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Webster Presbyterian Church

Personnel Policies

101
General
Session approved the Personnel Policies on October 28, 2008.
101.1
Covered Employees
These personnel policies apply to all paid employees of the church.  Certain exceptions exist where approved individual contracts or terms of call apply.  Unless otherwise noted, the policies do not apply to any person who does not routinely receive payment directly from the church intended as wages. 

101.2
Employee Classifications
Called Employees:  Pastor, Co-Pastors, Associate Pastors in a permanent relationship 

Contract:  Independent Contractors, Contractual arrangement or paid and managed through a “third party” company or agency (such as Manpower or Kelly). Contract employees are not eligible for benefits through WPC unless specified in the individual contract/agreement.

Exempt:  Full-time or part-time employees (such as Interim Pastor, Church Secretary) who are exempt from receiving pay for overtime.

Full-Time:  Employees normally scheduled for at least 36 hours of work per week.

Hourly:  Full-time or part-time: Employees who are paid a predetermined amount for all hours worked.

Nonexempt:  Full-time or part-time employee who is subject to the overtime premium pay provisions of the Fair Labor Standards Act.

Part-Time:  Employees normally scheduled for less than 36 hours of work per week.

Temporary:  Full-time or part-time employees that have an expected duration of employment of less than six months.  Employees with this classification are hired:

· For a specific period of time. 

· To accomplish a specific assignment. 

· To fill a vacancy during the recruitment process. 

· To provide vacation relief. 

· On an as-needed basis.
Temporary employees are not eligible for benefits.  Temporary employees shall not be allowed to work longer than 6 months in a calendar year without review and agreement with the Personnel Committee.
101.3
Approved Staffing

Called Pastoral exempt, full time positions:
· Senior Pastor
· Associate Pastor

· Associate Pastor, Children, Youth, and Families
Exempt, part time positions:
· Director of Music and Fine Arts
· Associate Director of Music and Fine Arts
· Organist
· Children’s Sunday School Superintendent
Nonexempt, full time positions:
· Bookkeeper

· Secretary/Wedding Coordinator
Nonexempt, part time positions:
· Nursery Care givers

· Wednesday night Kitchen Service

Contract:  (Independent Contractors or Contractual arrangement)

· Sexton

· Lawn Service

In addition, the church utilizes several unpaid, volunteer positions, including:
· Treasurer

· Assistant Treasurer

· Nursery Care givers
· Director Recorders/Strings

· Director Bells/Strings 

· Director Children’s Choir 

· Director Celebration Singers

101.4
Benevolence

Personnel practices will be made without regard to the benevolence program of the church.

101.5
Church Member Employees

Personnel practices will be made without regard to whether or not employees are members of the church.  Employees are not expected to do more or do less because they are or not church members.
101.6 Personnel File

A personnel file will be established for each employee. Personnel files are confidential, with normal access only by the Head of Staff and the Personnel Committee Chair. However, each employee may review his or her own file during regular business hours, under supervision as designated by the Personnel Committee. Employees are allowed to place any comments, suggestions, or criticisms in their personnel file.

At a minimum, the file should contain the following:

1. Employment application and personal data. Personal data should be kept to a minimum, e.g. name, address, telephone number, cell phone number, emergency contact, and employment date.

2. For Called Employees: the Terms of Call and All Compensations Report Forms

3. Current job description.

4. Copies of past performance reviews including work objectives

5. Documentation and notices of outstanding performance

6. Documentation and notices of unsatisfactory performance or items not yet resolved.

7. Salary record; date and amount of increase.

8. Vacation record; earned and used.

9. Sick leave; earned and used.

10. Study leave; earned and used.

11. Time sheet records

Personnel files shall be maintained until 7 years following end of employment. 

Background checks, references, and other pre-employment information except the employment application are not kept in the Personnel File

102
Personnel Team
102.1
Accountability and Members

The Personnel Team is accountable to the Session and a member of the Session's Administration Committee. The members and chair are elected or appointed by the Session. The Pastor is an ex-officio member.

102.2
Team Mission
The Personnel Team will evaluate jobs, personnel and compensation for the Church Staff in a manner similar to a business organization.  Due regard will be given to comparable positions in other churches, in the community and with consideration of capabilities, experience and performance of the individual employee.

103
Compensation
103.1
Policy

A. Compensation shall include wages (based either on an annual salary or on hourly rates) and benefits including related payments, insurance and allowances as approved by the Session.

B. An employee may decline to receive the benefits covered above because he/she is covered in another manner.  Base compensation shall not be increased simply because an employee elects not to receive one or more of the benefits.

C. Compensation of employees shall be compatible with the Presbyterian system of government.

D. The church should strive to offer its employees compensation, which is comparable to the compensation that is offered by employers in the area for comparable positions, requiring similar skills and experience.

E. The hourly wage rate for hourly employees should be at least equal to the federal minimum wage rate.

F. The church shall pay its employees fairly, without regard to sex, racial or ethnic background, disabilities, or age. 

G. Overtime pay will be paid to non-exempt, hourly, and temporary employee subject to provisions of the Fair Labor Standards Act for time that exceeds 40 hours per week.  Time off during the week for sick leave, vacation, jury duty, approved holiday, or other approved time is not to be included in calculating the 40 hours worked per week.  Overtime pay will be calculated at one and one half times the employee’s regular base hourly rate.  The supervisor must approve all overtime in advance.  A copy of the approved time sheet must be provided Personnel.  WPC generally does not approve overtime due to strict budget guidelines.

H. Compensatory time for non-exempt employees is not a policy and will not be approved.

I. Employee Pay Advances are not a part of the normal compensation process. The church is supportive, however, of the staff and is available to consult with any employee in need.  The following guidelines will be used in consulting staff:
· The Church is supportive of any true emergency and will act to be of help our greatly valued employees.

· Counseling may be provided to encourage the use of community agencies, which provide financial and life style assistance. The Head of Staff may provide emergency funds through the Church's Community Assistance Fund upon authorization.

103.2
Pay Rate Changes
A. The Personnel Team will consider job specifications, objectives accomplished, special accomplishments, and the overall performance evaluation in developing a recommended pay rate change.  The Personnel Team will develop pay rate ranges for each Church Staff position and use these to guide it in establishing recommended changes.  Session will have final approval of all recommended pay rate changes.

B. Changes in compensation shall be based on performance during the prior year as determined by performance reviews.  In addition, the compensation of employees may be adjusted to recognize changes in living costs, changes in the responsibilities of positions, and changes in skills and knowledge of the employees.

103.3
Evaluations
The Personnel Team will prepare the forms needed to evaluate Church Staff employees and will distribute them to the Pastor and/or Session members and/or other persons they believe are in the best position to evaluate the employee.  The Personnel Team will collect the completed evaluation forms and compile a consolidated evaluation for the use of the person who will conduct the review.

103.4
Paydays
Employee wages will be paid on the 15th of the month and the last day of the month (or the last working day proceeding that day) in the Church Office by check or by other arrangement.

103.5
Service Year
Service year refers to each year of employment beginning on the date of initial hire (first day worked) and on each anniversary thereof.

103.6
Employment Date
The employment date is the date of initial hire (first day worked). The employment date does not change during continuous employment
103.7 Time Recording Policy

This Policy applies to Full-Time and Part-Time Hourly employees and their supervisors:

A. For the purpose of determining overtime (See paragraph 103.1G) and for recording time, a workweek is defined as Sunday to Saturday.

B. The Head of Staff serves as the supervisor.  Alternately, a Church Staff Member may be designated by the Head of Staff to serve as the supervisor to perform the duties specified in this policy. For example, the Children's Ministry Position may be designated to sign the Nursery Staff time sheets.

C. It is the responsibility of the supervisor to provide the church time sheet to the employee and insure compliance with this policy.  The time sheet is a paper form for the purpose of recording time worked and maintaining the record of approvals.  Once filled out and approved, these forms are to be stored in the church files until no longer needed per IRS requirements.

D. It is the responsibility of each full-time and part-time hourly employee to record regular hours, overtime hours, vacation time, holiday time, sick time and other time covered in this policy on the employee’s church time sheet each work day.

E. It is the responsibility of each full-time and part-time hourly employee to complete and sign the employee’s church time sheets at the end of the workweek.  

F. At the end of the workweek, time sheets must be submitted to the employee supervisor for the supervisor’s approval and signature. Employees on vacation or otherwise away from the church at the end of  the workweek must submit the corresponding signed time sheet on the last day they report to work of that workweek (i.e., not upon their return).

G. An explanation must be provided in writing for any changes or modifications made to an employee’s time sheet and the explanation must be initialed by the employee and the supervisor..

H. Once the time sheet is signed by the employee and supervisor, the time sheet becomes the official church record and may not be modified in any way.

I. Following signature by the employee and supervisor, all time sheets must be submitted to the Head of Staff for review, approval and signature. 

J. If, in order to complete payroll on designated paydays (see Paragraph 103.4), the Bookkeeper uses information contained in a timesheet before the end of the workweek, that portion of the timesheet must be signed by the employee and approved by the supervisor and is considered as part of the church records. The Bookkeeper may keep time records in a separate database for calculating pay. Once the Bookkeeper has completed payroll based on time records, those records may not be changed.

K. Once approved by the Head of Staff, time sheets become part of the Church Records and they are to be stored until church financial records for the year have been audited and they no longer needed per IRS requirements. 

L. Any falsification by any Church employee (including the supervisor) of any church time sheet is cause for discipline up to and including immediate termination of employment.

104
Hiring
104.1
New Positions and Vacancies
The creation of new staff positions must be approved by the Session, in consultation with the Personnel Team.  The Session will have final approval for the hiring of persons to fill vacancies in approved job positions of the church staff, although they may delegate this authority to the Personnel Team or the responsible area team.

104.2
Temporary Positions
In filling open staff positions, the option may be elected, with Session approval, to fill the position on a temporary basis, using an agency providing temporary hires, for example, and to convert the position to a permanent basis at a later date.
104.3
Required Documents/Forms
Applicants for Church Staff positions shall fill out the forms indicated below. Copies are available in the "Personnel Team Forms" notebook in the church office. Completed forms will be kept in the personnel file for the duration of employment.  In addition, an employment letter will be drafted and signed by the employee indicating the general terms of employment.  A sample can be found in the "Personnel Team Forms" notebook.

· Employment Application

· Child Care Statement

· Employment Eligibility Verification (form I-9)

· Copy of Social Security card

· Copy of Texas Drivers License

· Criminal Background Verification form

· Parent/Guardian Permission for Minor Employment (for ages 14-17)

· W-4

· Employee Emergency Contact Form

· Internet Acceptable User Form

· Employee Handbook Receipt

104.4
Offers of Employment
Offers of employment should be extended by the Session or designee by a letter that specifies at least the start date, wages and benefits offered. All offers are contingent to the approval of Session and also on the satisfactory outcome of a Child Care Criminal History Check.
105
Insurance
105.1
Worker's Compensation
The church provides worker's Compensation Insurance for all paid employees, full‑time or part‑ time, for all the time they are working.

105.2
Group Insurance
Group Insurance may be provided as authorized by the Session.
106
Expenses and Allowances
106.1
Reimbursements and Approval
Reimbursement of reasonable expenses will be made in accordance with prior written agreement, or provided the employee previously obtained authorization from the employee’s supervisor and funds are available in the budget.  Anything not originally provided for in the budget must be approved by the responsible team's chairperson and funded from other budget funds within the employee's area or be subject to special approval by the Administrative Team.

106.2
Reports and Receipts
Employees should supply receipts and an expense report or disbursement request for reimbursement of expenses and allowances.
106.3
Automobile Reimbursement
The allowable reimbursement for use of private automobile for local travel by all Church Staff members on business approved by the employee's supervisor or chair of the applicable team is the current IRS allowable rate.

106.4
Automobile Allowance
Church Staff employees may receive an automobile allowance as part of their remuneration package. IRS reporting requirements will apply.

106.5
Out of Town Travel
Requests for reimbursements for out-of-town travel expenses (transportation, lodging, meals etc.) must be considered and authorized by the employee’s supervisor and/or the Personnel Team prior to travel.

106.6
Discretionary Funds
A. Discretionary funds may be created, changed or eliminated by the Session.

B. Discretionary funds shall operate at the discretion of the person responsible (e.g. Pastor for church related expenses that are documented (e.g. with receipts).

106.7
Continuing Education Allowance
A. A Continuing Education Allowance may be established by terms of call or individual contract.

B. In accordance with Presbytery resolutions, the Continuing Education Allowance for Called clergy that is not remitted shall be accrued for up to a total of three years and that any Continuing Education Allowance that is prorated or accrued at the dissolution of the call shall be forwarded to the receiving body.

C. In order to prevent misunderstandings, Called clergy shall report to Session, at least annually, the plan for the approximate spending timing, (e.g. by quarter) and the learning objectives.  The plan need not forecast the courses, programs or items, but should encourage the timely adjustment of the Continuing Education Allowance to avoid undue unplanned payables.

D. Continuing Education Allowance for other than Called clergy that is not used shall not be carried to the following year unless approved by the Session.  In the event the employee-employer relationship between the church and any employee other than Called clergy terminates for any reason, all rights to Continuing Education Allowance terminate.

See also: 110.6 Continuing Education Leave
106.8 Cell Phone Reimbursement

The Church recognizes that each pastor must be able to carry out church business while out of the office and during non-business hours. Current technology supports use of mobile/cell phones to meet this need.

The Church will provide the following cell phone options:

· Option 1 – For a pastor who elects to use a personal cell phone for church business, the Church will pay to the pastor a fixed amount each year, divided equally into 12 months, determined by Session, to reimburse the pastor for the cost associated with use of the cell phone. Under this option, the Church will not purchase the cell phone or pay for contract renewal fees. The pastor must submit the monthly summary bill with documentation for other reimbursable expenses, but a detailed phone usage bill is not required.

· Option 2 – For a pastor who elects the Church to provide a cell phone for church business, the Church will provide a phone under a contract selected by the Personnel Committee. The bill will be sent to the Church office, reviewed by the Personnel Committee, and paid.

Notes:

· The Personnel Committee recommends the fixed reimbursement amount for Option 1 be $1200.00/year for 2012.

· Pastors can select either option, but not both. 
· A pastor selecting Option 2 may have another, personal cell phone. 
· The reimbursement of expenses under Option 1 is considered part of the Pastor's terms of call as a reimbursable item; under Option 2 the cell phone is church property and its cost is an office expense.

· Under Option 1, the pastor owns the cell phone and is responsible for its use; under Option 2, Church policies governing use of church equipment apply, except that appropriate personal use is allowed.

107
Holidays
107.1
Holidays Observed
A. The Church Staff will observe nine paid holidays per year.  The Head of Staff, in consultation with the staff, will set the holidays prior to the beginning of the year. Typically these are: 
1. New Year’s Day

2. Martin Luther King’s Birthday

3. President’s Day

4. Easter Monday 

5. Memorial Day 

6. Independence Day

7. Labor Day

8. Thanksgiving

9. Christmas Day
Generally, when a holiday falls on a Saturday, it is observed on the Friday preceding the holiday. When a holiday falls on a Sunday, it is observed on the following Monday.
B. Hourly employees that are required to work on a church holiday (e.g. custodian or nursery worker) will be paid double time on that day.

108
Scheduled Hours
108.1
Office Hours
Business hours for the Church Office will be set by the Head of Staff in consultation with the staff

108.2
Work Hours
Scheduled work hours for the Church Staff will be set by the Head of Staff in consultation with the staff and the Personnel Team.

109
Vacations
109.1
Vacation Schedule
The Head of Staff will approve and schedule all vacations for the year.  The vacation calendar is to be maintained by the Church Secretary.
109.2
Vacation Carry Over
Vacation time not taken in any one year cannot be carried over into the next year unless approved by Session.

109.3
Termination

In the event the employee-employer relationship between the church and any employee terminates for any reason, all rights to take paid vacation and paid holidays terminate. An employee should not be allowed to extend his/her termination date by using vacation benefits once he/she is no longer reporting to work.  Upon termination, employees will be paid for unused vacation on a pro rata basis.  A pro rata payment for vacation benefits that the employee would have been eligible to use in the current calendar year will be made to the employee. This payment will be calculated by taking 1/12 of the vacation benefits that the employee would have been eligible to use in the current calendar year and multiplying by the number of calendar months in the current calendar year in which the employee was on the Church’s payroll for at least one day in the month.
109.4
Those Affected
These vacation policies apply to full-time and part-time (schedule certain) Church Staff.  When vacation policies differing from these are specified in terms of call or contract, the terms of call or contract shall prevail.

109.5
Earned Vacation
Unless specified otherwise by contract or terms of call, earned vacation  benefits are determined by the length of an employee’s credited service as shown in the following schedule:
	Credited Service
	Annual Vacation Benefits

	1 through 4 years*
	80 hours/2 weeks

	5 through 9 years
	120 hours/3 weeks

	10 through 19 years
	160 hours/4 weeks

	20 through 29 years
	200 hours/5 weeks

	30 or more years
	240 hours/6 weeks


*Subject to the provisions listed below.

Employees will be eligible to use two weeks of vacation benefits at the point in time when they have both completed six months of credited service and crossed into a new calendar year. Once the employee is eligible to use these vacation benefits, the vacation benefits must be used by the end of the current calendar year. On January 1 of the following calendar year, the employee will be eligible for vacation benefits in accordance with the vacation benefits schedule set forth in the above table.
In the event that a newly hired employee completes six months of credited service prior to crossing into a new calendar year, the employee will be eligible to use one week of vacation benefits as of the completion of six months of credited service. Once the employee is eligible to use these vacation benefits, the vacation benefits must be used by the end of the current calendar year. However, if the completion of six months of credited service will occur at any time during the month of December, the employee will be allowed to use the vacation benefits beginning on December 1 of the current calendar year. On January 1 of the following calendar year, the employee will be eligible for vacation benefits in accordance with the vacation benefits schedule set forth in the above table.
For the years in which an employee will reach his/her 5th, 10th, 20th, or 30th service anniversary and will be entitled to increased vacation benefits as set forth in the schedule above, the employee does not have to wait until the actual anniversary date to qualify for the additional vacation benefits. The employee is eligible to use the additional vacation benefits on January 1 of the year in which he/she will reach the applicable service anniversary.
110
Leaves and Absences
110.1
Sick Leave

Sick Leave is designed to provide full time employees position and salary continuation in the event of illness.  Sick leave may be used for personal illness or incapacity, or for occasions that require the employee to be the primary caregiver for a member of the immediate family who is ill or incapacitated. The immediate family is defined as father, mother, sister, brother, husband, wife, son, daughter, grandfather, grandmother, grandson, granddaughter, or corresponding in-law relationships.
A. Sick Leave  benefits are determined by the length of an employee’s credited service as shown in the following schedule:
	Credited Service
	Annual Sick Leave Benefits

	6 months through 1 year**
	40 hours/1 weeks

	1 year or greater
	80 hours/2 weeks


**Subject to the provisions listed below.

Employees will be eligible to use one week of sick leave benefits at the point in time when they have completed six months of credited service.  On January 1 of the following calendar year, the employee will be eligible for sick leave benefits in accordance with the sick leave benefits schedule set forth in the above table.
After an employee will reach his/her 1st service anniversary, the employee does not have to wait until the actual anniversary date to qualify for the additional sick leave benefits. The employee is eligible to use the additional sick leave benefits on January 1.
B. A staff member or his/her designee should notify his/her supervisor as soon as he/she knows that he/she will be unable to work, but no later than the starting time of the staff member's work day. A staff member must notify his/her supervisor on each day of absence unless other arrangements have been made.

C. When a staff member has been out on sick leave for more than three (3) consecutive workdays, documentation from a health care provider must be submitted to the supervisor certifying the medical necessity for the absence and expected date of return to work.  

D. Unused sick leave time may be accrued to a maximum of 31 days.

E. In cases where sickness persists beyond the leave time available in any one year, the employee will be placed on an unpaid, inactive status with the future depending upon individual circumstances.  

F. Any sick leave accumulated at time of termination will not be paid.

110.2
Bereavement
A. In case of death of a member of parents, sibling, spouse or child, the Church Staff employee is paid for the absence from scheduled work for a period not to exceed one week.  Arrangements in such matters shall be made with the employee's supervisor.

B. In case of death of a relative other than the immediate family, the employee is paid for the day of burial plus two additional days of travel, if that much time is needed.  If the deceased relative lived in the home of the employee at the time of death, the policy for death in the immediate family will apply.
110.3
Jury Duty
A. Any full-time employee is paid for the time absent on jury or witness duty.  Any payments received from the government for such services are retained by the employee.

B. If the employee's services as a juror or witness are not required for the entire day, he/she is expected to report to the church for the remainder of the day.  He/she is also expected to report for work on any regularly scheduled workday when the court is closed for a holiday not recognized by the church.

110.4
Personal Business
Paid absences for personal business may be arranged by securing the approval of the employee's supervisor.  Excessive absences are discouraged and when such absences are not arranged in advance by the staff member, reduction in pay may result.

110.5
Extended Leave
A. Requests for unpaid leaves of absence for Church Staff due to personal business, extended illness, illness in the family, etc., must be submitted in writing and formally approved by the Head of Staff with concurrence of the Chairperson of the Personnel Team. The request must describe the nature of the situation, affirm the intention of the employee to return to work following the leave, and specify the expected return to work date.

B. Unpaid leave will not be effective until all vacation and sick leave is exhausted.

C. Accrual of other benefits (e.g. vacation, sick leave) will be suspended during an extended leave

D. The employee must give at least five days advance notice to their supervisor of his or her intention to return to work.

E. Unless an extension has been granted prior to the expiration of the leave, employment is automatically terminated if an employee does not return to work when the leave expires.

F. The Family Medical Leave Act does not apply to the church at this time due to the small number of employees
110.6
Continuing Education Leave
A. Full time employees may have paid annual leave for continuing education by Terms of Call or by Employment Contract.  Continuing Education Leave cannot be carried over into the next year unless approved by the Session. 

B. Employees that do not have annual Continuing Education Leave may receive a paid leave to attend a particular course, conference, seminar etc. that is approved by their supervisor to enhance their job related skills or knowledge.

C. It is understood that the purpose of annual study leave is to enhance competencies that are mutually beneficial to the church and the individual.  For this reason, in the case of termination of employment, for whatever reason, any unused study leave not taken will not be paid or allowed to be used after the date of termination.

D. Annual leave for continuing education for non-called staff will be submitted for approval to the Head of Staff in writing as early as possible for each occasion, and placed on the calendar by the Church Secretary.  

E. The annual leave for continuing education for called staff will be submitted to the Session for approval.

F. The area team with which the individual works and the Personnel Team should be consulted in advance of final scheduling of study leave.

See also: 106.7 Continuing Education Allowance

111
Terminations
111.1
At Will
Webster Presbyterian Church does not guaranteed employment. Except as governed by The Book of Order for Pastoral relationships, either the church or the employee can terminate the employment relationship at any time, with or without cause, with or without notice.  This Personnel Policy is not to be construed as in any way modifying the “at will” character of any employee’s employment with the church.
111.2
Exit Interview
The terminating employee's supervisor or designee shall conduct an exit interview with the employee and record the results of the interview on the church's "Employment Exit Interview" form.  Blank copies of the form are located in the "Personnel Team Forms" notebook in the church office.

112
Employee Conduct
112.1
Define Abuse, Harassment, Malfeasance, Misconduct
A. Child Sexual Abuse: refers to, but is not limited to, any contact or interaction between a child and an adult when the child is being used for the sexual stimulation of the adult person or of a third person.  The behavior between a child and adult is always considered forced whether or not consented to by the child.  For purposes of this policy, the age of adulthood is 18 years as defined by the laws of the State of Texas.

B. Sexual Harassment: refers to unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature.  These constitute sexual harassment when:
1. Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment, or their continued status,

2. Submission to or rejection of such conduct by an individual is used in the basis for decisions affecting such individual, or

3. Such conduct, having been previously declared to the offending party, has the purpose or effect of unreasonably interfering with an individual’s performance by creating an intimidating, hostile, or offensive environment based on the judgment of the affected individual.

C. Sexual Malfeasance: refers to the breach of trust expressed in deliberate physical contact with the breast, buttock or genital area within a ministerial, employment, leadership, counseling or professional relationship.

D. Abuse of the Pastoral Care or Counseling Relationship: refers to the abuse of the relationship for the pastor or counselor to permit sexual discussions to move from the clinical into the interpersonal realm.. It is never acceptable for the pastoral care or counseling relationship to include sexual contact or relationship.  This applies to all ministerial relations in which pastoral care or counseling occurs.  

Any consensual sexual relationship between a minister or counselor and a parishioner, client, student or employee is presumed to be abuse and the minister or counselor carries the burden of proof to the contrary. The control and dependency relationships of counseling and pastoral care are considered, for the purposes of this policy, to extend for two years beyond the termination of actual counseling or pastoral care and the requirements in this paragraph apply to that period as well.

E. Sexual Misconduct: refers to:
1. Child sexual abuse,

2. Sexual harassment,

3. Rape or sexual contact by force, threat or intimidation,

4. Sexual malfeasance, or

5. Abuse of pastoral care or counseling relationship.

112.2
Misconduct Policy
Sexual misconduct is a violation of the principles set forth in scripture and of the ministerial, employment, leadership, counseling and professional relationship.  Sexual misconduct is a abuse of the power of a position and is never permissible.  This policy applies to ministers, church officers, employees and lay volunteers serving in any ministry or work authorized by the church.  Any person found in violation of this policy is subject to action up to termination of employment or those actions under the Rules of Discipline, Book of Order and/or the Webster Presbyterian Church Child Protection Policy
112.3
Couple Policy
The Couple Policy applies to employees.

Relationship: for the purpose of this policy, refers to dating, flirting or physical relationships that generally extend beyond the workplace.

A. Supervisor/subordinate relationships are strongly discouraged.

1. Both parties must report the relationship to a higher officer (i.e. supervisor, Personnel Team).

2. The employment of one or both parties may be terminated if accommodations cannot be made to assure both the fact and appearance that job evaluations and favoritism in job tasks are not affected.

B. Offensive displays of public affection between employees are prohibited.

C. Problems in relationships between employees must not affect the work environment.

112.4
Dress
Employees and volunteers should dress in a manner appropriate for the type of work being performed.  The supervisor, staff activity leader or Head of Staff shall determine whether an employee or volunteer’s dress is appropriate.

Examples of inappropriate clothing include, but are not limited to, clothes, jewelry and accessories that contain suggestive or vulgar slogans or that advertise illegal products.

Task specific considerations include safety and the purpose of the task.  In general “business casual” is termed appropriate for the church office.  Other considerations are positive influence on others and respect for the worship, 

112.5
Smoking
Smoking is not allowed on site.  Webster Presbyterian Church is a smoke-free facility.

112.6
Use of WPC Equipment
Use of WPC equipment and/or the employee’s time for personal telephone calls, internet use, electronic messaging, faxing, and copying is discouraged.  All downloads and installations are prohibited except as approved by the supervisor.  WPC reserves the right to monitor the use of any and all of these and any other church equipment.  Inappropriate use will be grounds for termination.

� Approved Staffing as of October 1, 2008
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