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WELCOME

Whether you are new to the staff or a long-serving member of
the ministry team reviewing this handbook, we want you to
know that you are valued. You are part of a team that serves
Our Lord, our world, our community, our members, and one
another. This handbook will outline and guide you in
understanding the relationship between you and other staff
members, your supervisor, and the congregation.

Holy Trinity Lutheran Church (the congregation) is a community
of people who are simultaneously faithful and afraid; broken and
redeemed; joyful and struggling to keep it together. As a staff, we
want everyone to feel included, to be safe, productive, and find
joy in the work we do together. (From our Statement of Welcome
and Inclusion)

We share God'’s love as it is revealed in the divine union of the
Holy Trinity who creates, redeems, and sanctifies. Together, we
do our best to love our neighbors and love creation which leads
us to love God in response to divine love given to us.

The staff of the congregation is, firstly, guided by the things that
guide all members in faith and mission.

Our Mission Statement - Share God's Love

Our Core Values

Authentic Worship
Intentional Compassion
Extravagant Generosity

Radical Hospitality
Spiritual Transformation

Fearless Witness

Our Core Beliefs

God is love that binds together everyone and everything.

God'’s love is guaranteed for all through the life, death and
resurrection of Jesus Christ.

God's love is not earned but is a free gift to broken people.
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God's love is poured out when God's people gather around
Word, water, and wine & bread.

God’s love is shared abundantly when God'’s people are the
hands, feet, and open arms of Jesus.

God's love transforms us to be the people God created us to be.
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INTRODUCTION

This Employee Handbook (handbook) provides you with basic
information about the policies and procedures that guide the
congregation in the management of human resources. It is not a
contract of employment between you and the congregation. The
policies and guidelines found in the handbook are subject to
change by the Congregation Council at any time. This handbook
will be periodically reviewed and updated by the Human
Resources Committee (HR Committee), Staft Leadership, or the
Congregation Council as the need arises. Revisions will be given
to you as they occur. It is your responsibility to be aware of how
any changes affect you.

These policies will apply to all employees unless otherwise
specified by terms of a letter of call or contract. Pastoral Interns
are also subject to the rules and regulations in this handbook, so
long as such rules do not conflict with the terms of their
internship as defined by the congregation, the Evangelical
Lutheran Church in America (ELCA), or the intern’s seminary.

As soon as possible after your first day, you will be given an
overview of this handbook by your supervisor. We will also
introduce you to our Disaster and Evacuation Plan, Child Safety
Policies, and any other policies and procedures that are related
to doing the work we have invited you to do.

You will be asked to sign and acknowledge this review at that
time. Subsequently, you will be asked to sign a new
acknowledgment form whenever a revised handbook is
distributed and/or annually. Please print and use the form

provided at the end of the handbook.
Equal Opportunity Employer

This congregation is committed to expressing God'’s love to all
people. That includes providing a work environment that is free
from discrimination. We prohibit discrimination against any
employee or job applicant because of that person's race, color,
sexual orientation, national origin, gender, disability, gender
identity, age, or any other legally protected status.

If you believe that you or someone else has been subject to
discrimination prohibited by this policy, you should immediately
report this to the Lead Pastor or HR Committee. Anyone
engaging in unlawful discrimination may be subject to discipline
up to and including termination.
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As a religious institution, the congregation is permitted and
reserves the right, to prefer employees or prospective
employees based on religious beliefs, training, affiliation, etc.
Some positions have a bona fide religious purpose, as outlined by
the governing documents, job descriptions, and specific duties of
certain positions. Particular religious confession, tradition, and/or
training are required especially as related to preaching, teaching,
worship, and other duties central to the mission of the
congregation. It may be required, and not discriminatory, to
require employees to be Christian, members of the Evangelical
Lutheran Church in America (ELCA) in full communion with the
ELCA or as otherwise determined by the congregation.

The congregation reserves the right to do a motor vehicle
reference (MVR) check on all employees at any time it deems
appropriate, especially those who will be required to transport
HTLC members as a part of their job responsibilities. The
congregation also reserves the right to do a criminal background
check, as necessary.

Americans with Disabilities Act (ADA) and the ADA
Amendments Act (ADAAA)

In accordance with our commitments to welcome and include all
people, the congregation complies with all federal and state laws
concerning the employment of persons with disabilities and acts
in accordance with regulations and guidance issued by the Equal
Employment Opportunity Commission (EEOC).

The congregation does not discriminate against qualified
individuals with disabilities in regard to application procedures,
hiring, advancement, discharge, compensation, training, or other
terms, conditions, and privileges of employment.

The congregation will reasonably accommodate qualified
individuals with a disability so that they can perform the essential
functions of a job unless doing so causes a direct threat to these
individuals or others in the workplace and the threat cannot be
eliminated by reasonable accommodation and/or if the
accommodation creates an undue hardship to the congregation.
You may contact the Lead Pastor or Human Resource
Committee with any questions or requests for accommodation.

WHAT IS MY EMPLOYMENT STATUS?

There are three parts to determining your employment status.
First, you are either rostered or non-rostered. Second, you are

6|Page EMPLOYEE HANDBOOK o02/20/2025



full-time, part-time, or serve “per session.” Third, your position
is either exempt (salaried) or non-exempt (hourly).

Rostered staff: Because this congregation is affiliated with the
Evangelical Lutheran Church in America (ELCA), certain staff
positions are filled by people who have been ordained by the
ELCA and enrolled on the leadership rosters of the Church. This
can include Ministers of Word and Sacrament (Pastors) and
Ministers of Word and Service (Deacons). The congregation will
issue a formal call to rostered staff under provisions in the
congregation’s governing documents, including the issuance of a

Letter of Call.

Non-Rostered Staff: Any staff who are not rostered with the
ELCA and called to serve with a Letter of Call, defined in the
governing documents, are considered non-rostered staff.

Full-time Staff: If you are regularly scheduled to work at least
thirty (30) hours per week, twelve months per year, excluding
approved time away from the office, you are a full-time

employee. Full-time staff are eligible for benefits as defined in

this handbook or a Letter of Call.

Part-Time Staff: If you normally work twenty-nine (29) hours or
less per week or less than 12 months per year, your position is
considered part-time.

Employees normally scheduled for twenty-nine (29) hours or less
per week who have their schedule increased to greater than
twenty-nine (29) hours per week due to a change in duties or
extenuating circumstances become eligible for benefits after six
consecutive weeks of such scheduling.

Per-Session Staff: If you are a musician or ensemble leader and
are compensated for performance/rehearsals provided
according to terms described in the offer of employment, you
are a per-session employee. You will not accrue sick time or
vacation time and are not eligible for other benefits.

Exempt: The Fair Labor Standards Act (FLSA) provides an
exemption from both minimum wage and overtime pay if you are
employed as a bona fide executive, administrative, professional,
or outside sales employee.

FLSA “Exempt” staff receives a set salary per pay period.
Exempt job duties are defined as office or non-manual work,
which is directly related to management or general operations of
the church, and a primary component of which involves the
exercise of independent judgment and discretion about matters
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of significance. This is not an all-inclusive list of the requirements
to be considered “exempt.” The HR Committee may be
consulted if further guidance is needed.

Unless you are a rostered employee operating under a letter of
call, you are, in the state of lowa, an “at-will” employee. “At will"
means that your position can be eliminated, or you can be
terminated at any time for any legal reason. You can be
terminated for no reason and the congregation incurs no legal
liability. Likewise, you are free to leave a job at any time for any
or no reason with no adverse legal consequences. At-will also
means that the congregation can change the terms of the
employment relationship with no notice without incurring
consequences. All that said, the congregation is committed to
fair treatment and healthy relationships with each employee.

WHEN DO | WORK?

Your schedule will be worked out and approved by your
supervisor, in conversation with other staff. Because there is a
public dimension to our work, hours have been established when
the office will be open to the public: Monday - Thursday, 9:00
AM- 3:00 PM.

If you are responsible primarily for programs of the congregation,
you will work with your supervisor to establish hours that allow
you to be present for the programs for which you are
responsible and a work schedule that allows for preparation and
availability during office hours.

You are responsible for informing other staff, your supervisor, or
those who provide backup for your duties of any work schedule
changes so that they can respond to congregational
inquiries/needs.

If you work part-time, a normal schedule of hours and days you
work will be established at the time of hire. You may, with
approval from your supervisor, vary from this normal schedule.
However, the normal schedule will be part of your employment
record and will provide the information necessary for
determining benefits, time off, and several other matters
addressed in this handbook. If your normal schedule changes, the
records in the file need to be updated through your supervisor.
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WHERE DO | WORK?

The staff of the congregation works as a team in a collaborative
effort to both model Christian fellowship and execute the
congregation’s mission. Some positions will require that the
primary worksite is onsite. Others may allow work to be done
from home. This will be outlined in the employee’s job
description or offer of employment.

Rostered and exempt employees may work from home provided
that:

e The parameters for location are specified in the job
description, and/or:

e The church continues to be the primary location for work.
e Staff is notified and provided contact information.

e Provision is made for handling the needs of staff and
members for which the employee has been assigned.

Non-exempt employees who can execute their duties from home
may do so occasionally provided that:

e The parameters for location are specified in the job
description, and/or:

e They receive permission to do so from their supervisor.

e They communicate a plan for what they intend to
accomplish.

e can document progress or completion of planned work.

e include approved home hours on their timecard.

WHAT IF | MISS WORK?

Attendance is considered an essential function of your job. You
are expected to arrive on time, ready to work, according to the
schedule upon which you and your supervisor have agreed.

If you cannot arrive at work on time or must be absent for any
portion of the day, you need to contact your supervisor as soon
as possible. The best method is by phone, leaving a message on
voice mail if necessary. You can text or email your supervisor if
they approve.
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If you do not show up for work and have not notified your
supervisor, your absence will be unexcused. If this occurs three
times consecutively, we will assume that you do not wish to
continue your employment and will adjust your status
accordingly, recording it as a voluntary resignation. The
employer will notify the employee of the acceptance of
resignation in writing or other means that seem appropriate.

If you are repeatedly absent from or late for work, you may be
subject to disciplinary action up to and including termination.
You will be considered outside of normal standards and subject
to possible discipline if you have three (3) or more unexcused
absences during a rolling 12-month period. This policy is
administered in accordance with applicable federal and state
law, including, but not limited to, the Americans with Disabilities

Act.

WHAT ARE YOUR EXPECTATIONS OF ME?

Essentially, we ask that you maintain a professional manner, treat
others as you wish to be treated, and do your work with the joy
of knowing that you are doing the work of God.

At the end of this handbook, you will find the Staff & Leadership
Covenant (Appendix 1). The covenant outlines the general
expectations for the behavior of every staff member. You will
need to review the covenant and sign the acceptance as part of
your entry process. The covenant will be renewed (signed again)
annually, and the latest signed copy of this document will be
included in your personnel file.

We ask that you maintain an appropriate appearance as
determined by the requirements of the job performed. We ask
that you use the tools and resources given responsibly.

You may, at times, have access to privileged information. You are
expected to respect the privacy oFothers and diligently practice
confidentiality with information about HTLC members, including
pledge and giving information, health and family matters,
counseling information, and any other personal matters. Do not
share any information in casual conversation with fellow staff
members or members of the congregation at large. Do not
disclose information to any third party unless there is a legal
requirement to do so (for example, mandatory abuse reporting).
A breach of confidentiality will result in disciplinary action.

10|Page EMPLOYEE HANDBOOK o02/20/2025



WHAT IF | HAVE A GRIEVANCE?

If you have a conflict or disagreement with another employee, it
should be handled promptly for the benefit of all. You should try
to resolve the issue with the other person in private.

If you do not reach a satisfactory resolution or a one-to-one
meeting is not feasible, you should discuss the matter with your
supervisor to formulate a resolution. If this yields no resolution
you may meet with the Lead Pastor. If the Lead Pastor is your
supervisor, you may meet with another pastor of the
congregation.

If there is still no satisfactory resolution to your concerns, the
pastor last consulted will rei?/er the matter to the HR Committee
for review. If no HR Committee is in place, it will be referred to
the Executive Committee of the congregation. The HR
Committee/Executive Committee will have up to 30 days to
review your grievance. After review, the HR Committee
/Executive Committee will notify the employee of its resolution
in writing within five (5) business days.

All requests for intervention beyond the Lead Pastor/Chair of
the HR Committee must be in writing.

If the resolution recommended up to this point is still not
acceptable to any party involved, the final step will be to refer
the matter to the congregation’s President and ask for a decision
from the Congregation Council. The matter will be taken up at
the next scheduled business meeting of the Congregation
Council. The decision will be conveyed to the employee, the
supervisor, and the HR Committee in writing and will be deemed
to be final.

WHEN AND HOW WILL | BE PAID?

You will receive your paycheck, under normal circumstances,
every other Friday (biweekly), 26 times per year. Your pay will be
directly deposited into the bank account you have specified. Your
paystubs, timecards, time-off requests, and other pertinent
employee documents are available through our payroll software
program. Credentials and access are set up as part of the
onboarding process in your first days of work.

If you are an exempt employee, you are required to submit time
oft requests and verify your bi-weekly timecard that details your
time off through the payroll program. Your supervisor will be
notified of requests and process them through the payroll
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program. In certain circumstances, you may be asked to submit a
paper time-off form instead of making the request online. Submit
the form to your supervisor. Your supervisor will process the
written request. The supervisor's signature or online approval
needs to be submitted before time off is paid.

Time spent working for/with synodical or churchwide programs
in which you are officially involved, and which have been
discussed with your supervisor, is considered regular work time.
Exempt employees are expected to work the hours required by
their job responsibilities and do not receive overtime pay.

If you are a non-exempt or per-session employee, you should
log (or “punch”) your time or session worked into the payroll time
system immediately. Non-exempt employees can earn overtime
at a rate of 1.5 times the normal hourly rate on time accrued over
40 hours a week. Any time you work beyond your normal
scheduled hours must be pre-approved by your supervisor.

If you are a non-exempt employee, your supervisor or the Lead
Pastor may find it necessary to adjust your schedule to avoid
overtime expenses. For example, if you work more time than
scheduled early in a workweek, you may have your hours
shortened later in the same workweek so that the total hours
worked in that workweek will not exceed forty (40).

It is important to distinguish between the work you do as an
employee and what you may do as a volunteer or participant in
activities of the congregation. You will need to punch in for any
work you do that is part of or related to the duties assigned in
your position description. These will need to be counted as part
of the time you have been scheduled to work. Conversation with
your supervisor is important to be sure that priorities upon which
you mutually agree. Those things you do that are not related to
your position are to be considered volunteer efforts and
uncompensated.

WHAT ABOUT PAYROLL DEDUCTIONS AND TAX
INFORMATION?

The congregation is required by law to make regular deductions
for taxes. These deductions will be made from each paycheck
and you will see them on your pay stub. The amount deducted is
turned over directly to the applicable governmental units.

Under the Social Security Act, we will report your annual taxable
earnings to the Social Security Administration. This agency has
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the responsibility to calculate and administer all related benefits
you may be entitled to receive. The congregation is required to
deduct the tax on all non-rostered staff. Rostered staff may
direct the congregation to withhold money for payment of self-
employment tax voluntarily. The amount deducted is sent to the
Federal government to be credited to your account. Any
information you need on benefits you may be eligible to receive
should be directed to the Social Security Administration.

The payroll service used by the congregation will provide a W-2
statement showing the total amount of taxable earnings in
addition to all deductions taken from pay during the previous
year by January 31 of each year.

WHAT BENEFITS ARE AVAILABLE?

As an employee of the congregation, you may be entitled to
certain benefits. All benefits are subject to change or elimination
at any time at the discretion of the congregation. Benefits also
may be modified in accordance with federal and state law. You
can talk to your supervisor, the Finance and Human Resources
Director, or the Lead Pastor about any questions you may have
regarding these benefits.

Health Benefits

Health care coverage is available to eligible employees through
Portico Benefit Services, the provider for the Evangelical
Lutheran Church in America. If you are eligible for health
coverage you may select coverage for yourself, your spouse, or
Eligible Same Gender Partner as defined by the provider, and
dependent children. Details of the plans and benefits used by
the congregation through Portico can be found at
https://www.porticobenefits.org/

If you are a rostered employee, your health care benefits will be
outlined in the Letter of Call issued by the congregation and
approved by the Southeastern lowa Synod.

If you are a non-rostered employee and you are scheduled to
work at least twenty-nine (29) hours per week, you are eligible
for health care coverage and will participate in the cost of health
benefits. 25% of the cost of your benefits will be deducted from
your wages each pay period.

If you are a non-rostered employee who is scheduled to work
less than twenty-nine (29) and more than twenty (20) hours
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per week, you may participate in health coverage through the
plan and will have 100% of the cost deducted from your pay.

Employees may elect to waive coverage if it is supplied
elsewhere and proof of coverage is supplied.

Pension and Other Plan Benefits

If you are a rostered employee, your retirement plan benefits
will be outlined in the Letter of Call issued by the congregation
and approved by the Synod.

If you are a non-rostered employee who works at least twenty-
nine (29) hours per week, 6% of your eligible compensation, as
defined by Portico, will be deposited into the retirement plan by
the congregation. You may contribute more as the plan and IRS
limits allow.

If you are a non-rostered employee who works less than twenty-
nine (29) and more than twenty (20) hours per week, you are not
eligible for contributions from the congregation but may
contribute to the plan through payroll deduction up to the limits
of the plan.

HOW AND WHEN WILL | BE EVALUATED?

You will normally receive an annual performance review from
your supervisor. You may be asked to provide a self-evaluation
at the same time. Annual reviews will be scheduled to take place
on or around the anniversary of your initial employment with the
congregation.

You will be evaluated in three general areas that are outlined in
your position description. First, on the following core
competencies: Communication, Productivity, Interpersonal
Relationships, and Intrapersonal Life. If you supervise others,
lead teams, or deploy volunteers to do the work of the church,
the additional core competency of Leadership will be included.

Second, you will be evaluated on your execution of strategic
expectations defined in the latest version of your position
description. Lastly, you will be evaluated on the key relationships
necessary for the execution of the position.

Your supervisor may seek feedback from key volunteers, leaders,
and/or co-workers on the core competencies only. You, your
supervisor, or the HR Committee can request that a member of
the HR Committee or Council be present. You will have the
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opportunity to share your perspective in the self-evaluation
process.

In addition to the annual evaluation, your supervisor will provide
guidance and feedback throughout the year. Specific concerns or
accomplishments may be made in writing for inclusion in your

file.

When necessary, your supervisor may schedule more frequent
evaluations if you are new to a position or specific issues need to
be addressed that require more frequent attention.

Rostered Leaders serving under call will be reviewed by the
President and President-Elect, who may include a member of the
HR Committee. The evaluation forms will follow the same format
described above.

WHAT ABOUT VACATIONS & HOLIDAYS?

If you are a full-time employee; or a part-time employee who
normally works less than twenty-nine (29) and more than fifteen
(15) hours a week, unless otherwise stated in a Letter of Call or in
your initial offer of employment, you will earn vacation time each
month after six-months of continuous employment. The amount
of time earned is proportional to the hours you are scheduled to
work in a regular week. The longer you work for the
congregation, the more vacation time you will earn.

e For months six (6) through twelve (12), you will earn one-
half (.5) hour per hours normally scheduled per week (e.g.,
.5 x 40 (fulltime) = 20 hours of vacation for the period; .5 x
20 (half-time) = 10 hours of vacation for the period).

e Beginning on first anniversary of employment, you will
earn one (1) hour per hours normally scheduled per week
(e.g.1x 40 (fulltime) = 40 hours of vacation for the year; 1
x 15 =15 hours of vacation for the year).

e For years two (2) - four (4), you will earn two (2) hours per
hours normally scheduled per week (e.g. 2 x 35 = 70 hours
of vacation for the year; 2 x 22 = 44 hours of vacation for
the year).

e Three (3) hours per hours normally scheduled per week
for years five (5) - nine (9).
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e Four (4) hours per hours normally scheduled per week for
ten (10) or more years.

The projected amount you will earn in the coming year is
available for use beginning August 1, the start of the fiscal year.
Any vacation taken but not earned upon leaving employment will
be repaid to the congregation and deducted from your final
paycheck. If you have earned but unused vacation days when
your employment with the congregation is ended, you will
receive payment in your final paycheck.

You will need to use all your earned vacation time by October 31
of the following fiscal year, or the remainder will be forfeited.
You must schedule vacation time before taking time off. Any
exception must be approved by your supervisor and the Lead
Pastor. We encourage you to schedule vacation days as far in
advance as possible to allow for adequate coverage of your
duties.

If you are on paid leave, vacation time accrues. If your leave is
unpaid, you will not accrue vacation time.

Letters of Call govern rostered staff’s vacation.

If the strategic expectations of your position require you to lead
or supervise a mission trip or program where you are expected
to be available to the traveling group twenty-g/our (24) hours a
day, you will accrue 4 hours of time off for each full day away.
This will be in addition to normal vacation time. The accrued time
must be taken off within sixty (60) days of your return from the
trip. No financial compensation will be expended in lieu of the
time off.

Holidays

The congregation observes the following holidays: New Year's
Day, Martin Luther King Jr. Day, Memorial Day, Independence
Day, Labor Day, Thanksgiving, the day after Thanksgiving,
Christmas Day, and the day after Christmas. In addition, one paid
holiday (floating holiday) to be designated by the employee may
be used during the year. At least two weeks’ notice is required to
use the floating holiday. Please complete a “Leave Request
Form.”

Your holiday pay is earned based on the hours you would
normally work on the day the holiday falls. If you are full-time,
you will be paid for eight (8) hours per holiday. If you are an
exempt (salaried) employee, you will be paid for all holidays
regardless of when you schedule days off.
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If you are part-time, you will earn the hours you would normally
work on the day the holiday falls. If you are not normally
scheduled to work on Monday, for example, you will not receive
compensation for Memorial Day or Labor Day. If you are, you
will.

If a holiday falls on a weekend, holiday hours will be granted for
the day prior or following as designated by Lead Pastor.

WHAT HAPPENS WHEN | AM SICK?

Full-time and part-time employees will earn sick time each
month after six-months of continuous employment. The amount
of time earned is proportional to the hours you are scheduled to
work in a regular week. If you are an exempt (salaried) and/or
full-time employee expected to work at least forty (40) hours
per week, you will earn four (4) hours of sick time each pay
period. This equals one-hundred four (104) hours per year.

If you are a part-time employee, the percentage of forty (40)
hours you are normally scheduled to work in a week will
determine the portion of hours you will earn each pay period. If
you work twenty (20) hours, that is one half of full-time hours.
You will earn two (2) hours each pay period or fifty-four (52)
hours of sick time per year. If you are normally scheduled to
work thirty (30) hours a week, the calculation would be: (30/40)
x 4 = 3 hours per pay period, which equals seventy-eight (78)
hours sick time per year.

If you are normally scheduled to work thirty (30) or more hours a
week, you may accrue sick time up to three-hundred twelve (312)
hours of sick time. If you work twenty-nine (29) or fewer hours a
week, you may accrue one-hundred fifty-six (156) hours of sick
time. Your earned sick leave can be carried over into subsequent
years until this cap is met. You can use your accrued sick leave in
increments as small as one-half hour. Once you reach the accrual
limit you will not be able to accrue any more until your balance
drops below the limit. Any unused sick leave at the time you leave
employment at HTLC will not be paid out as compensation.

You can use sick time for your illness or that of a dependent child.
Generally sick time is for those common afflictions that are
unplanned or for medical/healthcare visits that happen in a day or
less. If you know about an appointment ahead of time, you should
request sick time before the appointment and communicate with
your supervisor. For unplanned illnesses, you may request sick
time after you return to work.
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If you are sick for five (5) days within two weeks with the same
illness, you will need to provide documentation of the illness
from your doctor. If, after five (5) consecutive days of sick time,
you are unable to return to work you will need to fill out a Leave
Request outlining, as best you can, when you will return to work.
The form can be found at: https://bit.ly/HTLCLeaveRequest
The congregation may also ask for a release form from your
doctor before you return to work.

If you are on sick leave, you will be paid from accrued sick time
first. When sick time is exhausted, you may use vacation time
up to the amount accrued. It is advisable to try to retain some
vacation time for use after you return to work. When both sick
time and vacation time are exhausted, the leave will be unpaid.

If you are covered by Portico Benefits, you may be eligible for
disability leave. Contact the Finance and Human Resources
Director to find out details.

CAN I TAKE LEAVE TO CARE FOR A FAMILY MEMBER?

If you need to take time to care for an immediate family member
(spouse and/or dependents) or a person for whom you are the
designated caregiver (as determined by a medical practitioner),
you can request Caregiver Leave. The form can be found at:

https://bit.ly/HTLCLeaveRequest

You will be paid from accrued sick time first. When sick time is
exhausted, you may use vacation time up to the amount
accrued. It is advisable to try to retain some vacation time for
use after you return to work. When both sick time and vacation
time are exhausted, the leave will be unpaid.

WHAT IF | NEED LEAVE FOR MILITARY TRAINING/DUTY?

If you are a member of the National Guard, or Reserves or called
to other military duty, you may request leave to serve. Your
primary source of income will be the military pay you receive.
If you normally earn more from the congregation than the
military pays, the congregation will pay you the difference
between your military pay and regular compensation for the
first ten (10) days of your leave.

If your military pay is equal to or more than the congregation
pays, you will not be eligible for additional compensation. You
will need to provide military pay stubs to validate the amount of
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military pay received to receive any reimbursement. After ten
(10) days, you may use vacation time up to the amount accrued.
It is advisable to try to retain some vacation time for use after
you return to work. When vacation time is exhausted, the
remaining leave will be unpaid.

USERRA regulations are enforced at HTLC. Please refer to “Your
Rights Under the Uniformed Services Employment and
Reemployment Rights Act” poster or contact the Finance and
Human Resources Director for details.

MAY | TAKE BEREAVEMENT LEAVE?

When a death occurs within your or your spouse’s immediate
family (grandparents, parents, parents-in-law, step-parents,
brothers, sisters, step-siblings, and other at-home dependents)
you may request up to three days of leave to be paid according
to your normal work schedule. At the death of your spouse or
your child, up to five (5) days of absence will be allowed with pay.
If you need additional time, you can request leave. The form can

be found at: https://bit.ly/HTLCLeaveRequest

After the three (3) or five (5) days allowed, you will be paid from
accrued sick time first. When sick time is exhausted, you may
use vacation time up to the amount accrued. It is advisable to
try to retain some vacation time for use after you return to work.
When both sick time and vacation time are exhausted, the
leave will be unpaid.

ARE NEW PARENTS ELIGIBLE FOR LEAVE?

Should you be blessed to welcome a new child into your life, you
may be eligible for up to twelve (12) weeks of parental leave i\?l
you are the birth mother or the primary caregiver for an adopted
child. You may be eligible for six (6) weeks ofgparental leave if
you are the secondary caregiver in the family.

To request new parent leave, you will need to submit a request
for leave. The form can be found at:
https://bit.ly/HTLCLeaveRequest On the form you will need to
make sure you include:

e The length of time during which regular duties will be
performed.

e The anticipated date of delivery or adoption.
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e The anticipated date of return to work.

You will be paid from accrued sick time first. When sick time is
exhausted, you may use vacation time up to the amount
accrued. It is advisable to try to retain some vacation time for
use after you return to work. When both sick time and vacation
time are exhausted, the congregation will compensate your
time at the normal rate.

This leave is intended to comply with Section 216.6(2)(e) of the
lowa Civil Rights Act which requires that qualified employers
must provide to pregnant employees all benefits the employer
provides its employees under any sick leave or disability plan, or
eight weeks of job-protected leave, whichever amount of time is
less. An employee who may not qualify for 12 weeks of federal
FMLA job-protected leave may be entitled to at least eight
weeks of job-protected leave under the lowa law. There is no
length of service or minimum hour requirements for employee
eligibility for the job-protected leave under the lowa pregnancy
law.

WHAT ABOUT TIME AWAY FOR CONTINUING
EDUCATION?

All employees are expected to be life-long learners and to take
time to learn and hone professional skills, as well as deepen
spiritual life.

If you are a rostered or full-time employee, you may request up
to ten (10) days each year for classes, retreats, training events,
etc. which enhance your knowledge and/or ability related to your
work. You will need to fill out a request at least ninety (90) days
before the time away. You will be paid your normal
compensation for the ten (10) days. The form can be found at:

https://bit.ly/HTLCLeaveRequest

If you are a part-time or per-session employee, you may
request paid time away for continuing education up to the
normal amount of time you work in one week. (i.e. if you normally
work fifteen (15) hours a week, you can request that amount-of
leave for this purpose).

If you wish to be reimbursed for related expenses, you will need
to work with your supervisor to ensure that: a) funds for
continuing education are available for your position; and b) that
your supervisor approves the event.
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WHAT ABOUT PROFESSIONAL OR UNPAID LEAVE?

Sometimes a need, cause, or opportunity arises that may require
an extended absence from your duties. You may request leave
from your position in dialogue with your supervisor. The form can

be found at: https://bit.ly/HTLCLeaveRequest

You may be eligible for professional leave if the reason for
your absence is clearly related to the mission of the
congregation and aligns with the stated values and beliefs.
Approval for professional leave must be granted by both
your supervisor and the Lead Pastor, who may consult with
the HR Committee and/or Council. If the request is not
granted or the leave does not conform as described, the
leave will be considered unpaid leave.

When professional leave is granted, the first ten (10)
working days will be with pay based on your normal
working schedule. After ten (10) days, you may use accrued
vacation until it is exhausted. After vacation pay is
exhausted, the leave will be unpaid.

If you take unpaid leave, you may use vacation time
accumulated until it is exhausted.

If your approved professional or unpaid leave does not
exceed thirty (30) days, your position will be held open for
you. If the leave extends beyond thirty (30) days, the
congregation will make every effort to restore you to the
position you held before the leave. If that position is no
longer available, you may be offered an available position
with equivalent pay, benefits, and other terms and
conditions of the previous position. If your leave is longer
than thirty (30) days, the congregation cannot guarantee
you a position when you return. If you do not return within
the time frame stipulated in the leave agreement, job
restoration rights are forfeited.

You will not accrue sick leave or vacation benefits during a
professional or unpaid leave of absence.

WHAT IF | AM CALLED FOR JURY DUTY OR SUBPOENAED?

If you are called to jury duty, you will receive your normal rate of
compensation. You will only receive regular pay for those hours
which overlap with your regularly scheduled hours. You will need
to submit a copy of the summons to your supervisor and the
Finance and Human Resources Director as soon as it is received.
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If you are subpoenaed to appear during work hours, you need to
notify your supervisor. We ask you to give a copy of the notice of
the summons to the Finance and Human Resources Director.
Appearances in court under subpoena will normally be
considered excused time with pay. If you need to appear in court
for personal business, you may use either vacation days or be
unpaid.

WHAT IS THE POLICY FOR SABBATICAL?

If you are a full-time rostered leader of this congregation, you
are eligible for a sabbatical as follows:

e Either two (2) months may be taken after five (5)
completed years of service

e Or three (3) months may be taken after seven (7)
completed years of service

If you are a non-rostered full-time employee with
responsibilities for program areas and/or staff supervision, you
may request a sabbatical period of 30 days after seven (7)
years of service. The Council may or may not grant such
requests. Decisions will be based on the recommendation of the
Lead Pastor and the demonstrable need for spiritual or
professional growth that a sabbatical provides for the continued
productive, healthy ministry required by the position.

Your earned vacation time is not to be included in the sabbatical
or added to the sabbatical to extend the block of time that you
are away from the congregation. After seven years, you do not
accrue any additional sabbatical time. Once you have taken a
sabbatical your years of service “reset,” and a new accrual period
begins.

You will receive your normal compensation (full salary, housing,
self-employment tax offset, and benefits) during your sabbatical.

The congregation is responsible for the costs related to covering
your duties during your sabbatical.

To request a sabbatical, you will need to present a written
request to the Council at least one year before the sabbatical
leave would begin. Your request should include the following as
applicable:

e The beginning and end date of your sabbatical.
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e The way you propose to have your duties covered in your
absence.

e Any projected costs you anticipate that you would like
the congregation to cover.

Six months before you take your sabbatical, you will need to
submit a proposal for what is to be accomplished during the
sabbatical that will restore or increase your knowledge, skills,
emotional and/or physical health, and spiritual well-being. This
proposal will be presented to the Congregation Council and
must be approved as a condition for the sabbatical leave. The
Congregation Council's approval by majority vote is needed for
approval of a sabbatical.

The proposal should include:
e Goals for the sabbatical.

e The subject of area(s) of study or focus during your time
with an explanation of how this will nurture you and/or
benefit the congregation.

e Plans for rest and renewal.

e Travel plans, courses, or training you plan to take. (Include
details).

Within ninety (90) days after returning from your sabbatical, you
will need to submit a written summary of what you learned
and/or accomplished (including rest), along with how the
sabbatical might influence your ministry in the congregation. The
Council may request that the report or its contents be shared
with the congregation in some way that is mutually agreeable.

If you take a sabbatical, you are expected to continue to serve
the congregation for at least one year following its completion. If
you are rostered staff, you may not begin a sabbatical less than
six months after another rostered staff person completes his/her
sabbatical.

This section is not intended to supersede the terms in a rostered
leader’s Letter of Call. If any provisions of this section conflict
with the terms of the rostered leader call, the provisions of the
Letter of Call will prevail.
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WHAT IF | AM INJURED OR BECOME ILL AS A RESULT OF
MY WORK?

The congregation carries workers’ compensation insurance for
on-the-job accidents that covers all employees. The coverage is
administered according to applicable workers’ compensation
laws and regulations. In the case of an injury or illness that would
be covered, the congregation will provide information to the
workers’ compensation carrier that is responsible for making
benefit payments to injured or ill employees.

The first concern when an injury/illness related to work occurs is
your safety. If the situation appears life-threatening, someone
needs to call 911 before worrying about coverage. After any
injury/illness related to your work has been addressed medically,
notify your supervisor or the Finance and Human Resources
Director immediately. The Finance and Human Resources
Director will have the necessary forms and procedures needed
to report and file any claims with the worker’s compensation
carrier. Accidents/injuries/illnesses related to work that are not
reported promptly may result in the claim for coverage being
denied.

MAY | ACCESS MY PERSONNEL FILE?

You may review your personnel file upon request. The Finance
and Human Resources Director or the Lead Pastor will grant
access. The review will take place in the presence of the
supervisor or designee and a pastor of the congregation. You
may request a copy of your personnel file. Allow one week for
the request to be met. The original file contents supersede copy
contents.

If you disagree with something in your file, you can respond
in writing to all reviewable materials. We will place your
responses in your file as part of the permanent record.
Requesting a review or making a response will not be
construed as changing the status of your at-will employment.

When complaints, corrective action, or commendations are
placed in your file, you will receive a copy. You may submit a
response to any document placed in your file.

Employee files are confidential and, as such, will be kept in a
locked drawer or cabinet. Keys shall be kept by the Finance
and Human Resources Director, and the Lead Pastor.
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HOW DO | HANDLE INQUIRIES?

Occasionally, a representative from the media might contact you
about a matter related to the congregation. It could be about an
event we are having, a social issue that is in the news, or anything
else that might peak public attention. If this happens, you should
refer the inquiry to the Lead Pastor, or another pastor if the
Lead Pastor is unavailable. Do not offer information or opinion
without referral or consultation with the Lead Pastor.

If you receive an inquiry regarding the work performance of
present or former employees or written or verbal requests for
employment recommendations do not offer comment and refer
to the Lead Pastor or the Finance and Human Resources
Director.

WE ARE COMMITTED TO EMPLOYEE SAFETY

The congregation strives to provide a safe and healthy workplace
for you and all employees. Whether an actual or potential threat
arises, our goal is to address the matter promptly and effectively.

Public Health Concerns or Pandemic

The policies and practices of the congregation during a public
health crisis or a pandemic will be established by the
Congregation Council using the guidelines established by the
Center for Disease Control, National Institute of Health, and the
wisdom of members who work in the healthcare field with
pertinent knowledge of protection and precautions.

You will be expected to follow the policies and practices
established regarding gatherings, facemasks, immunizations, and
other precautionary measures regardless of your personal
choices and commitments.

Employee violence or threats

Any violence by an employee threatened or actual, will result in
disciplinary action up to and including immediate termination.
Any communication that threatens violence, either directly or by
implication, will not be tolerated. If you observe this behavior by
another employee, you are obligated to report it to your
supervisor or a pastor of the congregation.

“Violence” includes physical harm, shoving, pushing, harassing,
intimidating, coercing, displaying weapons, or the direct or
implied threat of such activities. The Lead Pastor will determine
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whether violence or a threat has been made and work with the
supervisor of the employee to determine disciplinary action.

Outsider Violence or Threat

If you notice a suspicious person or activity on the premises
(including the property outside), report this incident immediately
to your supervisor, the Finance and Human Resources Director,
or one of the pastors. All employees are obligated to help ensure
a safe environment. Employees should call legal authorities (911)
any time they believe that there is an imminent threat to their
own safety or that of any employees, congregants, or church
property.

If an active shooter/bomber/attacker is in the vicinity or on-
premises, we offer the following information from the
Department of Homeland Security:

1. RUN - Have an escape route and plan in mind « Leave
your belongings behind « Keep your hands visible.

2. HIDE - Hide in an area out of the shooter’s view « Block
entry to your hiding place and lock the doors « Silence
your cell phone and/or pager.

3. FIGHT - As a last resort and only when your life is in
imminent danger + Attempt to incapacitate the shooter «
Act with physical aggression and throw items at the active
shooter.

WHEN LAW ENFORCEMENT ARRIVES
* Remain calm and follow instructions.
* Put down any items in your hands (i.e., bags, jackets)
* Raise hands and spread fingers.
* Always keep hands visible

* Avoid quick movements toward officers such as holding
on to them for safety

* Avoid pointing, screaming, or yelling.

* Do not stop to ask officers for help or direction when
evacuating
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INFORMATION YOU SHOULD PROVIDE TO LAW
ENFORCEMENT OR 911 OPERATOR

* Location of the active shooter

*  Number of shooters

* Physical description of shooters

*  Number and type of weapons held by shooters

*  Number of potential victims at the location.
Safety from Harassment

It is our policy that employees and others acting on behalf of
Holy Trinity Lutheran Church are entitled to respectful
treatment in the workplace. Being respected means being
treated honestly and professionally, with your unique talents and
perspectives valued. A respectful workplace is about more than
compliance with the law. It is a working environment that is free
of inappropriate behavior of all kinds. We are committed to
providing a workplace in which the dignity of every individual is
respected. Incidents of harassment and inappropriate behavior
will not be tolerated by the congregation.

This commitment to a workplace free of harassment and the
policies that address this matter apply to all employees, including
rostered leaders, pastoral interns, all ministry leaders, all
members, and constituents. It also applies to anyone else doing
business for or with the congregation including vendors,
suppliers, contractors, and community groups who utilize the
building for meetings and events. Harassment in any form,
including verbal, physical, and visual harassment, is prohibited.

Harassing Conduct

Harassment is unwelcome conduct toward an individual because
of their race, color, sex, age, sexual orientation, religion, national
origin, disability, or any other legally protected status.
Harassment is conduct that creates an intimidating, hostile, or
offensive work environment that causes work performance to
suffer or negatively affects job opportunities. Examples of
harlas;,ment that may violate the law and will violate this policy
include:

» Oral or written communications that contain
offensive name-calling, jokes, slurs, negative
stereotyping, or threats. This includes comments or
jokes that are distasteful or targeted at individuals or
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groups based on race, color, sex, age, sexual
orientation, religion, national origin, disability, or any
other legally protected status.

« Nonverbal conduct, such as staring, leering, and giving
inappropriate gifts.

e Physical conduct, such as assault or unwanted
touching.

= Visual images, such as derogatory or offensive
pictures, cartoons, drawings, or gestures. Such
prohibited images include those in hard copy or
electronic form.

Harassment is considered a form of employee misconduct.
Disciplinary action, up to and including termination, will be taken
against any employee engaging in this type of behavior. Any
supervisor or manager who knows of such behavior yet takes no
action to end it is also subject to disciplinary action up to and
including termination.

Sexual harassment

"Sexual harassment" means unwelcome sexual advances,
unwelcome requests for sexual favors, unwelcome physical
contact of a sexual nature, or unwelcome verbal or physical
conduct of a sexual nature. Sexual harassment includes
conduct directed by a person at another person of the same
or opposite gender, or a person who is transgendered or
claims no gender identity. Unwelcome verbal or physical
conduct o%a sexual nature includes but is not limited to,
deliberate, repeated unsolicited gestures or comments of a
sexual nature; the deliberate, repeated display of offensive
sexually graphic materials which is not necessary for business
purposes; or deliberate verbal or physical conduct of a sexual
nature, whether or not repeated, that is sufficiently severe to
interfere substantially with an employee's work performance
or to create an intimidating, hostile or offensive work
environment.

Inappropriate behavior

Our goal is to have a work environment where we all treat each
other respectfully and professionally. Any unprofessional or
disrespectful behavior that, even if it does not rise to the level of
"harassment," interferes with that goal will not be tolerated. The
congregation reserves the right to respond to inappropriate
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behavior even when no one has complained or indicated they
have been offended.

Reporting

Do not assume that the congregation is aware of the problem. It
is your responsibility to bring your complaints and concerns to
the attention of your supervisor or one of the pastors of the
congregation so that we can help resolve problems. After
discussion of your concerns about behavior, which is interpreted
as unfair, harassing, inappropriate or uncomfortable, you may be
asked to provide a written complaint stating the problem, the
instances of the behavior, and the individuals involved. This is
necessary to begin an investigation. A written complaint must be
submitted to a pastor, supervisor, chair of the HR Committee, or
the President of the congregation. Anyone needing assistance in
completing a written complaint may contact any supervisor,
pastor, Chair of the HR Committee, or President of the
Congregation.

Investigation and Response

If you report harassment or inappropriate behavior, we will
investigate your concerns. This will normally include conferring
with the parties involved and any named or apparent witnesses.
All parties will receive an impartial and fair review. All parties
shall be protected from coercion, intimidation, retaliation,
interference, or discrimination for filing a complaint or assisting
in an investigation. One of the pastors of the congregation will
lead the investigation. A member of the HR Committee or the
Executive Committee may assist with the investigation at the
request of any party involved.

Where there has been a violation of policy, we will take
appropriate action to try to avoid future violations. In
appropriate cases, disciplinary action, up to and including
termination, will be taken against employees violating the Anti-
Harassment Policy. When the complaint involves members or
leaders not employed by the congregation, the disciplinary
policies laid out in the congregation’s governing documents will
be followed. We will inform parties about the status of reviewing
their complaints. To respect the privacy and confidentiality of all
people involved, we might not share specific details of the
discipline or other actions taken.

If you make a complaint that is intentionally false or malicious,
you will be subject to disciplinary action uF to and including
termination. Non-employees who make a talse accusation or
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complaint are subject to the disciplinary process in the governing
documents of the congregation.

Retaliation

Any form of retaliation against an employee who makes a good-
faith complaint about harassment or discrimination is strictly
prohibited. Any employee who engages in any such retaliation
will be subject to disciplinary action.

Drugs and Alcohol

To ensure a safe, productive, and healthy workplace, the
congregation is drug-free and does not allow smoking or the use
of tobacco products in the building or on the grounds. Except as
a bona fide cooking ingredient or 1§3r sacramental use, no alcohol
is permitted in the building without specific permission from the
Congregation Council. i

If you come to work or carry out your duties in public under the
in?lluence of alcohol or drugs you will be subject to disciplinary
action, up to and including termination. Any employee, member,
or other constituents of the congregation who engages in the
manufacture, distribution, dispensing, or possession of controlled
substance while on church property and/or while participating in
the mission and ministry of the congregation, will be subject to
appropriate disciplinary policies and will be reported to law
enforcement authorities.

ABOUT EQUIPMENT, DATA, WORKSPACE, AND
DOCUMENTS

Your desk or work area, telephone, computer, and anything else
provided by the congregation for you to do the work you have
been invited to do are the property of the congregation. Staff
members should grant one another a degree of privacy following
the “golden rule” - do to others as you would have them do to
you. The congregation reserves the right to enter and inspect
any work area, classroom, storage area, computer, or desk, with
or without notice.

The same principle applies to data, communications, and the
work you do for the congregation while employed. The
congregation may access and monitor employee communications
and files generated as part of the job and/or contained in
church-owned electronic devices and desks/cabinets. This
includes mail, e-mail, courier services, facsimiles, telephone
systems, personal computers, computer networks, online
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services, internet connections, computer files, audio-visual
equipment and tapes, voice mail, tape recorders, and recordings,
church-provided cellular phones, and bulletin boards. We
recommend that any personal information you do not wish
anyone to access be stored and generated on personal
equipment through personal accounts and services.

If your job description calls for access to online services,
communications services, internet access via the congregation’s
server, computer equipment, etc., the congregation will see that
it is provided. Your access is not to be shared with anyone else.
You may be asked to disclose sign-in credentials to Finance and
Human Resources Director and/or the Lead Pastor for
professional use only. Do not share the passwords with other
employees, volunteers, or family. With access granted, you must
not duplicate or download any software or materials that are
copyrighted, patented, trademarked, or otherwise identified as
intellectual property.

Any equipment, software, hardware, etc. assigned to you may not
be removed from the premises. If you were assigned a laptop,
you may transport it for official use.

If you choose to use privately-owned equipment for your work,
the congregation is not liable or responsible for its maintenance,
replacement, upgrades, theft, or loss.

A WORD ABOUT CELLPHONE USAGE

Almost everyone uses a cell phone. For the most part, how you
use your cellphone is a personal matter. There are some
exceptions:

e If you are driving while engaging in the duties you have
been assigned, do not use your cell phone for calls, texts,
entertainment, or any other purpose while driving unless
you are using a hands-free device.

e You are free to receive and respond to calls and texts
while you are at work. Please keep these exchanges brief.
Excessive time spent using your device at work can lead
to disciplinary action when it affects performance,
availability, and teamwork.

e Silence your device and avoid calls and messages during
staff meetings, worship, and other meetings except in
case of emergency.
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e Unless otherwise negotiated as part of your
compensation, cellphone expenses are not the
responsibility of the congregation.

WHAT IS THE DISCIPLINARY PROCESS FOR EMPLOYEES?

If you are a rostered employee, disciplinary policies and
processes are covered in the congregation’s governing
documents (Chapter 9).

Members of the congregation who are not employees are
subject to discipline according to the governing documents of
the congregation (Chapter 15)

If you are not a rostered employee, coaching, and performance
management to correct/improve employee
performance/behavior is an ongoing part of the supervisory
relationship. Disciplinary action may be initiated if you are in
violation of a policy and/or performance of your duties is below
expectations.

To avoid disciplinary action, you should be familiar with the
policies outlined in this handbook. Each year, you will be asked to
review and submit written verification that you are aware of the
congregation’s expectations and policies.

Whenever possible, any discipline or corrective action will be
progressive. This means that action by a supervisor will be
measured and appropriate to circumstances as much as possible.
It means that it will begin as an effort to coach and counsel you
toward better performance of your duties and can be part of, or
in addition to, the normal evaluation process.

The specific circumstances related to discipline that have been
used as examples throughout this handbook are not all-inclusive.
Discipline includes, but is not limited to, verbal and written
coaching, warnings, suspension, and termination. All disciplinary
actions will be documented, with copies placed in the
employee’s personnel file. A copy will be given to you in each
case.

Disciplinary actions may not always be progressive. Any level of
discipline up to and including termination is possible depending
on the situation, even if prior coaching or disciplinary action has
not been conducted. This is consistent with the “at-will”
employment policy covered earlier in the Handbook.
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WHEN MY EMPLOYMENT ENDS

The conclusion of a call for rostered employees is covered in
the governing documents of the congregation (Chapter 9).

If you are a non-rostered employee, the congregation requests
that you give at least a two-week notice so that a healthy
transition may take place. We ask that unused vacation time not
be used in lieu of notice. The congregation reserves the right to
refuse notice which means that your employment will be
terminated immediately.

On your last day, you will need to return all
materials/equipment/keys and share pertinent credentials for
software and online accounts as requested. You may be asked to
leave the premises immediately.

Any compensation you may be owed at the time your
employment ends will be paid at the next regular pay period
after termination or resignation." On your last day ozactive
employment, all access to the computer systems and offices shall
end. Vacation time will be paid to an employee separating from
employment in accordance with the vacation policy stated in this
document. Unless otherwise prohibited by policy or law, benefits
shall cease on the employee’s termination date.

ABOUT THE USE OF SOCIAL MEDIA

If you are a rostered leader or your job description calls for you
to participate in the public communication of the gospel as part
of the congregation’s mission, you may use social media
platforms as a tool for that purpose. IZthis is not part of your job
description or call, you should not initiate posts on social media
as one speaking for the congregation or its mission. If you have
questions about what you should or should not share, ask your
supervisor. Do not share information about members, staﬁ?/,
decision-making processes, programs, etc., unless it is required
by your job description.

If you use social media, you should be familiar with the
congregation’s Social Media Policy and Guide. What you share
on social media is public and should be assumed to stay public in
perpetuity. What you share is just like what you say or write. You
can be held accountable for all your communications if they
violate the policies of the congregation or the expectations of
your position.
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The Core Competencies expected of all employees include the
evaluation of communication and character. So, make sure what
you say is clear, honest, professional, effective, and does not
violate any confidences.

Unless your job description or call requires public
communication about the mission, values, core beliefs, and vision
of the congregation, please use social media on your own time.
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HOLY TRINITY LUTHERAN CHURCH
EMPLOYEE HANDBOOK & STAFF COVENANT
VERIFICATION FORM

| acknowledge that | have received and read the Employee
Handbook and the Staff & Leadership Covenant. | will abide by
the procedures and policies of the congregation outlined therein.
| will address my questions to my supervisor.

| understand that my employment relationship with HTLC is that:

| am an at-will employee.

| am a contracted employee.

___lam arostered employee subject to the terms of a call.

Employee's Signature Date Signed
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APPENDIX1

HOLY TRINITY LUTHERAN CHURCH
STAFF & LEADERSHIP COVENANT

Safety and Confidentiality

What takes place and is discussed between staff members stays
between staff members except in cases outlined by the
personnel policies of the congregation related to grievances and
harassment. Sharing feelings, frustrations, complaints, and
conflicts that may occur between staff members with anyone but
the other staff person involved, and when necessary, your
supervisor is grounds for dismissal.

Management discussions and decisions will not be shared with
others beyond the staff unless the whole team agrees that it is
appropriate to do so, and it is beneficial to the mission of the
congregation.

Pastoral care information about members will not be shared
beyond the staff involved in the care of and prayer for members.
Decisions about what information can be shared beyond the staff
rest with the pastors.

One-to-one meetings to counsel or provide care will not take
place outside office hours when another staff member is not
proximate. When necessity calls for such meetings to take place
after hours, a public place is best used (hospital rooms, coffee
shops, etc.).

Sensitive discussions or situations that could lead to
misunderstandings or perceived violations of professional
boundaries should be documented and discussed with your
supervisor as soon as possible.

Good Cooperation
Staff Members:

e Will deploy staff or volunteers to do ministry ensuring
they are mentored regularly and trained to succeed.

e Will not bury issues and problems but will work for
positive resolutions and reconciliation.
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e  Will not miss assigned staff meetings without substantial
reason.

e Will never communicate through triangles within the staff
or congregation. A “triangle” is the act of involving a third
party in a problem with the intent of gaining support
against another; it is the act of avoiding conflict with
another by involving others with no plan for reconciliation
or resolution.

e  Will not support or participate in unhealthy behaviors
(triangles, gossip, sabotage) in the congregation, but will
work to model and promote healthy behavior.

e Will not act in any way that contributes to congregational
conflict.

e  Will not undermine or resist decisions implemented by
the staff once the decision is made.

e Will not accept praise and thanks for ministry done as an
individual or for the purpose of self-promotion, but only
as a member of a team that makes every team member’s
ministry possible.

e Will not speak or act in ways that denigrate or show
disrespect to any team member to other team members
or members of the congregation.

e Will be quick to praise others and quick to accept
responsibility for anything that may go wrong.

e Willinterpret what other staff members do and say in the
best possible light.

e Will participate constructively in staff dialogue leading up
to decisions.

e Will promote teamwork by consistently looking for ways
to cooperate and integrate areas of ministry areas and job
duties to advance the mission of the whole congregation.

e Wil promote teamwork by willingly lending a hand to
other staff members when invited.

e Will promote teamwork by not rescuing or enabling
others without invitation or interfering in the duties
assigned to others.
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Decision-Making Habits

Staff members will:

e Always make team building and the development of
loving relationships a part of each team meeting.

e Always ensure that every decision made is supported in
Scripture and aligned with the church’s mission, vision,
and core values and beliefs.

e Always evaluate mission and ministry in terms of
excellence. Good is never enough - you must demand
excellence for Christ’s sake to be effective at fulfilling
your mission and vision.

e Always abide by the decisions made by the team and
leadership and show support for decisions. The time for
concerns and disagreement is before decisions are made,
never after.

e Always make decisions that advance the gospel and the
mission of the congregation, never because we wish to
avoid conflict, avoid the bad reaction of others, or
because it is different from past practice.

Biblical Guidance and Expectations for Staff and Leadership

Matthew 7:1-5 "Do not judge, so that you may not be judged. 2
For with the judgment you make you will be judged, and the
measure you give will be the measure you get. 3 Why do you see
the speck in your neighbor's eye, but do not notice the log in your
own eye? 4 Or how can you say to your neighbor, 'Let me take
the speck out of your eye," while the log is in your own eye? 5 You
hypocrite, first take the log out of your own eye, and then you will
see clearly to take the speck out of your neighbor's eye.

Galatians 5:22-26 22 By contrast, the fruit of the Spirit is love, joy,
peace, patience, kindness, generosity, faithfulness, 23 gentleness,
and self-control. There is no law against such things. % And those
who belong to Christ Jesus have crucified the flesh with its
passions and desires. % If we live by the Spirit, let us also be
guided by the Spirit. 2 Let us not become conceited, competing
against one another, envying one another.

Ephesians 4:25 - 5:2 %5 So then, putting away falsehood, let all of
us speak the truth to our neighbors, for we are members of one
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another. 2 Be angry but do not sin; do not let the sun go down on
your anger, ¥ and do not make room for the devil. 2 Thieves
must give up stealing; rather let them labor and work honestly
with their own hands, so as to have something to share with the
needy. ¥ Let no evil talk come out of your mouths, but only what
is useful for building up, as there is need, so that your words may
give grace to those who hear. 3° And do not grieve the Holy
Spirit of God, with which you were marked with a seal for the day
of redemption. 3" Put away from you all bitterness and wrath and
anger and wrangling and slander, together with all malice, 32 and
be kind to one another, tenderhearted, forgiving one another, as
God in Christ has forgiven you. 5:1 Therefore be imitators of God,
as beloved children, 2 and live in love, as Christ loved us and gave
himself up for us, a fragrant offering and sacrifice to God.

Colossians 3:12-17 2 As God's chosen ones, holy and beloved,
clothe yourselves with compassion, kindness, humility, meekness,
and patience. 3 Bear with one another and, if anyone has a
complaint against another, forgive each other; just as the Lord
has forgiven you, so you also must forgive. * Above all, clothe
yourselves with love, which binds everything together in perfect
harmony. ™ And let the peace of Christ rule in your hearts, to
which indeed you were called in the one body. And be thankful.
Let the word of Christ dwell in you richly; teach and admonish
one another in all wisdom; and with gratitude in your hearts sing
psalms, hymns, and spiritual songs to God. 7 And whatever you
do, in word or deed, do everything in the name of the Lord Jesus,
giving thanks to God the Father through him.

| have received a copy of this document and understand that the
expectations, limitations, guidance, and practices outlined shall
govern my behavior as a member of the staff and/or ministry
team of Holy Trinity Lutheran Church. Consistent failure to
abide by these expectations may be grounds for dismissal.

Leader/Staff/Employee Signature:

Date:
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" http://www.ncsl.org/research/labor-and-employment/at-will-
employment-overview.aspx

https://www.dhs.gov/sites/default/files/publications/active shoo

ter pocket card 508.pdf
it A drug-free workplace means that alcohol or controlled

substances in schedule | through V of section 202 of the
Controlled Substance Act and as further defined in regulation at
21 CFR 1308.11 - 1308.15, or as defined in any applicable lowa law,
shall not be used or tolerated in or on the congregation’s
property without a valid prescription.

v l[owa Code 91A

Holy Irinity

Holy Trinity Lutheran Church
517 SW Des Moines Street
Ankeny, lowa 50023
www.holytrinityankeny.org
515-964-4348
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