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PERSONNEL POLICIES

THE PRESBYTERY OF LACKAWANNA

PRESBYTERIAN CHURCH (U.S.A)

01.00
PERSONNEL PHILOSOPHY IN THE WORK OF THE PRESBYTERY


The work of the Presbytery of Lackawanna is to be understood within the context of


the governing bodies of the Church as defined by the Book of Confessions and the


Form of Goverment of the Presbyterian Church (U.S.A), and within the context of


the mission of the Presbytery.


A Theology of Employment

The Presbyterian Church (U.S.A.) is a community of faith called into being by God’s


grace in Jesus Christ.  As such it is “a community of people known by its convictions


as well as by its actions.” (G-2.0100.)


a.
This community of faith celebrates creation as an on-going phenomenon of 



God in the world.  It acknowledges the sovereignty of God over the world



and the Lordship of Jesus Christ over the Church.


b.
This community of faith is made up of people called by God into a covenant



relationship.  Here gifts are recognized and used for the purposes of God.



This community of faith values the contributions of all its employees.


c.
This community of faith is a servant community.  It offers its life for the world.


d.
This community of faith is an interdependent community within which



particular responsibilities are accepted and and acted upon.


This Church is living testimony that the “God who creates life, frees those in bondage,


forgives sin, reconciles brokenness, makes all things new, is still at work in the world.”


(G-3.0300).


Implicit in Christian theology are certain basic assumptions about persons which 


should be taken into account in the Church’s employment practices if the Church is to


be faithful to its best insight.


Without such faithfulness the Church will distort its witness. Through faithfulness the


Church will make life together in work more meaningful, productive and rewarding.


The basic assumptions are inherent in the central teachings of the Christian faith 
regarding the nature of persons.  They are benchmarks which can guide the church in


its employment practices.


Persons are created in the image of God.  God is the creator;  therefore the creativity


of those made in God’s image must be recognized and protected.  A failure to allow


this creativity denies God’s creation and continual creativity through persons.


The Christian Gospel sets people free from bondage to assume responsibility for


themselves.  This means that in acceptance of this freedom a person finds worth and


dignity.  To deny the opportunity for the exercise of this freedom is to deny the worth


and dignity of the individual.


A covenant agreement is the proper expression of a mutually-agreed upon functional


order in relationships.  Employment is such an agreement in which two parties agree to


function together in a certain way to achieve an agreed upon objective or purpose.


As an employer the Church must recognize and incorporate into its particular person-


nel system these basic assumptions of faith or it risks the possibility of being unfaith-


ful to its own witness.

02.00
SCOPE AND APPLICATION OF THESE PERSONNEL POLICIES

These policies are designed to be consistent with all applicable provisions of the Form


of Government.   These policies are designed for use by the Presbytery of Lackawanna


in covenant with those employed as exempt or non-exempt staff of the Presbytery.  


Additionally, they serve as guidelines for those hired by the Presbytery or its commit-


tees to carry out portions of the mission of the Presbytery.

03.00   THE ENTITIES AND GOVERNING BODIES AS EMPLOYERS

A basic principle in the structure of the Presbyterian Church (U.S.A.) is that the 


entities and governing bodies of the Church have assigned responsibilities to enable


the Church to carry out its mission.


In order to carry out their assigned functions the entitites and governing bodies employ


staff to assist in preparing for and in implementing their decisions.


The governing bodies shall determine what entities, committee(s) or persons may 


function as a representative of the employer and when, to what extent, and with whom


such representation is appropriate.  The role of representative of the employer may 


differ in degree of responsibility, authority, numbers of employees under direct super-


vision, etc.  Each person or committee serving as the employer’s representative is in


turn responsible to the employer or to a supervisor to whom the employer’s repre- 
sentative reports.

04.00
THE COMMITMENTS UNDERLYING THESE PERSONNEL POLICIES

These personnel policies are based on commitment by the employer and the 
employees:


a.
The employer will recognize and affirm the full potential of each employee



and develop, support and used the full range of human resource potential.


b.
Employees will devote their interest and energy to their work and the goals



of the Presbytery.


c.
The basic style of the Presbytery of Lackawanna personnel system is based on



a commitment to use the full human resources available.  If reflects a manage-



ment style that is supportive in nature, seeking to secure and maintain the



cooperation of all staff who perform Presbytery responsibilities.  It is a style



of shared rights, responsibilities and accountability.


These commitments reflect an open partnership in which objectives are shared and


in which both employer and employee acknowledge their responsibilities to each other


and their shared task.


04.01
Employer Rights


a.
to establish basic work goals consistent with the purpose of the




Presbytery;



b.
to establish an overall structure designed to best accomplish the basic




goals;



c.
to establish and administer a personnel system which can meet the




personnel needs of the structure;



d.
to establish position descriptions and qualifications for particular




functions and determine who are qualified and/or qualifiable to




perform such functions;



e.
to establish and administer processes for compensation, career




development, benefits, working conditions, promotions, transfers,




dismissals, and other phases of employment;



f.
to expect employees to be productive in their assigned functions;



g.
to provide necessary discipline.


04.02
Employer Responsibilities


a.
to be faithful to the purpose of the Presbytery;



b.
to provide opportunities for employee participation in administration




of the personnel system, allowing adequate time during regular working




hours for such participation;



c.
to assure that policies and administration of the personnel system are




consonant with the rights of the employee;



d.
to provide adequate and equitable compensation to employees;



e.
to assist the employees in meeting their career goals and objectives in a




manner consistent with the interests of the employer;



f.
to conduct for all employees regular performance reviews and evalua-




tions which relate their work objectives to the goals of the Presybtery,




and which give them an opportunity to participate in evaluating their




own performance in relation to these objectives;



g.
to provide equitable benefits and working conditions for the general




welfare and well being of all employees;



h.
to establish and maintain open communication with employees on 




matters concerning their welfare and the Presbytery’s interests;



I.
to establish and administer a process which provides for the hearing




and resolution of complaints and grievances;



j.
to provide a work place that is safe and secure.


04.03
Employee Rights


a.
to receive adequate information from which to develop and an under-




standing of their role and function in the structure of the Presbytery;



b.
to receive regular information on the quality of their performance;



c.
to have as much control as possible over their own career development;



d.
to be kept informed of proposed changes in personnel policies and pro-




cedures in order to provide input into the process;



e.
to have working conditions that promote the general welfare and 




encourage productivity;



f.
to receive adequate compensation and other benefits under a fair and




open process.


04.04
Employee Responsibilities


a.
to give their best possible performance in their assigned functions;



b.
to understand their role and function in the context of the goals of




the Presbytery.



c.
to provide requested representation to, and participate fully in, any




committee or group on which employees are given representation;



d.
to take initiative so that employee opinion is presented to any 




appropriate forum dealing with the personnel system;



e.
to make suggestions on the improvements of operations;



f.
to act in accordance with the employer’s rules and regulations.


04.05
Common Responsibilities


The partnership style of employer/employee relationships is dependent upon



acceptance of hte necessity of employer and employee to be responsible to 



each other in the exercise of their respective responsibilities.

05.00
PRINCIPLES FOR THE DEVELOPMENT AND ADMINISTRATION OF


PERSONNEL POLICIES AND PROCESSES

The following principles will guide in the development and administration of all 


personnel policies and processes:


05.01
Equal Employment Opportunity


The Presbytery will carry out employment practices without discrimination



in the areas of race, color, national origin, sex, age, marital status, sexual



orientation, creed, religious affiliation or disablity in accordance with 



all applicable portions of the Form of Government.

05.02
Compensation


The Presbytery through its Personnel Committee in consultation with



Budget and Finance will establish a process wherein the individual employee’s



compensation is determined on the basis of job evaluation, equitable salary



scales and increments determined in light of economic factors.  Such a process



will include interpretation of the salary program to employees.


05.03.
Reimbursement of Expenses


The Presbytery will establish and administer a process wherein authorized 



expenses incurred by employees in the performance of their work assignments



are reimbursed after approval through an adequate, uniform voucher system.


05.03
Carreer Development


The Presbytery will establish and administer a process of career development 



which affords employees the opportunity for acquiring new skills/knowledge,



and/or refresh old skills/knowledge, consonant with the need of the Presbytery.



Employees may receive assistance through financial grants and needed time



away from the job to participate in employer approved training programs.  



Career development will be part of their annual review.


05.05
Benefits


The Presbytery will establish benefits in consultation with employees for 



medical services and insurance, pension coverage, vacations, special leaves,



etc., consonant witht he goals and financial capacity of the Presbytery.


05.06
Quality of Work Life


The Presbytery will establish and administer a process wherein the employee is



assured of equitable working hours, necessary equipment to perform tasks, 



pleasant working conditions, etc., to the extent these are feasible within the



goals and financial capacity of the Presbytery.


05.07
Complaints and Grievances


The Presbytery will establish and administer a process that will ensure all



employees a fair and equitable opportunity for quick resolution of work



problems, including the hearing and resolution of misunderstandings and



complaints that may arise in the administration of the personnel system.


05.08
Communication


The Presbytery will communicate to all employees the personnel policies



and procedures pertinent to their employment including the identification



of the offices, persons, or committees involved in the administration and



oversight of the system.

06.00
PERSONNEL POLICIES


06.01
Determination of Personnel Guidelines and Policy


Personnel policies are determined by the Presbytery Personnel Committee



and reviewed and approved by the Presbytery.


06.02
Equal Employment Opportunuity


It is the policy of the Presbyterian Church (U.S.A.) that in all of its govern-



ing bodies it will not discriminate in employment policy and practices and



will promote equality of opportunity in all aspects of employment.  Govern-



ing bodies will be guided by the mandate of the Form of Government, the



various policies of the General Assembly, the Equal Pay Act of 1963,



Title VII of the Civil Rights Acts of 1964, trhe Age Discrimination in 



Employment Act of 1967 and related laws and executive orders of state



and local authority.



All employment policies and practices will be administered without discrimi-



nation gbased on race, color, sexual orientation, creed, religious affiliation



(except where religious affiliation is determined to be a bona fide occupational



qualification), national origin, gender, age, marital status or disability.

06.03   Affirmative Action


The Presbytery will be guided by the affirmative action guidelines in the



Presbyterian Form of Government.

06.04
Personnel Manual


Employees shall have access to a Presbytery Personnel Manual which shall



contain:  Staff Rationale, Position Descriptions, names of the persons on the



Personnel Committee, Personnel Policies, and other documents pertinent to



employment.


06.05
Unemployment Insurance Statement


The Presbytery as a not for profit organization does not participate in the



Commonwealth’s Unemployment Insurance program.


06.06
Employee Personal Public Witness


It is the policy of the Presbyterian Church (USA) to value the creativity and



integrity of its staff and reaffirm the right of employees to exercise freedom of



conscience.



All persons employed by the Presbyterian Church (USA), when they are work-



ing as or holding themselves out as Presbyterian Church (USA) employees are



expected to give a full and fair representation of the Presbyterian Church 



(USA) in matters of policy, social witness statements, or theological or doctri-



nal positions.  However, the possibility of personal dissent from a policy of the



Presbytery, Synod or General Assembly and as articulated by any of its entities



or the possibility of making a personal public witness is not precluded by em-



ployment with the Presbyterian Church (USA) and is a reasonable expression



of freedom of conscience.



Because public actions or expressions of personal belief may affect not only the



work environment but also the Presbyterian Church (USA) at large, employee



personal public witness is subject to the following guidelines:



a.
When making a personal public statement, an employee shall make it




clear that he or she is speaking for himself or herself and not speaking




for the Presbyterian Church (USA) or its entities.



b.
When making a personal public witness, an employee shall not make




reference to his or her employee status.  If questioned, the employee




may acknowledge employed status without using that status to make a




claim of authority.  Accordingly, it is not permissible for an employee




making a personal statement to use professional stationery, claim




expertise by virtue of employment with the Presbyterian Church (USA)




or to hold press conferences on Presbyterian Church (USA) property.



c.
It is permissible, however, for persons employed by the Presbyterian 




Church (USA) to identify their personal church affiliation while making




a personal public witness.  Thus, it is permissible for a Presbytery, Synod, 
                                    or General Assembly staff member to claim membership in a 




particular congregation or governing body.



d.
Employees must inform their supervisor and the appropriate governing




body, when appropriate, of their personal public witness or dissent.



e.
In the event an employee feels that he or she cannot carry out necessary




job functions for reasons of conscience, the employee may request a




change of assignment or may exercise his or her right to resign the 




position.



In certain circumstances, employees may be required, as part of work responsi-



bilities, to accomplish work on issues currently in opposition to Presybytery,



Synod or General Assembly policies around which there is a controversy.  This



may involve research, production of resources, or planning of or participation



and events.  When acting within the scope of their employment responsibilities,



employees are protected from disciplinary action related to the provisions of 



this policy.  


06.07   Family Medical Leave Act of 1993


The Presbytery, as an employer with less than fifty employees, is exempt from 



the Family Medical Leave Act of 1993. 

07.00
EMPLOYMENT CATEGORIES, TERMINOLOGY AND PROCEDURES


07.01
Employer


The employer of all presbytery staff is the Presbytery of Lackawanna, a 



legal corporation in the Commonwealth of Pennsylvania.  The presbytery,



in consultation with the appropriate governing bodies, will have the 



authority to employ, appoint, call, terminate, provide compensation and



benefits and direct the work of its staff.


07.02
Non-Exempt and Exempt Categories


In accordance with the Fair Labor Standard Acts there are exempt and



non-exempt positions with respect to overtime.



Non-exempt:  Persons employed in non-exempt positions shall be compensated



for hours worked in excess of 40-hours a week.  Overtime pay is at the rate of



one-and-a-half times the regular hourly rate.



If the normal week for a non-exempt position is less than 40 hours a week, all



hours worked up to 40 hours a week will be paid at the regular hourly rate.



However, compensatory time off, i.e., one hour for each hour worked, may be



given in lieu of payment for hours worked in excess of the normal work 



schedule but less than 40 yours a week.



Non-exempt staff may be asked to take special assignments such as facilitating



registration and arrangements at presbytery events, in which case arrangements



for compensation or compensatory time will be made by the Presbytery Execu-



tive.



Exempt:  Person employed in exempt positions are not paid overtime wages



for hours worked either in excess of normal work schedule or 40 hours per 



week.  Such employees are expected to manage their schedules so that they



can have a minimum of one day off each week, but absences from regularly



scheduled work must be approved by the supervisor.


07.03
Ministers of the Word and Sacrament


In accordance with federal and state statutes and Church policy, all Ministers



of the Word and Sacrament are considered self-employed persons (exempt)



engaged in the exercise of their ministry and are not subject to withholding of



certain taxes.  They are, however, included in all other policies which apply to



“employees” except where excluded by federal or state law.


07.04
Elected Staff


Certain staff are elected by appropriate governing bodies in accordance with



the provisions of Form of Government and/or in accordance with guidelines 



adopted by the governing body.


07.05
Non-Exempt Staff


The Personnel Committee, in conjunction with the Presbytery Executive will



be responsible for the filling of non-exempt positions in keeping with the



Affirmative Action guidelines of the General Assembly.


07.06   Term Employment


Term employment is defined as those employed for a specific period of time of 



not fewer than three months and not more than two years, which shall auto-



matically expire at the end of that period  unless terminated earlier because of



resignation, retirement, or involuntary termination at the will of either party.



A term employee may be exempt or non-exempt, lay or ordained.



A term employee may be treated in the same manner as a regular full-time or



part-time employee in terms of benefits, time off and salary action dependent



upon the agreed condition of employment.  If a term employee is hired as a



regular starr, his/her term employment is considered credited service in compu-



ting entitlements to benefits that were included in the condition of employment.



All term employment appointments will be acknowledged in a written, signed



agreement that will include the conditions of employment, length of employ-



ment, and a statement that will set forth that the relationship is not that of a



regular employee.  The agreement will also contain a provision that either



party may terminate the relationship upon two weeks’ notice.  Preparation and



processing of all signed agreements related to term employment is the respon-



sibility of the Presbytery Executive in consultation and with the approval of



the Personnel Committee.



Extentions to this policy can be granted under the following circumstances:



a.
When the project (job) is specifically spelled out for a specified period 


of time and is beyond two years.



b.
When funds have been appropriated for more than two years.



c.
When the position is clearly not a regular full-time position.


07.09
Volunteers


It is the policy of the Presbyterian Church (USA) to provide opportunities for



persons to serve the church on a non-compensated part-time basis.  These 



persons may work in one of two capacities:



a.  Adjunct Staff:  Occasionally, Employers may need services but special



financial circumstances of the Employer preclude financial compensation.



Persons who are recruited and offered work as adjunct staff are treated as



employees except that they are part-time and do not receive compensation.



While they do not receive wages, they may be reimbursed for normal expenses



and/or receive other benefits at the discretion of the Employer. 



Records of adjunct staff will be maintained as for regular employees.



b.   Volunteers:   Persons who volunteer to help out on an occasional part-time



basis with no expectation of payment are considered volunteers.  These per-



sons are not filling staff roles and are not eligible for any of the benefits of



regular or term employees or adjunct staff.



Volunteers must provide basic identification data before they begin work.



Volunteers working with children are required to provide additional informa-



tion as required by the Employer’s policies and/or by law.

08.00
TERM OF OFFICE

08.01
Tenure


Unless an employee is elected for a specific period of time or has a contract of



employment, all employment is of indefinite term.


08.02
Elected Staff


Elected Staff may be elected for a specific term or for an indefinite period, 



at the discretion of the Synod.

08.03
Appointed Exempt Staff


Appointed exempt staff who are not term employees will serve for indefinite



periods unless there are particular programmatic to budget reasons for



specific term appointments.


08.04
Non-Exempt Staff


Non-exempt staff shall serve for an indefinite period unless otherwise 


            determined in advance of employment.


08.05
Employment at Will


When not contravened by state law, employment is at will and may be 



terminated at any time with or without notice by either employee or the



employer for any reason except discriminatory reasons.

09.00
COMPREHENSIVE PERSONNEL PLAN

09.01
Structure and Organization


The Presbytery shall have an organization chart that displays the names of



committees and task forces, identifying relationships requiring staff support.


09.02
Staff Rationale


The Presbytery shall have a statement of the Presbytery’s mission and the



purposes of each entity served by staff.


09.03
Position Descriptions for Presbytery


A position description shall be maintained for each exempt and non-exempt



position of the Presbytery.  These descriptions shall be developed using a



format authorized by the Personnel Committee.



Position descriptions should be kept current through review and alteration



whenever significant change(s) in the position responsibilities are evident.



Ample opportunity shall be given for the employee to participate fully in



this process.


09.04
Authorization to Fill Positions


Following consultation as called for in the Form of Government, all new and



vacant exempt positions shall be validated or revalidated by the Presbytery



Personnel Committee and approved by the Presbytery before candidates are



sought.


09.05
Evaluation of Performance


All persons in exempt positions shall be evaluated annually by the Personnel



Committee.


09.06
Modification of Work Within a Position Description


In order to enable exempt persons to make use of their skills and to increase

            their potential abilities, position descriptions or titles may be modified by



mutual agreement between the Personnel Committee, the Presbytery when



appropriate, and the person.


09.07
Recruitment and Selection


All job opportunities will be posted internally and advertised externally 



through the appropriate bodies of each governing body and/or other 



appropriate means, such as churchwide and secular advertising.



Exempt staff shall be elected in accordance with the provisions of the Form



of Government and the Affirmative Action guidelines of the Presbyterian 



Church (USA).


09.08
Terms of Call and Appointment


All exempt staff shall be provided with a written call.  In compliance with



Form of Government,  the call of a minister of the Word and Sacrament shall



be submitted to the minister’s presbytery for approval.


09.09
All Calls


All written calls will contain wording that will indicate the intent of the 



employer to honor the terms of a call except in case of a failure of the em-



ployee to  perform satisfactorily or in the case of a change in the structure or



function (in which case adequate notice and assistance in relocation will be 


given.)

10.00
OTHER EMPLOYMENT PRACTICES


10.01
Probationary Employment


The first three (3) months of employment of non-exempt personnel are con-



sidered a probationary or trial period, giving the employee and his/her super-



visor an opportunity to evaluate interest and qualifications for the position



under actual working conditions.  Prior to regular employment a performance



appraisal is prepared and discussed with the employee by his/her supervisor



and/or the Personnel Committee.  When all requirements for regular employ-



ment are completed satisfactorily and approved, regular employment shall



begin with the next pay period.


10.02
Nepotism


To affirm and facilitate equal opportunity for all employees and employment



candidates, care will bed exercised in the employment and assignment of 



persons who are direct relatives or members of the same household of people



in the Church’s employ.



However, individuals shall not be employed by or through the involvement of



direct relatives or members of the same household, and they shall not be



assigned to a position where a direct relative or member of the same household



is in a position to influence the employee’s salary, promotion, or other aspects



of personnel practice.


10.04
Sexual Harassment


It is the policy of the Church to maintain a work place free of any form of 



sexual harassment or sexual intimidation from any Church employee, including



supervisors, volunteers or elected persons or from non-employee work 



contacts.  Any form of sexual harassment is unacceptable behavior within the



work place and it is subject to appropriate disciplinary action.



Sexual harassment includes, but is not limited to, unwelcome and unsolicited



sexual advances, requests for sexual favors, discriminatory tormenting based 



on gender and other undesired verbal, visual, or physical conduct of a sexual



nature.  In particular, sexual harassment occurs if:

· submission ot any kind of sexual harassment is an explicit or implicit term 


                  or condition of employment’

· submission to, or rejection of, sexually harassing behavior is used as the 

                  basis of employment or other personnel decisions affecting the recipient of       
                  the behavior;

· sexual harassment has the purpose or the effect of unreasonably interfering 


                  with the recipient’s work performance or creating an intimidating, hostile 

                  or offensive work environment.



Any Presbytery employee who believes in good faith that there has been a 



violation of this policy should report the perceived violation as soon as 



possible to the Presbytery Executive and/or the Personnel Committee Chair.



If the matter cannot be resolved between the parties involved, the Presbytery



Executive or the Personnel Committee will proceed according to the Sexual 

           Abuse Policy adopted by the Presbytery of Lackawanna. (11-99)



The Presbytery will take no adverse action against any employee who in good



faith complains of sexual harassment and will protect such employee against



reprisal from other employees to the extent possible.  


10.05
Conflict of Interest


No employee shall accept any gift, gratuity, grant service or any special favor

            from any person or persons or businesses that provide or receive goods and



Services  or that seek to provide goods or services to or from the Presbytery.

            However, minor courtesies such as luncheons, diners or similar arrangements



in connection with business discussions may be received.



In addition, if an employee is called upon to participate in a decision in which

            the interests of the employer conflict with her or his personal interests, the



employee should abstain from participating in the decision.



All employees shall avoid even the appearance of conflict of interest, special

            interest, or any other inappropriate conduct.  If an employee discovers that



he/she may be in a position of conflict of interest, she/he shall immediately



report this conflict to his/her supervisor.


10.06
Privacy


The Presbytery shall establish procedures necessary to guarantee the confiden-



tiality of medical and employment records in accordance with the privacy 



guidelines established by the General Assembly.


10.07
Alcohol and Drug Use in the Work Place 



The use, possession, manufacture, dispensation or distribution of alcohol and



illegal drugs inall church work locations is prohibited.  No employees may 



report for work impared by a substance, drug or alcohol.


10.08
Reasonable Accomodation


The Employer will make reasonable accommodation for the known physical

            or mental limitations of qualified individuals with disabilities unless to do so



would impose an undue hardship on the Employer.


10.09
Solicitation and Distribution


It is the policy of the Presbyterian Church (USA) to ensure productive work



environments where employees and program operations may function 



without disruption.



Employees may not advertise services, solicit another employee, or collect



from another employee while either employee is on work time.  “Work time”

            is defined as all time on the premises other than before and after work, 



at meal periods and break times.


10.10
Weapons in the Workplace


It is the policy of the Presbyterian Church (USA) to prohibit the possession,



use, or display of anhy type of weapon, including concealed weapons, on the



Employer’s premises.



Violation of this policy may result in immediate dismissal.

11.00
SALARY ADMINISTRATION

11.01
Philosophy and Principles


Compensation of Presbytery staff will be guided by the underlying principles



as outlined in “A Theology of Compensation” adopted by the 200th General



Assembly (PCUSA, 1988) and “Guidelines for Pastoral Compensation” 


            adopted by the Synod in 1989.



The Presbytery is committed to salary administration which will provide:



fair pay for work performed;  incentive for personal achievement and growth;



and flexibility to meet changes in organization, functions, positions and



personnel over a period of time.  Salary levels will be maintained in a manner



which results in their being consistent,  responsive to changes in economic


indices and in keeping with the Presbytery’s goals for mission and ministry.


11.02
Salary Review and Increments


Salaries will be reviewed annually by the Presbytery Personnel Committee.



In consultation with the Budget and Finance Committee, individual salary



changes may be made based on performance, or considerations relative to



changes in responsibilities.  Length of service alone is not considered a valid



reason for an increase.  Any salary adjustments given to all employees will



be given at the beginning of calendar year.


11.03
Availability of Salary Information


The Presbytery shall report salaries being paid exempt positions in its 



minutes annually, with changes in terms of call for  Ministers of Word and 


Sacrament reported to Presbytery as per The Form of Government.


11.04
Housing


Under the Internal Revenue Code, an ordained minister may exclude from



his/her gross income for tax purposes, if it is designated in advance, any



housing allowance paid as part of his/her compensation when that allowance

            is used for:



a.
Rent of a home;



b.
Purchase of a home, including down payment, mortgage, legal fees for


            searching title, installment payments, interest, taxes, fire and home 




liability insurance premiums, repairs, etc.



c.
Running expenses of a home, other than costs of food and domestic




help, such as utilities, house furnishings, attached garage, sidewalks,]


            front and back yards.



The Internal Revenue Service ruled that an ordained minister may exclude



from his/her gross income “only an amount equal to the fair rental value of



the home, including furnishings and appurtenances such as a garage, plus



the cost of untilities” or can exclude “the amount of compensation used for:



(1) furnishings, running expenses and real estate taxes to the extent they do



not exceed the fair rental value, and (2) utilities.”



By October 1 of each year each ordained minister staff person of the



Presbytery will complete and submit a request for an appropriate housing



allowance for the coming year.  Based on this data the Presbytery will



approve specific amounts to be designated for housing allowance for the



up-coming calendar year.



If the total amount designated for housing allowance is not fully used for



housing it is the employee’s responsibility to include the balance in gross



income in computing tax liability for the year in which received.


11.05
Honoraria


In general, honoraria received for services that are considered part of a



person’s position description should be a) refused or b) remitted to the



Presbytery.  Honoraria received for services unrelated to the person’s



position description may be retained. 

12.00
CAREER OPPORTUNITIES

12.01
Career Planning


All employees will be given an annual opportunity to review and determine



their short and long term career goals and objectives.


12.02
Annual Consultation


Annually, all employees should review with the Personnel Committee their



career progress with specific attention to:



a.
the employee’s skills and knowledge in the light of his/her current




assignment



b.
potential opportunities fo rthe employee within or beyond the structure




of the Church



c.
specific skills and knowledge which will be required in reaching those




opportunities



d.
programs by which those skills can be gained or refreshed.



This review should be an integral part of the employee’s annual review and



evaluation.


12.03
Definition of Study Leave


Study leave is an educational program for exempt staff in professional and 



personal development for spiritual and intellectual stimulation and enrichment.



Study leave is provided from the date of employment, with specifics included



within the Terms of Call for each position.



Purpose of Study Leave


Staff study leave should be a long range professional/personal development



program and should:



a.
Provide long range skill development related to the position.



b.
Include opportunities for exploring the insights in biblical interpreta-


            tion, theology and ethics and other areas to expand one’s understand-




ing of the church and its current and historic life.



c.
Provide spiritual and intellectual stimulation and enrichment in order




that the staff member may become more effective and creative in 




function in the position.



d.
Include opportunities for personal development, both career and full




development of human potential.



e.
Study leave is not to be used for severance time or pay.


12.04
Initiative Regarding Study Leave


The Call to each exempt staff member provides up to two weeks annual study 



leave with pay, cumulative to three years or six weeks maximum.  Study leave



is not automatic but is directly related to career goals and objectives.  There-



fore it is granted only upon the initiative of the staff member, agreed to by the



supervisor and requested and approved by the chair of the Personnel
 

           Committee.
13.00
PERFORMANCE REVIEWS

All annual and comprehensive reviews shall be conducted in accordance with the


policies outlined in this document.


13.01
Annual Performance Review


An annual performance review and evaluation will be conducted for both



exempt and non-exempt staff.  Evaluations should be done honestly and fairly,



and in relation to the work of similarly situated employees.  They should be



documented in writing.  The annual review of staff with the authority to 



employ personnel wil be in accordance with the Form of Government and



will include an EEO review.


13.02
Comprehensive Review


A comprehensive review and evaluation will be conducted for all exempt



staff at least every five years.  The Synod Personnel Committee will participate



in the review of the Executive Presbyter.  A comprehensive review/evaluation



of any staff with authority to employ personnel will include an EEO review.


13.03
Corrective Action


It is the policy of the Presbyterian Church (USA) to maintain standards of 



employee performance, attendance, and conduct which allow the Employers to



fulfill their missions.  The goal of corrective action is to assist an employee to



achieve an acceptable level of performance, attendance, or conduct.



The determination of appropriate corrective action is within the discretion of 



the supervisor;  however, to ensure consistent and fair treatment of all em-



ployees and to protect the Employer and the supervisor from liability, the



Employer should consult with the Personnel Committee, appropriate legal



counsel, or other appropriate resources to determine the history of corrective



action for specific actions or performance problems and to assist in determining



the appropriate action for individual circumstances.



To insure fair and equitable treatment of all employees, the following elements 



should be part of any corrective action:



a.
the employee should be informed of the unacceptable performance or 




conduct and advised of the consequences of continued unacceptable




actions/performance.



b.
if appropriate, an action plan should be developed with the employee 




to resolve the problem;



c.
the supervisor should prepare a report in writing of any corrective




action;  this report will be retained in the employee’s personnel file;



d.
the employee may respond in writing and have the response placed in




the employee’s personnel file.



Examples of corrective action include verbal warnings, written warnings, or



suspensions.



Failure by the employee to respond to a plan for corrective action may result



in further actions up to, and including, dismissal.



All corrective actions must be administered in a nondiscriminatory manner in



compliance with the Presbyterian Church (USA) policies on equal opportunity



employment and affirmative action.

14.00
SEPARATION PRACTICES


The term “separation” shall refer to any termination of the relationship between 



an employee, exempt or non-exempt, and the Synod.   Separation shall be 



operative in the Presbytery without discrimination based on race, color, sex,



national origin, age, ordination status, or handicap as defined by the law.


14.01
Voluntary Resignation


Voluntary choice of separation freely made by the employee may take place



after one month’s written notice for exempt employees or two weeks notice


for non-exempt employees.  Notice is to be given to the staff person’s 



supervisor with a copy to the Executive.  Vacation pay is forfeited if notice



is not given.  When the Presbytery Executive resigns, the written notice shall


be sent to the Personnel Committee, the Moderator of Council and the Synod



Executive.  Staff will be paid the cash equivalent of their unused earned vaca-



tion at the official date of separation.  No severance allowance will be pro-




vided.  Staff who resign should make arrangements to leave the job from which



they have resigned within three (3) months, unless special arrangements have



been made with the Executive and the Personnel Committee.


14.02
Termination Without Prejudice


An employee’s employment may be terminated by the employer for reasons 


other than those enumerated under Dismissal for Cause in .05.  Termination



without prejudice will be made upon the recommendation of the supervisor



with the written approval of the Executive.


14.03
Reduction of Force ; Reduction of Regular Positions




When it becomes necessary to make a reduction in the work force, written



notice to all regular staff announcing the reduction and reasons for it will be



issued by the Presbytery Executive.



Reduction of force will be accomplished in a manner that best preserves overall



organizational effectiveness.  It will be based on objective criteria such as job



performance, individual experience and qualifications, need for specific skills 


and experience, and the number of people with similar skills.  Staff members



with outstanding performance ratings and exceptional qualifications should be



the last to be affected by a reduction in force, giving appropriate consideration



to affirmative action commitments and the Age Discrimination in Employment



Act of 1976.



The steps in the termination process will be:



a)
a moratorium on the hiring of new staff;



b)
affirmative action and age discrimination analysis,



c)
employee performance and qualification analysis,



d)
formal notice of termination from the Executive,



e)
completion of appropriate termination procedures.



If a position or similar position calling for similar qualifications is reinstated



within a period of two years, the individual who was previously employed in



the position will be contacted and considered.


14.04
Suspension


If unacceptable behavior (e.g., insubordination, harassment of other employees,



apparent involvement in dishonest or unethical acts, etc) requires removal from



the work place, the supervisor of that employee may suspend the employee, 



pending verification and evaluation of the circumstances.  The employees shall 



be informed of the intended length of the suspension.



Suspension without pay may be invoked by the supervisor, in circumstances 



where an offense has been clearly established requiring disciplinary action but



not warranting immediate dismissal.  Normally suspension will be invoked 



after verbal and written warnings are issued to employees regarding inappro-



priate conduct on the job.  Suspension shall be considered to be a warning to



the employee that repetition may subject the employee to dismissal.



Consultation between the employee and the immediate supervisor should



precede suspension.  Notice of the reason for the suspension must be given



to the employee in writing.



The suspended employee shall be notified in writing o fher or his right to use



the complaint procedure as outlined in these policies and shall have the right



to defend her or his position with or without an advocate.  If the employee



decides to use an advocate, it will be at the employee’s expense.



Prior to all actions of suspension of employees by supervisors, consultation



with the Personnel Committee Moderator will precede the decision to suspend.


14.05
Dismissal for Cause


Dismissal for cause may take place by written notice from the Presbytery 



Executive or the person acting on her/his behalf giving specific reasons for



termination.



Notice must be given or pay in lieu of notice of one month for exempt



employees or two weeks for non-exempt employees.  No severance allowance



will be paid but employees who are dismissed will receive the cash equivalent 


of their unused earned vacation.



The reasons for dismissal for cause shall include but not be limited to:



a.
unsatisfactory performance



b.
insubordination in the line of assigned duties



c.
neglect in the care and use of Presbytery property and funds



d.
sexual harassment or misconduct



e.
repeated, unexcused absence and/or repeated absences or tardiness



f.
illegal, dishonest or unethical conduct



g.
repeated failure or refusal to observe employer policies



Discharge of an employee is always considered to be an action of last resort 



taken after remedial measures have proven ineffective or when the employee’s



conduct is such as to preclude further employment.  Written documentation is



required prior to recommendation for dismissal unless immediate dismissal is



considered to be necessary for the safety of persons or property. Dismissal is



subject to the complaint procedure as outlined in these policies.


14.06
Retirement


The Presbyterian Church (USA) Pension and Benefits Plan provides retirement



benefits for those enrolled in the plan.  (See the provisions of the plan for 




further information.)  Those not enrolled in the plan and participating in some



other plan as per contractual arrangement at the time of hiring shall follow 



guidelines provided by said arrangement.



a.
Early Retirement



An employee may retire as early as age 55 but with reduced retirement




benefits.  (See provisions of the plan for further information.)



b.
Transition to Retirement



Employees who wish to plan for a gradual transition to retirement are




encouraged to explore with the Presbytery Executive possibilities for




alternative responsibilities, part-time responsibilities, special project




assignments, or other arrangements that would be beneficial to the




employee and the employer.


14.07
Disability


Disability is to be temporary or permanent separation due to physical or mental



inability to function on the job.  The decision to grant leave shall be made by 



the Personnel Committee in consultation with the Executive, based on the



recommendation of a physician or physicians and subject to the final approval



of the Presbytery.


14.08
Disabling and Life-Threatening Injuries and Illnesses


It is the policy of the Employer to provide support for individual employees



who may be facing the trauma of disabling, life-threatening, or catastrophic 



illness or injury.



As a general principle, the Employer recognizes that an employee facing such



trauma may wish to engage in as many of her/his normal pursuits as her/his



condition allows, including work.  As long as such an employee is able to meet



acceptable performance standards and medical evidence indicates that her/his



condtion is not a direct threat to oneself or others, managers should be sensi-



tive to her/his conditions and ensure he/she is treated consistently with other



employees.  If such an employee is able to work, that employee is expected to



be productive;  if that employee cannot work, then he/she may be eligible for



health and disability benefits as specified in these policies.



As with any disabling condition, the Employer will make reasonable accomoda-



tions for an employee with a known disability unless to do so would impose an



undue hardship on either party.


14.09
Death in Service


When the death of a member of the Presbytery staff occurs, the spouse, 



dependents, shall receive death benefits as provided by the Board of Pensions,



or by any other arrangement contractually agreed upon.

15.00
COMPLAINT PROCEDURE

For the purpose of this policy, a complaint or grievance is an alleged violation of an 


approved personnel policy or practice, or of an applicable State or Federal Law not


adequately dealt with in these policies or practices.


In order to deal promptly and fairly with all complaints or grievances, the following


steps are to be taken:


15.01
Preliminary Complaint Procedure


Prior to filing a formal written grievance, several preliminary steps are taken.



a.
The complaining party must first discuss his/her problem with the



Presbytery Executive.



b.
If not satisfied with the Presbytery Executive’s action the complaining




party is to address his/her concerns with the Personnel Committee




Chair, who will seek to resolve the issue in consultation with all parties




involved.


15.02
Formal Grievance Procedure


if informal efforts to resolve a grievance have failed, a formal grievance may be



be filed submitting a written statement to the Chair of the Presbytery Personnel



Committee, with a copy to the Presbytery Executive.  Formal grievances must



be filed within forty-five (45) days of the alleged grievance.



a)
The Chair of the Presbytery Personnel Committee shall call a meeting 




of the Presbytery Personnel Committee, which shall review the 




grievance with all parties concerned.  It shall make a determination of




the grievance.



b)
If the complainant is dissatisfied with the decision of the Personnel




Committee, the person may file an appeal within fifteen (15) days to




the General Council of the Presbytery.  The General Council, in




consultation with all parties concerned, shall make the final determi-




nation.  It shall supply all parties concerned with its decision in




writing.


15.03
Written Records


A written record of all decision arrived at in all meetings shall be kept.



Letters of decision from the Personnel Committee or the General Council



shall contain a provision for the complaining party to indicate his/her



acceptance or rejection of the decision.

16.00
BENEFITS


16.01
Social Security


All personnel are covered by the Federal Old Age and Survivors Act



(Social Security).  Ordained staff are considered self-employed, and taxes



are not withheld or paid for them.


16.02
Pension



Terms of Call for professional staff require enrollment in the Presbyterian



Church (USA) Pension Plan, for which dues are paid by the Presbytery.



Arrangements with non-exempt staff are negotiated at the time of employment.


16.03
Health Insurance


The Board of Pensions provides major medical coverage for its members under



the provisions of the Plan.  Supplemental Medical Insurance may be provided



by the Presbytery as part of the Terms of Call.



Arrangements with non-exempt staff are negotiated at the time of employment.


16.04
Long Term Disability


a.
An employee may be eligible for long-term disability benefits as a




participating member of the Benefits Plan of the Presbyterian Church 




(USA)  Eligibility for Long Term Disability benefits under the plan




commences after 90 days of off-the-job disability.



b.
The long-term disability benefits are in the amount of 60 percent of




the member’s effective salary on the date disability began as provided in




Section 11.3 of the Plan.


16.05
Vacation


A vacation with pay is provided for all regular employees for rest, refreshment,



relaxation, health and work effectiveness.  Vacations are not cumulative and 



must be used within the calendar year except when special provision have been



made with the approval of the Personnel Committee.



Vacation periods are specified in Terms of Call for exempt staff and in



contractual arrangements made at the time of employment with non-exempt



staff.


16.06
Holidays


The holidays for the staff of the Synod of The Trinity ordinarily are:



New Year’s Day



Martin Luther King, Jr.’s Birthday



President’s Day



Good Friday



Memorial Day



Independence Day



Labor Day



Veterans’ Day



Thanksgiving Day



Day after Thanksgiving



Christmas Eve



Christmas Day



Afternoon before New Year’s Day



*One floating Holiday



*Normally the floating holiday shall be designated for the coming year by



December 31 of the preceding year.



When a holiday falls on a Saturday or Sunday, it will be observed as a holiday



on the nearest Friday or Monday respectively.  When a holiday occurs during



an employee’s vacation or sick leave, the employee will be granted an off-



setting day off.


16.07
Sick Leave


a.
Employees accumulate one (1) day per month of service with pay for




personal illness or accidents.  Sick leave for part-time employees




accumulate in proportion to hours worked.



b.
Ninety (90) sick leave days may be accumulated.  Sick leave benefits




accumulated will be recorded by the staff assigned to keep these 




records.



c.  
Sick leave benefits are designed as an allowance in the event one is 




unable to work due to personal illness or accidents and is not to be




construed as time off for personal business or vacation.



d.
Appropriate notification arrangements shall be negotiated between the 


Presbytery Executive and the staff.


16.08
Workers’ Compensation Insurance


All employees in all locations shall be covered by Workers’ Compensation 



Insurance, if provided for by and in accordance with the laws of the 



commonwealth.


16.09
On-the-Job Travel Accident Insurance


All employees on Presbytery business are covered under the provisions of



the Presbytery insurance policy.


16.10
Leaves of Absence - With Pay


Leaves of absence with pay are provided under the following circumstances,



with the approval of the Presbytery Executive or Personnel Committee:



a.
For a regular training period of U.S. Armed Forces (up to two weeks)



b.
For jury duty (up to two weeks)



c.
For marriage of an employee who has been with the Presbytery for




one year or longer (up to three (3) days.)



d.
For personal or family emergencies or for other personal business 




which cannot be cared for outside working hours (up to 2 days 




annually.)



e.
In case of death in the immediate family (husband, wife, parent, 




parent-in-law, child, grandchild, sibling, grandparent) the employee




will receive full pay for absence from the day of death up to and




including the day after burial.  Normally, leave should not exceed four




working days.  Time lost to attend a funeral locally may be counted




as personal or family emergency leave in consultation with the




Presbytery Executive and/or Personnel Committee Chair.



f.
For parental leave as provided in 16.12 below.


16.11
Leaves of Absence - Without Pay


Leaves of absence without pay are provided only with the approval of the



Presbytery Executive in consultation with the Presbytery Personnel Committee

Ordinarily, pension dues will not be paid by the Presbytery for leaves



of absence without pay.


16.12
Parental Leave


An employee shall be allowed parental leave, with pay, a maximum of two



weeks prior to and six weeks following the birth of or the adoption of a 



child or children.



This may be expanded by an additional period up to three months, if



medically authorized, with accumulated sick pay, vacation pay, or



without pay.  The particulars for each employee shall be discussed 



within the term of employment.



Upon completion of parental leave, the employee is expected to return to



his or her position.

17.00
INTERIM AND ACTING STAFF


At the direction of the General Council, the Employer may provide continuity of


adminstrative and/or program services when a vacancy occurs by appointing an


interim or acting person, if necessary and appropriate, to serve until the position is


filled or abolished.  In the case of the Presbytery Executive, the Synod Executive


and Synod Personnel Committee will be consulted.


The recruitment and selection of an interim or acting person shall be in accordance


with the provisions of the Book of Order and the practices of the Employer.  As in


all employment situations, such employment will be administered


Eligibility to Fill Position on Regular Basis

Interim or acting employees temporarily filling exempt positions are not eligible to


apply for or be considered for filling the position on a regular basis.


Interim or acting employees temporarily filling non-exempt positions may apply for


and be considered for filling the position on a regular basis.


This policy is applicable to all positions whether filled by full-time, part-time, ordained


or non-ordained personnel.

18.00
PART-TIME EMPLOYEES

Part time employees are those who are employed to work less than the full weekly 
schedule.  If they are not temporary employees and are employed at least twenty hours


a week they are eligible for the following benefits in proportion to the hours worked:


a.
Holiday pay in proportion to hours worked.


b.
Jury duty pay (up to two weeks’ leave annually).


c.
Salary increases.


d.
Regular pay up to 40 hours; time-and-a-half pay over 40 hours in any work



week for non-exempt employees.


e.
Vacation and sick pay in proportion to hours worked.


f.
Workers’ Compensation if provided for by and in accordance with the law of



the commonwealth.


g.
Social Security participation.


h.
Severance allowance in proportion to hours worked.


I.
Participation in the Presbyterian Church (USA) pension plans to the extent



permitted for part-time employees by the plans.


If a part-time employee is later placed on a full-time basis, prorated credited service


will be given from the first day of his/her part-time employment for purpose of sick


leave, vacation and other benefits.

19.00
BENEFITS FOR TEMPORARY EMPLOYEES

Those employed for a short period, usually less than three months, are not paid for


holidays, sick leave, or other leaves, and do not earn vacation leave during their


temporary employment. They are not eligible for pension plans or other health


benefit entitlements.  If they work more than the normal weekly work schedule,


they will be paid at the regular rate for hours up to 40 hours per week, and time-and-


a-half for above 40 hours in the case of non-exempt employees. If a temporary
            employee joins the regular staff, her/his temporary employment is not considered as


credited service in computing entitlements to vacation and other benefits.

