.         Employees leaving the employment of Your Church during the notice period will not be paid beyond the last day of actual notice.

c.         At the time of separation, full-time employees separated due to reduction in the work force shall receive vacation benefits computed as of the time of service, prorated from the beginning of the anniversary date of employment.

X.         COMPLAINT AND GRIEVANCE PROCEDURES

In those instances in which either the Policy is deemed unfair, or in which an employee feels aggrieved in the implementation of the Policy, or by actions outside the Policy, Your Church establishes a Complaint and Grievance Procedure by which all regular employees can and are encouraged to seek redress.

A.         Your Church is committed to making every effort to resolve problems prior to the initiation of a formal complaint.

B.         Nevertheless, it is the intention of Your Church to provide a reasonable and acceptable vehicle for employee use in presenting formal complaints.

C.        The following complaint and grievance procedure is established to provide recourse for employees, both program and support, who feel they have been treated unjustly.

D.        The procedure is as follows:

            Written complaints will be submitted to and received by the supervisor of support staff.  Program staff will submit complaints to the Senior Minister.

The supervisor will document efforts made to resolve the issue.

If the supervisor fails to resolve the complaint to the satisfaction of the employee, the employee may put the issue in writing and submit it to the Senior Minister.

The Senior Minister will document efforts made to resolve the issue.

E.         The preceding steps will take place at intervals not to exceed five (5) working days, unless extenuating circumstances exist for either the employee or the supervisors.

F.         If all internal efforts fail to satisfy the employee, he/she may proceed to grievance.  Written grievances may be submitted to the Personnel Committee of Your Church through its Chairperson.

G.        The Personnel Committee will gather information from all parties involved, and make its decision.

H.         If the grievance is still unresolved, the employee may submit the grievance in writing to the Church Council, through the Chairperson, for resolution.  Upon receipt of the grievance, the Church Council will investigate and render its decision which is final.

XI.        ADOPTION AND AMENDMENT OF PERSONNEL POLICIES

The Personnel Policies of Your Church are established, and may be amended, by the Church Council, upon recommendation by the Personnel Committee. 

