‘Your Church’

 Employee Handbook

[The Date]

Our Mission 
"[Your Church] mission is to nourish the Catholic faith through worship and community. Specifically (in your parish) …”
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Introduction
This Employee Handbook (the Handbook) will acquaint you with the Church’s employment related responsibilities to you and your responsibilities to the Church as your employer. This Handbook is not an all-inclusive guide to employment with the Church, but it is your responsibility to understand the Church’s policies and procedures set forth in this document.

All Church employees, lay ministers and other volunteers are to receive a copy of this Handbook. If after reviewing the Handbook you have questions, please raise them with your direct supervisor. Please note that the Church reserves the right to make changes to the policies and procedures in this Handbook.

The policies and procedures included in this Handbook will be applied according to applicable laws and collective bargaining agreements. 

The Church has prepared several other handbooks that govern the actions of specific workers/departments/groups under the Church’s administrative umbrella:

· The Catechist Handbook (for religious education instructors)

· The Parent Handbook (for parents of children enrolled in the Church’s religious education program)

· The Volunteer Handbook (for all volunteers in the Church)

Contact the Parish Administration office for a copy of one or more of these handbooks.

General Policies 
Equal Employment Opportunity 

[Your Church] complies with all applicable federal, state, and local equal employment opportunity laws and regulations. The Church does not discriminate against employees and applicants for employment on the basis of age, race, creed, color, national origin, gender, disability, marital status, veteran status, sexual orientation, citizenship status, or any other basis prohibited by applicable law. 

However, religious organizations in the state [of New York] can discriminate against employees and applicants on the basis of religion. In other words, the Church can insist that Church clergy and other religious employees, as well as administrative and support employees be of the Catholic faith. Our Church requires only that clergy and lay ministers (i.e., people not ordained but engaged in pastoral service) be of the Catholic faith.
The Church endorses and complies with the Americans With Disabilities Act and local and state laws prohibiting discrimination in employment against persons with disabilities. As such, the Church will not discriminate with regard to the hiring, promoting, discharge, wages, job training, fringe benefits, or any other aspect of employment against any qualified applicant or employee with a covered disability.

Covered disability. An individual with epilepsy, paralysis, HIV infection, AIDS, a substantial hearing or visual impairment, mental retardation, or a specific learning disability is covered, but an individual with a minor, non-chronic condition of short duration, such as a sprain, broken limb, or the flu, generally would not be covered under the Disabilities Act.
The Church will attempt to provide reasonable accommodation to qualified applicants and employees with disabilities.


For a detailed description of what is considered reasonable accommodation and 
how to request same, visit this webpage: 
https://www.eeoc.gov/policy/docs/accommodation.html

Probationary Period 

The probationary period is a get-acquainted time aimed to help both the new employee and the Church decide whether he/she is suited for the work, as well as to allow the Church time to determine if the employee is suited for the position. This period will allow the supervisor time to observe a new employee’s work, attendance, ability, cooperation, and potential value to the Church. Prior to or at the completion of the probationary period, the employee’s total work performance will be evaluated. 

The employee will be notified whether he/she will be able to continue employment with the Employer. 

The supervisor may request a maximum two (2) month extension of the probationary period. The Pastor reserves to his sole discretion the determination as to whether an employee’s probationary period will be extended. Employees are not entitled to an automatic extension. At the conclusion of the probationary period, the employee will be eligible for certain additional benefits. 

Non-Exempt employees have a three (3) month probationary period. The regular work week for most non-exempt staff is 35 hours, generally from 9:00 a.m. to 5:00 p.m., Monday through Friday. Some non-exempt workers may be required to work a 40-hour workweek. Supervisors will advise each employee accordingly.

Exempt employees (including, but not limited to administrative, executive, and professional employees) have a six (6) month probationary period. The regular workweek for most exempt staff is 35 hours, generally from 9:00 a.m. to 5:00 p.m., Monday through Friday. Some exempt workers may be required to work a 40-hour workweek. Some exempt employees may be required to work on Saturday and/or Sunday. Supervisors will advise each employee accordingly.

Professional Conduct

Employees are expected to follow the established patterns of good conduct and comply with the Church’s work rules. 

Every employee is called to work for the common good so that the rights and interests of the Church, fellow employees, and those we are called to serve are ensured. Anything that prevents the common good from being attained requires attention. At times, disciplinary probation, suspension, or discharge may be imposed for an employee failing, in the judgment of a supervisor, to adhere to appropriate standards of behavior or job performance. Determination of these failures will be made by a supervisor. It is impossible to cover all areas of proper conduct. When in doubt, an employee should ask his/her supervisor. 

Some actions that may lead to disciplinary action up to and including discharge are the following: poor job performance in the judgment of your supervisor, continued excessive absences after first warning, inappropriate behavior with and reported by clients or coworkers, reporting to work under the influence of alcohol or drugs, possession, use or, the transfer of alcoholic beverages or drugs in the workplace, possession of any weapon on one’s person or stored within the workplace area, insubordination, destruction of property, harassment, continued tardiness after first warning, or absence from assigned work areas. 

Normally, the Church will follow a process of progressive discipline (see Discipline Procedures below) and/or counseling in an effort to correct inappropriate conduct. However, the Church reserves the right to discharge a person immediately for serious infractions that, in its judgment, jeopardizes the interest of the Church or the safety and well-being of its employees.

Attire

All employees are not only ambassadors of the Church, but are also providers of services for the community. Hence, their dress and grooming, including haircuts and the presence and style of tattoos and body piercings have an immediate impact on how colleagues, business associates, and the public view them and the Church. Modesty must be recognized in any clothing worn at the Church. All employees are required to use discretion in their attire and to practice good grooming standards. Your supervisor has the right to advise you on your attire and enforce your compliance. Failure to dress and groom appropriately may result in disciplinary action, up to and including termination.

Attendance 

Employees are required to report to work on time for all work periods and to remain at work until the end of the work period as set forth by the supervisor and agreed to by both in writing. Hours may also be defined in the job description in which case the employee agrees ipso facto. When an employee is unable to report to work due to unforeseen circumstances, he/she is required to advise his/her supervisor each day that the absence continues. When the absence is anticipated, the supervisor should be informed as soon as possible. When possible, the supervisor should also be informed of the expected duration of absence and the tentative date that the employee expects to return to work. 
Anti-Harassment and Anti-Discrimination

The Church is committed to maintaining a workplace that is free from all forms of unlawful harassment, including sexual harassment and harassment based on gender, age, race, national origin, color, sexual orientation, marital status, religion, disability, veteran status, political opinion or any other protected category. Accordingly, no employee shall engage in conduct that constitutes harassment or bullying. The Church will not tolerate harassment in any form of or by employees. This commitment extends to harassment by any employee regardless of his/her position. Any employee who violates this policy will be subject to appropriate disciplinary action, including suspension without pay and/or termination of employment. 

Prohibited harassment can take many forms, including, but not limited to: 

1. verbal harassment, such as making a joke or comment that refers to a certain gender, race, color, citizenship status, national origin, ancestry, sexual orientation, age, religion, creed, physical or mental disability, marital status, veteran status, or any other basis protected by applicable local, state, or federal law, epithets, derogatory comments, vulgar or profane words, and expressions or slurs; 

2. physical harassment, such as an unwelcome touching, assault, blocking, impairing, or otherwise physically interfering with an individual’s normal work or movement; 

3. visual forms of harassment, such as derogatory posters, cartoons, drawings, e-mail, computer screen savers, graffiti, or photographs; and 

4. sexual harassment, such as unwelcome or unwanted sexual advances, requests or demands for sexual favors, comments which are sexually oriented and considered unacceptable by another individual, sexually oriented conduct that interferes with the work performance of another, creating a work environment that is intimidating, hostile, or offensive because of unwelcome or unwanted sexually oriented conversation, suggestions, requests, demands, physical contact, or attention.
Harassment Complaint Procedure

If an employee believes that he/she has been subject to harassment, he/she ought to make his/her unease and/or disapproval directly and immediately known to the harasser whenever possible. If the situation is not immediately resolved, or if the employee is unable to or is uncomfortable with addressing the alleged harasser directly, he/she should report the incident to his/her supervisor as soon as possible. If the supervisor is the harasser, then the employee should report the incident to the Pastor of the Church. If the Pastor of the Church is the harasser, then the employee should report the incident to the HR department of the ADNY. 

It is important to make a written record of the date, time, and nature of the incidence(s) and the name(s) of any witness(es). Reports of alleged harassment or discrimination will be investigated in a timely and thorough manner. Ordinarily, a Church investigation will include an interview with the victim, the alleged harasser, and any other person who may provide relevant information. The alleging employee(s) will be informed of the result of the investigation. Immediate and appropriate disciplinary action, including termination, will be taken against anyone who has violated another employee’s rights under the law. No employee will be subjected to any form of retaliation for making a good faith complaint under this policy or for assisting in the investigation of any such complaint.

Cases of sexual abuse by any party will be reported immediately to local authorities.

Background Checks 

All applicants must submit to a background check at the time his/her application is filed. This includes a review of the applicant’s history relative to any potential criminal record, validation of social security number, validation of academic degree(s), driver license validation, and reference checks. A signed authorization to complete the background check(s) will be obtained from the applicant prior to initiating the process. For some Church positions, the Church may also obtain a credit report. 

The Church has the right to deny an applicant employment based on his/her failure to authorize a background check and/or adverse information obtained through the background check process. A prior criminal conviction is not an absolute bar to employment, and all relevant factors will be considered in accordance with the law. All background checks will be conducted in accordance with the law, including the provision of appropriate notices to unsuccessful applicants.

Immigration Compliance 

The Church is committed to employing United States citizens and those who are authorized to work in the United States, and does not discriminate on the basis of citizenship or national origin. All new employees, as a condition of employment, must provide satisfactory evidence of identity and legal authority to work in the United States by completing the Employment Eligibility Verification Form I-9 and presenting documentation establishing identity and employment eligibility (such as, but not limited to driver’s license and social security card) before they are hired. 

Employment of Relatives

To avoid potential conflict of interests, relatives and members of the same household will not be employed in the same administrative office or service area (a.k.a., department) of the Church. Nor will employees be supervised by anyone to whom they are related. In the event that employees in the same department marry, one will be transferred to another department. 

Discipline Procedures

The primary purpose of any disciplinary action is to improve performance, correct a problem, prevent recurrence of a problem, and prepare the employee for satisfactory performance and/or behavior in the future. The supervisory discipline system generally includes four steps: 

1. verbal warning, 

2. written warning, 

3. probation, 

4. termination of employment. 

Steps may be varied or bypassed all together as supervisors deem appropriate at the time, with or without notice, in supervisors’ full and complete discretion. 

Termination

Employment with the Church is at will. Nothing in this Handbook shall be construed as creating an employment contract between the Church and the employee. Therefore, either the Church or the employee may terminate the employment relationship at any time, for any reason, or for no reason, unless otherwise prohibited by law, without the need to provide prior notice, warning, or discipline. The policies and procedures outlined in this Handbook are not intended to constitute any legally binding contractual obligation, expressed or implied. They have been developed with great care and are designed to ensure fair and consistent treatment of all employees.
Resignation. The Church requests that employees provide their supervisors with at least two (2) weeks notice in advance of their resignation. Failure to do so may result in a delay in final compensation or reimbursement payment to the employee by the Church.

Employees leaving the Church are not permitted to use more PTO (paid/personal time off) during their last two weeks of employment than what they have accrued and that remains unused. The Church does not payout unused accrued PTO upon termination, whether voluntary or involuntary, except where required by state law.

An employee who is terminated from employment for reasons not related to work performance, misconduct, or retirement will generally be granted a severance allowance equal to 1 week’s salary for each full year (i.e., 12 months) of employment. The maximum will be 40 weeks’ pay. The severance allowance will be paid in lump sum on the employee’s date of termination or as soon as administratively possible. Taxes will be withheld from the severance. The employee will also receive payment for any unused accrued vacation and sick/personal days with the final regular paycheck.
All church property held by the employee must be returned to the Parish Administration office on the last work day and/or before any final compensation is paid.

On the 1st day of the month following termination of employment, the employee will be eligible, under New York State Continuation Coverage, to continue participating in the medical plan for a maximum period of 36 months, at the employee’s expense.

Employment references given by supervisors will be limited to dates of employment and most recent job title.

Grievance Procedure

An employee with a complaint regarding a demotion, pay reduction, reassignment, transfer or termination may file a written grievance with his or her direct supervisor and the Pastor of the Church no later than 15 calendar days after the disciplinary action occurs. 

The written grievance must be signed by the employee and contain the following information:

· the employee's name and position;

· a detailed outline of the specific circumstances and issues leading to the disciplinary action; and 

· the requested resolution of the complaint.

The supervisor and the Pastor will discuss the complaint with the affected employee and will take appropriate action to investigate and resolve the complaint. The decision of the Pastor is final.

Smoking on Premises

New York's Clean Indoor Air Act made all enclosed public places and workplaces 100% smoke free as of July 24, 2003. This includes churches, places of worship and church or parish halls.  Smoking anywhere on Church premises is strictly prohibited.

Workplace Posters

Based on our Church’s operating profile we are required to post the following workplace posters:

· The Employee Polygraph Protection Act (EPPA)

· The Fair Labor Standards Act (FLSA)

· The Fair Labor Standards Act (FLSA) / Section 14(c)

· The Occupational Safety and Health (OSH) Act

· Whistleblower Protections

The Church must provide the state with information about every new hire as a result of federal legislation that seeks to facilitate the enforcement of child support orders and reduce fraud in welfare programs. [The "new hire reporting law" does not exempt religious organizations.]

Compensation

Job Descriptions

Job descriptions are written for each church position. Job responsibilities will be determined by the employee’s Supervisor and approved by the Pastor. The Supervisor and the employee will utilize the contents of the job description when evaluating job performance. Job descriptions are focused on results and outcomes so as to allow for differences in approach. The following key components are included in each Job Description: 

Essential Functions: The essential functions of a position are the central tasks that must be completed by the employee in the day-to-day execution of the job. They describe what the employee is required to do to meet basic task oriented expectations and goals. 

Core Competencies: Core competencies describe the Church’s expectations about the basic character attributes, skills and abilities of the person who is doing the job. 

Salary 

Salary ranges are recommended by the service area supervisor and approved by the Pastor of the Church in consultation with Church Finance Council.  

For some positions, such as the Coordinator and Director of Religious Education (C/DRE), the Archdiocese of New York (ADNY) recommends salary ranges. C/DRE salary ranges are based on education and/or experience and years of service. For more information about C/DRE salary ranges visit:  


http://nyfaithformation.org/documents/2014/12/compensation-scale.pdf
Regular full-time and part-time employees are paid either on a bi-weekly or monthly basis as determined by the employee’s preference. Hourly employees are paid for hours submitted in writing by one’s supervisor to the Parish bookkeeper. Payroll deductions for employees are made in accordance with federal, state, and local tax, social security, and wage laws. At the written request of an employee, other optional deductions may be made, including benefit plan contributions and tax-deferred annuities.

Overtime 

When non-exempt employees work extra hours with their supervisor’s written permission, they are paid at their regular wage rate for all time worked up to 40 hours and one and one-half times their regular wage rate for all hours beyond 40 hours in a pay week. At the discretion of the supervisor, non-exempt employees may receive compensatory time off in place of overtime pay if the time-off is requested by the employee, approved in writing by the supervisor, and used during the same pay period. This is computed at the same rate as overtime pay. 

Exempt employees are paid an annual salary on a bi-weekly or monthly basis for all work required by the job. Exempt employees are not paid for overtime.

Payroll Deductions

Typical payroll deductions may be divided into two categories – deductions required by law and deductions authorized in writing by the employee for the employee’s benefit. The laws require certain deductions from employee compensation. Among these are applicable federal and state income taxes, Medicare and Social Security taxes up to a specified limit, garnishments, and child support payments.

Direct Deposit

All employees are strongly encouraged to enroll in direct deposit. To receive direct deposit, please submit a direct deposit form and a blank check marked “void” to the Parish Administration office.

Expenses

Employees must consult with their supervisor prior to incurring expenses in order to determine if there is an authorized reimbursement. Staff members are expected to make every effort to keep expenses to a minimum, consistent with service in a non-profit organization. Reimbursement rates for car mileage paid out on approved employer assignments are determined using rates set by the Internal Revenue Service.

Recruitment and Selection

Recruitment begins with a job analysis designed to determine the knowledge, skills, abilities and other characteristics (KSAOCs) required to perform a job and systematically establish compensation and performance evaluation.

Job positions/openings are communicated in the Church Bulletin, on the Church website and in a letter written by the supervisor, co-signed by the Pastor, and delivered to all of the various Church pastoral and social groups. If these communications do not surface a viable candidate, the Church will advertise the job/position opening in local newspapers.

Applicants are required to submit a resume and three professional references to the Parish Administration office before the first interview is scheduled. 

To help ensure objectivity, job-specific standardized questions are asked of all job applicants. In the case of our Church, the supervisor conducts the first interview/screening. The Pastor and the General Manager of the Church interview applicants that pass the initial screening.

Before actual engagement, candidates are required to submit to a background check and acknowledge in writing that they reviewed and understand both the job description and the Church’s Employee Handbook. Particularly because employees of the Church will be working in close proximity to children, the Church may require applicants to whom a job has been offered to submit to a drug test.

Benefits

All employees are classified according to the following:

Regular Full-Time: Employees who are hired for a full-time position of 35 hours or more and who have satisfactorily completed the introductory period are regular full-time employees. Regular full-time employees will be eligible for full employee benefits available for specific jobs and periods of service.

Regular Part-Time: Employees hired to work a regularly scheduled workweek that is less than full-time, but at least 20 hours per week, and who have completed the introductory period satisfactorily are regular part-time employees. Benefits are available to regular part-time employees on a pro-rated basis. 
Hourly: Employees who work fewer than 20 hours per week are considered hourly employees. They are eligible for only those benefits required by law. 
Temporary: Temporary employees are those who are hired to work full-time or part-time for a short term, normally for a period not to exceed 6 months. No employee benefits are available other than those required by law.

Additionally, employees are either exempt or non-exempt:

Exempt: All employees who are employed in an executive, administrative, or professional capacity and paid on a salary basis are exempt from the overtime provision of the Fair Labor Standards Act and its regulations. 
Non-Exempt: All employees except those employed in an executive, administrative, or professional capacity in accordance with the Fair Labor Standards Act and its regulations, are non-exempt. Non-exempt employees are paid for time worked at their regular rate up to 40 hours per week, and at time and one-half for hours above 40 in a given week. 
Medical Plan 

Medical and prescription benefits are available for eligible employees who work at least 20 hours per week. Enrollment forms and information outlining the plan are available from the Parish Administration office. It is the responsibility of the employee to inform their supervisor or the Parish Administration office in writing of any qualifying life event. Qualifying life events include marriage, birth or adoption of a child, termination of a spouse’s coverage, or a change in a spouse’s employment status that affects eligibility for coverage. 

The Church pays the majority of the cost of the group health benefits plan for full-time employees. Eligible part-time employees who work 20 but less than 35 hours contribute towards individual and family coverage on a pro-rated basis. Eligible employees may enroll as of the first of the month following 30 days of employment. 

Group Life Insurance 

A group term life insurance policy is provided for all regular employees who work at least 20 hours per week. Life insurance coverage becomes effective on the first day of the month following 30 days of employment. The benefit is equal to an employee’s annual salary on the date of hire or on January 1 of the relevant calendar year, whichever is later. The benefit is reduced by 35% for an employee reaching normal retirement age, and by 50% for an employee reaching age 70. The Church pays the full premium for this insurance. 

Supplemental Life Insurance 
Regular employees have the option of purchasing supplemental life insurance; this may be purchased for the employee, his/her spouse, and/or his/her children. 

Self: The maximum coverage allowed is $150,000, or five (5) times one’s annual salary, whichever is the lesser amount. With evidence of good health (which may include, but is not limited to questions about health conditions answered by an applicant, a medical exam, tests, such as on the heart, and/or a report from the applicant's doctor), an employee may elect a maximum of $500,000, or 5 times one’s annual salary, whichever is the lesser amount. Elections are in increments of $10,000.

Spouse: An employee may purchase supplemental coverage for his/her spouse to a maximum of $50,000, or $100,000 with evidence of good health. However, the coverage may never exceed 50% of the amount of life insurance in force for an employee. Elections are in increments of $5,000. 

Dependent Children (under the age of 19): An employee may insure dependent children in increments of $2,000 to a maximum of $10,000. 

Accidental Death and Dismemberment Insurance 

Accidental death and dismemberment insurance is provided to all eligible employees. The benefit is equal to the basic group life insurance amount, and covers employees for accidents that result in death or dismemberment. The Church pays the full premium for this insurance. 

Short Term Disability (employees temporarily disabled from an injury or condition not resulting from employment) 

According to New York State Disability Law, an employee temporarily disabled for more than seven (7) consecutive calendar days is entitled to a benefit of one-half of his/her weekly salary to a maximum weekly benefit of $170.00 per week. This may be paid for a maximum of 26 weeks of each disability, but not more than 26 weeks in any 52 consecutive week period. All employees are eligible for this benefit. The first seven (7) calendar days of any disability are an uncompensated waiting period allowed by law. Employees may use sick/personal leave to cover this period. For employees with at least one (1) year of service who have satisfied the waiting period, the Church will supplement the insurance for the next 12 weeks. The Church pays this insurance policy in full. 

Long Term Disability 

The Church provides group long term disability coverage for employees who regularly work at least 30 hours per week. Qualifying employees are eligible for this benefit following 6 months active employment. Disabled employees who qualify for benefits can receive up to 60% of their pre-disability monthly salary, offset by Social Security disability benefits and any other disability benefits an employee may receive from other sources. Since the Church pays the full premium for this insurance, any benefit received is taxable. However, an employee may elect to recognize the premium paid by the Church as taxable income, in which case any benefit received will be tax free. This election may be made on a form available from the Parish Administration office.

Archdiocesan Pension Plan 

The Archdiocesan Pension Plan provides retirement benefits to regular employees of participating Churches. A regular lay employee will enter the pension plan on January 1 following the completion of three (3) years of continuous service, provided that he/she is at least 30 years of age as of that date, and is working at least 20 hours per week for any Employer participating in the plan. 

Benefit Formula. The formula is 1.3% of one’s average annual base pay times each year of credited service from the date of employment to the retirement date. The annual base pay is total W-2 compensation up to $95,000. 

Normal Retirement Date. The normal retirement date is the 1st day of the month on or following an employee’s Social Security normal retirement date, or the 5th anniversary of participation in the pension plan, whichever comes later. 

Early Retirement Date. After the completion of 10 years of continuous service, an eligible employee may retire and commence a pension on the 1st day of any month within 10 years of the normal retirement date. After completion of 5 years of continuous service, but less than 10, an eligible employee may retire and commence a pension on the 1st day of any month within 5 years of the normal retirement date. In either case, the employee will receive a reduced pension because he/she can expect payments over a longer period and has earned lesser benefits due to a shorter period of service. Benefits are paid at the end of each month. 

Vesting. If, for any reason other than death, on the date of termination, an employee has completed at least 5 years of continuous service with a covered Church, he/she will be eligible for a deferred vested pension based on benefits earned to the date of termination. 

The Employer Pays the Entire Cost. Unlike Social Security, where the employer and employee each pay one-half of the cost, under the Archdiocesan plan, the Church pays the entire cost.

403(b) Tax Deferred Annuity (TDA) 

This retirement savings tool is managed by Mutual of America. Elected pre-tax contributions are automatically deducted from each pay check. All contributions are paid for by the employee. 

Participation. Participation is voluntary. All regular employees are eligible. 

Tax Advantages. Federal income taxes are deferred until money is withdrawn. All contributions, interest, and investment earnings remain in an employee’s account working on his/her behalf. Ask your accountant or tax advisor what’s best for you. 

Rollovers. An employee can roll over qualified funds from retirement plans with former employers and IRAs with other institutions if it includes a rollover provision. 

Flexibility. A diverse choice of investment funds and an interest accumulation account are available to meet the employee’s own unique needs and objectives. 

Quality Services. Participants have use of on-line management tools and/or the option of meeting one on one with a participant account representative. A representative is available at the ADNY Catholic Center to meet with eligible employees every month.

Adoption Assistance 

The Archdiocese will provide a one-time gift of $4,000.00 to each eligible adopted child of an eligible employee. 

Eligible Adopted Child. means any individual who is under the age of 18. However, a child of an eligible employee’s spouse is not an eligible adopted child. 

Eligible Employee. means an employee who: 

1. Is regularly scheduled to work 30 hours per week. 

2. Has completed one (1) continuous year of employment during which he/she was regularly scheduled to work 30 hours per week.

3. Is otherwise eligible to participate in the Archdiocesan medical plan. 

4. Is not a member of a collective bargaining unit.

Workers Compensation 

Full coverage and protection is provided for employees in accordance with Workers’ Compensation Law. The Church pays the entire premium for the insurance coverage. 

Workers’ Compensation provides weekly cash benefits and provides for necessary medical care to workers who are disabled because of a work-related injury or an occupational disease as defined by law and determined by the Workers’ Compensation Board. 

In addition, for employees with at least one (1) year of service, the Church will supplement the benefit provided with the remainder of an employee’s salary to a maximum of 13 weeks of work related disability in a 52 week consecutive week period. 

As of December 1998, the New York State Workers’ Compensation Law was amended to allow for the use of Preferred Provider Organizations (PPO’s) in New York State. The managed care law was enacted to enable insurance carriers to contract with PPO networks. This means that, after an injury is sustained, it must be treated by an in-network physician for the first 30 days of treatment. After 30 days, an employee may opt for out of network treatment or seek treatment from another physician in the provider network. 

To report a work related injury, an employee must immediately inform his/her supervisor and the Parish Administration office which, in turn, will report the injury to the Risk Management Planning Group, Inc. (RMPG). Additionally, an employee should complete and file Worker’s Compensation Board's form Employee Claim (C-3) online or in person.  
Unemployment Insurance 

The church must cover employees that perform non-religious services for unemployment insurance. Such staff would include, among others, administrative secretaries, treasurers and financial secretaries. Generally, the excluded persons include the pastor, sexton/custodian, organist and choir/music director. 

An employee may be eligible for New York State unemployment insurance under conditions determined by state law. However, if an employee voluntarily resigns or is discharged because of misconduct on the job, he/she may be ineligible for unemployment insurance. Employees should verify eligibility with the local state unemployment office, which makes the final decision

Vacations and Accruals
Annual paid vacations are granted to regular employees who work at least 20 hours per week. Vacations must be taken during the calendar year when earned, and may not be accumulated from year to year, except as noted below. Vacation allowances for full-time employees will be based on: 

a) 0.83 days for each month worked, per calendar year, for a total of 10 vacation days in each of the first 3 years of service. 

b) After completing 3 years of service, an employee is entitled to 15 days vacation annually (1.25 days per month). 

c) After completing 10 years of service, an employee is entitled to 20 days of vacation annually (1.66 vacation days per month). 

Vacation allowances for part-time employees will be pro-rated based on regularly scheduled weekly hours worked. Vacation accrual will be pro-rated upon an employee reaching his/her 3rd and 10th anniversaries. For example, if an employee has a hire date of April 20th, on the 3rd anniversary, he/she will be awarded 0.83 days per month for the months of January, February, March, and April and 1.25 days per month for the remainder of the calendar year, giving an employee a total of 13.32 accrued days for that calendar year. 


General provisions:

• Although a sincere effort will be made to accommodate requests, vacation scheduling is determined by an employee’s supervisor. All vacation requests must be made in writing and approved by an employee’s supervisor. 

• Whether an employee may have a negative vacation balance, and to what degree, will be at the discretion of the supervisor. 

• Work requirements, seniority, and fairness to all are considered in determining priority between two (2) or more persons desiring the same vacation dates. 

• A maximum of seven (7) vacation days may be carried over to the following calendar year, and must be taken prior to June 30th or be forfeited. 

• If an employee is ill during a scheduled vacation, he/she may substitute accrued sick days in lieu of vacation days. However, if an employee has used all available sick days, no additional vacation time will be allowed for illness occurring during a vacation. 

• Although vacation begins accruing from the first day of employment, the new employee must complete 3-6 months (the aforementioned introductory period) before earned vacation can be taken. 

Regardless of the reason for termination, accrued vacation is granted to those who have completed the introductory period provided that two (2) weeks notice has been given. The salary equivalent for vacation taken, but not earned, will be deducted from termination pay. 
Personal and Sick Days

All regular full-time employees are entitled to an annual total of five (5) days absence with pay at their regular rate to be used for: 

• Personal business 

• Occasional illness 

• During the seven (7) calendar day waiting period before disability insurance is effective. 

Employees accrue personal/sick days at the rate of 0.42 days per month. 

Regular part-time employees accrue this time on a pro-rated basis. 

All regular employees on the payroll as of December 31st will be paid at their regular rate of pay for any unused sick/personal time. 

No employee will be paid for any unused personal/sick time during the year in which he/she leaves employment or is terminated. 

Personal Day Procedure
Written requests must be submitted to and approved by an employee’s supervisor no later than one (1) day in advance.

New York City Earned Sick Time Act
Employees Covered. The New York City Earned Sick Time Act covers employees who work or who are expected to work 80 or more hours in New York City during a calendar year. 
Hours Accrual. One hour of sick time is accrued for every 30 hours worked within New York City, to a maximum of 40 hours per calendar year. Accrual begins on the first day of employment. Sick time accrues for exempt employees based on their normal workweek. Sick time accrues for non-exempt employees based on all hours worked, including overtime hours. The Church will cap sick time accrual at 35 hours. Excess hours will be charged to vacation. 
Sick Time Available. Employees may begin using accrued sick time 120 days after their date of hire. 
Annual Carryover. Employees may carry over not more than 40 hours of sick time into the following calendar year. However, the maximum sick time taken in a given calendar year is limited to 40 hours. 
Pay in lieu of Carryover. The Church will pay out unused sick time to a maximum of 35 hours. Excess hours will be carried over, but will not increase the 40-hour annual maximum. 
Terminated Employees. No payout will be made to employees who terminate employment. However, any forfeited sick time must be restored if an employee is rehired within six (6) months.
Use of Sick Time. Employees may use sick time for absence from work due to: 
a. Mental or physical illness, injury, or health condition. 

b. A need for medical diagnosis, care, or treatment of a physical illness, injury, or health condition. 

c. A need for preventive medical care.

d. Care of a family member requiring medical diagnosis, care, or treatment of a physical illness, injury, or health condition or preventive care. 

e. Closing of an employee’s place of employment due to a public health emergency. 

f. The care for a child whose school or child-care provider is closed due to a public health emergency. 

Family Member Defined. An employee’s family members include: 
a. A spouse, child, parent, grandparent, or grandchild. 

b. A parent or child of an employee’s spouse. 

c. A sibling (including half, adopted, or step-sibling). 

Minimum Increment. Sick time must be used in increments of not less than four (4) hours. 
Medical Documentation. The Church may require an employee to provide a note from a licensed healthcare provider confirming the need for the amount of sick time taken if the absence exceeds three (3) days. The Church cannot require an employee or an employee’s healthcare provider to disclose details of an employee’s or employee’s family member’s injury, illness, or condition for which the sick time was used.
Leaves of Absence

Bereavement Leave 

Employees are granted not more than four (4) days bereavement leave with pay to attend appropriate services in the event of the death of an immediate family member. This includes spouse, children, parents, siblings, grandparents, grandchildren, mother-in law or father-in-law, and any relative regularly residing in the immediate household. One (1) funeral day will be allowed for other close relatives with the approval of an employee’s department director. 

Jury Duty Leave 

The Church encourages all employees to fulfill their civic responsibility to serve as a juror. Employees will be paid regular wages, less jury duty pay, for each normally scheduled workday for not more than 2 weeks of jury duty. Employees must present their summons to their immediate supervisor upon receipt. 

It may be acceptable to ask an employee to seek a deferral where, for example, there are time-sensitive projects, work commitments, or staffing shortages involved. Employees who are selected and who serve as jurors can be asked to report to work when they are in recess. 

Employees will also be paid regular wages for compulsory court attendance if they are summoned as a result of being a witness to a crime. The summons or subpoena must be presented to the immediate supervisor upon receipt. Employees will not be paid for absence due to a court appearance in connection with an action that is initiated by an employee. 

Voting Leave 

If an employee has less than four (4) consecutive hours within which to vote, either between the opening of the polls and the beginning of his/her regular work hours or between the end of his/her regular work hours and the closing of polls, he/she may take up to two 2 hours time off to vote at the beginning or end of his/her regular work hours, as his/her supervisor directs, without the loss of pay. An employee who requires time off to vote must notify his/her supervisor prior to election day.

Military Leave 

The Church will comply with and grant leave in accordance with all applicable military leave laws. Employees on military leave will be paid the difference between their regular salary and military compensation for a maximum of two (2) weeks annually. Military orders must be presented to one’s supervisor upon request.

Family and Medical Leave Act 

The Family and Medical Leave Act (FMLA) provides a means for employees to balance their work and family responsibilities by taking unpaid leave for certain reasons. 

Eligibility. To be eligible for a FMLA leave, an employee must meet the following criteria: 

• Have worked at least 12 months (which do not need to be consecutive) for the Church. 

• Have worked at least 1,250 hours during the 12 months immediately before the date FMLA leave begins. 

FMLA entitles eligible employees to take job protected, unpaid leaves for specified family and medical reasons. Eligible employees are entitled to: 

• 12 work weeks of leave within a 12 month period for:  the birth and care of an employee's child, within 1 year of birth; the placement with an employee of a child for adoption or foster care, within 1 year of the placement; the care of an immediate family member (spouse, child, or parent) who has a serious health condition: the employee's own serious health condition that makes him/her unable to perform the essential functions of his/her job; and any “qualifying exigency” arising out of the fact that an employee’s spouse, son, daughter, or parent is on active duty or has been notified of an impending call or order to active duty in the U.S. National Guard or Reserves in support of a contingency operation. 

• 26 workweeks of leave during a single 12 month period to care for a covered service member with a serious injury or illness, if an employee is the spouse, son, daughter, parent, or next of kin of the service member (military caregiver leave) 

Benefits. If an employee is participating in the medical plan when a leave begins, he/she may continue participation at the same level and in the same manner (including required employee contributions) during the periods of a FMLA leave, as though the employee had continued to work. An employee must substitute any accrued paid leave (vacation, sick, or personal) for periods of an unpaid FMLA leave. Substitution means the accrued paid leave runs concurrently with a FMLA leave period. 
Intermittent and Reduced Leave. Employees may take a FMLA leave intermittently or on a reduced leave schedule (that is, in blocks of time less than the full amount of the entitlement) when medically necessary or when the leave is due to a qualifying exigency, as defined above. Taking intermittent leave for the birth of a child or for placement for adoption or foster care of a child is subject to the Church's approval. However, the Church’s approval is not required for an intermittent or reduced schedule leave that is medically necessary due to pregnancy, a serious health condition, or the serious illness or injury of a covered service member. The Church’s approval is also not required when intermittent or reduced schedule leave is necessary due to a “qualifying exigency,” as defined by the law. 

Notice Requirement. When the need for leave is foreseeable, an employee must give at least 30 days notice, or as much notice as is practicable. When the leave is not foreseeable, an employee must provide notice as soon as possible in the particular circumstances. All FMLA leave requests are to be directed to the Parish Administration office, and not to a supervisor. In requesting a leave, an employee must provide sufficient information for the Church to reasonably determine whether FMLA may apply to the leave request. 

Medical Documentation. The Church may require that a serious health condition, illness, or injury, be supported by a certification from an employee's healthcare provider, an employee’s family member’s healthcare provider, or an authorized healthcare provider of the covered service member. The Church may also require periodic reports of an employee's status and intent to return to work during the leave.

Return from Leave. The Church may require that an employee who takes a FMLA leave for his/her own serious health condition submit a certification from an employee’s healthcare provider indicating that he/she is able to return to work. 
An employee who returns from a FMLA leave is entitled to be restored to the same position or an equivalent position with equivalent pay, benefits, and other terms and conditions of employment as though he/she had not taken the leave.

Continuing Education and Study Leave

Time and reimbursement for Church job-related continuing education may be given to employees upon approval by their supervisor and the Pastor. A written request with sufficient notice (at least three weeks) is to be provided to the supervisor. Continuing education and study leave shall not exceed two weeks annually.
Paid Time Off
Feast Days and Holidays. Our Church observes special feast days of the Roman Catholic Church as well as civic holidays. Prior to hiring an employee, the Church informs him/her of those feast days and civic holidays that are observed. 
Regular full-time employees are immediately eligible for feast days and holidays approved by the chancellor. 

Regular part-time employees are immediately eligible for feast days and holidays that fall on days in which they are regularly scheduled to work. 

Temporary employees are not paid for feast days or holidays. 

Holidays that fall on a weekend will normally be observed the following Monday. This does not apply to feast days. Feast days that occur on a weekend are not recognized on the following Monday. 

Feast Days and Holidays Observed: New Year’s Day, Feast of the Assumption, Martin Luther King Day, Labor Day, Presidents’ Day, Columbus Day, Saint Patrick’s Day, All Saints Day, Holy Thursday (½ day), Veterans’ Day, Good Friday, Thanksgiving Day, Easter Monday, Thanksgiving Friday, Memorial Day, Feast of the Immaculate Conception, Feast of the Ascension, Christmas Day, Independence Day, and Day after Christmas. 

The Church may require some employees to work on some of these holidays and/or feast days. Employees will be compensated by being given an alternate day off arranged with their supervisor within the same pay period.

Volunteers

The Pastor (in consultation with the service area supervisor, the Parish Council and the Finance Council) determines the need for a volunteer to support, supplement or act in place of a staff member. 

Once a need is identified (and a job analysis performed if one has not already been done), a formal job description is developed by the volunteer’s supervisor and approved by the Pastor.

Once the job description is approved by the Pastor, the volunteer position/opening is communicated in the Church Bulletin, on the Church website and in a letter written by the supervisor, co-signed by the Pastor, and delivered to all of the various Church pastoral and social groups.

Candidates for volunteer positions are screened by the volunteer’s supervisor and, if they pass the initial screening by the supervisor, are interview by the Pastor and the General Manager of the Church.

Before actual engagement, volunteer candidates are required to submit to a background check and review (and acknowledge that they reviewed and understand) the Church’s Volunteer Handbook. The Volunteer Handbook covers the following topics:


Organization information, including, but not limited to the Church’s mission, goals, 
organization chart, emergency procedures, mass and holiday schedules, and 
communications and confidentiality policies.


Volunteer information, including, but not limited to volunteer job/position 
description, staff and volunteer relations, personnel policies, and insurance and 
liability coverage.  
Performance Appraisals

A performance appraisal is conducted with all employees to determine how well an employee is performing his/her assigned responsibilities in accordance with the goals set for the employee by his/her supervisor and established policies, practices, and standards of the Church. It is the policy of the Church to uniformly and objectively evaluate the progress, performance, abilities, and potential of every employee at least once each year in order to: 

1. Provide supervisors with a better knowledge and understanding of each employee. 

2. Serve as a basis for informing each employee of his/her strengths and weaknesses so, together with the supervisor, plans may be developed to help an employee perform better in his/her present position and/or prepare for a future assignment. 

3. Assist the supervisor in making and justifying transfers, promotions, or other employment decisions 

For the purpose of organization and management, staff members serve within a designated ministry area of the church (for example, Parish Administration, Pastoral Care, Religious Education). Each ministry area is overseen by a Supervisor, who serves as a support and resource person for those within his/her area. The performance appraisal is prepared by an employee’s supervisor:

• At the completion of the introductory period. 

• 3 or 6 months after an employee has been transferred or promoted, depending upon the nature of the new position. 

• Annually, at the beginning of each calendar year. 

• Whenever it is considered useful to prepare an interim report between annual appraisals. 

The Church favors management by objective (MBO). As such, for most Church employees, performance appraisals will be based upon goals accomplished. Supervisor and employee will agree in advance to goals to be achieved over a certain time period. 

The employee will be asked to sign the appraisal form to acknowledge that he/she has been given the opportunity to read the appraisal. The employee’s signature signifies neither agreement nor disagreement with the appraisal. If there are any questions or challenges to the review, they need to be taken up with the department director or supervisor at the scheduled meeting. A signed copy of every performance appraisal will be placed in the employee’s file. 

The annual appraisal usually forms the basis for an annual salary review.

Honoraria

The Church is required to report to the IRS payments to independent contractors (such as guest speakers) when the contractor receives $600 or more in a calendar year. Persons receiving $600 or more in honoraria will be required by the Parish Administration office or bookkeeper to fill out a Form W-9 to enable the Church to provide the contractor and the IRS with Form 1099-Misc.    

Accepting Gifts

Gifts from Church vendors or other service providers may be given or perceived as a bribe. Accepting gifts from Church vendors or other service providers is strictly prohibited. 

Meal and Break Periods

Employees are entitled to an unpaid meal period of one (1) hour when scheduled to work five (5) or more hours per day. The usual hours for meal period are between 12 noon and 2:00 p.m. Individual work responsibilities may necessitate a more flexible scheduling of the meal period. The supervisor will normally approve the meal period. Overtime may not be accrued by working through the regular meal period. 

Safety

Accidents

Immediately report to the Parish Administration office any injury, accident, assault, hazardous condition or theft occurring on Church premises, whether such incident involves yourself, other employees, parishioners, visitors or vendors.  The Parish Administration office will submit an accident (or other) report by the end of the day to the appropriate insurance agent, health care institution and law enforcement authority. If blood or body fluid is present, unless you are trained to handle the accident, do not come in contact with blood or bodily fluid.

Fire Drills

When the fire alarm sounds, all persons must leave the building in silence. If you are conducting a class or group meeting, it is your responsibility to your class or group members out of the building safely.

Lock Down 

The Church uses an automated phone messaging system to alert all employees in the event of an intruder on the premises. Employees are instructed to secure themselves in the room they are in and not to leave until the situation has been curtailed. This allows emergency responders to secure the students and staff in place, address the immediate threat and remove any innocent bystanders from immediate danger to an area of safe refuge.  Procedures:
· Stay in your room or office and barricade the door.

· Move away from windows.

· Remain quiet.

· Do not attempt to leave the building or room.

· Wait until emergency personnel give you an “all clear!”

Weapons

Having firearms, explosives, tasers or other dangerous weapons in your possession or stored by you in the workplace is not allowed (unless permitted under applicable state or Federal law) and will result in disciplinary action, up to and including termination.

Drug and Alcohol Abuse

The use, possession, distribution or sale of alcohol or illegal drugs, or misuse of any legal drugs on Church property or while engaged in Church business is prohibited. This prohibition extends to marijuana even in jurisdictions in which medical and/or recreational use is [or becomes] permitted. Showing up to work under the influence of intoxicating substances is prohibited and will result in disciplinary action, up to and including termination.

Inclement Weather

During the workweek, the Church generally follows City Department of Education determination of what snow, major storm or other citywide emergency conditions warrant public school closings. 

[For New York City] Citywide Announcement to Close Schools. All relevant information will be posted on the DOE website (http://schools.nyc.gov), in addition to DOE social media outlets https://twitter.com/nycschools and https://facebook.com/NYCschools. One may also listen to information broadcasts by local radio and television stations, or call 311. 

Employees should direct all questions regarding implementation of these emergency procedures to the Parish Administration office.

Employees that work on the weekend will either be contacted by/or should contact their direct supervisor the evening before a weekend workday that follows a school closing day or when weather predictions indicate potential hazardous travel conditions.

Conflicts of Interest

Church employees have an obligation to conduct church business within guidelines that prohibit actual or potential conflicts of interest. An actual or potential conflict of interest occurs when a staff member is in a position to influence a decision that may result in the staff member’s own personal gain or personal gain for a relative, as a result of church business. 

You should consult your supervisor and/or Pastor about actual or potential conflicts of interest.
Solicitation

Employees, volunteers and non-employees may not solicit money or any other material during work hours with the exception of Church-sanctioned fundraising initiatives. Employees, volunteers and non-employees may not distribute non-work related literature within or directly outside any Church building at any time without the written approval of the Pastor.

Email/Computer and Information Security/Internet Policy
Employees are reminded that email and Internet systems are intended for Church business use only. Emails and Internet systems are not to be used to communicate sensitive, proprietary, confidential, scandalous, or otherwise inappropriate information (including chain letters, solicitations, etc.) or for any purpose which conflicts with the policies, procedures, and values of the Employer. Users of email and Internet should keep in mind that their messages may be considered records comparable to written correspondence or memoranda. 

Personal use of these systems is not permitted. The misuse of email or Internet may result in disciplinary action or termination. 

Social Media Policy

The following guidelines apply to employee use of social media on behalf of the Church and personal use of social media when referring to the Church. Social media includes, but is not limited to: blogs, wikis, microblogs, message boards, chat rooms, electronic newsletters, online forums, and social networking sites.

Employees should use their best judgment in posting material that is neither inappropriate nor harmful to the Church, its employees or volunteers, or parishioners.

Employees are not to publish, post or release any Church-related information that is considered confidential or not public. If there are questions about what is considered confidential, employees should check with their supervisor.  

Employees should get permission from current or former parishioners, employees, and volunteers before posting their images. 

Specific examples of social media conduct that could lead to disciplinary action, termination or criminal consequences includes, but is not limited to posting commentary, content, or images that are defamatory, pornographic, proprietary, harassing, libelous, or that can create a hostile work environment. 
Employees should get appropriate permission to use copyrighted material, trademarks, service marks or other intellectual property.

Personal passwords and Privacy settings are not to be used on Church computer equipment or systems, or on Church-related social networking sites (SNS).
Employee Monitoring and Workplace Security

Individuals using Church email, computers and computer and Internet systems are subject to having their activities monitored. Employees using these systems expressly consent to such monitoring, and are advised that, if such monitoring revels evidence of inappropriate activity, the Church may take disciplinary action. There should be no assumption of privacy by any Church employee while at work.

Inappropriate activity includes, but is not limited to: personal use, porn, gambling, discrimination, defamation, disclosure of Church personnel and parishioner personal data, and disclosure of unpublished Church financial information. 

Employee offices, lockers and Church vehicles are also subject to search [for prohibited and illegal substances, weapons and dangerous materials] by the Church.

Personal cell phones, iPads and computers are not to be used for Church-related business.

Employees found using personal cell phones, iPads and computers for Church-related business may be terminated.

Employee Records

The Church maintains a file for every employee containing essential employee information. It is important that these files be kept up-to-date. Any changes of relevant information such as address, telephone numbers, marital status, dependents, emergency contact, education, and certifications and licenses are to be reported to the Parish Administration office. 

Employee records are confidential. If the Church is used as a credit reference, the employee’s written authorization to release the requested information is required. Employment references will be limited to dates of employment and most recent job title. 

Personal Property

The Church is not responsible for an employee’s personal property which is lost, stolen, or damaged at work. The Church considers office desks, closets, and equipment to be its property, and reserves the right to inspect them at its discretion.

Church Telephones and Office Equipment

Every employee is an ambassador of the Church when relating with those who call and visit its offices and facilities. Good telephone etiquette helps communicate respect for others. Keeping communications clear, concise, and cordial contributes to high standards of work performance, efficiency, and productivity. 

An employee’s service generally requires that telephones and other office equipment be available to conduct the Church’s business. Employees are not permitted to use Church telephones, fax machines, and computers for personal matters. 
External Communications 

Requests for Information from the Media 

Employees receiving requests for information about the Church from outside sources such as newspapers, radio, television, or other media are to direct the requests to the Parish Administration office. 

Requests for Information from Outside Sources 

Employees receiving requests for information about the Church from other sources such as federal or state government agencies, local fire and police authorities, city health and sanitation departments, vendors, and other businesses are to direct the request to the Parish Administration office. 

Confidential Information

The protection of confidential information provided to the Church and its staff is the responsibility of all employees and volunteers. The Church’s confidential information includes, but is not limited to: 

· Financial and giving information. 
· Personal information concerning those who have sought the advice and counsel of the Church, its pastors, and its staff. 
· Medical and other personal information of employees. 
· Personnel File information, such as employment performance, counseling, disciplinary, and/or termination information. Personnel files are the property of the Church. 
· The Church database is for internal church use only and may not be shared, sold, 
· or distributed for private, political, or outside group use. 
Employees who improperly use or disclose confidential information may be subject to disciplinary action, up to and including termination of employment. If you have any question about whether certain information is confidential, you should consult with your supervisor.
Receipt of [Your Church] Employee Handbook

I have received a copy of the [Your Church] Employee Handbook on the date noted below. 

I have entered into my employment relationship with the Church voluntarily and I understand that there is no specified length of employment. Accordingly, either the Church or I can terminate this relationship with or without cause. 

Since the information, policies, and benefits described herein are subject to change at any time, I acknowledge that revisions to the handbook may occur. All such changes will generally be communicated through official notices, and I understand that revised information may supersede, modify, or eliminate existing policies. 

Furthermore, I understand that this Handbook is neither a contract of employment nor a legally binding agreement. I have had an opportunity to read the Handbook and I understand that I may ask my supervisor any questions that I might have concerning the Handbook. 

I accept the terms of the Handbook. I also understand that it is my responsibility to comply with the policies contained in the Handbook and any revisions made to it. 

I further agree that, if I remain an employee of the Church following any modifications to the Handbook, I thereby accept and agree to such changes. 

_____________________________________________

Employee Signature 

_____________________________________________

Date 

_____________________________________________

Print Name 
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