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Diocese of Gaylord

611 West North Street

Gaylord, MI  49735

Phone:  989.732.5147

Fax:  989.705.3589
Dear Friend,

It is my pleasure to welcome you to the Roman Catholic Diocese of Gaylord. I am delighted to have you as a member of our staff. 

The territory of the diocese encompasses the 21 most northern counties of Michigan’s Lower Peninsula.  Within our boundaries are 79 parishes, 17 schools, three Catholic hospitals and several other organizations, various councils and committees.  It is our collective mission to share the message of Jesus Christ, to inspire Catholics to grow and more fully live their faith in their daily lives and most of all, to respond to God’s love for us by giving of our time, talent and treasures to care for those in need and strive for gospel justice and peace in our diocese, country and our world. 

You have been selected for an important role in this mission and our ministry. 

Within these pages, you will learn a great deal about the policies, procedures and expectations for those working within the Diocese of Gaylord.  I encourage you to read them carefully and if you have any questions, please do not hesitate to discuss them with your supervisor or the human resources staff.  My door is always open to you as well.

Thank you for sharing your gifts with us and the people of our diocese.  I wish you great success and look forward to working with you.









Sincerely yours in Christ,
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Bernard A. Hebda









Bishop of Gaylord
www.dioceseofgaylord.org
SAMPLE PASTOR’S LETTER

PRINT ON PARISH LETTERHEAD
Dear [Insert name of individual],

It gives me great joy to welcome you to the staff of [insert name of parish].  You have been chosen for this position because we feel you possess the needed skills and attitude to further the mission of our parish in this community.

As a Catholic parish in the Diocese of Gaylord, we are a community of believers who are committed to: worship together through regular participation in the Eucharist as well as other prayer and liturgical experiences; strive to grow in our individual and communal faith development; and to reach out to serve the needs of others.  It is important to understand that while we are a parish gathered in this local area, we are also part of a much larger Church – indeed, a worldwide Church whose faith and traditions are traceable back to Jesus himself.

In keeping with the Diocesan Mission Statement, the ultimate goal of every parish is “to build our families, our parish, our diocese and our world into that faith community whose compassionate ministry to the world embodies and witnesses to God’s power to heal and save all humankind.”  This is the responsibility held by each of us – clergy, leadership, staff and parishioners alike.  

You and your work will be an essential part of our success in that mission. 

Please take the time to read the rest of this booklet carefully which outlines the policies, benefits and expectations of employment with our parish and the Diocese of Gaylord. If you have any questions, please do not hesitate to ask.  

Once again, I am happy you are with us and anticipate accomplishing great things as we serve together. 








Sincerely,









[Insert name of Pastor]
SAMPLE PRINCIPAL’S LETTER

PRINT ON SCHOOL LETTERHEAD

Dear [Insert name of individual],

Welcome to the staff of [insert name of school].  I am very happy you are joining us in our mission to provide faith-centered Catholic Education to the students and families involved in our school and our witness to the whole community.   I am confident that you will bring the best of your unique gifts and talents to your position.

We are one of 17 Catholic schools within the Diocese of Gaylord.  It is the mission and intent of all of our Catholic schools to provide a distinctly Catholic education and an environment with the highest standards of academic excellence for all who participate in the life of our school communities. We strive to fully embrace the words of Jesus as He sent His disciples into the world to “go and teach” and to “make disciples of all nations…teaching them to observe all I have commanded you.” 

We exist primarily to teach and pass on our Catholic faith, values and lifestyle to new generations living in an increasingly secular society and to prepare our students to be the leaders of their time guided by their faith and strong morals. 

Each of us, regardless of our job title or position, has a special role in carrying out our school’s mission and goals.

I also echo the Bishop’s statement encouraging you to become familiar with the material in this booklet regarding the policies, procedures and expectations for those working within the Diocese of Gaylord and to let me know if you have any questions or concerns.  I am always happy to hear any suggestions you might have for our future.  

I want to thank you for choosing to be a part of our school family and I look forward to working with you.









Sincerely,









[Insert name of principal]

Introduction

These personnel policies apply to all employees and volunteers, full-time, part-time, or temporary working at the parish, school, or diocesan office. If you are working under a signed contract or separate polices from the Diocese of Gaylord, those contracts or policies shall take priority in the event there is any conflict with these policies.  

The policies set forth in this book are not intended to create a contract, nor are they to be construed to constitute contractual obligations of any kind or a contract of employment between the parish, school, or diocesan office and its employees. The provisions in this book have been developed at the discretion of the parish, school, or diocesan office and, except for the policy of employment-at-will, may be amended or cancelled at any time by the Bishop of the Diocese of Gaylord.

Should any policies contained in this book be inconsistent with provisions of the Code of Canon Law, the Code of Canon Law shall apply and supersede those policies.

The selection and eligibility of employees for positions within a parish, school or diocesan office is conditioned upon not only the qualifications and competence of the employees, but also upon the requirements of Roman Catholic law and practice. As a condition of employment, Employees are required to have knowledge of, and respect for, the Catholic faith and a commitment to Christian living. Employees also must recognize and accept that working within a Catholic parish, school or diocesan office implies understanding its special orientation and mission to teach the Word of God, and that there is within the Catholic Church a body of officially taught and commonly accepted beliefs, the communication of which is a fundamental purpose and mission of the Diocese of Gaylord.  By accepting employment, employees agree that they will support, teach and exemplify in conduct, both personally and professionally, such Catholic doctrine and morality.  

Teachers and employees of schools with the Diocese of Gaylord also recognize that its students have a right to expect such communication implicitly and explicitly from all school personnel regardless of the subject areas, job description, grades or courses being taught.  Teachers and school employees shall be consistent in expression and example with the teachings and practice of the Catholic Faith and shall not teach, advocate, encourage or counsel students in any contrary beliefs or practices.  The Teachers and school employees further agree to observe the general rules and regulations applicable to Teachers and employees in Catholic Schools within the Diocese of Gaylord, as well as such special regulations and policies as may be promulgated by the School.  

All employees shall reflect the willingness and commitment to pursue on-going faith formation, witness to the gospel and respect for Catholic tradition, particularly through community worship, participation in Christian service and striving for Christian justice.
EQUAL OPPORTUNITY 

Parish, school, or diocesan office is fully committed to a policy of equal opportunity in all of its employment practices.  As such, we endorse efforts to eliminate and prevent discrimination on the basis of age, race, color, sex, national origin, or other legally-protected status. Since a person(s faith and Church participation may be essential to his or her role as an employee, religion will not be a protected category for purposes of nondiscrimination.  Anyone who accepts a position with us is expected to fulfill the position in accord with our mission and according to the laws and practices of the Roman Catholic Church.

EMPLOYMENT TERMtc \l3 "Employment Term
Parish, school, or diocesan office will hire individuals on an at-will basis.  The parish, school, or diocesan office or you may terminate the employment relationship with or without cause or with or without notice at any time.  You will continue to be employed by us at our sole discretion. Parish, school, or diocesan office and you recognize and support the reality that continued employment cannot be guaranteed.  Accepting employment with us is not to be construed as a guarantee of ongoing employment.  In order to receive any applicable accrued benefits, an employee must give a two (2) week notice of intended termination of employment.

EMPLOYMENT ELIGIBILITY VERIFICATION tc \l3 "Employment Eligibility Verification
Prior to hiring for a particular position, your eligibility for employment must be verified according to the Immigration Reform and Control Act of 1986 (as amended). The appropriate forms must be completed and placed in your personnel file. We will require a criminal background check for employment purposes. 
 OFFER OF EMPLOYMENTtc \l3 "Offer of Employment
The selection of new employees will be accomplished through a joint effort between the diocese, immediate supervisor and the Pastor.  The offer of employment may only be made in writing by the Pastor or a designated representative, setting forth the job description, beginning date of employment, starting salary and any special conditions relating to the position, including ending date of employment when necessary.  A physical examination may be required after an employee is hired. 
 JOB DESCRIPTIONtc \l3 "Job Description
Individual job descriptions containing the following shall be developed for each position and provided to respective employees:

· A job title which accurately conveys the function of the position.

· The minimum requirements and qualifications for the position.

· The general responsibilities of the position, which are not to be so narrowly interpreted as to exclude reasonable additional expectations and requests by the employer.
RELATIVES OF EMPLOYEEStc \l3 "Relatives of Employees
Relatives of any staff member currently employed by us are not eligible for employment consideration.  Exception to this policy may occur when assistance is needed for temporary assignments or special short-term projects at our  sole discretion.

ORIENTATIONtc \l3 "Orientation
All new employees will be given an opportunity to learn about the operations of the parish, school, or diocesan office and their position through orientation meeting(s) conducted during the first few weeks of employment.  In addition to general information about us, we will provide newly-hired employees with information about personnel policies, procedures, benefit programs, offices, and the like.

A completed sign-off form for personnel policies and certification of orientation will be placed in your file within thirty (30) days of hiring.  It is your responsibility to become familiar with the above items. 

 AUTHORITYtc \l3 "Authority
Modifications or exceptions to any employment agreement must be stated in writing to be binding on either party.  No employee or agent of a parish, school, or diocesan office is authorized to state or in any manner imply that continued employment with us is guaranteed under any circumstances.  Periodically, these employee policies may need to be adjusted to reflect changes in federal or state laws and diocesan procedures.  No one except the Bishop of the Diocese of Gaylord may modify the terms and conditions of these policies.  

STATUS OF EMPLOYMENT AND EVALUATION
EMPLOYMENT STATUStc \l3 "Employment Status
All employees will hold one of the following designations of employment status according to the federal Fair Labor Standards Act (FLSA) of 1938:

A.  
EXEMPT EMPLOYEES

Supervisors, Administrators and Professionals are not covered by the FLSA and do not receive overtime pay or compensatory time. To be exempt (from overtime) employees must be paid on a salary basis, earn more than $455 per week and be classified as executive, administrative or professional.

B.
NONEXEMPT EMPLOYEES

Employees who perform work other than executive or administrative work as defined by the FLSA must receive compensation for overtime at a rate of time and a half as legally required.
tc \l3 "Types of PositionsTYPES OF POSITIONS
In addition to the above-noted FLSA categories, employees will also be designated according to the amount of time on the job (full-time or part-time) and the method of pay (salaried or hourly).  The following categories will be utilized:

A.
FULL-TIME -- (SALARY/HOURLY)  

A lay employee who is scheduled to work at least 37( hours per week on a continuous basis will be compensated (weekly/biweekly) on a salaried or hourly basis.

B.
PART-TIME I ( (SALARY/HOURLY)  

A lay employee who is scheduled to work 20 or more hours per week, but less than 37( hours, on a continuous basis will be compensated (weekly/biweekly) on a salaried or hourly basis.

C.
PART-TIME II ( (HOURLY)  

An employee who is scheduled to work less than 20 hours per week on a continuous basis will be compensated (weekly/biweekly) on an hourly basis.

D.        TEMPORARY 

An employee who is hired into one of the above categories, but for a limited and specified period of time, not to exceed four (4) months will receive no benefits other than those required by law.

E.
VOLUNTEER

A volunteer is any person who provides a service without receiving compensation or benefits.  Volunteers are expected to function within the scope of the employer(s mission, philosophy and policies.  Each volunteer is to have a written agreement, stating the responsibilities and obligations between the volunteer and the employer. Volunteers are not employees of the employer and are not entitled to any of the monetary or fringe benefits given to employees.

F.
INDEPENDENT CONTRACTORS/CONSULTANTS

Independent contractors/consultants are not covered by the provisions of this Personnel Policy. However, independent contractors/ consultants are expected to perform their duties in a manner which reflects the values and principles of the Diocese of Gaylord.
SPECIAL EMPLOYMENT STATUStc \l3 "Special Employment Status
An overriding concern of the parish, school, or diocesan office is that you not be engaged in any activity which adversely affects your work-related responsibilities.  Therefore, whenever there is potential conflict in responsibilities, you are required to receive documented approval from your immediate supervisor prior to acceptance of additional employment, appointment, or election to a board, commission, agency, or committee.

CLERGY AND RELIGIOUStc \l3 "Clergy and Religious
All priests working in the Diocese of Gaylord and all individuals contracted to work in the Diocese of Gaylord from a religious community shall be considered independent contractors, absent any other written agreement between the parties to the contrary.  Contractual relationships are established between the employer and the individual(s appropriate superior for the services of the individual.

EXPENSE REIMBURSEMENTtc \l3 "Expense Reimbursement
Expenses incurred while performing employer-related duties will be reimbursed when documentation is presented and approved by your supervisor as part of its normal disbursement schedule.

EVALUATION AND RECORDStc \l3 "Evaluation and Evaluation Records
Evaluations are done for the purpose of promoting the continual growth and development of the employee and employer and, as such, will be used to determine promotions, raises, dismissals and training opportunities.

A.
NEW EMPLOYEES 

Written evaluations by the employee(s immediate supervisor will be made at the end of the third month of employment.

B.
ALL OTHER EMPLOYEES

           All other employees will receive periodic evaluations, at least annually, by their immediate supervisors.

C.
RESPONSE

You can respond to any evaluation in writing within seven (7) calendar days of the evaluation, and that response will be kept as part of your personnel file.
PERSONNEL RECORDStc \l3 "Personnel Records
A cumulative personnel record is maintained for each employee by parish, school, or diocesan office. The Personnel files are available to employees provided they make written timely and reasonable requests and the viewing of the file is done during regular business hours under supervision in the office in which the file is maintained.

No personnel information will be released without your authorization or as may otherwise be required by law.

Information in your personnel file will generally contain items which identify you and have been or are likely to be used with regard to your qualifications for employment, promotion, transfer, additional compensation or disciplinary action, excepting items prohibited by law.

It is important that you promptly inform us of any change in address, telephone number, marital status or number of dependents.
COMPENSATION OF EMPLOYEEStc \l2 "COMPENSATION OF EMPLOYEES
WAGE AND SALARY ADMINISTRATIONtc \l3 "Wage and Salary Administration
For all employees, compensation will be paid on a biweekly basis, unless otherwise mutually agreed upon between the employer and employee.  If a payday falls on a holiday and the offices are closed, checks will be available the last workday before the holiday.
OVERTIMEtc \l3 "Overtime
All employees, except those exempted as executive, administrative or professional, are covered by the overtime provisions of the federal Fair Labor Standards Act of 1938.

Overtime will be authorized only when absolutely necessary to meet a deadline.  Overtime work must be approved in advance by your supervisor in writing except in case of an emergency.  Overtime compensation is earned at the rate of one and one-half hours for every hour worked in excess of forty (40) hours per week.  

EMPLOYEE BENEFITStc \l3 "Employee Benefits
The following benefits are not necessarily applicable to all parishes or schools. Please choose the ones that you are providing or are going to provide. Listed are the recommend benefits from the Diocese as the minimum that should be offered.    

· Health, Medical and Dental Insurance ( as applicable

· Workers( Compensation ( as applicable

· Unemployment ( as applicable

· Retirement ( as applicable

· Group Life Insurance ( as applicable

· Disability ( as applicable

A.
HEALTH, MEDICAL AND DENTAL INSURANCE (minimum) offer it to all employees that work 20 hrs or more with an employer contribution of at least ½ of the single premium 

Employees scheduled to work twenty (20) or more hours per week on a continuous basis are entitled to receive individual health and medical insurance coverage as chosen by the employer unless the employee is covered by similar coverage under his/her spouse(s medical plan.  Other employees, if desired, may purchase health and medical insurance coverage at existing premiums, either individually or for any or all eligible family members at their own cost, providing such coverage is available from the insurance carrier.

Eligible employees have the option of choosing an HMO through Blue Care Network or the Blue Cross Blue Shield plan selected by the employer, as well as dental insurance, if offered by the employer.  The employer reserves the right to determine and/or limit the amount it will pay toward employee health, medical and/or dental insurance premiums, prescriptions, and any relevant riders, as allowed by law.

Newly-hired eligible employees have sixty (60) days from their employment date to select coverage through the group health plan.  Coverage will become effective the first of the month following the date the enrollment form is signed.  If the employee fails to select coverage within sixty (60) days from the employment date, he/she must wait for the next available enrollment period before the employee will become eligible for medical benefits.

B.
FLEXIBLE BENEFIT PLAN Offer this to all employees who have health insurance 

The Flexible Benefit Plan will allow eligible employees to reduce their out-of-pocket costs for many of their non-reimbursed after-tax medical, dental, vision and dependent care expenses. 

C.  
LAY EMPLOYEE(S RETIREMENT PLAN   MANDATORY

The purpose of this plan is to provide financial assistance during retirement years for eligible employees.  The plan also provides benefits in the event the employee becomes disabled as defined in the Plan or dies prior to retirement.  Participation in this program is mandatory for all lay employees and permanent deacons who are scheduled to work twenty (20) or more hours per week for five (5) or more months of a calendar year.  This does not include employees who are classified as temporary or seasonal.  Participation is effective the first day of eligible employment.
D.
UNEMPLOYMENT COMPENSATION PROGRAM    MANDATORY
Applying for and receiving unemployment benefits shall be subject to the qualifications and requirements under State law.

E.
GROUP LIFE INSURANCE   OPTIONAL

Michigan Catholic Conference offers a Life Insurance Program for eligible employees of all participating units throughout the Province of Michigan.  

F.
DISABILITY   OPTIONAL
Michigan Catholic Conference offers Short and Long Term Disability Programs for eligible employees of all participating units throughout the Province of Michigan.  These plans are designed to assist the employee who is disabled from work for a period of time and whose disability is not related to his or her employment.  Unit participation in these programs is optional at the discretion of the employing entity.  Premiums for this program are paid by the employer.



HOURS / ATTENDANCE / WORKWEEK 


ABSENCEStc \l3 "Absences

           You are expected to maintain good attendance records. When absent from work on a scheduled workday, employees must notify their immediate supervisor (or the receptionist if the immediate supervisor cannot be reached) of the reason for their absence.  Further, they should be notified at the beginning of the workday so as to allow adjustments in staffing if necessary.  If the absence is to continue beyond the first day, you must notify the supervisor on a daily basis unless otherwise arranged.  Absence for three (3) consecutive workdays without notifying the supervisor is considered a voluntary termination.



All employer-paid absences must be charged to sick leave, personal leave or vacation, whichever is appropriate.  Only after appropriate paid leave has been used may unpaid leave be granted.

TIME RECORDStc \l3 "Time Records
All hourly employees and those persons required by their supervisors must fill out appropriate time sheets which are to be signed by the employee and supervisor.

WORKWEEKtc \l3 "Workweek
The workweek begins at 4:31 p.m. on Friday and runs through 4:30 p.m. on the following Friday.
HOLIDAYStc \l3 "Holidays
If a holiday falls on a weekend, either the Friday before or the Monday after (whichever is closer) will be taken as the holiday for eligible employees. The minimum recommended holidays to be granted are New Years Day, Good Friday, Memorial Day, 4th of July, Labor Day, Thanksgiving, Christmas Eve and Day. Holidays should not exceed 10 in any year. 

VACATIONtc \l3 "Vacation
Eligible employees are provided vacation in the following manner. If you are hired in the first 6 months of the year you will receive 2 weeks of vacation for the following year on January 1. If you are hired in the last 6 months of the year you will receive 1 week vacation for the following year on January 1.  Years of service include actual employment as a full-time or part-time employee. Part time employees will receive a pro rated amount of vacation days based on the number of hours worked. Part time employees must work at least 20 hours a week for a full year to be eligible for vacation time.  The following schedule will be used in granting vacation

· 1 to 5 years     10 days (2 weeks)

· 6 to 10 years   15 days (3 weeks)

· 11 and up        20 days ( 4 weeks)
· Each supervisor schedules vacations based on employee requests, subject to continuing orderly operations.

· Requests for vacation time should be made at least four (4) weeks in advance, and are normally granted on a first come, first served basis.

· When a paid holiday falls within an employee(s scheduled vacation, the paid holiday will not be counted as a day of vacation.

· Vacation benefits will not accrue during any period an employee is absent from work.

· Upon voluntary termination of employment with two weeks (14 days) advance notice, employees will be compensated for unused vacation time. 

· Vacation time off is paid at the employee(s base pay rate at the time of vacation.  It does not include overtime or any special forms of compensation such as incentives or bonuses.

· Men and women religious working for parish, school, or diocesan office shall have the same vacation benefits as other employees. 

· There is no carrying over of vacation time.  It must be used during the calendar year

tc \l3 "Sick Leave
FAMILY MEDICAL LEAVE
tc \l3 "Family Medical Leave
Parish, school, or diocesan office conforms to the Family Medical Leave Act of 1973. Parish, school, or diocesan office will provide employees up to twelve (12) weeks of unpaid leave:

· in connection with the birth of a child or placement of a child for adoption or foster care; or,

· to care for a child, spouse, or parent with a serious health condition; or, when an employee is unable to perform his or her job because of a serious health condition.

· Employees caring for a covered service member with a serious injury or illness incurred in the line of duty on active duty are able to take up to twenty-six (26) work weeks of leave in a twelve (12) month period.  Also, up to twelve (12) weeks of leave for certain qualifying exigencies arising out of a covered military member’s active duty status may be taken by family members to manage their affairs.


During this leave, the employer will continue to provide the same benefits as the employee enjoyed previous to this leave.  However, vacation, sick leave, or other personal leave days shall not continue to be earned or accrue while an employee is on FMLA leave.

SICK LEAVE

Eligible employees receive sick leave for routine illness or injuries as may be offered by each employer. The Recommended number of sick days:  8 per year with no accrual.   All of the following conditions apply:

· Sick Days are not accrued or carried over from year to year, nor can it be borrowed from another person or a future year.

· Family Medical Leave is on rolling 12 month period. 

· Absenteeism in excess of three (3) consecutive workdays for medical reasons, whether paid or unpaid, is the beginning of a Family Medical Leave which requires written documentation from a physician.         

· A release of information from the employee can be required from the employer to allow for consultation between the employer and the attending physician/therapist, before you are allowed to return to work.

· Available sick time, personal days and vacation time must be used first while employee is on Family Medical Leave.
UNPAID LEAVEtc \l3 "Unpaid Educational or Personal Leave
Full-time employees may be granted a special leave of absence without pay or without guarantee of re-employment by parish, school, or diocesan office for educational or personal reasons.  The leave may be for twelve (12) months, and possibly may be extended by the employer upon written request, but cannot extend beyond twenty-four (24) months.  All accrued leave time is lost upon leaving employment with the employing entity.  Prior length of service in employment with a parish, school, or diocesan office shall be the basis for determining benefit levels upon return from leave if re-employed.  Benefits do not continue or accrue during such leave. 
WORKERS COMPENSATIONtc \l3 "Workers Compensation
Work-related injuries are covered by the Workers( Disability Compensation Act.  Sick leave does not apply under these conditions.  Injured workers’ absences are covered under FMLA and all pertinent rules apply. For further details, employees should contact their supervisor.
FUNERAL LEAVEtc \l3 "Funeral Leave
In the case of the death of an employee(s spouse, child, or parent, a five (5) day paid funeral leave is provided.  A three (3) day paid leave is granted in the event of death of other family members.  Other family members include the grandparents, brothers and sisters of the employee or his/her spouse, or their children.

JURY DUTYtc \l3 "Jury Duty
A regular full-time employee shall be entitled to a leave of absence with pay throughout the duration of any jury duty.  Payment received for jury duty by the employee from the Court, except for non-reimbursed expenses, shall be remitted to the parish, school, or diocesan office.  Jury duty pay will be calculated on the employee(s base pay rate times the number of hours the employee would otherwise have worked on the day(s) of absence.

PERSONAL DAYStc \l3 "Personal Days
Personal days are available for eligible employees at parish, school, or diocesan office and may be taken for special occasions, such as birthdays, religious purposes, or circumstances or events not otherwise covered in this policy. New employees must be with parish, school, or diocesan office for not less than six (6) months of continuous employment before they become eligible for personal days.  Personal days may not be carried over to the next year.  Employees will not be compensated for unused personal days at the end of a year or at termination of employment.  Recommendation of 
days - 2.
tc \l3 "Military DutyMILITARY DUTY
An employee in the Reserves or National Guard, upon his or her request, shall be granted military leave of absence without compensation to engage in a temporary tour of duty with proof of call of duty.  Vacation or available time may be used for the military leave. This may fall under FMLA; please see your supervisor. 

CONTINUING EDUCATIONtc \l3 "Continuing Education
Employees are encouraged to continue to develop their professional skills.  Participation in continuing education programs is optional at the discretion of the employer.  If an employee is asked to attend a conference, workshop, or training session by his/her supervisor, the expense and time off for attending will be paid by the employing entity.  Otherwise, time off and expenses will not be paid unless:

· prior written approval has been received in advance from the employee(s supervisor, and

· training is directly related to or will assist the employee(s performance in tasks and responsibilities assigned by the employer.

SNOW DAYStc \l3 "Snow / Weather Days
· Whenever parish, school, or diocesan office remains open for business during periods of inclement weather, employees electing not to come into the office are expected to use vacation or personal leave.

WORK ENVIRONMENT

tc \l2 "WORK ENVIRONMENT
EMPLOYEE CONDUCTtc \l3 "Employee Conduct and Dress Code
Appearances and behavior are important when dealing with the public, as well as within the organization.  Therefore, every effort should be undertaken to make a positive impression on everyone the employee comes in contact with on the telephone or in person.  

Employees are expected to maintain a professional appearance and manner at all times. Employees best advance the work of the Church when they manifest attitudes of joy, friendliness and helpfulness in discharging their duties.  Further, employees are expected to use good judgment, according to weather, fashion, etc., about appropriate clothing and appearance.  Employees( attire and general appearance must be neat, clean and appropriate in order to make a good impression to other employees and visitors.  Propriety questions should be directed to the immediate supervisor.

CONFIDENTIALLYtc \l3 "Confidentiality
Employees must use discretion in discussing the parish, school, or diocesan office and its affairs, particularly outside the offices of the employer.  Materials considered confidential should not be discussed or removed from the premises without prior approval from the immediate supervisor.

HOUSEKEEPING

All employees shall endeavor to maintain a neat, clean workplace.  While beverages are allowed at work desks, for sanitary reasons, food should be consumed only in designated break rooms or lunch rooms or outside areas, not at work stations, storage areas, or hallways.
PERSONAL PROPERTYtc \l3 "Personal Property
Parish, school, or diocesan office is not liable for the loss of or damage to, personal property on its premises.  We strongly recommend that employees do not bring to work any valuable items or possessions.

PARKING

To the extent the parish, school, or diocesan office provides parking for its employees, the employer is not responsible for damage to, or theft of, an employee(s automobile or other personal property.  It is recommended that automobiles be properly secured by the employees.

BUILDING SECURITYtc \l3 "Building Security
The parish, school, or diocesan office asks that all employees be responsible to insure security of its premises.  Any employee remaining at the end of the regular working day shall insure that the exit doors are securely locked before leaving.
PERSONAL TELEPHONE CALLStc \l3 "Personal Telephone Calls
The availability of telephone lines is important for the continued operation and success of our mission. Parish, school, or diocesan office recognizes that employees may occasionally need to make or receive vitally important personal telephone calls during the workday.  Parish, school, or diocesan office  encourages employees to keep personal telephone calls to a minimum and, for calls that are not truly urgent or necessary, employees should make the call while on break.  Employees will reimburse the parish, school, or diocesan office for any personal long distance calls made by the employee.

ELECTRONIC, VOICEMAIL, BLOGS AND SOCIAL NETWORKS

The parish, school, or diocesan office reserves the right to access email and other communication systems.

The email, internet and voice mail systems of the parish, school, or diocesan office are available for use by those employees who have need for communications for day to day business. The email, internet and voice mail systems are not private or confidential. The following guidelines should be adhered to:

· The systems should not be used to discuss confidential information

· Jokes and offensive or discriminatory remarks are to be avoided

· Employees may not use or access their own private programs or use social networks or blogs

· Deleted e-mail messages are recoverable

All employees waive their rights to privacy in email, voice mail, blogs and social networks to the extent permitted by law and consent to access for disclosure for any lawful purpose. 
TERMINATION OF EMPLOYMENTtc \l2 "TERMINATION OF EMPLOYMENT
RESIGNATIONStc \l3 "Resignations
Resignations are considered to be voluntary terminations of employment.  In voluntary terminations, the employee is requested to give at least fifteen (15) days written notice of their intent to the supervisor.

RETIREMENTtc \l3 "Retirement
An employee contemplating retirement should contact the Payroll Office and MCC at least three (3) months in advance of the effective date of retirement in order to process the necessary paperwork. 

DISMISSALtc \l3 "Dismissal
Dismissal refers to the termination of employment on the initiative of the employer.  The employer may decide, at any time, with or without cause and with or without notice, to dismiss an employee.  Although an employee may be dismissed for any reason, or no reason at all, there are certain events or conduct which will result in dismissal. Employees should be aware of the following:

· Uncertain financial conditions within the employing entity.

· Complete or partial closing of an employee(s office or position.

· Unwillingness of an employee to abide by the policies, procedures and rules of the parish, school, or diocesan office.

· Work performance that does not manifest competency or the fulfillment of basic expectations and requirements of the position.

· Excessive use of sick leave.

· Inability to work within the basic philosophy, goals and purposes of the employing entity.

· Chronic tardiness, absenteeism, chronic/problematic substance abuse, professional or criminal violations.

· Insubordination, intimidation, or failure to follow instructions of superiors.

· Misrepresentations in an employee(s application, resume, evaluations, or work records or reports.

· Unauthorized handling, possession or use of any drugs or alcoholic beverages on parish, school, or diocesan office premises or reporting to work under the influence of intoxicants or controlled substances. 

· Parish, school, or diocesan office has the right to have the employee undergo appropriate tests if the employee appears not able to perform their assigned job. 
· Personal practices, malpractice, unethical practice, conflicts with fellow employees, or attitudes or behaviors, within or without the work place, which affect the morale, job performance or rights of other employees, or reflect negatively upon the employer or colleagues.

The foregoing items are not complete or exclusive of other events or conduct not articulated here which will lead to dismissal, this being an at-will employment relationship.

An exit interview may be conducted with employees.  All property belonging to parish, school, or diocesan office must be returned at the time of the exit interview.

VIOLENCE IN THE WORKPLACE 

The Diocese of Gaylord, to include all parish, school and diocesan offices, in an attempt to maintain a violence-free workplace, has adopted a zero-tolerance policy toward workplace violence. Accordingly, all acts or threats of violence will be taken seriously and may result in discipline up to and including termination. 

For purposes of this policy, workplace violence shall include, but not be limited to, any verbal or physical act or gesture intended to threaten and intimidate another person with physical injury, any physical act or gesture causing damage or likely to cause damage to property belonging to the parish, school or diocesan offices, or any physical act or gesture causing injury or likely to cause another person to be injured. 

All employees are responsible for helping maintain a violence-free workplace. Any employee experiencing or witnessing an act or threat of violence in the workplace is asked to report such act or threat to his or her immediate supervisor and/or Human Resource Office. 

Each act of workplace violence will be investigated in a manner as deemed most appropriate by the employer, and action up to and including termination may be taken.

DRUG-FREE WORKPLACE  

It is the purpose of The Diocese of Gaylord and our parishes and schools to help provide a safe and drug-free work environment for our students, our parishioners and our employees. With this goal in mind and because of the serious drug abuse problem in today's workplace, we are establishing the following policy for existing and future employees. 

The Diocese of Gaylord and parish, school or diocesan office explicitly prohibits: 
· The use, possession, solicitation for, or sale of narcotics or other illegal drugs, alcohol, or prescription medication without a prescription on any parish, school or diocesan office premises or while performing else where on assignment. 


· Being impaired or under the influence of legal or illegal drugs or alcohol away from the parish, school or diocesan office if such impairment or influence adversely affects the employee's work performance, the safety of the employee or of others, or puts at risk the parish, school or diocesan office reputation. 
· Possession, use, solicitation for, or sale of legal or illegal drugs or alcohol away from the parish, school or diocesan office if such activity or involvement adversely affects the employee's work performance, the safety of the employee or of others, or puts at risk the parish, school or diocesan offices’ reputation. 
· The presence of any detectable amount of prohibited substances in the employee's system while at work, or while on church business. "Prohibited substances" include illegal drugs, alcohol, or prescription drugs not taken in accordance with a prescription given to the employee. 

The parish, school or diocesan office will conduct drug and/or alcohol testing under any of the following circumstances: 
FOR-CAUSE TESTING: The parish,  school or diocesan office may ask an employee to submit to a drug and/or alcohol test at any time it feels that the employee may be under the influence of drugs or alcohol, including, but not limited to, the following circumstances: evidence of drugs or alcohol on or about the employee's person or in the employee's vicinity, unusual conduct on the employee's part that suggests impairment or influence of drugs or alcohol, negative performance patterns, or excessive and unexplained absenteeism or tardiness.

POST-ACCIDENT TESTING: Any employee involved in an on-the-job accident or injury under circumstances that suggest possible use or influence of drugs or alcohol in the accident or injury event may be asked to submit to a drug and/or alcohol test. "Involved in an on-the-job accident or injury" means not only the one who was or could have been injured, but also any employee who potentially contributed to the accident or injury event in any way. 

If an employee is tested for drugs or alcohol outside of the employment context and the results indicate a violation of this policy, or if an employee refuses a request to submit to testing under this policy, the employee may be subject to appropriate disciplinary action, up to and possibly including discharge from employment. In such a case, the employee will be given an opportunity to explain the circumstances prior to any final employment action becoming effective. 

HARASSMENT AND WORKING ENVIRONMENT

It is the policy of the parish, school, or diocesan office to make a sincere and reasonable effort to provide a Christian work environment free from sexual harassment.  Sexual harassment in the workplace is illegal and will not be tolerated. The policy is to address sexual harassment by those who are leaders in the Church, persons in its employ, independent contractors, or persons acting as Church volunteers.

Sexual harassment is behavior that creates an offensive, hostile, or threatening work or educational environment.  Examples of sexual harassment include, but are not limited to: unwanted sexual advances, demands for sexual favors in exchange for favorable treatment or continued employment, sexual jokes, sexual advances or propositions, verbal abuse of a sexual nature, graphic, verbal commentary about an individual(s body,
sexual prowess or sexual deficiencies, leering, whistling, touching, pinching, assault, coerced sexual acts, suggestive, insulting, or obscene comments or gestures, and display of sexually suggestive objects or pictures in the religious, employment, or educational setting.  This also includes the electronic transmission or promotion of any of the previously mentioned examples, or those not listed but clearly intended as a means of sexual harassment.

One way of resolving complaints is the willingness of one person to approach the other in order to reach a resolution of the complaint.  It is hoped that the persons involved can resolve complaints of a less substantial nature between themselves.  The following format may be used:

1.
A person (complainant) who believes that he or she has been the subject of sexual harassment of a less substantial nature should detail the alleged act(s) of sexual harassment in writing and retain it.

2.
The complainant should then attempt to resolve the complaint with the alleged violator (respondent) directly and document the interaction and retain it.

3.
The complainant should notify a supervisor of the alleged problem and resolution.

If there is no resolution or the sexual harassment continues after a documented attempt to resolve the complaint, the complainant should seek resolution of the complaint through the following process.

The Human Resources Department must be informed in writing if there is no resolution or if the sexual harassment continues after it is reported to the supervisor. All complaints will be handled in strict confidence, except for such disclosure as is necessary to investigate the complaint or as may be required to be disclosed through law. The Human Resources Department (Director or Staff) then will begin an investigation to determine the credibility and extent of the alleged sexual harassment. During this time the alleged violator will be placed on leave until the investigation is completed.  

After the investigation is completed the alleged violator will be informed and if needed appropriate disciplinary action will be taken. 
REPRISALS / FALSE ACCUSATIONS

The Diocese of Gaylord will not tolerate reprisals against any person(s) who make sexual harassment complaints.  By the same token, the employer will not lightly treat false or malicious accusations of sexual harassment against any person.

Nothing in this policy shall be intended to restrict the employer in any way from suspending or terminating any person(s employment, contract or services at any time, with or without notice or cause.
_________________________________________

(Parish Name and City)

EMPLOYEE ACKNOWLEDGMENT AND AGREEMENT FORM

I have received a copy of the parish, school, or diocesan office Personnel Policy Handbook that describes my privileges and responsibilities as an employee of parish, school, or diocesan office. I have also read my job description and will be familiar with the Hand book and job description. I understand that my evaluation will be based on my job description and the Handbook explains the policies by which I am governed as an employee of parish, school, or diocesan office.

I understand that none of the benefits or policies in this Handbook is contractual in nature and any of these may be changed by the Pastor or the Bishop at any time.
PLEASE INITIAL
____I have received and understand the Personnel Policies.

____I have received and understand my job description.

____I have received verification of salary/hourly wage and available benefits.

____I have read and understand the protocols for Ministry to Minors.

____I have read and understand the Criminal Background Check Policy.

____I have completed an Employee and Volunteer Criminal Background Check                Authorization and Release Form.

____I have completed the fingerprint form and set up an appointment for the report to be run.

____I have read and understand the Policy for the Protection of Children.

____I have received training on Mandated Reporting and making A Child Protective Services Report.  I understand my role as a “Mandated Reporter”.
____I have received training regarding Sexual Harassment __/__/____
_______________________________________________________________

Employee’s Name






Date
______________________________________________________________

Supervisor Signature





Date
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