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Acknowledgement of Receipt of Employee Handbook, At-Will Employment and Harassment Policy

This is to acknowledge that I have received a copy of the Glendale First United Methodist Church (GFUMC or the Church) Personnel Handbook and understand that it contains important information on GFUMC’s general personnel policies and on my privileges and obligations as an employee.  I acknowledge that I am expected to read, understand, and adhere to GFUMC policies and will familiarize myself with the material in the handbook.  I understand that I am governed by the contents of the handbook and that GFUMC may change, rescind or add to any policies, benefits or practices described in the handbook, other than the employment-at-will policy, from time to time at its sole and absolute discretion, with or without prior notice.  GFUMC will advise employees of material changes within a reasonable time.

Initial____________

Furthermore, I understand that employment with GFUMC is not for a specified term and is at the mutual consent of the employee and the Church.  Accordingly, either the employee or GFUMC can terminate the employment relationship at will, with or without cause, at any time.  This represents an integrated agreement with respect to the at-will nature of the employment relationship and cannot be modified, unless it is modified in a written agreement signed by both the Senior Pastor and the Chair of the Staff Parish Relations Committee and by me

Initial ___________

Furthermore, I acknowledge that the employee handbook contains a copy of GFUMC’s Harassment Policy.  I agree to comply with all aspects of the policy against sexual harassment and other forms of harassment.  I understand that if I violate any aspect of the Church’s policy against sexual harassment and other forms of harassment, I will be subject to disciplinary action, up to and including termination.  I also promise to fulfill all of my responsibilities under the policy including the responsibility to report any infraction of the policy, either towards myself or any other employee, to my supervisor, the Senior Pastor or the Staff Parish Relations Committee.  Finally, I understand that, upon reporting an incident, GFUMC will take reasonable steps to protect against retaliation and to keep the investigation as confidential as is reasonably possible under the circumstances.

Initial____________

My signature below certifies that I have received the GFUMC Personnel Handbook and agree to abide by its provisions during my employment. It supersedes all prior agreements, understanding and representations concerning my employment with GFUMC.

Employee's Signature: 


Print Name:__________________________________________________________  Date: 


INTRODUCTION

Glendale First United Methodist Church (GFUMC) was founded in 1903 as the Glendale First Methodist Church. GFUMC’s fundamental mission has not changed over the more than 100 years of ministry: to practice and to spread the Gospel of Jesus Christ in and beyond our community. 

This handbook was revised in 2008 and the policies contained in this handbook supersede all previous policies.  This handbook should not be construed as an employment contract. GFUMC has the right to modify any provision or benefit in this handbook at any time.

ADMINISTRATION OF PERSONNEL POLICIES

The responsibility for administering the personnel policy and issues relating to personnel is delegated by the GFUMC Staff-Parish Relations Committee (SPRC) to the Senior Pastor.  Specific questions relating to personnel issues that are not covered by this policy will be referred to the SPRC.  The SPRC works with the Senior Pastor as needed regarding staff concerns.

SUSANNA WESLEY CHILDREN’S CENTER

Employees of GFUMC whose primary responsibilities are with the Susanna Wesley Children’s Center (SWCC) should refer to the addendum attached.  If there is a conflict between the information in this Personnel Policy and the SWCC Addendum, the Addendum will prevail.

EMPLOYEE QUALIFICATIONS

While Christian belief and church membership may not always be required, all employees must be sensitive to the nature of a Christian community and conduct themselves appropriately.


All employees shall possess the special aptitudes, skills and abilities that are required in their respective positions.


All employees shall be persons who enjoy working with people and hold the cooperation and goodwill of the people they serve, as well as their associates.


All employees shall be persons who demonstrate the desire and capacity to learn and to improve their skills and effectiveness.

AT-WILL EMPLOYMENT RELATIONSHIP
Employment at GFUMC (the Church) is on an “at will” basis. This means that the relationship between the employee and GFUMC is for an unspecified term and either the employee or GFUMC can terminate the employment relationship at any time, with or without cause or with or without notice. In addition, the at will nature employment means that GFUMC maintains the absolute right to transfer, demote, suspend, and administer employee discipline at any time, for any reason. 

No employee or representative of GFUMC has authority to enter into any agreement, whether written or oral, expressed or implied, for employment for any specific period of time, or to make any agreement for employment other than employment at will.  The at will employment policy can only be modified by a written agreement signed by the Senior Pastor and Chair of the SPRC.

EQUAL EMPLOYMENT OPPORTUNITY

GFUMC will comply with federal, state and local laws affecting equal opportunity. It is GFUMC’s policy to employ, retain, promote, terminate, and otherwise treat all employees and job applicants on the basis of merit, qualifications and competence. This policy shall be applied without regard to any individual’s gender, sexual orientation, race, color, national origin, ancestry, pregnancy or pregnancy related condition, age, marital status, medical condition, disability or other characteristic protected by state or federal law. Nonprofit, religious organizations generally may discriminate on the basis of religion. Equal employment opportunity will be extended to all persons in all aspects of the employer-employee relationship including recruitment, hiring, upgrading, training, promotion, transfer, discipline, and termination. If the employee believes they have been subjected to any form of unlawful discrimination, they should provide a written complaint to their supervisor or to the SPRC.

VERIFICATION OF STATUS

As an employer, GFUMC is required by federal immigration laws to verify the identity and legal eligibility to work of all individuals before they can be hired.  In keeping with this obligation, documentation that shows each person’s identity and legal authority to work must be inspected. Each applicant must also provide legally sufficient proof of his or her identity and legal authority to work as soon as possible after an offer of employment is made. All offers of employment and continued employment for positions in the United States are conditional upon furnishing satisfactory evidence of identity and legal authority to work in the United States. 

Open Door Policy
In our spirit of willingness to listen, GFUMC believes in an “open door policy” where staff employees are welcome to have open communication with management employees. It is essential to the smooth functioning of GFUMC that effective, open staff-management communication exists. Suggestions for improving GFUMC are always welcome. At some time, you may have a complaint, suggestion or question about your job, your working conditions or the treatment you are receiving. Your good-faith complaints, questions and suggestions also are of concern to the Church.  It is asked that you please take your concerns first to your supervisor, following these steps:

1. If the problem involves a coworker and it is appropriate, try to resolve the problem directly with the person. 

2. As soon as possible, bring the situation to the attention of your immediate supervisor or the Senior Pastor who will then investigate and provide a solution or explanation. 

3. If the problem persists, you may put it in writing and present it to the SPRC who will investigate.  It is recommended that you bring the matter to the SPRC as soon as possible after you believe that your immediate supervisor and the Senior Pastor have not been able to resolve the matter. 

SAFE SANCTUARY
GFUMC provides services to young children through the Susanna Wesley Children’s Center and through GFUMC’s various youth groups, Sunday School programs and after school programs.  As such, GFUMC strictly adheres to a Safe Sanctuary policy. All employees of GFUMC are required to familiarize themselves with the requirements of the GFUMC Safe Sanctuary policy, a copy of which has been provided with this Handbook.  By accepting employment with GFUMC the employee has agreed to comply with all requirements of the Safe Sanctuary policy in place as of the day employment or as the policy from time to time may be amended.   

CONFIDENTIALITY OF INFORMATION
It is the policy of GFUMC to ensure that the operations, activities, and affairs of GFUMC and its members are kept confidential to the greatest possible extent. If, during their employment, employees acquire confidential or proprietary information about GFUMC or its members, such information is to be handled in strict confidence and is not to be discussed with outsiders. Employees may not discuss sensitive information with other employees that do not need to know the information in the performance of their jobs. Employees are also responsible for the internal security of such information.

Employees found to be violating this policy are subject to disciplinary action, up to and including termination.

DRUGS AND ALCOHOL USE POLICYOVE
The welfare and success of GFUMC depends on the physical and psychological health of all its employees. The abuse of alcohol and drugs (including prescription medications) poses a serious threat to both GFUMC and its employees. Commonly abused or improperly used drugs and substances include alcohol, painkillers, sedatives, stimulants and tranquilizers as well as marijuana, cocaine, heroine, and other illegal drugs. It is the responsibility of both GFUMC and the employee to maintain a safe, healthful and efficient working environment.  For that purpose, GFUMC has adopted these policies:

The possession, use or sale of alcohol, unauthorized or illegal drugs or the misuse of any legal drugs while on Church premises or while on Church business is prohibited and may result in discipline up to and including termination.

Any employee under the influence of drugs or alcohol, which impairs judgment, performance or behavior while on Church business, will be subject to discipline, up to and including termination.

Each employee is responsible for promptly reporting to the Senior Pastor or direct supervisor any use of prescribed medication which may affect the employee’s judgment, performance or behavior.
WORKPLACE SAFETY

The employee and GFUMC have separate but dependent responsibilities with respect to achieving safe and healthful working conditions.  Each employee shall comply with occupational and health standards and rules, regulations and orders issued which are applicable to their own actions and conduct.  Employees will be responsible for reading and complying with the following general guidelines in addition to the specific requirements of their job:

A.  Before starting the job, obtain full instructions from the supervisor on the work to be performed.

B.  Report all known situations and conditions that might cause injury to self or others in the normal course of the employee’s job.

C.  Park in designated parking areas away from equipment and materials.

D.  Before beginning work, check the work area, vehicles and equipment for unusual occurrences (i.e., vandalism, damaged equipment, etc.) and report tampering or theft of tools, equipment and materials to the supervisor immediately.

E.  Do not operate any machinery, equipment or tool unless instructed in its use and unless thoroughly familiar with all details of its operation.

F.  Never turn on electricity, air, water, gas or set in motion any machinery without first carefully checking to see if anyone may be injured by that act.

G. Carry a valid driver’s license before operating a licensed church vehicle, and show it on request to the supervisor or Senior Pastor.

H.  Become familiar with the location of the first-aid kits and fire extinguishers and know who on the staff is trained in first aid.

I.  Notify the supervisor if work activities require performing a task alone, in or around an isolated and/or hazardous location.

J.  Use all issued safety equipment as instructed.

K. Report all accidents, near-accidents and injuries to the supervisor immediately.  It is both the employee’s and the supervisor’s responsibility to see that prompt medical attention is given to all injuries.  If additional attention other than first aid is needed, it is required that the employee be seen by a physician or clinic designated by the Church. The employee’s supervisor is trained to assist the employee in filling out insurance claims for any reported job-related injuries.

L.  Avoid any kind of horseplay, including the reckless operation of vehicles and equipment. Anyone engaging in horseplay will be subject to discipline, up to and including termination

M. Because of the SWCC, GFUMC has established procedures that require visitors to check in at the reception desk and be escorted through the building. Employees need to be aware of and support this policy.

N. Any type of weapon including knives and guns, are absolutely prohibited on GFUMC property, including parking lots. 

O. Violence of any kind against person or property, including verbal or gesturing threats of violence, is prohibited and will not be tolerated on GFUMC property including parking lots.

P. Keys to the buildings are strictly regulated and tracked by the Board of Trustees. GFUMC’s Administrator, or their designee, acts for the Board of Trustees to regulate and track keys. The Board of Trustees sets the policy for unlocking and locking facilities and GFUMC’s Administrator or their designee regulates when employees unlock or lock entrances.

Q. GFUMC is a “Safe Sanctuaries” facility that allows immediate care for minors and vulnerable adults that have safety issues that originate outside the Church. At a minimum of once per year a “staff meeting” provides training or refresher training on the procedures that are necessary for this program.

SAFE DRIVING POLICY

Employees who use a cell phone, blackberry, PDA (personal data assistance) or any other portable device for GFUMC-related business use are expected to refrain from using these devices while driving.  Safety must come before all other concerns.  GFUMC issues or reimburses some of the expenses for these devices to assist employees with their productivity while away from the office, but in no event should this be construed to encourage or authorize using these in a manner that could put the employee and/or others at risk, specifically when driving. Regardless of the circumstances, including slow or stopped traffic, employees are strongly encouraged to pull off to the side of the road and safely stop the vehicle before using these tools, including placing or accepting a call.  If acceptance of a call is unavoidable and pulling over is not an option, employees are expected to keep the call short, use hands-free options (California state law as of 7/1/2008), refrain from complicated or emotional discussions and remain attentive to their driving, including keeping their eyes on the road.  Other portable devices such as blackberries, PDA’s (i.e., palm pilots, visors, etc.) pagers and other technologies can also be a distraction while driving. Employees should not use these when driving and should wait until they are safely out of traffic before accessing these tools. The safety of our employees and others is of paramount concern to GFUMC and all employees should conduct themselves accordingly.  Please contact GFUMC’s Administrator or Senior Pastor if you have any questions.

HARASSMENT POLICY

Commitment: GFUMC is committed to providing a work environment that is free of discrimination, intimidation, retaliation or harassment.  In keeping with this commitment, GFUMC does not condone, nor tolerate any form of verbal, physical or visual unlawful harassment, including harassment based on national origin, citizenship, ancestry, race, color, religion, sex, age, marital status, pregnancy or pregnancy related condition medical condition, disability, sexual orientation or any other characteristic protected by state or federal law.  Our commitment is to treat one another with respect; therefore no harassment will be tolerated.  In order to provide a harassment-free workplace, this policy includes unlawful harassment to or by any of GFUMC’s employees, independent contractors, Church members, vendors or volunteers. This policy prohibits unlawful harassment in any form, including, but not limited to, harassment that is verbal, physical, visual or through other means (i.e., by email, voicemail or any other electronic devices.) 

Harassment Definition: Workplace harassment can take many forms. It may be, but is not limited to, words, signs, derogatory comments, slurs, offensive jokes, gestures, pictures, drawings, cartoons, posters, e-mail jokes or statements, pranks, intimidation, impeding or blocking another’s movement, physical assaults or contact, such as patting, pinching or brushing against another’s body or otherwise physically interfering with a person’s normal work, or violence based upon an employee’s gender or other protected characteristic. Harassment is not necessarily sexual in nature. It may also take the form of other vocal activity including derogatory statements not directed to the targeted individual but taking place within their hearing. Other prohibited conduct includes written material such as notes and articles of a harassing or offensive nature, and taking retaliatory action against an employee for discussing or making a harassment complaint.

Sexual Harassment Definition: Sexual harassment may include, but is not limited to, making unwanted sexual advances, requests for sexual favors, or other verbal or physical contact of a sexual nature when such conduct creates an offensive, hostile or intimidating working environment and prevents an individual from effectively performing the duties of his/her position where either 1) submission to such conduct is made an explicit or implicit term or condition of employment; 2) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual; or 3) such conduct has the purpose or effect substantially interfering with an individual’s work performance or creating an intimidating, hostile or offensive working environment.  Sexual harassment conduct can be by a person of either the same or opposite sex. Generally, two categories of sexual harassment exist.  The first, “quid pro quo,” may be defined as an exchange of sexual favors for improvement in working conditions and/or compensation.  The second category, “hostile, intimidating, offensive working environment,” can be described as unwelcome sexual advances, requests for sexual favors, or other verbal or physical contact of a sexual nature.  Examples of a hostile, intimidating or offensive working environment includes, but is not limited to, pictures, cartoons, symbols, or apparatus found to be offensive and which exist in the workspace of an employee.  This behavior does not necessarily link improved working conditions in exchange for sexual favors.  It is also against the GFUMC harassment policy to download inappropriate pictures or materials from computer systems. Employees who violate this policy are subject to discipline up to and including the possibility of immediate discharge. 

Reporting Harassment Against You: If you believe that you are being, or have been, harassed in any way, please report the facts of the incident or incidents to your supervisor, the Senior Pastor or the Chairperson of the SPRC. Supervisors who receive complaints or who observe harassing conduct should inform the Senior Pastor or the SPRC immediately.  To protect victims and the accused alike, all management personnel are charged with the responsibility of using the utmost discretion regarding complaints.  All claims will be thoroughly and promptly investigated. 

Reporting Harassment That You Know About:  Any employee who becomes aware of an incident of harassment, whether by witnessing the incident or being told of it, must report it to the Senior Pastor or the chairperson of the SPRC.  It is essential that this notification be made immediately even if the employee is not sure the offending behavior is considered harassment.  When the Senior Pastor or SPRC becomes aware of the existence of harassment, they are obligated by law to take prompt and appropriate action, whether or not the victim wants GFUMC to do so.  Appropriate investigation and disciplinary action will be taken.  All reports will be promptly investigated with due regard for the privacy of everyone involved.  However, confidentiality cannot be guaranteed.  Any employee found to have harassed a fellow employee or subordinate will be subject to severe disciplinary action up to and including termination.  GFUMC will also take any additional action necessary to appropriately remedy the situation.  Retaliation of any sort will not be permitted.  No adverse employment action will be taken for any employee making a good faith report of alleged harassment.

Responsibility: All GFUMC employees have a responsibility for keeping our work environment free of harassment. While GFUMC encourages the employee to communicate directly with the alleged harasser, and make it clear that the harasser’s behavior is unacceptable, offensive or inappropriate, an employee may instead inform a supervisor, the Senior Pastor or the chairperson of the SPRC. GFUMC accepts no liability for harassment of one employee by another employee.  The individual who makes unwelcome advances, threatens or in any way harasses another employee is personally liable for such actions and their consequences.  GFUMC may or may not provide legal, financial or any other assistance to an individual accused of harassment if a legal complaint is filed.

The Senior Pastor of GFUMC has the responsibility for enforcing and maintaining this policy. If you have any questions concerning this Harassment Policy, please feel free to contact the Senior Pastor or the Chairperson of the SPRC.

EMPLOYMENT CLASSIFICATIONS

Church employees are grouped into two basic classifications for pay purposes:

Non-Exempt: (hourly) employees are covered under the overtime provisions of the Federal Fair Labor Standards Act and applicable state law.  Non-exempt employees who are required to work overtime will receive overtime pay in accordance with requirements of the Fair Labor Standards Act and any applicable state laws. This class includes non-supervisory employees.

Exempt: employees are primarily engaged in work that is executive, administrative or professional in nature. These employees are exempt from the overtime pay provisions of the Fair Labor Standards Act and applicable state law. This class includes all appointed clergy, program staff, and other lay employees who are responsible for performing their own duties as well as supervising the work of other employees and/or performing administrative–type functions.

Each employee will be told at the time of hiring which classification pertains to his/her job.

EMPLOYMENT CATEGORIES

A non-appointed employee’s status with GFUMC falls into one of the employment categories set forth below.  Eligibility for certain benefits and policies is determined by these categories.

Regular employment is the normal condition.  It is an indefinite period of regularly scheduled, regularly assigned duties, which can be on either a full-time or part-time basis.

Introductory Employees: All new and rehired full-time and part time employees shall serve a trial period of 90 calendar days commencing with their first day of employment.

The Introductory Employee is not eligible for any benefit, except for paid holidays that fall during the first 90 days of employment.  The Introductory Staff Member will earn Vacation and Personal Illness credit during this introductory period but MAY NOT use these credits until instated as a Regular Employee.

Upon completion of the trial period, a performance review will be conducted.  At that time, the trial period may be extended up to an additional 90 days if the
employee or GFUMC feels that additional time is necessary to evaluate the employee’s compatibility, ability, or interest in the job.

The employee or GFUMC can terminate the employment relationship at any time during or after the Introductory Staff Member period with or without cause.  Completion of the Introductory Staff  Member period does not guarantee or in any way enhance further employment with GFUMC.

Following successful completion of the trial period, employees become “regular 
employees” and become eligible for employee benefits, once they satisfy the terms and conditions of the various programs.

Regular Full-Time Employees:  Employees who work a regularly scheduled 35 hours or more per week and who have successfully completed the trial period.

Regular Part-Time Employees:  Employees who work a regular schedule of less than 35 hours per week and have completed the trial period.

Temporary Employees:   A temporary employee is an individual who is not regularly scheduled to work any specific hours per week and is employed for an interim period of time, or an employee only hired to complete a specific project. Temporary employees are not eligible for any Church-sponsored employee benefits. Temporary employees may be changed from temporary status to another status by written notification from the Senior Pastor and the SPRC Chairperson.

Rehired Employees:  Employees who are rehired following a break in service in excess of four months (other than an approved leave of absence) must serve a new trial period whether or not such a period was previously completed. Such employees are considered new employees from the effective date of their re-employment for all purposes, including purposes of measuring seniority and benefits.

NOTE:  Since all employees are hired for an unspecified duration, these classifications do not guarantee employment for any specific length of time.  Employment is at the mutual consent of the employee and the Church.  Accordingly, either the employee or GFUMC can terminate the employment relationship at will.

JOB DESCRIPTION

A job description shall be provided each employee in order that the duties and reporting assignments may be fully understood and so that a proper basis is established for setting wage/salary scales and for performance evaluation.

HIRING AUTHORITY

All employees are hired by the Senior Pastor in conjunction with the SPRC with the following exceptions:  Soloists, musicians and music leaders are hired by the Director of Music in consultation with the Music Committee.  Staff of the SWCC are hired by the Director of the SWCC with the approval of the SWCC Board.  All new hires will be approved by the Senior Pastor and SPRC.

WORK WEEK

The standard workweek is defined as forty (40) hours per week.  “Full time” shall be defined as no less than thirty-five (35) hours per week, with certain positions required to work periodic Sundays.

OVERTIME

Exempt Employees: Exempt employees are not eligible for overtime pay.

Non-Exempt Employees:  Work time beyond 40 hours in any work week is permissible provided the employee is compensated for such overtime at not less than the rates provided by laws applicable at that time. Overtime is based only on actual hours worked, as required by law.  Sick time, holiday, and vacation hours paid but not worked are not included in calculating overtime. All non-exempt employees are paid one and one half their regular rate of pay for all hours worked over 8 per day or 40 per workweek, or as otherwise required by applicable state or federal law.

The supervisor must approve and initial the overtime worked as shown on the employee’s timesheet.

Overtime is arranged by the Senior Pastor when needed for special projects.

REST AND MEAL PERIODS

Employees are entitled by law to a thirty (30) minute 
unpaid lunch period if they work at least five (5) hours in a day. This lunch period must be taken each day.  Employees may not "work through lunch" in order to arrive late, leave early, or work extra time.  The lunch period may be at the same time each day, or it may vary from day to day, at the discretion of the employee’s supervisor and based on GFUMC’s current and anticipated workloads.  The supervisor may also use discretion to alter the employee’s work schedule and lunch period if necessary to accomplish Church objectives, and such adjustments to the employee’s work schedule may include a longer or shorter lunch period than the customary thirty minutes, and may also affect the starting time or ending time for work on that day. 

In addition, employees are entitled by law to two ten (10) minute paid rest breaks for every four hours worked.  It is GFUMC's current practice to provide two fifteen (15) minute breaks, one in the morning and one in the afternoon.  The time and length of break periods will be determined by the employee’s supervisor, and may vary from day to day.  Break time may not be accumulated or credited at other times. Any deviation from this policy is to be approved by the Senior Pastor.

There are designated employee lunch areas provided for the benefit of employees to take rest breaks and meal periods.

ABSENCE AND LATENESSOVERTIME
Regular attendance on the job is important. Frequent or unexplained absence from work, or tardiness in reporting for work, will seriously impair the value of an employee’s service to GFUMC and may result in disciplinary action.  If absent because of illness, accident or other unavoidable cause, the employee must telephone or otherwise advise the office or the supervisor as soon as possible, preferably no less than 30 minutes before the normal starting time. This notification is required for each day absent unless it is understood that the absence will continue for a certain number of days. A written release from a physician specifying the dates of illness or disability and return to work date must be presented before returning to work after absences of three (3) or more consecutive days. Failure to abide by these rules may result in disciplinary action.

DISCIPLINE PROCEDUREOVERTIME
To ensure that the ministry of GFUMC is conducted properly and efficiently, each employee must conform to certain standards of attendance, conduct, work performance and other work rules and regulations. When a problem in these areas does arise, the Senior Pastor or his/her designee will coach and counsel the employee in mutually developing an effective solution. If however, the employee fails to respond to coaching or counseling, or an incident occurs requiring formal discipline, the following procedures will occur. 

A.     Oral Reminder – The Senior Pastor will meet with the employee to discuss the problem or violation, making sure that the employee understands the nature of the problem or violation and the expected remedy. The purpose of this conversation is to remind the employee exactly what the rule or performance expectation is and also to remind the employee that it is his/her responsibility to meet GFUMC’s expectations.

The employee will be informed that the Oral Reminder is the first step of the discipline procedure. The Senior Pastor will fully document the Oral Reminder.

B.     Written Warning – If the employee’s performance does not improve, or if the employee is again in violation of GFUMC practices, rules or standards of conduct, the Senior Pastor will discuss the problem with the employee.  At this time the Senior Pastor will emphasize the seriousness of the issue and the need for an immediate remedy to the problem.  The Senior Pastor will advise the employee that he/she is now at the second formal level of disciplinary action.  After the meeting, the Senior Pastor will write a memo summarizing the discussion and all agreements to change.  A copy of the memo will be placed in the employee’s personnel file.

C.     Decision-Making Paid Leave/Counseling Session – If performance does not improve following the Written Warning, or if the employee is again in violation of GFUMC practices, rules or standards of conduct, the employee will be placed on Decision-Making Leave.  The Decision-Making Leave is the third and final step of GFUMC’s disciplinary process.

Decision-Making Leave is a paid, one-day disciplinary suspension.  Employees on Decision-Making Leave will spend the following day away from work deciding whether to commit to correcting the immediate problem and to conform to all of GFUMC’s practices, rules and standards of conduct, or to resign and terminate their employment with GFUMC.

If the employee’s decision following the Decision-Making Leave is to return to work and abide by GFUMC’s practices, rules and standards of conduct, the Senior Pastor will write a letter explaining the commitment and the consequences of failing to meet this commitment.  The employee will be required to sign the letter to acknowledge receipt.  A copy will be placed in the employee’s personnel file.

The employee will be allowed to return to work with the understanding that if a positive change in behavior does not occur, or if another disciplinary problem occurs within the next three months, termination will follow.

If the employee is unwilling to make such a commitment, he/she may either resign or be terminated.

D.
Termination – A decision by the employee or GFUMC to conclude the employer/employee relationship.

Disciplinary issues will be reviewed on a rolling 52-week period.

Depending upon the nature of the incident, disciplinary action may begin at any level of this policy, including termination.

COMPENSATION ADMINISTRATION

GFUMC will maintain a balanced compensation program applicable to all employees clearly relating to the skill, responsibility, experience and knowledge requirements of each position, performance of assigned duties, and competitive pay rates and salary ranges within the non-profit industry and operational area for comparable work.  It is GFUMC’s desire to use effective and appropriate compensation management to help attract, motivate and retain the caliber of individuals required for effective operation and to remunerate all employees in return for the fulfillment of their responsibilities.

PAY PERIOD

Wage and salary checks are paid semi-monthly on the 15th and the last working day of the month.  Pastoral allowances are paid on the first working day of the month.

If a payday falls on a Saturday, Sunday or holiday, checks will be distributed on the preceding workday.

No person in GFUMC’s employ shall receive a check until appropriate W-4 or W-9 and I-9 forms are completed.  All employees are required to have a valid Social Security Card.

PERFORMANCE EVALUATION 

The Senior Pastor or designee shall complete and review a performance evaluation with each regular employee annually by December 1.  A report about staff performance shall be submitted to the SPRC within two (2) months of the date of review.  Additional performance evaluations may be requested/submitted at other times during the year.

The employee’s supervisor is continuously evaluating job performance.  Day-to-day interaction between the supervisor and employee should give the employee a sense of how his/her  supervisor perceives the employee’s performance. 

It is GFUMC’s intent to foster a work environment that encourages continuing feedback between employees and supervisors on a routine basis.  These should occur continually, and at certain times of the year, an evaluation form is filled out by the employee’s supervisor to record elements which are important for continued success of the employee, and which assist meeting the objectives of the Church.  These may occur after three to six months for newly hired employees and normally on an annual basis thereafter, although timing may be interrupted by position changes, increases, etc.

This important discussion between the employee and supervisor should focus on past accomplishments and areas needing strengthening, as well as future opportunities to contribute.  During formal performance reviews, your supervisor will consider the following things, among others: 1) attendance, initiative and effort; 2) knowledge of work; 3) attitude and willingness; and 4) the quality and quantity of work. Positive performance evaluations do not guarantee increases in salary or promotions. Salary increases and promotions are solely within the discretion of GFUMC and depend upon many factors in addition to performance.

SALARY REVIEWS

GFUMC conducts a review of compensation on an annual basis.  Salary increases are not granted automatically.  In reviewing the employee’s salary, these factors, and others, may be taken into account: 1) level of responsibility; 2) specific duties and how well they are performed; 3) how well the employee functions overall; 4) how the employee’s salary compares with others in similar positions within the Church, the community and the industry; 5) the annual dollars budgeted for increases; and 6) the financial strength of the Church.  The decision to grant a salary increase is within the sole and exclusive discretion of GFUMC

EMPLOYEE RECORDSOVERTIME
A current confidential personnel file shall be maintained by the Senior Pastor for each employee.  The file will be reviewed with employees upon request.  The personnel file shall include job application form, resume, and such other material pertinent to employment including, but not limited to, employment history, wages earned, and performance appraisals.  Personnel files for all appointed clergy will be maintained in the District Office.

BENEFITS

VACATION

Vacations shall be granted to staff members of GFUMC in accordance with the following guidelines:

Ordained and Commissioned:  All ordained and commissioned pastors are eligible for four full calendar weeks of vacation per year, per Conference policy.  

Staff:
Length of Employment

Vacation Earned
Regular Exempt:


0-3 years


2 weeks


4-6 years


3 weeks


After 6 years


4 weeks

Regular Non-exempt:


0-4 years


0.83 days per month


5-9 years


1.25 days per month


More than 9 years

1.67 days per month

For purposes of this policy, a day or week is based on the average number of hours worked by an employee for the six-month period preceding the vacation.

Part time employees: Part time employees earn vacation pro-rated to the number of hours worked.

Vacation must normally be taken during the year in which it is earned.  Under special circumstances, vacation may accumulate to a maximum of four (4) weeks.  All vacation requests shall be submitted to the Senior Pastor at least one month in advance.  Vacations shall be scheduled in consultation with the employee’s supervisor and the Senior Pastor.  Requests may be denied if the granting of the request would interfere with maintaining adequate staffing levels.  Vacations will normally not be granted during times of great church activity, such as just before Easter, Christmas, Pentecost, etc.

Vacation time continues to accrue during a leave of absence as outlined herein.

HOLIDAYS

The GFUMC office is officially closed on Saturdays and Sundays. Weekend staffing is provided by part-time, contract or volunteer persons.

GFUMC recognizes the following legal holidays:


New Year’s Day


Martin Luther King, Jr. Birthday


President’s Day


Memorial Day


Independence Day


Labor Day


Veteran’s Day


Thanksgiving Day


The day after Thanksgiving


Christmas Day

If a holiday falls on a Saturday or Sunday, the holiday observance shall be on the following Monday.

In addition, Good Friday, Christmas Eve, and New Year’s Eve shall be observed as half-day holidays unless Christmas Eve and New Year’s Eve fall on a weekend, in which case compensatory time will not be granted. 

Employees are paid for holidays based upon their regular work schedule/pay rate.

INSURANCE

The following benefits are provided, depending on your employment classification and category, as defined and limited in the literature provided by our insurance carrier:


Medical Care Coverage


Dental Care Coverage


Vision Care Coverage

Upon enrolling, the employee will obtain summary descriptions describing benefits in detail.

Employees are eligible to enroll on the first day of the month following the successful completion of the 90 day Introductory Employee trial period. 

GFUMC will pay amounts of premiums as follows:

Regular Full-time Employees


Length of Service


Benefit


1-10 years


75% of the cost of employee coverage


11-20 years


75% of the cost of employee coverage AND






  one dependent coverage


over 20 years


75% of the cost of employee coverage AND






  dependent coverage

Regular Part-time Employees

Part-time employees who work at least 20 hours per week may enroll in the church-related health insurance plan but are responsible for payment of all premiums (through payroll deduction).

Ordained and Commissioned:  All ordained and commissioned pastors are eligible for insurance coverage as set forth by Conference policy.

INSURANCE PREMIUM DURING LEAVE

GFUMC will continue to pay its share of insurance premiums for employee coverage and dependent coverage for a maximum of twelve weeks within a 12-month period (sixteen weeks for pregnancy) while an employee is on a disability leave or other approved personal leave of absence.  While the employee is on any other type of unpaid leave of absence from GFUMC, the employee will be responsible for paying the total premiums for personal coverage and that of all dependents.  Failure to do so may result in loss of coverage and possible refusal by the insurance carrier to allow coverage to be reinstated.  Please consult with the Senior Pastor to set up a payment schedule.

STATE DISABILITY INSURANCEOVERTIME
GFUMC is exempt from participation in the State Disability Insurance and Unemployment Insurance programs.  No payroll deductions are made for State Disability Insurance.  Employees are not entitled to SDI or UI benefits.

PAID LEAVE

The purpose of the following policy is to establish guidelines governing paid leaves of absence.  The policies are also designed to ensure leaves of absence are granted on a fair and equitable basis to all eligible employees.  All policies in relation to leave of absence are administered in a manner that conforms to all applicable state and federal laws.

This policy only applies to non-exempt employees.  Exempt employees are not entitled to paid leave.  Rather, Exempt employees are expected to make up time taken off for illness by working other hours as necessary to accomplish the assigned tasks.

The following policies apply to persons who have successfully completed their Introductory Period. A paid leave of absence may be considered in the following instances:


Personal Illness if Personal Illness Credit (Sick Leave) has been accumulated


Emergency Leave


Jury Duty


Bereavement Leave

PERSONAL ILLNESS

1.
Personal Illness leave may be used to the extent of Personal Illness Credit (Sick Leave) accumulation, but only for illness or injury of the employee or the employee’s dependent that results in the employee being unable to report for work.  Personal Illness leave may also be used for time spent in health care appointments for the employee or his/her dependent.  Personal illness leave may not be used for any other purpose, including vacation or personal business.  For illnesses of three (3) or more days, a doctor’s verification may be required.

2.
Regular employees may earn Personal Illness Credit.  Personal Illness Credit is earned at the rate of ½ day per month (prorated to each individual’s average daily hours).

3.
Personal Illness Credit may be accumulated up to a total of 50 days.  Unused Personal Illness leave is not paid upon termination.

4.
If an Absence exceeds Personal Illness Credit, an employee may choose to use earned vacation time as part of the sick leave.  If both the Personal Illness Credit and the Vacation are used, the employee shall be placed on unpaid Medical Leave of Absence, which may not exceed 60 calendar days.


If the employee is unable to return to work by the end of the Medical Leave of Absence, the employee shall be terminated.  Inability to return from a Leave of Absence (documented by a physician) will be considered an involuntary termination.  Failure to return by choice is considered voluntary termination.

5.
If an employee is injured on the job, benefits for loss of pay should be required from the Worker’s Compensation Insurance Policy and will be coordinated with GFUMC’s Personal Illness program after Worker’s Compensation payments are made.

EMERGENCY LEAVE 

Paid emergency leave may be granted at the discretion of the Senior Pastor, for a maximum of five working days per calendar year.  Paid emergency leaves are specifically limited to:

1.
An accident involving the employee or the property or person of the employee’s immediate family.

2.
Protection of the employee’s home in the event of an emergency (i.e. fire, flood, earthquake, etc.)

WORKER’S COMPENSATION 
GFUMC is committed to safety and quality in the workplace.  It is also important that each employee take responsibility for preventing accidents on the job by using caution and taking positive steps to report any unsafe condition.  However, if a work-related injury or illness occurs, the employee may be entitled to workers' compensation benefits.

Workers' compensation provides coverage for disability, death or medical treatment as a result of work-related injuries suffered on the job.  Employees do not contribute toward this coverage.  This benefit covers employees for industrial injury and illness. Workers' compensation benefits may not apply for any injury that arises from other employment or from voluntary participation in any off-duty recreational, social or athletic activity that is not part of your work-related duties. 

To be sure to receive eligible benefits the employee must IMMEDIATELY report all accidents, injuries or illnesses to their supervisor.  If it is a life threatening injury, call 911.  If it is not a life threatening injury, the supervisor will direct the employee (with a referral slip) to appropriate and designated medical care.

If the employee prefers to see their own physician, they must pre-designate, in writing, a personal physician prior to any industrial injury, accident or illness.  The Personal Physician Pre-designation Form is available from the employee’s supervisor.

A written report must be completed by the employee and given to their supervisor.  Since, by law, all injuries or illnesses must be reported, failure to immediately notify supervision may result in the denial of claim and will also be grounds for discipline, including discharge.

GFUMC will investigate, reject, and possibly report to proper authorities any fraudulent claims, as laws prohibit submission of fraudulent claims.  Fraudulent claims may result in criminal penalties.

Any time required away from work due to an occupational injury or illness is determined by the treating Health Care Provider.  The Health Care Provider will monitor progress until the employee returns to full duty.  Any salary continuation benefits will be paid through GFUMC’s Workers' Compensation insurance carrier. GFUMC will make every effort to keep the employee’s position open until the expected return date, and will consider any need for an extension of that date. To serve the needs of GFUMC members, a position may need to be filled before the employee’s recovery.  

NOTE:  It is the responsibility of the employee to file for these benefits.

PAID FAMILY LEAVE

Under California law, eligible employees may be able to receive paid leave benefits for time off to care for qualified family members or to bond with a new child.  This is administered through the California Employment Development Department (“EDD”), which will have a certificate available that individuals must file to receive benefits.  Contact EDD for eligibility information and forms. [This only applies to employees with SDI benefits.]

JURY DUTYOVERTIME
It is each employee’s civic duty as a citizen to report for jury duty whenever called.  If called for jury duty, the employee must notify the Senior Pastor within forty-eight (48) hours of receipt of the jury summons.

GFUMC will reimburse the employee for the difference between jury pay and his/her regular pay, not to exceed eight (8) hours per day, for a maximum of ten (10) business days.

On any day or half-day the employee is not required to serve, he/she will be expected

to return to work.  In order to receive jury duty pay, the employee must present a statement of jury service and pay to the Senior Pastor.  This document is issued by the court.

BEREAVEMENTOVERTIME
In the case of death in the family, which includes spouse, parent, child, brother, sister, grandparent (including “step” and in-law relationships) or any relative or other person in the household, no deduction of pay shall be made for absence for a period of up to three working days.

VOTING

Employees who do not have sufficient time outside of their regular working hours to vote in a municipal, statewide or national election may request time off to vote.  Up to two hours of paid time off will be provided at the beginning or end of the employee’s regular shift.

OVERTIME
UNPAID LEAVEOVERTIME
Occasionally, for medical, personal, or other reasons, an employee may need to be temporarily released from the duties of his/her job.  It is the policy of GFUMC to allow its eligible employees to apply for and be considered for certain specific leaves of absence. 

Time off for any reason during a working day will count first against allotted sick days or vacation, as appropriate, in hourly, quarter day, half day or full day increments.  Once all accrued sick or vacation days have been used, the time may be counted against accrued vacation time.  Thereafter, unless specifically excepted, any time off will be without pay.

Failure to return to work as scheduled from an approved leave of absence or to inform the Senior Pastor of an acceptable reason for not returning as scheduled will be considered a voluntary resignation of employment.

All requests for leaves of absence shall be submitted in writing to the Senior Pastor.  Each request shall provide sufficient detail such as the reason for the leave, the expected duration of the leave, and the relationship of family members, if applicable.

There are several types of unpaid leaves for which an employee may be eligible.

1.
Family care and medical leave for up to 12 weeks per year in accordance with California’s Moore-Brown-Roberti Family Rights Act and the federal Family and Medical Leave Act of 1993.

2.
Pregnancy leave for up to four months in accordance with the California Fair Employment and Housing Act.

3.
Disability leave as required to reasonably accommodate employees with a qualified disability under the Americans with Disabilities Act (ADA) or with a workplace injury.

4.
Leave for required legal or military obligations (e.g. jury duty in excess of 10 days, appearance as a witness in a legal proceeding, military reserve duty, appearance at school by a parent when requested pursuant to the Education Code or performance of emergency duty by a volunteer fire fighter.

FAMILY CARE/MEDICAL LEAVE OF ABSENCE

GFUMC will not discriminate against employees as a result of the approved use of family care or medical leave or a proper request for such leave.  Requests for family care and medical leave will be considered without regard to race, color, citizenship status, national origin, ancestry, gender, sexual orientation, age, religion, creed, physical or mental disability, marital status or veteran status.

In general, a leave of absence is an official authorization to be absent from work without pay for a specified period of time.  Eligible employees may be entitled to job-protected family or medical leaves of absence if they are unable to come to work due to pressing family or medical concerns as described within this Family Care/Medical Leave of Absence Policy, which shall be administered in accordance with applicable state and federal laws as follows:

1.
Employees are eligible if they have been actively employed for twelve (12) months, and worked at least 1250 hours (an average of twenty-five (25) hours per week) during those twelve (12) months.  This twelve-(12) month period “rolls back” from the date of leave to the prior twelve-(12) month period.

2.
Employees may request one (1) or more family care or medical leaves; however. the total amount of leave taken cannot exceed twelve (12) work weeks in any twelve-(12) month period.  An employee may request an intermittent leave or reduced schedule leave to care for a seriously ill family member or if the employee has a serious health condition that warrants such a request.

3.
A family leave shall be granted upon the birth or adoption of a child of the employee, or upon the serious health condition of the employee’s child, spouse, or parent.

4.
A medical leave may be granted owing to an employee’s serious health condition.

5.
In appropriate circumstances, we may require examination by a church designated physician, at GFUMC’s expense.

6.
In the event of a serious health condition to the employee or his/her child, spouse, or parent, creating a need for unforeseeable family or medical leave, the employee must provide their supervisor with notice, as soon as practicable, of any needed time off, and a written doctor’s certificate.  The certification must include the date on which the health condition occurred, the probable duration of the condition, an estimate of the amount of time needed to be off work to care for the family member or for the employee’s own health condition, and confirmation that the nature of the condition warrants time away from work to care for himself/herself or his/her dependent.

7.
To assist in arranging work assignments during an absence, GFUMC requests thirty (30) days advance notice be given, to the extent possible, of a foreseeable medical treatment or an expected birth or adoption, as well as an indication, to the extent known, of the expected return date.  To facilitate the employee’s return to work, GFUMC also asks to be provided with two (2) weeks advance notification of the intended return date.  Failure to do so may delay the employee’s return date.

8.
For purposes of this policy, a child is defined as a natural, adopted, or foster child, a stepchild or a legal ward.  If the child is over eighteen (18), he/she must be unable to care for himself/herself due to a serious illness or any disability commencing before the age of 18.

9.
A parent is defined as the employee’s or his/her spouse’s natural, adoptive, or foster parent, stepparent, or legal guardian.

10.
A serious health condition is defined as a disabling physical or mental illness, injury, impairment, or condition involving: 1) inpatient care in a hospital, nursing home, or hospice; or 2) outpatient care requiring continuing treatment or supervision from a health care professional.

11.
Leave of absence rights available to employees under other sections of this policy shall be counted towards the total time off available under this section.

12.
A Family Care Leave that relates to the birth or adoption of a child must be completed within twelve (12) months of the birth or adoption.

13.
Upon completion of a leave granted under this section, the employee shall be reinstated to his/her original position, or an equivalent one.

14.
If, due to the employee’s own medical circumstances, he/she is no longer able to perform his/her original job, GFUMC will attempt to transfer the employee to alternate suitable work, if available.

15.
Any accrued vacation or other accrued paid time off must be used during family care or medical leave.  If the leave is related to a personal serious health condition, any accrued sick leave must be used during the medical leave.

16.
While on a leave of absence provided for under this policy, GFUMC will continue group health insurance benefits under the same terms as provided to other employees, for up to a maximum of twelve (12) weeks leave during any twelve (12) month period.  If leave extends beyond twelve (12) weeks, the employee shall be offered the opportunity to purchase continuing coverage under state and federal COBRA continuation rules.

17.
Other accumulated fringe benefits such as retirement, service credits, sick pay, vacation pay, and the like, shall be preserved at the level accrued as of commencement of the leave, but shall not accrue further during any such leave period.

18.
During a period of disability, an employee may be eligible for disability pay benefits.  Please refer to the applicable plan documents for details on eligibility, benefit amounts, and other particulars.

19.
If additional family care or medical leave is required, the employee must, prior to expiration of the family care or medical leave, submit additional certification to GFUMC.

20.
Should the employee seek a leave of absence for reasons other than described above or for longer than twelve weeks during a twelve (12) month period, GFUMC will evaluate such a request based on particular circumstances present at that time, including but not limited to the employee’s current and anticipated work responsibilities, performance, and church needs.  GFUMC reserves the right to refuse such a request at its sole discretion.

DISABILITY LEAVE (INCLUDING PREGNANCY)
Any regular full-time or part-time employee who is temporarily disabled and unable to work due to a pregnancy-related condition will be eligible to take a pregnancy disability leave for up to four months.  The Pregnancy Disability Leave is for any period(s) of actual disability caused by pregnancy, childbirth or related medical conditions.

An employee who takes a leave due to a pregnancy-related condition must utilize any accrued sick leave benefits and vested vacation benefits during the leave.  Any portion that occurs after sick leave and, vacation benefits have been exhausted shall be without pay.  The total period of all absences related to the same medical condition shall be considered part of the same leave and may not exceed four months.  For purposes of this four-month limitation, any paid and unpaid portions of the leave shall be added together.

An employee who requires a leave of absence must notify the Senior Pastor in writing of the need for such a leave.  The employee must provide at least 30 days advance notice before the leave will begin if the need for the leave is foreseeable.  If the employee learns of the need for a leave fewer than 30 days before the date the leave must begin, the employee must provide as much advance notice as possible.  Such notice must specify that a need for a leave exists, the date such leave will begin, and the expected duration of the disability.

The notice must be accompanied by a medical certification of a health care provider that verifies the existence of the medical condition, the anticipated duration of the disability, and the dates the disability is expected to begin and end.  An employee who requests such a leave my be required to provide additional medical certification from time to time thereafter in order to provide updated information regarding the employee’s condition.  An employee who is on leave of absence must notify the Senior Pastor of the status of the disability and of her continued intent to return to work once she recovers from the disability.  Before returning to work from a medical leave of absence, an employee must provide a written verification from her health care provider indicating that she is fit to return to work.

Subject to the exceptions provided by law, employees will be guaranteed reinstatement from leaves necessitated by a pregnancy-related disability.  An employee who fails to report to work immediately following the expiration of an approved leave will be deemed to have voluntarily resigned.

PERSONAL LEAVE OF ABSENCE

A personal leave of absence may be considered for full-time employees after twelve (12) months of continuous employment if they have a compelling, non-medical reason for needing an extended period of absence from work (in excess of five working days).  The decision to grant a personal leave is at the sole discretion of the Senior Pastor in consultation with the SPRC.

The following guidelines apply to personal leaves:

1.
When possible, request for leave or any extension of a leave should be submitted in writing to the employee's supervisor thirty (30) days prior to commencement of the leave.  If that is not possible, it is required to obtain approval from the supervisor prior to a leave or within twenty-four (24) hours of a leave.

2.
Leaves may be granted for a specific period of time up to a maximum of ninety (90) days if an employee is unable to report to work.  Acceptance of other employment while on leave will result in termination.  The maximum duration for any personal leave and extension is ninety (90) days.

3.
Requests will be considered on the basis of the reason for the request, length of service, performance and responsibility level, length of expected leave, number of other individuals out on leave, and the expected impact of the leave on the Church.  A personal leave of absence will not be granted if the leave will cause a hardship upon GFUMC and/or if another employee cannot cover the work.  The Senior Pastor in consultation with the SPRC has the sole discretion to approve or deny a leave and to approve the duration of the leave. 

4.
A personal leave of absence is without pay.  Any accrued time off must be applied to unpaid time off.  Vacation time and sick leave does not accrue, and holidays are not paid during personal leave.

5. An employee who fails to return to work at the conclusion of an approved leave will be deemed to have voluntarily resigned.

6. An employee who is granted a personal leave of absence must utilize any accrued vacation benefits during the period of his or her personal leave of absence.

7. GFUMC is unable to guarantee reinstatement in all cases of personal leaves of absence.  Upon returning to work, every effort will be made to assign the position held before the leave. If this is not possible due to organizational changes or business needs, GFUMC will make efforts to assign a comparable position. If no position is available, the employee will be terminated.

8. Part-time and temporary employees are not eligible for a personal leave of absence.

9. An employee’s anniversary date shall be adjusted to reflect the length of any leave of absence exceeding ninety (90) days.

Employee Benefits During Personal Leave: Most benefits are affected by a personal leave of absence.  Other than as set forth above, the employee is responsible for paying both employer and employee portions of insurance premiums in order to continue personal and dependent coverage. Vacation, sick leave or personal days do not accrue during a personal leave of absence.  

DOMESTIC VIOLENCE LEAVE
If an employee is the victim of domestic violence, time off may be necessary to seek judicial relief to help ensure the health, safety, or welfare of the employee or child.  This may include efforts to obtain a temporary restraining order, a restraining order, or other injunctive relief from a court.

If an employee needs time off work for one of these purposes or any other purpose protected by law, reasonable notice must be provided to the Senior Pastor and SPRC in writing.  If an unscheduled or emergency court appearance is required for the health, safety or welfare of the domestic violence victim or child, the employee must provide evidence from the court or prosecuting attorney that he or she has appeared in court within a reasonable time after the court appearance.

GFUMC will require certification of the need for a leave such as a police report, court order, or a note from a healthcare provider.  Domestic violence leave is without pay. Employees must use any accrued vacation or other leave time off for unpaid time off. 

PENSION PLAN

Appointed Clergy – The appointed clergy pension plan is administered through the UMC General Board of Pensions and Health Benefits in Evanston, IL. 

Non-clergy Personnel – The pension program is administered through the UMC General Board of pension and Health Benefits in Evanston, IL. GFUMC contributes 3% of base salaries to Permanent Employees (no Temporary or Seasonal Employees) who work at least 1,040 hours per year, are at least 21 years of age and have completed one year of permanent service. These employees are eligible to join the Pension Plan on the first day of the month after the employee meets eligibility. Vesting will be 100% upon eligibility. Enrollment is not automatic; the employee must apply for this benefit. There are no GFUMC contributions for employees on disability or personal leave. 
TELEPHONE CALLS, CELLULAR PHONES, EMAIL AND MAIL

Church telephones are for business purposes.  All employees are expected to conduct themselves in a businesslike manner when using Church telephones. Personal phone calls are discouraged unless there is an emergency.  Personal calls, if necessary must be restricted to break time.

GFUMC authorizes certain employees to use cellular telephones that are paid for by the Church.  These telephones are to be used for business only   Employees are not permitted to use church-provided cell phones for personal calls.

GFUMC’s address must not to be used as a personal mailing address.  Personal mail is not to be run through GFUMC postage meter.

Employees who violate this policy will be subject to disciplinary action, up to and including termination of employment.

Computer Software and Hardware

GFUMC strives to manage its computer software and hardware assets to derive maximum benefit to GFUMC and its employees and, especially, to ensure that GFUMC and its employees:

· Acquire, reproduce, distribute, transmit, and use computer software in compliance with international treaty obligations and United States laws, including the U.S Copyright Law; and 

· Maintain only legal (licensed) software on GFUMC’s computers and computer networks.

· Establish and maintain a stable and secure computing infrastructure.

All software is protected under United States copyright laws from the time of its creation.  GFUMC has licensed copies of computer software from a variety of publishers to help fulfill its mission.  Unless otherwise provided in the software license, duplication of copyrighted software, except for backup and archival purposes, is a violation of the U.S. Copyright Law and this Policy.

Employees may not knowingly use software for which GFUMC lacks the appropriate license.  If employees become aware of the use of unauthorized software within this organization, or become aware of the acquisition or distribution of unauthorized software into or out of this organization, notify your supervisor.

Employees may not loan or give to anyone any software licensed to this organization.

The licenses for some of GFUMC’s software may permit employees of the organization to make a copy of the software for home use.  It is up to the discretion of the supervisor to approve such use by employees that can demonstrate a need to conduct GFUMC’s business from their homes. Under no circumstances, however, may an employee use GFUMC’s software for purposes other than the business of the church.

No employee may use or distribute personally-owned or other unapproved software on GFUMC’s computers or networks. Such software threatens the integrity and security of GFUMC’s computers and networks and may cause the loss of Church data.

No employee shall download software of any type to his or her computer without a supervisor’s approval.     

ELECTRONIC COMMUNICATIONS

GFUMC provides Internet access (including, but not limited to e-mail and voicemail) to its employees to assist and facilitate business communications and work-related research.  These services are for legitimate business use only in the course of the employee’s assigned duties.  All materials, information and software created, transmitted, downloaded or stored on GFUMC’s computer system are the property of GFUMC and may be accessed only by authorized personnel. 

Inappropriate Internet use includes, but is not limited to:

· Transmitting obscene, harassing, offensive or unprofessional messages;

· Accessing any site that is sexually or racially offensive or discriminatory;

· Displaying, downloading, or distributing any sexually explicit material;

· Transmitting any confidential GFUMC information or materials.

GFUMC reserves the right to monitor employee use of the e-mail system, voicemail, or the Internet at any time.  Employees should not consider their Internet usage, e-mail or voicemail communications to be private.  Employees should understand that they have no right to privacy with respect to any messages or information created or maintained on GFUMC’s electronic communication systems and GFUMC reserves the right to inspect all files or messages on its systems at any time for any reason.  GFUMC may also monitor its systems in order to determine compliance with its policies, to investigate actual or alleged misconduct, to locate information or for any other business purpose. Personal passwords are not an assurance of confidentiality, and the Internet itself is not secure.  All communications sent and received on Church computers, e-mail system or voicemail are the property of the Church.

Any software or other material downloaded into GFUMC’s computers may be used only in ways consistent with the licenses and copyrights of the vendors, authors or owners of the material.  

Only authorized employees may communicate on the Internet on behalf of the Church.  Employees may not express opinions or personal views that could be misconstrued as being those of the Church. Employees may not state their Church affiliation on the Internet unless required as part of their assigned duties.

Any violation of this policy may result in loss of computer access and disciplinary action, including immediate termination.

GARNISHMENTS

A garnishment is a legal levy by a creditor against an employee's wages.  GFUMC must honor and fulfill all garnishments and other wage attachment orders as required by law, therefore, all state/federal guidelines will be followed. 

TERMINATION

As stated before, employment with GFUMC is at-will.  This means that neither the employee nor GFUMC has entered into a contract regarding the duration of employment.  The employee is free to terminate employment with GFUMC at any time, with or without reason.  Likewise, GFUMC has the right to terminate employment, or otherwise discipline, transfer, or demote the employee at any time, with or without reason, at the discretion of GFUMC.  GFUMC will, if at all possible, provide an employee with two weeks’ notice of termination and would appreciate the employee’s reciprocating consideration.

No employee of GFUMC can enter into an employment contract for a specified period of time, or make any agreement contrary to this policy without written approval from the Senior Pastor.

VOLUNTARY TERMINATION

If an employee decides to resign or retire, that employee is requested to give as much notice as possible, preferably 2 to 4 weeks, to the Senior Pastor and the Chairperson of the Staff-Parish Relations Committee.

Any employee submitting a voluntary resignation will receive pay up to and including the last day of work, plus any unused accrued vacation time up to the last day of work.

After ten years of service, any employee retiring or submitting a resignation shall be eligible for one day’s pay for each full year of service in addition to pay through the last day of work and any unused accrued vacation pay for the current year only.

INVOLUNTARY TERMINATION

In the event GFUMC finds termination of any employee is necessary, the Senior Pastor in consultation with the SPRC has the discretion to give the employee up to two-weeks written notice, reassign the employee during the notice period, give up to two weeks’ pay in lieu of notice, or dismissed immediately.

Any employee leaving because of involuntary termination will receive pay up to and including the last day of work, unless pay is given in lieu of notice.  Unused accrued vacation time is also paid to involuntarily terminated employees.

As GFUMC reserves the right to terminate a regular employee at will, there are certain kinds of actions that will not be permitted and will result in immediate dismissal, such as, but not limited to:


Insubordination


Breach of confidentiality


Falsification of any work, employee and/or Church records


Unauthorized use of Church funds or property


Dishonesty


Gross negligence


Sexual or racial harassment/discrimination.

SUSANNA WESLEY CHILDREN’S CENTER ADDENDUM

to the

PERSONNEL POLICY

GLENDALE FIRST UNITED METHODIST CHURCH

Effective December 1, 2008

The Staff-Parish Relations Committee (SPRC) delegates authority to hire and terminate employees of Susanna Wesley Children’s Center (SWCC) to the Director of the Center with the approval of the Board of the Center.  It is the duty of the Director/Board to keep the SPRC informed of all personnel matters. Personnel policy recommendations/changes must be approved by the SPRC prior to implementation.

QUALIFICATIONS

Employees of SWCC shall meet all requirements for child care workers as provided by the SWCC job descriptions and the laws of the State of California.

EMPLOYEE RECORDS

A current confidential personnel file shall be maintained by the Director of the Susanna Wesley Children’s Center for each employee of the Center.

PERFORMANCE EVALUATIONS

The Director of the Center shall complete and review a performance evaluation annually of each employee. Additional performance evaluations may be requested/submitted at other times during the year. The Director shall present to the SWCC Board a copy of all evaluations by August of the year being evaluated.

SWCC Benefits (Vacation & Personal Illness) shall be based on the SWCC school calendar.

PERSONAL ILNESS CREDIT

Employees of SWCC shall earn Personal Illness credit at the rate of 1 day per month (prorated to each individual’s average daily hours). Personal illness may be accumulated up to a total of 50 days.

VACATION

Employees are encouraged to take vacation during times of school closure.

JURY DUTY

Because SWCC employees work directly with children and because the care of those children is our first priority, we will not pay for time away from the job while serving on Jury Duty. Employees are urged to request a waiver from service based upon their job (teacher) and financial hardship (unpaid time off).

INSURANCE BENEFITS

All SWCC employees who work more than 20 hours per week hired after 6/1/99 will be eligible for insurance benefits as outlined in GFUMC policy. Employees hired prior to 6/1/99 may elect to receive Insurance Benefits as outlined in the previous SWCC employee manual or to participate under GFUMC benefit plan. This option is available at the adoption of this policy and may not be changed at a later time.

HOLIDAYS

SWCC employees will be paid for their regular hours for authorized school holidays. School holidays will be scheduled at the beginning of each school year. Holidays may not always coincide with Church holidays.

PREVENTATVE HEALTH PRACTICES

Employees of SWCC are required to maintain up-to-date Preventive Health Practices and Infant/Child CPR training and to present copies of their certification to the Director for inclusion in their files.

TEMPORARY EMPLOYEES

Substitute teachers and child care workers are considered “Temporary Employees”

STAFF MEETINGS

Regular staff meetings will be scheduled at the beginning of each year and all staff are required to be present. Hourly employees will be paid for their attendance. If absent, it is the employee’s responsibility to follow-up with the Director regarding the substance of the meeting.

REST PERIODS

Rest and lunch periods will be scheduled by the Director in order to provide adequate and appropriate supervision of the children at all times. Special requests will be taken into consideration although the safety of the children is the priority.

REPORTING SUSPECTED CHILD ABUSE

It is the responsibility of every employee of SWCC to be aware of the procedures for reporting suspected child abuse and for following those procedures in a timely and appropriate manner.

ACCIDENT REPORTING

In the event of an accident or injury, it is the responsibility of each employee to complete an Incident Report as soon as possible after the child has been cared for. In addition, the Director should be notified and parent(s) called if appropriate.

TUITION REIMBURSEMENT

Every employee is encouraged to continually up-date and improve his/her education and training. To this end, the Director may approve tuition reimbursement for classes which will enhance the employee’s ability to perform his/her duties. This tuition reimbursement is limited to $100 per semester at a cost not to exceed the fees charged.

Tuition reimbursement must be requested in writing in advance of enrollment and will be made upon proof that the class has been successfully completed with a grade of C+ or better. A copy of the proof shall become a part of the employee’s personnel file.

SWCC TUITION REDUCTION

Regular Full-Time employees of GFUMC or SWCC are entitled to a 50% Tuition Reduction for each child enrolled in Susanna Wesley Children Center. Regular Part-Time employees of GFUMC or SWCC are entitled to a Tuition Reduction prorated using the following formula:


# of regular hours worked/40 hours x 50% x Tuition.

SWCC STAFF RETIREMENT

GFUMC shall put 3% of monthly salary into a pension plan for all SWCC staff who work at least 20 hours per week and have been working with GFUMC for at least one year. All other provision of the GFUMC Pension Plan as provided in the GFUMC Personnel Handbook shall apply.
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