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PROLOGUE

This Personnel Policies and Procedures Handbook is presented as a matter of information only and is not intended to create any contractual rights in favor of you or ----. The employment relationship is on an “At-Will” basis that can be terminated either with or without reason, with or without notice, at any time, at the option of either you or ----. No policy or practice of ---- should be construed to change this relationship. An appeal of a personnel decision may be made to the pastor. 

The information contained in this handbook is presented for the benefit of all current and future employees.  Our intent is to supply as much information as possible concerning ----’s practices, benefits, regulations and rules of conduct. The Diocese of Des Moines is committed to periodically reviewing this information and reserves the right to revise and update this handbook at any time.  Parishes, schools and other diocesan entities will be notified regarding any changes or replacements to the handbook.

Parishes and other entities are encouraged to not change any portion of this handbook except the highlighted yellow sections that are unique to your parish.  The highlighted yellow sections are intended for the insertion of the parish, school or other diocesan entity name and/or for other policy terms particular to your entity.  The Roman Catholic Diocese of Des Moines will make changes to the handbook as policies and laws change.  Please contact the Roman Catholic Diocese of Des Moines prior to making any changes or omissions. 

It is required that each employee complete an acknowledgement form to confirm all employees have received a copy of this handbook.  The completed acknowledgement form shall be filed in personnel files. 

All employee handbooks and employee handouts issued prior to January 1, 2016 are replaced by this handbook.  Documents issued prior to this date should be discarded.

 

101 INTRODUCTION
101.1 Required Policies in all Handbooks
The following policies are to be included in all handbooks.

1. Section 201.1 Statement of Equal Opportunity

2. Section 201.2 Statement of General Non-Discrimination/Harassment Policy

3. Section 201.3 Statement of Specific Policy on Sexual Harassment

4. Section 201.4 Other Types of Harassment

5. Section 201.6 Breastfeeding/Expressing Requirements

6. Section 201.8 Statement of a Drug Free Workplace

7. Section 201.10 Code of Conduct for Personnel
8. Section 201.23 Tobacco-Free Environment

9. Section 201.28 Employment and Volunteer Opportunities Outside of Employment

10. Section 201.29 Political Activity

11. Section 201.30 Statements & Positions Contrary to Official Positions of the Church

12. Section 301.12 Family and Medical Leave

13. Section 301.14 Leave Rights Related to Military Service

14. Section 301.15 How and When Leave May Be Taken

15. Section 301.16 Advance Notice of Leave Requirements

16. Section 301.17 Medical Certification

17. Section 301.18 Use of Paid Leave

18. Section 301.19 Rights and Benefits During Leave

19. Section 301.20 Employer Responsibilities

20. Section 301.21 Returning to Work

21. Section 301.22 Non-Discrimination

22. Section 301.23 Confidentiality

23. Section 301.24 Enforcement

24. Section 301.29 Military Leave

25. Section 501.1 The ---- Benefit Program
26. Section 501.2 Medical/Dental Insurance

27. Section 501.3 Pretax Deduction (Section 125)

28. Section 501.4 Life Insurance

29. Section 501.5 Disability Insurance

30. Section 501.6 Retirement Plan

31. Section 501.7 Workers Compensation-Accidents/Job-Related Injuries

32. Section 501.8 Social Security (FICA)

33. Section 701.1 Personnel Records Review Procedures

34. Section 801.1 Employee Resignation/Termination

35. Section 801.2 Exit Interviews/Return of Property

36. Section 801.3 Final Paycheck
101.2 Beliefs and Professional Ethics

Staff members, by the nature of their work with clients, other organizations and their personnel, bear a major responsibility for adherence to ---- rules of conduct and those of the Catholic Church.

Each member of the staff is expected to be thoroughly familiar with the various rules of professional ethics.





The ---- employee must:

1. Promote decisions which only support beliefs of the Catholic Church.

2. Promote public and parish confidence in ----.

3. Keep safe all funds and other properties of the ----.

4. Perform the work of ---- diligently, promptly and efficiently.

5. Maintain a positive image to pass constant public and church scrutiny.

6. Maintain a respectful attitude toward employees, church officials, colleagues, associates and parishioners.

7. Comply with all policies, rules and regulations applicable to the ----.

The ethical employee accepts the responsibility that his or her mission is that of servant and steward of ----.

---- is committed to high standards of conduct by and among employees in the performance of their duties.  Individual and collective adherence to high ethical standards is central to the mission of ----.

While employees may agree on the need for proper conduct, they may experience personal conflict or differing view of values or loyalties.  In such cases the principles contained in Catholic teaching provide valuable guidance in reaching decisions which are governed, ultimately, by the dictates of a properly formed individual conscience of the employee and his or her commitment to the common good.

101.3 Open Door/Open Communication

All supervisors must practice an open door policy with their employees. ---- encourages its employees to discuss any issues they may have with a co-worker, directly with that person.  If a resolution is not reached, the employee should arrange a meeting with his/her supervisor to discuss any concern, problem, or issue that arises during the course of his/her employment.  ---- is open to every employee’s concerns and ideas for workplace improvement.  Supervisors will take employee suggestions seriously and, when appropriate, the supervisor may discuss an employee’s idea with the employee. 

101.4 Complaint Procedure

A complaint is defined as any dispute between ---- and the employee concerning the application of these rules and policies.  All complaints and responses to complaints must be in writing and signed by the affected parties.

The following procedures shall apply to all employees:

Step 1- An employee shall discuss a complaint or problem orally with his/her supervisor within five (5) work days following its occurrence in an effort to resolve the problem in an informal manner.

Step 2- If no timely decision has been made within five (5) work days following the discussion at Step 1, the employee shall then present the written complaint to the employee’s pastor.  The complaint shall state the nature of the issue, the facts and witnesses as they are known to be, and the remedy sought. 

Step 3- A decision is expected to be made within five (5) work days following the discussion at Step 2.  
101.5 Confidentiality

Privacy and trust are implicit in ---- staff.  Every person employed by ---- is obligated to refrain from any discussion or disclosure of confidential matters. 

Each employee must make every responsible effort to ensure that all confidential records are kept under proper physical safeguards, that they can be reconstructed in the event of fire or other disaster, and that they will not be seen by unauthorized persons.

It is improper to discuss business outside ---- or to make comments on social media regarding parish business.  

To discuss or disclose the parish’s affairs may be in violation of the obligation for confidentiality and may result in disciplinary action up to and including termination.
201 GENERAL POLICY STATEMENTS/EMPLOYEE CONDUCT
201.1 Statement of Equal Opportunity

It is the policy of ---- to extend equal employment opportunity to all employees and applicants for employment who meet the qualifications established for the class or position for which the application is made. It is also the policy of ---- not to discriminate against any employee or applicant for employment on the basis of race, religion, color, sex, national origin, age, sexual orientation, gender identification or genetic information, physical or mental disability, veteran status or any other characteristic protected by applicable laws. Because   ---- is a Catholic entity there will be certain positions for which ---- may require that the position be filled with a person who is a member of the Catholic faith in good standing. 
 ---- recognizes that the effective application of a policy of equal employment opportunity will include a strong administrative involvement and commitment. ---- will, therefore, make known the availability of and advance the objectives of equal employment opportunities on the basis of individual capabilities, motivations, and merit. 

201.2 Statement of General Non-Discrimination/Harassment Policy

It is the policy of ---- that all employees have a right to work in an environment free of discrimination, which includes freedom from harassment – whether that harassment is based on sex, age, race, national origin, religion, disability, sexual orientation, gender identification, marital status, veteran status or any other characteristic protected by applicable laws. ---- prohibits harassment of its employees in any form – by supervisors, co-workers, or non-employees.

Harassment of any kind infringes on an employee’s right to a professional work environment, and is a form of misconduct, which undermines the integrity of the employment relationship.  Harassment refers to conduct which is offensive to the individual and thus harms morale and interferes with the effectiveness of work on behalf of ----.
Such conduct may result in disciplinary action up to and including dismissal of the employee who harasses others. With respect to non-employees, offenders will be asked to leave and not return to the premises.

201.3 Statement of Specific Policy on Sexual Harassment

(See Code of Conduct, Appendix B, Catholic Schools Policy 478 and 478.1)

It is a policy of ---- to prohibit sexual harassment of its employees in any form.  Such conduct may result in disciplinary action up to and including dismissal.

The following conduct is illegal:

Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when:
1. Submission to such is made either explicitly or implicitly a term or condition of an individual’s employment.  Submission to or rejection of such conduct by an individual is used as the basis for employment decisions affecting such individual.

2. Such conduct has the purpose or effect of substantially interfering with an individual’s work performance or creating an intimidating, hostile or offensive working environment.

The following is a partial list of conduct that would be considered sexual harassment:

1. Unwanted sexual advances.

2. Offering employment benefits in exchange for sexual favors.

3. Making or threatening retaliation after a negative response to sexual advances.

4. Visual conduct such as leering, making sexual gestures, displaying sexually suggestive objects or pictures, cartoons, calendars, or posters.

5. Verbal conduct such as making or using derogatory comments, epithets, slurs, sexually explicit jokes, sexual banter or innuendoes, or comments about an employee's body or manner of dress.

6. Written communications of a sexual nature distributed in hard copy or via a computer network.

7. Verbal sexual advances or propositions.

8. Verbal abuse of a sexual nature, graphic verbal commentary about an individual's body, sexually degrading words to describe an individual, suggestive or obscene letters, notes or invitations.

9. Physical conduct such as touching, assault, impeding or blocking movements.


10. Retaliation for making harassment reports, threatening to report harassment or participating in a harassment investigation.

Sexual harassment can occur between employees of the opposite sex or of the same sex.  It is unlawful for males to sexually harass females or other males, and for females to sexually harass males or other females.  Sexual harassment can occur between supervisors and subordinates, employees and non-employees and between co-workers.

201.4 Other Types of Harassment

 ---- also prohibits other forms of harassment on the basis of race, color, national origin, religion, gender, sexual orientation, gender identity, physical or mental disability, age, marital status, 

veteran status or any other characteristic protected by applicable laws.  Such prohibited harassment includes, but is not limited to, the following:

1. Verbal conduct such as threats, epithets, derogatory comments or slurs.

2. Visual conduct such as derogatory posters, photographs, cartoons, drawings or gestures.

3. Written communications containing statements that may be offensive to individuals in a particular protected group, such as racial or ethnic stereotypes or caricatures.

4. Physical conduct such as assault, unwanted touching or blocking normal movement.

5. Retaliation for making harassment reports, threatening to report harassment or not participating in a harassment investigation.

Just as harassment is a serious situation, so too is the filing of a frivolous claim of harassment.  Any claim proven to be unfounded or frivolous will be dealt with appropriately, ---- is committed to providing a work environment that is free of all discrimination. 
201.5 Harassment Complaint Procedure

Any employee who believes he or she has been subjected to harassment prohibited by this policy should immediately report that behavior to his or her supervisor or pastor.
If an employee becomes aware of harassing conduct engaged in or suffered by an employee, regardless of whether such harassment directly affects that employee, the employee should immediately report that information to his or her supervisor or pastor.
Whenever ---- is made aware of a situation that may violate this policy, ---- will conduct an immediate, thorough and objective investigation of any harassment claims.  

If ---- determines that prohibited harassment has occurred, it will take appropriate action against any person found to have engaged in prohibited harassment.  A determination regarding the alleged harassment will be made and communicated to the person claiming harassment as soon as practical.  The type of discipline administered will be dependent upon the severity of the conduct, as well as any other factors presented in the particular circumstances.  Employees violating this policy are subject to disciplinary action up to and including termination. 

 ---- strictly prohibits retaliation against any person by another employee or by ---- for using this complaint procedure, reporting harassment, or for filing, testifying, assisting or participating in any manner in any investigation, proceeding or hearing conducted.

Prohibited retaliation includes, but is not limited to, termination, demotion, suspension, failure to hire or consider for hire, failure to give equal consideration in making employment decisions, failure to make employment recommendations impartially, adversely affecting working conditions or otherwise denying any employment benefit.

201.6 Breastfeeding/Expressing Requirements

---- will provide a reasonable break time for an employee to express breast milk for her nursing child each time the employee has need to do so.  The employee should contact their supervisor to make arrangements.

201.7 Professional Appearance

Employees are expected to conduct themselves in the utmost professional and respectful manner while working in their official capacity for ----. Employees are required to dress in appropriate business attire or clothing consistent with their position. 

All work spaces and environments shall be kept clean, orderly, and professional. Work environments are a reflection of ---- and every effort should be made to keep work surfaces, equipment, vehicles, and equipment free of clutter and potential safety hazards. Files and cabinets containing sensitive or confidential information shall be locked or properly stored.

201.8 Statement of a Drug Free Workplace

It is a policy of ---- to employ a workforce free from use of illegal controlled substances and abuse of legal drugs or alcohol. ---- prohibits the manufacture, sale, possession or use of narcotics and other illegal substances on any of ---- premises.  Such activities are unlawful.  Such action constitutes a potential danger to the security and welfare of other employees and exposes ---- to the risk of funds and property loss.  Accordingly, it is the policy of ---- that the possession or sale of illegal substances by an employee on the premises is strictly prohibited.  It is strictly prohibited for an employee to report to work, or who is at work, under the influence of alcohol or an illegal substance.

If an employee becomes aware of another employee selling, purchasing, transferring or using illegal substances while on the job, he/she is expected to take prompt action to report the circumstances to the supervisor or the pastor. If an employee is using prescription drugs for medical purposes, and such drug usage may impair work performance, the employee should consult with his/her supervisor.  If the medication affects one’s work or ability to drive a car for   ----, the employee should be under a doctor’s care. Arrangements for necessary time off or an alternate job function will be addressed on a case-by-case basis. 

201.9 Personal Conduct

The reputation of ---- depends upon the confidence and respect employees generate while in their offices or at their workstations, representing ---- at functions outside the office.  Employees must be able to work with others, to comply with the rules and regulations of ----, adjust to change, and promote the best interests of ----.  Where conduct does not meet expectation, corrective action, which could include termination, will take place.

201.10 Code of Conduct for Personnel
I. Introduction

Personnel of ---- uphold Christian values and conduct. They also know that God’s goodness and graces support them in their work. In following the Gospel, they are to act properly at all times. The conduct of personnel, both public and private, has the potential to inspire and motivate people, or scandalize and jeopardize their faith. 

This Code of Conduct establishes a framework for ethical behavior for personnel. Personnel must be aware of the responsibilities that accompany their work. This code is also intended to stimulate discussion within the Church community in order to broaden consensus on standards of practice and further refine them. These standards cannot address all the ethical questions which involve personnel; nor does it supersede canon or civil law. Current and new employees are to receive training and education about this Code of Conduct.

Responsibility for adherence to this Code of Conduct rests with personnel themselves. Disregard of these standards will be dealt with by the appropriate authorities. Remedial action may take various forms from counseling to removal from the position and/or termination of ministry/employment.

(* For purposes of this Code of Conduct, “personnel” includes those listed in Appendix A of this document.)

II. General Principles

The following principles have guided the development of this Code of Conduct.

Integrity
Personnel are persons of integrity and conduct themselves in an honest and open manner, free from deception or corruption.

Respect for Others
Personnel respect the rights, dignity and worth of each person, respecting each individual as a creation of God. Personnel are sensitive to cultural differences among people and appreciate the richness that diversity brings. 

Well Being
Personnel attend to their own human, spiritual, intellectual, and pastoral well-being, and support others in their developing wellbeing.
Competence
Personnel maintain high levels of professional competence in their particular work. Training, education and experience all contribute to make them competent and credible in their areas of expertise.

III. Standards for Conduct in Professional Relationships
1. Administration

Personnel exercise just treatment of others in day-to-day operations. 
1.1 Personnel relate to all people with respect, sensitivity and reverence. Meetings/conversations are conducted with patience and courtesy respectful of the views of others, in an environment where it is safe for others to offer constructive criticism.

1.2 Personnel empower others, supporting each person to live the life to which God calls them. They work in ways that respect the different talents people bring to the Church. 

1.3 Personnel exercise responsible stewardship of all resources. They ensure that in their area of work, there is a clear accounting of all funds and materials. Parish finances are to be managed in cooperation with the parish finance council as required by canon law.

2. Conduct in Counseling

Personnel who conduct counseling for families, individuals, or groups, respect their rights and advance the welfare of each person.
2.1 Personnel do not exceed their competence in counseling situations. The parameters are dictated by their training, certification, or licensure from the state of Iowa.

2.2 If conducting group sessions, clients are not subject to trauma or abuse resulting from group interactions. Personnel must state to group participants the nature of the group, and the parameters of confidentiality of all individual disclosures.

2.3 Personnel do not disclose information learned from counseling sessions. Personnel should inform the counselee that confidentiality is limited when there is clear and imminent danger to the client or to others. In such cases, personnel must contact the necessary authorities or other professionals.

2.4 In cases where the counselee is in a counseling relationship with another professional, personnel should make clear what services they can provide to the counselee.
2.5 Personnel who leave their position while conducting counseling should help make appropriate referrals for continued care. When possible personnel should provide those whom they are counseling thirty days written notice they are leaving their position.

2.6 Personnel ordinarily do not begin a counseling relationship with someone with whom they have a preexisting relationship (i.e., employee, professional colleague).

2.7 Personnel are forbidden to engage in sexual conduct with those whom they counsel.

2.8 Physical contact with the counselee should be avoided. In situations where physical contact is initiated by a counselee, use sound discretion and moderation.

2.9 It should always be clear to both the personnel and the counselee that a counseling relationship is in process. This presumes that counseling is conducted in an appropriate setting and at appropriate times. Counseling should not be done in private living quarters or at places or times that would be ambiguous or misleading to the counselee.

2.10 Personnel maintain appropriate boundaries in all counseling relationships. During the course of the counseling relationship, personnel ordinarily do not engage in socializing with counselees.

2.11 Personnel who conduct counseling should exercise personal accountability by engaging in professional peer consultation and/or supervision as appropriate and maintain a written record of all counseling sessions.

2.12 When personnel are unable to provide appropriate assistance, they should advise the party/parties that he/she can no longer provide counseling and refer the counselee to other counselors.

3. Conduct with Minors

Personnel working with minors should use appropriate judgment to ensure trusting relationships marked by personal and professional integrity. There are times when one-on-one involvement with minors is unavoidable. If it is necessary to depart from these guidelines, adults should be aware of any departure and be able to explain their actions as conforming to principles of Christian ministry.  

3.1 Personnel must be aware of their own vulnerability and that of any individual minor with whom they may be working. In every instance possible, a team approach to youth activities should be considered. Personnel should avoid establishing any exclusive relationship with a minor and exercise due caution when they become aware of a minor desiring such a relationship.

3.2 Avoid physical contact when alone with a minor. In situations where physical contact is necessary and proper, use sound discretion and moderation. If a minor initiates physical contact out of affection, an appropriate response is proper if not prolonged.

3.3 Seek more than one responsible adult to be present at events involving minors, such as games and athletic activities.

3.4 Personnel do not use or supply alcohol and/or illegal drugs when working with minors.

3.5 Personnel do not provide any sexually explicit, inappropriate, or offensive material to minors.

3.6 Other than a close familial relationship, church leaders should not provide shared or private, overnight accommodations for individual young people including, but not limited to, accommodations in any church-owned facility, private residence, hotel room, or any other place where there is no other adult supervision present. 

3.7 Personnel should know and understand the Diocesan policy regarding sexual abuse by clergy and Diocesan procedures contained in this code for reporting misconduct involving minors.

4. Sexual Conduct

Personnel do not exploit the trust of the community for sexual gain or intimacy. 
4.1 Personnel are not to exploit persons for sexual purposes.

4.2 It is the personal and professional obligation of personnel to be knowledgeable about what constitutes sexual exploitation of another and to be familiar with the laws of the State of Iowa regarding sexual exploitation, sexual harassment, sexual abuse, and sexual assault.

4.3 Personnel are called always within Church teaching to chastity in all relationships. Personnel, whether committed to celibacy, single or married lifestyles, are called to witness in fidelity to chastity.

4.4 Allegations of illegal misconduct will be reported to the authorities. Any sexual exploitation of others is contrary to the policy of the ----.

4.5 Personnel should be knowledgeable of and comply with the State of Iowa mandatory reporting requirements, as well as the Code of Conduct and policies on sexual abuse.

5. Professional Behavior

Personnel do not engage in physical, psychological or verbal harassment of employees, volunteers, or others and will not tolerate such harassment by other employees or volunteers.
5.1 Personnel are committed to providing a professional work environment for their employees, which is totally free from such harassment. Personnel should strive for a work environment that is free from intimidation and harassment based on any of these factors.

5.2 Harassment encompasses a broad range of physical or verbal behavior, which can include, but is not limited to, the following:

Physical or mental abuse;

Racial insults;

Derogatory ethnic slurs;

Unwelcome sexual advances or touching;

Sexual comments or sexual jokes;

Requests for sexual favors used as a condition of employment or affecting any personnel        decision such as hiring, promotion, or compensation;

Treating someone less favorably based upon their gender;

Display of offensive materials.

5.3 Harassment can occur as a result of a single incident or a pattern of conduct which results in the creation of a hostile, offensive, or intimidating work environment.

5.4 Personnel are to follow the established procedure for reporting of harassment, and are to ensure that no retaliation for bringing forward a claim of harassment will be tolerated. (Diocesan Board of Education regulation 478.1) (Appendix B)
5.5 Personnel are to ensure that there is a clear policy on reporting harassment for both employees and volunteers. (Diocesan Board of Education policy 478) (Appendix B)

6. Confidentiality

Information disclosed to personnel during the course of counseling, advising, spiritual direction and any other professional contact shall be held in strictest confidence.
6.1 Individuals who come to personnel should feel that they are entering a relationship marked by respect, trust and confidentiality.

6.2 Personnel are bound to safeguard the confidentiality of any notes, files, or computer records pertaining to professional contact with individuals.

6.3 If consultation with another professional becomes necessary, utmost care should be taken to do so only by using non-identifying information; when this is not possible, the other professional must be bound to the same degree of confidentiality as the personnel. If the other professional is not so bound, the disclosure should not be made.

6.4 When consultation is necessary, personnel must exercise great care to limit the content of the information to be shared. Personnel must first determine: what is the precise information that personnel needs to have shared; with whom is the information to be shared; and why does it need to be shared.

6.5 Knowledge that arises from professional contact may be used in teaching, writing and preaching or other public presentations only when effective measures have been taken to absolutely safeguard individual identity and confidentiality.

6.6 Except as provided above with respect to consultation, confidential information can be disclosed only with the written, informed consent of the individual. In legal proceedings in which personnel is a defendant and the allegations stem from a professional contact, the disclosure of confidential information gained in that contact is permitted only to the minimum necessary to achieve the purpose of defense.
6.7 When entering into a counseling or pastoral relationship with an individual, personnel instruct the individual from the outset regarding several exceptions to the ordinary rights to confidentiality: threats of self-inflicted harm to the individual and threats against others because of the individual’s emotional status or behavior. Threats of self-harm may also include suicidal ideation with a plan to commit the act and/or plans to commit violence against another. In these situations, which pose a grave risk for the individual’s welfare and the welfare of others, communication of information to a parent or legal guardian and/or to the civil authorities should occur expeditiously with or without the consent of the individual. 

6.8 Under no circumstances whatsoever can there be any disclosure, even indirect, of information received through the confessional.

7. Reporting Misconduct

Personnel have a responsibility to report ethical misconduct on the part of other personnel.
7.1 In cases where there are indications of illegal actions by personnel, notification should be made immediately to the proper civil and Church authorities.

7.2 In cases where there are indicators of unethical, but not illegal actions by personnel, notification should be made to the proper Church authorities. 

7.3 All accusations and concerns, either past or present, involving the sexual abuse of a minor and/or adult sexual exploitations, as defined by Iowa law, must be reported promptly to the pastor.

7.4 In cases relating to the sexual abuse of a minor by clergy, the ---- Policy Regarding Sexual Abuse of a Minor by a Member of the Clergy will pertain. Other allegations of unethical misconduct will be investigated by the ---- and restrictions/termination of ministry/employment may be imposed. Diocesan protocol and procedures will be followed to insure the rights of all involved and to facilitate justice for the aggrieved.

7.5 Where circumstances dictate, the reporting and investigation procedures set forth under Iowa Administrative Code Section 281.102 should be followed. (Diocesan Board of Education policy 478 and regulation 478.1) (Appendix B)

8. Electronic Communications

Information and technology resources are used to support the pastoral, educational, instructional and administrative endeavors of church leaders.
8.1 Under no circumstances shall any postings, voicemail, e-mail or Internet originating at diocesan or parish property be in violation of teachings of the Catholic Church, the letter or spirit of the diocesan Equal Employment Opportunity or Sexual Harassment policies or the restrictions against 501c(3) tax exempt organizations. Communication tools should not be used for personal gain, partisan political activity, for gambling, or to solicit others for activities unrelated to diocesan business. Under no circumstances can electronic communications be used to carry defamatory, discriminatory or obscene material.

8.2 The intended transmission or reception of any material in violation of any national, state or local regulation is prohibited. The intended transmission or reception of materials such as pornography that would violate the moral teaching of the Catholic Church or be scandalous to the Church on diocesan or parish equipment is also prohibited. 

8.3 The ---- respects the personal privacy of its personnel. However, because communication tools are provided for business purposes, personnel rights of privacy in this context are quite limited. There should be no expectation that any information transmitted or stored on diocesan or parish equipment is, or will remain, private. In the course of their duties, system operators and managers may monitor employee use of the Internet or review the contents of stored or transmitted data. E-mail should not be considered a confidential means of correspondence. Illegal activities or usage will be reported to law enforcement.

8.4 Violations of these procedures can result in responses ranging from denial of future access to termination of ministry/employment.
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201.11 Corrective Action for Unacceptable Performance/Behavior

It is important that employees perform to the best of their abilities at all times.  There may be occasions, however, where one may perform at an unsatisfactory level, violate a policy, or display inappropriate behavior.  As previously noted, employment may be terminated at will by the employee or ---- at any time with or without reason and without following any system of corrective action.  Nevertheless, the parish may choose to exercise its discretion to utilize forms of corrective action that are less severe than termination in certain cases.  This will provide the employee advance notice, whenever possible, of problems with performance or behavior in order to provide him/her an opportunity to correct the problem.  Examples of such less severe forms of corrective action include verbal warnings, written warnings, probationary action/suspension, and demotion.

Although one or more of these steps may be taken in connection with a particular employee, no formal order or system is required.

201.12 Attendance and Punctuality

---- expects employees to be conscientious about attendance and punctuality at work.  It is important that colleagues can depend on each other in this regard.

Planned absences, such as vacation, scheduled personal time, or leave without pay are to be reported to his/her supervisor as far in advance as possible.

If an employee is going to be absent for unplanned reasons or anticipates a late arrival, the supervisor should be notified no later than the scheduled starting time.  If the absence extends more than one day and the date of return is indefinite, the employee must keep his/her supervisor informed of the situation by reporting daily, unless otherwise excused, as to the reason for continued absence and the probable date of return.  If absent for more than three consecutive days, ---- reserves the right to request a doctor’s release before the employee returns to work.

Unreported absences will be treated as time-off without pay and considered as being non-compliant with this policy.  If an employee is absent from work for three (3) consecutive days, and does not notify one’s supervisor during that period, he/she will be considered to have voluntarily resigned.

201.13 Social Media Guidelines
 
Any inquiries or communication with the media (radio, TV, newspaper, news services) must be directed to the pastor. All press releases will be made through or authorized by the pastor.
Introduction

These guidelines are offered as a synthesis of best practices. They include material compiled from church entities, for-profit corporations, and non-profit organizations. Suggestions and comments are welcome at CommDept@usccb.org.

In this document, “church personnel” is defined as anyone—priest, deacon, religious, bishop, lay employee, or volunteer—who provides ministry or service or is employed by an entity associated with the Catholic Church.

Department of Communications United States Conference of Catholic Bishops June 2014.
Guiding Principles 

"Communication is a means of expressing the missionary vocation of the entire Church; today the social networks are one way to experience this call to discover the beauty of faith, the beauty of encountering Christ. In the area of communications too, we need a Church capable of bringing warmth and of stirring hearts" (Pope Francis' Message for the 48th World Communications Day [WCD], 2014. . . ).

Social media is fundamentally changing how people communicate. Our Church cannot ignore it; in fact, it is our responsibility as Catholics to bring the Church's teachings into what Pope Benedict XVI called the "digital continent."

As Pope Francis wrote in the 48th World Communications Day message. . . , "The revolution taking place in communications media and in information technologies represents a great and thrilling challenge; may we respond to that challenge with fresh energy and imagination as we seek to share with others the beauty of God."

The Church can use social media to encourage respect, dialogue, and honest relationships—in other words, "true friendship" (Pope Benedict XVI's Message for the 43rd World Communications Day, 2009. . . ). To do so requires us to approach social media as a powerful means of evangelization and to consider the Church's role in providing a Christian perspective on digital literacy.

Before beginning work on social media guidelines, consider reading all of the World Communications Day messages issued since 2006, since each message focuses on social media.

The Church and Social Media: An Overview 

Social media offer both opportunities and challenges to Catholic organizations. These can be grouped into three primary categories: 

· Visibility
· Community

· Accountability

Visibility 

Online social media communities are vast and are growing at a rapid pace. For example, there are now more active Facebook accounts than there are Catholics, worldwide. Given the size and scope of these communities, they offer excellent forums for the Church's visibility and evangelization.

The key question that faces each church organization that decides to engage social media is, how will we engage? Careful consideration should be made to determine the particular strengths of each form of social media (blogs, social networks, text messaging, etc.) and the needs of a ministry, parish, or organization. The strengths should match the needs. For instance, a blog post may not be the most effective way to remind students of an event. However, a mass text message to all students and their parents telling them that the retreat begins at 9 a.m. may be very effective.

Because of the high volume of content and sites and the dynamics of search engines and computer networking, social media require constant input and monitoring to make the Church's presence effective. To keep members, a social networking site such as a blog needs to have new content on a regular basis. In the case of social media, the axiom "build it and they will come" is not applicable. It may seem paradoxical, when considering the fluidity of social media, but good planning and strategizing is as essential, if not more so, when approaching social media, versus traditional media. 

Community 

Social media can be powerful tools for strengthening community, although social media interaction should not be viewed as a substitute for face-to-face gatherings. Social media can support communities in a myriad of ways: connecting people with similar interests, sharing information about in-person events, providing ways for people to engage in dialogue, etc.

The use of social media should be well integrated into the overall communication strategy for the organization. Users move seamlessly across multiple platforms, receiving information and entering into dialogue using print, oral, video, and digital communications, in a variety of settings. Effective communication strategies recognize the expectations and preferences of the community and develop messages suited to those expectations and preferences.

A well-considered use of social media has the ultimate goal of encouraging "an authentic culture of encounter" (WCD message, 2014), or, to use the parlance of the practitioners, "creating engagement."

With the rapid acceptance of digital social networks, the "digital continent" has become very crowded. The Church can be successful in being heard above the fray by creating engagement. Engagement is defined as the activity that happens around a message posted on a social network. This activity includes likes, comments, and shares. The more engagement that happens on a particular message, the more it will be seen.

Accountability 

Social media provide tools for building community. Membership in communities also requires accountability and responsibility. Users of social media expect site administrators to allow dialogue, to provide information, and to acknowledge mistakes. The explosion of information available to social media consumers has meant that they often only use information from trusted sites or sites recommended by those whom they trust.

While not every demand or inquiry can be met, it is important that creators and site administrators of social media understand both how much social media are different from mass media and the expectations of their consumers. Creators and consumers of mass media generally accept their one-way conversations (letters to the editor being the exception). Social media's emphasis is on the word "social," with a general blurring of the distinction between creators of content and consumers of content. Many communication experts are describing the adaption of social media as a paradigm shift in how humans communicate, a development as important as that of the printing press and the innovation of electronic communication.

Definitions 

Definitions provide clarity and a common language. They are even more important in guidelines for social media, since the usage of terms is rapidly evolving.

· Web 2.0: 
The term “Web 2.0” is commonly associated with Web applications that facilitate interactive information sharing. A Web 2.0 site allows its users to interact with other users, to change website content, to provide reaction to content, to share the site’s content with others, or to filter content being provided by the site creator. This is in contrast with non-interactive websites, where users are limited to the passive viewing of information that is provided to them. * Example: Amazon.com’s inclusion of users’ reviews and offering of recommendations based on the consumer’s past use of the site make it a Web 2.0 site.

· Blog: 
A blog (a contraction of the term “web log”) is a type of website, usually maintained by an individual, with regular entries of commentary, descriptions of events, or other material such as graphics or video. Entries are commonly displayed in reverse-chronological order. “Blog” can also be used as a verb, meaning to maintain or add content to a blog. * Examples: There are many types of blogs on sites throughout the Internet. They are common for celebrities, writers, journalists, etc. WordPress is one of the more popular tools used to create blogs.
· Micro-blog: 
This form of multimedia blogging allows users to send brief text updates or to publish micromedia such as photos or audio clips, to be viewed either by anyone or by a restricted group, which can be chosen by the user. These messages can be submitted by a variety of means, including text messaging, instant messaging, e-mail, digital audio, or through a Web interface. The content of a micro-blog differs from a traditional blog in that it is typically smaller in actual size and aggregate file size. A single entry could consist of a single sentence or fragment, an image, or a ten-second video. * Example: Twitter is a form of micro-blogging in which entries are limited to 140 characters.

· Social network: 
A social network is a Web 2.0 site that is entirely driven by content of its members. Individuals are allowed flexibility in privacy settings; in posting text, photos, video, links, and other information; and in level of interaction with other members. * Examples: Facebook, LinkedIn, MySpace, Twitter, YouTube, and Flickr are often included in lists of social networking sites, although sometimes YouTube and Flickr are designated as multimedia sharing sites, while Twitter is currently more often designated as a micro-blogging application.

· Ministry website:  
An Internet website/tool created by employees, clerics, and volunteers for the sole purpose of conducting diocesan/affiliate business.

· Personal website: 
A social network page, blog, or any Internet website/tool created by employees, clerics, and volunteers primarily to share personal communication with friends and associates.

Guidelines 

When developing guidelines for church personnel to use social media, consider including the following elements:

· Define appropriate boundaries for communications. These should be in sync with diocesan codes of conduct for other areas, such as the diocese’s standards for protection of children and young people, Internet acceptable use policies, etc. Define what is considered confidential information, verifiable consent, personal identifiable information, contact with a minor, etc. Topics that are in current debate will generate more comments/responses. These include issues in which the Church’s teachings are often in contrast to some popular positions (gay rights, abortion, immigration reform, health care reform). In other words, the Church’s social justice teachings, including the pro-life aspects of those teachings, often elicit unfavorable comments. Some people determine that those topics will not be engaged with on official sites. Others provide guidance on how to engage in dialogue around these topics. (See “Rules of the Road” below for examples.) 

· Include examples of Codes of Conduct that should be posted on social networking sites. Codes of Conduct are for visitors to the site. These codes should always be brief and immediately apparent to visitors. Visitors should also be made aware of the consequences of violations of the Code of Conduct. The Code of Conduct on the USCCB’s Facebook site is as follows: “All posts and comments should be marked by Christian charity and respect for the truth. They should be on topic and presume the good will of other posters. Discussion should take place primarily from a faith perspective. No ads please.” Always block anyone who does not abide by the Code of Conduct.

· Define instructions. Include instructions on how to report, block, etc., on the more popular social networking sites such as Facebook and Twitter. This provides guidance for those church personnel who may be entering into social media for the first time.

· Provide recommendations on how to deal with difficult “fans.” Give church personnel permission to trust their instincts on blocking repeat offenders of a site’s Code of Conduct. Argumentative participants can easily change the tone of every post. A good way to determine if they should be blocked is to go to their profiles and browse through the pages that they have “fanned.” Do not allow those unwilling to dialogue to hold your site and its other member’s hostage. In particular situations, the moderator might determine it is best to ask a member to take a conversation “offline.” These offline conversations can be conducted in person, over the telephone, or through private e-mail. The site moderators should be able to refer to the appropriate resources, such as the pastor, program director, diocesan communication office, etc.

· Provide trusted sites for reference, and recommend that site administrators have a thorough knowledge of these sites. Often a link to the parish, diocesan, USCCB, or Vatican site can provide necessary information, thereby helping redirect the tone and substance of an online conversation.

· Remind site administrators they are posting for a broad audience. Social media are global platforms. Online content is visible to anyone in the world who comes to their sites. 

Establishing a Site 

Websites or social networking profile pages (also called accounts, fan pages, or group pages) are the centerpiece of any social media activity.  The following are recommended guidelines for the establishment of a site. These can apply to a profile or fan page on a social networking site such as Facebook, a blog, a Twitter account, etc.

· Site administrators should be adults.

· There should be at least two site administrators (preferably more) for each site, to allow rapid response and continuous monitoring of the site.

· Do not use personal sites for diocesan or parish programs. Create separate sites for these. This includes Facebook.

· Passwords and names of sites should be registered in a central location, and more than one adult should have access to this information.

· Be sure those establishing a site know these key "Rules of the Road":
1) Abide by diocesan/parish guidelines.


2) Know that even personal communication by church personnel reflects the Church. Practice what you preach.


3) Write in first-person. Do not claim to represent the official position of the organization or the teachings of the Church, unless authorized to do so.


4) Identify yourself. Do not use pseudonyms or the name of the parish, program, etc., as your identity, unless authorized to do so.


5) Abide by copyright, fair use, and IRS financial disclosure regulations.


6) Do not divulge confidential information about others. Nothing posted on the Internet is private.


7) Don't cite others, post photos or videos of them, link to their material, etc., without their approval.


8) Practice Christian charity.

Social Networking with Minors 

Be sure to have permission from a minor’s parent or guardian before contacting the minor via social media or before posting pictures, video, and other information that may identify that minor.

Parents must have access to everything provided to their children. For example, parents should be made aware of how social media are being used, be told how to access the sites, and be given the opportunity to be copied on all material sent to their children via social networking (including text messages). While parents should be provided with the same material as their children, it does not have to be via the same technology (that is, if children receive a reminder via Twitter, parents can receive it in a printed form or by an e-mail list).

Church personnel should be encouraged to save copies of conversations whenever possible, especially those that concern the personal sharing of a teen or young adult. (This may be especially important with text messaging.)

Make everyone aware of the Children’s Online Privacy Protection Act . . . , which is federal legislation that oversees how websites interact with children under age 13.

Personal Sites 

Personal sites of church personnel should also reflect Catholic values. Businesses are cautioning their employees that, while employees have a right to privacy and confidentiality regarding what their employers know about them, an employee’s use of social networking—because of its very nature—means he or she relinquishes some privacy and could be construed as representing the company’s ethics and values. Likewise, church personnel should be encouraged to understand that they are witnessing to the faith through all of their social networking, whether “public” or “private.”

Many employers and church organizations ask their personnel to consider including a disclaimer on their personal sites, especially if employees/church personnel are highly visible in the community and/or post material related to church work/ministry on their personal sites. One example: “The views expressed on this site are mine alone and do not necessarily reflect the views of my employer.”

How to Report and Monitor 

Ask church personnel to report unofficial sites that carry the diocesan or parish logo to the diocesan communication office or pastor. It is important that the owner (the diocese or the parish) is able to protect its brand and identity.

Inform church personnel whom to contact on the diocesan level (most likely the communication office) if they find misinformation on a site. This is especially important when responding to an incorrect wiki, such as Wikipedia, Masstimes.org, etc.

Have a clear policy on whether diocesan personnel should be expected to respond to defamatory, libelous, or slanderous comments—not original postings, but comments—on a site, such as a blog. Some policies indicate that the diocesan communication office will provide a response to a major news outlet’s blog or a popular blogger, but not to every comment on those blogs or to other bloggers.


201.14 Telephone and Electronic Devices

Courtesy and thoughtfulness in using the telephone are not only key elements in good public relations, but serve as indicators of employees’ attitude, competence, and consciousness.

Cell phones and electronic devices are allowed in the work areas; however, the same good judgment regarding telephones will be expected in keeping personal conversations, texting and internet personal usage to a minimum.  It is preferred that the cell phone and electronic devices will be set in vibrate mode or at a normal ring at low volume.  If cell phones are brought to meetings they are to be turned off or placed in vibrate mode.

201.15 Electronic and Computer Policy 

With the rapidly changing nature of electronic media, this policy cannot establish rules to cover or anticipate every possible situation.  This policy is intended to express ----’s philosophy and establish general principles to be applied in the use of electronic media and services on our property and with ---- owned devices.

201.16 General Use and Ownership

The equipment, services, and technology provided remain at all times property of ----.  All information stored, transmitted, received, composed or contained in ---- Information System is the property of ----.

For security and network maintenance purposes, authorized individuals within the parish may monitor equipment, systems and network traffic at any time.  Employees should not expect that any communication or information located on or transmitted using parish technology will be private or confidential as the parish has an obligation to monitor use of its technology.

Employees are expected to limit their computer use to parish business related issues.  Appropriate, reasonable, personal use will be allowed during the employee’s personal time, such as lunch hours and/or before and after the normal workday.  Employees are responsible for exercising good judgment regarding the reasonableness of personal use.

201.17 Internet and Email Usage

All activities must be appropriate, presenting a positive, professional image of both the employee and ----.  There should be no expectation of privacy. Data that is composed, transmitted, accessed or received via the Internet must not contain content that could be considered discriminatory, offensive, obscene, threatening, harassing, intimidating or disruptive to any employee or other person.

Users must ensure that their conduct in public forums, email, and the Internet conforms to the teachings of the Catholic Church.

The unauthorized use, installation, copying or distribution of copyrighted, trademarked, or patented material on the Internet is expressly prohibited.

All users connected to the network have a responsibility to conserve computer resources such as bandwidth and storage capacity of ----.  The user must not deliberately perform acts that waste computer resources or unfairly monopolize resources to the exclusion of others.  These acts include, but are not limited to, sending mass mailings or chain letters, spending excessive amounts of time on the Internet, playing games, engaging in online chat groups, uploading or downloading large files, accessing streaming audio and/or video files, or otherwise creating unnecessary loads on network traffic associated with non-work-related uses of the Internet. 

---- reserves the right to review, audit, intercept, access and disclose all messages created, received or sent over the electronic mail system for any purpose.  Employees should have no expectation of privacy in anything they create, store, send or receive using ----’s computer equipment.  The use of encryption of information is recommended when possible.

201.18 Remote Access Policy

It is the responsibility of ---- employees, contractors, vendors and agents with remote access privileges to ----'s corporate network to ensure that their remote access connection is given the same consideration as the user's on-site connection to ----.  General access to the Internet for recreational use through the ---- network is strictly limited to ---- employees, contractors, vendors and agents (hereafter referred to as “Authorized Users”).  When accessing the ---- network from a personal computer, Authorized Users are responsible for preventing access to any ---- computer resources or data by non-Authorized Users.  Performance of illegal activities through the ---- network by any user (Authorized or otherwise) is prohibited.  The Authorized User bears responsibility for and consequences of misuse of the Authorized User’s access.  Authorized Users will not use ---- networks to access the Internet for outside business interests.

201.19 Remote Access Tools Policy

All remote access tools used to communicate between ---- assets and other systems must comply with the following policy requirements.

Remote Access Tools

---- provides mechanisms to collaborate between internal users, with external partners, and from non ---- systems.  The approved software list can be obtained from the pastor or business manager.  Because proper configuration is important for secure use of these tools, mandatory configuration procedures are provided for each of the approved tools.

The approved software list may change at any time, but the following requirements will be used for selecting approved products:

a. All remote access tools or systems that allow communication to ---- resources from the Internet or external partner systems must require multi-factor authentication.  Examples include authentication tokens and smart cards that require an additional PIN or password.

b. The authentication database source must be Active Directory or LDAP, and the authentication protocol must involve a challenge-response protocol that is not susceptible to replay attacks.  The remote access tool must mutually authenticate both ends of the session.

c. Remote access tools must support the ---- application layer proxy rather than direct connections through the perimeter firewall(s).

d. Remote access tools must support strong, end-to-end encryption of the remote access communication channels as specified in the ---- network encryption protocols policy.

e. All ---- antivirus, data loss prevention, and other security systems must not be disabled, interfered with, or circumvented in any way.

All remote access tools must be purchased through the standard ---- procurement process, and the pastor or business manager must approve the purchase.
201.20 Social Media, Social Networking and Weblogs

The diocese and its affiliates recognize that in today’s environment, with the increasing prevalence of the internet, employees, clerics and volunteers will use the internet to conduct ministry work and to communicate with associates and friends.  The internet provides various ways for individuals to interact and has changed the way we communicate and share information. The diocese views the internet as an important educational and evangelizing tool to promote school and ministerial programs.

The diocese encourages administrators, pastors, lay ecclesial ministers and principals to support internet use and to give employees, clerics and volunteers the necessary training and tools to interact safely and responsibly online.  However, those using the internet should bear in mind that certain comments and information may have a harmful effect on the diocese, its reputation and its employees.  We support the social media policy guidelines of the United States Council of Catholic Bishops (USCCB).  A link to these guidelines is found here:  http://www.usccb.org/about/communications/social-media-guidelines.cfm.
Regarding social media with minors the USSCB’s policy is:

 

Permission must be received from a minor’s parent or guardian before contacting the minor via social media or before posting pictures, video, and other information that may identify that minor.

 

Parents must have access to everything provided to their children. For example, parents should be made aware of how social media are being used, be told how to access the sites, and be given the opportunity to be copied on all material sent to their children via social networking (including text messages). While parents should be provided with the same material as their children, it does not have to be via the same technology (that is, if children receive a reminder via Twitter, parents can receive it in a printed form or by an e-mail list).

 

Church personnel should be encouraged to save copies of conversations whenever possible, especially those that concern the personal sharing of a teen or young adult. (This may be especially important with text messaging.)
Make everyone aware of the Children’s Online Privacy Protection Act, which is federal legislation that oversees how websites interact with children under age 13.

Personal communications:

1. Do not use personal sites for parish or school programs.

2. Personal communication reflects the church.

3. Personal social media sites should also reflect Catholic values.

201.21 IT Security

---- restricts access to its computing resources and requires that users identify their accounts with a username and password.  Sharing user accounts with persons other than ---- is prohibited.  If there is a breach with user accounts and/or passwords, it will be traced back to the employee and the employee will be held responsible.

The employees must safeguard their network connection.  Steps should be taken to set computer to “Stand-by” mode if the employee will be away from his/her computer for an extended length of time.  A username and password is required for the computer to become operational again from the Stand-by mode.  The employee should log off of the network when leaving his/her computer for the workday.

Violations of this policy, including breaches of confidentiality or security, may result in suspension of electronic communication privileges, disciplinary action up to and including termination, and civil and criminal penalties under state and federal laws.

201.22 Loading and Installing Computer Software Policy

Computers shall not be loaded with any programs or files that have not been purchased for that specific computer by ----. No files shall be downloaded from the Internet or any files accepted from an E-mail message.  The exception to this would be files downloaded from other computers or files from business associates of ----.
In order to resolve problems and to reduce conflicts with hardware and software on PCs, all software and hardware must be approved by pastor or business manager prior to the purchase and installation of the product.  Software and hardware that is not approved and/or not used to conduct business will be removed.  This includes backdrops, screen savers, and unapproved personal software.

If a computer is not operating properly, ---- will check the computer to see if it is a software or hardware problem.  If the computer needs service, the IT person will then coordinate the repair and return of the computer the employee.
201.23 Tobacco-Free Environment

In order to provide a setting reflective of its commitment to health and wellness for its employees and guests, ---- has established a tobacco-free environment.

----, the property on which it is located and all vehicles owned by ---- shall be off limits for all tobacco usage.  As part of the commitment of the parish to the wellness of its employees, support will be provided for employees who wish to eliminate a pattern of personal tobacco usage.  Information in that regard will be available through pastor or business manager.

201.24 Traffic Violations

Penalties/fines resulting from moving traffic violations and/or non-compliance with transportation requirements while operating equipment are the responsibility of the employee-operator.  These violations will also be subject to the corrective action process.

201.25 Vehicle and Driver Safety Policy
(See Appendix C, D, and E)

This policy was created for the entire ----.  The purpose of this policy is to ensure that all of the various entities that are part of ---- are following the same procedures regarding the use of vehicles on behalf of the church. Our priority is to provide for the safety of the drivers and the passengers. It is recommended that the number of drivers be limited and that they be adequately screened. This policy applies to all employees and volunteers who are required or expected by their responsibilities to operate a vehicle.
All church entities will implement the following policy regarding Drivers, the Use of Private Vehicles, Vehicle Maintenance, Vehicle Safety, Accident Reporting and Record Keeping.  

I. Drivers

All Operators

1. Drivers must be 21 years of age or older.

2. A driver must have a valid, non-probationary driver’s license and no physical disability that would impair his/her ability to drive the vehicle safely.

3. Operators must possess a current valid driver’s license for the type of vehicle they will be operating.

4. No operator will be hired or be allowed to provide volunteer transportation on behalf of any church entity who has had any of the following citations or convictions in the past three years:

a. operating a vehicle during a period of license suspension, revocation or forfeiture

b. driving under the influence of alcohol or drugs

c. hit and run accident

d. failure to report an accident

e. negligent homicide arising out of the use of a motor vehicle

f. using a motor vehicle for the commission of a felony

g. operating a motor vehicle without the owner’s authority

h. permitting an unlicensed person to drive

i. reckless driving

j. a combined total of three or more accidents and/or moving violations

5. It is the responsibility of the operator to ensure that passengers adhere to the current State of Iowa safety belt laws and regulations.

6. All operators are expected to take the online defensive driving course Be Smart-Drive Safe. http://www.cmgdrivesafe.com/
Employee Operators

1. Vehicles owned by  ---- cannot be used for personal use without authorization.

2. A copy of the Motor Vehicle Record (MVR) from each state where he/she has ever had a valid driver’s license is required and will be obtained in the background check process.

Volunteer Operators 

1. Any volunteer who drives on a regular basis for church business must complete the Volunteer Driver Application (Appendix C) and the background check form.  Please retain the Volunteer Driver Application in the parish/school office.

2. A copy of the Motor Vehicle Record (MVR) from each state where he/she has ever had a valid driver’s license is required and will be obtained in the background check process.

3. Potential drivers should not be utilized if they answered “YES” to any of the questions asked on the Volunteer Driver Application.

II. Use of Private Vehicles

1. All privately owned vehicles used on behalf of the church must be insured.  They must have a valid and current registration, license plates and proof of insurance card.

2. The vehicle must be in safe operating condition. 
 

3. The private automobile insurance company of the owner of the vehicle will be the primary insurance carrier. 

4. The minimum liability limit for privately owned vehicles is: $100,000/$300,000.

5. A Private Vehicle Use Application (Appendix D) must be completed for each vehicle.
III. Organization Owned Vehicle Maintenance

1. ---- will implement a quarterly vehicle maintenance and inspection program in addition to the manufacturers’ operation and maintenance recommendations for all vehicles that they own. 

2. All church owned vehicles must be equipped with a road safety kit and inspected fire extinguisher.

3. Cell phones and other electronic devices are not permitted to be used while operating a motor vehicle on behalf of the church.

IV. Accident Reporting

If an accident occurs:

1. Obtain medical assistance, if needed, at the scene as soon as possible.

2. Contact local police, sheriff or highway patrol authorities as required.

3. Exchange driver, vehicle and insurance information.

4. Report the accident/moving violation to the insurance agent.


5. Report the accident/moving violation to the church/school.

6. Complete the Vehicle Accident Report (Appendix E).

V. Record Keeping

1. Records pertaining to driver selection and training should be kept on file for a period of three years following termination of their driving privileges.

2. Vehicle maintenance logs and vehicle inspections, must be maintained for the duration of ownership of church owned vehicles.

3. All parish owned vehicles must carry, at all times, a current vehicle proof of insurance identification card.

4. Retention of Forms:

5. Appendix C: Volunteer Driver Application, retain for a minimum of 3 years

6. Appendix D:  Private Vehicle Use Application, retain for a minimum of 3 years

7. Appendix E: Vehicle Accident Report, retain for 7 years from date of accident
VI. Use of 11-15 Passenger Vans is Prohibited

1. The use of these vans is strictly prohibited by the insurance carrier.

201.26 Workplace Violence Policy

 ---- is aware of the national concern about violence in the workplace. Employees are expected to notify a supervisor at the first observation (or statement) of violence or threat of violence. ---- wishes to clearly communicate that violence of any kind is counter to its values, principles and standards and will not be tolerated. ---- strictly prohibits weapons of any type on the property.  This includes concealed weapons, even those for which the owner has obtained the necessary permits.

201.27 Safety

Establishment and maintenance of a safe work environment is the shared responsibility of ---- and employees throughout all levels. ---- will take all reasonable steps to assure a safe environment, and compliance with federal, state and local safety regulations.

Employees are expected to follow safety rules and to exercise caution in all their work activities.  Employees are asked to report any unsafe conditions to their supervisors.

Visitors to ---- office should be accompanied by a member of the staff at all times.   Particular attention must be paid to this practice if guests are invited before/after regular hours of operation.

201.28 Employment and Volunteer Opportunities Outside of Employment
 
 ---- encourages civic involvement and does not discourage outside employment.  From time to time, there may be occasions when such activities create a conflict of interest.  For this reason, all regular full-time employees must obtain approval from their immediate supervisors before accepting any outside employment. Approval will be based on possible conflict of interest, any interference with the employee’s ability to perform their duties for -----, and interference with their regular working hours. Depending upon the employee’s position and the activity, permission may be granted.  Activity related to outside employment may not take place during the employee’s regular hours nor involve the use of the resources of the parish.
Any employee who wishes to serve in an advisory capacity for another organization or serve on the board of any organization must first obtain approval from his/her supervisor and the pastor. Approval will be granted based on the amount of time and type of activity involved, any interference with the employee’s regular work schedule.  Employees should be aware their involvement in a particular activity or with a particular organization could be perceived as evidence of a relationship to ----.  No employee shall have direct or indirect financial interest in the assets, leases, business transactions or professional services of ---- except as specifically approved in writing by the pastor in advance of such transaction or service.

201.29 Political Activity

Maintaining an objective position in political affairs has the following implications for all employees:

1. Individuals in their capacity as employees of  ---- must avoid endorsing or promoting political parties or candidates; must neither lend, permit to use, nor provide  ----’s supplies, services, publicity or facilities for such purposes.

2. Without authorization from the pastor, an employee of ---- is not free to state or imply that the parish supports, opposes, approves or disapproves of any candidate, political issue, referendum or platform.

3. When the church has taken an official position on an issue and that position is reflected in Magisterial statements, statements of the United States Conference of Catholic Bishops, the Iowa Catholic Conference or from the Bishop, employees of  ----, in their capacity as employees, may not publicly oppose any such official statement.  When in doubt about the church’s position on a given issue, employees should obtain official information from the pastor. 
 

4. Employees may not distribute political materials on church property.  Political materials include, but are not limited to campaign literature, posters, leaflets or fliers, as well as electronic communication regarding same.  Certain voter guides must be specifically approved by the pastor for distribution.  Non-approved voter guides may not be distributed.

5. Officials and employees of ----, acting in their individual capacities on political matters, should make clear that they are not acting as representatives of ----.
201.30 Statements & Positions Contrary to Official Positions of the Church

Employees of ---- may not publicly contradict official church teaching either in the course of their work or in a public forum such as social media.
301 EMPLOYMENT PRACTICES
See New Hire Checklist (Appendix F)

301.1 Application/Resume

Applications for open positions are to be made on the proper form.  Applicants may be requested to submit a resume regarding education and experience.  

 ---- relies upon the accuracy of information contained in the employment application, resume and other data presented throughout the hiring process.  Any misrepresentations, falsifications, or material omissions in any of this information may result in the exclusion of the individual from further consideration for employment.  If the omission or error is discovered after the individual has already been hired, termination of employment may occur.

301.2 Employment Reference Checks

To ensure that applicants are qualified and have strong potential to be productive and successful, it is policy to check the employment references.  A copy of an applicant’s transcript may be required.

301.3 Salary Increases

---- will determine a salary increase process which will be approved by the pastor.

301.4 Employment Information/Definitions

All employees are employed on an “at will” basis.  “At will” is defined as an employment relationship that can be terminated at will by either the employee or ---- with or without notice, for any reason, or for no reason at all. There are no expressed or implied agreements with respect to the term of employment.

Those employed by ---- will fall under certain employment classifications.

It is the intent of ---- to clarify the definitions of those classifications so that employees understand their employment status under the “at will” umbrella and benefit eligibility.

Employees are designated as either NONEXEMPT or EXEMPT under the federal and state wage and hour laws.

NONEXEMPT (Hourly) employees are entitled to overtime pay under the specific provisions of federal and state wage and hour laws.  All time worked by any nonexempt employee must be recorded; no authorization can be given to work “off the clock.”

EXEMPT (Salaried) employees are excluded from specific provisions of federal and state wage and hour laws and are not eligible for overtime.
In addition to the above designations, employees will belong to one other employment classification:

REGULAR FULL-TIME:  Employees who are not in a temporary status and who are scheduled to work an average of 28 or more hours per week.  Generally, they are eligible for the employer’s full benefit package, subject to the terms, conditions, and limitations of each benefit program.

REGULAR PART-TIME:  Employees who are not in a temporary status and who are anticipated to be regularly scheduled to work less than an average of 28 hours per week.  Regular part-time employees may be eligible for a portion of the employer’s benefit package subject to the terms, conditions, and limitations of each benefit program.

TEMPORARY:  Employees hired as interim replacements, to temporarily supplement the work force, or to assist in the completion of a specific project.  Employment assignments in this category are of an unlimited and indefinite duration.  Employment beyond any initially stated period does not in any way imply a change in employment status.  “Temporary” employees retain that status until notified of a change.  Only legally mandated benefits (such as Social Security and worker’s compensation insurance) are provided to temporary employees.

Classification is not a limitation upon, nor a guarantee of, the number of hours one may be required to work.

301.5 Hours of Work

The work week consists of ---- hours.  Offices are open from ----.  Staff members are expected to be available during those hours, unless their supervisor is informed of their unavailability. Their whereabouts should be made known to the supervisor during all working hours.

Exempt employees whose responsibilities involve extensive work beyond regular office hours may have flexibility in their work schedule as duties permit.

301.6 Eligibility for Paid Leave

In order to be eligible for paid leave, including holiday, vacation, sick, funeral and other, a person must be regularly scheduled to work at least ---- hours per week. If a person is regularly scheduled to work less than the normal work week of ----hours, then compensation for leave will be on a pro-rata basis. 

301.7 Holidays

Each parish should designate the stated holidays-holiday list to be approved by the pastor.  The following is an example:
New Year’s Day, 

Good Friday, 

the Monday following Easter, 

Memorial Day, 

Fourth of July, 

Labor Day, 

Thanksgiving Day,

the Friday after Thanksgiving, 

one-half day before Christmas, 

Christmas Day, 

the day after Christmas, 

One-half day before New Year’s Day. 

When December 25 and January 1 fall on Sunday, December 26 and January 2 will be observed as the full holiday. In both instances, the one-half day paid holidays would be observed on December 23 and December 30. Holidays falling within a leave period are not charged to annual leave.

NOTE: School employees follow the school calendar and school breaks.  The Holidays listed above do not apply to school employees.

301.8 Vacation Leave

Example (Each parish should designate vacation leave hours-vacation leave should be approved by the pastor)

The parish recognizes effort put forth by employees and encourages them to get away to refresh themselves by spending time with friends and family. (SCHOOLS ONLY - NOTE: Vacation leave does not apply to certified teaching personnel.  Please see Personal and Professional Leave section.)  A very generous vacation schedule is provided as follows:

1. Vacation leave is earned by full-time employees based on years of employment and increases at the time of your anniversary as follows:

Support Staff:

0-2 years = 10 days/year 

3-5 years = 15 days/year 
6-up = 20 days/year 
Professional Staff:

1st year = 10 days/year
2-up = 20 days/year
2.  
Vacation leave is earned on a ____ (i.e. annual, per pay period, hourly) basis beginning with the employee’s first day of 
employment.

3. 
Limited vacation leave may be taken in excess of credits earned with the recommendation of the supervisor. 

4. 
The maximum vacation balance that can be carried at any time is the annual accrual rate.  Vacation will not accrue or be earned on balances over the maximum. 

5. 
Vacation leave may be taken all at once or in increments with supervisory approval.

6. 
It is a good practice for the employees of ---- whose responsibilities include accounting-related functions to take at least one vacation period of five consecutive working days.

7. 
Vacation leave must be approved in advance in writing by the supervisor.

8. 
Vacation leave taken is to be recorded on the time sheets.

9.
Payment of earned and unused vacation, up to their maximum, will be paid out at the time of termination.

301.9 Sick Leave

Full-time employees (other than certified teaching personnel) are allowed ---- days of paid sick leave during each month in which they are employed. Employees who utilize less than the earned paid sick leave each year may carry over the remaining days of sick leave until a maximum of 90 days is accumulated.

SCHOOLS ONLY

Certified teaching employees are allowed ---- sick days each school year.  In situations in which sick and personal time are exhausted for certified teaching employees, further sick days are deducted from pay at a rate of ---- of the annual salary.  Unused sick leave may be carried over to subsequent school years until a maximum of 90 days is accumulated.

Sick leave may be used for an employee’s personal illness or illness of a member of the employee’s or employee’s spouse’s immediate family (spouse, dependent children, and parents). Sick leave for the illness of an immediate family member will be administered in accordance with the Family and Medical Leave Act.

Employees requiring sick leave shall notify their supervisor of such absences. Visits to the doctor or dentist may be counted as sick leave.  Sick leave is to be recorded on the time sheets.

No payment for the unused portion of accumulated sick leave will be made at the time of termination.

301.10 Personal Leave

SCHOOLS ONLY

Certified teaching employees are allowed ---- personal days each school year.  In situations in which sick and personal time are exhausted for certified teaching employees, further personal
days are deducted from pay at a rate of ---- of the annual salary.  Personal leave is to be recorded on the time sheets. Unused personal leave may not be carried over to subsequent school years.
301.11 Professional Leave

SCHOOLS ONLY

Certified teaching employees are allowed ---- professional days each school year.  Professional days are used for continuing professional education only and must be approved by the Principal in advance.  Unused professional leave may not be carried over to subsequent school years.

Other parish employees may be granted up to 5 professional leave days for continuing education at the discretion of the supervisor.  Professional leave days are to be used to maintain credentials that are considered beneficial to the parish and necessary to perform the function of a position. Professional leave is to be recorded on the time sheets. 

301.12 Family and Medical Leave

It is has been the practice of ---- to provide unpaid family and medical leave in accordance with the federal Family and Medical Leave Act (FMLA) of 1993 and its subsequent amendments.  Whether or not a particular situation is covered by FMLA depends on whether the law's requirements have been met, not on whether an employee actually requests FMLA leave. ---- will designate leave as FMLA leave if the employee is eligible for FMLA leave and if the law's other requirements are satisfied, even if the employee has not requested FMLA leave.

301.13 Leaves Available

An eligible employee will be granted up to twelve (12) work weeks of unpaid, job - protected leave each twelve-month period for any of the following qualifying reasons:

1. The birth of and/or need to care for a newborn child.

2. The placement of a child with the employee for adoption or foster care.

3. The need to care for a spouse, child, or parent with a serious health condition.

4. A serious health condition that makes the employee unable to perform the functions of the employee’s job.

Eligibility Requirements

To be eligible for family and medical leave, employees must have worked for ---- for at least twelve (12) months, and for at least 1,250 hours during the twelve (12) months immediately preceding the start of the leave.


General Provisions

For purposes of this policy:

1. "Child" means a biological, adopted, or foster child, a stepchild, a legal ward of a child of a person standing in loco parentis under 18 years of age, or a child 18 years of age or older who is incapable of self-care because of a mental or physical disability.  An employee's child is one for whom the employee has actual daily responsibility for care. 

2. "Parent" means a biological, adopted, foster, or step parent of any other person who stood in loco parentis to the employee when the employee was a child.  It does not include parents-in-law.

3. "Serious health condition" means an illness, injury, impairment, or physical or mental condition that involves:
a. Inpatient care in a hospital, hospice, or residential medical care facility; 

b. A period of incapacity that requires absence from work for more than three consecutive calendar days within 30 days of the first day of incapacity (absent extenuating circumstances), AND involves either two or more treatments by a health care provider, or at least one treatment by a health care provider plus a regimen of continuing treatment;

c. Any period of incapacity due to pregnancy or time needed for prenatal care; 

d. Chronic serious health condition;

e. Long-term conditions for which treatment may not be effective; or

f. Multiple treatments (including any period of recovery therefrom) for restorative surgery after an accident or other injury, or a condition that is likely to result in a period of incapacity of more than three full consecutive calendar days if left untreated, such as physical therapy for severe arthritis or chemotherapy for cancer.

The "twelve month period" during which the leave entitlement occurs is designated as the twelve (12) month period measured backward from the date an employee uses any FMLA leave.

Married employees: If the employee and spouse are both employed by  ----, and are both eligible for family and medical leave, the employee and spouse will be limited to a combined total of twelve (12) weeks of family and medical leave a year taken for any one or all of the following reasons: birth of a child or to care for the child after birth; placement of a child for adoption or foster care, or to care for the child after placement; or to care for a parent with a serious health condition. This limitation does not apply in cases of leave to care for the serious health condition of a spouse or child, or because of the employee's own serious health condition.

301.14 Leave Rights Related to Military Service 

1. Eligibility

Eligible employees are entitled to up to 12 weeks of leave because of  “any qualifying exigency” arising out of the fact that the spouse, son, daughter, or parent of the employee is on active duty, or has been notified of an impending call to active duty status, in support of a contingency operation.  Qualifying exigencies may include attending certain military events, arranging for alternative childcare, arranging for care for the military member’s parent who is incapable of self-care necessitated by the covered active duty, addressing certain financial and legal arrangements, attending certain counseling sessions, and attending post-deployment reintegration briefings.  
2. Entitlement

An eligible employee who is the spouse, son, daughter, parent, or next of kin of a covered service-member who is recovering from a serious illness or injury is entitled to up to 26 weeks of leave in a single 12-month period to care for the service-member.  This military caregiver leave is available during “a single 12-month period” during which an eligible employee is entitled to a combined total of 26 weeks of all types of FMLA leave.  A covered service-member is: (1) a current member of the Armed Forces, including a member of the National Guard or Reserves, who is undergoing medical treatment, recuperation or therapy, is otherwise in outpatient status, or is otherwise on the temporary disability retired list, for a serious injury or illness; or (2) a veteran who was discharged or released under conditions other than dishonorable at any time during the five-year period prior to the first date the eligible employee takes FMLA leave to care for the covered veteran, and who is undergoing medical treatment, recuperation, or therapy for a serious injury or illness.  The definition of “serious injury or illness” for current service-members and veterans is distinct from the definition of “serious health condition” used elsewhere in this policy, and generally encompasses injuries and illnesses sustained in the line of duty or aggravated by military duty.

301.15 How and When Leave May Be Taken
 

Family and medical leave is taken either in consecutive workweeks; intermittently in separate blocks of time; or by reducing the number of days the employee works per week, or hours per day.

Intermittent or reduced schedule leave may be taken when medically necessary to care for a spouse, child, or parent with a serious health condition, or because of the employee's own serious health condition.  The employee must provide ---- with medical certification of the need for intermittent or reduced schedule leave, and must attempt to schedule intermittent or reduced schedule leave so as not to disrupt operations.  To accommodate an intermittent or reduced schedule leave when the leave is foreseeable based on planned medical treatment for the employee or a covered family member, the employee may be transferred on a temporary basis to an alternative position for which the employee is qualified.  The alternative position will have equivalent pay, benefits, and terms and conditions of employment.

Leave for childbirth, adoption or foster care may be taken intermittently or on a reduced leave schedule only if the employee's supervisor agrees to the proposed intermittent or reduced leave schedule.

Leave for the birth of a child or placement of a child for adoption or foster care must be taken within twelve (12) months of the birth, adoption or placement.

301.16 Advance Notice of Leave Requirements

If an employee knows in advance that the employee will be taking leave because of birth, adoption or placement of a foster child in the employee's home, or because of planned medical treatment for the employee or a covered family member, the employee must notify his or her supervisor in writing using a "Request for Family/Medical Leave" form at least thirty (30) days in advance.

If circumstances require that the leave begin in less than 30 days, the employee must notify his or her supervisor as soon as is practicable.  When the need for leave is foreseeable based on planned medical treatment for the employee or a covered family member, ---- expects the employee to consult with the employee’s supervisor and to make a reasonable effort to schedule the treatment so as not to unduly disrupt operations.

Employees must provide sufficient information for the employer to determine if the leave may qualify for FMLA protection and the anticipated timing and duration of the leave.  Sufficient information may include that the employee is unable to perform job functions, the family member is unable to perform daily activities, the need for hospitalization or continuing treatment by a health care provider, or circumstances supporting the need for Military family leave.  Employees also must inform the employer if the requested leave is for a reason for which FMLA leave was previously taken or certified.  Employees also may be required to provide a certification and periodic recertification supporting the need for leave.

301.17 Medical Certification

 ---- reserves the right to require written medical certification from the appropriate health care provider when leave is requested to care for a child, spouse, or parent with a serious health condition, or because of the employee's own serious health condition.  Certification forms are available from pastor or business manager.  This certification will include the date of onset, the probable duration, type of treatment, and other appropriate medical facts concerning the condition.  If the employee is seeking leave for the employee’s own health condition, the certification must also state that the employee is unable to perform the functions of the employee’s position.  For leave to care for a family member, the certification must state that the employee is needed to care for the family member, and an estimate of the amount of time that will be needed.  Other certification requirements apply in the case of intermittent or reduced schedule leave.

---- may also require medical recertification, and/or periodic reports from the employee during FMLA.  Medical certification may also be required when an employee is returning to work after leave for the employee's own serious health condition.

Employees are to submit a completed medical certificate within fifteen (15) days of the request or provide an explanation why additional time is needed.

301.18 Use of Paid Leave

---- will require the employee to use appropriate paid leave as part of his/her family and medical leave as follows:

1. Any earned personal time (sick leave and vacation leave) for any portion of the twelve (12) week leave for birth, adoption, foster placement, or to care for a child, spouse, or parent with a serious health condition.

2. Any earned personal time (sick leave and vacation leave) for any portion of the twelve (12) week leave as a result of the employee's own serious health condition.  Any situation in which the employee uses personal time because the employee is unable to work due to a condition that qualifies as a serious health condition under this policy will be counted against the twelve week FMLA entitlement.

When the employee has used all required personal time (sick leave and vacation leave) for any portion of a FMLA leave, the balance of the leave will be without pay.

301.19 Rights and Benefits During Leave

Seniority will accrue only during periods of paid leave. 
 

All benefits which an employee had earned or accrued before taking leave will be retained after returning from an approved FMLA leave, if not depleted during the leave.

While the employee is on family or medical leave, paid or unpaid, ---- will continue group health insurance coverage at the same level and under the same conditions that coverage would have been provided had the employee continued working.  The employee will be required to pay the same cost of coverage as if he or she were actively at work.  Employee contributions to the premium will be required either through payroll deduction or by direct payment to ---- by the 15th of the current month for continued coverage is required.  The employee will be informed of the amount and method of payment at the beginning of the leave.  Loss of insurance coverage may result if the premium amount is more than thirty days late.  If the employee misses a premium payment and ---- pays the employee's contribution, the employee will be required to reimburse ---- for the delinquent payment upon return from leave.
Under certain circumstances, if the employee fails to return to work after an approved FMLA leave, ---- may require employees to reimburse it for the amount ---- paid for health insurance premiums during the leave.

301.20 Employer Responsibilities 

Covered employers must inform employees requesting leave whether they are eligible under FMLA.  If they are, the notice must specify any additional information required as well as the employees’ rights and responsibilities.  If they are not eligible, the employer must provide a reason for the ineligibility.

Covered employers must inform employees if leave will be designated as FMLA-protected and the amount of leave counted against the employee’s leave entitlement.  If the employer determines that the leave is not FMLA-protected, the employer must notify the employee.

301.21 Returning to Work

Eligible employees, upon return from leave, are entitled to be reinstated to their former position or an equivalent position with equivalent employment benefits, pay, and other terms and conditions of employment. Exceptions to this provision may apply if business circumstances have changed (e.g., if the employee’s position is no longer available due to a job elimination). In addition, employees on a leave extension are not guaranteed reinstatement. 

Before you will be permitted to return from medical leave, you will be required to present ---- with a note from your physician indicating that you are capable of returning to work and performing the essential functions of your position with or without reasonable accommodation. Where required, the ---- will consider making reasonable accommodation for any disability you may have in accordance with applicable laws.

301.22 Non-Discrimination

Management will not interfere with, restrain, or deny an employee the opportunity to exercise any right provided under FMLA. Management will not discharge or discriminate against any employee for opposing any practice made unlawful by FMLA or because of an employee’s involvement proceeding under or related to FMLA.

301.23 Confidentiality

Management will also keep any medical information it obtains in complying with the FMLA confidential, pursuant to this statute, as well as the Genetic Information Non-Discrimination Act (GINA).

301.24 Enforcement

An employee may file a complaint with the U.S. Department of Labor or may bring a private lawsuit against an employer to enforce the employee’s rights under the FMLA. The FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any State or local law or collective bargaining agreement that provides greater family or medical leave rights.

301.25 Leaves for Employees Who Do Not Meet Minimum Service Requirements

Regular full-time and regular part-time employees who have less than twelve months of service and/or who have not worked a minimum of 1,250 hours during the twelve-month period prior to their leave may request leaves of absence due to disabilities resulting from the employee’s pregnancy, miscarriage, childbirth, or recovery therefrom, subject to the following terms and conditions:

1. 
Leave requests must be made at least thirty (30) days in advance of the date the employee would like the leave to begin or, in emergency situations, with as much advance notice as is practicable, using the ---- official FMLA Leave-of-Absence Request Form found on the Schools website #430.4 (Normally, this should be the same day or the next business day after you become aware of your need for the leave). This request must be submitted to the employee’s supervisor.
2. 
The certification requirements and the conditions for required use of accrued time off, benefits accrual, and continuation of group health insurance during leave set forth in the previous section concerning FMLA leave apply to all leave requests. 

3. 
All leaves due to disabilities resulting from the employee’s pregnancy, miscarriage, childbirth, or recovery therefrom will be granted for the period of disability or eight weeks, whichever is less, and which may be taken intermittently.

4. 
Eligible employees are entitled on return from leave to be reinstated to their former position or an equivalent position with equivalent employment benefits, pay, and other terms and conditions of employment. Exceptions to this provision may apply if business circumstances have changed (e.g., if the employee’s position is no longer available due to a job elimination).

All questions regarding leaves of absence and requests for applicable forms should be directed to pastor or business manager. 

301.26 Funeral Leave

All regular full-time employees shall be entitled to a leave of absence of up to three calendar days for a death that occurs in the employee’s immediate family or spouse’s family.  The
employee will receive pay for any day of the leave that represents a regularly scheduled work day.

1. Absence due to a death in an employee’s immediate family or the employee’s spouse’s immediate family (children, parents, siblings, parent and grandparent, and in-laws and significant other) will be excused and paid up to a maximum of three working days.

2. Absence of up to one day to attend a funeral of a relative not in the immediate family ordinarily will be granted and paid for one day funeral leave.

3. Time off to attend funerals of other persons will be considered on an individual basis with the general rule being that vacation leave, or leave without pay will be used for this purpose.

4. A request for additional time off for funeral leave purposes, if needed, will be considered.

5. Funeral leave is to be recorded on time sheets.

301.27 Jury Duty

---- encourages all regular employees to accept and discharge their civic responsibilities when called for jury duty.

Employees must notify their supervisor immediately after receiving notification that his/her name has been drawn for prospective jury duty.

Employees subpoenaed by the court to appear as witnesses will be allowed to fulfill this obligation for only the period of the time they are summoned.

A regular full-time employee serving as a juror will be paid his/her normal wage as long as jury duty pay has been endorsed to ----.  Employees may retain any reimbursement for expenses incurred in connection with court duty.

Temporary employees are not eligible for compensation but will be allowed to serve. 

If it is not required to be in court, or the employee is released early from jury duty on any particular day, he/she is to report to work for the remainder of the day.
301.28 Personal Leave Without Pay

Employees may be eligible to take personal leave without pay for less than 30 days with their pastor’s approval.  Leave requests for longer than 30 days will be dealt with on an individual basis.

Employees must take any available vacation pay to cover the time off.  If this initial 30 day period of absence proves insufficient, an additional 30 day leave request must be submitted prior
to expiration of the current approved leave, and must be approved by the pastor.  The total personal leave time may not exceed 90 days.


Personal leave without pay may be used if an employee is temporarily unable to work due to personal obligations, or due to a medical disability.
Request for personal leave will be evaluated based on a number of factors, including but not limited to: anticipated business needs, length of service, and reason for leave request, duration of leave request and the employee’s overall performance record.  

Subject to the terms, conditions and limitation of the applicable plans, benefits may continue for a maximum of 30 days at employee rates.

When a personal leave ends, attempts will be made to return the employee to the same or similar position for which he/she is qualified.  ---- cannot guarantee reinstatement.

301.29 Military Leave

When an employee gives advance notice of military obligations, ---- will comply with the Uniform Services Employment and Reemployment Rights Act (USERRA) when granting a military leave of absence.


---- abides by federal and state laws governing such leaves.  An employee requesting a leave of absence to meet military requirements shall be granted such leave without pay together with re-employment rights as provided by the federal and state laws in effect at that time.  An employee may request that vacation or a portion thereof be scheduled for the period of his/her military training.

Any training or duty required beyond the normal annual training will be granted on the same basis of time off without pay.

National Guard members and Reservists are asked to notify their supervisors as early as possible when verbal or written notice is received from the military agency.  A copy of the written orders must be furnished to his/her supervisor and pastor or business manager so that a leave of absence may be arranged.
Employees needing to spend time with a family member of the armed forces who is exiting for deployment will be allowed leave time.  Employees who are the next of kin to a member of the armed forces who has been injured will be allowed leave time to care for the person.  These leaves must be discussed with the employee’s supervisor. (See Family and Medical Leave Policy.)
301.30 Weather Policy

In the event of heavy snowfall overnight or some other weather condition which results in hazardous travel, a decision may be made to not open ----. If weather conditions develop during the day and the offices are closed, an announcement will be made. Full-time employees will be paid for their regularly scheduled hours. If weather conditions are not severe enough to close the building, but an employee feels uncomfortable about driving to or from the office, he or she may delay their arrival or advance their departure, and use vacation leave with notification to the supervisor.
401 INTELLECTUAL PROPERTY POLICY

401.1 Copyrights

Employees shall, from time to time, create certain works such as manuals, procedures, prayer services, study programs, articles, photographs, websites, software, plays, musical compositions, artwork, etc. in the performance of their assigned duties (the “Works”).  The Works are considered “works made for hire” as that term is used in the United States Copyright Act and the intellectual property embodied in the Works is the property of ----.
Under U.S. copyright laws, the “author” and owner of the Works is ----, not the employee, and all right, title and interest in such Works are vested in ---- and its successors and assigns. 

Employees are prohibited from using computers, networks, copying machines, document scanners, or other devices for the purpose of illegally duplicating or sharing copyrighted material owned by third parties. This applies to printed material as well as downloaded or shared music, video or other media files. 

401.2 Trademarks

Trademarks comprised of or associated with ----, including its name, logos, slogans, insignia, and other symbols of identity (collectively the “Marks”), belong exclusively to ---- and/or its affiliates. In an effort to protect the reputation of ---- and its affiliates, and to prevent the illegal or unapproved use of the Marks, no Mark may be used without the prior written authorization of the pastor or business manager. Employees may identify their position or affiliation with ----as appropriate without authorization, but any use of the Marks in this regard must avoid any confusing, misleading or false impression of affiliation with, or sponsorship or endorsement by, ----. No products or services may be marked, offered, sold, promoted or distributed with or under the Marks without prior written permission by the Communications Office.

Any questions regarding intellectual property should be directed to the pastor or business manager.
501 BENEFITS

501.1 The ---- Benefit Program

All eligible employees may participate in the diocesan group health, dental, and vision insurance plans. All eligible employees are also covered under group life and disability insurance plans. An eligible employee is defined as one who is regularly scheduled to work at least 28 hours per week.

While we believe in these plans, ---- reserves the right to change or discontinue any of these plans in the future.

501.2 Medical/Dental Insurance

Hospital, surgical, medical, and dental and vision insurance benefits are available for eligible employees. ---- will pay a percentage of the premium towards medical insurance and the employee will pay the remainder of the premium. Dental and vision insurance is paid 100% by the employee. Employees are eligible for coverage on the first day of the month immediately following the date of employment.

501.3 Pretax Deduction (Section 125)

In accordance with Section 125 of the IRS code eligible employees may participate in the diocesan plans by electing pretax deductions. This provides an opportunity to the employees to have their share of “group” medical, dental, vision premiums and flexible spending dollars paid on a “pretax” basis.

Because the tax treatment of employees may vary depending on individual circumstances, employees who feel that they require tax assistance should secure help from a qualified tax advisor or from their local tax office.

PLEASE REFER TO THE EXPLANATION OF GROUP INSURANCE ONLINE FOR COVERAGES

501.4 Life Insurance

---- provides $25,000/$50,000 life insurance coverage and an equal amount of Accidental Death & Dismemberment coverage for each eligible employee, $10,000 life insurance coverage for the employee’s spouse and $2,000 life insurance coverage for the employee’s dependent children. This coverage is effective on the first day of the month immediately following the date of employment.  You also have the opportunity to purchase voluntary life insurance.

PLEASE REFER TO THE EXPLANATION OF GROUP LIFE INSURANCE ONLINE

501.5 Disability Insurance

 ---- provides long term disability coverage for eligible employees beginning on the first day of the month following the date of employment. Pre-existing limitations apply to new hires during their first year of employment.  There is a 90-day waiting period for coverage when the employee becomes disabled.   

PLEASE REFER TO THE EXPLANATION OF GROUP LONG-TERM

DISABILITY ONLINE

501.6 Retirement Plan 

 ---- sponsors a 403(b) Retirement Plan. Employees who regularly work 20 hours a week are eligible for participation in the plan if they are at least 21 years of age. They may contribute their own money effective with their first day of employment.  After one year of service ---- makes a contribution match into the plan.  

The parish and/or school match can match 50% of an employee’s contribution up to 8% of the employee’s gross salary in accordance to the plan document.  The vesting schedule is graduated over a three year period at a rate of 33% each year.  For example, if an employee leaves at the end of their second year of employment, they would be entitled to 66% of the match.  Their own deferals are always 100% vested.  

PLEASE REFER TO YOUR GROUP 403(b) SUMMARY PLAN DESCRIPTION

501.7 Workers Compensation-Accidents/Job-Related Injuries

All employees are covered by Workers’ Compensation Insurance.

In the event of an accident or sudden illness of an employee, the following steps should be taken:

1. A Supervisor should be summoned as soon as possible.

2. The employee should be made as comfortable as possible, clearing the area of all unnecessary personnel. 

3. An employee trained in first aid procedures, if available, should be summoned so that appropriate first aid can be administered. 

4. Ascertain the extent of the injury or illness and call 911 for an ambulance if necessary.

5. For non-emergency injuries, send or transport the worker to a designated occupational medicine clinic.  

These accident procedures must be followed to ensure safety for all employees.

All work-related injuries must be reported to the pastor or business manager using the State of Iowa “Employers First Report of Injury” who will report the incident to the insurance broker. Reporting must be done within the first 24 hours.
The Workers’ Compensation law requires that ---- keep records on all accidental injuries to employees.  The employee should relate time, location, incident, nature of injury, and indicate if there were witnesses.  Employees are expected to cooperate in supplying the information needed to complete this form.

501.8 Social Security (FICA)

All non-clergy employees are covered by the Social Security Act of 1935 as amended. Each pay day, ---- is required to deduct an amount from employee pay which is paid into the Treasury of the United States Government.  

Clergy, including deacons, are considered self-employed for social security (FICA) taxes.  Parishes and schools are encouraged to contact the diocesan Finance Department for clergy payroll tax treatment.  It is the intention of the Act to provide a Retirement Fund (Social Security and Medicare) for the employee.  ---- is mandated to also contribute an amount to the fund.
601 PAYROLL

601.1 Working Hours and Time Sheet Policy

The employee’s paycheck or notification of deposit indicates a breakdown of current earnings, hours, and deductions.  Year-to-date amounts are also available for gross pay, benefits and taxes.  Any question regarding deductions for benefits should be directed pastor or business manager.
The amount of income tax withheld from the paycheck is determined by the tax information provided on the employee’s W-4 form.  Taxes are computed on a pay-period basis.  Anyone needing to change W-4 information (such as change in marital status or the number of dependents claimed) may contact business manager.  Failure to change W-4 forms in a timely manner due to a life event change could result in penalties from the IRS.

Pay automatically is deposited at a financial institution of the employee’s choice.  Instead of a check being issued,  ---- directly deposits funds into the employee’s personal account.  Employees will receive a Notification of Deposit along with a pay stub.

If the employee changes banks or account, the payroll person must be notified immediately.  Failure to do so in a timely manner may cause funds to be deposited in a closed account.

If a court order is received to garnish an employee’s wages, ---- must comply with the garnishment.

601.2 Payday/Work Week

The employee’s workweek starts at ---- on ---- and ends at ---- on ----.  Paychecks will be issued ---- on ---- for the time period ending on the previous ----.
601.3 Time Sheets

Salaried employees are not required to record their daily hours of work on time sheets.  However, all absences, including vacation and sick leave must be reported on the time sheet. 

All hourly non-exempt employees are required to record their daily hours of work on time sheets.  All non-exempt employees shall be paid, at the rate of time and one-half (1½) the employee's straight time hourly rate for hours worked in excess of 40 hours. Paid leaves, vacation time, and holidays shall not be counted as working time for the purpose of determining overtime.  The overtime rate of pay for all employees shall be calculated at one and one half (1½) of the employee’s hourly rate of pay. 

All overtime must be pre-approved by the supervisor.

Each employee must complete a time log on their designated time sheet.  The time recorded on the time sheet must be personally entered by the employee concurrently with the start and end of their work.  Federal and state record keeping requirements place an obligation on ---- to maintain accurate records and to enforce certain regulation.  Therefore, the following rules must be observed:

1. Hourly employees must enter only their own time entries. Failure to observe this rule may subject the violators to immediate dismissal.

2. Enter time out and in at lunch breaks.  The time entries are to be made upon cessation of work and when returning to work.

3. Any errors or accidental omissions on the Time Sheet which require correction are to be signed by the supervisor.  Corrections are to be made by drawing a line through the incorrect time entry and writing the correct time.  Use of correction fluid and dark markers are not permissible.

Departure from the normal work hours must be approved by the pastor or supervisor.  Hours worked in excess of 40 hours per week must be pre-authorized. 
701 PERSONNEL RECORDS AND EVALUATIONS

701.1 Personnel Records Review Procedures

A confidential personnel file will be maintained by pastor or business manager and is available to the supervisor.

The file will contain all written material connected with hiring the employee, including job title, job description, annual evaluations, and other pertinent materials.

Personnel records are open for review by each employee who wishes to review his or her own record. Verbal or written requests for such review are to be made to the pastor or business manager. An appointment will be scheduled to review the contents of the file.   An employee may ask for corrections if needed for accuracy of information contained in the file. Copies of the contents of the file may be requested by the employee, but the file cannot be removed from the business office. 

If ---- has possession of employee health and benefit records, in keeping with the Americans with Disabilities Act, all such records will be kept in separate confidential files. Access to these files will be strictly limited.

701.2 Evaluations

Annual evaluations may be made based on review of an employee’s performance as required by the job description and planning conference with the supervisor.

The employee will read and sign the evaluation form and record any comments. The original will be provided to the pastor or business manager for the confidential employee file, with a copy provided to the employee.
801 TERMINATIONS AND RESIGNATIONS
See New Hire Checklist (Appendix F)

801.1 Employee Resignation/Termination

Letters of resignation are to be submitted to the supervisor by employees who are terminating employment with ----. 

Any employee wishing to terminate employment for any reason is encouraged to give a minimum of two (2) weeks’ notice prior to the effective date of the resignation.  Additional time of up to four (4) weeks total may be requested for professional positions requiring a more lengthy recruiting process.  The day an employee gives notice of resignation may be designated by ---- as his/her last day of employment. 

801.2 Exit Interviews/Return of Property

The pastor or business manager will normally conduct an exit interview during an employee’s last five days of employment.  The general purpose of this interview is to:

1. Explain the employee’s rights to continue or convert health insurance coverage, where applicable.

2. Obtain the correct address of the employee, spouse and dependents covered by health insurance.

3. Arrange to collect keys, credit cards, fobs, transmitters, lap tops, cellphones and any other property belonging to the ---- on the last day of employment.

801.3 Final Paycheck

As required by Iowa State Law the employee’s final paycheck will be available on the normal payday for the last pay period.  When ample notice has been made, the final paycheck will include any unused vacation hours.
901 TRAVEL

901.1 Business Travel and Entertainment Policy

---- will reimburse the employee for all reasonable business expenses in accordance with the guidelines set forth within this policy.

901.2 Travel Time

If it is necessary for a nonexempt employee to travel, a record must be kept and payment made for all hours spent in actual travel and for time worked outside normal working hours, in addition to those hours considered as normal working hours.  In the event such travel and work time results in hours over and above normal working hours, such hours will be paid at a rate in accordance with the overtime pay policy.

901.3 Use of Personal Automobile

---- does not provide insurance coverage for any employee who uses his or her personal automobile for business purposes.  The mileage allowance is provided to cover the cost of gas, maintenance, repair, and insurance while on parish business.  It is the employee’s responsibility to consult with his or her own insurance agent to ensure that he or she is adequately insured for liability coverage and damage to the automobile. Please refer to the Vehicle & Driver Safety Policy located in the Parish & School Resource Manual-Section 805.

901.4 Receipts Required

Receipts are required for reimbursement of all travel and entertainment expenses except for:

1. Mileage reimbursement, or

2. Incidental expenses less than $5.00 for which a receipt would normally not be available.
Receipts will be considered adequate for reimbursement if it shows the amount, date, place, and essential character of the expense.  For example, a hotel receipt is enough to support expenses for business travel if it has:

1. The name and location of the hotel;

2. The dates you stayed there, and

3. Separate amounts for charges such as lodging, meals, and telephone calls.



A restaurant receipt is enough to prove an expense for a business meal if it has:

1. The name and location of the restaurant;

2. The number of people served, and

3. The date and amount of the expense.

A credit card statement is merely evidence of payment for the charges but is not an adequate receipt for reimbursement.

901.5 Approval of Travel

All overnight travel outside of ---- must be approved by the supervisor on the Travel Requisition Form (Appendix G) prior to incurring any costs related to travel.  Any expenses incurred prior to approval will be eligible for reimbursement at the discretion of the supervisor.

901.6 Mileage Allowance

Employees using their personal automobiles will be reimbursed at a rate of the IRS recommended rate for miles traveled on ---- business.  In addition, all tolls and parking charges will be reimbursed.  The reimbursement claim must include the date of travel, the destination, the business purpose, and the miles traveled.

901.7 Travel Expenses

---- will reimburse the employee for reasonable business expenses incurred on an approved business trip.  Reasonable business expenses are defined as conservative expenditures consistent with the employee’s normal living standards.  With the proper documentation, it is the policy of ---- to reimburse employees for the following actual out-of-pocket expenses incurred while away from home on an overnight business trip.

1. Lodging– maximum reimbursement will be at the single room rate when additional charges are a personal expense.  Lodging costs incurred at the site of the conference are presumed to be reasonable.

2. Meals– reasonable costs for meals and gratuities will be reimbursed.  If a guest is being entertained, or a business meeting is being held, the guest’s name, affiliation, place of meeting or entertainment, and a business purpose must be noted on the receipt.

3. Transportation– attempts should be made to obtain airfares at minimum cost.  Local transportation will only be reimbursed if it is incurred for a business purpose.  Car rentals will only be reimbursed if prior approval has been provided on the Travel Requisition Form (Appendix G).

4. Telephone– telephone charges for business purposes will be fully reimbursed.  Reimbursement for personal telephone charges will be limited to $5.00 per day with documentation.

5. Personal expenses– personal expenses such as movies, newspapers, magazines, and alcoholic beverages will not be reimbursed.
901.8 Entertainment Expenditures

Normal and ordinary business-related entertainment expenses will be reimbursed with the proper documentation.  Entertainment includes the cost of a meal.  In addition to a receipt, the expense report must include the following information:

1. The business purpose, including the business benefit gained or expected to be gained.

2. Names and occupations of persons entertained to show the business relationship.

901.9 Expense Reporting Policy

Travel and entertainment expenses incurred while on ---- business are to be reported monthly on a reimbursement claim and submitted to the employee’s immediate supervisor for approval by the fifth working day of the subsequent month.  In no event may an employee approve his or her own reimbursement claim.

901.10 Credit Card Policy

See the Parish and School Resource Manual-Section 303.

APPENDIX

A. PERSONNEL DEFINITIONS
“Personnel” includes the following categories:

1. All incardinated clerics.

2. All priests and deacons who have the faculties of the parish.

3. All those non-ordained persons to whom participation in the exercise of the pastoral care of the parish is entrusted according to Canon 517, Section 2, of the Code of Canon Law.

4. All clerics or seminarians of other parishes or religious communities who are working for the parish.

5. All religious working for the parish.

6. All staff in the offices, institutions, and programs listed in #6 and #7 who have regular contact with minors (e.g., three or more hours each month).

7. All volunteers in the offices, institutions, and programs listed in #6 and #7 who have regular contact with minors (e.g., three or more hours each month).

8. Such other personnel as designated by the Bishop of Des Moines.

Note:  Catholic corporate entities within the Diocese of Des Moines that are listed in The Official Catholic Directory or the Diocesan Directory that do not have the Bishop of Des Moines as their President are not covered by this policy (e.g., Catholic colleges, hospitals, religious communities).
B. CATHOLIC SCHOOLS POLICIES/REGULATIONS
Policy 478

	DIOCESE OF DES MOINES

Catholic Schools Policies/Regulations




STAFF PERSONNEL

Sexual Harassment and/or Abuse by Staff Personnel

It shall be the policy of the Diocesan Catholic Schools Board that all schools maintain an environment free from sexual harassment and abuse.  Each school must promote a sexual harassment and abuse free environment through information, training, supervision and investigation of allegations of such behavior.

Sexual harassment and abuse shall include but is not limited to, inappropriate, intentional or unwelcome sexual advances, touches, or behaviors, pressure or requests for sexual favors, and other verbal or physical conduct of a sexual nature when:

1. Submission to the conduct is implicitly or explicitly a term or condition of education or employment.


2. Submission to or rejection of the conduct is used as the basis for academic decisions affecting a student or an individual's employment.


3. Such conduct has the purpose or effect of substantially interfering with a student's academic performance by creating an intimidating, hostile or offensive education environment or has the purpose or effect of unreasonably interfering with an individual's work performance or creating an intimidating, hostile or offensive working environment.

School personnel (students, employees, volunteers), who believe they or others have or may have been sexually harassed and/or abused by school employees/volunteers, should report this matter to local officials (Level I Investigator) and to the Diocesan Chancellor.

Persons who have been sexually harassed and/or abused always have the right to notify the civil authorities.

The Level-One investigator must respond promptly to complaints/allegations of sexual harassment and/or abuse.  School personnel (employees/volunteers and students) are required to assist in the investigation when requested to provide information and all involved are to maintain confidentiality to the extent practical in the reporting and investigating process.
Policy 478
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No one shall retaliate against a student or employee/volunteer because they have filed a sexual harassment or abuse complaint or participated in an investigation of such a complaint.
The school administrator shall normally serve as the designated Level-One investigator unless the allegation involves the Level-One investigator, in which case the Diocesan Superintendent of Schools shall be notified.  The name and telephone number of the Level-One investigator and an alternate shall be published annually in the Student/Parent and Faculty/Staff Handbooks.

If students and/or personnel believe sexual harassment and abuse has occurred but do not wish, or believe it would be inappropriate, to file a complaint of harassment or abuse with a Level-One investigator, they may inform the principal (Diocesan Superintendent if the allegation involves the principal) about the incident(s).  In such case, the principal (Superintendent) shall handle the concern as a personnel matter. (281-IAC 10.2)
School officials must report to Board of Educational Examiners the resignation of a licensed employee or the non-renewal or termination of a licensed employee’s contract for an allegation of or actual sexual misconduct of a student.  (282-IAC 11.37)

Policy Adopted:

January 31, 1994

Policy Revised:

March 25, 2013

Regulation 478.1

Accompanies Policy 478

	DIOCESE OF DES MOINES

Catholic Schools Policies/Regulations




STAFF PERSONNEL

Investigation of Sexual Harassment and/or Abuse by Staff Personnel

The following procedures shall be implemented in the investigation of allegations of sexual harassment and/or abuse:

1. Any person having knowledge of sexual harassment and/or abuse should file a report with the school's designated Level-One investigator, by using the form, Alleged Sexual Harassment and/or Abuse by Staff Personnel Report. 

Any school employee/volunteer receiving a verbal or written report of sexual harassment or abuse must immediately pass on the information to the Level-One investigator.
2. If the alleged victim of abuse is under age 19 and younger, the incident must first be reported to the Department of Human Services (DHS).   Then the school should proceed with its investigation.

3. 
The Level-One investigator must secure a written report of the allegation and provide a copy to the person filing, the parents of alleged victim if below age 19, and the immediate supervisor of the employee/volunteer.  The alleged offender named in the report shall receive a copy of the report at the time he/she is initially interviewed by the Level-One investigator.

4.   The Level-One investigator shall complete an informal investigation within five working days following receipt of the written report.  The investigator shall have access to any records of the alleged victim and alleged offender for the purpose of interviewing and investigating.

If, in the opinion of the Level-One investigator, the alleged victim would be placed in eminent danger through continued contact between the alleged victim and alleged offender, provision shall be made to temporarily remove possible contact by or between the two.


Regulation 478.1
Page 2

5. If, in the opinion of the Level-One investigator, the alleged victim would be placed in eminent danger through continued contact between the alleged victim and alleged offender, provision shall be made to temporarily remove possible contact by or between
the two.

6. The Level-One investigation may be deferred, if the investigator believes the magnitude of the allegations suggest an immediate professional investigation. If such is the case, the Level-One investigator shall contact the appropriate law enforcement officials, the person filing the report and the parents of alleged victim if the person is under 19 years of age.  All steps involved in this process must be documented.

7. Within 5 days of receipt of the completed alleged Sexual Harassment and/or Abuse by Staff Personnel Report, the Level-One investigator shall interview the alleged victim, the alleged accused named in the report and any other persons who may have knowledge of the circumstances contained in the report.  The investigator must notify the parent of a child in pre-kindergarten through grade 6 of the date and time of the interview and of the right to be present or to see and hear the interview or send a representative in the parents’ place. The investigator should notify the parents of older involved students.
8. The designated investigator shall determine, by a preponderance of the evidence and based upon the investigator’s training and experience and the credibility of the victim, whether it is likely that an incident took place between the victim and the accused.

9. The Level-One Investigation of Sexual Harassment and/or Abuse by Staff Personnel form shall be completed within fifteen calendar days of receipt of the report unless the investigation was temporarily suspended.  Copies of this completed form shall be given to the alleged victim, the parents of any involved person under age 19, the accused, and the immediate supervisor of the accused.  

10. At the conclusion of the Level-One investigation, the person filing the report shall be notified of the next step.

The investigation may be concluded at Level-One if:

a. There is no preponderance of evidence to support the allegation,

b. The complaint is withdrawn, the form should be marked “withdrawn".  If a reason is given for the withdrawal, a dated memo stating such should be attached to the Alleged Sexual Harassment and/or Abuse by Staff Personnel Report form.  The form shall be kept in the alleged accused’s file.

All other cases shall be referred to the Level-Two investigator.

Regulation Adopted:
May 21, 1990
Regulation Revised:
March 25, 2013
C. VOLUNTEER DRIVER APPLICATION
We greatly appreciate your interest in assisting us to meet our transportation needs.  Responsible risk management dictates that we ask our volunteer drivers to answer the following questions.  Thank you for your understanding and cooperation.
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It is expected that all passengers will adhere to Iowa safety belt laws and regulations.

I certify that the information given above is true and complete to the best of my knowledge. I agree that I will refrain from using a cell phone or any other electronic device while operating a vehicle on behalf of the parish/school.

	 
	
	 

	Volunteer Signature
	
	Date



RETAIN THIS FORM ON FILE FOR A MINIMUM OF THREE YEARS
D. PRIVATE VEHICLE USE APPLICATION

We greatly appreciate your interest in assisting us to meet our transportation needs.  Responsible risk management dictates that we ask you to answer the following questions.  Thank you for your understanding and cooperation.


[image: image3]

PLEASE BE AWARE: In case of an accident, the insurance on this vehicle will be the primary coverage.  The vehicle must be insured for the minimum liability limits of: $100,000/$300,000.

It is expected that all passengers will adhere to the Iowa safety belt laws and regulations.  It is the driver’s responsibility to ensure this.

I certify that the information given above is true and complete and that to the best of my knowledge the vehicle is currently in a safe operating condition.  I agree to maintain insurance coverage for the liability limits stated above. I agree to notify you if any of the information changes.

	 
	
	 

	Signature
	
	Date


RETAIN THIS FORM ON FILE FOR A MINIMUM OF THREE YEARS
E. VEHICLE ACCIDENT REPORT
	Driver:
 
	
	Date of birth:
	
	License #:
	


	Vehicle:
	
	
	

	
	Year
	Make
	Model

	Vehicle Identification Number:
	


	Accident Info
	Date:

Time: 



  City:  



  State:  

Street location:  










 
Description:  











 





Use reverse side if necessary.


	Other

Vehicle
	Year/Make/Model:  



  License plate #:  


  State: 
  

Owner’s name and address: 










Driver’s name and address:  









  

Driver’s license #:  



  State:  


  Exp. date:_________
Relationship to owner:  









  

Description of damage:  









  

Insurance company:  











Phone #:  


Policy #:  



  Exp. date:_______________




	Injuries
	Name:____________________________
Address: __________________________________


Extent of injuries:_______________________________________________________________

_________________________________________________________________________
  






Use the reverse side if necessary.


	Witness /

Passengers
	Name:____________________________
Address:______






Extent of injuries: 












______________________________________________________________________________ 






Use the reverse side if necessary.


	Other

Property

Damage
	Owner’s name:_________________________ Address:







Extent of damage:












______________________________________________________________________________





Use the reverse side if necessary.


	 
	
	 

	Signature
	
	Date


    USE REVERSE SIDE TO PROVIDE A DIAGRAM OF THE SCENE            (
(


RETAIN THIS FORM ON FILE FOR A MINIMUM OF 7 YEARS FROM THE ACCIDENT

F. NEW HIRE CHECKLIST
	
	New Hire Checklist


Name:  

Department:       

     


   Supervisor:   FORMTEXT 

     



   Division:  


Pre-employment Coordination


 FORMCHECKBOX 
  Staff Announcement



 FORMCHECKBOX 
  Keys


 FORMCHECKBOX 
  Office Coordination / Work Order Request 
 FORMCHECKBOX 
  Parking


 FORMCHECKBOX 
  IT / Access / Password



 FORMCHECKBOX 
  Update Staff Lists








 FORMCHECKBOX 
  Personnel File Folders


 FORMCHECKBOX 
  LMC New Hire Notice 



 FORMCHECKBOX 
  New Hire Packet

Personnel File Forms 

 FORMCHECKBOX 
  Employment Application


 FORMCHECKBOX 
  Catholic Mutual MVR Check  

 FORMCHECKBOX 
  Resume




 FORMCHECKBOX 
  Personnel Policy Manual and Acknowledgment

 FORMCHECKBOX 
  Job Description
 


 FORMCHECKBOX 
  HIPAA Privacy Notice and Acknowledgement

 FORMCHECKBOX 
  Employment Eligibility Verification (I-9)

 FORMCHECKBOX 
  Parking Information / Parking Hanger


 FORMCHECKBOX 
  Personnel Action Form



 FORMCHECKBOX 
  Computer Usage Security Policy Acknowledgement

 FORMCHECKBOX 
  Emergency Contact Information


 FORMCHECKBOX 
  Exchange Notice

 FORMCHECKBOX 
  Background Screening Application




 FORMCHECKBOX 
  Code of Conduct and Acknowledgement



Payroll Forms


 FORMCHECKBOX 
  Federal W-4


 FORMCHECKBOX 
  Iowa W-4


 FORMCHECKBOX 
  Automatic Deposit Authorization (required for employees hired July 1, 2005 or after)

 FORMCHECKBOX 
  403(b) Enrollment Form (if electing salary deferrals)

 FORMCHECKBOX 
  LMC Benefit Enrollment Confirmation

Orientation Topics


 FORMCHECKBOX 
  Employee Benefits Bulletin / Benefits Effective Date  
 FORMCHECKBOX 
  403(b) Retirement Plan Summary Page / Employer Contribution Effective Date  
 FORMCHECKBOX 
  Mission Statement / Overview of __________________

 FORMCHECKBOX 
  Website / Directory

 FORMCHECKBOX 
  VIRTUS Training


 FORMCHECKBOX 
  Employee Assistance Program Brochure


 FORMCHECKBOX 
  Tuition Reduction Eligibility Verification

 FORMCHECKBOX 
  Time Sheet Process / Sample Time Sheet

 FORMCHECKBOX 
  Pay Dates / Holiday Schedule / Staff Days / Casual Days 

 FORMCHECKBOX 
  Vacation / Sick Leave Reporting Instructions

 FORMCHECKBOX 
  Performance Appraisal Process / 3-mo       / 6-mo       / 1-yr       / Goals and Objectives

 FORMCHECKBOX 
  Telephone and Voicemail Instructions / Extension List / Password Information

 FORMCHECKBOX 
  Computer Access / Passwords / Training / Resources /

 FORMCHECKBOX 
  Expense / Reimbursement Process

G. TRAVEL REQUISITION FORM

Employee Name: ____________________
Destination: ___________________

Purpose: ____________________________
 Dates: _______________________

Estimated Expenditures Total:  
$_______________

Registration Fee:

  
$_______________

Transportation

Airfare:
  $_______________

Automobile

Miles: _______at IRS recommended rate per mile.  

Total Charge: $_______

Lodging

Number of Nights: ________Per night charge: $_______ 
Total Charge: $_______

Meals

Number of Meals: ________Per meal charge: $_______  
Total Charge: $_______

When available, documentation of the conference and its program should be attached.  Please provide any other information that should be considered.

	

	

	

	


Submitted By:  ________________________________

Date:  ________________



 Employee

Approved By:  ________________________________

Date:  ________________



Supervisor
H. PARISH PERSONNEL POLICY MANUAL ACKNOWLEDGEMENT
	---- Logo 
	----
Personnel Policies and Procedures 

Manual Acknowledgement



I acknowledge that I have received a copy of the Personnel Policies and Procedures of ----, and agree that I will comply with these policies and that the management has the right to interpret and change these policies in its sole discretion.  I understand that the policies are not a contract and do not create property rights and that my employment is not under an employment contract or for any guaranteed period, but is “at-will” and may be terminated by me or by the ---- at any time.

Employee Signature: 





  Date:  





Name: 											


Address: 										


City/State/Zip: _____________________________________________________


Telephone: 						 Date of Birth: 			


Email: 											


Driver’s License Number: 								


State of Issue: 				 Expiration Date: 			








Have you had any of the following citations or convictions in the past THREE years?


									YES		NO


Driving under the influence of alcohol or drugs			___		___


Hit and run								___		___


Failure to report an accident						___		___	Negligent homicide arising out of the use of a motor vehicle	___	            ___


Using a motor vehicle for the commission of a felony		___		___


Permitting an unlicensed person to drive				___	            ___


Reckless driving							___	            ___


Three moving violations or accidents in the last three years		___	            ___





Are you currently taking any medication that may make you drowsy?  YES   NO











Owner’s Name: 									


Address: 										


City/State/Zip: 									


VehicleYear/Make/Model:____________________________________________


Vehicle Identification Number: 							


License Plate #: 										








Automobile Insurance Co.:___________________________________________


Agent’s Name: 									


Address: 										


City/State/Zip: 										


Telephone: 											









