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PURPOSE AND ADMINISTRATION

001 STATEMENT OF PURPOSE
This document establishes policies and procedures which have been determined to be necessary to carry out the mission and purposes of First Baptist Church of Union City, Inc.(FBC of Union City).  It also provides information about working conditions, employee benefits, and some of the policies affecting employment at FBC of Union City. 

Every employee should read, understand, and comply with all provisions of this handbook. It describes many of the responsibilities as an employee and outlines the programs developed by FBC of Union City to benefit employees. One of the objectives of FBC of Union City is to provide a work environment that is conducive to both personal and professional growth.
The purpose of this document is to standardize employment policies and procedures in order to provide the same information to all employees of FBC of Union City and to insure equal treatment of all personnel.
002 ADMINISTRATION 
The policies and procedures outlined in this manual will be administered by the Pastor and/or his designated administrator (sometimes here in after referred to as “administration”) of such policies and procedures.  Exceptions to the policies and procedures in this handbook must be authorized in writing by the Pastor or his designee with approval of the Personnel Ministry Team.

003 REVISIONS TO MANUAL
No policy manual can anticipate every circumstance or question about policies and procedures. As FBC of Union City continues to grow, the need may arise to revise, supplement, or rescind any policy or procedure outlined in this handbook.  All revisions will be approved by the Personnel Ministry Team and presented to employees prior to implementation.  All subsequent revisions shall supersede any prior policies.

004 ACKNOWLEDGEMENT OF RECEIPT OF MANUAL

Every employee of FBC of Union City will sign a form stating that he or she has received, read and will follow the policies and procedures outlined in this policy manual.

CONDITIONS OF EMPLOYMENT

101 NATURE OF EMPLOYMENT

FBC of Union City is an employment-at-will organization which means that either the employee or FBC of Union City can end the employment relationship for any reason at any time, with or without notice, and nothing in this manual should be read to change the nature of this relationship.  Other than as required elsewhere in the bylaws of FBC of Union City, there shall be no written or implied contracts of employment with First Baptist Church of Union City, nor shall there be any guarantee of employment extended to any employee of the church for any specified period of time.  Nothing in this manual should be read to create such a contract or guarantee.

102 EQUAL OPPORTUNITY EMPLOYER

FBC of Union City is an Equal Opportunity Employer.  As such, FBC of Union City  shall not discriminate in employment opportunities or practices against any applicant or employee on the basis of race, color, sex, national origin, age, disability, or any other characteristic protected by law.  This non-discrimination policy governs all aspects of employment, including selection, job assignment, compensation, evaluation, termination, access to benefits and training.  

In order to provide equal employment and advancement opportunities to all individuals, employment decisions at FBC of Union City will be based on merit, qualifications, and abilities. FBC of Union City will make reasonable accommodations for qualified individuals with known disabilities unless doing so would result in an undue hardship to FBC of Union City. 

Employees with questions or concerns about any type of discrimination in the workplace are encouraged to bring these issues to the attention of their immediate supervisor. If the employee’s question or concern relates to his or her immediate supervisor, or if the employee is otherwise uncomfortable discussing the question or concern with his or her immediate supervisor, the employee should discuss the matter with the Pastor or someone else in Administration.  Employees can raise concerns and make reports without fear of reprisal. Anyone found to be engaging in any type of unlawful discrimination will be subject to disciplinary action, up to and including termination of employment.

103 EMPLOYMENT APPLICATIONS

FBC of Union City relies upon the accuracy of information contained in the employment application, as well as the accuracy of other data presented throughout the hiring process and employment. Any misrepresentations, falsifications, or material omissions in any of this information or data may result in the exclusion of the individual from further consideration for employment or, if the person has been hired, termination of employment.

In processing employment applications, FBC of Union City may obtain a consumer credit report for employment purposes only concerning credit worthiness, credit standing, and credit capacity. If FBC of Union City takes an adverse employment action based in whole or in part on the consumer credit report, a copy of the report and a summary of the employee’s rights under the Fair Credit Reporting Act will be provided as well as any other documents required by law.
104 EMPLOYMENT REFERENCE CHECKS
It is the policy of FBC of Union City to check the employment references of all applicants to ensure that individuals who join the staff at FBC of Union City are well qualified and have a strong potential to be productive and successful.  References must be submitted in writing in order for an applicant to be considered for employment.  Inquiries will be made to confirm dates of employment, wage rates, and position(s) held. 
105 NEPOTISM
Unless expressly authorized by a vote of the membership of FBC of Union City, no employee shall hold a paid position on the staff of FBC of Union City over which a member of his/her immediate family exercises direct supervisory authority.  The rationale for this policy is to eliminate the possibility of favoritism, claims of partiality in treatment at work, and personal conflicts from outside the work environment carried into day-to-day working relationships.  For purposes of this policy, a relative is any person who is related by blood, marriage, or adoption. 

106 COMPLIANCE WITH IMMIGRATION LAWS
FBC of Union City is committed to employing United States citizens or legal aliens who are authorized to work in the United States. 

In compliance with the Immigration Reform and Control Act of 1986, all employees, as a condition of employment, must complete the Employment Eligibility Verification Form I-9 and present documentation establishing identity and employment eligibility as required by the Act. 

Employees with questions or seeking more information on immigration law issues are encouraged to contact Administration. Employees may raise questions or complaints about immigration law compliance without fear of reprisal.
FBC of Union City does not unlawfully discriminate in its employment practices on the basis of citizenship or national origin.

107 DISABILITY ACCOMMODATION

FBC of Union City is committed to complying fully with the Americans with Disabilities Act (ADA) and ensuring equal opportunity in employment for qualified persons with disabilities. All employment practices and activities shall be conducted on a non-discriminatory basis.  Hiring procedures shall provide persons with disabilities meaningful employment opportunities. Pre-employment inquiries will be made only regarding an applicant's ability to perform the duties of the position.

Employees with a disability who believe they need a reasonable accommodation to perform the essential functions of their job must contact Administration to request such an accommodation.  Reasonable accommodation will be made available to the employee, unless the accommodation would result in undue hardship on FBC of Union City.  All employment decisions shall be based on the merits of the situation in accordance with defined criteria, not the disability of the individual.

Qualified individuals with disabilities are entitled to equal pay, benefits, and other forms of compensation (or changes in compensation) as well as in job assignments, classifications, organizational structures, and position descriptions.
108 CONFIDENTIALITY POLICY
The protection of confidential business information is vital to the interests of FBC of Union City. Such confidential information includes, but is not limited to, the following:

· contribution records

· staff compensation data

· church computer processes, programs and codes

· financial information

· outreach strategies

· membership lists

· membership preferences

· membership records

· information shared by members in confidence

· pending projects and proposals

Employees who improperly use or disclose confidential information regarding FBC of Union City or its church members will be subject to disciplinary action, up to and including termination of employment.
109 CODES OF CONDUCT
The successful business operation and reputation of FBC of Union City is built upon the principles of fair dealing and ethical conduct of its employees. The reputation of the church for integrity and excellence requires careful observance of the spirit and letter of all applicable laws and regulations, as well as a scrupulous regard for the highest standards of conduct including:

· personal integrity
· truthfulness
· honesty in all business and personal matters
The continued success of FBC of Union City is dependent upon the trust of its members in its employees.  The leadership of the church is dedicated to preserving that trust. Employees owe a duty to FBC of Union City and its members to always act in a way that will merit the continued trust and confidence of the public.

FBC of Union City will comply with all applicable laws and regulations, and accordingly it is expected that its employees will conduct both church and personal business in accordance with the letter, spirit, and intent of all relevant laws.  Employees shall refrain from any illegal, dishonest, or unethical conduct, or any behavior which is inconsistent with the mission and objectives of FBC of Union City.  In general, the use of good judgment based on high ethical principles should guide every employee of FBC of Union City with respect to acceptable conduct.  If a situation arises where it is difficult to determine the proper course of action, the matter should be discussed openly with the employee’s immediate supervisor, or if necessary, with the Pastor for advice and consultation.
Actions, words, jokes, or comments based on an individual's sex, race, color, national origin, age, religion, disability, or any other legally protected characteristic will not be tolerated.

Compliance with these outlined codes of conduct is the responsibility of each employee of FBC of Union City. Disregarding or failing to comply with these standards of conduct could lead to disciplinary action, up to and including possible termination of employment.

110 WORKPLACE ETIQUETTE
FBC of Union City strives to maintain a positive work environment where employees treat each other with respect and courtesy. Sometimes issues arise when employees are unaware that their behavior in the workplace may be disruptive or annoying to others. Many of these day-to-day issues can be addressed by politely talking with a co-worker to bring the perceived problem to his or her attention. In most cases, common sense will dictate an appropriate resolution. FBC of Union City encourages all employees to keep an open mind and graciously accept constructive feedback or a request to change behavior that may be affecting another employee's ability to concentrate and be productive.

The following workplace etiquette guidelines are not necessarily intended to be hard and fast work rules with disciplinary consequences. They are simply suggestions for appropriate workplace behavior to help everyone be more conscientious and considerate of co-workers and the work environment. Please contact Administration if you have comments, concerns, or suggestions regarding these workplace etiquette guidelines.

· Try to minimize unscheduled interruptions of other employees while they are working.

· Communicate by e-mail or phone whenever possible, instead of walking unexpectedly into someone's office or workspace.
· Be conscious of how your voice travels, and try to lower the volume of your voice when talking on the phone or to others in open areas.

· Keep socializing to a minimum, and try to conduct conversations in areas where the noise will not be distracting to others.

· Try not to block walkways while carrying on conversations.
· Avoid discussions of your personal life/issues in public conversations that can be easily overheard.

· Monitor the volume when listening to music, voice mail, or a speakerphone that others can hear.

· Clean up after yourself and do not leave behind waste or discarded papers.
· Personal visitors coming into the workplace for “personal business and non-church  related business” should be kept to a minimum.
111 ATTENDANCE AND PUNCTUALITY

To maintain a safe and productive work environment, FBC of Union City expects employees to be reliable and punctual in reporting for scheduled work. Absenteeism and tardiness place a burden on other employees and on FBC of Union City. In the rare instances when employees cannot avoid being late to work or are unable to work as scheduled, they should notify their supervisor as soon as possible in advance of the anticipated tardiness or absence.
Poor attendance and excessive tardiness are disruptive to the work of FBC of Union City that is necessary to carry out our mission. Either may lead to disciplinary action, up to and including termination of employment
A work schedule will be provided for each employee.

 Attendance will be monitored according to the following guidelines:

1. The attendance / tardiness will be tracked on a rolling twelve months basis, and records will be maintained by Administrator or designee.

2. Any time an employee is not at work on a regularly scheduled shift, there will be one point assigned to the rolling attendance total. 

3. Any employee that is late to work, or has to leave his / her scheduled work station during the day will incur .5 of an attendance point.

4.  All unscheduled absences from work will have appropriate points assigned. Absences are neither excused or unexcused in this system. 

5. Scheduled absences from work will not accumulate points.

6. To schedule time away from work the employee will need to seek approval at least 2 business days in advance of missing a work assignment. (see PTO policy section 404)  Permission to grant vacation / approve time off is the Administration’s responsibility for all employees of FBC of Union City.

7. An employee is allowed to accumulate 7 points. On the 8th point, the employee will receive a written warning of attendance and the employee will be terminated at the 9th point in a rolling year.

112 PERSONAL APPEARANCE

Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and affect the business image that FBC of Union City presents to members and visitors.  During business hours or when representing FBC of Union City, you are expected to present a clean, neat, and tasteful appearance. You should dress and groom yourself according to the requirements of your position and accepted social standards. This is particularly true if your job involves dealing with members or visitors in person.

If an employee is unsure about what constitutes a reasonable dress code appropriate to the job that he or she performs, the supervisor should be consulted.  If the supervisor feels that an employee’s personal appearance is inappropriate, the employee may be asked to leave the workplace until  properly dressed or groomed. Under such circumstance, the employee will not be compensated for the time away from work. 

113 SMOKE-FREE WORKPLACE
In order to provide a safe and healthful work environment, FBC of Union City has been declared a Smoke-Free Workplace.  This means that smoking is prohibited by employees at any time or place on the church campus.  This includes buildings, parking lots, and grounds surrounding the church. 

Violation of this Smoke-Free Policy will lead to disciplinary action, up to and including termination of employment.

114 DRUG AND ALCOHOL USE

It is the desire of FBC of Union City to provide a drug-free, healthful, and safe workplace. To promote this goal, employees are required to report to work in appropriate mental and physical condition to perform their jobs in a satisfactory manner.
While on FBC of Union City premises and while conducting business-related activities of FBC of Union City, no employee may use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs. The legal use of prescribed drugs is permitted on the job only if it does not impair an employee's ability to perform the essential functions of the job effectively and in a safe manner that does not endanger the employee or other individuals in the workplace.
Violations of this policy may lead to disciplinary action, up to and including immediate termination of employment or required participation in a substance abuse rehabilitation or treatment program. Such violations may also have legal consequences.  Employees with questions on this policy or issues related to drug or alcohol use in the workplace should raise their concerns with the or Administration.
115 DRUG TESTING
FBC of Union City is committed to providing a safe, efficient, and productive work environment for all employees. Using or being under the influence of drugs or alcohol on the job may pose serious safety and health risks. To help ensure a safe and healthful working environment, job applicants and current employees may be asked by the Administration or Personnel Team to provide body substance samples (such as urine and/or blood / and/or hair) to determine the illicit or illegal use of drugs and alcohol.  Three types of drug screens may be requested by FBC of Union City:  a pre-placement drug screen, a post-accident drug screen, and a “for cause and reasonable suspicion” drug screen.
116 USE OF TELEPHONES
To ensure effective telephone communications, employees should always use the approved greeting and speak in a courteous and professional manner.  Please confirm information received from the caller, and hang up only after the caller has done so.

If at all possible, the telephone should be answered personally as quickly as possible (less than 4 rings) and not by the “phone attendant”.  

Employees may be required to reimburse FBC of Union City for any charges resulting from the personal use of the telephone.  Logging of all telephone calls is encouraged. 

The personal use of the church telephone or of the employee’s mobile phones is discouraged. Excessive personal calls during the workday can interfere with employee productivity and can be distracting to others.
Employees should restrict personal calls/texting during work time and should use personal cell phones only during schedule breaks or lunch periods, in non-working areas.  Other personal calls should be made during non-work time whenever possible, and employees should ensure that their friends and family are instructed of this policy.  

The Church is not liable for the loss of personal mobile phones brought to the workplace.

117 COMPUTER, INTERNET AND E-MAIL USAGE
Computers, computer software, internet access, and the e-mail are all provided by FBC of Union City to assist employees in the performance of their jobs.   These systems are all property of FBC of Union City and not designed for personal use.  Employees should not access any computer file or retrieve any stored communication unless they are authorized by their position duties to access such information. To ensure compliance with this policy, computer and e-mail usage may be monitored.
The equipment, services, and technology provided to access the Internet remain at all times the property of FBC of Union City. As such, FBC of Union City reserves the right to monitor Internet traffic, and retrieve and read any emails composed, sent, or received through church online connections and stored in church computer systems.

Data that is composed, transmitted, accessed, or received via the Internet must not contain content that could be considered discriminatory, offensive, obscene, threatening, harassing, intimidating, or disruptive to any employee or other person. Examples of unacceptable content may include, but are not limited to, sexual comments or images, racial slurs, gender-specific comments, or any other comments or images that could reasonably offend someone on the basis of race, age, sex, religious or political beliefs, national origin, disability, sexual orientation, or any other characteristic protected by law. E-mail may not be used to solicit others for commercial ventures, political causes, outside organizations, or other non-church related matters.

Abuse of this Computer, Internet and Email Usage Policy will result in disciplinary action, up to and including termination of employment. 

118  WORKPLACE MONITORING
Workplace monitoring may be conducted by FBC of Union City to ensure quality control, employee safety, security, and membership satisfaction.  Computers furnished to employees are the property of FBC of Union City. As such, computer usage, Internet access, emails, and stored files may be periodically monitored or accessed to determine compliance with church policies.  
119  WORKPLACE VIOLENCE PREVENTION

FBC of Union City is committed to preventing workplace violence and to maintaining a safe work environment. Given the increasing violence in society in general, FBC of Union City has adopted the following guidelines to deal with intimidation, harassment, or other threats of (or actual) violence that may occur during business hours or on its premises.
All employees, including supervisors and temporary employees, should be treated with courtesy and respect at all times. Employees are expected to refrain from fighting, "horseplay," or other conduct that may be dangerous to others. Firearms, weapons, and other dangerous or hazardous devices or substances are prohibited from the premises of FBC of Union City without proper authorization.  Conduct that threatens, intimidates, or coerces another employee or a member of the public at any time, including off-duty periods, will not be tolerated. This prohibition includes all acts of harassment, including harassment that is based on an individual's sex, race, age, or any characteristic protected by federal, state, or local law.
All threats of (or actual) violence, both direct and indirect, should be reported as soon as possible to your immediate supervisor or any other member of management. This includes threats by employees, vendors, solicitors, or other members of the public. When reporting a threat of violence, you should be as specific and detailed as possible.  All suspicious individuals or activities should also be reported as soon as possible to a supervisor. Do not place yourself in peril. If you see or hear a commotion or disturbance near your work station, do not try to intercede or see what is happening.
FBC of Union City will promptly and thoroughly investigate all reports of threats of (or actual) violence and of suspicious individuals or activities. The identity of the individual making a report will be protected as much as is practical. In order to maintain workplace safety and the integrity of its investigation, FBC of Union City may suspend employees, either with or without pay, pending investigation.
Anyone determined to be responsible for threats of (or actual) violence or other conduct that is in violation of these guidelines will be subject to prompt disciplinary action up to and including termination of employment.  FBC of Union City encourages employees to bring their disputes or differences with other employees to the attention of their supervisors or Administration before the situation escalates into potential violence. FBC of Union City is eager to assist in the resolution of employee disputes, and will not discipline employees for raising such concerns.

121 CARE AND RETURN OF CHURCH OWNED PROPERTY

FBC of Union City continues to utilize a significant amount of the tithes and offerings of the membership in supplies, equipment, and property for the benefit of the church, its employees, and its mission.  Employees are responsible for all FBC of Union City property issued to them or in their possession or control, and employees are expected to exercise due diligence in the maintenance and care of  these supplies, equipment, and property.  

Employees of FBC of Union City shall account for all property assigned to their use.  Upon termination of employment, all assigned property must be returned by employees on or before their last day of work.  

Failure to care for property could result in disciplinary action.  

PERSONNEL RECORDS, JOB DUTIES AND PERFORMANCE

201 PERSONNEL DATA CHANGES

It is the responsibility of each employee to promptly notify FBC of Union City of any changes in personnel data. Personal mailing addresses, telephone numbers, number and names of dependents, changes in payroll withholding data, individuals to be contacted in the event of an emergency, educational accomplishment, and other such status reports should be accurate and current at all times. Administration should be notified immediately of any changes in data.
202 ACCESS TO PERSONNEL FILES

FBC of Union City shall maintain a personnel file on each employee. The personnel file will include such information as the employee's job application, resume, letters of reference, records of training, documentation of performance appraisals, salary increases, and other employment data deemed appropriate for employee records.

Personnel files are the property of FBC of Union City, and access to the information they contain is restricted. Access to personnel files shall be limited to supervisors and management personnel of FBC of Union City who have a legitimate reason to review information in a file.

Employees who wish to review their own file should contact Administration. With reasonable written advance notice, employees may review their own personnel files in FBC of Union City's offices and in the presence of an individual appointed by FBC of Union City to maintain the files.

203 JOB DUTIES/JOB DESCRIPTIONS

FBC of Union City has created accurate job descriptions for all positions within the organization. Each description will include a job information section, a job summary section (giving a general overview of the job's purpose), an essential duties and responsibilities section, a supervisory responsibilities section, a qualifications section (including education and/or experience, language skills, mathematical skills, reasoning ability, and any certification required), a physical demands section, and a work environment section.
FBC of Union City maintains job descriptions to aid in orienting new employees to their jobs, identifying the requirements of each position, establishing hiring criteria, setting standards for employee performance evaluations, and establishing a basis for making reasonable accommodations for individuals with disabilities.
The Personnel Ministry Team will prepare job descriptions when new positions are created. Existing job descriptions will also be reviewed and revised as needed in order to ensure that they are up to date and reflective of any changes in the position's duties and responsibilities. 

All employees will be expected to adhere to their job descriptions reflecting the work being done. However, employees should remember that job descriptions do not necessarily cover every task or duty that might be assigned, and that additional responsibilities may be assigned as necessary by their supervisors. 

Any employee having questions or concerns about his/her job description should contact Administration.
204 PERFORMANCE EVALUATIONS

Supervisors and employees will discuss job performance and goals on an informal, day-to-day basis. Additional formal performance evaluations shall be conducted to provide both employees and supervisors the opportunity to discuss job performance, identify and correct weaknesses, encourage and recognize strengths, and discuss positive, purposeful approaches for meeting goals.
Merit-based pay adjustments may be awarded by FBC of Union City in an effort to recognize truly superior employee performance. The decision to award such an adjustment is dependent upon numerous factors, including the information documented by this formal performance evaluation process, availability of budgeted funds for salary increases, and approval by the Personnel Ministry Team.
CLASSIFICATION AND COMPENSATION PLAN

301 EMPLOYMENT CATEGORIES
Employees of FBC of Union City are classified as one of two employment classifications as determined by federal and state wage and hour laws.  Each employee, at the time of hiring, is designated as either NON-EXEMPT or EXEMPT. 

Support staff: refers to non-administrative employees who are subject to the hourly wage and labor laws. Non-Exempt employees are scheduled and paid to work a prescribed number of hours per day or week and they are entitled to overtime pay under the specific provisions of federal and state laws. 
Ministerial: refers to employees who are exempt from hourly wage laws. These include salaried staff members who have management and/or supervisory responsibilities.  Exempt employees are excluded from specific provisions of federal and state wage and hour laws. 
In addition to the above categories, each employee will be assigned to an employment category as follows:

REGULAR FULL-TIME employees are those who are regularly scheduled to work at least 32 hours per week. Generally, they are eligible for FBC of Union City's benefit package, subject to the terms, conditions, and limitations of each benefit program.
REGULAR PART-TIME employees are those who are scheduled to work  31 or less hours per week. 
302 SALARY ADMINISTRATION
The salary administration program at FBC of Union City was created to achieve consistent pay practices, comply with federal and state laws, mirror our commitment to Equal Employment Opportunity, and offer competitive salaries. FBC of Union City is committed to paying its employees equitable wages.  Compensation for every position is determined by several factors, including job analysis and evaluation, the essential duties and responsibilities of the job, and salary survey data on pay practices of other comparable sized churches.  FBC of Union City periodically reviews its salary administration program and restructures it as necessary.

Employees should bring their pay-related questions or concerns or questions about the salary administration program to the attention of Administration. 

EMPLOYEE BENEFITS
401 RETIREMENT PLAN

FBC of Union City has established a retirement plan with Guidestone Financial Resources of the Southern Baptist Convention, to provide employees the potential for future financial security for retirement.

The retirement plan is available for:
Ministerial  Employees: (as negotiated at time of hire, or renegotiated with appropriate approval)

Support Staff: (as negotiated at time of hire, or renegotiated with appropriate approval)

To be eligible to join the retirement plan, employees must be 21 years of age or older. Employees may join the plan only during open enrollment periods. Eligible employees may participate in the retirement plan subject to all terms and conditions of the plan.
FBC of Union City contributes as determined by contract / agreement a set percent or amount of each eligible employee’s gross compensation to the retirement plan.

Complete details of the retirement plan are described in the Summary Plan Description provided to eligible employees. Contact Administration for more information about the retirement plan.

The above is a general description of the benefits to which employees of FBC of Union City may be entitled. Please understand that this general explanation is not intended to, and does not, provide all the details of these benefits. Complete details of the retirement plan are described in the Summary Plan Description provided to eligible employees. Employee rights can be determined only by referring to the Summary Plan Descriptions and full text of the official plan documents, which are available for examination from the Administration.   To the extent that any of the information contained in this Handbook is inconsistent with the official plan documents, the provisions of the official documents govern in all cases.  Contact Administration for more information about the retirement plan.

402 SOCIAL SECURITY 
All non-ordained employees and ordained employees who have not asked the Internal Revenue Service (IRS) for an exemption from F.I.C.A. will pay into the Social Security retirement system as required by law.  The employee's share of F.I.C.A. will be deducted from her/his paycheck.  FBC of Union City will match this share based on the current rate as established by law.  Employees may receive Social Security benefits as specified under Social Security regulations.

403 WORKER'S COMPENSATION 

FBC of Union City provides a comprehensive workers' compensation insurance program at no cost to employees. This program covers injury arising out of and in the scope of employment that require medical, surgical, or hospital treatment. Subject to applicable legal requirements, workers' compensation insurance provides benefits after a short waiting period or, if the employee is hospitalized, immediately.

Employees who sustain work-related injuries or illnesses shall inform their supervisor immediately. No matter how minor an on-the-job injury may appear, it is important that it be reported immediately. All employee work-related accidents or injuries must be reported!  This will enable an eligible employee to qualify for coverage as quickly as possible.  Any employee who is drawing Worker's Compensation benefits shall not be entitled to concurrently draw leave with pay from the program.  The employee pays nothing for Worker's Compensation coverage.

404 PAID TIME OFF (PTO)
Paid Time Off (PTO) is an all purpose leave policy for eligible employees to use for vacation, illness, injury, death in the family, or personal business. It combines traditional vacation and sick leave plans into one flexible, paid time-off policy. Employees in the following employment classification(s) are eligible to earn and use PTO as described in this policy:
Ministerial Employees (negotiated at time of employment)

Support Staff (full Time)
The amount of PTO employees receive each year increases with the length of their employment as shown in the following schedule:

1. Upon initial eligibility the employee is entitled up to 154 PTO hours each year, accrued rate of one (6.4 ) hours per pay period. There will be no PTO days taken during the first six months of continuous employment. PTO days are available after the first 6 months of continuous employment at the rate of one day per month of continuous employment back to the date of employment.

2. Upon completion of 5 years of continuous full-time employment, the employee is eligible for 194 PTO hours per year beginning the calendar year after the 5th year of continuous employment.

3. Upon completion of 10 years of continuous full-time employment, the employee is eligible for 234 PTO hours per year beginning the calendar year after the 10th year of continuous employment. .
4.  Part Time employees accrue PTO days at a rate figured by the same ratio of PTO figured as time scheduled to work / full time schedule.  
PTO can be used in minimum increments of one-half day. Employees who have an unexpected need to be absent from work should notify their direct supervisor before the scheduled start of their workday, if possible. The direct supervisor must also be contacted on each additional day of unexpected absence.

To schedule planned PTO, employees should request advance approval from their supervisors. Requests will be reviewed based on a number of factors, including church needs and staffing requirements.

PTO may be accrued up to 240 hours, after that any hours above that at the end of a calendar year will be forfeited.

Upon termination of employment, employees will be paid for any unused PTO time that has been earned and not used through the last day of work.

405 HOLIDAYS

FBC of Union City will grant holiday time off to all employees on the holidays listed below:

New Year's Day (January 1)
Good Friday (Friday before Easter) *Ministerial Staff to take the following Thursday off

Memorial Day (last Monday in May)
Independence Day (July 4)

Labor Day (first Monday in September)

Thanksgiving (fourth Thursday in November)
Day after Thanksgiving
Christmas Eve (December 24)
Christmas (December 25)
FBC of Union City will grant paid holiday time off to all eligible employees immediately upon assignment to an eligible employment classification. Holiday pay will be calculated based on the employee's straight-time pay rate (as of the date of the holiday) times the number of hours the employee would otherwise have worked on that day. Eligible employee classification(s):

Regular full-time employees (at least 33 hours per week)

Regular part-time \staff will be paid for ½ day on Holidays .
A recognized holiday that falls on a Saturday will be observed on the preceding Friday. A recognized holiday that falls on a Sunday will be observed on the following Monday. No employee will be charged Paid Time Off (PTO) for a holiday. If eligible nonexempt employees work on a recognized holiday, they will receive straight-time rate for the hours worked on the holiday.  

406 LEAVE FOR JURY DUTY
FBC of Union City encourages employees to fulfill their civic responsibilities by serving jury duty when required. When requesting leave for jury duty, employees must show the jury duty summons to their supervisor as soon as possible so that the supervisor may make arrangements to accommodate their absence. Of course, employees are expected to report for work whenever the court schedule permits.
PAYROLL PROCEDURES

501 TIMEKEEPING
Every nonexempt employee is responsible for accurately recording time worked.  Federal and state laws require FBC of Union City to keep an accurate record of time worked in order to calculate employee pay and benefits. Time worked is all the time actually spent on the job performing assigned duties.

Nonexempt employees should accurately record the time they begin and end their work, as well as the beginning and ending time of each meal period. They should also record the beginning and ending time of any split shift or departure from work for personal reasons. Overtime work must always be approved by Administration.

Altering, falsifying, tampering with time records, or recording time on another employee's time record may result in disciplinary action, up to and including termination of employment.
It is the employees' responsibility to sign their time records to certify the accuracy of all time recorded. The supervisor will review and then initial the time record before submitting it for payroll processing. In addition, if corrections or modifications are made to the time record, both the employee and the supervisor must verify the accuracy of the changes by initialing the time record.

502 WORK SCHEDULES
The normal work schedule for all employees at FBC Union City is 8:00 A.M. – 12: 00 PM and 1:00PM to 4:30 P.M., Monday thru Friday. If individual schedules vary from the normal, supervisors will advise employees of the times their schedules will begin and end.  Staffing needs and operational demands may necessitate variations in starting and ending times, as well as variations in the total hours that may be scheduled each day and week.

503 OVERTIME

When operating requirements or other needs cannot be met during regular working hours, employees may be scheduled to work overtime hours. When possible, advance notification of these mandatory assignments will be provided. All overtime work must receive Administration's prior authorization. Overtime assignments will be distributed as equitably as practical to all employees qualified to perform the required work.

Overtime compensation is paid to all nonexempt employees in accordance with federal and state wage and hour restrictions. Overtime pay is based on actual hours worked. Time off on sick leave, vacation leave, or any leave of absence will not be considered hours worked for purposes of performing overtime calculations.

EMPLOYEE CONDUCT AND DISCIPLINARY ACTION

601 EMPLOYEE CONDUCT AND WORK RULES
To ensure orderly operations and provide the best possible work environment, FBC of Union City expects employees to follow rules of conduct that will protect the interests and safety of all people and the organization. It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. The following are examples of infractions of rules of conduct that may result in disciplinary action, up to and including termination of employment:
· Theft or inappropriate removal or possession of property

· Falsification of timekeeping records
· Working under the influence of alcohol or illegal drugs
· Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace, while on duty, or while operating employer-owned vehicles or equipment

· Fighting or threatening violence in the workplace
· Boisterous or disruptive activity in the workplace

· Negligence or improper conduct leading to damage of employer-owned or member-owned property
· Insubordination toward a supervisor 
· Disrespectful conduct toward another employee
· Violation of safety or health rules
· Smoking in prohibited areas
· Sexual or other unlawful or unwelcome harassment
· Possession of dangerous or unauthorized materials, such as explosives or firearms, in the
workplace
· Excessive absenteeism or any absence without notice

· Unauthorized absence from work station during the workday

· Unauthorized use of telephones, computers, or other employer-owned equipment

· Unauthorized disclosure of proprietary or confidential information
· Unsatisfactory job performance 

· Violation of personnel policies
Employment with FBC of Union City is at the mutual consent of FBC of Union City and the employee, and either party may terminate that relationship at any time, with or without cause, and with or without advance notice.

602 PROBLEM RESOLUTION
FBC of Union City is committed to providing the best possible working conditions for its employees. Part of this commitment is encouraging an open and frank atmosphere in which any problem, complaint, suggestion, or question receives a timely response from FBC of Union City supervisors and management.  FBC of Union City strives to ensure fair and honest treatment of all employees.  Supervisors, managers, and employees are expected to treat each other with mutual respect.  Employees are encouraged to offer positive and constructive criticism.

If employees disagree with established rules of conduct, policies, or practices, they can express their concern through the problem resolution procedure. No employee will be penalized, formally or informally, for voicing a complaint with FBC of Union City in a reasonable, business-like manner, or for using the problem resolution procedure.

If a situation occurs when employees believe that a condition of employment or a decision affecting them is unjust or inequitable, they are encouraged to make use of the following steps. The employee may discontinue the procedure at any step.

1. Employee presents problem to immediate supervisor within 3 calendar days, after incident occurs. If supervisor is unavailable or employee believes it would be inappropriate to contact that person, employee may present problem to Administration.
2. Supervisor responds to problem during discussion or within 3 calendar days, after consulting with Administration when necessary. Supervisor documents discussion.
3. Employee presents problem to Administration within 3 calendar days, if problem is unresolved.
4. Administration counsels and advises employee, assists in putting problem in writing, visits with employee's supervisor, and directs employee to the Personnel Ministry Team for review of problem, if necessary.
5. Employee presents problem to the Personnel Ministry Team in writing.
6. The Personnel Ministry Team makes the final review and considers the problem. The Personnel Ministry Team informs the employee of their decision within 3 calendar days, and forwards copy of the written response to Administration for the employee's file. The Personnel Ministry Team has full authority to make any adjustment deemed appropriate to
resolve the problem.
Not every problem can be resolved to everyone's total satisfaction, but only through understanding and discussion of mutual problems can employees and management develop confidence in each other. This confidence is important to the operation of an efficient and harmonious work environment, and helps to ensure everyone's job security.
603 PROGRESSIVE DISCIPLINE
FBC of Union City is committed to administering equitable and consistent discipline for unsatisfactory employee conduct in the workplace. The best disciplinary measure is the one that does not have to be enforced and comes from good leadership and fair supervision at all employment levels.  The best interest of the church lies in ensuring fair treatment of all employees and in making certain that disciplinary actions are prompt, uniform, and impartial. The major purpose of any disciplinary action is to correct the problem, prevent recurrence, and prepare the employee for satisfactory service in the future.

Although employment with FBC of Union City is based on mutual consent and both the employee and FBC of Union City have the right to terminate employment at will, with or without cause or advance notice, FBC of Union City will use progressive discipline at its discretion based on the seriousness of the employee’s misconduct.  Depending on the severity of the problem and the number of occurrences, there may be circumstances when one or more steps are bypassed.

Progressive disciplinary action will be taken by the supervisor as follows:

1. A Verbal Warning
2. A Written Reprimand
3. Suspension With or Without Pay
4. Termination of Employment
Progressive discipline means that, with respect to most disciplinary problems, these four steps will be followed: a first offense may call for a verbal warning; a next offense may be followed by a written reprimand; another offense may lead to a suspension; and, still another offense may then lead to termination of employment.
FBC of Union City recognizes that there are certain types of employee problems that are serious enough to justify either a suspension, or, in extreme situations, termination of employment without going through the usual progressive discipline steps.
While it is impossible to list every type of behavior that may be deemed a serious offense, the Employee Conduct and Work Rules policy includes examples of problems that may result in immediate suspension or termination of employment. However, the problems listed are not all necessarily serious offenses, but may be examples of unsatisfactory conduct that will trigger progressive discipline.  By using progressive discipline, it is the expectation that most employee problems can be corrected at an early stage, benefiting both the employee and FBC of Union City.

604 EMPLOYMENT TERMINATION
Termination of employment is an inevitable part of personnel activity within any organization, and many of the reasons for termination are routine. Below are examples of some of the most common circumstances under which employment is terminated:

· Resignation - voluntary employment termination initiated by an employee.

· Discharge - involuntary employment termination initiated by the organization for disciplinary reasons.

· Layoff - involuntary employment termination initiated by the organization for
non-disciplinary reasons.

· Retirement - voluntary employment termination initiated by the employee meeting age,
length of service, and any other criteria for retirement from the organization.

Since employment with FBC of Union City is based on mutual consent, both the employee and FBC of Union City have the right to terminate employment at will, with or without cause, at any time.  Employees will receive their final pay in accordance with applicable state law. Employee benefits will be affected by employment termination in the following manner. All accrued, vested benefits that are due and payable at termination will be paid. 

The terminated employee should schedule an exit interview with Administration and/or the Personnel Ministry Team.
SEXUAL HARRASSMENT POLICY

701 SEXUAL HARASSMENT 
FBC of Union City is committed to providing a work environment that is free from all forms of discrimination and conduct that can be considered harassing, coercive, or disruptive, including sexual harassment. 

Guidelines established by the Equal Employment Opportunity Commission define sexual harassment involves as follows:  (a) making unwelcome sexual advances or requests for sexual favors or other verbal or physical conduct of a sexual nature a condition of employment; or  (b) making submission to or rejection of such conduct the basis of employment decisions; or (c) creating or intimidating, offensive, or hostile working environment by such conduct.

If an employee experiences or witnesses sexual harassment in the workplace, he or she must report it immediately to the supervisor. If the supervisor is unavailable, if the supervisor is the perpetrator of the harassment, or if the employees otherwise feels uncomfortable bringing the harassment to his or her immediate supervisor’s attention, the employee should immediately contact Administration or any other member of management. The employee can raise concerns and make reports without fear of reprisal or retaliation. 

All allegations of sexual harassment will be quickly and discreetly investigated. To the extent possible, the employee’s confidentiality and that of any witnesses and the alleged harasser will be protected against unnecessary disclosure. When the investigation is completed, the employee will be informed of the outcome of the investigation.

Any supervisor or manager who becomes aware of possible sexual harassment must immediately advise Administration or any member of management so it can be investigated in a timely and confidential manner. Anyone engaging in sexual or other unlawful harassment will be subject to disciplinary action, up to and including termination of employment.  

EMPLOYEE ACKNOWLEDGEMENT OF RECEIPT

I acknowledge that I have received a copy of the Personnel Policy Manual for FBC of Union City.  I will read it and abide by all the policies and procedures contained within it.   I acknowledge that it is my responsibility to become familiar with and comply with the provisions stated in this Manual, and to ask questions if anything is unclear.  I understand that failure to abide by the terms of this Manual may subject me to discipline, up to and including discharge.  I also understand that the Handbook is not a contract or an offer to contract and that FBC of Union City maintains the exclusive right to interpret, modify, or eliminate any part of the Manual at any time.  I specifically acknowledge that I am employed at-will, and that both I and FBC of Union City have the right to terminate the employment relationship at any time for any reason.

______________________________________________


Employee Signature

______________________________________________


Date
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