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The attached Example Local Church Personnel Policy should serve simply as an example policy to assist local United Methodist Churches in developing their own policies, to be recommended by their Staff-Parish Relations Committee and approved by their respective charge conferences and implemented in the local church.  It is not mandated by the California-Pacific Annual Conference, nor is it warranted as being legally sufficient or appropriate for each local church.  It is not intended to represent legal advice.

The local church should develop its own policies, appropriate for its particular circumstances, preferably with input, review and approval by experienced legal counsel and/or professional human resources persons.  The local church should review other example policies in the process of developing their own policies.  

It is important for local churches to not only have thoughtful personnel policies in place, but to make certain that all employees are aware of them, to implement them consistently, and to have them reviewed and updated from time to time to meet the requirements of new laws and regulations and to adjust them based upon experience and changed circumstances. 
EXAMPLE LOCAL CHURCH PERSONNEL POLICY
I. INTRODUCTION – FUNCTIONS OF THESE PERSONNEL POLICIES

These Personnel Policies are an outline of the basic personnel policies, practices and procedures of the

(insert name of church). They contain general statements of Church policy, which should not be read as including the fine details of each policy and do not constitute an expressed or implied contract or promise that the policies discussed will be applied in all cases. The Personnel Policies are not intended to alter the employment-at-will relationship in any way. The Church may add to the Personnel Policies, revoke or modify them from time to time.

A. Each employee will be provided a copy of the Personnel Policies, requested to read and become

familiar with them, and to acknowledge receiving them.

B. These Personnel Policies shall apply to all staff members of (insert name of church), including (list all work areas covered).
C. Because of the importance of the Personnel Policies, the (insert name of group[s] responsible for reviewing policies, ie: Pastor/Parish Relations Committee) will review and recommend policy changes to the (insert name of group responsible for final approval of policies, ie: Church Council) as may be required from time to time.  The (insert name of responsible group) may apply or revise policy as necessary to comply with such state and/or federal laws as may be, or become, applicable.  Church staff, in conjunction with (insert name responsible group or individual), may develop procedures relating to the implementation and ongoing observance of these Personnel Policies.
D. (Name of church) reserves the right to modify, rescind, delete or add to the provisions of these policies from 
time to time in its sole and absolute discretion. The Church or its representative will provide notification to affected employees of such changes, when they occur, within a reasonable period of time.

II. EMPLOYMENT REGULATIONS
A. Code of Employer-Staff Member Relations

The (insert name of church) shall adopt and implement fair and effective personnel policies, practices

and procedures, and is an Equal Opportunity Employer adhering to all applicable equal opportunity

laws. However, nothing in these policies should be construed as altering the employment-at-will

relationship or as creating an express or implied contract or promise concerning the policies or

practices that the Church has implemented or will implement in the future.

1. The Church employment goals include:

(These goals are intended as examples. They may be changed or deleted, and new ones added, as the Church desires.)
a. provision of equal employment opportunity and treatment;
b. provision of competitive salaries and staff member benefits;

c. establishment of reasonable hours of work based on the Church's needs;

d. monitoring of, and compliance with, applicable federal and state laws and regulations
concerning staff member safety;

e. provision of training consistent with the Church's requirements for those whose needs, capabilities, and desires warrant such training;

f. provision and acceptance of constructive suggestions which relate to methods, procedures, working conditions, and nature of work performed; and
g. establishment of appropriate procedures for staff members to discuss matters of interest or concern with immediate supervisor, pastor and/or Staff/Parish Relations Committee.

2. The Church expects all staff members to:

(These expectations are intended as examples. They may be changed or deleted, and new ones added, as the Church desires.)

a. adhere to policies adopted by the Church.

b. give a productive day’s work;

c. arrive and begin work on time;

d. demonstrate a considerate, friendly, and constructive attitude toward fellow staff

members and Church clientele, in person, on the telephone, and in written and

electronic correspondence.

3. The Church retains the sole right to exercise all managerial functions including, but not limited to, the rights to:

(These management rights are intended as examples. They may be changed or deleted, and new ones added, as the Church desires.)

a. dismiss, assign, supervise, and discipline staff members;

b. determine and change starting and/or quitting times and to assign overtime as necessary;

c. determine the number of staff and the qualifications for each staff position;

d. establish, change, and abolish policies, practices, rules and regulations at will as seen fit;

e. determine and change methods by which its operations are to be carried out;

f. assign duties to staff members in accordance with the Church's needs and requirements, and to carry out all ordinary administrative functions.

B. Staff Members’ Qualifications
(These qualifications are intended as examples. They may be changed or deleted, and new ones added, as the Church desires.)

1. They shall be persons who are sympathetic with the Christian faith and purposes of The United

Methodist Church.

2. They shall possess the special aptitudes, skills and capacities which are required in their

respective fields of work.

3. They shall be persons who can win and hold the cooperation and goodwill of the people they

serve, as well as their co-workers.

4. They shall be persons who can demonstrate the capacity to learn and to improve their abilities.

C. Equal Employment Opportunity

[Name of church] is an equal opportunity employer and does not unlawfully discriminate on the basis of race, color, sex, gender (including pregnancy childbirth or related medical conditions), sexual orientation, gender identity, gender expression, ancestry, national origin, age, religion, creed, physical or mental disability, genetic information, medical condition, marital status, military or veteran status, or any other basis protected by federal, state or local laws.

To comply with applicable laws ensuring equal employment opportunities to qualified individuals with a disability, [name of church] will make reasonable accommodations for the known physical or mental limitations of an otherwise qualified individual with a disability who is an applicant or an employee unless undue hardship would result.  [name of church] also makes reasonable accommodations for pregnant employees who request an accommodation.
D. Employment-at-Will

Staff members are not employed for a specific period of time. Staff members may resign from

Church employment at any time and for any reason and may be terminated, with or without

notice, at any time and for any reason.

1. No Church representative is authorized to modify this policy for any staff member or to

enter into any agreement, oral or written, contrary to this policy. Supervisory and management

personnel shall not make any representation to staff members or applicants concerning the

terms or conditions of employment which are not consistent with Church policies.

2. This policy shall not be modified by any statement contained in this or any other employee

handbooks, employment applications, Church recruiting materials, Church memoranda, or other materials provided to staff members in connection with their employment. None of those documents, either singly or combined, shall create an express or implied contract of employment for a definite period, nor an express or implied contract concerning any terms or conditions of employment.

3. Completion of an introductory period or conferral of regular status shall not change a staff member’s status as an employee-at-will, restrict in any way the Church’s right to terminate such a staff member nor change his/her terms or conditions of employment.

4. Nothing contained in these policies, staff member handbooks, employment applications,

Church memoranda, or other materials provided to staff members in connection with their

employment shall require the Church to have “just cause” to terminate that staff member or

shall otherwise restrict the Church’s right to terminate a staff member at any time and for any reason. Statements of specific grounds for termination set forth in these policies or elsewhere are not inclusive and are not intended to restrict the Church's right to terminate at-will.

5. Exempt staff who are clergy, or others under appointment, have certain Disciplinary rights;

therefore, their termination must be in accordance with the current Discipline.

E. Hiring

1. A job description for each position shall be developed by the (insert name of group[s] responsible for developing job descriptions, ie: Staff/Parish Relations Committee.)
2. A job description shall be issued to each staff member so that the duties and reporting assignments may be fully understood. Job descriptions for all Church positions shall be maintained in (insert location where job descriptions are kept on file).
3. All position openings, with the qualifications required, shall, when appropriate, be advertised

as widely as possible to provide the maximum exposure to all possible applicants

4. Background checks shall be required as a condition of employment for all positions in the

Church. (Modify this requirement as needed to reflect the Church’s abuse prevention policy.)
F. Introductory Period

(An introductory period is optional as desired by the employer. Following is a sample description of an introductory period description, and may be modified or deleted as desired by the Church.)

New staff members shall be subject to an initial introductory period of 90 calendar days. During this

time the staff member's supervisor will periodically evaluate his/her compatibility, ability, and

interest in the job. The introductory period may be extended an additional 30 days, for a maximum

of 120 calendar days, if the supervisor determines that additional time is necessary to evaluate the

staff member’s job performance. Following the successful completion of the introductory period, as

determined by a performance review conducted by his/her supervisor, a staff member will be

notified by the Staff/Parish Relations Committee, in writing, that he/she will then become eligible for employee benefits once he/she satisfies the terms and conditions of the various benefit programs. Staff members will earn and accrue benefits during their introductory period as indicated in these policies.

G. Employee Classifications
(Employee classifications are determined by the Church as the employer. The following are examples of employment categories that might exist, and may be modified or deleted, and different or additional categories may be added, as determined by the Church. The Church may also decide the number of work hours per week are appropriate for each classification. )

1. Full-Time Regular - an employee who is regularly scheduled to work a minimum of [32] hours per week on a continuous basis for a period of indefinite duration.

2. Part-Time Regular - an employee who is regularly scheduled to work less than [32] hours per work week on a continuous basis for a period of indefinite duration.  

3. Temporary Employees - An employee who may be hired to perform a specific project or to provide additional help for a definite period of time.  Temporary employees do not become regular employees as a result of the passage of time.

4. Exempt/Non-Exempt - Employees are further classified as exempt or non-exempt.  Exempt employees are those who, under applicable law, meet salary and responsibility requirements that exempt them from earning overtime compensation.  Non-exempt employees are all those who are eligible to be paid for overtime work in accordance with applicable wage and hour law.
I. Termination of Employment (Discharge and Resignation)

1. The (insert name of group[s] responsible notification of termination, ie: Staff/Parish Relations Committee.), as a general practice, shall give advance notice of termination (not involving misconduct) of no less than two weeks (or its equivalent in compensation in lieu thereof) plus accrued vacation. Termination involving misconduct can be implemented immediately, with no notice given. Accrued vacation will be paid in keeping with state regulations, regardless of the reason for termination.

2. Non-exempt staff members are requested to give at least two weeks’ notice in advance of resignation of employment, and exempt staff members are requested to give at least one month’s notice.

3. Earned vacation shall continue to accrue through the date of termination.

4. Accumulated sick leave shall not be compensated at the time of termination. 
J. Severance Pay

(The  Church as an employer may decide whether to provide severance pay or not, and may also set the terms for payment. The following is an example of a severance pay policy that might exist, and may be modified or deleted as desired by the Church.)

Severance pay may be granted to terminated lay employees under certain circumstances.

1. Lay staff members are eligible for severance pay if they are terminated after one year of regular full-time continuous service because of:

a. a reduction in the Church's work force;

b. elimination of the job or position; or

c. an insufficient aptitude for continued employment with the Church not attributable to

any willful misconduct.

2. Lay staff members are not eligible for severance pay if they:

a. leave Church employment voluntarily;

b. are terminated for misconduct;

c. are laid off for a period anticipated to be less than six months, or

d. retire from Church employment under conditions not involving elimination or termination of 
the job.

3. The amount of severance pay will be one week’s regular straight time pay for each full year of

continuous service not to exceed ten weeks’ pay. Severance pay is subject to federal and state deductions and withholding.

4. Severance pay will be granted to eligible staff members in addition to pay for any unused accrued vacation for which the staff member may be eligible.

III. OPERATIONAL PROCEDURES

A. Work Schedule

(Note: these rules are specific to California. Employers must designate a standard work day and a standard work week, and publish this information to their employees. This impacts the calculation of daily and weekly overtime. If a work day and work week are not designated, the assumption will be: Work Day—midnight to midnight.  Work Week—12:01 a.m. Sunday through 12:00 midnight Saturday. Following is a sample work day/work week designation, which may be modified as desired by the Church.)

The standard work day for all full-time non-exempt staff members at (insert name of Church) begins on Monday and ends on Sunday. Each work day begins and ends at 12 midnight. Scheduled work hours may vary as established by the supervisor, based on operational needs of the Church.

B. Make-Up Time (Non-exempt Employees)

[Name of church] allows the use of make-up time when non-exempt employees need time off to tend to personal obligations.  Make-up time worked will not be paid at an overtime rate.  Employees may take time off and then make up the time later in the same workweek, or may work extra hours earlier in the workweek to make up for time that will be taken off later in the workweek.

Make-up time requests must be submitted in writing to the [position title of person responsible] and must be signed by the employee.  Requests will be considered for approval based on the business needs of [name of church] at the time the request is submitted and approval is at the sole discretion of [church].  A separate written request is required for each occasion the employee requests make-up time.

If an employee requests time off that will be made up later in the week, the employee must submit the request at least 24 hours in advance of the desired time off.  If the request is made to work make-up time first in order to take time off later in the week, the employee must submit the request at least 24 hours before working the make-up time.  A make-up time request must be approved in writing before an employee takes the requested time off or works make-up time, whichever is first.

All make-up time must be worked in the same workweek as the time taken off.  Employees may not work more than 11 hours in a day or 40 hours in a workweek as a result of making up time that was or would be lost due to a personal obligation.

If the employee takes time off and is unable to work the scheduled make-up time for any reason, the hours missed will normally be unpaid.  However, the [responsible individual] may arrange with the employee another day to make up the time if possible, based on scheduling needs.  If an employee works make-up time in advance of time the employee plans to take off, the employee must take that time off, even if the employee no longer needs the time off for any reason.

An employee’s use of make-up time is completely voluntary.  [Name of church] does not encourage, discourage, or solicit the use of make-up time.

C. Rest and Meal Periods (Non-exempt Employees)

Nonexempt employees are permitted and authorized to take a ten-minute rest period during each consecutive four-hour period of work or major fraction thereof.  To the extent possible, rest periods are to be taken in the middle of work periods.  

All nonexempt employees who are scheduled to work more than five hours in a workday must take a duty- free meal period of at least thirty (30) minutes.  The meal period should to be taken approximately in the middle of the work day.  Nonexempt employees must record on their timesheets the beginning and ending time of each meal period.

Rest and meal periods may not be combined nor can they be added to the beginning or end of the workday.  Rest periods are paid while meal periods are not.

D. Lactation Accommodation

[Name of employer] provides reasonable break time to accommodate female employees desiring to express breast milk for an infant child during working hours.  For nonexempt employees, break periods that do not run concurrent with rest periods will be unpaid.
E. Holidays

(Employers may offer as a benefit the observance of certain selected holidays. Employers may establish which holidays are observed, and which employee classifications are eligible to a holiday benefit. Following is a sample holiday policy, which may be modified or deleted as desired by the Church.)

1. The (insert name of Church) and all eligible full-time and part-time Church staff members will observe eleven paid holidays each year. These holidays are: 1) New Years’ Day, 2) Martin Luther King Jr.’s birthday, 3) Presidents Day, 4) Good Friday, 5) Memorial Day, 6) Independence Day (July 4), 7) Labor Day, 8) Thanksgiving Day, 9) day following Thanksgiving, 10) Christmas Eve Day and 11) Christmas.

2. In the event a holiday falls on a Saturday, the preceding Friday shall be observed instead; for staff  working in offices regularly closed on Friday, the preceding workday shall be observed instead. In the event a holiday falls on a Sunday, the following Monday shall be observed instead.

3. Full-time staff members who are not required to work on an observed holiday shall receive a holiday benefit of 8 hours. (Number of holiday benefits hours paid may correspond to the standard number of hours worked per day.)  Part-time staff members shall receive a holiday benefit of 6 hours.

4. If a holiday falls during a period of sick leave or approved vacation, the holiday shall not be charged against the sick leave or accrued vacation.

5. In order to be eligible for holiday payment a staff member must work their scheduled day before and their scheduled day after the holiday. If absence is due to illness, or with prior approval of the supervisor, eligibility for holiday payment will be maintained.

6. Casual and seasonal staff members are ineligible for holiday benefits.
7. If work is required on a holiday, and approval has been given by the supervisor in advance, in lieu of a holiday off, the rate of pay for working the holiday shall be one and one-half times the hourly rate of pay for the staff member. If work is required on a holiday, no arrangement may be made to have time off in the future in exchange for working the holiday.

F. Payroll Advances

The Church will not provide payroll advances or extend credit to staff members.
G. Employment of Related Persons
1. Relatives of employees, persons with whom employees reside, or persons with whom employees have close personal relationships, will not be eligible for employment with the Church when potential problems of supervision, safety, security, or morale exist, if personal relationships may create an actual or potential conflict of interest, cause disruption, or create a negative or unprofessional work environment; or, if such employment is prohibited by the Discipline. Related persons include parents, grandparents, children, grandchildren, spouses, cohabitants, brothers, sisters, and in-law and step relationships.

2. If two employees become subject to the restrictions of this policy after they are hired, the Church will attempt to accommodate the employees by allowing one or both of the employees to seek a transfer that eliminates the actual or potential conflict of interest, if such a transfer is into an open position for which the employee is qualified. The decision as to which of the employees will remain in their position or with the Church must be made by the two employees within a reasonable time as determined in the Church’s discretion. If no decision is reached within such reasonable time, [the Church] will make a decision regarding further action.
3. Any exceptions to this policy must be authorized by the  (insert position or group responsible for making this exception, ie: the Staff/Parish Relations Committee.)
H. Voice Mail, E-Mail and Computer Files
[Name of church] provided voice mail, e-mail and computers are to be used for [name of church] business purposes only.  All electronic communications, including all software, databases, hardware, and digital files, remain the sole property of [name of church].

While limited personal use of these systems is permitted, electronic communication and media may not be used in any manner that would be discriminatory, harassing, or obscene, or for any other purpose that is illegal, against Church policy, or not in the best interest of the [name of church].
Employees who misuse electronic communications and engage in defamation, copyright or trademark infringement, misappropriation of trade secrets, discrimination, harassment, or related actions will be subject to discipline and/or immediate termination.

Employees may not install personal software on [name of church] computer systems.

All electronic information created by any employee using any means of electronic communication is the property of [name of church] and remains the property of [name of church].  Personal passwords may be used for purposes of security, but the use of a personal password does not affect [name of church]’s ownership of the electronic information. [Name of church] will override all personal passwords if necessary for any reason.

[Name of church] reserves the right to access and review electronic files, messages, mail, and other digital archives, and to monitor the use of electronic communications as necessary to ensure that no misuse or violation of [name of church] policy or any law occurs. [Name of church] also reserves the right to restrict and monitor access to Internet sites through the Church servers. Any attempt to bypass the [name of church] online security protocols, to view, and or to download from sites restricted by [name of church] or deemed inappropriate will subject the employee to disciplinary action which may include termination.

Employees are not permitted to access the electronic communications of other employees or third parties unless directed to do so by [name of church]’s [Senior Pastor].

No employee may install or use anonymous e-mail transmission programs or encryption of e-mail communications, except as specifically authorized by the [Senior Pastor]. Questions about access to electronic communications or issues relating to security should be addressed to the [Senior Pastor].
IV. PERSONNEL MANAGEMENT OF STAFF
A. Staff/Parish Relations Committee
Following requirements set forth in The Book of Discipline, the Staff/Parish Relations Committee (SPRC) is responsible, along with the pastor, for recommending to the Church Council a written statement of policy and procedures for all aspects relating to the employment and management of all staff who are not subject to Episcopal appointment as ordained clergy. Until the adoption of such a policy, the SPRC and the pastor will have authority for all aspects of lay staff employment.

B. Supervision and Evaluation

1. Supervision

Supervision of staff shall be the responsibility of  (insert group and/or  individuals responsible for supervision of staff).  Supervision includes, but is not limited to, hiring, contracting, evaluating, promoting, retiring and dismissing lay staff. It also includes the establishment and maintenance of a program of benefits, and the determination of eligibility for such benefits. 
2. Evaluations

(A performance management process should be established by the SPRC.  In keeping with the requirements of the The Book of Discipline, evaluation of staff must occur at least annually. Following is a sample performance management policy, which may be modified or deleted as desired by the Church.)

At the end of the 90-day introductory period, a written evaluation for each staff member shall be prepared by (insert group or individuals [by position title] responsible for evaluation of performance). Thereafter, a written evaluation for each staff member shall be prepared at least annually by (designated group). The purpose of the review is to measure the staff member’s performance and to provide guidance for possible reclassification and/or salary adjustment. Prior to submitting the report, the supervisor (or the person or persons making the evaluation) shall review its contents with the staff member and shall include, as part of the report, any comments on its contents the staff member may request to be included. The staff member being reviewed should sign the review as evidence of its receipt.

C. Personnel Records

1. All personnel records shall be kept in a centralized place under the authority of the (insert [by  position title] the individual responsible for personnel files). There is no authority for subsidiary files other than information kept by the (insert [by position title] the individual responsible for payroll) for payroll purposes.

2. Personnel files shall include job application, resume, and/or such other material as is pertinent

to employment; confirmation of employment; performance evaluation records and reviews;

payroll information; and such records as may be required to comply with federal law, state law

and/or Church Personnel Policies.

3. A confidential/medical file shall be kept for each staff-member, separate from the personnel file. This file should include medical leave forms; workers’ compensation records; return to work releases; investigative files; background and reference check information.
4. A Form I-9, establishing authorization to work in the United States, must be obtained and kept on file for each staff member. These forms should be kept in a common file for all employees rather than in separate personnel files, or stored electronically in a database that allows for retrieval and monitoring document re-verification dates.
5. All personnel records are confidential. Staff members shall have supervised access to their own

personnel files when requested through (insert [by  position title] the individual responsible for personnel files). Supervisors shall have access to their subordinates’ personnel files, but not their medical files except for information specifically relating to the job. 

V. SALARY ADMINISTRATION

A. Job Classification and Salary Ranges

In keeping with guidelines from The Book of Discipline, the Staff-Parish Relations Committee shall recommend staff salary ranges to the Church Council for submission to the Charge Conference for final approval.
(Following  are sample policies relating to salary administration. They may be modified or deleted as desired by the Church.)

1. Salary Schedule

The salary schedule shall be comprised of both exempt and non-exempt positions (as defined by state and federal law) and shall apply to staff employed by the (list all entities coming under the church’s employer tax ID number).
2. Beginning Salary 

Newly hired personnel may have a beginning salary anywhere within the appropriate range,

subject to approval of (insert committee or individual [by position title] responsible for approval).
3. Increases in Salary
Increases in salary may be granted up to the percentage set by the Church Council as approved by the Charge Conference upon recommendation of the (insert body in church responsible for salary analysis). Merit increases are granted only after a performance evaluation, and are subject to approval of the immediate supervisor.

B. Payday
Payment shall be made twice a month, once on the last business day on or prior to the 15th and the

other on the last business day of the month.  (Published payday policy should reflect the Church’s payroll cycle, and must ensure that non-exempt employees are paid twice per month.)
C. Overtime Pay

1. Advance approval by the staff member’s immediate supervisor is required for overtime work and shall be granted only when necessary to accomplish the work. If overtime is determined necessary due to operational needs, a supervisor should first request volunteers among qualified employees to work the overtime. If no volunteers are available, the supervisor may require employees to work overtime. Overtime requests refused by employees can be enforced by disciplinary action.

2. Payment for overtime shall be in accordance with federal and state regulations.

3. Exempt staff members are exempt from payment for overtime.
D. Travel

(Following are sample policies and procedures relating to travel that occurs within the scope of employment. These may be modified or deleted as desired by the church.)

The Church shall reimburse staff members for the expenses of travel, including the cost of transportation, meals, and lodging, when such travel is approved and performed in the course of

conducting Church business.

1. Staff members (when traveling on Church business) are expected to travel in coach or economy class when traveling by air and to stay and eat in moderately priced establishments.

2. A cash advance for expenses of approved travel may be obtained by submitting a written request to (insert the position title of the individual responsible for issuing a travel cash advance). Upon completion of travel the staff member must submit an expense claim, with supporting receipts, and either return any unused cash advance or request payment for additional expenses as appropriate.

3. All expense reimbursement must be approved by a supervisor before submission to (insert the position title of the individual responsible for issuing reimbursements) for payment.

4. The Church may provide credit cards to those staff members who are required to travel extensively on Church business. These credit cards are to be used only for payment of transportation, meals, lodging, gasoline, and other legitimate business travel expenses. All charges must be accounted for, and approved by, the staff member’s supervisor. The credit cards are the property of the (insert name of Church) and may not be used for personal charges. Any improper personal charges subject the staff member to discipline up to, and including, termination. All cards must be returned upon the staff member's termination of employment, or upon request of (insert position title of individual with authority to request return of credit card).
E. Automobile Usage

(Following are sample policies and procedures relating to automobile usage during employment. These may be modified or deleted as desired by the church.)

The Church may maintain vehicles for use by specific staff members while they are engaged in Church business. Staff members are generally expected to use their own cars for Church business in accordance with guidelines below. When appropriate, rental cars may be used in accordance with the guidelines below.

1. Vehicles may be assigned to those who drive in excess of 15,000 reimbursable miles per year.

2. Each staff member who drives a vehicle on Church business must possess a valid driver's license and maintain at least the minimum amount of insurance required by law. Each staff member is personally responsible for any fines incurred as a result of driving or parking violations. In addition, no staff member is permitted under any circumstances, to operate a Church vehicle, or a personal vehicle on Church business, when that staff member has any physical or mental impairment that might endanger the public safety in any way.

3. Staff members are not permitted to use Church vehicles for non-business purposes under normal circumstances. Exceptions to this rule must be approved in advance by (insert position title of individual with authority to approve) and violations will subject the staff member to discipline. Personal use

will be reported monthly to (insert position title of individual responsible for payroll); the Church will be reimbursed for such personal use according to a plan acceptable to the IRS.

4. Staff members who use their personal cars for business purposes will receive a mileage allowance following the standard mileage rate established by the Internal Revenue Service. This allowance is to cover the cost of gasoline, oil, depreciation, maintenance, and insurance. Staff members driving on

Church business may claim reimbursement for parking fees and tolls actually incurred. Staff members driving Church vehicles may claim reimbursement for gasoline and other expenses directly incurred. Claims for mileage allowance and reimbursement must be approved by (insert position title of individual with authority to approve) and submitted to (insert position title of individual responsible for payroll) for payment.

5. Staff members must report to (insert group, committee or position title of individual with authority to file insurance claim on behalf of the Church) any accident while on Church business in a Church-
owned vehicle. Such reports must be made as soon as possible but no later than forty-eight hours after the accident. Staff members are expected to cooperate fully with the authorities in the event of an accident. However, staff members should make no voluntary statements other than to reply to the questions of investigating officers. Oral reports of accidents should be supplemented by written reports as soon as possible.

F. Meal Reimbursement

(Following are sample policies and procedures relating to meal reimbursement during employment. These may be modified or deleted as desired by the church.)

The Church shall reimburse staff members for the cost of meals under certain circumstances.

1. Staff members required to travel away from home overnight on Church business are eligible to be reimbursed for the cost of all meals during their travel.

2. Staff members are eligible to be reimbursed for meals (including gratuities up to a maximum of 15%) paid in connection with professional responsibilities or meetings of a professional nature. Where possible these expenses shall be approved in advance by supervisors. When advance approval cannot be secured, staff members are cautioned to avoid any appearance of impropriety. All such expenses shall be carefully reviewed by (insert position title of individual with authority to approve) and any apparent misuse shall be reported to the appropriate supervisor for action.

VI. EMPLOYEE BENEFITS

A. Vacation

(Employers may set the amount of vacation employees will earn each year, or if they will earn any at all. Employers may also determine eligibility requirements for vacation, and they may determine when employees take vacations and for how long. Following are sample policies regarding vacation, which may be modified or deleted as desired by the Church.)

The Church shall grant annual vacations with pay to full-time and part-time employees in accordance with the guidelines established below. Employees classified as casual, temporary or seasonal are not eligible for vacation benefits.

1. Accrual rates for non-exempt staff:

Years of Service Rate of Accrual Full-time equivalent (days per month of service)


zero through third year .833 2 weeks per year


fourth through eighth year 1.25 3 weeks per year


nine or more years 1.67 4 weeks per year

a. Full-time and part-time staff members shall accrue paid vacation beginning on the date of employment.

b. Part-time employees (those who work 19-29 hours per week) shall accrue paid vacation beginning on the date of employment on a pro-rata basis. Since vacation accrues on hours worked, available vacation pay will accrue proportionately.

c. Non-exempt staff members shall be eligible to take vacation days which have been accrued after 90 days of employment.

2. Accrual Rates for Exempt Staff

a. Exempt Staff shall accrue 4 weeks of vacation per year at the rate of 1.67 days per month, beginning on the date of employment.
b. Eligible employees are eligible to take accrued vacation after 90 days from their hire date.
3. Vacation requests shall be submitted to and approved in advance by the immediate supervisor. Vacation time off shall be determined with due regard for the needs of the Church.

4. Vacation accruals may not exceed [twice] the employee’s current annual accrual entitlement. When any employee reaches the vacation accrual cap, vacation no longer accrues until some of the previously accrued vacation is taken.  (The number of hours that constitute a reasonable cap on vacation accrual can be determined by the church.)
5. A staff member may not receive vacation pay in lieu of time off. Therefore, it is necessary for the employee, and his/her supervisor, to plan vacation time in order to continue accruing benefits, and to enjoy the benefits of vacation time off.
6. Upon separation from employment with the Church, a staff member shall receive vacation pay for any accrued and unused vacation. If death occurs during a staff member’s employment, the accrued and unused vacation will be paid in a lump sum to the staff member’s next of kin, or estate, according to applicable law.

7. If a holiday falls within a staff member’s vacation period, the holiday will be paid on that day and accrued vacation time will not be used for that day.

8. A staff member who retires shall be entitled to accrued vacation benefits up to the effective date of retirement.

B. Health Insurance

(Employers may determine eligibility for a health insurance plan, decide whether the employee will share in the cost of the health insurance premium, and if so, how much the employee contribution will be. In keeping with the requirements of The Book of Discipline, the SPRC must recommend to the Church Council a provision for adequate health insurance for lay employees.  Following are sample policies regarding health insurance, which may be modified or deleted as desired by the Church.)

Eligible staff members may elect to enroll in the health plan(s) offered by the (insert name of Church) to active full-time staff members.

1. Staff members may be asked to share in the premium cost for the health insurance plan, the terms of which are determined by the Church.

2. Coverage under the applicable health plan shall following the employment eligibility waiting period, according to the plan document and Church personnel policy.
3. Specific details regarding health insurance plan coverage and eligibility are contained in

the plan documents.
C. Pension Benefits
(Employers may decide to offer a pension plan, and may determine eligibility for the plan. In keeping with the requirements of The Book of Discipline, the SPRC must recommend to the Church Council that a pension plan be provided to lay employees who work at least 1040 hours per year, are at least 21 years of age and have at least one year of service. Such a plan may be provided through a denominational program administered by the General Board of Pension and Health Benefits or another pension program administered by another pension provider. Following are sample policies regarding pension benefits that assume the Church Council approves such a plan, which may be modified or deleted as desired by the Church.)

Lay employees of the (insert name of Church) shall participate in the pension plan sponsored by the Church under the following eligibility requirements for staff members:
1. Must work an average of 1040 hours per year.
2. Must be at least 21 years of age.

3. Must have at least one year of service.

Specific details regarding pension plan coverage and eligibility are contained in the plan documents.

D. Occupational Injury or Illness

Any occupational injury or occupational illness during employment, no matter how trivial, must be reported at once by the staff member to his/her immediate supervisor. The supervisor should see that proper medical treatment is obtained. Forms on which to report accidents, injuries, or occupational illness can be obtained from (insert by position title the individual responsible for processing workers’ compensation claims). They must be completed and returned within forty-eight hours after the accident or illness. (Insert by position title the individual responsible for processing workers’ compensation claims) will be responsible for processing and monitoring worker’s compensation claims.

E. Sick Leave

(Any employee who works in California for 30 days or more within a year from the beginning of employment is entitled to paid sick leave under the Healthy Workplace/Healthy Families Act of 2014 (AB 1522), updated 1/1/23. Following are sample policies regarding sick leave that take into account the requirements under the Act. Since there are options under the Act in the way the benefit may be administered, legal counsel should be consulted if there are questions about how to structure the benefit for employees of the Church.)

1. 
Sick leave is to be allowed on a paid basis upon the oral or written request of an employee for themselves or a family member for the diagnosis, care or treatment of an existing health condition or preventive care, or specified purposes for an employee who is a victim of domestic violence, sexual assault or stalking. 

2.
A staff member must notify his/her supervisor before the start of his/her shift on the first and subsequent days of such absence from the job, if the need for paid sick leave is foreseeable. If the need for paid sick leave is unforeseeable, the staff member must notify his/her supervisor as soon as practicable. 

3. 
Medical appointments and visits to a doctor by a staff member or when a staff member accompanies a family member shall be charged to sick leave for the number of hours away from the work place. 

4. 
“Family member” for purposes of the sick leave/sick pay policy is defined as: 


(a) child: a biological, adopted, or foster child, stepchild, legal ward, or a child to whom the employee stands in loco parentis (in the place of a parent). This definition of child is applicable regardless of age or dependency status.


(b) parent: a biological, adoptive, or foster parent, stepparent, or legal guardian of an employee or the employee’s spouse or registered domestic partner, or a person who stood in loco parentis when the employee was a minor child.


(c) spouse


(d) registered domestic partner


(e) grandparent


(f) grandchild 


(g) sibling

5.   Because sick leave is designed only to assist an employee who misses work due to illness, injury, or doctor visits/medical appointments, no sick leave benefits are paid upon termination of employment, retirement, or separation from employment for any reason, nor can sick leave be applied as additional vacation.

6. 
Sick leave with pay for full-time staff members shall accrue at the rate of one work day for each month of continuous service during a calendar year. Staff members hired on or after July 1, 2015, will begin to accrue paid sick days on the first day of work. Sick leave with pay shall be cumulative to a maximum total of sixty (60) working days, and shall carry over from year to year up to this maximum total. Full-time staff members at Cal-Pac headquarters shall receive sick pay calculated from a normal workday of 7 hours. Full-time camp site employees shall receive sick pay calculated from a normal workday of 8 hours. Full-time district office staff shall receive sick pay calculated from a normal workday of 7.5 hours. 

7.   Part-time staff members (those who work 20-29 hours per week) are entitled to sick leave benefits in accordance with the above provisions on a pro-rata basis, at the rate of one work day for each month of continuous service during a calendar year. Part-time staff members shall receive sick pay calculated from a normal workday of 6 hours.
 
8.   Casual, temporary and seasonal staff members already employed before July 1, 2015, will begin to accrue paid sick days on July 1, 2015. Staff members hired after that date will begin to accrue on the first day of work. The accrual rate for paid sick leave for casual, temporary and seasonal staff members will be one hour per 30 hours worked, cumulative to a maximum of 80 hours. Casual, temporary and seasonal staff members are limited to using no more than 40 hours of accrued paid sick leave per anniversary year, even if more than 40 hours have been accrued.

9.   Staff members in all classifications shall be eligible to use accrued paid sick days after 60 days of employment. 

F. LEAVES OF ABSENCE

1. Family-Care/Medical Leave
Eligibility

An employee who has been employed by [name of church] for at least 12 months and has worked at least 1,250 hours in the preceding 12-month period is eligible to take an unpaid family-care/medical leave for any of the following reasons:

a.
The birth of the employee's child or the placement of a child with the employee either through adoption or foster care;

b.
To care for the employee’s spouse, registered domestic partner, child (including the child of a registered domestic partner), or parent who has a “serious health condition” (i.e. an illness, injury, impairment, or physical or mental condition that involves inpatient care in a hospital, hospice, or residential medical care facility; or continuing treatment or continuing supervision by a health care provider);

c.
For a serious health condition that makes the employee unable to perform his/her job;.

d.
For any “qualifying exigency” (as defined by federal regulation) because the employee is the spouse or registered domestic partner, son, daughter, or parent of an individual on active military duty (or has been notified of an impending call or order to active duty) in the Armed Forces in support of a contingency operation; or

e.
To care for a “covered service member” (i.e. one who is recovering from a serious illness or injury sustained in the line of duty while on active duty) who is the spouse or registered domestic partner, son, daughter, parent, or next of kin of the employee.

A female employee who is eligible for a family-care/medical leave may be entitled to take an unpaid leave of up to 12 work-weeks in addition to an unpaid pregnancy disability leave to care for her newborn child (i.e. baby bonding).  Information regarding individual situations may be obtained by contacting the Human Resources Administrator.
Duration of Leave

An employee who is eligible for family-care/medical leave may take a maximum of twelve work weeks in any 12-month period when a leave is taken due to a serious health condition of the employee or an eligible family member or a qualifying exigency.  The twelve month period is measured from the first day on which the employee’s first family-care/medical leave begins.  Successive twelve month periods commence on the first day on which an employee takes family-care/medical leave after the preceding 12 month period has ended.

Eligible employees may request up to a total of 26 workweeks of family-care/medical leave during a single 12 month period to care for a covered service member who is recovering from a serious illness or injury sustained in the line of duty while on active duty.  Leave to care for a covered service member, when combined with other family or medical-qualifying leave, may not exceed 26 work weeks in a single 12-month period.

In any case in which a husband and wife are both employed by [name of church], their combined family leave for the birth, adoption, or foster care placement of a child may not exceed 12 work weeks in any 12 month period.

When a husband and wife are both employed by the [name of church] their combined leave to care for a covered service member, or in combination with other family or medical qualifying leave, may not exceed 26 workweeks in a single twelve month period.

Family-care/medical leave for the employee’s own serious health condition, or for the serious health condition of the employee’s spouse or registered domestic partner, parent, or child (including the child of a registered domestic partner), or to care for a covered service member may be taken on an intermittent or reduced-hours basis (as opposed to taking all leave in one block).  An employee requesting leave on an intermittent or reduced-hours basis must schedule the leave, insofar as possible, to minimize disruption of his/her work schedule and assignments.  [Name of church] reserves the right to reassign an employee to a temporary alternative position, with equivalent pay and benefits, if it will better accommodate the employee’s recurring absences for intermittent or reduced-hours leave.

Family-care/medical leave taken for the birth, adoption, or foster care placement of a child generally must be taken in blocks of at least two weeks’ duration; however, [name of church] will provide employees with family-care/medical leave for birth, adoption, or foster care placement of less than two weeks’ duration on any two (2) occasions.  Family-care/medical leave taken for the birth, adoption, or foster care placement of a child must be concluded within one year of the birth or placement of the child with the employee for adoption or foster care.

Advance Notice Necessary for Leave

Employees must provide at least thirty (30) days' advance notice of their intention to take a leave for foreseeable events (such as the expected birth of a child or a planned medical treatment).  If thirty (30) days' notice is not practicable due to unforeseen events (such as a medical emergency), the employee must notify the [responsible individual or group], at least verbally, as soon as he or she learns of the need for the leave.  Failure to comply with these notice requirements is grounds for, and may result in, deferral of the requested leave until the employee complies.  

All requests for family-care/medical leave should include the anticipated date the leave is to begin and duration of the leave.  Any request for extensions of a family-care/medical leave must be received at least five (5) working days before the date on which the employee was originally scheduled to return to work and must include the revised anticipated date(s) and duration of the family-care/medical leave.

Any request for family-care/medical leave due to an employee’s own serious health condition, or for family-care/medical leave to care for a spouse or registered domestic partner, parent or child (including the child of a registered domestic partner) with a serious health condition, or to care for a covered service member must be supported by medical certification from a health care provider.  For foreseeable leaves, employees  must provide the required medical certification before the leave begins.  When this is not possible, employee’s must provide the required certification within 15 calendar days after the [name of church]’s request for certification, unless it is not practical under the circumstances to do so.  A leave taken due to a “qualifying exigency” related to military service must be supported by a certification of its necessity.

Substitution of Paid Leave

Employees are required to substitute accrued vacation time for all family care/medical leaves and any accrued paid sick leave when a family care/medical leave is taken because of the employees own serious health condition.  Employees may substitute any accrued paid sick leave when a family-care/medical leave is taken to attend to the employee’s spouse or registered domestic partner, parent or child (including the child of a registered domestic partner) who has a serious health condition, or to care for a covered service member.  The substitution of paid leave for unpaid leave does not extend the total duration of the leave to which an employee is entitled.

Benefits While on a Leave of Absence

An employee on family care/medical leave will be allowed to continue participation in any health plans in which the employee was enrolled before the first day of the leave (for up to a maximum of 12 work weeks) to the same extent and under the same terms and conditions as would apply had the employee not taken leave.  If the employee fails to return from the leave for a reason other than the recurrence or continuation of the health condition that brought about the leave or other circumstances beyond the employee’s control, [name of employer] can recover any health insurance premiums paid by [name of employer] on the employee’s behalf.

Employees do not accrue employment benefits, such as sick leave and vacation benefits while on family-care/medical leaves. The effect of the leave on other benefit plans will be explained at the time a leave is approved.

Returning from a Leave of Absence

Under most circumstances, when an employee is able to return to work at the end of an authorized leave, he or she will be reinstated to the same job or a comparable job.  If an employee can return to work but with limitations, [name of employer] will evaluate those limitations and, if possible, accommodate the employee to the extent required by law.

If an employee is returning from a leave due to his or her own serious health condition, including a pregnancy related disability, the employee must submit a medical release from his or her health care provider to verify that the employee is able to resume normal duties.

An employee who fails to return to work on the first scheduled work day following an authorized leave of absence or who fails to comply with the other requirements described above while on leave of absence shall be considered to have voluntarily resigned. 

Miscellaneous

(For churches with 50 or more employees)

[Name of church]’s family-care/medical leave policy is intended to comply with the requirements of the federal Family and Medical Leave Act (“FMLA”).  To the extent that it fails to do so, the provisions of the FMLA shall prevail.
3. Work Related Illness or Injury Leave

Staff members who are disabled and unable to work due to a work related injury or illness will be granted an unpaid leave of absence in accordance with and pursuant to applicable law. For the first four months of any such leave, staff members’ benefits including benefits provided under the Church’s health insurance and welfare plans, may be maintained and continued at the level, and under the conditions such benefits would have been provided if the staff member had continued in employment continuously for the duration of the leave. Further information concerning leaves of absence due to work related illness or injury may be obtained from (insert by position title the individual responsible for providing information about leaves).
4. Personal Leaves

(An employer may determine whether or not to have a personal leave of absence policy, and if so, what the terms of that policy are. Following are sample policies relating to a personal leave, which may be modified or deleted as desired by the Church.)

Full-time or part-time staff members who have been continuously employed with the Church for at least one year may request a personal leave of absence without pay for a reasonable period of time up to thirty days. The leave may be extended for a reasonable period of time up to thirty days due to special circumstances, as determined on an individual basis by (insert group or individual [by position title] responsible for authorizing extensions of a personal leave of absence).
Requests for personal leaves of absence will be considered on the basis of the staff member's length of service, performance, responsibility level, the reason for the request, whether other individuals are already out on leave, and the expected impact of the leave on the Church. Requests must be submitted in writing to (insert group or individual [by position title] responsible for authorizing personal leaves of absence).

Approval of the personal leave of absence will be made in writing by (insert group or individual [by position title] responsible for authorizing personal leaves of absence). A request for extension of personal leaves must be submitted in writing and be approved in writing by (insert group or individual [by position title] responsible for authorizing extensions of a personal leave of absence).

5. Bereavement Leave

(An employer may determine whether or not to have a bereavement leave policy, and if so, what the terms of that policy are. Following are sample policies relating to a bereavement leave, which may be modified or deleted as desired by the Church.)

In the case of a death in the immediate family of a staff member or their spouse (for purposes of this policy, immediate family consists of spouse, domestic partner, mother, father, children, grandchildren, grandparents, brothers and sisters), no deduction of pay shall be made for absence from work for up to three days for exempt employees. For hourly-paid employees, up to three days of bereavement pay will be granted at the employee’s normal rate of pay.

6. Other Leaves of Absence
In accordance with applicable law, employees will be granted leaves of absences for jury duty, to appear as a witness in certain legal proceedings, to perform emergency duty as a volunteer firefighter, reserve peace officer, rescue worker, or member of the civil air patrol, to attend as a parent or guardian a school or day care facility meeting or activity, to permit victims of serious crimes to attend court proceedings, to allow victims of domestic abuse or sexual assault time away from work to seek relief, treatment, counseling and/or other assistance, to participate in a substance abuse treatment or literacy education programs, or other reasons mandated by law, including but not limited to military spouse/registered domestic partner leave and organ/bone marrow donor leave.  Employees who wish to take a leave for any of these reasons must satisfy certain conditions specified by law, must provide reasonable advance notice whenever possible, and may be required to provide certification of the need for such leave.  Unless otherwise required by law, this leave will be unpaid.

VII. OTHER POLICIES

A. Disciplinary Procedures

1. Staff members are expected to comply with the Church’s standards of conduct and performance. When performance or conduct does not meet Church standards, the Church will endeavor, when it deems it appropriate, to provide the staff member a reasonable opportunity to correct the deficiency. If, however, the

staff member fails to make the correction, he or she will be subject to discipline up to and including termination.

2. Discharge for poor work performance ordinarily will be preceded by an oral warning and/or written warning. The Church may, however, proceed directly to discharge for performance deficiency, without resort to prior disciplinary steps, when the Church deems such action appropriate. Discharge for misconduct need not be preceded by prior disciplinary steps.

3. A staff member suspected of having engaged in misconduct may be suspended with or without pay pending further investigation or action. Any investigation should be concluded as soon as practical.
B. Harassment and Discrimination
The Church is committed to providing a work environment, free from sexual harassment as well as unlawful harassment and discrimination based on race, color, sex, gender (including pregnancy childbirth or related medical conditions), sexual orientation, gender identity, gender expression, ancestry, national origin, age, religion, creed, physical or mental disability, genetic information, medical condition, marital status, military or veteran status, or any other basis protected by federal, state or local laws. In keeping with this commitment, the Church maintains a strict policy prohibiting discrimination and harassment on the basis of these characteristics. The Church also prohibits harassment based on the perception that anyone has any of these characteristics, or is associated with a person who has or is perceived as having any of these characteristics.
The Church will not tolerate harassment of staff members or discrimination against staff members by clergy, supervisors or co-workers. Nor will Church tolerate harassment of staff members by non-employees, including lay leaders and parishioners, who have contact with staff members on Church premises or in connection with Church business.

Harassment is unwelcome conduct that creates an intimidating, hostile, or offensive working environment or that interferes with work performance. Such conduct may constitute unlawful harassment when: (i) submission to such conduct is made an explicit or implicit term of employment; (ii) submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual; or (iii) such conduct has the purpose or effect of substantially interfering with an individual's work performance or creating an intimidating, hostile, or offensive working environment. 

Examples of harassment include slurs, jokes, derogatory comments, gestures, assault, blocking or impeding another's movement or otherwise physically interfering with normal work, pictures, cartoons, or drawings based upon the characteristics identified above, a perception that an employee has such characteristics or associates with others who have, or are perceived to have, such characteristics. Sexually harassing conduct in particular may include all of these prohibited behaviors, as well as other unwelcome behavior, such as requests for sexual favors, conversation containing sexual comments, and other unwelcome advances.

Any individual who believes that he or she has been harassed or discriminated against, or that any other employee has been subjected to harassment or discrimination, whether by an employee or non-employee should promptly report the facts and the names of the individuals involved to the Senior Pastor or the Staff Parish Relations Committee.  Members of Staff Parish Relations Committee will promptly, thoroughly and objectively investigate any complaint of harassment or discrimination.  The investigation will be handled in as confidential a manner as possible consistent with a full, fair, and proper investigation.  

The Church will not tolerate retaliation against any staff member for making a complaint of harassment or for cooperating in an investigation.  If harassment or retaliation is established, the Church will take corrective action.  Corrective action may include, for example, training, referral to counseling, or disciplinary action ranging from a verbal or written warning to termination of employment, depending on the circumstances.
B. Workplace Violence 

[Name of church] has adopted the following workplace violence policy to ensure a safe working environment for all employees.

[Name of church] has a zero tolerance for acts of violence and threats of violence.  Without exception, acts and threats of violence are not permitted.  All such acts and threats, even those made in apparent jest, will be taken seriously, and will lead to discipline up to and including termination. 

It is every employee’s responsibility to assist in establishing and maintaining a violence-free work environment.  Therefore, each employee is expected and encouraged to report any incident which may be threatening to you or your co-workers or any event which you reasonably believe is threatening or violent.  You may report an incident to any supervisor or [Senior Pastor].

A threat includes, but is not limited to, any indication of intent to harm a person or damage [name of church] property.  Threats may be direct or indirect, and they may be communicated verbally or nonverbally. The following are examples of threats and acts that shall be considered violent – this list is in no way all-inclusive:

	Example
	Type of Threat

	Saying, “Do you want to see your next birthday?”
	Indirect

	Writing, “Employees who kill their supervisors have the right idea.”
	Indirect

	Saying, “I’m going to punch your lights out.”
	Direct

	Making a hitting motion or obscene gesture
	Nonverbal

	Displaying weapons
	Extreme

	Stalking or otherwise forcing undue attention on someone, whether romantic or hostile
	Extreme

	Taking actions likely to cause bodily harm or property damage
	Acts of violence


C. Grievance Procedure

All staff members may bring questions and grievances to their immediate supervisor, either verbally or in writing. If the staff member is not satisfied with the response(s) of the immediate supervisor, the staff member may make progressive written appeals to the next level of supervision, up to (insert group or individual [by position title] who would be the highest level of authority at the Church). If the staff member is still not satisfied with the outcome of this appeal process, a written appeal may be made to the (insert by position title the next level of authority outside the church, ie: District Superintendent) Decisions by the (insert by position title the next level of authority outside the church, ie: District Superintendent) shall be final. In order that a grievance may be resolved in a timely manner, a staff member must present his/her grievance verbally or in writing to his/her immediate supervisor within ten working days of the event giving rise to the grievance. The immediate supervisor must respond to a grievance in writing if it is presented in writing, but may respond verbally if the grievance is presented verbally. Any verbal grievances and responses must, however, be documented in writing by the supervisor for the record. Further, any appeals must be made in writing within ten working days of an unsatisfactory response. Responses by a supervisor to a written grievance or appeal shall be made in writing and within ten working days of the presentation of the grievance or appeal.
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