
WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

About Your Employee Handbook
Basic Legal Principles

This provision should be one of the first in the handbook. Because some

courts have treated personnel handbooks as employment contracts, it's

important to include the following language:

Hiring and Onboarding

Employment Payroll & Taxes

•Th/s handbook is a general statement ofpolicy and serves as a guideline
rather than an absolute rule."

Employee Handbook

+ Critical Policies
This statement gives your organization flexibility in making employment
decisions. While consistency in treatment of employees is important,
there may be unique situations that require some deviation from the
written policies.

About Your Employee Handbook

Colleges and Universities: Non-

Fraternization

•Th/s handbook is not an employment contract, and employment is at-will
unless otherwise providedby an employment contract" Communication, Technology, and

Electronic Media

It's important to make it clear that the handbook should not be construed

as a contract. It's also important that the employees' at-will status is
explained to them so they understand that the employment relationship
may be ended by either party, at anytime, for any lawful reason. If an

employment contract exists, make sure that the contract doesn't

contradict the handbook. If it does, the employment contract will most

likely control.

Discipline

EmpEoyee Benefit Program

Equal Employment Opportunity (EEO)

Family Medical Leave Act (FMLA)

•The organization can modify any provision or benefit in the handbook at any
time." FERPA

HarassmentAn employee handbook is usually a dynamic document that changes over

time as the needs of the organization change. Include this language to

provide flexibility in modifying your benefits and guidelines. If this
language isn't included, employees may have a legal cause of action when
benefits are deleted or modified.

Injury and Illness at Work

Overtime

Payroll Policies•Th/s handbook supersedes allprevious handbooks, policies, andguidelines."

Performance AppraisalsThis sentence is important from both a procedural and a legal
perspective. Collect previous handbooks when distributing the new

handbooks. This will help ensure that there is no confusion about which
policies are currently in place.

Personal Conduct

Persona! Relationships at Work

In addition to the items above, your organization may wish to include its

mission statement in this policy. Doing so is especially important for

Christian colleges and universities. It can be a helpful tool to inform

employees about your organization's mission and vision.

Position Classifications

Separation from Employment

Vacation and Sick Leave

Whistleblower Laws

SAMPLE POLICY:

ABOUT YOUR EMPLOYEE HANDBOOK
Workplace Safety

+ Strongly Encouraged Policies
We have prepared this handbook as a general statement of our policy

and as a guide for general information that should assist you during

your employment. The provisions of this handbook are designed to

serve as guidelines rather than absolute rules. Exceptions may be made,

from time to time, due to particular circumstances.

+ Optional Policies

Saying Goodbye

This employee handbook does not constitute a contract for employment

with (name of organization) either expressed or implied. Employment at

{name of organization) is at-will, unless otherwise provided by an

employment contract.

The statements contained in this handbook do not limit the right of

either this organization or the employee to terminate the employee's

employment or compensation, with or without cause or notice, at any

time, for any reason not contrary to law.

Further, this organization reserves the right—at any time—to change,

delete, or add to any of the provisions or benefits, in its sole discretion.

This employee handbook supersedes all prior oral or written

handbooks, policies, and guidelines.

Note: If you have executed an employment contract with (name of
organization), this handbook is intended to accompany and complement

that contract. If a discrepancy exists between this employee handbook and

the employment contract, the language of the employment contract

controls.

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a licensed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.

Working Together © 2021 Brotherhood Mutual Insurance Company. Allrights reserved.

www.brotherhaodmutual.com/working-tagether. Update 9/2021.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Critical Policies
Basic Legal Principles

This section includes policies that are deemed Critical to an

employment handbook. Click through the policies in the right side tab. Hiring and Onboarding

Employment Payroll & Taxes
Well-drafted employment handbooks provide concise, relevant

guidelines that supply necessary information to employees. Because

every organization has different needs and procedures, the policies that

you include in your handbook may differ from those of other

organizations.

Employee Handbook

+ Critical Policies

About Your Employee Handbook

In some cases, legal and risk management issues will dictate that you

include certain guidelines.

Colleges and Universities: Non-

Fraternization

Communication, Technology, and

Electronic Media
For purposes of simplicity, we've used the terms your ministry, business

administrator, and your organization to refer to the operations covered

by the handbook. You may choose to change the wording to suit your

specific ministry or to refer to the appropriate department or contact

person.

Discipline

Employee Benefit Program

Equal Employment Opportunity (EEO)
When language is italicized in the sample policy, it's either variable or

only necessary under certain conditions. For example, additional

language may be necessary for certain policies only if employees sign

employment contracts.

Family Medical Leave Act (FMLA)

FERPA

Harassment

Injury and Illness at WorkThe sample policies and related documents in the Working Together site are intended to be a template

for you and your legal counsel to use in developing your own customized program. We recognize that

every faith-based employer is different, and policies and procedures must address the particular needs

of each organization. We believe that you'll find the materials in this booklet valuable, either as a starting

point in developing a new program or in reviewing and updatingan existing program.

Overtime

Payroll Policies

As with all documents of this nature, ids important that you ask an attorney in your area to review the

policies in the handbook before you implement them. This step will help ensure that the documents

have been properly drafted and that all relevant legal considerations have been addressed. Your legal

counsel should also review the handbook on a regular basis after implementation to make certain that it

remains current with changes in the legal environment.

Performance Appraisals

Personal Conduct

Persona! Relationships at Work

Position Classifications

Separation from Employment

Vacation and Sick Leave

Whistleblower Laws

Workplace Safety

+ Strongly Encouraged Policies

+ Optional Policies

Saying Goodbye
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r.
WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Family Medical Leave Act (FMLA)
Basic Legal Principles

The Family and Medical Leave Act (FMLA) is a federal law that entitles

eligible employees of covered employers to take unpaid, job-protected

leave for certain family and medical reasons.

Hiring and Onboarding

Employment Payroll & Taxes

Eligible Employers

The FMLA applies only to covered employers. These include:
Employee Handbook

+ Critical Policies

•Private-sector employers who employ 50 or more people during any 20-
week period in the current or preceding calendar year within a 75-mile
radius,

•Public or private elementary or secondary schools, regardless of the
number of em

•Public
regard

About Your Employee Handbook

Colleges and Universities: Non-

Fraternizationployees they employ, or
ncies, including local, state, or federal government agencies,
i of how many people they employ.

agei

less
Communication, Technology, and

Electronic Media

Eligible Employees

Employees covered by FMLA protections include:
Discipline

Employee Benefit Program

•Those who work for a covered employer (mentioned above);

•Work for the employer for at least 12 months;

•Have at least 1,250 hours of service for the employer during the 12-month
period immediately preceding

•Work at a location where the 6

75 miles.

Equal Employment Opportunity (EEO)

the leave; and Family Medical Leave Act (FMLA)

employer has at least 50 employees within

FERPA

Harassment

The following sections may be modified in the sample policy:
Injury and Illness at Work

•The datefrom which leave is calculated. The FMLA provides multiple
methods for calculating leave. Your organization can choose the method
that works best for you.

Overtime

Payroll Policies

•The use ofpaid leave. Although FMLA is unpaid leave, employers may

require the use of paid leave, such as vacation time, sick time, or short¬
term disability, to run concurrently with the FMLA leave.

•The interaction of disability leave andFMLA leave. If your organization
offers some form of short-term disability leave, include a section that

explains how the two benefits work together.

Performance Appraisals

Personal Conduct

Personal Relationships at Work

Position Classifications

Separation from Employment
Calculating Employees

The FMLA broadly interprets the calculation of 50 employees. For

example, all part-time and full-time employees must be included. Also,

if you have an affiliated organization, such as a church, day care, or

school, you may have to combine the employees when determining the

total number. If you question whether your organization meets the

minimum employee requirement, consult local legal counsel.

Vacation and Sick Leave

Whistleblower Laws

Workplace Safety

+ Strongly Encouraged Policies

Optional PoliciesMilitary Provisions

The FMLA also provides military caregiver leave. This helps families care

for covered service members who are coping with serious injury or

illness. It provides up to 26 workweeks of job-protected leave in a single

12-month period to certain eligible family members. Additionally, the

FMLA provides qualifying exigency leave for military members in the

Regular Armed Forces, the National Guard, and the Reserves. This helps

eligible family members manage their affairs when a qualified military

member is going to be or has been deployed to a foreign country. It

provides up to 12 workweeks of job-protected leave in the applicable

12-month leave period.

Saying Goodbye

Treating Absences

If your organization qualifies for the FMLA, you should carefully

consider how you handle employee absences due to illness. Employees

may not be penalized in any way for taking unpaid leave under the act if

they are eligible for this benefit. For example, if an employee returns

from an FMLA leave, the manager should not reference the time off in a

performance appraisal—especially in a negative fashion. If the

employee is excessively absent or tardy, any references in a

performance appraisal or disciplinary document should specifically

reference all "non-FMLA" absences.

NOTE: This act requires employers with 50 or more workers to provide up to

12 weeks of unpaid leave for the birth or adoption of a child or for a

serious health condition experienced by the employee or the employee's

children, spouse, or parents.

State vs. Federal Protections

It's important to note that many states impose greater leave benefits on

employers than the federal government does. These benefits may apply

to organizations with fewer than 50 employees. Consult a licensed local

attorney for advice on any applicable leave laws in your state.

Italicized text in the policy is variable language. For simplicity, we've used

the terms business administrator andyour organization to refer to the

operations covered by the handbook. You may choose to change the

wording to suit your specific organization or to refer to the appropriate

department or contact person.

When language is italicized in the sample policy, it's either variable or only

necessary under certain conditions. For example, additional language may

be necessary for certain policies only if employees sign employment

contracts.

SAMPLE POLICY:

FAMILY AND MEDICAL LEAVE ACT

It is the policy of (name of organization) to provide family and medical

leaves in accordance with the Family and Medical Leave Act of 1993

(FMLA).

Eligibility

The FMLA entitles eligible employees to take up to 12 weeks of unpaid,

job-protected leave in a 12-month period for reasons specified in the

FMLA. Linder certain circumstances, families caring for service members

recovering from a serious injury or illness may take up to 26 weeks of

unpaid, job-protected leave. You are eligible for FMLA leave if you have,

before the first day of your FMLA leave, 1) worked for at least 12

months, and 2) provided 1,250 hours of service within the previous 1 2-

month period. We calculate the 12-month period backward from the

date the employee's FMLA leave begins. If you and your spouse are both

employed by (name of organization), your combined FMLA leave

entitlement is 12 weeks for the birth, adoption, or placement of a child.

Reasons for FMLA Leave

FMLA leave will be granted to eligible employees for any of the following

reasons:

•The birth, adoption, or placement of a child. (12 weeks)

•The care of a spouse, child, or parent who has a serious health condition.
(12 weeks)

•The employee’s own serious health condition. (12 weeks)

•A qualifying exigency arising out of a covered family member's active duty
or call to active duty in the Armed Forces in support of a contingency
plan. (12 weeks)

•The care of a covered family member who has become seriously ill or
seriously injured in the line of duty in the Armed Forces. (26 weeks)

A serious health condition means an illness, injury, impairment, or

physical or mental condition that involves:

•Any period of incapacity or treatment in connection with, or after,

inpatient care in a medical facility;

•Any period of incapacity requiring absence from work, school, or other
regular daily activities of more than three calendar days and involving

continuing treatment by a health care provider;

•Any period of incapacity due to pregnancy or for prenatal care; or

•Continuing treatment by a health care provider for a chronic or long-term
condition that would likely result in a period of incapacity of more than
three calendar days. Unless complications arise or if left untreated, the

following will generally not be considered serious health conditions: the
common cold, the flu, upset stomachs, headaches, or orthodontic
problems. Routine physical, eye, or dental examinations are not

considered treatments indicative of a serious health condition.

Guidelines of FMLA Leave

Leave may be taken, if medically necessary, on an intermittent or

reduced schedule basis for the serious health condition of the employee

or an immediate family member. Intermittent or reduced leave may be

taken for the birth or adoption of a child only if approved by (the

business administrator).

(Name of organization) requires the employee to first use his or her paid

sick leave, floating holidays, or vacation time for any part of the 1 2-

week (26-week) period. All available paid sick leave, floating holidays,

and vacation time must be used and will be designated as FMLA leave

time before any remaining FMLA leave can be taken on an unpaid basis.

Notice and Medical Certification

If you become eligible for leave under the FMLA, you must follow these

guidelines:

•You must provide 30 days' advance notice when the leave is foreseeable.
When the need for leave is not foreseeable, you must provide notice to

(the business administrator) within two business days of when you become
aware of the need for leave. Notice may be provided by your spouse,
family member, or other representative if you are unable to do so
personally. Failure to provide notice could jeopardize your FMLA status.

•FMLA requires that you attempt to schedule planned medical treatment

ermittent leave to avoid undue work-related disruption. This means

i your treating physician is available, you may be
required to schedule planned medical treatment outside of general
business hours.

•If you take leave to care for a spouse, child, or parent, you must provide a
medical certification within 15 calendar days of the request for leave.
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Benefits During FMLA Leave

You may choose to continue your participation in our health care

program while on leave. However, it's your responsibility to arrange for

payment of necessary premiums during your leave. Failure to make the

appropriate premium payments may result in the cancellation of your

insurance coverage.

Additionally, if you fail to return to work at the end of the leave, (name

of organization) has the right to recoup the premiums paid for

maintaining health coverage.

Returning to Work

When you return to work after your FMLA leave, you will be restored to

your original position or to an equivalent position with equivalent pay,

benefits, and other terms and conditions of employment.

Disability Plans and FMLA

Situations may arise in which both (this organization's) short- or long¬

term disability plan and the Family and Medical Leave Act apply. While

the purpose of FMLA is to provide 12 weeks (26 weeks) of unpaid, job-

protected leave, the purpose of short- and long-term disability benefits

is to help supplement lost income during long periods of incapacity.

Any leave granted under the disability policies shall run concurrently

with the 12 weeks (26 weeks) granted under the FMLA. When an

employee is eligible for FMLA only, all available paid sick leave, floating

holidays, and vacation time must be used and will be designated as

FMLA leave time before any remaining FMLA leave

unpaid basis.

be taken on an

If you have any questions regarding how FMLA leave is applied, please

contact (the business administrator).

Guidelines

When FMLA leave has been exhausted, employment may be terminated.

If employment is not immediately terminated, (this organization) may

designate any and all future absences as unexcused absences.

Additionally, when FMLA has begun, and all sick and vacation time has

been used, any non-qualifying FMLA absences may be considered

unexcused absences.

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a licensed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.

Working Together © 2022 Brotherhood Mutual Insurance Company. All

rights reserved, www.brotherhoodmutual.com/working-together. Updated

9/2021.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

r. •

Begin Your Review

Communication, Technology, and
Electronic Media

Basic Legal Principles

Hiring and Onboarding
Have you ever sent an email to the wrong person or quickly typed an

instant message that could be misconstrued? Digital communication can

open your organization to liability on several fronts.

Employment Payroll & Taxes

Employee Handbook

We strongly recommend that your organization adopt a policy

addressing the permissible uses of your organization's electronic media

and the responsibilities of employees.

+ Critical Policies

About Your Employee Handbook

Colleges and Universities: Non-

Fraternization
While you may modify the policy to fit your organization's needs, the

following items should be included:

Communication, Technology, and

Electronic Media•A statement that your organization owns the equipment and data stored
on the systems.

•Limitations on personal use.

•A statement listing unacceptable uses (e.g., pornography, etc.).

•A statement prohibiting unauthorized reproduction of copyrighted
software or documentation.

•A provision stating that employees don't have a right to privacy in
communications at work and that your organization has the right to

access, monitor, or review—with or without notice—any information sent

or received.

Discipline

Employee Benefit Program

Equal Employment Opportunity (EEO)

Family Medical Leave Act (FM1_A)

FERPA

Harassment

SAMPLE POLICY:

COMMUNICATION, TECHNOLOGY, AND DIGITAL

MEDIA

Injury and Illness at Work

Overtime

(Name of organization) provides a variety of electronic systems and

services to improve the effectiveness of communication and information

flow. Electronic media means any electronic program, access, or

services, including but not limited to, any computer hardware or

software, electronic mail, and the Internet.

Payroll Policies

Performance Appraisals

Personal Conduct

Personal Relationships at Work

Electronic Media Use Policy

Position Classifications

(Name of organization's) electronic media and services have been

developed and maintained for the specific use of the organization's

correspondence, communication, and research information gathering.

For employees' convenience and expediency, electronic media may be

used for incidental, personal communication and purposes. Good

judgment should be used to limit the amount and frequency of such

use.

Separation from Employment

Vacation and Sick Leave

Whistleblower Laws

Workplace Safety

+ Strongly Encouraged Policies
These systems, including the equipment and the data stored in the

systems, are the property of (name of organization). Thus, all electronic

data or documents created, sent, received, or stored in the systems are

this organization's property.

+ Optional Policies

Saying Goodbye

Employee communications transmitted by the organization's systems

are not considered private. (Name of organization) has the right to

access, monitor, inventory, review, audit, delete, and disclose, with or

without notice, for any reason, including time and content, all

information sent, communicated or stored on the organization's

systems, whether or not they are communications. Additionally, routine

system maintenance or troubleshooting by system administrators may

result in electronic messages being accessed. This organization reserves

the right to remove software, licensed or unlicensed, from any

organization-owned equipment at any time.

The organization is not responsible for any privately owned equipment

used for the organization's purposes.

No equipment, hardware, or software, including mobile devices, may be

physically attached, installed, or added to organization networks or

systems without prior approval from the business administrator.

Connecting a personal mobile device to a wireless network provided by

the organization is permitted and does not require such approval. The

organization reserves the right to remove software, licensed or

unlicensed, from any organization-owned equipment at any time.

All other (name of organization) policies, including but not limited to,

harassment, confidentiality, social media, and software use policies,

apply to the use of electronic media.

Passwords & ID Codes

Access to electronic media is limited to those employees with proper

authorization and may require the use of an ID code or password.

Employees must keep all passwords confidential and out of public view.

Care should be taken in setting passwords to avoid making them easily

discoverable. Passwords should not be shared.

Software Use

(Name of organization) will provide necessary software for use on

organization computers in accordance with federal copyright law and

applicable licensing agreements.

(Name of organization) does not condone the unauthorized reproduction

of copyrighted computer software or documentation.

Employees are not permitted to install, execute, run, or load personal or

work-related software on organization computers without permission

from the business administrator. If you use personal software on an

organization computer, with the approval of the business administrator,

the organization has the right to request proof of the software license.

It is your responsibility to ensure personal software is used in

accordance with its license.

(Name of organization) has the right to access, monitor, inventory,

review, audit, delete, and disclose, with or without notice, for any

reason, including time and content, all information or software sent,

communicated or stored on the organization's systems.

The organization reserves the right to remove software, licensed or

unlicensed, from any organization-owned equipment or computer at

any time.

Every employee with access to electronic media is responsible for taking

the appropriate security measures to prevent loss, misuse and damage,

including damage caused by computer viruses. Any unexplained loss or

alteration of data should be reported immediately to the business

administrator.

Unacceptable Uses

Unacceptable uses of electronic media or communications include, but

are not limited to, the following:

Use for any purpose that violates state or federal laws.
Use to transmit or access information that is disruptive to the
organization's operation.
Use to transmit or access any content that is illicit, unsavory, abusive,

pornographic, discriminatory, harassing, or disrespectful.
Use to create any social networking persona or blog that may appear to

speak for the organization, but is not approved by the organization.
Use to post any information about the organization's operations or

decisions on a blog without the business administrator's prior approval.
Use to falsify the sender's or author's identity or to misrepresent another
person.
Use to transmit or access confidential information to individuals who are

not authorized to receive such information.
Use to transmit non-critical, non-business broadcast mail/data,

distribution of chain letters or other mass distributions that cause stress

on any computer or network system or disrupt the operation of the
organization.

Abuse of any electronic media or services or violation of this policy,

through excessive personal use, or use in violation of law or other

(name of organization) policy will be subject to immediate review. The

violation may result in disciplinary action, up to and including

immediate termination of employment. It may also lead to legal action.

Guidelines

Employees should keep in mind that electronic messages can be readily

printed, viewed, listened to, or forwarded to other users. Electronic

messages also may be mistakenly addressed and sent to the wrong

person.

Although there are security measures in place to protect the privacy of

internal electronic media and communications, it is impossible to

ensure the confidentiality of any electronic message. If you must send

sensitive communication or legally protected information to someone

outside of this organization, it is imperative that a secured and

encrypted method of communication is used. Email sent outside the

organization is NOT currently considered a secure method of

communication. In using electronic media, employees need to keep in

mind the nature of electronic communications.

•You may not use a non-organization email service to send or receive
organization-related information. However, you may use a web-based
email account for your personal email and access it from an organization
computer. You may also access your organization email account via the
Web from a non-organization-owned device.

•You may not save work-related attachments or files on a personal device
(e.g., computer, laptop, tablet, phone, memory stick, etc.). It's okay to

access organization systems, such as email, from a personal device.

•You may not store organization documents, photos, or files with an
Internet service under an account that (name of organization) does not

own or manage. However, you may access personal photos or other files
you have stored with an Internet service.

This is a sample handbookpolicy only. Your organization is responsible for compliance with all applicable

laws. Accordingly, this document shouldnot be used or adoptedbyyour organization withoutfirst being

reviewed and approvedby a licensed attorney inyour area. BrotherhoodMutual assumes no liability in

preparation and distribution of this sample document.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers
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Begin Your Review

Discipline
Basic Legal Principles

Your discipline policy should explain your organization's approach to

correcting employee behavior. Hiring and Onboarding

Employment Payroll & Taxes
Below is a Sample General Discipline Policy and a Sample Progressive

Discipline Policy. Employee Handbook

+ Critical Policies

Sample Policy:

General Discipline

[Insert name of your organization] requires all employees to follow

policies, procedures, and rules established by the organization, act in a

professional manner at all times, and perform their assigned duties in a

timely, effective, and competent manner.

About Your Employee Handbook

Colleges and Universities: Non-

Fraternization

Communication, Technology, and

Electronic Media

Discipline

When employees perform at an unsatisfactory level, violate an

organizational policy, or engage in misconduct, [Insert name ofyour

organization] will provide employees with reasonable opportunities to

correct deficiencies, where possible. However, with employees who are

at-will, [Insert name of your organization] may decide to terminate an

employee at will, at any time, with or without cause and without

following any particular system of discipline or warning.

Employee Benefit Program

Equal Employment Opportunity (EEO)

Family Medical Leave Act (FMLA)

FERPA

Harassment

Generally, [Insert name ofyour organization] management will try to use

corrective action that is less severe than terminating an employee. For

example, management may use oral counseling, written counseling,

suspension with or without pay, probation, or a combination thereof

when disciplining an employee.

Injury and Illness at Work

Overtime

Payroll Policies

Performance AppraisalsSometimes an incident involving an employee may require an

investigation. In that instance, the employee may be placed on an

investigatory leave to give [Insert name ofyour organization] leadership

an opportunity to review the circumstances related to a potential

disciplinary matter. Doing a complete investigation can help leadership

to render an appropriate decision on how to handle the matter fairly.

Personal Conduct

Personal Relationships at work

Position Classifications

Separation from Employment
[Insert your organization's policy on whether investigatory leave is paid or

unpaid). When an employee is on investigatory leave, the leave is

typically paid and will not negatively affect an employee's personnel file

until the results and decisions from the investigation are officially

made. The final results of the investigation may lead to documentation

and other disciplinary action, if warranted, up to and including

termination.

Vacation and Sick Leave

Whistleblower Laws

Workplace Safety

+ Strongly Encouraged Policies

Each situation that may require potential discipline will be handled on

an individual basis. It will take into consideration the specific facts of

the case and the severity of the conduct in question. Furthermore,

whenever a discipline issue is formally documented, employees will

typically be asked to acknowledge that the employee was given a copy

of the document by signing the original. The employee's signature will

acknowledge receipt of the document but will not signify the employee's

agreement with the contents of the document.

+ Optional Policies

Saying Goodbye

Progressive Discipline Pitfalls

While progressive discipline can address many workplace issues, there

are legal disagreements about whether a written progressive discipline

policy should be included in an employment handbook. The difficulty

stems from defining which offenses require termination.

Because a progressive discipline policy can seriously compromise an

organization's discretion in individual circumstances, it is recommended

that a progressive discipline policy not be included in the employee

handbook unless the organization intends to faithfully and consistently

adhere to the policy.

One benefit of a progressive discipline policy is that it tells employees

how various offenses or violations will be treated. A disadvantage is

that it's nearly impossible to list every possible offense that could occur

or to predict the severity of various offenses.

More importantly, policy interpretations differ greatly between

employers and employees (and their attorneys). Let's say that a policy

permits immediate termination for insubordination. An employee, when

confronted with an attitude problem, responds in anger and threatens

the supervisor that "I'll prove you wrong!" Then, the employee returns to

the classroom and writes a letter to the parents venting his or her side

of the story. Is that considered insubordination? It depends. How is

insubordination defined?

Another example of how differing viewpoints affect clarity would be a

policy that allows discipline for "anything that violates Scripture, in

spirit or law." It's discovered that an employee is in a same sex

relationship, which violates your church's interpretation of Scripture.

But when the employee is confronted, the employee says his

interpretation of Scripture doesn't view this as a sin. How will the courts

interpret that?

If your organization chooses a progressive discipline policy, include

language explaining that deviations from the policy can and will be

made and that the list is not exhaustive. Also, if your organization

provides for probationary periods, include exclusions stating that the

policy doesn’t apply during that time.

SAMPLE POLICY:

PROGRESSIVE DISCIPLINE

This policy provides employees who violate policies or perform

unsatisfactorily an opportunity to correct their behavior. It is designed

as a set of guidelines and is included simply to recommend the normal

disciplinary actions to be taken. Nothing in this policy limits the right of

(name of organization) to diverge from or modify the sequence of

actions listed in this policy. Furthermore, these guidelines cannot cover

every situation that might require disciplinary action and, therefore, are

not an exclusive list of all behaviors that could result in discipline.

Nothing in this policy shall affect the at-will status of employees.

Employee misconduct that does not rise to the level of immediate

termination will generally be addressed through progressive discipline,

consisting of four steps: oral warning, written warning, suspension, and

termination.

Oral Warning

An oral warning is generally used to address misconduct that may not

be serious as a single incident but could become problematic if a

pattern develops. After the manager has discussed the misconduct with

the employee, a document prepared by the manager explaining the

discussion will be placed in the manager's file.

Written Warning

A written warning is generally used when a serious incident occurs or

when a pattern of misconduct develops. The manager will prepare a

written statement addressing the misconduct. The employee will sign

the document, acknowledging having received a copy of the warning.

The written warning will then be placed in the employee's personnel

file.

Suspension

An employee may be suspended when misconduct previously addressed

has not improved or for offenses for which immediate termination may

not be appropriate. The suspension should be documented by the

manager, signed by the employee, and placed in the employee's

personnel file.

Termination

If progressive discipline fails to improve an employee’s conduct, or if

serious misconduct occurs, termination may result.

NOTE: This progressive discipline policy does not apply to employees during

their introductory period.

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a licensed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Employee Benefit Program
Basic Legal Principles

If your organization offers any employee benefits, this policy should be

included. Your policy should state who is responsible for making

changes to benefits. Your policy should also state that you have the

right to modify or eliminate benefits at any time at the sole discretion of

your organization.

Hiring and Onboarding

Employment Payroll & Taxes

Employee Handbook

+ Critical PoliciesYour organization should periodically assess its benefits program. Many

factors, such as health insurance legislation, may affect the benefits

your organization would like to offer or may be required to provide.

Consulting regularly with your benefits administrator or a locally

licensed attorney helps ensure your organization complies with

applicable law and protects its interests.

About Your Employee Handbook

Colleges and Universities: Non-

Fraternization

Communication, Technology, and

Eiectronic Media

Discipline
SAMPLE POLICY:

EMPLOYEE BENEFiTS Employee Benefit Program

For the benefit of employees and this organization, (name of
organization) provides certain employee benefits outlined in this

handbook. All employee benefits are subject to change or elimination at

any time at the discretion of the organization. Benefits also may be

modified in accordance with federal and state law and will be governed

by all existing plan documents.

Equal Employment Opportunity [EEO)

Family Medical Leave Act (FMLA)

FERPA

Harassment

Injury and Illness at WorkTemporary employees and people not employed by the organization,

such as independent contractors, are not eligible for any benefits.
Overtime

Contact the (busmess administrator} with any questions regarding

benefits,

Payroll Policies

Performance Appraisals

Personal Conduct
This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a licensed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.

Persona! Relationships at Work

Position Classifications

Separation from Employment

Vacation and Sick Leave

Working Together® 2022 Brotherhood Mutual Insurance Company. Allrights reserved.

www.brotherhoodmutual.com/working-together. Updated 9/2021. Whistleblower Laws

Workplace Safety

+ Strongly Encouraged Policies

+ Optional Policies

Saying Goodbye
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Equal Employment Opportunity (EEO)
Basic Legal Principles

This policy is generally required by law.
Hiring and Onboarding

Sample Policy 1 is a general policy that doesn't prohibit religious

discrimination.
Employment Payroll & Taxes

Employee Handbook

If you are a religious organization, you are generally permitted to give

employment preference to those who share your beliefs for positions

that have religious functions. In this case. Sample Policy 2 may be more

appropriate for your organization.

+ Critical Policies

About Your Employee Handbook

Colleges and Universities: Non-

FraternizationHowever, some states and counties have narrowly permitted religious

discrimination only for those positions performing a "purely religious

function." As with any policy, it's important to have it reviewed by your

local attorney. You may be permitted to discriminate on the basis of

gender for certain ministry positions. Race cannot generally be used as

a basis for discrimination.

Communication, Technology, and

Electronic Media

Discipline

Employee Benefit Program

As a part of your policy, provide at least two individuals (preferably a

male and female) to whom employees can report perceived

discrimination.

Equal Employment Opportunity (EEO)

Family Medical Leave Act (FMLA)

FERPAYour policy should also include a provision stating that individuals will

not be punished for filing a complaint that claims an Equal Employment

Opportunity (EEO) violation. It is also beneficial to outline reasonable

steps your organization will take to protect against retaliation. The

policy should affirm that the ministry will investigate all reports

diligently and take appropriate disciplinary action against the

offender(s), based on the circumstances.

Harassment

Injury and Illness at Work

Overtime

Payroll Policies

Italicized text in the policy below is variable language. Performance Appraisals

Personal Conduct

SAMPLE POLICY 1:

EQUAL EMPLOYMENT OPPORTUNITY

Personal Relationships at Work

Position Classifications

(Name of organization) is an equal opportunity employer. The

recruitment and selection process will be based on job-related,

objective qualifications, in accordance with the job requirements of the

position being filled.

Separation from Employment

Vacation and Sick Leave

Whistleblower Laws

All employees must be able to perform the essential functions of their

jobs as set forth in the employee's individual position description.

Reasonable accommodations will be made, in accordance with

applicable state and federal laws, to assist employees with disabilities in

performing the essential functions of their jobs.

Workplace Safety

+ Strongly Encouraged Policies

+ Optional Policies

Saying GoodbyeEmployees who believe they have been unlawfully discriminated against

should report it immediately to (supervisor) or (business administrator).

Guidelines

A reporting employee will not be retaliated against for reporting a

violation of this policy. In all reported cases, this organization will take

reasonable steps to protect the reporting employee from retaliatory,

harassing, or abusive behavior in relation to such reporting. (Provide

examples or outline steps here.) This organization will investigate all

reports diligently and will take appropriate disciplinary action against

the offender(s), based on the circumstances.

SAMPLE POLICY 2:

EQUAL EMPLOYMENT OPPORTUNITY

It is the policy of (name of organization) to grant equal employment

opportunity to all qualified persons without regard to race, creed,

gender, age, veteran status, disability, or handicap—if such handicap or

disability may be accommodated without undue hardship. The

recruitment and selection process will be based on job-related,

objective qualifications, in accordance with the job requirements of the

position being filled. All employees must be able to perform the

essential functions of their jobs as set forth in the employee's individual

position description. Reasonable accommodations will be made, in

accordance with applicable state and federal law, to assist employees

with disabilities in performing the essential functions of their jobs.

(Name of organization) is organized for religious purposes and is

substantially controlled and supported by a religious body, (the church

denomination). Consequently, (name of organization) enjoys an

exemption from the prohibitions contained in Title VII of the Civil Rights

Act of 1964 concerning religious discrimination in employment. We

further reserve the right to discriminate or designate certain positions

based on religion or gender when a bona fide occupational qualification

exists. Employees who believe they have been unlawfully discriminated

against should report it immediately to (supervisor) or (business

administrator).

Guidelines

A reporting employee will not be retaliated against for reporting a

violation of this policy. In all reported cases, this organization will take

reasonable steps to protect the reporting employee from retaliatory,

harassing, or abusive behavior in relation to such reporting. (Provide

examples or outline steps here.) This organization will investigate all

reports diligently and will take appropriate disciplinary action against

the offender(s), based on the circumstances.

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a licensed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.

Working Together © 2022 BrotherhoodMutuol Insurance Company. All rights reserved.

www.brotherhoodmutual.com/working-together. Updated 9/2021.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Family Educational Rights and Privacy
Act (FERPA)

Basic Legal Principles

Hiring and Onboarding
Colleges and universities are encouraged to have a clear policy to

communicate to faculty, staff, and other individuals who may have

access to student information to ensure compliance with the Family

Educational Rights and Privacy Act (FERPA).

Employment Payroll & Taxes

Employee Handbook

+ Critical Policies
FERPA is a federal law that protects the privacy of student education

records. Christian colleges and universities that receive federal funding

administered by the Department of Education are required to comply

with FERPA. FERPA requires covered colleges and universities to obtain

written consent from an eligible student before it can disclose protected

information to a third party, including a student's parents.

About Your Employee Handbook

Colleges and Universities: Non-

Fraternization

Communication, Technology, and

Electronic Media

Discipline

SAMPLE POLICY:

FERPA
Employee Benefit Program

Equal Employment Opportunity (EEO)
The Family Educational Rights and Privacy Act (FERPA) affords "eligible

students"1 certain rights with respect to their education records. Family Medical Leave Act (FMLA)

An eligible student may make the following requests under FERPA: FERPA

Harassment1. The right to inspect and review the student's education records within 45

days after the day the university receives a request for access.

2. The right to request an amendment of the student's education records
that the student believes are inaccurate, misleading, or otherwise in
violation of the student's privacy rights under FERPA.

3. The right to provide written consent before the university discloses
personally identifiable information (Pll) from the student’s education
records, except as otherwise allowed by FERPA.

4. The right to file a complaint with the U.S. Department of Education
concerning alleged FERPA violations by the university.

injury and Illness at Work

Overtime

Payroll Policies

Performance Appraisals

Personal Conduct

In general, the University will not disclose Pll from a student's education

records to any third party without written consent. However, in certain

situations, FERPA does allow disclosure of these records without

consent to:

Personal Relationships at Work

Position Classifications

Separation from Employment

•"School officials"2 with legitimate educational interests (in order to fulfill
the official's professional responsibilities to the university).

•Other schools to which a student is transferring.

•Specified officials for audit or evaluation purposes.

•Appropriate parties in connection with financial aid to a student.

•Organizations conducting certain studies for or on behalf of the school.

•Accrediting organizations.

•Comply with a judicial order or lawfully issued subpoena.

•Appropriate officials in cases of health and safety emergencies.

•State and local authorities, within a juvenile justice system, pursuant to

specific state law.

Vacation and Sick Leave

Whistleblower Laws

Workplace Safety

+ Strongly Encouraged Policies

+ Optional Policies

Saying Goodbye

1 An "eligible student" is a student who reaches the age of 18 or attends a college at any age. The

protected information generally applies to a student's educational records (such as graded papers,

exams, transcripts, class schedule, student financial aid, and others), but also includes other personal

information (such as country of citizenship, religious affiliation, or disciplinary status).

2 A "school official" is a person employed by the university in an administrative, supervisory, academic,

or support staff position; a person or company with whom the university has contracted as its agent to

provide a service for the university; a person serving on the Board of Trustees; or a student working for

the university or assisting another school official in performing his or her tasks.

Additionally, FERPA designates certain information related to a student

as "Directory Information."3 FERPA gives the university the right to

disclose such information to anyone inquiring without having to ask a

student for permission if it has given public notice of the types of

information designated as directory information, the eligible student's

right to restrict the disclosure of such information, and the period of

time within which an eligible student has to notify the school of the

student's objection to disclosure of such information. Below is

information the university has designated as "student directory

information:"

Name

Local address and telephone number
Permanent address
E-mail address
Date and place of birth
Photograph or likeness
College
Curriculum
Enrollment status (full/part-time)
Grade level or year
Dates of attendance at university
Awards and academic honors
Degrees and dates awarded
Most recent previous educational institution attended
Participation in officially recognized activities and athletic teams

Height and weight of student athletes

In the event a student would like to make a request relating to the

student's record, the student should submit a written request to the

university's registrar, dean, or other appropriate official [insert your

university's contact for student FERPA requests]. The request should

identify the record(s) the student wishes to address and clearly identify

the student's request (such as request to inspect, correct error, etc).

The designated university official will make arrangements to address

the student's request.

In the event of a student's request to amend a record, if the university

decides not to amend the record as requested by the student, the

university will promptly notify the student in writing of the university's

decision and the student's right to a hearing regarding the request for

amendment. The university will provide the student additional

information regarding the hearing when the student is notified of the

right to a hearing.

If a student would like to file a complaint with the U.S. Department of

Education concerning an alleged FERPA violation by the university, it

may do so by filing a complaint to the address below:

Family Policy Compliance Office

U.S. Department of Education

400 Maryland Avenue, SW

Washington, DC 20202

3 Directory information" is defined as information contained in the education records of a student that

would not generally be considered harmful or an invasion of privacy if disclosed.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

i•

Begin Your Review

Harassment
Basic Legal Principles

This policy is generally required by law and should include the following

elements: Hiring and Onboarding

Employment Payroll & Taxes
•A statement that any form of harassment will not be tolerated.

•A definition of harassment (specifically sexual harassment), with
examples.

•A reporting procedure that provides an employee with at least two

avenues for reporting perceived harassment (preferably one male and
one female).

•A statement that appropriate disciplinary action, up to and including
termination, will be taken against the offender if it's determined that
harassment took place.

•A statement that employees won't face retaliation for reporting perceived
harassment.

Employee Handbook

+ Critical Policies

About Your Employee Handbook

Colleges and Universities: Non-

Fraternization

Communication, Technology, and

Electronic Media
Sometimes, religious institutions encourage employees to engage in the

reconciliation model laid out in Matthew 18. This approach can be

beneficial in resolving many issues. However, when harassment is

alleged, employees should never be asked to deal directly with the

accused offender before reporting their concerns. As an employer,

you have a legal obligation to provide a safe environment. If harassment

is alleged, the organization must immediately and thoroughly

investigate.

Discipline

Employee Benefit Program

Equal Employment Opportunity (EEO)

Family Medical Leave Act (FMLA)

FERPA

Harassment

SAMPLE POLICY:

HARASSMENT
Injury and Illness at Work

Overtime
(Name of organization) will not tolerate any form of harassment,

including sexual harassment or any offensive conduct that has the

effect of substantially interfering with an employee's work performance

or creating a pervasive, intimidating, hostile, or offensive work

environment.

Payroll Policies

Performance Appraisals

Personal Conduct

(Name of organization) has instituted the following three-step procedure

for reporting and investigating allegations of unlawful harassment,

including sexual harassment:

Personal Relationships at Work

Position Classifications

Separation from Employment
1. Reporting: An employee who believes that he or she has been the

victim of harassment has a duty to report it immediately to his or her

manager or to the (business administrator). In all reported cases, this

organization will take reasonable steps to protect the reporting

individual from retaliatory, harassing, or abusive behavior related to

such reporting. (Provide examples of reasonable steps your organization

may take to prevent retaliation.)

Vacation and Sick Leave

Whistleblower Laws

Workplace Safety

+ Strongly Encouraged Policies

+ Optional Policies2. Investigation: The (business administrator) will direct the

investigation of complaints. All employees are expected to cooperate

with an investigation of any type of harassment. Confidentiality will be

maintained to the extent permitted under such circumstances.

Saying Goodbye

3. Corrective Action: After the investigation has been completed, the

(business administrator) will make a determination regarding the

resolution of the case. If warranted, appropriate disciplinary action will

be taken, up to and including dismissal.

Guidelines

Generally, harassment exists whenever the following factors are

present:

•Unwelcome, hostile, or inappropriate conduct directed toward an
individual because of his or her protected class, and

•The conduct creates an intimidating, hostile, or offensive environment for
the individual in which to work, live, or learn.

Harassment includes, but is not limited to:

•Verbal or written attacks against an individual.

•Intimidating or hostile acts that relate to an individual's race, color,

gender, national origin, age, or disability.

•Jokes or epithets about another person's race, color, national origin, sex,

disability, age, or any other protected class.

•Physical contact that is non-consensual.

•Refusal to offer employment or educational opportunities to someone
because of a protected status.

Sexual harassment generally exists whenever these factors are present:

•Unwelcome sexual advances (either verbal or physical), requests for
favors, and other verbal or physical conduct of a sexual nature have
occurred, and

•Submission to such conduct is either an explicit or implicit term or
condition of employment, and submission to—or rejection of—the
conduct is used as a basis for making employment decisions, or

•The conduct has the purpose or effect of substantially interfering with an
individual's work performance or creating an intimidating, hostile, or
offensive work environment.

Sexual harassment includes, but is not limited to:

•Unwelcome sexual advances.

•Verbal abuse or physical conduct of a derogatory or offensive nature.

•The display or communication of pornographic material.

•Job-related requests for sexual favors.

Sexual harassment does not refer to occasional compliments or other

socially acceptable conduct that doesn't have a discriminatory effect on

the employment relationship.

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a licensed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.

Working Together © 2022 BrotherhoodMutual Insurance Company. Allrights reserved.

www.brotherhoodmutual.com/working-together. Updated 9/2021.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Injury and Illness at Work
Basic Legal Principles

This policy explains your organization's procedures for handling injuries

or illnesses that occur at the workplace, whether work-related or not. It

also addresses workers’ compensation insurance for work-related

injuries and illnesses. Most states require that all organizations

maintain workers' compensation insurance, even if only one person is

employed. If your organization doesn't carry workers' compensation

insurance, consult with a locally licensed attorney to confirm that you

aren't legally required to provide it.

Hiring and Onboarding

Employment Payroll & Taxes

Employee Handbook

+ Critical Policies

About Your Employee Handbook

Colleges and Universities: Non-

Fraternization
SAMPLE POLICY:

INJURY AND ILLNESS AT WORK Communication, Technology, and

Electronic Media

(Nome of organization) carries workers' compensation insurance on all

employees for work-related injuries or illnesses. We will comply with

applicable workers' compensation laws and regulations and will provide

information to the workers' compensation carrier, who will make benefit

payments to injured or ill employees as provided by applicable workers’

compensation laws.

Discipline

Employee Benefit Program

Equal Employment Opportunity [EEO)

Family Medical Leave Act (FMLA)

If you become injured or ill at work, whether work-related or not, the

following protocol should generally be followed. If an injury or illness

appears severe or life threatening, immediately call the 911* emergency

number and follow the directions provided. Then, notify your

supervisor. Report any other type of injury or illness at work

immediately to your supervisor, who will relay it to the human

resources department.

FERPA

Harassment

Injury and Illness at Work

Overtime

Payroll Policies

All job-related accidents, regardless of their cause or severity, must be

reported to your supervisor immediately. Accidents that are not

reported promptly may result in the claim being denied. First aid

supplies are available at the first aid station,

Performance Appraisals

Personal Conduct

Persona! Relationships at Work

Guidelines

Position Classifications

Accidents include all work-related injuries or illnesses that occur while

working for (name of organization).
Separation from Employment

Vacation and Sick Leave

Employees have an obligation to report any work-related injury or

illness immediately and return to work as soon after an injury or illness

as their medical conditions permit.

Whistleblower Laws

Workplace Safety

A list of approved medical care facilities may be obtained from the

business administrator.
+ Strongly Encouraged Policies

+ Optional Policies

If you need medical treatment while on company travel, proceed to the

nearest medical facility. Report it to your supervisor or the business

administrator upon your return.

Saying Goodbye

* Please substitute your local emergency number.

This is a sample handbook policy only. Your organization is responsible for
compliance with ail applicable lows. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a licensed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.

Working Together© 2022 Brotherhood Mutual Insurance Company. AHrights reserved.

wvwv.brotherhoodmutual.com/working-together. Updated 9/2021.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Overtime
Basic Legal Principles

A policy addressing overtime should be included in your organization's

handbook. While employers should have policies requiring advance

permission for overtime, they violate the law if they are aware hourly

employees are exceeding 40 hours per week and aren't paid overtime. If

employees work overtime without permission, they can be disciplined

for violating policy, but overtime must still be paid.

Hiring and Onboarding

Employment Payroll & Taxes

Employee Handbook

+ Critical Policies

Non-exempt employees generally cannot volunteer to work overtime

without pay. This can become difficult to separate when a non-exempt

employee attends a church and is actively involved in ministry. For

example, the church secretary also serves as a Sunday school teacher.

About Your Employee Handbook

Colleges and Universities: Non-

Fraternization

Communication, Technology, and

Electronic Media
In this example, if part of the secretary's job is to collate materials for

all the Sunday School classes, he or she must be paid for this time and

cannot volunteer to stay late to complete the project, The key is to

differentiate in a position description, as much as possible, between job

duties and the organization's volunteer opportunities.

Discipline

Employee Benefit Program

Equal Employment Opportunity (EEO)
In many states, it's unlawful for private sector employers to provide

compensatory time off to non-exempt employees, with limited

exceptions. Also known as "comp time," this practice involves offering

employees additional time off instead of paying them overtime wages.

Before offering a comp time policy to your employees, you will want to

have a local attorney review your policy to ensure it complies with

applicable laws.

Family Medicai Leave Act (FMLA)

FERPA

Harassment

Injury and Illness at Work

OvertimeEmployees who are exempt from the provisions of the federal Fair Labor

Standards Act (FLSA) are not eligible for and do not receive overtime

payment. The FLSA sets out specific criteria for an employee's position

to be exempt. Failing to properly classify employees can cause legal

problems. For example, a janitor is classified by the church to be an

exempt employee and receives a salary. He or she typically works 55

hours per week. He or she terminates employment and claims his or her

position was improperly classified. In this situation, the church may end

up owing the former employee overtime for the 15 hours a week he or

she was not paid overtime.

Payroll Policies

Performance Appraisals

Personal Conduct

Persona! Relationships at Work

Position Classifications

Separation from Employment

States often have their own laws governing overtime, which can

sometimes be more stringent than federal law. Your organization is

encouraged to consider consulting with a locally licensed attorney to

ensure that the organization's overtime policy complies with ail

applicable laws.

Vacation and Sick Leave

Whistleblower Laws

Workplace Safety

+ Strongly Encouraged Policies
NOTE: Employers may require an employee to work overtime, and they must

pay non-exempt employees overtime, regardless of whether the overtime

was approved.
+ Optional Policies

Saying Goodbye

SAMPLE POLICY:

OVERTIME

Occasionally an excessive volume of work accumulates, or an

emergency arises, that requires a non-exempt employee to work

overtime. Overtime is defined as that portion of time that is "actually

worked" in excess of 40 hours in one work week. Overtime will be

required only when necessary, but employees are expected to work

overtime when asked to do so. Non-exempt employees are not to work

overtime without prior permission of the business administrator.

Overtime is paid to non-exempt employees for time "actually worked"

over 40 hours in one work week. This means that if you take sick or

vacation time or have jury duty or funeral leave on one or more days

during a work week, overtime would not be paid until you had worked

more than 40 hours. Exempt employees are not eligible for overtime.

Note: Your organization may wish to include the current overtime rate in

your state (after confirming it with a local attorney).

This is a sample handbook policy only. Your organization is responsible for
compliance with ail applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a licensed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Payroll Policies
1. Pay Periods Policy

Basic Legal Principles

Hiring and Onboarding

This policy informs your employees when they should expect to be paid.

You may choose to combine this policy with other policies addressing

payroll issues, such as the ones discussed below.

Employment Payroll & Taxes

Employee Handbook

+ Critical PoliciesIn some states, employers are required by law to pay employees at least

twice each month. Under many state laws, employers are generally not

permitted to withhold the final check of an employee who is leaving

employment. Even if an employee has failed to return materials,

equipment, or fees, the final paycheck generally cannot be withheld.

Additionally, some states allow employers to mandate that employees

receive payroll by direct deposit. Other states make direct deposit a

voluntary option that requires employee consent.

About Your Employee Handbook

Colleges and Universities: Non-

Fraternization

Communication, Technology, and

Electronic Media

Discipline

Before doing any of the following things, check with a locally licensed

attorney to verify that it's a permissible practice: Paying employees less

often than twice a month, deducting anything from a final paycheck,

refusing to give an employee a paycheck, or mandating direct deposit of

paychecks.

Employee Benefit Program

Equal Employment Opportunity (EEO)

Family Medical Leave Act (FMLA)

FERPA2. Payroll Time Sheets Policy

Harassment
While this policy is not required, we recommend that it be included. The

policy should address the difference between employees who are

classified as exempt from requirements of the Fair Labor Standards Act

(FLSA) and those who are classified as non-exempt.

Injury and Illness at Work

Overtime

Payroll Policies
3. Payroll Deductions Policy

Performance Appraisals

This policy explains the reasons for various payroll deductions, as

required by law. Personal Conduct

Personal Relationships at Work

Position ClassificationsSAMPLE POLICY 1:

PAY PERIODS Separation from Employment

On each payday, you will receive a pay stub or electronic pay statement

reflecting the pay earned the two weeks before the payroll week.

Payday is normally every other Friday of the month. (Name of
organization) directly deposits employees' paychecks into their

designated personal accounts, if elected by the employee.

Vacation and Sick Leave

Whistleblower Laws

Workplace Safety

+ Strongly Encouraged Policies

+ Optional Policies
SAMPLE POLICY 2:

PAYROLL TIME SHEETS Saying Goodbye

All employees are responsible for completing time sheets. Time sheets

will be submitted biweekly.* Your time sheet should be completed

accurately and submitted to your supervisor for approval.

[*Note: Include a sentence explaining how time sheets are submitted, such

as paper time cards, time-tracking apps, or a digital HR portal.]

Non-exempt employees should report all time worked. Time sheets

should also indicate all vacation, sick, or other time away from the

office. If your position is classified as non-exempt, you are eligible for

overtime pay. Overtime must be approved in advance by your

supervisor. Sick and vacation time incurred by non-exempt employees

may be taken in 15-minute increments.

Exempt employees should record only absences from work, not actual

number of hours worked in a pay period. If your position is classified as

exempt, you are not eligible for overtime. Sick and vacation time must

be taken in a minimum of one-hour increments.

Guidelines

•If a payday falls on a holiday, you will receive a paycheck on the preceding
workday.

•If you are absent on payday and receive a pay stub, your pay stub will be
held until you return to work, unless other arrangements are made.

SAMPLE POLICY 3:

PAYROLL DEDUCTIONS

(Name of organization) is required by law to make regular deductions for

taxes imposed by governmental units. These deductions must be made

from all paychecks, and the amounts deducted are turned over directly

to the applicable governmental units.

Some paycheck deductions based on a court order may need to be

made, such as garnishments or child support.

Additionally, this organization will make certain deductions from your

paychecks as you request.

Under the Social Security Act, your yearly taxable earnings are reported

to the Social Security Board, and your benefits are computed upon

them. This organization is required to deduct the tax on your salary. The

amount deducted is sent to the federal government for credit to your

account. The act provides a monthly income for workers and their

families when the worker is retired or disabled and for certain

payments to survivors in case of death.

By January 31 of each year, this organization will provide a W-2

statement showing the total amount of your taxable earnings, as well as

all deductions taken from your pay during the previous year.

If you believe that a payroll deduction has been taken that violates

applicable law, you should immediately report that belief in writing to

human resources or your supervisor.

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a licensed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.

Working Together © 2022 Brotherhood Mutual Insurance Company. Allrights reserved.

www.brotherhoodmutual.com/working-together. Updated 9/2021.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Performance Appraisals
Basic Legal Principles

Regular performance appraisals should be administered to all

employees. However, this policy should only be included in the

handbook if your organization gives regular appraisals. Limitations

should not be placed on your organization if they cannot be met.

Hiring and Onboarding

Employment Payroll & Taxes

Employee Handbook
For example, it can be harmful to state that appraisals will be given

annually if they are generally not completed on time or at all. If

included, this policy should provide the minimum standards, rather

than the desired standard, forgiving appraisals. We also encourage a

statement that an appraisal doesn't automatically signify a pay increase.

+ Critical Policies

About Your Employee Handbook

Colleges and Universities: Non-

Fraternization

If your organization qualifies for the Family and Medical Leave Act

(FMLA), managers should not reference an employee absences due to

FMLA leave in a performance appraisal, especially in a negative fashion.

If the employee is excessively absent or tardy, any references in a

performance appraisal or disciplinary document should specifically

reference all "non-FMLA" absences. Employees may not be penalized for

taking unpaid leave that qualifies under the FMLA.

Communication, Technology, and

Electronic Media

Discipline

Employee Benefit Program

Equal Employment Opportunity (EEO)

Please note that many states impose greater leave requirements on

employers than the federal government. If such a state law applies, the

points discussed in this paragraph could also be relevant to any form of

employment leave granted by state law.

Family Medical Leave Act (FMLA)

FERPA

Harassment

Injury and Illness at Work

SAMPLE POLICY:

PERFORMANCE APPRAISALS
Overtime

Payroll Policies

Performance appraisals will generally be done annually for all

employees. More frequent reviews may be given to newly hired

individuals and to those who have been promoted during a given year.

Managers may conduct special performance reviews of an employee at

any time when the employee's performance, good or bad, warrants

special consideration. The performance appraisal has the following

objectives:

Performance Appraisals

Personal Conduct

Persona! Relationships at Work

Position Classifications

Separation from Employment•To evaluate how the job has been performed.

•To discuss performance with the individual concerned.

•To determine, where necessary, how performance can be improved.

•To evaluate short-term and long-term goals and potential,

Vacation and Sick Leave

Whistleblower Laws

The occasion of a performance review does not automatically signify a

pay increase.
Workplace Safety

+ Strongly Encouraged Policies
Guideline

+ Optional Policies

Performance appraisal is a continuous process and is not intended as

an activity restricted to an annual review. Managers and employees are

encouraged to carry out informal, regular discussions concerning job

performance throughout the year.

Saying Goodbye

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a //censed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.

Working Together® 2022 Brotherhood Mutual Insurance Company. Al!rights reserved.

www.brotherhoadmutual.com/workirg-tagether. Updated 9/2021.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Personal Conduct
Basic Legal Principles

The purpose of this policy is to state the lifestyle expectations for

employees. You are strongly encouraged to modify this policy in

accordance with the standards set by your organization.

Hiring and Onboarding

Employment Payroll & Taxes

One key to any personal conduct policy for Christian employers is

referencing Scripture as a basis for any behavior that's prohibited or

discouraged. From a legal standpoint, citing supporting Scripture will

strengthen your ministry’s First Amendment (freedom of religion)

position in the event of litigation.

Employee Handbook

+ Critical Policies

About Your Employee Handbook

Colleges and Universities: Non-

FraternizationConsistency is important when applying this policy. For example, if you

terminate an employee who has become pregnant out of wedlock

because she's violated the policy against premarital sex, this is legally

permissible so long as it is applied consistently, in other words, the

same discipline should be taken against a male employee who engages

in premarital sexual relations.

Communication, Technology, and

Electronic Media

Discipline

Employee Benefit Program

Note: This policy works with closely with your discipline policy, see the

sample in the navigation on the right.
Equal Employment Opportunity (EEO)

Family Medical Leave Act (FMLA)

Additional Resource: Sample Policy - Marriage, Gender, and Appropriate

Behavior FERPA

Harassment

Injury and Illness at WorkSAMPLE POLICY:

PERSONAL CONDUCT Overtime

Ministry Purpose Payroll Policies

Performance Appraisals(Name of ministry) is a non-profit religious organization and is

substantially controlled and supported by a religious body, (your

denomination, or church).
Personal Conduct

Personal Relationships at Work

More importantly, our organization is a community of believers who

have joined together to meet the spiritual and academic needs of the

greater community. Our organization promotes behavior consistent with

the Holy Scriptures.

Position Classifications

Separation from Employment

Vacation and Sick Leave

Consequently, when joining (name of ministry's) staff, you freely and

willingly agree to the standards of behavior outlined in this policy. The

standards included in this policy are not exhaustive; rather, they

provide a guideline of conduct we believe is in accordance with biblical

standards.

Whistleblower Laws

Workplace Safety

+ Strongly Encouraged Policies

+ Optional PoliciesAs representatives of (name of ministry), it is imperative that our actions

are above reproach in all things. Consequently, the following standards

of conduct shall apply to all employees. Violations of these standards

are regarded as a serious breach of integrity and could result in

discipline, up to and including termination:

Saying Goodbye

•God's Word teaches us that certain attributes are desired, including love,

joy, peace, patience, kindness goodness, faithfulness, gentleness, and
self-control (Galatians 5:22-24). These attributes are to be sought,
encouraged, and demonstrated in our relationships.

•Scripture further teaches us that certain behaviors should be avoided,

including theft, lying, dishonesty, gossip, slander, backbiting, profanity,
vulgarity, sexual promiscuity (including adultery, same sex relations, and

premarital sex), drunkenness, and immodest dress, (insert reference to

Scripture)

•Employees are expected to show Christian concern in their interaction

with others, and to join together with a body of believers for worship and
fellowship on a regular basis, (insert reference to Scripture)

•(Name ofministry) recognizes the danger to one's physical and mental
well-being in the use of certain products. Therefore, employees are to

refrain from the use of tobacco in any form, abusing alcoholic beverages,
from using hallucinogenic drugs and substances and from using narcotics

not authorized by a physician.

•Insert other standards of conduct that are important to your ministry.
Include references to Scripture where appropriate.

Note: This sample policy should be carefully reviewed andfine-tuned,
expanded, or otherwise revised so that it accurately re//ecfs the beliefs of
your ministry. Including appropriate scripture references is strongly

encouraged.

When reviewing and revising organizational documents, it's always advisable to involve a local attorney.

This is a sample document only. Your organization is responsible for compliance with all applicable laws.

Accordingly, this sample should not be used or adopted by your organization without first being

reviewed and approved by an attorney. Brotherhood Mutual Insurance Company assumes no liability in

connection with the use or distribution of this sample document.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Personal Relationships at Work
Basic Legal Principles

Organizations are encouraged to carefully consider issues associated

with personal relationships at work as well as issues of nepotism.

Personal relationships (including romantic relationships and

cohabitation) at work can compromise the integrity of the work

environment especially in situations where an employee reports to a

supervisor and is in a romantic relationship or cohabits with his or her

supervisor. Additionally, situations where an employee reports directly

to a relative can also compromise the fairness and integrity of the work

environment. Accordingly, you are encouraged to Include policies in

your organization's handbook that clearly explain your organization's

position on persona! relationships at work and how they will be

addressed.

Hiring and Onboarding

Employment Payroll & Taxes

Employee Handbook

+ Critical Policies

About Your Employee Handbook

Colleges and Universities: Non-

Fraternization

Communication, Technology, and

Electronic Media

Discipline
SAMPLE POLICY:

PERSONAL RELATIONSHIPS AT WORK Employee Benefit Program

(Name ofyour organization) prohibits personal relationships (including

sexual, romantic, or cohabitation) ("Personal Relationships") at work in

the following situations to avoid the potential of a personal relationship

adversely affecting others at (name ofyour organization) and

compromising a healthy work environment:

Equal Employment Opportunity (EEO)

Family Medical Leave Act (FMLA)

FERPA

Harassment
1. Personal relationships between a supervisor and an employee in the

supervisor's chain of command; or
2, Personal relationships between a supervisor and an employee if the

employee indirectly reports to the supervisor or the supervisor has effective

input into decisions concerning the terms and conditions of the employee's
employment.

Injury and Illness at Work

Overtime

Payroll Policies

Employees involved in a personal relationship must promptly report the

relationship to the (director of human resources) so that appropriate

steps may be taken to evaluate the situation and avoid the potential for

the personal relationship to adversely affect anyone in the workplace

and to determine whether the relationship violates this policy. A

supervisor’s failure to report a personal relationship may result in

discipline including, but not limited to, termination.

Performance Appraisals

Personal Conduct

Personal Relationships at Work

Position Classifications

Separation from Employment

Likewise, (name of your organization) does not allow relatives to work in

an employee-supervisor capacity. This includes, but is not limited to,

situations in which one relative:

Vacation and Sick Leave

Whistleblower Laws

1. Is supervised by another.
2. Is within a relative's chain of command.

3. Indirectly reports to the other.
4, Can affect decisions concerning the terms and conditions of the other's

employment.

Workplace Safety

+ Strongly Encouraged Policies

+ Optional Policies

(Name of your organization) also will not consider applications, transfers,

promotions, or other similar employment actions if the resulting

employment situation would violate this policy. All employees must

immediately report the relationship to (director of human resources) so

that appropriate steps may be taken, if needed, including reassignment

of personnel. Shared last names or other dues may help organizations

determine that employees are related, but it's not always obvious. If you

suspect the organization is unaware of such a relationship, you must

report it to (director of human resources)r so appropriate steps may be

taken. Any questions as to whether a particular relationship violates

this policy should be directed to (director of human resources).

Saying Goodbye

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a licensed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.

Working Together © 2022 Brotherhood Mutual Insurance Company. Allrights reserved.

www.brotherhaodmutual.com/working-together. Updated 9/2021.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Position Classifications
Basic Legal Principles

Most employers have employees that are protected by the federal Fair

Labor Standards Act (FLSA). Among other things, this law sets the

minimum wage and overtime rate at which some employees must be

paid. The purpose of this policy is to define the various classifications of

employment and, for employers subject to the FLSA, to describe which

employees are exempt and non-exempt from the FLSA's requirements.

Hiring and Onboarding

Employment Payroll & Taxes

Employee Handbook

+ Critical Policies

Your policy should include only the classifications your organization

uses. It’s important to note any employee classifications that aren't

eligible for benefits. If limited benefits are available to part-time or

temporary employees, those benefits can be described in a separate

policy.

About Your Employee Handbook

Colleges and Universities: Non-

Fraternization

Communication, Technology, and

Electronic Media
Additionally, if your organization has employees that may earn the right

of tenure, you're highly encouraged to add a provision to this policy that

mentions tenured employees as a classification. !t would likely be

beneficial to also provide information about tenure, such as eligibility,

review, and limitations,

Discipline

Employee Benefit Program

Equal Employment Opportunity (EEO)

You're encouraged to ask a local attorney how specific labor laws in

your state may affect your organization's position classifications for

employees. Sometimes state or local laws are more stringent than

federal laws.

Family Medical Leave Act (FMLA)

FERPA

Harassment

Injury and Illness at Work

SAMPLE POLICY:

POSITION CLASSIFICATIONS
Overtime

Payroll Policies

The following definitions have been established to standardize

terminology and provide common understanding in our references to

employees:

Performance Appraisals

Personal Conduct

Employee - A person who receives wages or salary from {name of
organization) and whose work this organization controls and directs,

Persona! Relationships at Work

Position Classifications

Full-time Employees - Those who regularly work 40 hours or more

weekly and who maintain continuous regular employment status,

Regular full-time employees are eligible for benefits offered by {name of
organization).

Separation from Employment

Vacation and Sick Leave

Whistleblower Laws

Part-time Employees - Those who regularly work less than 40 hours

weekly and who maintain continuous regular part-time employee status.

Part-time employees may be eligible for certain benefits offered by

{name of organization). Part-time employees are generally classified as

non-exempt employees.

Workplace Safety

+ Strongly Encouraged Policies

+ Optional Policies

Saying GoodbyeTemporary Employees - Those whose services are intended to be for a

short period of time or of limited duration, or for an indefinite period

when there is no intent by [name of organization) to provide regular

status. {Name of organization) may either hire temporary employees

directly or may use an agency to supply temporary employees.

Temporary employees are not eligible for benefits. If a temporary

employee is subsequently hired as a regular full-time or part-time

employee, date of hire will be determined by the date on which the

employee becomes a regular employee.

Regular Employees - Those whose services are intended to be for an

indefinite period and who work regularly scheduled hours on an

ongoing basis, either full- or part-time.

Exempt Employees - Those who are exempt from the provisions of the

Fair Labor Standards Act. They typically perform executive,

administrative, or professional duties within the organization. Exempt

employees must be paid on a salary basis (meaning no deductions from

weekly pay for quality or quantity of work), and that salary must meet a

minimum salary level. As of January 1, 2020, the minimum salary was

$684 per week ($35,568 per year). Exempt employees are not eligible for

and do not receive overtime payment.

Non-exempt Employees - Those who are not exempt from the

provisions of the Fair Labor Standards Act. Non-exempt employees are

eligible for overtime payment as set forth in [name of organization's]

overtime policy.

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a licensed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.

Working Together© 2022 Brotherhood Mutual Insurance Company. Al!rights reserved.

www.brotherhoodmutual.com/working-together. Updated 9/2021.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Separation from Employment
Basic Legal Principles

Any time an employee separation occurs, it is important to review the

employee relationship and take a few other steps before letting an

employee go. This policy explains the procedures that employees should

expect when terminating employment from your organization. It should

include the following elements:

Hiring and Onboarding

Employment Payroll & Taxes

Employee Handbook

+ Critical Policies•A review of employment documents. Examine the employment contract,

handbook, code of conduct, statement of faith, or other initial documents
provided to the employee to ensure compliance with these documents

during the separation process.

•Notice provisions. If your organization requires two weeks' notice before
voluntary termination, a court could consider the handbook to be an

employment contract. Instead, you could request (not require) two weeks'
notice or ask that employees provide two weeks' notice to obtain another
benefit, such as payment of vacation time (if allowed by law).

•The exit interview process, if used.

•A requirement that materials you own be returned. Examples include
keys, company vehicle, computer equipment, credit card, company
phone, etc.

•The method of compensating vacation, sick, or other paid time upon
termination.

About Your Employee Handbook

Colleges and Universities: Non-

Fraternization

Communication, Technology, and

Electronic Media

Discipline

Employee Benefit Program

Equal Employment Opportunity (EEO)

Family Medical Leave Act (FMLA)
Your organization should deliver a final separation letter to employees

at termination. It should include the following types of information:
FERPA

Organization's name

Employee's name and title
Letter date
Notice of separation
The last date of employment
Last paycheck date
A list of benefits to which the employee is entitled, including their
expiration dates. Examples include: Health insurance, short- and long¬
term disability, and the types of paid time off that may be paid out.

Human resources contact information

Harassment

Injury and Illness at Work

Overtime

Payroll Policies

Performance Appraisals

Personal Conduct

This is not an exclusive list. You'll want to work with a local employment

law attorney to ensure your letter includes all relevant information as

required by applicable law.

Personal Relationships at Work

Position Classifications

*Please note; Some states have very specific requirements for when an

employee's last paycheck must be issued. You will want an employment

attorney in your state to confirm the deadline for issuing an employee's

last paycheck.

Separation from Employment

Vacation and Sick Leave

Whistleblower Laws

Workplace Safety

SAMPLE POLICY:

SEPARATION FROM EMPLOYMENT
+ Strongly Encouraged Policies

+ Optional Policies
When an employee ends employment with (name of organization), the

procedures listed below should be followed: Saying Goodbye

•Employees who voluntarily separate from this organization are asked to

give at least 10 working days' notice of their intention to terminate
employment, excluding any vacation days. Written notice should be given
to your manager and the business administrator.

•All employees are expected to meet with the business administrator for

an exit interview. Employees may be asked to complete an exit interview
form, explaining the reasons for separation and their assessment of the
employment experience at your organization.

•During the exit interview, employees will complete any necessary
paperwork. The business administrator will advise employees about their
benefits and other issues that relate to separation from this organization.

•Employees shall return any materials and equipment owned by this
organization. These include the employee handbook and any off-site
documents, equipment, or supplies. Upon termination of employment, all
access to the computer systems and the building shall end. Vacation time
will be paid to an employee separating from employment in accordance
with the vacation and sick policy. An employee's termination date shall be
the last day of employment in which the employee was present and
working. Unless otherwise prohibited by law, benefits shall cease on the
employee's termination date.

•Supervisors [or HR professional] should review the employee relationship,
employment contract, handbook, code of conduct, statement of faith, or

other initial documents provided to the employee and ensure compliance
with these documents during the separation process.

•Supervisors [or HR professional] should complete the Separation From

Employment checklist.

Guidelines

This organization reserves the right to require any employees who have

been terminated or who have advised this organization of their intent to

terminate, to immediately cease employment, return any materials and

equipment owned by (name of organization), and leave the building.

SAMPLE CHECKLIST:

SEPARATION FROM EMPLOYMENT

Employee Name:

Termination Effective Date:

[ ] Receive resignation letter from employee or inform employee of

termination.

[ ] Verify vacation & sick time remaining (if applicable).

[ ] Notify payroll company or payroll department (whichever

applies).

[ ] Determine how to contact individual for future

correspondence.

[ ] Final employee time card submitted (if applicable).

[ ] Notify IT or HR (whichever applies) to change passwords,

disable accounts, forward emails to the employee's manager, and

remove employee from the website.

[ ] Prepare and give separation letter to employee.

[ ] Prepare and deliver Severance Agreement (if applicable).

[] Update employee's HR file.

[ ] Complete exit interview with employee.

Collect all applicable items from employee:

[ ] Keys or access cards to company vehicle, office, etc.

[ ] Company vehicle

[ ] Company computer equipment

[ ] Miscellaneous office furniture

[] Company credit cards

[ ] Company phone

Miscellaneous Comments:

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a licensed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.

Working Together© 2022 Brotherhood Mutual Insurance Company. All rights reserved.

www.brotherhoodmutual.com/working-together. Updated 9/2021.

https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2luc3VyYW5jZS8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3Byb2R1Y3RzLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3Jlc291cmNlcy8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2xlZ2FsYXNzaXN0Lw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2NsYWltcy8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL215LWFjY291bnQv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3JlcXVlc3QtYS1xdW90ZS8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvYmVnaW4teW91ci1yZXZpZXcv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvYmFzaWMtbGVnYWwtcHJpbmNpcGxlcy8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvaGlyaW5nLWFuZC1vbmJvYXJkaW5nLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95bWVudC1wYXlyb2xsLXRheGVzLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2sv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvYWJvdXQteW91ci1lbXBsb3llZS1oYW5kYm9vay8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvbm9uLWZyYXRlcm5pemF0aW9uLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvZGlnaXRhbC1jb21tdW5pY2F0aW9uLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvZGlzY2lwbGluZS8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvZW1wbG95ZWUtYmVuZWZpdHMv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvZXF1YWwtZW1wbG95bWVudC1vcHBvcnR1bml0eS1lZW8v
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvZm1sYS1wb2xpY3kv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvZmVycGEv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvaGFyYXNzbWVudC8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvaW5qdXJ5LWFuZC1pbGxuZXNzLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvb3ZlcnRpbWUv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvcGF5cm9sbC8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvcGVyZm9ybWFuY2UtYXBwcmFpc2Fscy8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvcGVyc29uYWwtY29uZHVjdC8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvcGVyc29uYWwtcmVsYXRpb25zaGlwcy1hdC13b3JrLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvcG9zaXRpb24tY2xhc3NpZmljYXRpb25zLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvc2VwYXJhdGlvbi1mcm9tLWVtcGxveW1lbnQv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvdmFjYXRpb24tYW5kLXNpY2stbGVhdmUv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvd2hpc3RsZWJsb3dlci1sYXdzLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvd29ya3BsYWNlLXNhZmV0eS8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svc3Ryb25nbHktZW5jb3VyYWdlZC1wb2xpY2llcy8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svb3B0aW9uYWwtcG9saWNpZXMv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvc2F5aW5nLWdvb2RieWUv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2Fib3V0LXVzLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2luc3VyYW5jZS8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2luc3VyYW5jZS9wcm9wZXJ0eS1hbmQtbGlhYmlsaXR5Lw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2luc3VyYW5jZS9jb21tZXJjaWFsLWF1dG8v
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2luc3VyYW5jZS93b3JrZXJzLWNvbXBlbnNhdGlvbi8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2luc3VyYW5jZS9taXNzaW9uLXByb3RlY3Rpb24v
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2luc3VyYW5jZS93aHktY2hvb3NlLXVzLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2luc3VyYW5jZS91bmRlcnN0YW5kaW5nLWluc3VyYW5jZS8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2NsYWltcy8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2NsYWltcy9yZXBvcnRpbmctYS1jbGFpbS8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2NsYWltcy9hbnN3ZXJzLXRvLWNvbW1vbi1jbGFpbXMtcXVlc3Rpb25zLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2NhcmVlcnMv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2NhcmVlcnMvZW1wbG95bWVudC8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2NhcmVlcnMvYWdlbnQtb3Bwb3J0dW5pdGllcy8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3Jlc291cmNlcy8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3Jlc291cmNlcy9zYWZldHktbGlicmFyeS8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2xheS1jb3Vuc2VsaW5nLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3Byb2R1Y3RzL21pbmlzdHJ5LXBheXJvbGwv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3Jlc291cmNlcy9jaHVyY2gtc2VjdXJpdHkv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2xlZ2FsYXNzaXN0Lw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3Jlc291cmNlcy9vbmxpbmUtdHJhaW5pbmcv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3Jlc291cmNlcy9iYWNrZ3JvdW5kLXNjcmVlbmluZy8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2NvbnRhY3Qvc2FmZXR5LWVuZXdzbGV0dGVyLXNpZ251cC8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2Fib3V0LXVzLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2Fib3V0LXVzL3doby13ZS1hcmUv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2Fib3V0LXVzL2xlYWRlcnNoaXAtdGVhbS8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2Fib3V0LXVzL2ZpbmFuY2lhbHMv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2Fib3V0LXVzL2dpdmluZy1iYWNrLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL25ld3MtbWVkaWEtY2VudGVyLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2Fib3V0LXVzL3Rlc3RpbW9uaWFscy8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2NvbnRhY3Qv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuZmFjZWJvb2suY29tL0Jyb3RoZXJob29kTXV0dWFsSW5zLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cueW91dHViZS5jb20vdXNlci9Ccm90aGVyaG9vZE11dHVhbA==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cubGlua2VkaW4uY29tL2NvbXBhbnkvYnJvdGhlcmhvb2QtbXV0dWFsLWluc3VyYW5jZS1jb21wYW55Lw==
https://getfireshot.com/pdf_aHR0cHM6Ly90d2l0dGVyLmNvbS9Ccm90aGVyaG9vZElucw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuaW5zdGFncmFtLmNvbS9icm90aGVyaG9vZG11dHVhbC8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2xlZ2FsLW5vdGljZXMv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3ByaXZhY3ktcG9saWN5Lw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYmJiLm9yZy91cy9pbi9mb3J0LXdheW5lL3Byb2ZpbGUvaW5zdXJhbmNlLXNlcnZpY2VzLW9mZmljZS9icm90aGVyaG9vZC1tdXR1YWwtaW5zdXJhbmNlLWNvbXBhbnktMDM1Mi05MDgvI3NlYWxjbGljaw==


WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Vacation and Sick Leave
Basic Legal Principles

Most vacation and sick leave policies are written in one of two ways.

Days off are either earned over time (accrued) or are granted on a

certain date, such as January 1 or an employee's hire date. If vacation

days are granted before employees earn them, and you don't want to

pay for unearned vacation time upon termination or separation from

employment, it's important to specify this in your policy.

Hiring and Onboarding

Employment Payroll & Taxes

Employee Handbook

+ Critical Policies

If the policy doesn't address the payment of unearned vacation time

upon termination or separation, you may be legally required to pay for

all unused vacation time. Including the following sample language can

address this situation:

About Your Employee Handbook

Colleges and Universities: Non-

Fraternization

Communication, Technology, and

Electronic Media
•"Vacation days are granted onJanuary 1 of each year. While vacation days

are available onJanuary 1, the number of vacation days available for

payout upon separation from this organization will be prorated, based on

the months of service in that year." Discipline

Employee Benefit Program•"If an employee has not used all his or her allotted vacation days by the
last day of employment, the remaining vacation days will be prorated and
paid to the employee. If the last day of employment is beforeJuly 1, and
an employee has used more than the allotted vacation days, the
employee is expected to reimburse this organization for the cost of the
excess vacation time that was used. Employees leaving this organization
after July 1 will not be required to reimburse this organization for excess

vacation days used and will receive all remaining prorated vacation time,

if applicable. In order to avoid repayment situations, employees intending
to terminate employment with this organization before July 1 should meet

with human resources to determine the prorated number of vacation

days."

Equal Employment Opportunity (EEO)

Family Medical Leave Act (FMLA)

FERPA

Harassment

injury and Illness at Work

Overtime

Your organization will want to consult a locally licensed attorney to

confirm that your vacation and sick leave policies comply with state and

local law.

Payroll Policies

Performance Appraisals

Personal Conduct

Personal Relationships at WorkSAMPLE POLICY:

VACATION AND SICK LEAVE Position Classifications

(Name of organization) will grant vacation and sick leave to full-time

employees on January 1 of each calendar year, according to the

following schedule:

Separation from Employment

Vacation and Sick Leave

Whistleblower LawsFirst Calendar Year of Employment

Workplace Safety

Hire Date # of Days Eligibility Date

+ Strongly Encouraged Policies
Sick

Vacation

4 Date of Hire

3 April 1
1st Quarter

+ Optional Policies

Sick

Vacation

3 Date of Hire

2 July 1

Saying Goodbye
2nd Quarter

Sick

Vacation

2 Date of Hire

1 October 1
3rd Quarter

Sick

Vacation

1
4th Quarter Date of Hire

0

Calendar Year # of Days # of Vacation Days

2 (hired 1st Quarter) 4 6

2 (hired 2nd Quarter) 4 5

2 (hired 3rd Quarter) 4 4

2 (hired 4th Quarter) 4 3

3 4 7

4 74

5 4 8

6 4 8

7 4 9

8 94

9 4 10

10 Years + 4 11

Part-time employees (20 hours or more)

If you are a part-time employee and work 20 hours or more during the

year, you will be granted a pro-rated portion of sick and vacation time

based on your annual average of hours worked during the prior

calendar year.

Carryover of Days

Full-time employees may carry over the following number of days each

calendar year:

•5 sick days

•5 vacation days

Part-time employees eligible for vacation and sick time may carry over

the following number of days each calendar year:

•2.5 sick days

•2.5 vacation days

Sick Leave

Sick leave may be used only for health care appointments, personal

illness, or the illness of a close family member. A close family member

includes a parent, child, or spouse of the employee or a parent or child

of the employee's spouse. Sick leave will not be paid to employees when

they leave employment with this organization.

Vacation Time

Vacation time may be used for vacation, personal business, or

additional sick leave once the allotted sick days have been exhausted.

Vacation time should primarily be used for scheduled absences and

should be approved by the manager at least 24 hours in advance. You

are expected to receive managerial approval prior to taking any

vacation time. Managers have discretion when approving vacation time.

Seniority is one factor that managers may consider, but they are not

required to consider seniority in making their decision. Employees are

generally required to exhaust all vacation time before unpaid time off

will be granted.

Note: Be sure that your policy explains how vacation time will or won't be

paid to employees when they separate from the organization.

Optional: Vacation Length

In order for employees and this organization to derive the fullest

benefits desired from vacation, the employee is encouraged to take at

least one week of eligible vacation in consecutive days if the employee

has earned at least 10 days of vacation time. An employee may use

vacation and holidays together to satisfy the "one week of vacation”

encouragement. Employees will be paid for any earned and unused

vacation days upon voluntary separation of employment with this

organization.

Guidelines

•If an employee exhausts all sick leave and is subsequently ill, the
employee will generally be required to use available vacation time. Unless
the illness qualifies under the Family and Medical Leave Act, employees
are generally not permitted to take unpaid time for illness when vacation
time is available.

•While vacation time can be used for illness once sick leave has been
exhausted, an employee generally may not use sick leave for anything
except the following: personal illness, the illness of a close family
member, or a qualifying event under the Family and Medical Leave Act.

•An illness occurring during a scheduled vacation will not be counted as

sick leave.

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a licensed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.

Working Together © 2022 Brotherhood Mutuol Insurance Company. All rights reserved.

www.brotherhoodmutual.com/working-together. Updated 9/2021.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Whistleblower Laws
Basic Legal Principles

Organizations are encouraged to include this critical policy in their

employee handbook. It encourages employees to report activities that

may be illegal, dishonest, unethical, or otherwise improper. Such a

policy helps create an environment in which employees feel comfortable

making these types of reports. A whistleblower policy also protects

employees from retaliation, keeps them informed about workplace

investigations, and lets them know their concerns are taken seriously.

Hiring and Onboarding

Employment Payroll & Taxes

Employee Handbook

+ Critical Policies

About Your Employee Handbook
Employees often appreciate the ability to tell employers about

situations that trouble them, This type of policy is one tool to help

achieve that goal. Consult with a local attorney to ensure your policy

protects your interests and complies with any whistleblower laws that

may apply to your organization.

Colleges and Universities: Non-

Fraternization

Communication, Technology, and

Electronic Media

Discipline

SAMPLE POLICY:

WHISTLEBLOWER LAWS
Employee Benefit Program

Equal Employment Opportunity (EEO)

This policy is intended to help ensure [name of organization] creates a

workplace that operates with the highest integrity and complies with

applicable laws. This policy is not intended to protect individuals who

make reports that are fraudulent, malicious, or in bad faith. Moreover,

this policy shall not interfere with customary employment decisions.

Family Medical Leave Act (FMLA)

FERPA

Harassment

Injury and Illness at WorkReporting

Employees who believe in good faith that any employees or agents of

[name of organization] are engaged in improper activities may report

such activities to their supervisor. If the activities involve a supervisor

or if an employee feels uncomfortable reporting such activities to a

supervisor, a report should be made to [title of other party]. This policy

applies to any activities that are considered illegal, dishonest, unethical,

or otherwise improper.

Overtime

Payroll Policies

Performance Appraisals

Personal Conduct

Persona! Relationships at Work

Investigation and Confidentiality

After an employee makes a report under this policy, [title of party or

group] will conduct a prompt and thorough investigation. Any subjects

of the investigation will be excluded from participation. Promptly

following the investigation, and subject to any legal constraints, the

following will happen:

Position Classifications

Separation from Employment

Vacation and Sick Leave

Whistleblower Laws

•The person who made the report will be informed of the results.

•Findings will be issued.

* Disciplinary action, where appropriate, will be taken.
Workplace Safety

+ Strongly Encouraged Policies
[Name of organization] shall use reasonable efforts to protect the

confidentiality of the party making a report under this policy and the

subject(s) of such report, to the extent permitted by law. investigations

shall be made discreetly, whenever reasonably possible, with

information being shared only on a need-tc-know basis or as otherwise

required by law.

+ Optional Policies

Saying Goodbye

Anti-Retaliation

Employees may make reports under this policy without fear of reprisal

or retaliation. This organization will take reasonable steps to protect the

reporting individual from retaliatory, harassing, or abusive behavior

related to making a report under this policy.

Violations of this Policy

An employee who subjects another employee to reprisal or retaliation in

violation of this policy shall be subject to disciplinary action, up to and

including termination of employment. Additionally, an individual who

makes reports under this policy that are fraudulent, malicious, or made

in bad faith shall be subject to disciplinary action, up to and including

termination of employment.

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a licensed attorney inyour area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.

Working Together © 2022 Brotherhood Mutual Insurance Company. AHrights reserved.

www.brotherhoodmutual.com/working-together. Updated 9/2021.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Workplace Safety
Basic Legal Principles

Threats to safety are becoming an increasingly common problem in

schools, businesses, and even churches. Your organization can establish

procedures that may help prevent an unsafe situation from occurring

or may help minimize the damage if a threat to workplace safety occurs.

Hiring and Onboarding

Employment Payroll & Taxes

Employee Handbook

You'll need at least two sets of procedures: A preventative plan and an

emergency response plan. + Critical Policies

About Your Employee Handbook
Prevention: The sample policy below is designed to prevent threats to

workplace safety. It requires visitors to check in, prohibits weapons on

your property, and reminds employees that you have a right to inspect

all work areas, classrooms, and common areas.

Colleges and Universities: Non-

Fraternization

Communication, Technology, and

Electronic Media
Emergency Response: Because every organization is unique, it's vital to

create an emergency response plan that assesses your particular

situation and determines how you'll respond to workplace safety

concerns.

Discipline

Employee Benefit Program

Equal Employment Opportunity (EEO)
Your response plan should address at least three basic threats:

Family Medical Leave Act(FMLA)

•The report of a weapon.

•The use of a weapon.

•A hostage situation or barricaded gunman.
FERPA

Harassment

For each scenario, consider how you will perform the following

functions: Injury and Illness at Work

Overtime•Communication: How will you tell others about the threat and possibly
the need to evacuate? Who will notify law enforcement?

•Evacuation: How will people leave the building and where will they go
afterward?

•Responsibilities: Who will do what?

•First aid: How will you treat the injured?

•Training: How will you ensure that everyone knows what to do in a crisis
situation?

Payroll Policies

Performance Appraisals

Personal Conduct

Personal Relationships at Work

For help developing workplace safety response procedures for your

organization, talk with first responders, emergency managers,

community organizations, and others about how you can prepare for

violent incidents and respond to them.

Position Classifications

Separation from Employment

Vacation and Sick Leave

Your local police department's Special Response Team (SRT) or Special

Weapons and Tactics (SWAT) unit may have a response plan that it

would be willing to share. In addition, the local school system may be

able to recommend some safety experts who have conducted training

workshops in your area.

Whistleblower Laws

Workplace Safety

+ Strongly Encouraged Policies

+ Optional Policies
Be sure that the expert you choose has proper credentials and has

experience working with religious organizations like yours. Ask similar

organizations about their crisis response plans and encourage them to

start continuity planning, if they haven't already.

Saying Goodbye

SAMPLE POLICY:

WORKPLACE SAFETY

It's important that a safe, secure workplace be maintained for the

benefit of this organization's employees, members, students, or others

on the premises. Accordingly, any actual or potential threat to safety

within the workplace will be promptly addressed. Any employee who

threatens or commits violence in the workplace faces disciplinary

action, which could include immediate termination. No threats of

violence will be tolerated.

"Violence" includes physically harming another, shoving, pushing,

harassing, intimidating, coercing, displaying weapons, or threatening or

talking of engaging in those activities. It's the intent of this policy to

ensure that everyone associated with this organization, including

employees, members, students, or others on the premises, can feel as

secure as possible in this environment.

This organization specifically bars employees from possessing weapons

on our property, unless the weapons remain locked in the trunk of an

employee's car. Similarly, employees may not carry weapons while

engaged in business on our behalf. Weapons include guns, explosives,

and other items designed to inflict harm. Employees may carry non-

lethal sprays (such as pepper spray or mace) for personal protection.

Such sprays may be used only to protect oneself or others from physical

harm. Appropriate disciplinary action, up to and including termination,

will be taken against any employee who violates this policy.

Desks, telephones, computers, and work areas are the property of

(name of organization). Accordingly, (name of organization) reserves the

right to enter and inspect your work area, classroom, storage areas,

computers, or desks, with or without notice.

All business and personal visitors should use the main entrance of the

building and register with the receptionist during office hours. When an

employee is advised of guests, the employee should personally meet

visitors in the reception area, ensure that the guests have completed

the visitor log, and escort them throughout the building until they

depart. This helps our organization provide security and maintain

proper procedures.

(Name of organization) locks all entrances to the building at the end of

each day. Unless an employee has personal knowledge of the visitor,

the employee should not permit any non-employee to enter the building

after hours. If an employee has invited a guest into the building after

work hours, the employee should accompany the guest at all times.

Employees should immediately report any suspicious people or

activities to the business administrator. They should also report any

threats of violence against an employee or the organization, as well as

any violations of this policy.

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a licensed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.

Working Together © 2022 Brotherhood Mutual Insurance Company. All rights reserved.

www.brotherhoodmutual.com/working-together. Updated 9/2021.

https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2luc3VyYW5jZS8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3Byb2R1Y3RzLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3Jlc291cmNlcy8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2xlZ2FsYXNzaXN0Lw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2NsYWltcy8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL215LWFjY291bnQv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3JlcXVlc3QtYS1xdW90ZS8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvYmVnaW4teW91ci1yZXZpZXcv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvYmFzaWMtbGVnYWwtcHJpbmNpcGxlcy8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvaGlyaW5nLWFuZC1vbmJvYXJkaW5nLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95bWVudC1wYXlyb2xsLXRheGVzLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2sv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvYWJvdXQteW91ci1lbXBsb3llZS1oYW5kYm9vay8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvbm9uLWZyYXRlcm5pemF0aW9uLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvZGlnaXRhbC1jb21tdW5pY2F0aW9uLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvZGlzY2lwbGluZS8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvZW1wbG95ZWUtYmVuZWZpdHMv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvZXF1YWwtZW1wbG95bWVudC1vcHBvcnR1bml0eS1lZW8v
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvZm1sYS1wb2xpY3kv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvZmVycGEv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvaGFyYXNzbWVudC8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvaW5qdXJ5LWFuZC1pbGxuZXNzLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvb3ZlcnRpbWUv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvcGF5cm9sbC8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvcGVyZm9ybWFuY2UtYXBwcmFpc2Fscy8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvcGVyc29uYWwtY29uZHVjdC8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvcGVyc29uYWwtcmVsYXRpb25zaGlwcy1hdC13b3JrLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvcG9zaXRpb24tY2xhc3NpZmljYXRpb25zLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvc2VwYXJhdGlvbi1mcm9tLWVtcGxveW1lbnQv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvdmFjYXRpb24tYW5kLXNpY2stbGVhdmUv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvd2hpc3RsZWJsb3dlci1sYXdzLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svY3JpdGljYWwtcG9saWNpZXMvd29ya3BsYWNlLXNhZmV0eS8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svc3Ryb25nbHktZW5jb3VyYWdlZC1wb2xpY2llcy8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvZW1wbG95ZWUtaGFuZGJvb2svb3B0aW9uYWwtcG9saWNpZXMv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIvc2F5aW5nLWdvb2RieWUv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2Fib3V0LXVzLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2luc3VyYW5jZS8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2luc3VyYW5jZS9wcm9wZXJ0eS1hbmQtbGlhYmlsaXR5Lw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2NsYWltcy8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2NsYWltcy9yZXBvcnRpbmctYS1jbGFpbS8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3Jlc291cmNlcy8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3Jlc291cmNlcy9zYWZldHktbGlicmFyeS8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2Fib3V0LXVzLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2Fib3V0LXVzL3doby13ZS1hcmUv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2luc3VyYW5jZS9jb21tZXJjaWFsLWF1dG8v
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2luc3VyYW5jZS93b3JrZXJzLWNvbXBlbnNhdGlvbi8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2luc3VyYW5jZS9taXNzaW9uLXByb3RlY3Rpb24v
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2luc3VyYW5jZS93aHktY2hvb3NlLXVzLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2luc3VyYW5jZS91bmRlcnN0YW5kaW5nLWluc3VyYW5jZS8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2NsYWltcy9hbnN3ZXJzLXRvLWNvbW1vbi1jbGFpbXMtcXVlc3Rpb25zLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2NhcmVlcnMv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2NhcmVlcnMvZW1wbG95bWVudC8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2NhcmVlcnMvYWdlbnQtb3Bwb3J0dW5pdGllcy8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3dvcmtpbmctdG9nZXRoZXIv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2xheS1jb3Vuc2VsaW5nLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3Byb2R1Y3RzL21pbmlzdHJ5LXBheXJvbGwv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3Jlc291cmNlcy9jaHVyY2gtc2VjdXJpdHkv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2xlZ2FsYXNzaXN0Lw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3Jlc291cmNlcy9vbmxpbmUtdHJhaW5pbmcv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3Jlc291cmNlcy9iYWNrZ3JvdW5kLXNjcmVlbmluZy8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2NvbnRhY3Qvc2FmZXR5LWVuZXdzbGV0dGVyLXNpZ251cC8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2Fib3V0LXVzL2xlYWRlcnNoaXAtdGVhbS8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2Fib3V0LXVzL2ZpbmFuY2lhbHMv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2Fib3V0LXVzL2dpdmluZy1iYWNrLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL25ld3MtbWVkaWEtY2VudGVyLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2Fib3V0LXVzL3Rlc3RpbW9uaWFscy8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2NvbnRhY3Qv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuZmFjZWJvb2suY29tL0Jyb3RoZXJob29kTXV0dWFsSW5zLw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cueW91dHViZS5jb20vdXNlci9Ccm90aGVyaG9vZE11dHVhbA==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cubGlua2VkaW4uY29tL2NvbXBhbnkvYnJvdGhlcmhvb2QtbXV0dWFsLWluc3VyYW5jZS1jb21wYW55Lw==
https://getfireshot.com/pdf_aHR0cHM6Ly90d2l0dGVyLmNvbS9Ccm90aGVyaG9vZElucw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuaW5zdGFncmFtLmNvbS9icm90aGVyaG9vZG11dHVhbC8=
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL2xlZ2FsLW5vdGljZXMv
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYnJvdGhlcmhvb2RtdXR1YWwuY29tL3ByaXZhY3ktcG9saWN5Lw==
https://getfireshot.com/pdf_aHR0cHM6Ly93d3cuYmJiLm9yZy91cy9pbi9mb3J0LXdheW5lL3Byb2ZpbGUvaW5zdXJhbmNlLXNlcnZpY2VzLW9mZmljZS9icm90aGVyaG9vZC1tdXR1YWwtaW5zdXJhbmNlLWNvbXBhbnktMDM1Mi05MDgvI3NlYWxjbGljaw==


WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Strongly Encouraged Policies
Basic Legal Principles

This section includes policies that are Strongly Encouraged to have in an

employment handbook. Strongly encouraged policies are either highly

recommended for legal or procedural reasons. Click through the

policies in the right side tab.

Hiring and Onboarding

Employment Payroll & Taxes

Employee Handbook
Well-drafted employment handbooks provide concise, relevant

guidelines that supply necessary information to employees. Because

every organization has different needs and procedures, the policies that

you include in your handbook may differ from those of other

organizations.

+ Critical Policies

+ Strongly Encouraged Policies

Athletic Team Travel

Attendance GuidelinesIn some cases, legal and risk management issues will dictate that you

include certain guidelines.
Bereavement Leave

For purposes of simplicity, we've used the terms your ministry, business

administrator, and your organization to refer to the operations covered

by the handbook. You may choose to change the wording to suit your

specific

ministry or to refer to the appropriate department or contact person.

Cooperation with Investigations

Drug- and Alcohol-free Workplace

Grievance

Jury Duty, Court Subpoenas, and Voting

When language is italicized in the sample policy, it's either variable or

only necessary under certain conditions. For example, additional

language may be necessary for certain policies only if employees sign

employment contracts.

Lactation Breaks for Nursing Mothers

Military Leave

Outside Inquiries

Ownership of Work Product
The sample policies and related documents in the Working Together site are intended to be a template

for you and your legal counsel to use in developing your own customized program. We recognize that

every faith-based employer is different, and policies and procedures must address the particular needs

of each organization. We believe that you'll find the materials in this booklet valuable, either as a starting

point in developing a new program or in reviewing and updatingan existing program.

Working From Home

+ Optional Policies

As with all documents of this nature, it's important that you ask an attorney in your area to review the

policies in the handbook before you implement them. This step will help ensure that the documents

have been properly drafted and that all relevant legal considerations have been addressed. Your legal

counsel should also review the handbook on a regular basis after implementation to make certain that it

remains current with changes in the legal environment,

Saying Goodbye
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Begin Your Review

Attendance Guidelines
Basic Legal Principles

We've provided two sample policies addressing attendance, but we

recommend that you use the first policy. The first sample policy

provides more flexibility in handling attendance issues.

Hiring and Onboarding

Employment Payroll & Taxes

Often, organizations include policies, such as the second sample policy,

that state the consequences for a certain number of absences or late

arrivals. Although you may use an approach like the one set forth in the

second sample policy, the problem with this approach is that if your

organization doesn't follow this policy consistently in every situation

with every employee, you could get claims of breach of contract or

discrimination.

Employee Handbook

+ Critical Policies

+ Strongly Encouraged Policies

Athletic Team Travel

Attendance Guidelines

Regardless of what policy your organization uses to address attendance,

it is still important to consistently apply your attendance standards and

to document employee violations.

Bereavement Leave

Cooperation with Investigations

Drug- and Alcohol-free WorkplaceAttendance issues can become a complex and treacherous area if you

employ 50 or more full or part-time employees or are otherwise not

exempt from the Family and Medical Leave Act (FMLA). Additionally,

your organization should be aware that many states impose greater

leave requirements on employers than the federal government which

may be applicable to organizations with fewer than 50 employees.

Under the FMLA, eligible employees may take up to 12 weeks of unpaid

leave for specified family or medical reasons. Employees may not be

penalized, disciplined, or terminated for any absences that qualify

under the FMLA. Again, similar requirements may be imposed by state

law.

Grievance

Jury Duty. Court Subpoenas, and Voting

Lactation Breaks for Nursing Mothers

Military Leave

Outside Inquiries

Ownership of Work Product

Working From Home
For example, if an employee returns from an FMLA leave, the manager

shouldn't reference the time off in a performance appraisal—especially

in a negative fashion. If the employee in this example is excessively

absent or tardy, any references in a performance appraisal or

disciplinary document should specifically reference all "non-FMLA''

absences.

+ Optional Policies

Saying Goodbye

SAMPLE POLICY 1:

ATTENDANCE

Regular attendance and punctuality are considered essential functions

of every employee's job. Therefore, all employees are expected to arrive

on time, ready to work, every day. Our philosophy is that absenteeism is

generally controllable. Therefore, absence control is best achieved

through individual treatment aimed at the irresponsible, chronic

absentee.

We define an absence as failure to report for and remain at work as

scheduled. This includes arriving late for work and leaving early without

prior supervisory approval. Additionally, absences that exceed the

permitted number of hours under the vacation and sick policies may be

considered unexcused absences.

If you are unable to arrive at work on time or must be absent for any

portion of the day, you must contact your supervisor as soon as

possible. Ideally, you would speak directly with your supervisor. If that

is not possible, then you must leave a message for your supervisor.

Because each department has different needs and internal procedures,

employees must check with their supervisor to determine any additional

or specific instructions for reporting absences or tardies.

Excessive absenteeism or tardiness will result in disciplinary action, up

to and including termination.

The standard of what is excessive is determined by the needs of your

particular department. This organization will administer this policy in

accordance with federal and state law, including, but not limited to, the

Americans with Disabilities Act and the Family and Medical Leave Act.

Organizations required to offer leave under the Family and Medical

Leave Act (FMLA) or a similar state law should carefully consider how to

handle employee absences due to illness. When FMLA applies, an

employee may not be penalized in any way for FMLA qualifying illnesses.

Applicable state law may impose a similar requirement.

If your organization is not exempt from the FMLA or a similar state law,

and you have an employee with attendance problems, we recommend

that you seek legal counsel before disciplining or terminating him or her

for attendance reasons.

SAMPLE POLICY 2:

ATTENDANCE

Regular attendance and punctuality are considered essential functions

of every employee's job. Therefore, all employees are expected to arrive

on time, ready to work, every day. Our philosophy is that absenteeism is

generally controllable. Therefore, absence control is best achieved

through individual treatment aimed at the irresponsible, chronic

absentee.

We define an unexcused absence as failure to report for and remain at

work as scheduled. This includes arriving late for work and leaving early

without prior management approval. Additionally, absences that exceed

the permitted number of hours under the vacation and sick plan may be

considered unexcused absences.

If you are unable to arrive at work on time or must be absent for any

portion of the day, you must contact your supervisor as soon as

possible. Ideally, you would speak directly with your supervisor. If that

is not possible, then you must leave a message for your supervisor.

Excessive absenteeism or tardiness will result in disciplinary action up

to and including termination. Discipline for absences and tardiness will

be administered in the following manner:

1st and 2nd Unexcused Absence: Oral Warning

3rd Unexcused Absence: Written Warning

4th Unexcused Absence: Probation

5 or more Unexcused Absences: Suspension or Termination

Nothing in this policy shall affect the at-will status of all employees, nor

shall it restrict, constrain, or prohibit supervisors from applying

discipline for other actions. For example, if an employee is late and,

upon receiving a warning, responds disrespectfully, the employee may

receive additional discipline for insubordination or a negative attitude,

up to and including immediate termination. This organization will

administer this policy in accordance with federal and state law,

including but not limited to, the Americans with Disabilities Act and the

Family and Medical Leave Act.

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted byyour organization without first being reviewed and

approved by a licensed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.

Working Together© 2021 BrotherhoodMutual Insurance Company. Allrights reserved.

www.brotherhoodmutual.com/working-together.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Bereavement Leave
Basic Legal Principles

This policy may be modified in accordance with your organization's

needs. If you have a bereavement leave policy, you may want to include

a statement allowing variance from the stated policy based on

managerial approval.

Hiring and Onboarding

Employment Payroll & Taxes

Employee Handbook
SAMPLE POLICY:

BEREAVEMENT LEAVE + Critical Policies

+ Strongly Encouraged Policies
When a death occurs in an employee's family {or in the family of an

employee's spouse), this organization will provide bereavement leave.

Pay will not be granted for any day in which the employee is otherwise

compensated {such as a paid holiday} or for any day the employee

would otherwise not have been at work.

Athletic Team Travel

Attendance Guidelines

Bereavement Leave

Bereavement leave is provided as follows for a relationship to you or

your spouse:

Cooperation with Investigations

Drug- and Alcohol-free Workplace

•Up to 3 days: Spouse, Child, Parent

•Up to 2 days: Grandparent, Grandchild, Sibling

•Up to 1 day: Aunt, Uncle, Niece, Nephew

Grievance

Jury Duty, Court Subpoenas, and Voting

Employees may use, as necessary, the maximum number of days

granted under this policy. If additional time is needed, employees may

use, with their manager's discretion, any available sick or vacation days,

Lactation Breaks for Nursing Mothers

Military Leave

Outside InquiriesVacation time may be used to attend funeral services of persons not

included in this bereavement leave policy.
Ownership of Work Product

The employee's manager and the human resources department must

approve any variance from, or modification to, this bereavement leave

policy.

Working From Home

+ Optional Policies

Saying GoodbyeEmployees who wish to take time off under this policy should notify

their manager as soon as possible.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Cooperation with Investigations
Basic Legal Principles

It is critical to inform your employees about your expectations

regarding their cooperation with internal investigations. Such

investigations can help an organization explore whether any laws,

regulations, or policies have been violated. In some cases, employers

are required by law to conduct an internal investigation. Allegations

requiring a formal investigation may include such concerns as safety

violations, as well as allegations of harassment, discrimination, or

retaliation.

Hiring and Onboarding

Employment Payroll & Taxes

Employee Handbook

+ Critical Policies

+ Strongly Encouraged Policies

There are at least three ways that organizations often communicate

their expectations regarding workplace investigations:

Athletic Team Travel

Attendance Guidelines

•Create a policy. An organization can develop a policy regarding
cooperation with investigations. (See sample below.}

•Explain expectations. Employees can be informed about being required
to cooperate with investigations through language added to individual
Employee Handbook policies that reference investigations. Examples
might include policies on harassment, equal employment opportunity,
whistleblower laws, etc.

•Do both. Finally, organizations might take a hybrid approach, combining
the two options above. This approach offers two benefits. It makes the

information easily accessible to employees. Plus, it allows a separate

policy (like the sample below) to function as a "catchall" to ensure that
employees are required to cooperate with investigations.

Bereavement Leave

Cooperation with Investigations

Drug- and Alcohol-free Workplace

Grievance

Jury Duty, Court Subpoenas, and Voting

Lactation Breaks for Nursing Mothers

Military Leave
Ultimately, your organization will want to tailor its approach to meet its

needs. Consult with a local attorney to ensure that your organization’s

interests are protected and your solution complies with applicable laws.
Outside inquiries

Ownership of Work Product

Working From Home

SAMPLE POLICY:

COOPERATION WITH INVESTIGATIONS
+ Optional Policies

Saying GoodbyeEmployees are required, and have a duty, to cooperate with any

investigations initiated by [name of organization]. Such inquiries include,

but are not limited to, investigations of complaints under the

organization's harassment, equal employment opportunity, and

whistleblower policies.

However, an employee's cooperation shall not be required if such

cooperation would compromise that employee's self-incrimination

protections under applicable law or would otherwise be unlawful.

(Example: issues related to the National Labor Relations Act.) Such

cooperation shall include, but not be limited to, the following:

•Providing truthful accounts of incidents or activity that you may have
engaged in or observed.

•Consenting to searches of your personal property and [name of
organization's] property under your control.

•Assisting with obtaining any other information or documentation
reasonably requested by [name of organization],

With respect to any such investigations, confidentiality will be

maintained to the extent possible under the circumstances. An

employee violating this policy shall be subject to disciplinary action, up

to and including termination of employment.

This is a sample handbook policy only. Your organization is responsible for compliance with all applicable

laws. Accordingly, this document shouldnot he used or adoptedbyyour organization without first being

reviewed andapprovedby a licensed attorney inyour area. Brotherhood Mutual assumes no liability in

preparation and distribution of this sample document.

Working Together © 2022 Brotherhood Mutual Insurance Company. Allrights reserved.

www.brotherhaodmutual.com/working-together.Updated 9/2021.
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Begin Your Review

Drug- and Alcohol-free Workplace
Basic Legal Principles

Organizations are often interested in protecting the safety, health and

well-being of all employees and other individuals in the workplace.

Considering that substance abuse can adversely affect an organization's

goals, it is usually beneficial to include a drug-free & alcohol-free

workplace policy in an employee handbook. Sometimes called a

substance-free workplace policy, the wording should be tailored to meet

your organization's needs and be consistent with your organization's

beliefs.

Hiring and Onboarding

Employment Payroll & Taxes

Employee Handbook

+ Critical Policies

+ Strongly Encouraged Policies

Athletic Team Travel

Sample Policy:

Drug-Free & Alcohol-Free Workplace

[Name of organization] is committed to protecting the safety, health and

well-being of all employees and other individuals in our workplace. We

recognize that substance abuse poses a significant threat to our goals.

Our health and safety initiatives balance our respect for all individuals

by maintaining a workplace environment that is free of drugs, alcohol,

vaping, and all forms of tobacco. [Name of organization] encourages

employees to voluntarily seek help with drug, alcohol, or tobacco

problems.

Attendance Guidelines

Bereavement Leave

Cooperation with Investigations

Drug- and Alcohol-free Workplace

Grievance

Jury Duty, Court Subpoenas, and Voting

Lactation Breaks for Nursing Mothers

Covered Workers Military Leave

Outside InquiriesAny individual who conducts business for the organization, is applying

for a position, or is conducting business on the organization’s property

is covered by this substance-free workplace policy (also known as a

drug-free & alcohol-free workplace policy). Our policy includes, but is

not limited to, all regular and temporary, full-time employees, part-time

employees, off-site employees, and interns.

Ownership of Work Product

Working From Home

+ Optional Policies

Saying Goodbye
Applicability

Our substance-free workplace policy is intended to apply whenever

anyone is representing or conducting business for [name of
organization]. Therefore, this policy applies during all working hours, as

well as whenever a person is on call or paid standby. It also governs

behavior while individuals are on the organization's property and at

organization-sponsored events. Covered workers are prohibited from

the following activities:

•Using, possessing, buying, selling, manufacturing, or dispensing an illegal
drug (including possession of drug paraphernalia).

•Being under the influence of alcohol or an illegal drug (as defined in this
policy).

•Consuming alcohol during the organization’s business or while attending
organization or industry events.

•Using tobacco or vaping products while on the organization's property or

while attending the organization or industry events.

Prohibited Behavior

It is a violation of our substance-free workplace policy to use, possess,

sell, trade, and/or offer for sale illegal drugs, or intoxicants.

Prescription and over-the-counter drugs are not prohibited when taken

in standard dosage and/or according to a physician's prescription. If you

are taking prescribed or over-the-counter medications, you are

responsible for consulting the prescribing physician and/or pharmacist

to determine whether the medication may interfere with the safe

performance of your job. The illegal or unauthorized use of prescription

drugs is prohibited. It is a violation of our substance-free workplace

policy to intentionally misuse or abuse prescription or over-the-counter

medications.

Notification of Convictions

If you are convicted of a criminal drug violation in the workplace, you

must notify the organization in writing within five calendar days of the

conviction. The organization will take appropriate action within 30 days

of notification. Federal contracting agencies will be notified, when

appropriate.

Consequences

One of the goals of our substance-free workplace policy is to encourage

you to voluntarily seek help with alcohol, tobacco and/or drug

problems. However, the consequences are serious if you violate the

policy. If a job applicant violates the substance-free workplace policy, an

employment offer can be withdrawn. However, the applicant may

reapply after 12 months.

If you violate the policy, you will be subject to disciplinary action

deemed appropriate by the organization and may be required to enter

rehabilitation. If you are required to enter rehabilitation but fail to

successfully complete it and/or repeatedly violate the policy, you will be

terminated from employment. Nothing in this policy prohibits you from

being disciplined or discharged for other violations and/or performance

problems.

Return-to-Work Agreements

Following a violation of the substance-free workplace policy, you may be

offered an opportunity to participate in rehabilitation. In such cases,

you must sign and abide by the terms set forth in a Return-to-Work

Agreement as a condition of continued employment.

Assistance

[Name of organization] recognizes that alcohol, tobacco, and drug abuse

and addiction are treatable illnesses. We also realize that early

intervention and support improve the success of rehabilitation. To

support our employees, our substance-free workplace policy, [name of
organization] encourages you to seek help if you are concerned that you

or your family members may have a drug, tobacco, and/or alcohol

problem. Treatment for alcoholism, tobacco, and/or other drug use

disorders may be covered by the employee benefit plan. However, the

ultimate financial responsibility for recommended treatment belongs to

you.

Confidentiality

All information received by the organization through the substance-free

workplace policy is confidential communication. Access to this

information is limited to those who have a legitimate need to know in

compliance with relevant laws and management policies.

Shared Responsibility

A safe and productive substance-free workplace is achieved through

cooperation and shared responsibility. Both employees and

management have important roles to play.

You are required to not report to work or be subject to duty while your

ability to perform job duties is impaired due to on- or off-duty use of

alcohol or other drugs. In addition, employees are encouraged to report

dangerous behavior to your supervisor. It is the supervisor's

responsibility to:

•Report any violations to the human resources department.

•Clearly state consequences of policy violations.

Communication

Communicating our substance-free workplace policy to both supervisors

and employees is critical to our success. To ensure you are aware of

your role in supporting our substance-free workplace:

•You will receive a written copy of the policy.

•The policy will be reviewed in orientation sessions with new employees.

•The policy will be posted at all the organization's locations.

•While on the organization's property, all visitors and vendors are

expected to comply with this policy. Employees should communicate
these expectations to their guests prior to the event.

Definitions

"Organization's Property" includes but is not limited to, all buildings,

offices, facilities, grounds, parking lots, lockers, places, and vehicles

owned, leased or managed by [name of organization] or on any site on

which the organization is conducting business.

"Illegal Drug" means a substance whose use or possession is controlled

by federal, state, or local law but that is not being used or possessed

under the supervision of a licensed health care professional.

"Under the Influence of Alcohol" means either of the following:

•An alcohol concentration equal to or greater than .04 percent.

•Actions, appearance, speech, or bodily odors that reasonably cause a

supervisor to conclude that you are impaired because of alcohol use.

"Under the Influence of Drugs" means a confirmed positive test result

for illegal drug use per this policy. In addition, it means the misuse of

legal drugs (prescription and possibly over-the-counter) where there is

not a valid prescription from a physician for the lawful use of a drug in

the course of medical treatment. Any medicine containers in an

employee's possession must include the employee's name, the name of

the substance, the quantity or amount to be taken, and the period of

authorization.

"Tobacco," for the purpose of this policy, means any form of tobacco-

based product: cigarettes, cigars, smokeless tobacco, and any form of

vaping product.

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a licensed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.

Working Together © 2021 BrotherhoodMutual Insurance Company. Allrights reserved.

www.brotherhoodmutual.com/working-together.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Grievance
Basic Legal Principles

Grievance procedures can be helpful when included in a handbook,

assuming they are followed consistently. Generally, a grievance policy

provides a process by which employees may report complaints, or

appeal a decision or concern, to a higher level of authority within the

organization. For religious organizations, scripture should be used

within the policy whenever possible. This provides a level of First

Amendment protection if the employee later chooses to pursue an

outside action against the organization.

Hiring and Onboarding

Employment Payroll & Taxes

Employee Handbook

+ Critical Policies

+ Strongly Encouraged Policies

Additionally, because the process involves an internal matter, you

generally have the right to establish the boundaries of the resolution

process. For example, you may advise the employee that legal

representation cannot be present during the resolution process or you

may insist that proceedings not be recorded.

Athletic Team Travel

Attendance Guidelines

Bereavement Leave

Cooperation with Investigations

One word of caution: If you include biblical principles from Matthew 18,

make sure you specifically exclude both harassment and sexual

harassment from the grievance resolution process. Address this type of

allegation under the organization's harassment policy. Here's why: As an

employer, your organization has a legal obligation to provide a safe

environment for workers. This includes conducting a prompt

investigation of harassment claims without asking alleged victims to try

resolving the matter on their own before reporting the complaint to the

organization. From a liability standpoint, courts do not view this

approach favorably.

Drug- and Alcohol-free Workplace

Grievance

Jury Duty, Court Subpoenas, and Voting

Lactation Breaks for Nursing Mothers

Military Leave

Outside Inquiries

Ownership of Work ProductSample policy language appears in italics.

Working From Home

+ Optional PoliciesSAMPLE POLICY:

GRIEVANCE Saying Goodbye

(Name of organization) encourages an open channel of communication

for the expression of employee concerns. There may be circumstances

where an employee has unsuccessfully attempted to resolve concerns

or complaints. Every effort should be made to resolve difficulties and

misunderstandings on the basis of Scripture. Consequently, the

grievance procedures to be followed! are based on Matthew 18:15-17.

With the exception of harassment, sexual harassment, or illegal acts,

each step must be taken before proceeding to the next level. If you have

a concern, follow these procedures:

•Ifyour brother sins againstyou, go and show him hisfault, just between the
two ofyou. If he listens toyou,you hove won your brother over. "The first

step is to go directly to the person with whom you have a concern.

Attempt to resolve the matter without involving other people.

•“But ifhe willnot listen, take one or two others along, so that every matter

maybe established by the testimony of two or three mfnesses."The next step

is to take the matter to your direct supervisor or human resources.

•“Ifhe refuses to listen to them, tellit to the church." If the matter is still
unresolved after you have consulted your supervisor or human resources,

you may take your complaint to the grievance board. The grievance board

will meet within four weeks of receiving a written request for a hearing.
The grievance board is the final arbitrator in resolving complaints.

Guidelines

•There is one exception to the first step of resolution. An employee who
believes that he or she has been the victim of harassment or sexual
harassment has a duty to report it immediately, as required by the

organization's harassment policy.

•When taking issues to the grievance board, be aware that certain policies
apply. For example, in most cases, an employee is not entitled to have an

attorney present at the hearing. This process for resolving conflicts is
conciliatory in nature and is intended to resolve issues within the body of
Christ. (I Corinthians 6:1-8)

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable lows. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a licensed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Jury Duty, Court Subpoenas, and
Voting

Basic Legal Principles

Hiring and Onboarding
Generally, the law says employees must be excused from work when

called to serve on a jury. In most cases, the court will provide nominal

compensation when individuals serve. You aren't generally required to

pay non-exempt employees when they serve on a jury. Typically,

employers choose to make up the difference between jury duty pay and

an employee's normal wages. Consult with a local attorney to determine

how compensation should be handled for employees serving on a jury,

Employment Payroll & Taxes

Employee Handbook

+ Critical Policies

+ Strongly Encouraged Policies

Athletic Team Travel
The law may require employees to be excused when subpoenaed.

However, you should have a policy in place that addresses how your

organization will treat this situation.
Attendance Guidelines

Bereavement Leave

Another policy you may need to consider is a voting leave policy. State

law governs voting leave. While some states may not mandate time off

for voting, other states specify the amount of time an employee may

take, as well as whether the employee must be compensated for the

time off. Consult with a local attorney to determine whether voting

leave is required by your state.

Cooperation with Investigations

Drug- and Alcohol-free Workplace

Grievance

Jury Duty, Court Subpoenas, and

Voting

Lactation Breaks for Nursing Mothers
SAMPLE POLICY:

JURY DUTY Military Leave

Serving on a jury or testifying as a witness when called is a civic duty

that this organization fully recognizes and supports. The following

policy governs how this organization will handle employees serving on

jury duty or testifying as a witness.

Outside inquiries

Ownership of Work Product

Working From Home

It is the employee's responsibility to notify [name of organization) as

soon as a formal notice regarding jury duty is received. This will allow

the employee's supervisor to make arrangements for coverage during

this time period. While serving on jury duty, employees will be paid the

difference between jury duty pay and their regular pay.

+ Optional Policies

Saying Goodbye

It is expected that employees scheduled to work while serving on jury

duty should return to work if off for the day from jury duty or excused

early from jury duty.

SAMPLE POLICY:

COURT SUBPOENA

Employees who receive a subpoena should notify their supervisor in

advance of their need to appear in court on the scheduled date. Court

appearances under subpoena or out of civic duty (such as testifying as a

witness) will normally be considered excused time with pay. Time to

appear in court for personal business will be the individual employee's

responsibility. Normally, a benefit such as vacation days will be used for

this purpose.

SAMPLE POLICY:

VOTING

All employees should be able to vote either before or after their

regularly assigned work hours. If this isn't possible, employees may take

off for a reasonable period of time (up to two hours) to vote at the

beginning or end of the workday, without loss of pay. To qualify for this

time off, employees must notify their supervisor at least two business

days in advance of their desired voting day to allow for arrangements to

be made for coverage during this time period.

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a //censed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.

Working Together © 202J Brotherhood Mutual Insurance Company. Allrights reserved.

mvw.brotherhaadmutual.com/working-together.
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Begin Your Review

Lactation Breaks For Nursing Mothers
Basic Legal Principles

This policy provides breaks for employees who are nursing to express

breast milk. This break requirement was added to the Fair Labor

Standards Act (FLSA) by the Patient Protection and Affordable Care Act,

which became effective in 2010. Typically, a lactation break policy

should provide a reasonable break time for employees who are nursing

mothers, so they may express breast milk for a nursing child up to one

year after the child's birth. The employer also must provide a place for

the nursing mother that is not a bathroom, that is shielded from the

view of others, and is free from intrusion by coworkers and the public.

Hiring and Onboarding

Employment Payroll & Taxes

Employee Handbook

+ Critical Policies

+ Strongly Encouraged Policies

Athletic Team Travel

State or local laws may impose additional or differing requirements.

You're encouraged to consult a local attorney to ensure your policy

complies with applicable state and local laws.

Attendance Guidelines

Bereavement Leave

Resource:

Breastfeeding: Legal Assist FAQs

Cooperation with Investigations

Drug- and Alcohol-free Workplace

Grievance

SAMPLE POLICY:

LACTATION BREAKS FOR NURSING MOTHERS
Jury Duty, Court Subpoenas, and Voting

Lactation Breaks for Nursing

Mothers
Employees at {name of organization) who are nursing mothers are

eligible to take reasonable breaks under this policy to express breast

milk for up to (one year) after the birth of the employee's child. Military Leave

Outside inquiries
(Organization's name) will provide a private space where an employee

who is nursing can express breast milk for her nursing child. An

employee who needs to express breast milk should contact (the business

administrator / human resources) to schedule and coordinate breaks.

(Human resources) will provide information about accessing the

designated lactation room and coordinate use of the room with other

nursing mothers. An employee working off-campus should contact

{human resources) for assistance locating a private area that is shielded

from the view of others, is free from intrusion, and is not a bathroom.

Ownership of Work Product

Working From Home

+ Optional Policies

Saying Goodbye

Employees will be allowed reasonable (paid/unpaid) break times to

accommodate the employees who need to express breast milk.

Employees may also use their lunch periods to express breast milk.

Expressed milk may be placed in a refrigerator or other cold storage

space designated by (organization's name) for storing breast milk. Each

employee must date and label her stored milk. Nursing employees must

take home all expressed milk at the end of the employee's workday.

(Organization’s name) is not responsible for the loss or theft of any items

left in the lactation room, including stored milk.

{Organization's name) expressly prohibits any form of discipline, reprisal,

intimidation, retaliation, or discrimination against any employee for

requesting or taking lactation breaks or filing a complaint for violations

of this policy or any applicable law.

If you are subjected to any conduct that you believe violates this policy,

you should promptly notify (the business administrator / human

resources), who will ensure that a prompt investigation is conducted and

take prompt corrective action, if appropriate.

{The business administrator / human resources) is responsible for the

administration of this policy. If you have any questions regarding this

policy or if you have questions about lactation breaks that are not

addressed in this policy, please contact (the business administrator /

human resources).

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a //censed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.

Working Together® 2022 Brotherhood Mutual Insurance Company. AHrights reserved.

wmv.bratherhoodmutual.com/working-together. Updated 9/2021.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Military Leave
Basic Legal Principles

The Uniformed Services Employment and Reemployment Rights Act of

1994 (USERRA) is the federal law that protects employment rights for

persons serving in the uniformed services. USERRA addresses how

employers must treat military leave and requires employers to put

employees back to work in their civilian jobs after military service. This

law bars employers from discriminating against employees in

employment matters, such as hiring, firing, or promotion for the

employees1military service or affiliation.

Hiring and Onboarding

Employment Payroll & Taxes

Employee Handbook

+ Critical Policies

+ Strongly Encouraged Policies

Uniformed services under USERRA include the Armed Forces, the Army

National Guard and the Air National Guard when engaged in active duty

for training, inactive duty training, or full-time National Guard duty. It

also includes the commissioned corps of the Public Health Service and

any other category of persons designated by the president in a time of

war or national emergency.

Athletic Team Travel

Attendance Guidelines

Bereavement Leave

Cooperation with Investigations

Drug- and Alcohol-free WorkplaceMany states also have laws that apply to military leave. Make sure you

know your state’s requirements if you have an employee who is either in

the military or who has an immediate family member in the military. The

Family and Medical Leave Act was expanded in 2008 to include military

leave.

Grievance

Jury Duty, Court Subpoenas, and Voting

Lactation Breaks for Nursing Mothers

If you have an employee eligible for military leave, consult local legal

counsel to determine the rights and responsibilities of your

organization and its employees,

Military Leave

Outside Inquiries

Ownership of Work Product

SAMPLE POLICY:

MILITARY LEAVE

Working From Home

+ Optional Policies

This organization will grant an unpaid leave of absence to employees in

accordance with applicable federal or state laws regarding military

leave. One example is the Uniformed Services Employment and

Reemployment Rights Act of 1994.

Saying Goodbye

Employees who intend to take military leave must notify their

supervisors as far in advance as possible. At a supervisor’s request,

employees also may need to provide written proof of the reason for

leave, the period of leave, and their intent to return to a position within

the organization afterward. Reinstatement upon return from a military

leave will be granted in accordance with applicable law, and employees

shall not be discriminated against based upon their military service or

affiliation.

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a licensed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.

Working Together @ 2022 Brotherhood Mutual insurance Company. Aiirights reserved.

wmv.brotherhoodmutuai.com/working-together. Updated 9/2021.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Outside Inquiries (Media and Third
Party)

Basic Legal Principles

Hiring and Onboarding
There are two sections of this policy.

Employment Payroll & Taxes

The first part is optional and deals with handling contacts by the media.

While there may be many positive reasons for the media to request an

interview, such as the completion of a building, launching of a new

program, or the start of a ministry, often the media become interested

when a highly publicized incident occurs, such as allegations of sexual

misconduct or abuse. For this reason, we recommend that you

designate a few specific individuals as media representatives to give

interviews or statements to the media and prohibit other employees

from speaking with the media about your organization (unless

authorized to do so in advance). Your media representatives should be

trained on how to properly communicate information on behalf of your

organization.

Employee Handbook

+ Critical Policies

+ Strongly Encouraged Policies

Athletic Team Travel

Attendance Guidelines

Bereavement Leave

Cooperation with Investigations

Drug- and Alcohoi-free Workplace

The second portion of this policy addresses employment verifications and

recommendations. This policy is recommended to limit the potential

liability of your ministry. One blossoming area of litigation is

defamation based on information a former employer provided to a new

or prospective employer about an employee. Also, sometimes other

third parties, such as financial institutions and residential property

managers, contact employers for information about a former or current

employee's work history and salary. The best way to limit your exposure

when sharing information about a current or former employee is to

have the employee execute a release of information form before

releasing any information to a third party. Designate one department or

person (such as the human resources department or HR director) to be

responsible for handling all matters related to employment verifications

and recommendations.

Grievance

Jury Duty, Court Subpoenas, and Voting

Lactation Breaks for Nursing Mothers

Military Leave

Outside Inquiries

Ownership of Work Product

Working From Home

+ Optional Policies

Saying Goodbye
Additional Resource: Sample Employment Applicant Release

SAMPLE POLICY:

MEDIA INQUIRIES

Occasionally, a media representative may contact an employee about an

issue at your organization. No employee is to give media interviews

without prior approval of {the business administrator or media

relations/pubiic relations administrator or designated spokesperson). If

contacted, employees should forward any inquiries to [the business

administrator or media relations/pubiic relations administrator or

designated spokesperson)). This policy will ensure that accurate

information will be given for those matters that are appropriate for

public knowledge. While on campus, news media representatives should

be accompanied by a staff member.

[Note: Colleges and universities should add the following language.]

Any faculty, employee, or department seeking to publicize a university-

related matter (such as a new program offering, event, etc.) should

contact the {communications/public relations department}. The

department will work with employees to prepare and publish public

announcements. Faculty who are contacted by media for comment as an

expert in their areas of study should coordinate with the

{communications/public relations department) before commenting.

SAMPLE POLICY:

EMPLOYMENT VERIFICATIONS

Any requests for information on a former or current employee's work

history, performance, or salary by a third party (such as a prospective

employer, financial institution, housing institution, etc.) should be

directed to the (business administrator). Employees are required to sign

a written release of information document authorizing the release of

such information to a third party.

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a //censed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.

Working Together @ 2022 Brotherhood Mutual Insurance Company. Allrights reserved.

www.brotherhaadmutual.com/working-together. Updated 9/2021.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Ownership of Work Product
Basic Legal Principles

This policy is designed to protect your organization's intellectual

property rights to materials employees create for the benefit of your

organization, such as books, research, software, etc. Trademark and

copyright are two forms of intellectual property protection.

Hiring and Onboarding

Employment Payroll & Taxes

Employee Handbook
Here's why this policy matters. Suppose you direct an employee to write

a manual explaining church doctrine. Your organization distributes the

manual to pastors in your denomination. After the employee quits, he

claims to be the manual’s author and attempts to collect a royalty fee

each time your organization copies or distributes the manual. Typically,

work an employee creates on behalf of an employer belongs to the

employer. Without a work product policy, it may be unclear who owns

the rights to the manual. With a work product policy, you may allow

employees to obtain rights if you choose, but you can decide when to

grant this permission.

+ Critical Policies

+ Strongly Encouraged Policies

Athletic Team Travel

Attendance Guidelines

Bereavement Leave

Cooperation with Investigations

Drug- and Alcohol-free Workplaceif you include this policy in your organization's handbook, don't modify

the language extensively without the assistance of local legal counsel.

For example, the policy includes language regarding your ownership

rights if a development is created "in whole or in part on your

organization's time." If you remove this section, an employee could

argue that most of the work was done at home on the employee's own

time. It's very difficult to prove otherwise, after the fact.

Grievance

Jury Duty, Court Subpoenas, and Voting

Lactation Breaks for Nursing Mothers

Military Leave

Outside Inquiries

Copyrighted Materials Ownership of Work Product

While we have not included a sample policy on the use of copyrighted

materials, you may consider including such a policy in your handbook.

Copyright law applies to numerous items, such as journals, publications,

sheet music, recordings, and photographs. However, due to the

complexity of copyright law, the intellectual property rights of others

are easily and frequently violated. While some exceptions apply to

educational and not-for-profit organizations, the general principles of

copyright law still apply. Consult legal counsel to assist you in drafting

and approving a copyright policy.

Working From Home

+ Optional Policies

Saying Goodbye

SAMPLE POLICY:

OWNERSHIP OF WORK PRODUCT

All developments relating to (name of organization) or capable of

beneficial use by (name of organization), including, but not limited to,

object code, source code, marketing, confidential and trade secret

information, techniques, slogans, designs, artwork, and writings,

compositions, which an employee conceives, makes, develops, or

acquires, either solely or jointly with others, during his or her

employment, in whole or in part on (name of organization) time or with

(name of organization) equipment and resources, and shall immediately

become and remain the sole and exclusive property of (name of
organization).

All employees agree to grant and assign to (name of organization) any

and afl rights, title, or interest now existing or that may come into

existence throughout the world that employees may have in any

developments as described in the above paragraph. Employees may not

assign, or license rights to, such developments to third parties without

the written consent of (name of organization)

Guidelines

Developments include, but are not limited to, inventions, discoveries,

improvements, ideas, software, formulas, and processes conceived by

an employee.

Employees shall promptly and fully disclose in writing all such

developments to (name of organization), and shall at any time either

during or after the employee's employment, upon request of the {name

of organization) without charge, execute, acknowledge, and deliver to

(name of organization) all instruments that {name of organization) may

request to enable (name of organization) to file for, and to acquire,

maintain, and enforce, all trademarks, service marks, registrations,

copyrights, licenses, patents, and any other intellectual property rights

reasonably desired by (name of organization) covering such

developments.

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a //censed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.

Working Together® 2022 Brotherhood Mutual Insurance Company. Allrights reserved.

www.brotherhaodmutual.com/working-together. Updated 9/2021.
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WORKING TOGETHER: A Guide to Employment Practices for Christian Employers

Begin Your Review

Work From Home
Basic Legal Principles

It is often helpful to address whether employees are allowed to work

somewhere besides your organization's office. Working from home can

be a mutually beneficial arrangement for an organization and its

employees. This arrangement, sometimes called telecommuting, also

can pose unique risks. Creating a written policy to govern

telecommuting arrangements can help prevent liability and promote

productivity.

Hiring and Onboarding

Employment Payroll & Taxes

Employee Handbook

+ Critical Policies

+ Strongly Encouraged Policies
Telecommuting policies typically address performance expectations and

eligibility for remote work. They also attempt to address potential legal

issues. For example, an employee injured at home may be covered by

your organization's workers' compensation insurance, since remote

workers are generally covered by the same protections afforded to in

office workers. It is usually prudent to require the employee's workplace

to be safe and free from hazards. Moreover, non-exempt employees

may claim that they worked extra hours and are entitled to overtime

pay, so it is often wise to require these employees to track all hours

worked and receive approval before working extra hours. Ultimately,

your organization should consult with a local attorney to ensure

compliance with relevant laws.

Athletic Team Travel

Attendance Guidelines

Bereavement Leave

Cooperation with Investigations

Drug- and Alcohol-free Workplace

Grievance

Jury Duty, Court Subpoenas, and Voting

Lactation Breaks for Nursing Mothers

Sample Policy:

Work From Home

Military Leave

Outside Inquiries

[Name of organization] may consider providing a unique work alternative

for certain employees, commonly known as "telecommuting,''

Telecommuting permits you to work at home instead of physically

reporting to the office daily. This alternative is not available to all

employees but may be arranged at the sole discretion of [name of
organization] when the arrangement is in the best interest of the

employee and the organization.

Ownership of Work Product

Working From Home

Optional Policies

Saying Goodbye

Eligibility

[Name of organization] will consider at least the following items when

determining if a telecommuting arrangement is in the best interest of

the employee and the organization:

•A determination of whether the employee's job duties can be performed
remotely.

•Confirmation that the employee has the equipment, space, and other

resources necessary for working from home.

•A satisfactory review of the employee's performance record.

•A supervisor's confirmation that the employee's work habits would allow
for him or her to telecommute successfully.

•Whether telecommuting will meet the business needs of the organization.

If all eligibility requirements are satisfied, [name of organization] may

consider allowing the employee to telecommute.

Expectations

Employees are expected to maintain their telecommuting space in a

safe manner, free from safety hazards, and to promptly notify [name of
organization] of any injuries by filling out a form that includes a

description of what the employee was doing before, after, and at the

time of the injury. [Organization name] reserves the right to require an

employee’s remote work environment to be approved before the

employee can work remotely.

Non-exempt employees are also expected to record all hours worked

using [name of organization's] time-keeping system. An employee may

only work hours in excess of those scheduled per day and per workweek

if the employee’s supervisor has given prior approval for such work.

Additionally, telecommuting employees are expected to protect any of

[name of organization's] confidential and proprietary information in

accordance with the [name of Confidential Information policy] just like

employees working in the office are expected to.

Telecommuting is a privilege, and the arrangement can be refused or

terminated by [name of organization] for any or no reason at any time. If

you have questions regarding telecommuting, contact your supervisor.

This is a sample handbook policy only. Your organization is responsible for
compliance with all applicable laws. Accordingly, this document should not

be used or adopted by your organization without first being reviewed and

approved by a licensed attorney in your area. Brotherhood Mutual assumes

no liability in preparation and distribution of this sample document.
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