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 PRESBYTERY OF GIDDINGS-LOVEJOY  
PERSONNEL POLICY MANUAL 

 
1.  WELCOME 
 
Welcome to the Presbytery of Giddings-Lovejoy (“the Presbytery”).  We are pleased to 
have you as a member of our staff team.  We look forward to working with you as we 
continue our mission to serve God while providing a rewarding and supportive workplace 
for our clergy and staff.  We hope all our employees, regardless of religious practice or 
faith, will experience a warm and inclusive environment in every aspect of the work we 
do.  

The Presbytery’s mission depends upon the daily performance of our employees.  No 
matter what jobs we hold, we are all vital to the success and well-being of our organiza-
tion. 

After reading this manual, please discuss any questions or comments you may have with 
your immediate supervisor and sign the attached acknowledgement.  We will all review 
the policies in this manual on an annual basis.  We believe in direct communication and 
want every employee to feel comfortable giving us his or her input. 
 
2. CORE VALUES AND MISSION 
 
“The mission of God in Christ gives shape and substance to the life and work of the 
Church… Human beings have no higher goal in life than to glorify and enjoy God now 
and forever, living in covenant fellowship with God and participating in God’s mission.” 
(Book of Order F-1.01)  

As a human institution seeking to reflect the work of God in Jesus Christ, the Presbytery 
of Giddings-Lovejoy understands the work of its employees as holy, practical, and con-
stantly shaped by the best practices and legal requirements of the time in which we serve.  
In order to be faithful to our own understanding of service to God, the Presbytery will 
strive to make life together in work more meaningful, productive and rewarding.   

Teamwork is fundamental to our success. We share common goals, communicate openly 
and honestly, value each other’s opinions and ideas, and respect each other’s differences 
and approaches. This begins at the highest level of leadership and is carried throughout 
the ranks of all our employees and volunteers. 

 

3.  ABOUT THIS HANDBOOK 

This Personnel Policy Manual communicates our policies and procedures to enable you to 
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better understand how the Presbytery operates.  It is information only and should not be 
interpreted, and is not intended, as a written employment contract between the Presby-
tery and any of its employees or a guarantee of continued employment.  All employees 
of the Presbytery are employed on an “At Will” basis unless they have a written employ-
ment contract/Terms of Call to the contrary.  Being an at-will employee means that you 
are employed for an indefinite period of time and that you may terminate your employ-
ment at any time.  It also means that the Presbytery may eliminate your position or 
terminate your employment at any time. 

The information contained in the manual applies to all employees of the Presbytery uni-
formly, subject to specific terms of call for our clergy or other contracts and supersedes 
all prior policies and procedures. If an employee has a written contract, the terms of 
which differ from this manual, the contract will govern. 

The Presbytery reserves the right to suspend, modify, or amend or make specific 
exceptions to any policy or procedure at any time in its sole discretion and without prior 
notice.  Unless otherwise specified, the provisions of The Book of Order shall govern. 
 
 

4.   EMPLOYMENT 
 
4.1 EMPLOYMENT DECISIONS 
 
The Personnel Team of the Presbytery Vision Team is the primary body responsible for 
creating and modifying the job descriptions and, in this manner, determining the specific 
roles and responsibilities of each staff person.  These determinations are made in 
collaboration and consultation with the Presbytery Leader, the Administration Support 
Team, and the Vision Team. 

All decisions and actions to fill or terminate non-ordained positions, whether full or part-
time, must be reviewed and approved by the Personnel Team prior to any recruitment, 
hiring or termination decisions or actions.  Offers of employment will be made only with the 
approval of the Personnel Team. 

Decisions regarding hiring, calling, or termination of clergy and ordained staff will be made 
by the Vision Team based upon job descriptions and recommendations made by the 
Personnel Team. 

 

 
4.2 INTRODUCTORY PERIOD 
 
New employees are required to successfully complete a three-month introductory period 
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intended to provide the opportunity for the employee to demonstrate a satisfactory level 
of performance and to determine if the position meets the expectations of the employee.  
The Presbytery uses this period to evaluate the employee’s capabilities, work habits, and 
overall performance.  It is also a time for the employee to clearly understand the tasks 
involved in his/her position, as well as learn about the culture of working at the Presby-
tery.   
 
The introductory period does not affect the “at will” status of any employee, meaning 
that either the Presbytery or the employee may terminate employment at any time. 
 
4.3 PERFORMANCE EVALUATION 
 
Supervisors should discuss work performance with employees on a regular basis by 
providing both positive and constructive feedback.  The Personnel Team will conduct 
annual performance reviews with all Presbytery employees, including review of 
employees’ written performance self-evaluations and suggestions for improvements. A 
summary of the reviews will be maintained in the Presbytery’s personnel files.   
 
4.4 PERSONNEL RECORDS 
 
The Presbytery Leader will maintain a personnel file for each employee, which holds 
employees’ basic employment records such as W-4 elections, pre-employment 
documents, medical/benefit elections, payroll records, compensation history, confidential 
performance evaluation files, complaints, employee relations, and/or disciplinary 
documents. All employment files are the property of the Presbytery, and access to the 
information they contain is restricted.  Only the Presbytery Leader and Personnel Team, 
and those individuals authorized by the Personnel Team with a legitimate reason to review 
the information may do so.  Employees are required to promptly report any changes in 
address, telephone number, marital status, beneficiary designations, dependent 
exemptions, and emergency contacts to the Office Manager. 
 
4.5 CONFIDENTIALITY 
 
Employees of the Presbytery may encounter confidential information such as financial 
data, information about church members, employee records and future planning.  Em-
ployees are expected to protect confidential information by safeguarding it when in use, 
filing it properly, disposing of it properly and discussing it only with those having a legit-
imate need to know.  This confidentiality obligation continues after an employee’s termi-
nation of employment.  

Except for proper purposes, none of the Presbytery’s confidential information may be 
removed from the premises. Upon termination of their employment with the Presbytery, 
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or upon the Presbytery’s request at any time, employees must promptly return all docu-
ments containing sensitive or confidential information. 

All employees are expected to show the highest regard for the privacy of each Presbytery 
member, visitor, and employee. Confidentiality is essential to sound and trustworthy re-
lationships; it is also a legal and ethical matter of the utmost importance. 

All personnel must be careful to discuss confidential information only when necessary, in 
appropriate contexts.  Care should be taken to prevent confidential discussions from being 
overheard by other members, visitors, or staff members who are not involved.  
Unauthorized disclosure or misuse of confidential information may be grounds for 
disciplinary action, up to and including termination. 
 
4.6 PROGRESSIVE DISCIPLINE 
 
The Presbytery is committed to equitable and consistent discipline in the event of unsat-
isfactory performance or conduct of employees.  Disciplinary action may call for one or 
more of the following four steps – verbal warning, written warning, suspension, leave of 
absence (with or without pay), or termination of employment – depending on the severity 
of the problem and the number of occurrences.  While unusual, there may be circum-
stances when one or more steps are by-passed and certain situations that are serious 
enough to justify immediate suspension or termination of employment. 
 
4.7 PROBLEM RESOLUTION 
  
The Presbytery encourages open and frank discussion of problems, complaints, sugges-
tions, and questions.  The Presbytery strives to ensure fair and honest treatment of all 
employees.  Likewise, all Presbytery employees, regardless of position, are expected to 
treat each other, members, and visitors with respect. 
 
If an employee disagrees with established rules of conduct, policies, or practices, he/she 
can express those concerns directly to the Presbytery Leader, Personnel Team Moderator, 
or the Stated Clerk.  No employee will be penalized for voicing a complaint in a reasona-
ble, respectful manner.  If that concern involves a condition of employment or a decision 
affecting him/her that is viewed as unjust or inequitable, the employee is encouraged to 
discuss those concerns with the Presbytery Leader, Stated Clerk, or the Personnel Team 
Moderator.  Ultimately, the Personnel Team is available to any employee whose concerns 
remain unresolved after these discussions.  A concerned employee should address his/her 
concerns in writing to the Moderator of the Personnel Team. 
 
4.8 EQUAL EMPLOYMENT OPPORTUNITY 
 
In order to provide equal employment opportunities to all individuals, employment 
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decisions at the Presbytery are based on merit, qualifications, and abilities.  The 
Presbytery complies with applicable Federal, State and Local fair employment laws and 
guidelines but reserves the right to hire only persons who embrace its religious doctrines, 
practices, and beliefs.    
 
The Presbytery is an equal employment opportunity employer and will not discriminate in 
hiring, promotion, pay, benefits or other terms or conditions of employment on the basis 
of an individual’s age, sex, sexual orientation, race, color, religion, national origin, disa-
bility, citizenship, veteran status, marital status, or any other factor protected by applica-
ble federal, state, or local law.  It is the responsibility of every member of the Presbytery 
community to ensure that improper discrimination on the basis of any impermissible fac-
tor does not occur.   

This policy of non-discrimination includes appropriate compliance with and support of 
applicable provisions of the Americans with Disabilities Act (“ADA”) and all other federal, 
state, and local laws concerning the treatment of individuals with disabilities, in connec-
tion with the Presbytery’s programs, practices and facilities.  The Presbytery will make 
reasonable accommodations for employee and qualified candidates who disclose disabil-
ities that affect performance of job functions unless doing so would result in an undue 
hardship for the Presbytery and/or require the organization to fundamentally alter the 
nature of the services it provides. 

If you have or develop a disability and feel you need a reasonable accommodation to 
enable you to perform efficiently and safely some or all the essential functions of your 
job, you should request assistance from your immediate supervisor.  Once you request 
an accommodation, the Presbytery will evaluate your disability and the essential functions 
of your position to ensure a reasonable accommodation can be made.  You may be 
requested to provide medical information or submit to medical exams to assist the 
Presbytery in evaluating and accommodating your disability. 
 
Any employee with questions or concerns about any type of employment discrimination 
is encouraged to bring these issues to the attention of the Presbytery Leader or the 
Personnel Team.  Employees can raise concerns and make reports without fear of reprisal.  
Anyone found to be engaging in any type of unlawful discrimination will be subject to 
disciplinary action, up to and including termination of employment. 
 
4.9 EMPLOYMENT AUTHORIZATION 
 
The Presbytery employs only United States citizens and those who are authorized to work 
in the United States and does not discriminate on the basis of citizenship or national 
origin. 
 
In compliance with the Immigration Reform and Control Act of 1986, each new employee, 
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as a condition of employment, must complete the Employment Eligibility Verification Form 
I-9 and present documentation establishing identity and employment eligibility within 
three days after commencement of employment.  Former employees who are rehired 
must also complete the form if they have not completed an I-9 with the Presbytery within 
the past three years, or if their previous I-9 is no longer retained or valid. 
 
 
 
EMPLOYMENT COMPENSATION 
 

 
5.1 EXEMPT/NON-EXEMPT EMPLOYEE DESIGNATIONS 
 
Each position in the Presbytery is designated as either Non-exempt or Exempt from fed-
eral (Fair Labor Standards Act or “FLAS”), and state wage and hour laws based on various 
criteria including duties, compensation amount, degree of discretion, and other factors.  
An employee’s exemption classification may be changed upon written notification by the 
Presbytery Leader.  Employees should address any questions about their status to the 
Presbytery Leader. 
 
5.1.1 NON-EXEMPT employees are entitled to overtime pay under the specific provi-
sions of federal and state laws. 

 
5.1.2 EXEMPT EMPLOYEES are excluded from specific provisions of federal and state 
laws, including overtime compensation. 
 
5.2 FULL TIME/ PART TIME DESIGNATIONS   
 
In addition to the above categories, each employee belongs to one other employment 
category: 
 
5.2.1 REGULAR FULL-TIME employees are those who are regularly scheduled to work 
at least 40 hours per week.  Generally, they are eligible for the Presbytery’s benefit pack-
age, subject to the terms, conditions, and limitations of each benefit program. 

 
5.2.2 REGULAR PART-TIME employees are those who are regularly scheduled to work 
fewer than 40 hours per week.  While they do receive all legally mandated benefits, these 
employees may or may not be eligible for the Presbytery’s other benefit programs. 
 
5.3 MINISTERS OF WORD AND SACRAMENT (MWS) 
In accordance with federal and state statutes and Church policy all Ministers of Word and 
Sacrament employed by Assembly agencies, synods, presbyteries, and sessions are 
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considered self-employed persons engaged in the exercise of their ministry and are not 
subject to withholding for certain taxes. They are, however, included in all other policies 
which apply to employees except where excluded by federal or state law. 

 
 
 
5.4 WAGES AND SALARY 
 
The Presbytery is committed to salary administration which will provide fair pay for the 
work performed, incentives for personal achievement and growth, and flexibility to meet 
changes in organization, functions, positions, and personnel over a period of time. The 
Presbytery, through the Personnel Team, will periodically evaluate the adequacy of staff 
salaries using the best objective data available. 
 
5.4.1 SALARY REVIEW 
 
All individual salaries will be reviewed annually and will also be reviewed when there are 
changes in duties or responsibilities which call for a change in position classification.  
Decisions on changes in compensation will be based on recommendations from the 
Personnel Team to the Vision Team. 
 
5.4.2 ELECTED EXECUTIVE STAFF SALARIES 
 
Changes in compensation for elected executive staff (Presbytery Leader) must be presented 
to the Presbytery for approval. 

 
5.4.3 SOCIAL SECURITY REIMBURSEMENT TO MINISTERS OF WORD AND 
SACRAMENT 
 
Ministers of word and sacrament are exempt from Social Security withholding and must 
pay these taxes individually if they opt to participate in the Social Security system.  A 
percentage not to exceed 50% (the same percentage normally paid by an employer) of 
Social Security taxes paid by the clergy may be reimbursed based on the individual 
clergy’s terms of call.  Only expenses actually incurred are eligible for reimbursement. 
HOUSING ALLOWANCE 
 
The Internal Revenue Code provides that an ordained minister may exclude from her/his 
gross income for tax purposes, if it is designated in advance, any housing allowance paid as 
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part of her/his compensation when that allowance is used for: 
1. Renting a home. 
2. Purchasing a home, including down payment, mortgage, legal fees, fees for 
searching title, installment payments, interest, taxes, fire, and home liability 
insurance premiums, repairs, etc. 
3. Running expenses of a home other than costs for food and domestic help, such as 
Personnel Policies for the Presbytery of Giddings-Lovejoy, utilities, house furnishings, 
attached garage, sidewalks, front and backyards. 
 
The Internal Revenue Service has placed limitations on these provisions by ruling that an 
ordained minister may exclude from her/his gross income “only an amount equal to the 
fair rental value of the home plus the cost of utilities” or can exclude “the amount of 
compensation used for (1) furnishings, running expenses and real estate taxes to the 
extent they do not exceed the fair rental value and (2) utilities.” 
 
If the total amount designated for housing allowance is not fully used for housing it is the 
employee’s responsibility to report the balance to the Internal Revenue Service as 
“taxable income.” All housing allowances must be approved through the Pastoral Transition 
and Care Commission the previous year the housing allowance goes into effect.  
 
 
5.4.4 OVERTIME 
 
Only non-exempt employees are eligible for overtime pay.  The Presbytery Leader must 
authorize any hours worked beyond 40 hours in any week for all non-exempt employees. 
Overtime is paid at a time and half rate only for actual hours worked beyond 40 in any 
week, excluding any paid holidays, sick days, or vacation time. 

 
5.4.5 EXPENSE REIMBURSEMENT 
 
To establish and administer a process wherein authorized expenses incurred by 
employees in the performance of their work, expenses are reimbursed according to 
procedures outlined in the Finance Manual. 
 
5.4.6 HONORARIA 
 
Ordinarily Presbytery personnel will not retain honoraria for any services rendered as a 
part of their normal job function. Any exception to this policy will need the approval of 
the Presbytery Leader. 
 
 
6.  EMPLOYEE BENEFIT PROGRAMS 
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The following benefits are provided by the Presbytery.  Benefits eligibility is dependent 
on employee classification. 
 
6.1 VACATION/LEAVE 
 
Full time MWS and full-time employees are eligible for vacation. In the first year of 
employment vacation is prorated, depending upon the month in which employment took 
place. 
 
Full-time MWS are entitled to four weeks (20 working days) vacation per year. 
Full time employees are entitled to 10 days vacation with one day added for each additional 
year of service, up to 20 days.  
 
6.1.1 REQUESTS.  Requests for approval of specific dates for vacation and leave should 
be made at least 4 weeks before the planned leave. The Presbytery Leader approves 
vacation, study leave and continuing education for all staff. The Presbytery shall 
communicate leave to the Personnel Team. 
 
6.1.2 VACATION CARRYOVER. Employees will be encouraged to take their full vacation 
each year but will be allowed to carry over up to 10 days of vacation time from one year to 
another with Presbytery Leader approval. 
 
6.1.3 VACATION PAID ON TERMINATION.  Upon termination of employee’s 
employment for any reason, prorated vacation time shall be paid. 
 
6.2 HOLIDAYS 
 
The Church observes the following holidays each year and has authorized the church 
building and offices to be closed on these days: 
 
 New Year’s Day   Labor Day 
 Martin Luther King Day  Thanksgiving Day 
 Good Friday    Friday following Thanksgiving Day 
 Memorial Day    Christmas Eve Day 

Independence Day   Christmas Day   
 *One Floating Holiday  New Year’s Eve 
 
* One floating holiday to be designated by the Personnel Team by December of the 

preceding year. 
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6.3 SICK LEAVE 
 
 
6.3.1 ALL FULL-TIME employees are entitled to earn up to 12 working days per year 
of sick leave. This covers actual sickness, doctor, dentist, or other medical visits. 
 
One working day is given for each month of full-time employment with a maximum 
accumulation of ninety days. Absence beyond ninety days must be approved by the 
Personnel Team, upon recommendation from the Presbytery Leader. 
 
6.4 SHORT TERM LEAVE 
 
6.4.1 LEAVE OF ABSENCE FOR FULL TIME EMPLOYEES 
 

1. Study leave and Continuing Education shall not be used for leaves of 
absence; 

 
2. Re-entry from maternity, paternity, adoptive, family, or medical leave may 

be scheduled on a full-time or part-time basis as agreed upon by the 
employee and the Personnel Team in consultation with the supervisor, 
with medical approval when appropriate; 

 
3. If an employee initiates dissolution within one year following family, 

maternity, paternity, or adoption leave, any unused vacation time shall be 
credited against the leave taken; 

 
4. Should an employee experience a miscarriage or still birth, she/he shall 

be given the maternity/paternity leave she/he would have received had 
the pregnancy been carried to term with no complications. 

 
6.4.2 LEAVE OF ABSENCE WITH PAY 
 
Leaves of absence, with pay, are provided under the following circumstances: 
 

a. Military Service - For regular training period with the U.S. Armed Forces 
(up to two (2) weeks annually). Employees who serve in the Military 
Reserves shall ordinarily settle on all details regarding their military 
requirements in a Mobilization Agreement as part of their annual terms of 
call. These details should include the annual two-week training period and 
what compensation the presbytery will provide during that time. The 
employee shall not take a cut in salary for those two weeks. If the military 
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reimbursement is less that the employee’s salary, the presbytery will make 
up the difference in pay. 

 
b. Jury Duty - For jury duty (up to two (2) weeks annually); in exceptional 

cases the Executive Presbyter may grant additional leave of absence with 
pay for jury duty; 

 
c. Marriage - For marriage of employee who has one (1) or more years of 

credited service with the agency (up to three (3) days); 
 

d. Family Leave - When an employee needs to take extended leave due to 
the needs of a family member, the Presbytery Leader and the Personnel 
Team shall be consulted as soon as possible. Situations that may fall under 
this heading include, but are not limited to, an extended 
hospitalization/rehabilitation, the need to place a family member in long 
term care, and the need to take care of family matters in the event of 
death. Family leave shall be up to six (6) weeks in length, during which 
time the employee shall receive full effective salary and full Pension dues. 
If additional leave is required, the employee shall negotiate for such leave 
with the Personnel Team after consultation with the Presbytery Leader. 
An employee may lengthen the period of family leave at his or her 
discretion by using accrued sick days and/or vacation; 

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

parent, child, brother, sister, grandparent) the employee will receive full 
pay for absence from the day of death up to and including day after burial. 
This leave should not exceed four (4) working days. The Presbytery Leader 
shall authorize additional days in exceptional circumstances. Time lost to 
attend a funeral locally may be counted as personal or family leave to be 
arranged in consultation with an employee’s supervisor or the Presbytery 
Leader; 

 
f. Voting - Adequate time off for voting where election hours and work 

schedules would work a hardship on employees; 
 

g. Maternity - When an employee becomes pregnant, the supervisor shall 
be consulted within twelve (12) weeks of a physician’s confirmation of the 
pregnancy. Maternity leave should ordinarily begin with the physician’s 
certification that the employee can no longer perform her duties and end 
when she is medically released by her physician to return to her 
professional duties. This is ordinarily an eight (8) week period, during 
which the employee shall receive full effective salary and full Pension dues. 

In the event of medical complications, the Personnel Team shall be 
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consulted, and the employee shall make arrangements for additional leave 
under the terms of Medically Certified Disability (17.13). An employee may 
lengthen the period of maternity leave at her discretion by using accrued 
sick days and/or vacation; 

 
h. Paternity - If an employee’s spouse becomes pregnant, the employee 

shall notify his supervisor within twelve (12) weeks of a physician’s 
confirmation of the pregnancy. A request for paternity leave shall be made 
no later than a month before the requested leave is to begin. Paternity 
leave may be up to three (3) weeks in length, during which time the 
employee shall receive full effective salary and full Pension dues. If 
additional leave is necessary, the Personnel Team shall be consulted, and 
it shall be arranged under the terms of the Family Leave paragraph of this 
section for up to an additional three (3) weeks. An employee may lengthen 
the period of paternity leave at his discretion by using accrued sick leave 
and/or vacation; 

 
i. Adoption - Recognizing that the adoption of a child requires as much of 

a transition as the birth of a child, an employee who is adopting shall be 
granted leave commensurate with maternity or paternity leave above. The 
time of the leave begins when the child is placed in the employee/parent’s 
hand. If additional leave is necessary, the Personnel Team shall be 
consulted, and it shall be arranged under the terms of the Family Leave 
paragraph of this section. A pastor may lengthen the period of adoption 
leave at his or her discretion by using accrued sick days and/or vacation. 

 
6.4.3 LEAVE OF ABSENCE WITHOUT PAY 
 
Leave of absence without pay is provided under the following conditions with the approval 
of the Personnel Team in consultation with the Presbytery Leader: 
 

a. Maternity - For maternity leave or upon adoption of a child, up to six (6) 
months for women employed by the Presbytery for at least one (1) year; 

 
b. Paternity - Paternity leave, upon adoption of a child, or in the case of 

miscarriage, up to two (2) weeks for men employed by the Presbytery for 
at least one (1) year, provided that such leave takes place within sixty 
(60) days of event; 

 
c. Military Service - For obligatory, military service of an employee who 

has been with the Presbytery for three (3) months. Upon return every 
effort will be made to place the employee in a position with like seniority 
and status and salary; 
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d. Personal - For personal reasons, such as family responsibilities, unpaid 

leave may be granted at the discretion of the Presbytery Leader in 
consultation with the Personnel and Office Management Teams. 

 
6.4.4 MEDICAL DISABILITY 
 
Medical disability as used herein refers to any absence from work on account of a 
disabling sickness or injury, whether temporary or chronic. 
 
Policy 
Any member of staff, full or part-time, who has worked for the Presbytery for a period of 
one year may be provided full salary and benefits for not more than 30 calendar days, to 
include utilization of accrued sick leave. If the disability exceeds 30 calendar days, or the 
employee’s accrued sick leave if more, the employee may request, through the Presbytery 
Leader and the Personnel Team, for an extension of this arrangement for a period not to 
exceed a total of 90 calendar days. Certification from the treating physician as to the 
disability and its duration may be requested, as well as certification of readiness to return 
to work. If it appears that the disability will exceed 90 calendar days, the employee may 
submit a request through the Presbytery Leader and the Personnel Team for placement 
on unpaid leave. 
 
6.4.5 PERSONAL LEAVE 
 
Each staff member is allotted 3 days paid personal leave annually, which days may not 
be accrued. These days are to be approved by the Presbytery Leader. 
 
 
6.5 CONTINUING EDUCATION & STUDY LEAVE  
 
To enhance the ministry and work of both the individual and the Church, all staff are 
granted Study Leave in accordance with terms of call or employment agreements.   Events 
which enrich the employee’s ability to effectively serve within the Presbyterian system as 
part of the Presbytery staff are encouraged. The Presbytery Leader coordinates, encour-
ages, and approves all Study Leave and Continuing Education.   
 
Annual study leave and continuing education may carry over from the previous year with 
permission from the Presbytery Leader and Personnel Team.  However, the total accu-
mulation of annual study leave, and continuing education will not exceed 6 weeks. 
 
Pay in lieu of this leave will not be provided. 
 
6.5.1 EXTENDED STUDY LEAVE FOR FULL TIME EMPLOYEES 
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To enable full time employees to give extended study to subjects which will contribute to 
the work of the Presbytery and to their own technical or professional development, an 
extended study leave, with pay, may be granted within the following guidelines: 
 
a) The employee must have completed 5 years of full-time credited service to the Pres-

bytery. 
b) At least 5 years must have elapsed since any previous extended study leave, and at 

least 1 year since any previous 2-week study leave. 
c) A detailed written plan of study with clearly identified goals and expected end-products 

must be approved by the Personnel Team long enough in advance so that budget and 
staffing needs may be met. 

d) The maximum length of extended study leave will be 4 months.  It may be taken in 
conjunction with earned vacation within a particular year but may not be combined 
with annual study leave since an employee is not eligible for both types of leave in the 
same year. 

 
 
7.  INSURANCE 
 
7.1 HEALTH INSURANCE AND PENSION PROGRAM 
 
The Presbytery provides various group insurance and pension programs for Ministers of 
Word and Sacrament, full time employees and their eligible dependents through the Board 
of Pensions.  All programs are subject to the conditions set forth by the denomination, 
insurer and are approved by the Personnel Team on an annual basis.  Employees are 
required to supply all requested information to determine dependent eligibility and costs. 
For all insurance benefits and coverages, please refer to the actual plan documents, 
summary plan descriptions, or insurance policies, which are available for review upon 
request. Upon achieving eligibility, employees receive specific current information regarding 
coverage and any employee costs.  
 
 
7.1.1 FULL-TIME EMPLOYEES who have completed 3 months of service are eligible for 
Medical, Dental, Life and Disability and Long-Term Disability plans.  Some plans may require 
payment participation by the employee. 
 
7.1.2 PART-TIME EMPLOYEES are not eligible for Health Insurance. 
 
In accordance with the State of Missouri guidelines for continuation of benefits, the 
Presbytery allows employees and their qualified beneficiaries the opportunity to continue 
health insurance coverage under the Presbytery’s health plan when a “qualifying event” 
would normally result in the loss of eligibility. 
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7.2 WORKERS’ COMPENSATION INSURANCE 
 
All employees shall be covered by worker’s compensation insurance, in accordance with 
the law of the State of Missouri, to provide for benefits in case of a job-related illness or 
injury. 
 
 
7.2.1 OFF-THE-JOB DISABILITY BENEFITS INSURANCE 
 
All employees shall be covered by a plan which is in conformity with the Missouri Off-
the-Job Disability Benefits Program, which provides temporary cash benefits to replace 
in part wages lost due to loss of time because of injuries or illness that do not arise out 
of or in the course of employment.  This becomes effective after using all accumulated 
sick leave. 
 
8. HOURS OF WORK 
 
8.1 WORK WEEK 
 

The normal work week will be Monday through Friday from 8:30 a.m. to 4:30 p.m. There 
will be a one-hour meal break provided during these hours. Ordinarily, these hours will 
be maintained on a year-round basis unless adjusted by the Personnel Team. 
 
8.2 INCLEMENT WEATHER DAYS 
 
In the event of inclement weather, the decision whether to close the Presbytery office 
will be at the discretion of the Presbytery Leader.   
 
9. PRESBYTERY OPERATIONS & ENVIRONMENT 
 
The Presbytery is committed to providing a safe and healthful environment for employees, 
members, and visitors.  Creating and maintaining this environment depends on the alertness 
and personal commitment of everyone.  Employees with ideas, concerns, or suggestions for 
improved safety are encouraged to bring them to the attention of their supervisors. 
 
9.1 SAFETY 
 
Each employee is required to exercise caution in all work activities and to report any unsafe 
condition to the Presbytery Leader immediately.  An employee who causes hazardous or 
dangerous situations, or who fails to report or, where appropriate, remedy such situations, 
may be subject to disciplinary action, up to and including termination. 
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An employee should immediately notify the Presbytery Leader of any accident in which 
anyone is injured, regardless of how minor the injury may seem. 
 
The Presbytery is determined to provide all children, youth, and vulnerable adults an 
environment in which they are safe from abuse and neglect.  
 
All employees are required to comply with State laws regarding reporting of child abuse 
and neglect, including laws requiring any minister, clergy person, or other person serving 
in a similar capacity for any religious organization who is responsible for or who has 
supervisory authority over one who is responsible for the care, custody, and control of a 
child or who has access to a child, to report reasonably suspected incidents of child abuse 
or neglect to the appropriate state agency.  Any employee with questions should see their 
supervisor/Presbytery Leader immediately. 
 
9.2 SMOKING 
 
Smoking is permitted only as authorized by the building guidelines.  Employees and visitors 
are expected to clearly follow policies of the facility in which the Presbytery offices are 
housed while engaging in Presbytery business.  
 
9.3 USE OF EQUIPMENT AND PROPERTY 
 
Employees are expected to exercise great care when using any equipment or property 
owned by the Presbytery or any of its member churches.  Equipment that appears damaged 
or in need of repair should be reported immediately to the Presbytery Leader.  The improper, 
careless, negligent, destructive, or unsafe use or operation of equipment may result in 
disciplinary action, up to and including termination. 
 
Church/Presbytery property may not be borrowed by employees or loaned to others without 
specific permission from the Presbytery Leader. 
 
 
9.4 BUSINESS EQUIPMENT AND COMPUTER USE 
 
The Presbytery’s business equipment, including copiers, printers, facsimile machines, 
postage meter and express delivery services, computer hardware, software, and data 
storage systems (including e-mail, internet access, the Presbytery website, and electronic 
storage), and telephone equipment (including voicemail) are the Presbytery’s property 
and are intended for Presbytery purposes. 

Please note that you should not expect that use of the Presbytery’s business equipment 
will afford you any privacy with respect to personal matters. Our e-mail systems and 
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Internet access are communication tools, and as such are subject to review by the Pres-
bytery at any time.   

The Presbytery’s computers and information systems are to be used by employees for 
Presbytery-related business.   Users are responsible for the security of their passwords.    
Passwords for certain applications should be provided to at least one other appropriate 
staff member.  Employees may not install programs or software or store data or digital 
images or information on the Church’s computers unless authorized to do so and the 
appropriate licenses have been obtained. Users may not use the Church’s computers for 
any unlawful purpose.  
 
9.4.1 COMPUTER SOFTWARE (Unauthorized Copying)  
 
The Presbytery does not condone illegal duplication of software.  Copyright laws protect 
the exclusive rights of the copyright holder and does not give users the right to copy 
software even for backup purposes unless the manufacturer does not provide a backup 
copy.  No employee shall install any software on the Presbytery’s computers, including 
but not limited to instant messaging or file-sharing software, except the software pro-
vided by or authorized by the Presbytery. 

9.5.2 APPROPRIATE USE OF E-MAIL/SOCIAL MEDIA AND RELATED TOOLS 
 
The Presbytery recognizes that e-mail, instant messaging, chat, message board, list 
serves, and related tools present a tremendous opportunity for real-time communication 
with members, visitors, fellow employees, and members of the broader community. At 
the same time, the Presbytery recognizes the potential danger of inappropriate use of 
these tools. 

Internet access and email are provided for the purpose of conducting Presbytery-related 
business.  E-mail messages on Presbytery computers or devices are the property of the 
Presbytery.  Incidental personal use of the Internet and email system is allowed as long 
as no prohibited activities are involved such as, but not limited to: 
 
 Engaging in illegal, fraudulent, or malicious activities 

 
 Sending, viewing, or storing offensive, obscene, or defamatory material 

 
 Harassing other individuals 

 
 Using social media as a forum for airing work-related complaints 

 
 Use to solicit for commercial ventures or outside religious or political causes or other 

non-job related solicitations 
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 Excessive use that interferes with the employee’s job 
 
 Misappropriation or disclosure of confidential information 

 
 Attempting to access another employee’s communications, files or data  

 
Employees must always maintain professionalism in all communications with the Presby-
tery community and the public. While electronic communication tools often lend them-
selves to informal communications, we must maintain a consistent level of professional-
ism in all our communications. Message board postings, instant messages, chats, and 
even e-mail communications can easily be taken out of context or misinterpreted. For this 
reason, we generally discourage the use of instant messaging.  

10. STANDARD POLICIES AND PROCEDURES 

10.1 PERSONAL APPEARANCE 
 
The Presbytery’s ministry is enhanced when staff maintain a professional appearance. 
Although we do not have a specific dress code, employees are expected to maintain an 
acceptable level of personal cleanliness, good grooming, and appropriateness of dress 
while on the premises.   
Employees are expected to use good judgment in selecting clothing suitable for the 
positions they hold, the jobs they perform and the occasion.  If in doubt, employees 
should discuss their questions with their supervisors. 
 
10.2 EMPLOYEE VISITORS  
 
Employee visitors, including family members, shall not interfere with Presbytery work or 
affect the proper use or availability of Presbytery facilities.  The Presbytery recognizes that 
from time to time an employee’s minor child may need to be in the building during work 
hours for brief periods of time, other than when participating in supervised Presbytery 
activities. In these instances, the employee is required to always supervise any child 
personally and adequately.  The Presbytery Leader must approve any special arrangements.  
The Presbytery reserves the right to request that any visitor, including family members, be 
restricted from access unless otherwise participating in a Presbytery activity.  
 
10.3 DRUG AND ALCOHOL USE 
 
The Presbytery is committed to maintaining a drug and alcohol-free environment. While 
on the Presbytery’s premises, no employee may use, possess, distribute, sell or be under 
the influence of alcohol or illegal drugs. Accordingly, the use, possession, manufacture, 
distribution, dispensation, purchase and/or sale of alcohol or illegal drugs (which includes 
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controlled substances), or the abuse of legal drugs or being under the influence of either 
illegal drugs or alcohol during employment hours, on Presbytery property, on Presbytery 
business, or at Presbytery events, is prohibited.  
 
10.3.1 OFF SITE ALCOHOL OR DRUG USE, POSSESSION, OR SALE  
 
Employees attending Presbytery-related activities not on Presbytery premises where 
alcohol is being served should use caution and good judgment in their consumption of 
alcohol.  Off-site behavior does reflect on the Presbytery and employees are expected to 
conduct themselves safely and with integrity. Off-the-job illegal drug use, possession, 
sale, or other such activity could adversely affect an employee’s job performance, 
jeopardize the safety of other employees, and jeopardize the Presbytery’s property and 
reputation, as well as endanger the public.  Accordingly, such off-the-job conduct, or 
activity may be deemed a violation of this policy. 
 
10.3.2 PRESCRIPTION DRUGS  

The use of legal prescription drugs is permitted on the job only if they do not impair an 
employee’s ability to perform the job safely and effectively and do not endanger other 
individuals. Employees may maintain prescription drugs on the Presbytery’s premises pro-
vided the following conditions have been met: 

1. The drugs have been prescribed by a doctor for the person in possession 
of the drugs; and 

2. The employee is using the drugs in accordance with his or her prescription. 

 

Any prescription drugs not meeting the above requirements shall be considered an “illegal 
drug” and/or “controlled substance” under this Policy.  The Presbytery has the right to 
determine whether an employee who is taking prescription medication should be allowed 
to continue working during his or her treatment due to possible safety and/or perfor-
mance problems that could arise. 

10.3.3 TESTING 

While rare, whenever the Presbytery reasonably suspects that an employee’s work per-
formance, or on-the-job behavior, may be or may have been affected in any way by 
alcohol or drugs, or that an employee has otherwise violated this Policy, WGPC may re-
quire the employee to provide a breath, saliva, hair, urine, and/or blood sample for alco-
hol and drug testing.  An employee who tests positive for alcohol, illegal drugs, or con-
trolled substances as a result of such test will be in violation of this Policy. 
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Employees subject to testing must sign, prior to testing, an approval form consenting to 
the testing and consenting to the release of the test results to the Personnel Team and 
the Presbytery Leader.  Failure to sign the consent form and release may result in disci-
plinary action, up to and including termination of employment.  Test results will be kept 
confidential to the maximum extent possible. 

10.3.4 PROHIBITIONS 

Subject to the preceding section regarding the Authorized Use of Prescription Medicines 
and Other Controlled Substances, the following acts are violations of this policy: 

1. Use, possession, distribution or being under the influence of illegal drugs, 
controlled substances or alcohol, or use, possession, or distribution of drug 
paraphernalia while on the Presbytery’s premises or during working hours; 

2. Storing illegal drugs, controlled substances, alcohol or drug paraphernalia 
in a desk or other repository on the Presbytery’s premises; 

3. Use, possession, distribution or being under the influence of illegal drugs or 
controlled substances outside the Presbytery’s premises or functions that 
adversely affect an employee’s performance, the safety of an employee, or 
co-worker or the overall operations of the Presbytery, including, but not 
limited to, selling, or providing illegal drugs or controlled substances to an-
other employee; 

4. Switching or adulterating any sample submitted for testing; 

5. Refusing to consent to testing, refusing to proceed without delay to a des-
ignated testing facility, refusing to sign a consent and release form, or re-
fusing to submit any sample for testing when requested by the Presbytery; 

6. Refusing an inspection when requested by the Presbytery; 

7. Failing to notify the Presbytery of any conviction or plea of guilty under any 
criminal drug statute, law, regulation, or ordinance within 5 days of the of 
the date of the conviction or plea; and 

8. Failing to report to your supervisor the use of a prescribed drug which may 
alter your behavior of physical or mental ability. 

10.3.5 CONSEQUENCES FOR VIOLATION OF THIS POLICY 
 
Violations of this policy may lead to disciplinary action, up to and including termination. 
 
At the sole discretion of the Presbytery, an employee who has violated this policy by 



 

21 
V. 1.19.18 

failing a controlled substance and/or alcohol test may be allowed one chance to complete 
a program of rehabilitation.  Additionally, if any employee voluntarily comes forward to 
seek rehabilitation prior to a request by the Presbytery to be tested or before WGPC had 
knowledge of conduct to cause a request for testing, the employee will not be discharged 
for admitting to a drug and/or alcohol problem and seeking rehabilitation but instead may 
be allowed one chance to complete a program of rehabilitation.  This exception shall be 
applied on a one-time basis.  An employee who admits controlled substance or improper 
alcohol use after being requested to take a test shall be considered to have tested positive 
for purposes of this policy. 

 

 

 

 

 

10.4 HARASSMENT POLICY 
 
The Presbytery seeks to make its work environment as pleasant and professional as pos-
sible; free from all forms of unlawful harassment.  The Presbytery will not allow any form 
of unlawful harassment or any other improper conduct that has the purpose or effect of 
interfering with an individual’s work performance or that creates an intimidating, hostile 
or offensive work environment. 

Harassment based on an individual’s race, religion, national origin, disability, age, gender, 
and/or sex or sexual orientation is strictly prohibited.  Violations of this policy will result 
in disciplinary action up to and including termination of employment.  Presbytery employ-
ees shall not engage in harassment of other employees or of third parties, such as mem-
bers and visitors. 

The Presbytery takes allegations of harassment seriously, and will take all steps reason-
ably required to prevent, investigate, and promptly correct any harassment or other im-
proper conduct in the workplace or in settings in which employees may find themselves 
in connection with their employment. 

10.4.1 SEXUAL HARASSMENT—PROHIBITED CONDUCT 

Under the applicable legal standard, it can be difficult to determine whether particular 
conduct of a sexual nature is unlawful.  The Presbytery’s goal is to avoid the risk of 
unlawful sexual harassment by prohibiting any conduct, which may possibly be construed 
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as unlawful sexual harassment.  To achieve this goal, the following conduct is prohibited, 
regardless of whether it is sufficiently severe or widespread to be unlawful: 

 Unwelcome sexual assaults, advances, or propositions whether they 
involve physical touching or not; 

 Sexually oriented, suggestive, obscene, or insulting comments, lan-
guage, jokes, written or oral references to sexual conduct, comments 
about an individual’s body, sexual activities, experiences, deficien-
cies, or preferences; 

 Displaying or possessing in the workplace sexually suggestive, re-
vealing, or pornographic objects, pictures, graffiti, or cartoons; 

 Physical horseplay, practical joking, leering, unnecessary touching 
such as patting, pinching, or intentional brushing against another’s 
body, or sexual gestures; 

 Threats or promises of preferential treatment designed to induce 
submission to or toleration of any of the above conduct; and 

 Any other conduct, which, if unwelcome and sufficiently severe and 
widespread, may constitute unlawful sexual harassment. 

10.4.2 OTHER FORMS OF PROHIBITED HARASSMENT 
 
The Presbytery also prohibits disparaging remarks, epithets, graffiti or other offensive or 
inflammatory conduct based on an individual’s race, religion, national origin, disability, 
age, gender, and/or sex or sexual orientation. 

10.4.3 HARASSMENT COMPLAINTS 
 
All employees of the Presbytery have a responsibility to come forward and report offen-
sive or other improper behavior that they believe may constitute harassment, whether by 
another employee or by a third party, such as members or visitors.  Most incidents of 
harassment can be effectively addressed with a minimum of disruption to the affected 
employee if promptly reported.  Failure to report harassment or other improper conduct 
on a timely basis may make it difficult for the Presbytery to take effective corrective 
action. 

Any person who experiences, witnesses or learns of an alleged instance of harassment 
or sexual misconduct on the part of any person in the Presbytery or in conjunction with 
a Presbytery-related activity, should notify the Presbytery Leader, any other ordained 
minister of this Church, or the Moderator of the Personnel Team.  An employee is not 
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required to report concerns directly to his/her immediate supervisor or any individual 
involved in the alleged offensive or improper behavior prior to speaking with any of the 
above.  Concerns should be raised in a timely and professional fashion to protect the 
safety of all involved. 
 
The Presbytery adheres to the "General Assembly of the Presbyterian Church (USA) Pol-
icy and Procedures on Sexual Misconduct Applicable to the Presbytery of Giddings-
Lovejoy," a full copy of which is attached as an addendum to this manual. 
 
10.4.4 HARASSMENT INVESTIGATION 
 
When an employee complains about harassment or other improper conduct, the Presby-
tery will promptly and thoroughly investigate the employee’s concerns.  While it may be 
necessary to discuss the employee’s concerns with the alleged offender and possibly other 
employees, the Presbytery will attempt to conduct the investigation in as confidential 
manner as possible.  Upon completion of the investigation, the Presbytery will inform the 
person filing the complaint and the alleged offender of the results of the investigation 
and, to the extent appropriate, any remedial action to be taken. 

If it is determined that the terms of this harassment policy have been violated, the Pres-
bytery will take reasonable steps designed to prevent reoccurrence of the offending con-
duct.  Any employee who is determined, after an investigation, to have engaged in sexual 
or other harassment in violation of this policy will be subject to discipline, up to and 
including termination of employment. 

The Presbytery recognizes that in some cases, despite thorough investigation, it may be 
impossible to determine whether the alleged violations of the harassment policy have in 
fact occurred.  In such cases, the Presbytery may take non-disciplinary action designed 
to reinforce the effectiveness of this policy and to prevent future violations. 

Once the Presbytery has addressed concerns raised with respect to harassment or other 
improper conduct, it will assume that the problem is not continuing in nature unless it is 
informed otherwise.  If you are again offended or harassed, you must report this reoc-
currence to the Presbytery Leader or the Moderator of the Personnel Team.  A prompt 
and thorough investigation will be conducted. 

10.4.5 RETALIATION PROHIBITED 

An employee who, in good faith, raises what he/she believes to be a credible concern or 
complaint is protected from retaliation in any employment action.  Any retaliation against 
an individual who has complained about or who has participated in an investigation of 
alleged harassment or other improper conduct is strictly prohibited.  If you feel that you 
are being retaliated against in violation of this policy, contact the Presbytery Leader or 
the Moderator of the Personnel Team and your concerns will be promptly and thoroughly 
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reviewed.  

10.5 REPORTING OF CHILD ABUSE 

Many states have a Mandatory Reporting Statute which requires certain organizations 
and their employees to report suspected child abuse, neglect, or sexual abuse.  Any 
physical injury, sexual abuse, or emotional abuse inflicted on a child other than by acci-
dental means by a caregiver, constitutes abuse. 

Making a report of abuse/neglect is mandated if there is reasonable cause to suspect that 
a child has been or may be subjected to abuse or neglect or the observation of such 
conditions or circumstances that would reasonably result in abuse or neglect.  Any report 
of sexual abuse must be made within 24 hours by those mandated to report.  Mo. Rev. 
Stat. 210.130, or applicable statute for location of incident reported.  

10.5.1 REPORT LIAISON  

Employees may report any suspected abuse circumstances to the Presbytery Leader, the 
Moderator of the Personnel Team, or their designee.  Alternatively, employees may report 
abuse to the Missouri Division of Family Services (or applicable state agency if outside 
Missouri). There is a 24-hour hotline that can be used to make a report.  It is maintained 
by the Missouri Department of Social Services, Children’s Division Hotline at 1-800-392-
3738. 

 

10.6 REPORTING OF UNLAWFUL ACTIVITY 

The Presbytery requires all employees, members, third parties with whom it does busi-
ness, and volunteers to observe high standards of business and personal ethics at all 
times in the conduct of their duties and responsibilities. Employees and representatives 
of the Presbytery, consistent with our faith, must fulfill their responsibilities with honesty 
and integrity, and must comply with all applicable laws and regulations. 

Employees have an obligation to report activity concerning the Presbytery that they rea-
sonably believe may be improper, fraudulent, dishonest, or otherwise in violation of ap-
plicable laws and regulations.  If a concern or complaint about any suspected improper 
or unlawful conduct arises, employees should report the circumstances to the Moderator 
of the Personnel Team and the Presbytery Leader. If the concern relates to financial or 
accounting matters, employees should report the circumstances to the Moderator of the 
Finance Team and the Presbytery Leader. 

All reported concerns or complaints and related inquiries and discussions will be handled 
in as discrete and confidential a manner as possible, consistent with the Presbytery’s 
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obligation to investigate matters of substance and take appropriate action, if necessary. 
Investigations will be handled with due regard for the rights of all concerned.  Documen-
tation will be maintained in a separate, confidential file.  Access to the confidential file 
shall be restricted to the Presbytery Leader and any appropriate Board, Team or Com-
mittee on a need-to-know basis.  

10.6.1 CONFIDENTIALITY 

All reported concerns or complaints and related inquiries and discussions will be handled 
in as discrete and confidential a manner as possible, consistent with the Presbytery’s 
obligation to investigate matters of substance and take appropriate action, if necessary. 
Investigations will be handled with due regard for the rights of all concerned.  Documen-
tation will be maintained in a separate, confidential file.  Access to the confidential file 
shall be restricted to the Presbytery Leader and any appropriate Board, Team or Com-
mittee on a need-to-know basis.  

Insofar as possible, confidentiality regarding the identity of the individual making the 
report or complaint will be maintained.  His or her identity may have to be disclosed, 
however, in circumstances where it is deemed necessary in order to conduct a thorough 
investigation, to comply with applicable law and/or to provide accused individuals with a 
fair opportunity to respond to allegations of wrongdoing. 

10.6.2 NO RETALIATION 

This policy is intended to encourage employees to raise concerns within the organization 
for investigation and appropriate action. The Presbytery is committed to providing an 
environment in which our staff can feel safe in making a good faith report about their 
concerns regarding activities of others within the Presbytery community.  The Presbytery 
will not retaliate or tolerate improper retaliation against anyone because they have made 
a good faith report concerning activity they reasonably believe to be improper or unlawful.  
Any individual who believes he or she is being retaliated against for making such a report 
should contact the Presbytery Leader immediately.  If the concern involves a supervisor, 
contact the current Moderator of the Personnel Team. 

Sound judgment should, of course, be exercised to avoid making baseless allegations.  
An employee who makes a report or provides evidence which he or she knows to be false 
or without having a reasonable belief in the truth and accuracy of such information may 
be subject to disciplinary action, up to and including termination. Also, the protection of 
this policy against retaliation does not include immunity from discipline or possible termi-
nation for any employee who reports his or her own unlawful actions. 

10.7 EMPLOYEE CONDUCT 
 
10.7.1 STANDARDS OF PROFESSIONALISM 
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All employees are expected to conduct themselves in a manner that reflects high stand-
ards of professionalism, quality, and integrity while interacting with all people.  Attributes 
such as personal appearance, behavior, and communication skills play a major role in our 
relationships and growth of the Presbytery.  Employees are expected to always treat one 
another with respect and courtesy.  Effective and appropriate communication is crucial to 
the success of the Presbytery.  Employees are expected to utilize communication skills 
that enhance and facilitate a positive and productive working environment.  Professional 
discretion is expected in any conversation concerning any member, visitor, child, or col-
league. Professional discretion is expected in any conversation concerning any member, 
visitor, child, or colleague. Appearance, dress, and grooming should reflect favorably 
upon the Presbytery as well as setting a positive example for our members and visitors 
and their children.  

   

10.7.2 UNACCEPTABLE CONDUCT 
 
It is not possible to list all the forms of behavior that are considered unacceptable in the 
Presbytery as a workplace.  The following are examples of behavior that may results in 
disciplinary action, up to and including termination. 
 

 Theft or inappropriate removal or possession of Presbytery property. 
 

 Misusing, defacing, destroying, stealing, or wrongfully possessing 
property of the Presbytery or its employees, students, vendors, or 
visitors. 

 
 Committing a criminal act in connection with job performance, or which 

victimizes or is abusive to a Presbytery employee, member, or visitor. 

 Falsification of records. 

 Smoking or otherwise using tobacco not in accordance with building pol-
icy. 

 Excessive personal telephone calls. 

 Sleeping, loitering or wasting time while on the job. 

 Reporting for work under the influence of or in possession of alcohol or 
illegal drugs. 
 

 Abusive language, fighting, or boisterous or disruptive activity on 
Presbytery premises. 
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 Possession on Presbytery premises of explosives or firearms. 
 

 Excessive absenteeism or any absence without notice or misusing sick 
leave or other leave programs. 

 
 Unauthorized disclosure of confidential information. 

 
 Inappropriate use of Presbytery computers or social media. 

 
 Violation of personnel policies. 

 
 Unsatisfactory performance or conduct. 

 
 Refusing or failing to perform assigned work, to follow a supervisor’s 

Instructions, or committing any act of insubordination. 

 Deliberately or through gross negligence causing injury to another 
person or committing gross negligence or carelessness. 

 
 Violating any policies or procedures contained in this Employee 

Handbook. 
 
 
 
 
 
 
 
10.8 SECURITY INSPECTIONS 
 
The Presbytery expects to maintain an environment that is free of illegal drugs, alcohol, 
firearms, explosives, or other improper materials and therefore prohibits the possession, 
transfer, sale, or use of such materials on its premises.  Desks and other storage spaces 
remain the sole property of the Presbytery and as such they, as well as any articles found 
within them, can be inspected by the Presbytery Leader, or approved representative of the 
Personnel Team at any time, either with or without prior notice. 
 
 
 
11. SEPARATION FROM EMPLOYMENT 
 
11.1 EMPLOYMENT TERMINATION 
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Unless the employee has a separate written contract that specifies otherwise, 
employment with the Presbytery is based on mutual consent and as such, both the 
employee and the Presbytery have the right to terminate employment at will, with or 
without cause, at any time and for any reason. 
 
11.1.1 VOLUNTARY RESIGNATION/RETIREMENT 
 
The Presbytery expects a two-week notice, provided to the Presbytery Leader, when an 
employee voluntarily resigns employment.  Keys and other Presbytery property must be 
returned on the final day of employment.     
 
11.1.2 INVOLUNTARY TERMINATION 
 
When the Presbytery terminates an employee, on the day of dismissal the employee must 
turn in keys and any other items belonging to the Presbytery before leaving the building.   
 
11.1.3 TERMINATION OF BENEFITS 
 
Upon termination of employment for any reason all benefits, including health insurance, 
life insurance, long-term disability, and any other benefits in effect at the time, will cease 
on the date of termination.  Terminating employees will be advised of their rights for 
available group health insurance under COBRA upon termination. On voluntary 
termination or involuntary termination for any reason other than employee misconduct, 
any unused vacation is paid with the employee’s final pay.  Termination for employee 
misconduct will result in forfeiture of any unused vacation pay. 
 
11.1.4 VERIFICATION OF EMPLOYMENT 
 
Employment information about past or present employees of the Presbytery is confiden-
tial and should not be communicated to anyone who does not have a legitimate interest 
in the information.  Therefore, all employment reference inquiries regarding past or pre-
sent staff members must be directed to the Office Manager.  No one else is authorized 
to respond to such requests.  As an employee of the Presbytery, do not, under any cir-
cumstances respond to any requests for information regarding another employee unless 
it is part of your assigned job responsibilities.  If it is not, please forward the information 
request to the Office Manager. 

 

11.1.5 EMPLOYEE RECORD RETENTION 

The Presbytery will retain all employee documents contained within the employee’s per-
sonnel file for a period of ten (10) years from the date on which employee is separated 
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from employment.  After the ten (10) year period has expired, the documents contained 
within the employee’s personnel file will be properly destroyed. 
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EMPLOYEE ACKNOWLEDGEMENT  
I have received, read, and understand the Presbytery of Giddings-Lovejoy Employee Handbook.   

 
I agree to conform to the rules and regulations of the Presbytery as described in the Handbook, 
which is intended to serve as a guide to Presbytery policies and procedures.  I understand the 
Presbytery reserves the right to unilaterally amend, modify or eliminate any provision of this 
Handbook as well as any or all other employment related policies and/or procedures and stand-
ards, without prior notice.  I understand that the specific plan documents regarding any benefits 
shall govern such benefits.  It is also understood that future changes in policies and procedures 
will supersede or eliminate those found in this Handbook and that employees may be notified of 
such changes through normal communication channels. 
 
I understand and agree that nothing in the Presbytery of Giddings-Lovejoy Employee Handbook 
is intended to alter the “at-will” status of employment with the Presbytery.  Employment with the 
Presbytery is based on mutual consent.  Both the Presbytery and I have the right to terminate 
employment at-will for any reason or no reason, with or without cause or advance notice.  I un-
derstand that only the Personnel Team has any authority to enter into any agreement for employ-
ment for any specified period of time, or to make any agreement contrary to the foregoing. 
 

 
 
__________________________________  _________________________ 
Employee Signature     Date 
 
 
__________________________________  _________________________ 
Supervisor Signature     Date 
 
 
 
 
Copy to: Employee’s Personnel File 
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"General Assembly of the Presbyterian Church (USA) Policy and Procedures on Sexual 
Misconduct Applicable to the Presbytery of Giddings-Lovejoy” 

 
Presbyterian Church (USA) Policy 
 
The document entitled "General Assembly of the Presbyterian Church (USA) Policy and 
Procedures on Sexual Misconduct Applicable to the Presbytery of Giddings-Lovejoy" (hereinafter 
referred to as the "General Assembly Policy"), a copy of which, including all Exhibits thereto, is 
attached hereto, is hereby incorporated herein by reference as the basic guideline for the policy of 
this Church. 
 
Priority of the General Assembly Policy 
 
The Presbytery Leader, the Office Manager, and the Personnel Team shall see to it that all 
provisions of the General Assembly Policy, whether or not specifically referred to herein, are 
complied with.  In the event that any provision of this Policy shall be in conflict with any provision 
of the General Assembly Policy, the latter provision shall prevail. 
 
Policy of the Presbytery of Giddings-Lovejoy 
 
It is the policy of this presbytery that sexual misconduct by any Covered Person, as defined in 
Section III, L of the General Assembly Policy, will not be tolerated.  That provision reads as 
follows: 
 
 L. Persons Covered by this policy include Church members, Church officers, 

ministers, and non-members who are employees or volunteers under the supervision of 
governing bodies or entities, including those who are accused of sexual misconduct under 
circumstances in which (1) access to the victim is related to some form of service to or 
appointment by governing bodies or entities of the Church, or (2) sexual misconduct in a 
non-Church related setting raises questions for the Church of character and effectiveness.  
For example, this policy covers a non-member adult who sexually abuses a non-member 
teenager while "helping out" on a Church-sponsored camping trip. 

 
Section III, F and G of the General Assembly Policy defines "Entity" and "Governing Body," as 
used above as follows: 
 
 F. Entity is the term used to refer to any program or office managed by a board, 

committee, council, or other body whose membership is elected by a governing body.  See 
Manual of the General Assembly, Standing Rule 47. 

 
 G. Governing Body is a representative body composed of elders and ministers of the 

Word and Sacrament; these are sessions, presbyteries, synods, and the General Assembly.  
A governing body may establish entities such as day care centers, conference centers, 
camps, or homes for the aged.  A governing body may have both Church members and 
non-members as employees. 
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other terms used herein are defined in Section III of the General Assembly Policy. 
 
Appropriate steps shall be taken to assure that this policy, including the attached General Assembly 
Policy, be distributed to all governing body and entity offices and to all employees and volunteers 
and the fact that a copy is available in the offices of the Presbytery Leader and the Office Manager 
to all Presbytery members and all non-members to whom the policy may be of interest shall be 
publicized, so that all Covered Persons shall understand (i) the Presbytery's policy against 
misconduct, (ii) that adequate grievance procedures are in effect to facilitate prompt reporting of 
specific acts of sexual misconduct that may be alleged against a Covered Person acting in his or 
her described capacity and occurring in the Presbytery or in conjunction with a Presbytery activity, 
and (iii) that prompt action will be taken on all complaints that are made. 
 
Response Procedures 
 
Any person who experiences or who witnesses or learns of an alleged instance of sexual 
misconduct on the part of a Covered Person in the Presbytery or in conjunction with a Presbytery-
related activity, should notify the Presbytery Leader or any other ordained minister of this 
Presbytery, the Office Manager, or the Moderator of the Personnel Team.  Any non-victim accuser 
should, however, note the provisions of Section 4, E of the General Assembly Policy for his or her 
own protection. 
 
 Section 210.115 of the Missouri Revised Statutes provides: 
 
 210.115. Reports of abuse, neglect, and under age fifteen deaths--who required to 

report--deaths required to be reported to child death team, when--deaths of children 
between fifteen and eighteen reported, when. 

 
 1. When any physician, medical examiner, coroner, dentist, chiropractor, optometrist, 

podiatrist, resident, intern, nurse, hospital and clinic personnel (engaged in examination, 
care, or treatment of persons), and other health practitioner, psychologist, mental health 
professional, social worker, day care center worker or other child care worker, juvenile 
officer, probation or parole officer, teacher, principal or other school official, Christian 
Science practitioner, peace officer or law enforcement official, or other person with 
responsibility for the care of children, has reasonable cause to suspect that a child has been 
or may be subjected to abuse or neglect or observes a child being subjected to conditions 
or circumstances which would reasonably result in abuse or neglect, he shall immediately 
report or cause a report to be made to the division in accordance with the provisions of 
section 210.110 to 210.165. 

 
2. Whenever such person is required to report under sections 210.110 to 210.165 in his 

official capacity as a staff member of a medical institution, school facility, or other 
agency, whether public or private, the person in charge or his designee shall be notified 
immediately.  The person in charge or his designee shall then become responsible for 
immediately making or causing such report to be made to the division.  Nothing in this 
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section, however, is meant to preclude any person from reporting abuse or neglect. 
 
 3. Notwithstanding any other provision of sections 210.110 to 210.165, any child who 

does not receive specified medical treatment by reason of the legitimate practice of the 
religious belief of the child's parents, guardian, or others legally responsible for the child, 
for that reason alone, shall not be considered to be an abused or neglected child; however, 
such an exception shall not preclude a court from ordering that medical services be 
provided to the child when his health requires it. 

 
 4. In addition to these persons and officials required to report actual or suspected 

abuse or neglect, any other person may report in accordance with sections 210.110 to 
210.165 if such person has reasonable cause to suspect that a child has been or may be 
subjected to abuse or neglect or observes a child being subjected to conditions or 
circumstances which would reasonably result in abuse or neglect. 

 
Any person described in Section 210.115.1 should report to the Missouri Division of Health and 
Welfare as required by the statute.  The Missouri Division of Health and Welfare has established 
a hot line for the reporting of child abuse. 
 
The person who is notified of an alleged instance of sexual misconduct, if not the Moderator of 
the Personnel Team, shall immediately notify such moderator of such allegation and the moderator 
shall immediately (i) determine whether a problem exists, on the basis of the facts alleged and of 
which he or she has knowledge (but without investigation) and (ii) ascertain that the provisions of 
Section 210-115 of the Missouri Revised Statutes have been complied with or, if not, he or she 
shall comply therewith.  If, in his or her opinion, a problem exists which can be resolved at the 
level of this Presbytery, the Moderator of the Personnel Team shall file a written report, in the 
form of Exhibit D to the General Assembly Policy, with this Presbytery's Response Team Standing 
Committee, hereinafter provided for.  If, in the opinion of the Moderator of the Personnel Team, 
the problem cannot be resolved at the level of this Presbytery, or if the complaint is made against 
an ordained minister or if such moderator shall determine that the Presbytery Response Team does 
not have sufficient resources to carry out its duties, he or she shall file such written report with the 
Synod of Mid America. 
 
The Response Team, whether that of this Presbytery or of the Synod of Mid America, if the report 
is filed with it, shall promptly act as required by the provisions of Section VI of the General 
Assembly Policy. 
 
The Governing Body to which the Response Team (whether of this Presbytery or the Synod of 
Mid America) shall report is the Vision Team of the Presbytery, or, if the accused person is an 
ordained minister, the Synod Assembly. 
 
Response of the Presbytery Vision Team 
 
Upon receipt of the report of the Response Team, the Vision Team shall promptly comply with 
the provisions of Section VI, C of the General Assembly Policy. 
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Employment Practices 
 
The Office Manager shall comply with the provision of Section V, C of the General Assembly 
Policy with respect to employment practices.  To the extent that existing provisions of the 
Presbytery's Manual are contrary to the above provision, they are repealed or amended so as to 
conform with the provisions of Section V, C. of the General Assembly Policy. 
 
 
Appointment of the Presbytery Response Team 
 
The Personnel Team shall constitute the Response Team Standing Committee.  When a report of 
Sexual Misconduct has been made to it, the Standing Committee shall appoint a five-member 
Response Team from among the members of the Standing Committee and, as deemed necessary 
or desirable, may co-opt other members from other teams in the Presbytery leadership.  To the 
extent possible, the Response Team shall include a professional counselor or psychiatrist, a legal 
professional, and an insurance professional.  The Response Team shall include three members who 
are the same sex as the alleged victim.  The Response Team shall elect a Chairperson. 
 
 
  
 


