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Westwood Baptist Church

PERSONNEL POLICY AND PROCEDURES HANDBOOK

INTRODUCTION TC  "INTRODUCTION" \l 1 . 

The local church is a body of believers who have banded together in their common faith to perform the ministry of sharing the gospel of Christ, worshipping God, and building up the body as well as the individual believer.  From the body, certain individuals are led by the Holy Spirit to provide leadership, exhibit certain talents and gifts, and to minister and equip the other members of the body.  This leadership can be categorized by two distinct groupings; the paid staff member and the volunteer XE  "volunteer"  leader.   These policies and procedures are developed and promulgated to provide uniform administration of the employment of those individuals who are paid by the church for their leadership and ministry.  It will be the responsibility  XE  "responsibility " of each individual staff member to become familiar with the handbook as well as applicable federal, state, and local regulations concerning personnel employment practices.  This personnel policies and general procedures handbook applies  XE  "applies " to all employees and is intended to provide guidelines and summary information about the church’s personnel policies, procedures, benefits and rules of conduct.  It is obviously not possible to anticipate every situation that may arise in the workplace or to provide information that answers every possible question.  As a result, the church reserves the right to modify XE  "modify" , supplement, rescind XE  "rescind" , or revise  XE  "revise " any policy, benefit, or provision at any time, with or without notice XE  "notice" , as it deems necessary.  This Handbook, dated March 28, 2002, is subject to interpretation by the Church, which interpretation shall be binding.  This Handbook supersedes all prior Handbooks or policy statements regarding the Church’s general employment policies.

I.
EMPLOYMENT  TC  "EMPLOYMENT " \l 1 
It should be the policy of Westwood Baptist Church to employ in paid positions those ministers and staff as designated by the Constitution/Bylaws of Westwood Baptist Church and other positions as deemed appropriate in its sole discretion.  All paid employees should be professing Christians and active members XE  "active members"  of evangelical, Christian churches.  All full-time and part-time ministry and professional personnel shall be or become members  XE  "members " of Westwood Baptist Church, Olympia, WA.

All employees of the church ARE EMPLoYED AT WILL (EXCEPT THOSE WITH WRITTEN CONTRACTS TO THE CONTRARY), AND THE CHURCH EXPRESSLY RESERVES THE RIGHT TO TERMINATE ANY EMPLoYEE AT WILL, WITH OR WITHOUT CAUSE, IN ITS SOLE DISCRETION. LIKEWISE, AT WILL EMPLOYEES MAY ALSO TERMINATE THEIR EMPLOYMENT RELATIONSHIP WITH THE CHURCH AT ANY TIME, WITH OR WITHOUT CAUSE.

NOTHING CONTAINED IN THIS HANDBOOK IS INTENDED TO BE PART OF THE EMPLoYMENT RELATIONSHIP OR AGREEMENT BETWEEN THE CHURCH AND ANY EMPLoYEE.  THIS HANDBOOK IS SIMPLY A STATEMENT OF THE CHURCH’S GENERAL POLICIES AND SHOULD NOT BE CONSTRUED AS AN IMPLIED AGREEMENT OR PROMISE OF SPECIFIC TREATMENT OF ANY EMPLoYEE.

NO OFFER OF EMPLoYMENT AND nO STATEMENT OR REPRESENTATION IN THIS HANDBOOK OR IN ANY OTHER PUBLICATON, OR MADE BY ANY CHURCH EMPLOYEE SHOULD BE CONSTRUED AS A PROMISE OR GUARANTEE OF PERMANENT EMPLoYMENT.  FURTHERMORE NO PROVISION IN THIS OR ANY OTHER EMPLoYMENT POLICY STATEMENT CHANGES THE TERMS OF THIS AT WILL POLICY.  IN ADDITION, NO CHURCH ADMINISTRATOR OR REPRESENTATIVE HAS THE AUTHORITY TO CHANGE THIS AT WILL EMPLoYMENT RELATIONSHIP EXCEPT IN WRITING SIGNED BY THE EMPLoYEE, APPROVED BY THE ELDER COUNCIL AND SIGNED BY THE CHURCH’S ELDER BOARD CHAIRMAN.
Employee Descriptions

A.
Full-time Employees TC  "Full-time Employees" \l 2 

 XE  "Full-time Employees" 

Full-time are those employees who are regularly scheduled to work a minimum of 30 hours each week on a regular basis.

B.
Part-time Employees TC  "Part-time Employees" \l 2 

 XE  "Part-time Employees" 

Part-time are those employees who are regularly scheduled to

1.
Work 20 or more hours per week, but not full time, are eligible for sick and vacation time benefits.

2.
Work less than 20 hours per week and are not eligible for sick and vacation time benefits.

C.
Temporary Employees TC  "Temporary Employees" \l 2 

 XE  "Temporary Employees" 

Those employees hired for and/or regularly scheduled to work less than 180 days in the fiscal year.

D.
Nonexempt Employee TC  "Nonexempt Employee" \l 2 

 XE  "Nonexempt Employee"  


Employees are nonexempt employees under the Federal Labor Standards Act (“FLSA”) and the Washington Minimum Wage Act. (“WMWA”).

E. Hourly Employee TC  "Hourly Employee" \l 2 

 XE  "Hourly Employee" 
Employees are paid based on a rate per hour worked. Covered employees shall be paid for all hours worked in a workweek.  In general, “hours worked” includes all time an employee must be on duty, required to be on the employer’s premises, or required at any other prescribed place of work.

Hourly employees may not volunteer  XE  "volunteer " to work in the same area in which they are employed.

F. Salaried Employee TC  "Salaried Employee" \l 2 

 XE  "Salaried Employee" 
Employees who are paid a salary for a regular or specified number of hours a week.

G. Exempt Employee

Employees are exempt employees under the Federal Labor Standards Act (“FLSA”) and the Washington Minimum Wage Act. (“WMWA”). As a general rule, executive and administrative personnel are exempt, including pastors.

Overtime Policy XE "Overtime Policy" 
Nonexempt XE  "Nonexempt"  employees

 
Nonexempt XE  "Nonexempt"  employees are eligible to receive overtime XE  "overtime"  pay, if applicable, in accordance with the provisions of state and federal law.  Employee is subject to WMWA and therefore due overtime for each hour worked in a workweek in excess of 40 hours.  Employee must keep a time card and record all time worked.  Wages may not be less than minimum wage.  Wages can be calculated by dividing the salary by the maximum number of hours the employee worked in a workweek.  Salary will not be affected should the hours worked fluctuate, either more or less than the hours specified. 

Exempt Employee TC  "Exempt Employee" \l 2 

 XE  "Exempt Employee" 
Exempt employees are not covered by the overtime provisions of state and federal law and are therefore not eligible for overtime pay.  Employees employed in bona fide executive, administrative, professional and outside salesmen positions are not covered under the WMWA pursuant to RCW 49.46.010 (5) (c).

Westwood Baptist Church is committed to full compliance with the federal immigration laws; and will not knowingly hire or continue to employ anyone who does not have the legal right to work in the United States.

As a condition of employment, employees will be required to provide documentation verifying their identity and legal authority to work in the United States.

If an employee is not at least 18 years old XE  "18 years old" , he/she is required by law to provide a valid Work Permit XE  "Work Permit"  before he/she will be allowed to work.  The employment of minors XE  "employment of minors"  is restricted by the terms and condition of the Work Permit, as well as the provision of state and federal law.

Relatives  XE  "Relatives " of employees may receive the same consideration as any other applicant for a job opening and should not be accorded preferential treatment in employment matters.  However, related employees may not be permitted to work in the same department or under the direct supervision of each other because of employee morale, security, or other legitimate business reasons.  In addition, the Church may require a related employee to transfer or resign if there is a conflict of interest or management problem of supervision that cannot be resolved in the sole discretion of the Church.

II.
PERFORMANCE OF DUTIES TC  "PERFORMANCE OF DUTIES" \l 1 
It is the policy of Westwood Baptist Church that the terms of employment XE  "terms of employment"  should be understood and agreed to prior to official recognition of acceptance.  At the time of employment, the position description for the job should be reviewed. 
It should be the policy of this Church that all individuals except the Senior Pastor XE  "Senior Pastor"  will have some designated supervisor  XE  "supervisor " who may have the responsibility for the directing, coaching, and evaluating the individual employee's performance.

Job Performance Evaluation TC  "Job Performance Evaluation" \l 2  

1.
Each employee of the church may be evaluated at least annually by his/her supervisor  XE  "supervisor"  for job performance.  Evaluations may occur more often at the Church’s sole discretion. The Senior Pastor XE  "Senior Pastor"  may be evaluated by the Elder Board XE  "Elder Board" .  The purpose of this evaluation  XE  "evaluation "  includes, but is not limited to, the following: 

a.
Improve relationships between supervisor and the particular employee.

b.
Promote growth and development in job responsibilities. 

c.
Provide an accepted forum on the part of the employee and the Church for a candid discussion of job performance XE  "job performance" . 

d.
Provide an objective basis to change unsatisfactory performance and recognition of exceptional performance. 

2.
The standard by which employee performance may be measured is the individual's position description XE  "position description"  and any other performance objectives as set forth by the Church in its sole discretion. 

3.
Employee performance evaluation should be carried out using the Personnel Evaluation and Review Form XE  "Personnel Evaluation and Review Form" .  The supervisor should forward completed evaluations to the Church Administrator XE  "Church Administrator"  prior to 1 March, if possible, of each year.  Evaluations may be completed following the instructions on the form.  Employee/supervisor XE  "supervisor"  conferences should occur prior to the signature by the employee on the form.  The employee’s signature does not mean the employee agrees with the evaluation.  It is simply an acknowledgment that the employee reviewed the completed form.

III.
TERMINATION  TC  "TERMINATION " \l 1 
A.
Resignation TC  "Resignation" \l 2  


Employment is with the mutual consent XE  "mutual consent"  of the employee and the church. Consequently, both employee and the church have the right to terminate  XE  "terminate " the employment relationship at any time, with or without cause or advance notice.     

The Church expects any employee to give the Church two weeks written notice of intent to resign. XE  "resign"    The employee should be paid for any unused vacation earned in that calendar year XE  "calendar year" . 

B.
Termination TC  "Forced Termination" \l 2  


The Church retains the right to terminate any employee at any time, with or without cause, in its sole discretion. 
IV.
PERIODS OF WORK TC  "PERIODS OF WORK" \l 1 
A
Office Hours TC  "Office Hours" \l 2 

The Senior Pastor may schedule office hours for exempt employees.  Hours may be flexible depending upon the criteria of the position.    Office hours XE  "Office hours"  for nonexempt support staff may be designated by the Church Administrator XE  "Church Administrator"  in cooperation with the individual's immediate functional supervisor XE  "supervisor" .  Normally, full-time nonexempt office staff should work from 8:00 a.m. to 5:00 p.m. daily Monday through Friday.  Working hours of part time office staff and other similar positions may vary by the needs of the position and may not conform to designated church office hours or weekly schedule. Employees must be given a ten (10) minute break during each four hours worked and a minimum thirty (30) minute lunch break when working more than five (5) continuous hours.
B.
Holidays TC  "Holidays" \l 2 

All employees of the church working 20 hours or more should receive paid holidays  XE  "holidays " on the following specified days:  New Year's Day, Martin Luther King Day, President's Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day and Christmas Day.  One personal day may be taken at the employee’s discretion with prior supervisor approval. 

To be eligible for holiday pay XE  "holiday pay" , employees must be available to work their last scheduled workday before the holiday and their first scheduled workday after the holiday.  


If a holiday falls during an employee's approved vacation period, the employee should receive holiday pay, and should not be charged for a vacation day on the day the holiday is observed.


Employees on leave of absence for any reason are not eligible for holiday pay on holidays that are observed during the period they are on leave.


Employees working less than 20 hours per week are not eligible for holiday pay.

C.
Absences TC  "Absences" \l 2 

Absence from work with a continuation of employee benefits should be granted employees after the third month of employment in the following circumstances: 

1.
Generally, employees working less than half time (less than 20 hours per week) are not eligible for absence benefits  XE  "benefits " unless these are specifically granted.  All leave must be approved in advance in the sole discretion of the Church (except as otherwise required by law).
2.
Unplanned Absences: 

Consideration should be granted employees for certain unexpected and/or emergency absences in the sole discretion of the Church  XE  "absences" . 

a.
Absence due to death  XE  "death " of immediate family or household: 


Immediate family is defined as spouse, children, sibling, parents, and parent of the spouse, grandparents or stepparents.  The employee may be paid for the absence from work for a period not to exceed three days to attend the funeral of a member of their immediate family. If additional time is needed, up to five (5) days of sick leave time may be used.   Any other supervised approved absences due to death should be without pay.  The Administration Committee must approve any additional paid absence in its sole discretion XE  "Administration Committee" . 

b.
Absence due to legal responsibility (Civic Duty) 


Up to two weeks time may be granted with pay for civic responsibilities XE  "civic responsibilities"  such as jury duty.  XE  "jury duty"  .   If an employee's obligation does not require the full workday, then the employee is expected to report to the church for the remainder of the day. Personnel who are called for civic responsibilities in excess of two weeks should be retained in an employment status; however, base salary XE  "base salary"  shall be suspended until the individual returns.  Additional paid absence must be approved in advance by the Administration Committee in its sole discretion XE  "Administration Committee" .  XE  "Administration Committee" 
c.
Absence due to sickness 

(1) Sick Leave 


Illness requiring absence from regularly assigned duties shall be reported and recorded by the Church Administrator or designee by 9:30 a.m. each day the individual is absent from work.  The individual must provide to the Church Administrator information concerning the date they expect to return.  Under normal conditions, sick leave XE  "sick leave"  may be used only for the employee's illness XE  "illness" , medical appointments and the illness of a spouse or dependent child. 
(2) Sick Pay Allowance


Absence from work may be granted with full benefits based upon the following schedule: 

a)
Employees with less than three months will not be granted sick leave. 

b)
Employees working less than twenty (20) hours per week shall not receive sick leave.

c)
Employees who have worked more than ninety (90) calendar days and work twenty hours or more per week should receive one  (1) day sick leave per month.

d)
Employees with ninety (90) calendar days to two years of continuous service may accumulate up to a maximum of 21 days of sick leave. 

e)
Employees with two to five years of continuous service may accumulate up to a maximum  XE  "maximum " of 56 days of sick leave. 

f)
Employees with more than five years of continuous service may accumulate up to a maximum of 84 days of sick leave. 

g)
After all sick leave benefits have been used, then continued absence may be charged against any accumulated annual vacation. 
h)
Sick leave that has accumulated during the employee's tenure  XE  "tenure " is forfeited without pay upon termination, whether by the employee or the Church.
i)
Employees may donate up to two days per year to a sick bank XE  "sick bank" .  The Administration Committee may use days from the sick leave bank to grant additional sick leave for any employee who is out of sick leave.

j)
Employees who accumulate the maximum benefit allowed will not earn additional sick pay benefits until their accumulated total has been reduced below the maximum.  Thereafter, sick pay benefits will only be earned up to the maximum amount.

k)
Unused sick pay XE  "Unused sick pay"  benefits may not be used for personal time off or as additional vacation.

l)
Employees who receive sick pay benefits may be asked to provide medical verification.  

j) 
Sick leave carries over from year to year.

d. Inclement Weather TC  "Inclement Weather" \l 2 . 


In the event of severe weather conditions XE  "weather conditions" , employees may not be expected to come to work.  It will be the responsibility of their immediate supervisor XE  "supervisor"  to determine whether weather conditions may cause a risk to employee travel or safety.  When work is terminated due to inclement weather XE  "inclement weather" , all employees scheduled to work during the period of the workday canceled may be granted time off with pay.  Employees who choose to not come to work because of poor weather conditions or who arrive late may be charged annual leave if their immediate supervisor has determined that the Church will conduct business despite the poor weather conditions.

3.
Planned Absences TC  "Planned Absences" \l 2  

Absences from the workplace at the request of the individual employee may be granted as authorized by these general procedures: 

a.
Absences due to personal business TC  "Absences due to personal business" \l 3  


Employees who desire to leave the office for short periods may do so as granted by their immediate supervisor.  A one day absence may be granted by supervisors per year for personal business XE  "personal business"  (IV B).  Such absences must be coordinated in advance through the Church Administrator XE  "Church Administrator" .  Periods of absence due to personal business that extend beyond one day require the employee to utilize vacation leave. 

b. 
Absences for Sabbatical Leave TC  "Absences for Sabbatical Leave" \l 3    


Sabbatical Leave XE  "Sabbatical Leave"  may be available for pastoral staff.  See Appendix A for details. 

c.
Absence due to Church related business TC  "Absence due to Church related business" \l 3  

(1) 
Conferences for Pastor’s or Directors XE  "Conferences" : conventions XE  "Conventions" , seminars XE  "Seminars" , workshops,  XE  "Workshops"  revivals, campaigns, leadership conferences, training sessions, camp leadership XE  "camp leadership" , etc. Two weeks, which may include two Sundays, annually should be allowed away from the church.  Absences may be approved by the Senior Pastor XE  "Senior Pastor"  and Administration Committee at least two weeks in advance XE  "Administration Committee" .  Requests for such absences  XE  "absences " must include dates, costs, and specific training or ministry objectives. 

(2)
Training for any staff: Attendance at weekday training sessions XE  "training sessions"  conducted by the denomination XE  "denomination" , state, association or other recognized instructional agencies may be authorized by the Senior Pastor or his designee as the needs of the church dictate.  Requests for such absences must include dates, times, costs, and specific training or ministry objective at least one week in advance XE  "Administration Committee" .

d.
Absences due to vacation TC  "Absences due to vacation" \l 3  


Westwood Baptist Church should grant paid vacations  XE  "vacations " annually.  Schedules for vacation periods shall be coordinated by the Church Administrator XE  "Church Administrator"  and approved by the Senior Pastor.  Vacation periods may be granted based upon the church calendar XE  "church calendar"  and the individual's desires.  When scheduling absences, sufficient staff must be present daily to adequately carry out the functions of ministry and operation of the church in the sole discretion of  XE  "Administration Committee" Church  XE  "Administration Committee" .

e.
Accumulation of vacation leave TC  "Accumulation of vacation leave" \l 3 
Employees are encouraged to use all vacation during the 12 month period after it has been earned.  Employees who accumulate the maximum  XE  "maximum " benefit allowed will not earn additional vacation until their accumulated total has been reduced below the maximum.  Thereafter, vacation will only be earned up to the maximum amount. Employees must use vacation leave in 4 hour increments. Vacation time does not carry over from year to year.

f.
Earning vacation leave TC  "Earning vacation leave" \l 3 

Employees who have worked more than ninety (90) calendar days and work twenty hours or more per week should earn vacation on their anniversary date XE  "anniversary date" , based on their length of continuous service with the church.  An employee's anniversary date corresponds to the month and day the employee was hired.


Employees working less than twenty (20) hours per week do not receive vacation leave XE  "vacation leave" .


Employees who have worked more than (90) calendar days and work twenty hours or more per week should earn vacation leave as follows: 

Length of continuous Church service
Vacation allowance



0 - 5 years
Two weeks 



6-10 years
Three weeks 



11+
Four weeks 

A day of vacation is interpreted to mean a working day. 

g.
Conflicts to vacation schedule XE  "vacation schedule" : 


Conflicts in scheduling of vacation time may be resolved with preference being given to the person with the greatest seniority or in the sole discretion of the Church. 

4.
Lunch/Rest Breaks TC  "Lunch/Rest Breaks" \l 2  
A one-hour unpaid lunch break XE  "lunch break"  is provided for all employees.  Scheduling of the lunch break is the responsibility of the employee's direct supervisor XE  "supervisor" .  

Employees shall be allowed a 30 minute meal period XE  "meal period"  during any five -hour or more work shift.   Meal periods shall be on the employee’s time unless the employee is required by the employer to remain on duty on the premises or at a prescribed work site in the interest of the employer. 


No employee shall be required to work more than five consecutive hours without a meal period. 


Employees working three or more hours longer than a normal work day shall be allowed at least one 30 minute meal period prior to or during the overtime XE  "overtime"  period. 


Employees shall be allowed a rest period XE  "rest period"  of not less than 10 minutes, on the employer’s time, for each 4 hours of working time.  Rest periods may be scheduled as near as possible to the midpoint of the work period.  No employee shall be required to work more than three hours without a rest period. 


Where the nature of the work allows employees to take intermittent rest periods equivalent to 10 minutes for each 4 hours worked, scheduled rest periods are not required. 

5.
Personal Leave TC  "Personal Leave" \l 2  - a leave of absence for a compelling personal reason that is not medically related. 


Employees who have completed at least one year of continuous service at the Church may submit a written request for a personal leave XE  "personal leave"  of absence, without pay, for any length of time up to a maximum of six weeks.  Written requests must state the reason for the leave, as well as the beginning and ending dates. 

Requests for personal leaves may be granted at the sole discretion of the church, based on the facts and circumstances surrounding each individual request. 


Employees who return to work at the end of a personal leave will normally be returned to their former job classification if an opening exists or, if there is no such opening, they may be considered for a comparable position if one is available. 

6.
Pregnancy Disability Leave TC  "Pregnancy Leave" \l 2  - a leave of absence for a disability related to an employee's pregnancy XE  "pregnancy" , childbirth XE  "childbirth" , adoption XE  "adoption" , or related medical condition. 


Employees may submit a written request for a pregnancy leave of absence, without pay, for the length of any pregnancy-related disability, usually six to eight weeks.

Requests for pregnancy leaves may be granted to employees who present a physician's written statement that certifies the need for the leave and estimates the length of time the employee will be unable to work due to the disability. 


Although the Church is not able to guarantee reinstatement  XE  "reinstatement " in their previous position in all cases, employees on pregnancy leave who return to work immediately following the end of an approved leave with a physician's written release verifying that they are able to safely perform their duties may normally be returned to the same job they held immediately prior to their leave or, if that position has been eliminated, a comparable position if one is available. 

7.
Medical Leave TC  "Medical Leave" \l 2  - a leave of absence for an employee's non-occupational illness or disability, other than pregnancy, childbirth, or related medical condition. 


Employees who have completed at least one year of continuous service at the Church may submit a written request for a medical leave XE  "medical leave"  of absence, without pay, for the length of any disability, up to a maximum of three months. 

Requests for medical leaves may be granted in the Church’s sole discretion to eligible  XE  "eligible " employees who present a physician's written statement XE  "physician's written statement"  that certifies the need for the leave and estimates the length of time the employee will be unable to work due to the disability XE  "disability" .  At any time during a medical leave of absence, an employee may be asked to provide medical evidence of disability. 


Although the church is not able to guarantee reinstatement  XE  "reinstatement " in all cases, employees on medical leave who return to work immediately following the end of an approved leave with a physician's written release verifying that they are able to safely perform their duties may normally be returned to their former job classification if an opening exists or, if there is no such opening, they may be considered for a comparable position if one is available. 

The following general provisions apply to all leaves of absence: 

1.
A request for an extension of a leave of absence XE  "leave of absence"  must be made in writing prior to the expiration date of the original leave, and when appropriate, must be accompanied by a physician's written statement that certifies the need for the extension. 

2.
Failure to return to work on the first workday following the expiration of an approved leave of absence may be considered a voluntary termination XE  "termination" .
3.
Employees will not accrue length of continuous service XE  "continuous service"  for the portion of a leave of absence in excess of 30 days. 

4.
Employees on leave of absence XE  "leave of absence"  will be subject to lay off on the same basis as employees who are actively at work. 

5.
Employees on leave of absence must communicate with the Church on a regular basis, at least once each month, regarding their status and anticipated return to work date. 

6
Employees who falsify the reason for their leave of absence may be subject to disciplinary action, up to and including possible termination. 

7.
All leaves of absence must be approved in advance, in writing, by the Administration Committee XE  "Administration Committee" .

V.
CONDUCT TC  "CONDUCT" \l 1 
A.
Personal Demeanor TC  "Personal Demeanor" \l 2  

All personnel at Westwood Baptist Church, whether volunteer XE  "volunteer" , part-time XE  "part-time" , or full-time XE  "full-time" , must recognize the leadership example that must be required of them.  While no specific dress code XE  "dress code"  is required, individuals should dress cleanly and appropriately for the task they are accomplishing.  Beyond the external aspects of the individual's demeanor XE  "demeanor" , the staff member should be positive in attitude and Christian in service.  Staff personnel are in the people business.  The client  XE  "client " is the member and non-member that each will encounter daily, both in the Church and in the community.  Staff members of Westwood Baptist Church are expected to set the example of Christian ministry and lifestyle. 

B.
Public Relations TC  "Public Relations" \l 2  


The Senior Pastor XE  "Senior Pastor"  will be the spokesperson  XE  "spokesperson " for the Church in all matters of publicity  XE  "publicity " or official comment.  No employee will originate or release any news which is concerned with the policies, doctrines, procedures, convictions, finances, or activities of the Church for use in newspapers XE  "newspapers" , radio XE  "radio" , television  XE  "television " or any other medium of communication.  All such inquires will be referred to the Senior Pastor.  Any publicity release XE  "publicity release"  must come from the Senior Pastor XE  "Senior Pastor"  and under his or the Church Administrator XE  "Church Administrator" 's signature. 

C.
Confidence TC  "Confidence" \l 2 
 
Matters relating to members and non-members private and personal lives should not be made a matter of public discussion or disclosure XE  "disclosure" ; nor should the general operations of the church office, financial office, or records XE  "records"  office be discussed outside the working environment of that office.  All staff members, paid and volunteer XE  "volunteer" , full-time and part-time are expected to use the utmost tact and discretion in carrying out the functions of their position.  Queries by individuals concerning operations of the church, its finances, or its members should be directed to the Senior Pastor or the Church Administrator XE  "Church Administrator" . 

VI.
WORK RULES AND PERFORMANCE STANDARDS TC  "WORK RULES AND PERFORMANCE STANDARDS" \l 1 

Employment is with the mutual consent XE  "mutual consent"  of the employee and the church. Consequently, both employee and the church have the right to terminate  XE  "terminate " the employment relationship at any time, with or without cause or advance notice.

A.
Harassment TC  "Harassment" \l 2 

The Church is committed to providing a work environment that is free of discrimination XE  "discrimination" .  In keeping with this commitment, the church maintains a strict policy prohibiting unlawful harassment XE  "harassment" , including sexual harassment XE  "sexual harassment" .  It is important for you to understand that jokes, stories, cartoons, nicknames, and comments about appearance may be offensive to others.


Sexual harassment of employees by supervisor XE  "supervisor" s, co-workers, or vendors is prohibited.


Violation of this policy may result in disciplinary action XE  "disciplinary action" , up to and including termination XE  "termination" .

B.
Alcohol, drugs, and controlled substances TC  "Alcohol, drugs, and controlled substances" \l 2 

The use, sale, transfer, possession, or being "under the influence" of alcohol XE  "alcohol" , illegal drugs XE  "drugs" , or controlled substances when on duty, on church property, or in church vehicles XE  "church vehicles"  is prohibited.  In addition, off duty conduct which may adversely affect the reputation or interests of the Church in its sole discretion is prohibited.  "Under the influence" for the purpose of this policy, is defined as being unable to perform work in a safe or productive manner, and/or being in a physical or mental condition which creates a risk to the safety and well being of the affected employee, other co-workers, the public, or church property as determined by that person’s supervisor.


All employees may be subject to drug testing at any time.


Employees using prescription drugs must notify their supervisor if the medication may affect their behavior or performance.


Violation of this policy may result in disciplinary action, up to and including termination.

C.
Outside activities TC  "Outside activities" \l 2 

Full time employees are prohibited from engaging in outside employment XE  "outside employment"  without the prior written approval of the Senior Pastor XE  " Senior Pastor " .  In addition, all employees are prohibited from engaging in outside employment, private business, or other activity, which might have an adverse effect on, or create a conflict of interest with, the church in its sole discretion. 

D.
Access to church property TC  "Access to church property" \l 2 

It is important that the church have access  XE  "access " at all times to church property, as well as other records XE  "records" , documents, and files.  As a result, the church reserves the right to access employee offices, work stations, computers and other electronic devices, filing cabinets XE  "filing cabinets" , desks XE  "desks" , and any other church property at its discretion, with or without advance notice or consent.

E.
Business expense reporting TC  "Business expense reporting" \l 2 

Employees may be reimbursed for all approved business-related expenses XE  "expenses" , upon submission of accurate and receipted expense reports to the church.  Employees are requested to submit these reports within sixty (60) days of incurring the expense to ensure proper accounting and prompt reimbursement XE  "reimbursement" .

F.
Use of church telephones TC  "Use of church telephones" \l 2 

From time to time it may be necessary for employees to make and receive personal calls on church phones.  However, these calls should be limited to no more than 5 minutes in length, and should be made, whenever possible, during scheduled break and meal periods.  Employees are expected to use good judgment and common sense when it comes to personal phone calls XE  "phone calls" .


Employees who violate this policy may be subject to disciplinary action XE  "disciplinary action" , up to and including termination XE  "termination" .

SALARY PLAN TC  "SALARY PLAN" \l 1  

1.
GENERAL POLICY TC  "GENERAL POLICY" \l 2 
A.
Responsibility TC  "Responsibility" \l 3 

At the time of employment, the Administration Committee XE  "Administration Committee"  may determine benefits and establish any other terms of employment.  This agreement may be placed in writing and signed by the employee and the Church Administrator XE  "Church Administrator" .  The employment agreement XE  "employment agreement"  form may be kept in the employee's file XE  "employee's file." .

 
The Administration Committee should assign a job description prior to the consideration of employment.  Employees may be hired based upon the requirements of the position and not the personal merits of the individual.  If the position calls for an undergraduate degree, the individual may not be placed in a higher classification simply because they have a doctorate. 

B.
Pay Periods TC  "Pay Periods" \l 3  


Employees should be paid once a month on the last day of the month.  If the payday falls on a Saturday, then payment shall occur on Friday.  If the payday XE  "payday"  falls on Sunday, then payment shall occur on Monday.  When the payday falls on authorized holidays XE  "holidays" , payment may occur on the nearest regular workday as determined by the Church Administrator.

Hourly employees must keep a time card and record all time worked.  Time cards are to be signed by their supervisor before they are turned in to the church bookkeeper.

C.
Transfers and Promotion TC  "Transfers and Promotion" \l 3  


When an employee moves from one position within the staff structure to another through transfer  XE  "transfer " or promotion XE  "promotion" , the employee's compensation  XE  "compensation " may be adjusted commensurate with the position at the sole discretion of the Administration Committee XE  "Administration Committee" .

D.
Pay Freeze TC  "Pay Freeze" \l 3  


Employees are expected to perform in their position in a satisfactory manner. Whenever an employee is producing at a marginal or unsatisfactory level, the Administration Committee XE  "Administration Committee"  may choose to prevent the employee from receiving any increases in pay XE  "pay" , including increases due to cost of living XE  "cost of living" , for a specified period of time.  During periods when pay has been frozen, tenure XE  "tenure"  is also frozen and the period is neutral time for the purposes of determining future pay increases.  In no case are salary increases or bonuses promised or guaranteed by the church.

E.
Overtime XE "Overtime" 

 TC  "Overtime" \l 3 

Non exempt employees are entitled to receive minimum wages and payment of overtime for hours worked over 40 hours in a work week.  Overtime pay means 1.5 times the employee’s normal hourly rate.  The church’s work week (7 consecutive 24 hour periods) begins at 12:00 am on Sunday and ends at 12:00 PM Saturday night.  


All hours worked in excess of a non exempt employee’s normal schedule must receive written advance authorization from their supervisor.


“Comp” time or paid time off in lieu of overtime pay will generally not be permitted, except in the following circumstances:

1.
The nonexempt employee specifically requests “comp” time.

2.
The nonexempt employee receives paid time-off at one and one-half times all hours worked over 40 hours in the work week; and

3.
The nonexempt employee takes the “comp” time off during the same pay period in which it is earned.

Exempt employees are not eligible for overtime XE  "overtime" .

F.
Personnel Records TC  "Personnel Records" \l 3 

Upon request, employees may be allowed to review personnel records XE  "personnel records"  that have been used to determine their qualifications for employment, promotion, compensation, termination, or other disciplinary action.  Employees should talk to their supervisor for more information.

Revision Date 11/21/2002

EMPLOYEE STATEMENT OF ACKNOWLEDGMENT TC  "EMPLOYEE STATEMENT OF ACKNOWLEDGMENT" \l 1 
This is to acknowledge that I have received a copy of the Westwood Baptist Church's Personnel Policies and Procedures Handbook.  I understand that it provides general guidelines and summary information about the Westwood Baptist Church's personnel policies, procedures, benefits, and rules of conduct.  I also understand that it is my responsibility to read, understand, become familiar with, and comply with the standards that have been established.  I further understand that the Westwood Baptist Church reserves the right to modify, supplement, rescind, or revise any provision, benefit, or policy from time to time, with or without notice, as it deems necessary or appropriate in its sole discretion.

I also acknowledge that both the Westwood Baptist Church and I have the right to terminate the employment relationship at any time, with or without cause or advance notice, and that this at will relationship will remain in effect throughout my employment with the Westwood Baptist Church unless it is specifically modified by an express written agreement signed by me and the Church Administrator XE  "Church Administrator"  of the Westwood Baptist Church.

I further acknowledge that this at wills relationship may not be modified by any oral or implied agreement.

Employee's Name (Please Print)
Employee's Signature

Date

Appendix A

Westwood Baptist Church

Pastoral Staff Sabbatical Policy

I.
Discretionary Sabbatical Leave:  Sabbatical leave may be granted at the discretion of the Board of Elders for members of the Pastoral staff of Westwood Baptist Church in accordance with this policy.  Pastoral staff is those voted into such a position by the church membership.

II.
Purpose of Sabbatical Leave: The purpose of sabbatical leave is to increase and/or refresh the ability of the Pastoral staff member to minister to the body here at Westwood Baptist Church.  The Elder Board will determine the amount of salary the staff person will receive while on sabbatical. 

III.
Length of Sabbatical Leave:  A sabbatical leave XE  "sabbatical leave"  may be in addition to the regular vacation schedule.  The length of a sabbatical leave may be flexible, depending upon the circumstances surrounding the ministry needs of the applicant and the church and the proposed activities to be undertaken during the sabbatical leave. In general, sabbatical leave may be accrued at the rate of two weeks for every one year of service at Westwood Baptist Church.

IV.
Application for Sabbatical Leave: Applications for sabbatical leave should be made by the Pastoral staff member to the Senior Pastor XE  "Senior Pastor" .  Applications, which are approved by the Senior Pastor, should be referred to the Board of Elders, together with the recommendation of the Senior Pastor, for final determination.

V.
Activities During Sabbatical Leave: The applicant shall include with their application a written proposed Sabbatical Plan including the following information:

A.
The applicant's proposed activities during the sabbatical leave and the proposed date for termination of the sabbatical leave.  This must include an explanation of how the proposed activities will be of mutual benefit to the applicant and Westwood Baptist Church in accordance with the purpose of this sabbatical policy, and must identify goals and/or objectives for personal and ministry enhancement of the applicant.

B.
The proposed means for oversight of the Sabbatical Plan and accountability to the Senior Pastor and Board of Elders for accomplishment of the proposed goals and/or objectives.

C.
A proposed budget for expenses, including housing, travel and educational expenses, which will be incurred by the applicant during the sabbatical leave. Also, the arrangements for care of the applicant's family during the sabbatical leave.

VI.
Review of Sabbatical Plan:  The Sabbatical Plan should be subject to review and modification by the Board of Elders after consultation with the Senior Pastor XE  "Senior Pastor"  and the applicant. If the Board of Elders determines that it is appropriate to grant a sabbatical leave XE  "sabbatical leave"  in its sole discretion, their determination may include, but not limited to the following matters:

A
The approval of the Sabbatical Plan, including an explanation of the mutual benefit to the applicant and Westwood Baptist Church in accordance with the sabbatical leave policy.

B.
The approval of the objectives and/or goals set forth in the Sabbatical Plan and the means by which oversight of the sabbatical leave and accountability for completion of the Sabbatical Plan shall be accomplished.

C.
The approval of the applicant's proposed budget, including the arrangements for salary  XE  "salary " and expense allowances which may be paid by Westwood Baptist Church, and arrangements for care of the applicant's family during the sabbatical leave.

VII 
Reporting:

A.
A monthly report of accomplishments will be submitted to the Board of Elders.

B.
At Completion of Sabbatical Leave:  Upon the conclusion of the sabbatical leave, the applicant shall make a written report to the Senior Pastor XE  "Senior Pastor"  and the Board of Elders regarding the applicant's activities during the sabbatical leave, including the benefit to the applicant and Westwood Baptist Church of the sabbatical and the accomplishment of the goals and/or objectives set forth in the Sabbatical Plan.

VIII. Cancellation of Sabbatical Leave:  If during the course of the sabbatical, the Board of Elders determines that it is necessary for the one on sabbatical return, the staff member must return immediately.

IX.
Continued Ministry at Westwood Baptist Church:  Upon completion of a sabbatical leave XE  "sabbatical leave" , the applicant shall be expected to return for continued ministry at Westwood Baptist Church for a period of not less than one year.

Adopted:  3/21/2002
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