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OVERVIEW
1.1  Working at Eastside Christian Church. Welcome to the Eastside staff! We think Eastside is a great place to work as well as a great place to serve the Lord as an employee! We extend to you a warm welcome as you join our staff team. And we truly are a team – committed to serving God and each other to reach people for Christ.  Because connecting people to God, and helping them grow in their faith – at any age – is really what we’re all about. We believe you’ll find that Eastside is not only a great place to work, but also a worthwhile investment of your time and talents.

Join our online community at  www.eastside.com and 

Facebook: eastsidecc / GeneAppel
Twitter: @eastside_cc / @GeneAppel
1.2  Our Vision.  “To transform our homes, communities and world by: Pursuing God, Building Community, and Unleashing Compassion, one neighborhood at a time."  

a. Pursue God – Weekend experiences where all people encounter the transforming power of God wherever they are in their spiritual journey.

b. Build Community – Spiritual development in connection groups where people belong, grow, and serve.

c. Unleash Compassion – Serving with your neighbors by responding to a hurting world–next door, in our communities, and around the world.
1.3  Our History.  Eastside Christian Church began with a dozen people meeting in a living room in Fullerton who had a vision to reach the people in their community with a church patterned after the Acts 2 church. Just two months later more than 50 people held the first service in a local warehouse on May 6, 1962.

Ralph Dornette was called as the first pastor and on April 18, 1965, ground breaking was held on Eastside’s current 8.5-acre site at Yorba Linda Blvd and State College.

In 1969, Ben Merold became the second senior pastor and the church began to experience dynamic growth.  People found faith. Baptisms happened regularly. A commitment to spiritual growth and concern for people around the globe took root, with as much as 27% of annual giving going to foreign and domestic missions. Most of Eastside’s current facilities were built during this era. Weekend attendance grew to 2600, and three new churches were planted in southern California. After 22 years as pastor, Ben Merold transitioned to a church in St. Louis.

Eastside’s third senior pastor, Graydon Jessup, was called from Anchorage, Alaska in 1992. Through his leadership our global heart continued to grow and expand; an awareness of the many needs of broken people who live in North Orange County gripped the heart of Eastsiders; and six new churches were planted in southern California. Graydon retired from senior leadership in the summer of 2008.

Gene Appel, a former Eastside intern, was called to help write the next chapter of our story in fall, 2008.  Bringing 23 years of senior church leadership experience, a fresh wind began to blow. Weekend attendance grew from 1,900 to over 3,200 weekly, and giving grew as well, allowing for necessary improvements to our facilities.  

Increasingly restricted by our physical location, Gene announced on behalf of the church board in February of 2009 that plans for construction of a new children’s building was being put on pause. The congregation was asked to pray a two-word prayer: “Now What?” Instead of attempting to expand facilities on our 7.5-acre Fullerton site, the congregation was asked to pray about a possible relocation to an entirely different, larger location.
In early 2011, Eastside members voted almost unanimously to purchase a former Boeing facility at the corner of Miraloma and Miller in Anaheim. This 20-acre site near the 91, 55, and 57 freeways met all our criteria: within 15 minutes of our current campus, freeway accessible, ample parking, and room to grow. In May 2011, nearly 4,000 Eastsiders attended a groundbreaking service as one church in the parking lot of Eastside’s future home. Eastside’s move to Anaheim in fall, 2012 coincides with our 50th anniversary, and positions Eastside for exponential impact in our second 50 years.
1.4 About Eastside.  We value being a church where people from diverse backgrounds, ages, and ethnicities can be welcomed wherever they are on their spiritual journey. We’ve laid aside these differences to unite in the love of Jesus Christ. 
Our long-range goal is to reach 1% of the 5.8 million people who live within a 20-mile radius of our new campus (58,000 people), who will passionately pursue God, geographically build community, and radically unleash compassion next door, in our communities and around the world.

Pursue God Growth Picture – Weekend attendance has grown from an average of 1,994 in the summer of 2008 to an average of 3,711; an 86% increase. More than 300 people were baptized in 2011. The move to Anaheim in fall, 2012, strategically positions Eastside for continued growth. Based on church growth studies, our projections through 2015 indicate that we will grow to over 7,000 each weekend on our new campus.  

Build Community Growth Picture – 

2008
2011
2015


9 Weekend Connection Groups 
11 Weekend Connection Groups

(adult Bible classes)



65 Weekday Connection Groups 
140 Weekday Connection Groups


(in-home groups)

1,170 involved in Connection Groups 
1,980
goal: 3,200

Compassion Growth Picture – We seek to unleash compassion locally and globally through many opportunities, both corporately and personally. 

a. 15 cents of every dollar given to Eastside goes to Compassion initiatives to assist our ministry partners, fund specific projects, and assist individuals in need.

b. In addition, Eastsiders sponsor over 1,000 children around the world apart from their giving to the church and outside the church’s Compassion budget, representing nearly $500,000 per year.
c. In 2011 over 2,000 people were involved in compassion initiatives. 

d. Our goal is to triple the number of people serving and dollars invested in compassion causes during the first 5 years on our new campus.
1.5 Membership and Employment. Becoming a part of the family of God at Eastside is based on a person’s relationship with Jesus, their acceptance of Him as their Forgiver and Leader, expressed in faith, repentance and baptism by immersion, as well as their desire to unite with the local body here at Eastside. Eastside requires employees to become members within the first six months of employment.

1.6  Leadership. We operate under the oversight and governance of a board of volunteer Elders selected from within the congregation with a solid commitment to Eastside and our future. Since we are a non-denominational church, local leadership is autonomous in nature. And while we are an independent church, we recognize our intra-dependence with the wider body of Christ.   

Under the supervision of the Elders, it is the duty of the Senior Pastor, currently Gene Appel, to give executive direction to Eastside Christian Church. Reporting to the Senior Pastor are three Executive Directors; Ministries, Operations and Latino Ministry.
1.7  Areas of Volunteering. Volunteer/serving opportunities include Guest Services and Hospitality, providing a friendly environment so people can enjoy a welcoming experience at church services and events; Community Life, helping people grow on their spiritual journeys by connecting them in meaningful relationships with each other; Campus Financial and Physical Resources, using skills to maximize the church’s financial and physical resources efficiently; NextGen, helping the next generation (birth through college) build relationships, learn about Christ, and supporting them in their life stage; Compassion, helping resource people locally and globally who are experiencing difficult challenges in their lives and Creative Arts, using artistic and technical skills and passion for the arts to help people connect with God.

1.8  Right to Revise. This Personnel Manual contains Eastside Christian Church’s employment guidelines, policies and procedures in effect at the time of distribution and supersedes all previously issued employment policies, statements, and memoranda.  

It is inevitable that new policies will need to be written from time to time, and existing policies will need to be revised. Eastside Christian Church reserves the right to revise, modify, delete, or add to any and all policies, procedures, work rules, and benefits stated in this document or any other document, except for the policy of At-Will employment (which can only be changed by an affirmative writing from the Senior Pastor), without advance notice. Any such policy changes will be made in writing and signed by the Senior Pastor. Written policy changes will be distributed to all employees. This Personnel Manual document may not be altered or changed by any oral statements or oral representations.

Nothing in this Personnel Manual, or in any other personnel document, including benefit plan descriptions, creates or is intended to create a promise or representation of continued employment for any employee. 
EMPLOYMENT
2.1  At-Will Employment Policy.  “At-Will” means employment can be terminated, with or without cause, and with or without notice, at any time at the option of either Eastside Christian Church or the employee. No manager, supervisor, or employee of Eastside Christian Church has any authority to make an agreement for employment for any specified period of time on other than at-will terms. Any agreement that is contrary to at-will employment, such as an agreement for a specified period of time, must be in writing and signed by the Senior Pastor.

2.2  Equal Opportunity Employment.  Eastside Christian Church is an equal opportunity employer and makes employment decisions on the basis of merit. We want to have the best available people in every job. Eastside Christian Church policy prohibits unlawful discrimination based on race, color, sex, marital status, gender, age, national origin or ancestry, physical or mental disability, medical condition including genetic characteristics, status as a veteran, or any other consideration made unlawful by federal and state laws and local ordinances applicable to nonprofit religious corporations. Such discrimination is unlawful. This equal employment opportunity policy applies to all persons involved in the operations of Eastside Christian Church and prohibits unlawful discrimination by any employee of Eastside Christian Church, including supervisors and co-workers. Eastside Christian Church is exempt from the Title VII requirements for religious discrimination. We exercise this exemption by employing only those who are part of our church congregation, are aligned with our scriptural principles, and agree to abide by Eastside’s guidelines and Code of Conduct by signing the Receipt of Employee Guidelines & Acknowledgements.  
2.3  Employee Definition.  Employee: Under common-law rules, anyone who performs services for an organization is an employee if the employer can control what will be done and how it will be done. This is so even when the employee is given freedom of action. The employer has the right to control the details of how the services are performed.  Independent Contractor: The general rule is that an individual is an independent contractor if the payer has the right to control or direct only the result of the work and not what will be done and how it will be done. The earnings of a person working as an independent contractor are subject to Self-Employment Tax.  

2.4  Type of Employees.  Regular employees: Regular employees are those who are hired to work on a regular schedule. Regular employees may be classified as full-time or part-time.  Full-time employees: Regular full-time employees are those who are normally scheduled to work 30 hours or more per week. Following the completion of 30 days of employment, a regular full-time employee is eligible for all of the new employee benefits described in this manual, unless otherwise noted.  Part-time employees: Regular Part-time employees are those who are normally scheduled to work less than 30 hours per week on an assigned work schedule. On Call Part-time employees will generally work on an as-needed basis, which may at times be for a short-term assigned work schedule. Following the completion of 30 days of employment, a part-time employee is eligible for some, but not all of the employee benefits as described in this manual, unless otherwise noted. Refer to the Employee Benefits section of this manual for specific benefits that apply to part-time employees.  Temporary employees:  Temporary employees are those employed for short-term assignments. Short-term assignments will generally be periods of three months or less; however, such assignments may be extended. A temporary employee does not automatically convert from temporary to another status merely by working beyond the period originally expected or designated. A temporary employee will convert to regular status only by written notice, signed by the Executive Director of the Department and the HR Committee Representative. Temporary employees are not eligible for the employee benefits described in this manual, except where mandated by applicable law.  Status Change Form:  The change in status of an employee such as hiring, changes in pay, change in position, separation, and any other change is to be recorded and approved using the Status Change Form.  The Status Change Form shall be initiated by the employee's Supervisor, approved by the Executive Director of the Department and approved by the HR Committee Representative prior to implementation.

2.5  Exempt and Non-exempt Employee Classification:  Exempt employees are paid on a salary basis. An exempt employee does not receive overtime compensation, because the employee is “exempt” from the overtime compensation requirements under state and federal law. They are “exempt” because of their certain job duties and responsibilities, analyzed on a case-by-case basis. An exempt employee’s salary is not reduced during partial weeks of work as the result of jury duty, witness duty or military duty.  Non-exempt employees:  A non-exempt employee is paid a salary or hourly wage. As a general rule, these positions are non-supervisory. Non-exempt employees are entitled to overtime compensation as earned by the number of hours that they actually worked and are required to record their time on a timecard. Classification:  The Eastside Christian Church will determine whether an employee is an exempt or non-exempt employee based on criteria established by the State of California.

2.6  Job Application Process.  Eastside has an on-line job application process consisting of a basic application form along with applicable attachments for positions that interface with children, that may include but is not limited to Background Addendum, Guidelines for Providing a Safe Environment and for Preventing Allegations of Child Abuse and Statement of Understanding Regarding Reporting of Child Abuse). For more details see the Eastside Application for Employment Form.

As a condition of employment, each prospective new employee must comply with the completion of the Immigration Reform and Control Act of 1986 by completing the Employment Eligibility Verification Form (I-9).  Documentation establishing identity and employment eligibility must be presented. Former employees who are rehired must complete the form if they have not completed an I-9 with Eastside within the past three years, or if their previous I-9 is no longer retained or valid. Employees whose names have changed must also update the form.

2.7  Employment of Relatives. Relatives of employees may be eligible for employment with Eastside Christian Church if in addition to other conditions and requirements the potential employment meets all the conditions stated in the Nepotism Policy. Nepotism is generally defined as the practice of a person using personal influence or power to aid or hinder another in an employment setting in securing employment, promotion or other benefits because of a personal relationship.  Personal relationships include, but are not limited to, those by virtue of blood, marriage, adoption, or cohabitation.
Each employee is required to read, understand and agree to comply with the separate Nepotism Policy.
2.8  Job Descriptions.  Each position is based upon a job description. Eastside Christian Church reserves the right to alter or change job description, job responsibilities, reassign or transfer job positions, or assign additional job responsibilities from time to time, and at any time, with or without notice. Thus, your job responsibilities and duties may change at any time during your employment at Eastside Christian Church. From time to time, you may be asked to work on special projects or to assist with other work necessary or important to the operation of your department or Eastside Christian Church. Your cooperation and assistance in performing such additional work is expected.  

2.9  New Hires.  The first ninety calendar days of continuous employment at Eastside Christian Church is considered the Introductory Period. During this time, you will learn your responsibilities and become acquainted with fellow employees. Also, during the introductory period, your Supervisor will closely monitor your performance. Completion of the introductory period does not entitle an employee to remain employed by Eastside Christian Church for any definite period of time; also, Eastside Christian Church reserves the right to terminate an employee at any time, including the time before the introductory period is complete in accordance with our At-Will Employment policy.  
2.10  Performance Management.  In addition to the established job description, the employee and their supervisor are expected to establish mutually agreeable measurable goals for the performance rating period. A performance evaluation form will be used to document performance against the job description and associated goals plus skills. You can request a copy of the performance evaluation form from the HR Committee Representative.

Eastside Christian Church knows how important it is for employees to understand how their supervisor perceives their work, and if necessary, how they can improve. Supervisors and employees are strongly encouraged to discuss job performance and goals on an informal, day-to-day basis in additional to the annual performance evaluation. Performance evaluations are conducted to provide both the supervisor and employee with the opportunity to discuss job tasks, identify and correct weaknesses, encourage and recognize strengths, and discuss positive purposeful approaches for meeting goals. 
PROTECTION OF EMPLOYEES

3.1  Workplace Security. Eastside Christian Church is committed to providing a workplace that is free from violence and threats of violence. Although some kinds of violence result from societal problems that are beyond our control, we believe that measures can be adopted to increase protection for employees and to provide a secure workplace. In keeping with this commitment, we’ve established a strict “zero tolerance” policy that prohibits any employee from threatening or committing any act of violence in the workplace, while on duty, while on Eastside Christian Church-related business, while operating any vehicle or equipment owned or leased by Eastside Christian Church, or while operating a personal vehicle in the course of performing work for Eastside Christian Church. This policy applies to all employees.

If you believe that you have experienced or witnessed any violence or any threat of violence by a co-employee, or person doing business with or for Eastside Christian Church, or by anyone else on Eastside Christian Church's premises, you should immediately report the matter to the Executive Director of Operations. Inappropriate behavior, which should be reported, may consist of comments, gestures, and/or actions. Eastside Christian Church prohibits any reprisals or retaliation against any individual for reporting any violence or threat of violence, or for participating in any investigation by Eastside Christian Church.

Any report of violence or threat(s) of violence will be promptly and thoroughly investigated. If Eastside Christian Church determines that our "zero tolerance" policy has been violated, we will take remedial action commensurate with the severity of the offense. This remedial action may include disciplinary action, up to and including termination.

3.2  Workplace Safety. Eastside Christian Church is concerned about the safety, health and workplace security of every employee. Thus, the following safety, health and workplace security guidelines are important for all of us. All employees have a responsibility to themselves, their co-workers, and Eastside Christian Church to prevent accidents, acts of violence and threats of violence. Our safety depends upon a thorough understanding of all safety guidelines. Employees who jeopardize their own safety, health or workplace security or that of other employees or anyone else may be subject to disciplinary action, up to and including immediate termination. All employees should keep the following safety guidelines in mind (please note this list is not exhaustive):
a. Report any unsafe or hazardous condition and any workplace security hazard to your Supervisor immediately.

b. Report any incident involving a threat of violence or act of violence to your Supervisor immediately.

c. Report all equipment defects to your Supervisor immediately. In no circumstances should any repairs be attempted by anyone other than authorized maintenance personnel. IT IS YOUR RESPONSIBILITY NOT TO OPERATE DEFECTIVE EQUIPMENT.

d. Report any accidents involving yourself or visitors to your Supervisor immediately – even if there are no injuries.

e. If your job requires the use of hazardous or toxic materials, you are expected to comply with all laws, rules and regulations concerning their safe handling and disposal. Questions concerning materials and proper safety and disposal procedures should be discussed with your Supervisor.

f. Avoid awkward positions when bending, stooping or turning. 
g. Do not subject yourself to strain using improper lifting methods.  Correct lifting procedures are to (a) bend your knees; (b) keep your back straight; and (c) lift with your legs.
h. Do not try to lift or carry too heavy a load.
i. Be cautious in the use of extension cords and multi-unit plugs.

j. Do not leave any obstruction, including clothing, on the floor. General housekeeping is each employee's responsibility.

k. Do not climb onto or into any shelving fixtures.

l. Do not block any exit or electrical panel.

m. Walk – don't run!

n. No horseplay.

o. Use good judgment.

The above list of safety rules does not include every possible safety, health and workplace security rule. If you have any questions about Eastside Christian Church’s safety rules, you should ask your Supervisor.  

Injury and Illness Prevention Program

Our Injury and Illness Prevention Program ("IIPP") is an important part of protecting the health, safety and workplace security of all employees. The HR Committee is responsible for administering our IIPP.

Eastside Christian Church may communicate to its employees about matters of health, safety and workplace security employee meetings, by posting notices, by distributing memos or newsletters, or by other means. In addition, Eastside Christian Church encourages employees to direct any questions or suggestions regarding the IIPP or health, safety and workplace security issues to the Operations Executive Director.

Compliance With Safety, Health And Workplace Security Practices

Eastside Christian Church's safety, health and workplace security policies and procedures ("safety rules") are strictly enforced. All employees are required to comply with Eastside Christian Church's safety rules.

Additionally, compliance with Eastside Christian Church's safety rules will be viewed positively in performance evaluations. Conversely, failure to observe the safety rules or jeopardizing one's own health, safety or workplace security or the health, safety or workplace security of other employees may be viewed negatively in performance evaluations. Furthermore, an employee who fails to observe the safety rules, or who places his/her own health, safety or workplace security or the health, safety or workplace security of another employee in jeopardy will be subject to disciplinary action, including termination or removal from position.

Reporting Any Hazard or Unsafe Condition.  Each employee is responsible for informing his/her Supervisor, and the Operations Executive Director immediately of any hazard (including any workplace security hazard) or unsafe condition in the workplace. Employees should not fear reprisal for reporting any unsafe or hazardous condition. If a situation is reasonably deemed not urgent, employees, however, may report such conditions anonymously by placing a note in the Operations Executive Director in-box or by mailing a note to Eastside Christian Church, Attention: Health and Safety; however, time is of the essence.  
Ergonomics.  Eastside Christian Church is subject to Cal/OSHA ergonomics standards for minimizing workplace repetitive motion injuries. Eastside Christian Church will make reasonable necessary adjustments to reduce exposure to ergonomic hazards through modifications to equipment and processes and employee training as appropriate. Eastside Christian Church encourages safe and proper work procedures and requires all employees to follow safety instructions and guidelines.

If you have any questions about ergonomics, please contact the Operations Executive Director.

Smoking Policy.  Eastside Christian Church does not allow smoking within any enclosed workspace on its premises. Eastside Christian Church also does not allow employees to smoke on Eastside Christian Church property or in Eastside Christian Church vehicles. Smoking by employees is also discouraged at any Eastside Christian Church activity held off the Eastside Christian Church property.
Drug and Alcohol Abuse.  Eastside Christian Church is concerned about the use of alcohol, illegal drugs or controlled substances as it affects the workplace. Use of these substances whether on or off the job can adversely affect an employee's work performance, efficiency, safety and health thereby seriously impairing the employee’s value to Eastside Christian Church. In addition, the use or possession of these substances on the job constitutes a potential danger to the welfare and safety of other employees and exposes Eastside Christian Church to risks of property loss or damage, or injury to other persons.
Furthermore, the use of prescription drugs and/or over-the-counter drugs also may affect an employee's job performance.

The following are strictly prohibited by Eastside Christian Church:

a. Possession or use of alcohol or illegal controlled substance, or being under the influence of the same while on the job.

b. Driving an Eastside Christian Church vehicle while under the influence of alcohol or an illegal or controlled substance.

c. Distribution, sale or purchase of an illegal or controlled substance while on the job.
Eastside Christian Church employees are expected to follow the above rules and standards of conduct during the workday (including meals and rest periods). Violation of the above rules and standards of conduct will not be tolerated. Eastside Christian Church may also bring the matter to the attention of appropriate law enforcement authorities.

An employee's conviction on a charge of illegal sale or possession of any controlled substance while off Eastside Christian Church property will not be tolerated because such conduct, even though off duty, reflects adversely on Eastside Christian Church. In addition, Eastside Christian Church must keep people who sell or possess controlled substances off Eastside Christian Church's premises in order to keep the controlled substances themselves off the premises.

If you are using prescription or over-the-counter drugs that may impair your ability to safely perform the job, or affect the safety or well being of others, you must notify a Supervisor of such use immediately before starting or resuming work.

Eastside Christian Church encourages and will reasonably accommodate employees with chemical dependencies (alcohol or drug) to seek treatment and/or rehabilitation. To this end, employees desiring such assistance should request a treatment or rehabilitation leave. Eastside Christian Church is not obligated, however, to continue to employ any person whose performance of essential job duties is impaired because of drug or alcohol use, nor is Eastside Christian Church obligated to re-employ any person who has participated in treatment and/or rehabilitation. Additionally, employees who are given the opportunity to seek treatment and/or rehabilitation, but fail to successfully overcome their dependency or problem will not automatically be given a second opportunity to seek treatment and/or rehabilitation. This policy on treatment and rehabilitation is not intended to affect Eastside Christian Church's treatment of employees who violate the rules and standards described above.  Rather, rehabilitation is an option for an employee who acknowledges a chemical dependency and voluntarily seeks treatment to end that dependency.
3.3  Harassment Discrimination.  Harassment is a form of employment discrimination that violates Title VII of the Civil Rights Act of 1964, the Age Discrimination in Employment Act of 1967, (ADEA), and the Americans with Disabilities Act of 1990, (ADA).  Harassment is unwelcome conduct that is based on race, color, religion, sex (including pregnancy), national origin, age (40 or older), disability or genetic information. 

Each employee is required to read, understand and agree to comply with the separate Harassment Discrimination Policy.

3.4  Qualified Individuals with Disabilities Discrimination.  The Federal ADA and California's Fair Employment and Housing Act prohibit discrimination against disabled persons in employment practices and public access. 
Each employee is required to read, understand and agree to comply with the separate Harassment Discrimination Policy.
3.5  Employee Record Changes.  An employee is responsible for timely providing the HR Committee Representative in writing any changes in contact information, emergency contact information and other changes that might impact employment and employment benefits.

3.6  Confidentiality of Personnel Files.  As an employee, you may have access to your personnel file within a reasonable amount of time after making a request to HR Committee Representative. The file must be examined in the presence of the HR Committee Representative. Personnel files must not be taken from the premises.

OPERATIONAL GUIDELINES
4.1  Work Schedule.  Eastside Christian Church offices are usually open for business between 8:30 a.m. and 5:00 p.m., Tuesday through Friday, with the exception of holidays. The Operations Department employees work from Monday to Friday. All Other Departments’ employees work from Tuesday through Friday and on Saturday and Sunday as directed by the Executive Director of their Department. The employee's supervisor will assign the individual work schedule for each employee. All employees should be at their desks or work stations and ready to work at the start of their scheduled shifts.  

Eastside Christian Church reserves the right to assign the hours of work for all employees, who are not exempt from the state and federal overtime requirements. All non-exempt employees will be paid overtime as required by state and federal law. The employee’s supervisor must authorize any overtime work prior to a non-exempt employee working overtime.

4.2  Meals and Rest Periods.  Employees working six hours or more a day are provided with a 60-minute unpaid meal period, to be taken approximately in the middle of the workday. Employees are allowed a 15-minute paid rest period for every four hours of work or major portion thereof. Your Supervisor will schedule your meal and rest periods.

4.3  Time Keeping Requirements. Timecards:  All non-exempt employees are required to use a timecard to record time worked for payroll purposes. Employees must record their own time at the start and at the end of each work period, including before and after the lunch break. Employees also must record their time whenever they leave the facilities for any reason other than Eastside Christian Church business. Timecards are to be completed at the end of each work day and turned in on line. For time card reporting the workday begins at 12:01 am and ends at midnight 24 hours later. The workweek begins each Sunday at 12:01 a.m. and ends at midnight on Saturday.
Any errors on your timecard should be reported immediately to your Supervisor. Each employee will be shown the procedure for recording time worked. UNDER NO CIRCUMSTANCES may one employee complete a Timecard or otherwise record the time for another employee.  

Exception Time Reports:  All exempt employees are required to use an Exception Time Report to record any exception time during a month. Exception time is any time that is not part of regular work and may included vacation time, sick time, holiday time, ministry time, conference time, etc. Exception Time Reports are to be completed at the end of each month and submitted online to the Supervisor within the first five days of the following month. The supervisor will submit the reports to Accounting.

Request for Time Away:  All staff are required to fill out a Request for Time Away prior to any time they are going to be away from Eastside Christian Church for a day or more for any reason. The Request for Time Away helps let other staff know when you will not be on campus so they can better handle work and information that is affected by your absence. This form also serves as the approval request form for vacation time, ministry time, personal days, etc. The form should be completed and submitted online to the employee’s supervisor prior to the time away, unless it is impossible to do so. The routing of the form will be: employee to supervisor to accounting to employee. Time away is not considered approved until you receive the approved form back.

4.4  Overtime for Non-Exempt Employees.  Employees may be required to work overtime as necessary. Only actual hours worked in a given workday or workweek will apply in calculating overtime. Eastside Christian Church will attempt to distribute overtime evenly and accommodate individual schedules. All overtime work must be authorized by a supervisor. Eastside Christian Church provides compensation for all overtime hours worked by non-exempt employees in accordance with state and federal law as follows:

a. All hours worked in excess of eight hours in one workday or 40 hours in one workweek will be treated as overtime. A workday begins at 12:01 a.m. and ends at midnight 24 hours later. Workweeks begin each Sunday at 12:01 AM;

b. Compensation for hours worked in excess of 40 for the workweek, or in excess of eight and not more than 12 for the workday, and for the first eight hours on the seventh consecutive day of work in one workweek, shall be paid at a rate one and one-half times the employee's regular rate of pay;

c. Compensation for hours worked in excess of 12 in one workday and in excess of eight on the seventh consecutive workday in a workweek shall be paid at double the regular rate of pay; 

d. Days off or "comp time" may not be taken in lieu of being paid overtime, and

e. Exempt employees may have to work hours beyond their normal schedules as work demands require. No overtime compensation will be paid to exempt employees.

4.5  Makeup Time.  Eastside Christian Church allows the use of makeup time when non-exempt employees need time off to tend to personal obligations. Makeup time worked will not be paid at an overtime rate. Employees may take time off and then make up the time later in the same workweek, or may work extra hours earlier in the workweek to make up for time that will be taken off later in the workweek. 

Makeup time requests must be submitted in writing to your Supervisor, with your signature, on an Eastside Christian Church-provided form. Requests will be considered for approval based on the legitimate business needs of Eastside Christian Church at the time the request is submitted. A separate written request is required for each occasion the employee requests makeup time.

a. If you request time off that you will make up later in the week, you must submit your request at least 24 hours in advance of the desired time off. 

b. If you request to work makeup time first in order to take time off later in the week, you must submit your request at least 24 hours before working the makeup time. 

c. Your makeup time request must be approved in writing before you take the requested time off or work makeup time, whichever is first.

d. All makeup time must be worked in the same workweek as the time taken off. Eastside Christian Church’s seven-day workweek is Sunday through Saturday.  

e. Employees may not work more than 11 hours in a day or 40 hours in a workweek as a result of making up time that was or would be lost due to a personal obligation.

If you take time off and are unable to work the scheduled makeup time for any reason, the hours missed will normally be unpaid. However, your Supervisor may arrange with you another day to make up the time if possible, based on scheduling needs. If you work makeup time in advance of time you plan to take off, you must take that time off, even if you no longer need the time off for any reason.

An employee’s use of makeup time is completely voluntary. Eastside Christian Church does not encourage, discourage, or solicit the use of makeup time.  

4.6  Reduced Salary For Exempt Employees.  Salaried employees will receive their salary for any week in which they perform any work. For purposes of this salary pay policy, a week is Sunday 12:01 a.m. through Saturday midnight. An employee will receive his or her full salary for any week in which an employee does any work, subject to the following rules:

a. An employee's salary may be reduced for complete days of absence due to sick leave, vacations, and personal leave, before sick leave and vacation benefits are allotted or after they are exhausted (no time away benefits are available), and incomplete initial and final weeks of work; and

b. An employee's salary will not be reduced due to partial weeks of work due to service as a juror, witness, or in the military, or for lack of work. 

This salary pay policy is intended to comply with the salary pay requirements of the Fair Labor Standards Act and shall be construed in accordance with the Act. Employees are encouraged to direct any questions concerning their salary pay to the HR Committee Representative so that any inadvertent error can be corrected.

4.7  Punctuality, Attendance & Absences.  As an employee of Eastside Christian Church, you are expected to be punctual and regular in attendance. Any tardiness or absence causes problems for your fellow employees. Your work schedule, including start time, ending time and lunch periods, will be established between you and your Supervisor. You are expected to report to work as scheduled and on time according to that schedule. Late arrival, early departure, or other unanticipated and unapproved absences from scheduled hours are disruptive and should be avoided. 

If you are unable to report for work on any particular day, you must inform your Supervisor as early as possible.  Employees also must inform their Supervisor of the expected duration of any absence. If you fail to report for work without any notification to your Supervisor and your absence continues for a period of three days, Eastside Christian Church will consider that you have quit (abandoned your employment).

4.8  Pay Day. Each year consists of twenty-four (24) pay periods. The payday usually falls on the fifteenth (15th) and the last day of the month. The employee will receive, with each payroll check, a pay stub that will show the established earnings, if any.

Paychecks are direct deposited except where manual checks are cut for a new employee until direct deposit can be established, or for unusual circumstances that need to be approved in advance, and in writing, by Operations Executive Director. If the day for being paid falls on a Saturday, paychecks will normally be prepared on the preceding Friday. If the day for being paid falls on Sunday, paychecks will normally be prepared on the next Monday. If the day for being paid falls on a holiday, checks will normally be available the day prior to such a holiday.

4.9  Payroll Deductions.  For nonexempt employees, the stub on each payroll check shows the hours worked and gross earnings for the pay period minus those deductions required by law in addition to those authorized by the employee, the net wages earned, all applicable hourly rates in effect during the pay period and the corresponding number of hours worked at each hourly rate by the employee. It also shows the cumulative totals of gross pay and deductions for the calendar year to date.

An annual report is prepared each year showing the earnings including the deductions made from each individual's pay. This report (W-2) is for tax purposes and the employee's permanent record.  

Payroll deductions will not be made for persons treated as independent contractors. The earnings of a person who is working as an independent contractor are subject to Self-Employment Tax.

4.10  Business Expense Reimbursement.  Eastside Christian Church reimburses employees for prior approved business expenses. Reimbursement and/or payment of business expenses will be done through an expense reimbursement process if it has been approved by the employee's supervisor. All reimbursement requests must be submitted within 60 days of the date of the receipt/expenditure. For further details and reimbursement procedures, please see the Professional Allowance Guidelines.

Only reasonable travel expenses necessary for ministry are covered. Eastside is funded through the gifts of others and it is, therefore, expected that these funds be spent only on goods and services directly supporting our ministry activities. Travel arrangements should follow the following guidelines:
a. All travel is expected to be necessary

b. Travel must be approved in advance by your team pastor

c. Select the most cost effective means of travel to accomplish ministry goals

d. Expenditures must be validated with appropriate receipts. 

If you have any questions about Eastside Christian Church’s expense reimbursement policy, contact the Operations Executive Director.  To review a copy of the Business Expense Reimbursement Form, ask the HR Representative for a copy.  

4.11  Media Contact. Employees may be approached for interviews or comments by the news media. Only people designated by the Senior Pastor may comment on Eastside Christian Church policy or events that have an impact on Eastside Christian Church. Current designees include the Operations Executive Director and Communications Director.

Let the reporter know that someone will return his or her call, if possible, within the hour or by the end of the day. Be courteous and ask the reporter for their name, news organization, phone number, and deadline. Contact the Operations Executive Director or Communications Director, and provide them with the reporter's questions and context for the call. Be available to answer additional questions. Under no circumstances should you answer a news reporter's questions or confirm information, since as an employee your comments may be taken as speaking for the church.
4.12  Commercial Bribery – Business Meals, Gifts and Entertainment.  In keeping with the Eastside Christian Church’s policy on “Commercial Bribery,” employees are not to accept meals, gifts or attend entertainment of a value of more than $100.00 from vendors or other persons who do business with Eastside Christian Church.  

Business related meals and entertainment are often a necessary part of an employee's job with Eastside Christian Church and, therefore, may be part of a work environment. Consequently, Eastside Christian Church’s discrimination and harassment policies apply to all business related meals and entertainment.  

Employees should not arrange or participate in business related lunches, dinners or other entertainment inappropriate for the workplace. Examples of such inappropriate entertainment would include restaurants, clubs, bars, etc. that have a sexual theme or sexually themed entertainment, as well as clubs, bars, etc. where the entertainment includes sexual materials or jokes about sex, race, color, national origin, religion, age or sexual orientation.  

In short, behavior at business related functions must comply with Eastside Christian Church’s policies on discrimination and harassment. Employees must remember that their conduct at such business related functions must remain professional at all times.

4.13  Code of Conduct.  A code of conduct requires as Eastside employee to generally behave as follows (the list is not exhaustive): avoid conflict of interest; deal with people in a professional and courteous manner; speak positively of Eastside Christian Church to the public; foster friendly and positive working relationships; demonstrate and exercise personal integrity free from the influence of inappropriate use of alcohol and/or drugs is an example of a believer; does not exercise individual authority; and maintains appropriate privacy and confidentiality.

Each employee is expected to read, understand and agree to comply with Eastside’s separate Code of Conduct Policy.

4.14 Conflict of Interest. A conflict of interest occurs when an individual or organization involved has a self serving interest in a transaction, which usually corrupts the motivation for that party to act. 
Each employee is expected to read, understand and agree to comply with Eastside’s separate Conflict of Interest Policy.

4.15  Reporting Child Abuse.  Every employee who works directly with children (persons under 18 years old) has a legal duty to understand the requirements of and to report suspected child abuse. By reporting the suspicion or knowledge of child abuse quickly, the child is protected from further injury, and Eastside Christian Church and the employee are protected against civil and criminal liability for failing to report such instances. Section 11166 of the California Penal Code requires anyone covered under this regulation to report any cases of suspected abuse to the proper authorities within 36 hours of learning of the possible abuse. 

For more information and details on reporting child abuse, request a copy of the Statement of Understanding Regarding Reporting of Child Abuse from the HR Committee Representative. Note: if upon employment with Eastside your job entailed working with children, you signed a copy of this statement as a condition of employment. If you did not and later you start working with children you will be required to sign this statement of understanding.

4.16  Housekeeping.  Employees are expected to keep their work areas clean and organized. Common areas such as lunchrooms and restrooms should be kept clean by those using them. Please clean up after meals and dispose of trash properly. Employees are also expected to clean up after themselves and their ministry events and activities in any area of the church where their activity is held. 

Offices and Workstations

a. Work related items (files, catalogs, brochures, forms, supplies) and personal items (plants, flowers, and pictures) should be organized on shelves or work surfaces within each workstation/office.

b. Items stored on the floor should be arranged neatly and not extend beyond the edge of the work surface.

c. To ensure safety and to maintain an attractive, professional work area, work material should not be left on the floor outside an office at any time.

d. Personal items must be in good taste and only displayed within your workstation/office.

e. Printers, calculators, PC monitors, and approved electrical items must be turned off each evening. All work surfaces should be cleaned and organized before departing. All individual workstation lights must be turned off each evening.

f. Food and beverages may be consumed in offices and workstations. Food containers, eating utensils, dishes and trays must be removed or cleaned and stored at the end of the workday. 

Pictures/Personal Items

Items that may be displayed on office walls include framed pictures, certificates/awards, calendars, posters, schedules, and other personal hanging artwork.

All items to be hung on office walls or from ceilings must be hung by Operations so that items are hung properly and walls/ceilings are protected from damage. Employees should contact Operations Executive Director to request assistance. Eastside Christian Church is not responsible for personal items that are stolen or broken.

4.17  Eastside Christian Church Equipment.  Eastside Christian Church provides tools and equipment to certain employees for the performance of their jobs. Employees are responsible for the safekeeping of all tools and equipment they receive from Eastside Christian Church. Upon your separation from Eastside Christian Church, you must return all tools and equipment you have received from Eastside Christian Church. Employees are permitted to use Eastside Christian Church equipment for personal use only while adhering to the certain guidelines and on their own time. All monies due Eastside Christian Church for the use of Eastside Christian Church equipment should be given to the Receptionist at time of usage.

Copy Machines - Copy machines are the property of Eastside Christian Church and are intended for job-related tasks. For occasional personal use, there is a charge. Check with the Receptionist for current charges. 

Fax Machine - The fax machine is the property of Eastside Christian Church and is intended for job-related tasks. For occasional personal use, there is a charge. Check with the Receptionist for current charges.
Computers - See the Computer Use Policy.
Laser Printers - The laser printers are the property of Eastside Christian Church and are intended for job-related tasks.  
Telephones - Personal local calls are to be kept to a minimum. Personal long distance calls are to be charged to your home phone, calling card or to a personal credit card.

Cellular Telephones - Cellular telephone equipment may not be used while operating a Church vehicle.  Please refrain from using cellular telephone equipment while driving on Church business in your personal vehicle, especially when there are other passengers with you. If you receive a call while driving, please return the call when it is safe to pull over or you arrive at your destination. The only exception to this policy would be the use of hands-free phone equipment.
Personal Mail - Because of the volume of mail we receive each day, please have your personal mail sent to your home. The cost for outgoing personal mail is to be covered by the employee and is to be paid to the Receptionist upon mailing. Employees should use the Personal code on the postage machine. 

4.18 Eastside Christian Church Property.  By accepting a position with Eastside Christian Church, you have accepted the responsibility of protecting Eastside Christian Church's property, including its money, supplies, materials, facilities and equipment. Unless approved by the Operations Executive Director, taking for personal use or giving away any Eastside Christian Church property, of whatever value, constitutes theft. 

4.19  Receipt of Donations.  Notify the Operations Executive Director when an individual wants to donate to Eastside Christian Church any of the following: unrestricted, publicly traded stock or bonds, restricted stock (which require approval of the Finance Committee), or non-cash donations (i.e., property or buildings). Before acceptance of non-cash donations refer the donor to Form 8283. Acceptance of non-cash donations valued in excess of $5,000 requires approval of the Senior Pastor.
4.20  Gift Cards as Compensation. Because Eastside Christian Church values volunteers and depends daily on their valuable service, employees may occasionally wish to express appreciation or sympathy through the giving of a gift card. Gift cards must be $100 or less, and all gift cards must be reported to Accounting with the name of the person, the date, the amount of the card, the store or VISA, and the business reason for giving the card. This fits within the IRS standard for substantiation of expenses. 

4.21  Inspection. Eastside Christian Church provides desks, lockers and file cabinets (“storage areas”) for the use of some employees during work. These storage areas remain the sole property of Eastside Christian Church.  Employees should be aware that Eastside Christian Church reserves the right to inspect storage areas and the contents of storage areas at any time. An inspection may occur with or without an employee's consent or advance notice. Eastside Christian Church may conduct such an inspection before, during or after working hours. An employee who does not cooperate concerning any inspection will be subject to disciplinary action. An employee may not place weapons, explosives, alcohol, non-prescription drugs or medications, or any other prohibited material, in any storage area. Eastside Christian Church is not responsible for any item, placed or left in a storage area, which is lost, damaged, stolen or destroyed.

4.22  Performance Problems.  Eastside Christian Church has specific procedures when any employee misconduct occurs. Verbal and written warnings are issued to employees when misconduct occurs. These warnings constitute a formal record of discussion between the employee and his or her supervisor or administrator regarding the employee's misconduct and the consequence(s) of the current and possible future infractions  Serious misconduct (as determined at the sole discretion of Eastside Christian Church) can result in immediate termination without any prior warning(s). 

Serious misconduct includes, but is not limited to:

a. Unauthorized removal of property

b. Theft

c. Insubordination

d. Intoxication

e. Fighting

Verbal warnings are noted in the personnel file.

When written warnings are given, the employee receives a copy, and a copy is placed in the personnel file.  Written warnings should be signed by the Supervisor and the employee.

While employees should take both verbal and written warnings seriously, written warnings are particularly serious because they usually constitute a final warning to the employee that he or she may be suspended and/or terminated if there is any further violation of any Eastside Christian Church rule or policy.

If the employee disagrees with the warning and/or has comments to make, the employee may take advantage of the DISPUTE RESOLUTION program outlined at the end of this section.  The existence of this program does not alter the “At-Will” nature of employment with Eastside Christian Church. 

Progressive Steps of Performance Counseling. Eastside Christian Church has established a formal progressive counseling procedure to manage performance issues. This program is intended to identify performance deficiencies to aid employees in improving performance to meet established Eastside Christian Church standards.  It is the employee’s responsibility to address performance issues for improvement to avoid additional performance counseling and the risk of more severe disciplinary action.
The purpose of this policy is to state Eastside Christian Church’s position on administering equitable and consistent counseling and related actions for unsatisfactory conduct in the workplace. The best measure is the one that does not have to be enforced and comes from good leadership and fair supervision at all employment levels. Eastside Christian Church’s own best interest lies in ensuring fair treatment of all employees and in making certain that performance management actions are prompt, uniform, and impartial. The major purpose of any counseling action is to correct the problem, prevent recurrence, and prepare the employee for satisfactory service in the future.

Although employment with Eastside Christian Church is based on mutual consent and both the employee and Eastside Christian Church have the right to terminate employment at will, with or without cause or advance notice, Eastside Christian Church may use progressive counseling at its sole discretion. The procedure consists of:

a. Verbal Performance Counseling

b. Written Performance Counseling

c. Suspension (with or without pay)

d. Termination
(For new employees in the initial 90-day Introductory Period, the counseling procedure may exclude the Written Counseling.)

Any or all of these steps may be accelerated, depending upon individual circumstances and the nature of the infraction. Moreover, exceptions or deviations from the normal procedure may occur whenever Eastside Christian Church deems appropriate, subject to the concurrence of the HR Committee. Progressive performance counseling means that, with respect to most performance problems, these steps will normally be followed:  a first offense may call for a verbal warning; a next offense may be followed by a written warning; another offense may lead to a suspension; and, still another offense may then lead to termination of employment.  

By using progressive performance counseling, we hope that most employee problems can be corrected at an early stage, benefiting both the employee and Eastside Christian Church.

Chain of Command.  An appeal of decisions and actions taken is to be done through the chain of command. If you disagree with a decision your Supervisor has made and cannot resolve it with him/her, you may appeal that decision to your Supervisor's supervisor. If you do not agree with a corrective action taken as a part of progressive discipline, it may be appealed to your Supervisor's supervisor. In either case, if you are not satisfied with the decision after your appeal, you may appeal it to the next level in the chain of command. Going around a level in the chain of command to speak with someone higher up, without communicating with the appropriate level is unacceptable. It is the responsibility of each Supervisor to review the appeal with the HR Committee Representative as the appeal escalates up the Chain of Command.

4.23  Dispute Resolution Statement (from Employee Application)  
“As a community of Christians, Eastside Christian Church believes that the Bible commands us to make every effort to live in peace with one another and to resolve disputes with each other in private or within the Christian church. Our guidelines for resolving problems and reconciling relationships are contained in Matthew 5:22-24, Matthew 18:15-20, and 1 Corinthians 6:1-8. Based on the fact that the parties involved in your employment are Christians, and based on the biblical injunctions noted above, we ask that all employees agree to and sign the following process for the resolution of disputes as a condition of your employment. 
“As an employee of Eastside Christian Church, I agree that any controversy or claim arising out of my employment shall be settled by biblically-based mediation/arbitration in accordance with the Rules of Procedure for Christian Conciliation of the Institute for Christian Conciliation. (A copy of these Rules are available from the HR Committee Representative if you did not receive a copy at the time of hiring). I have been encouraged to read these Rules, which call for mediation of disputes, and if necessary, final binding arbitration thereafter.

“Unless otherwise agreed by the parties, all mediations shall be conducted by at least two mediators and all arbitration proceedings shall be conducted by three arbitrators. 

“I agree that these methods will be the sole remedy for any controversy or claim arising out of my employment by Eastside Christian Church, including claims for violation of federal and state law, FOR BREACH OF ALLEGED CONTRACT, and for negligent or intentional wrongful conduct.  

“I further agree that these methods shall be the sole remedy whether the claim is between myself and Eastside Christian Church, or between myself and one or more of its pastors, board members, officers, administrators, STAFF MEMBERS OR OTHER EMPLOYEES OR CONTRACTORS. I expressly waive my right to file a lawsuit against Eastside Christian Church in any civil court for such disputes, except to enforce a legally binding arbitration decision. By accepting MY employment application and offering me employment, I understand that Eastside Christian Church also waives its right to file a lawsuit against me in any civil court for such disputes, except to enforce a legally binding arbitration decision. 
“Except as otherwise provided in the Rules of Procedure for Christian Conciliation, in any proceeding brought to resolve a controversy arising out of my employment by Eastside Christian Church, I understand and agree that each party shall, regardless of the outcome of the matter – bear his/her/its own attorney fees and costs.”
APPLICANT'S STATEMENT (Part of Application Form)

“As an acceptance of an offer of employment from Eastside Christian Church, I agreed with and affirmed the following statements. If that was not done at that time of my employment, I now agree with and affirm the following statements as an acceptance of continued employment with Eastside: 

1) I understand that my employment is "at will" and may be terminated by myself or Eastside Christian Church, with or without notice, and with or without cause, at any time. The "at will" condition may not be altered by any representative of Eastside unless done so in writing and signed by the Senior Pastor. 

2) My signature below attests to my agreement with all of the statements in this section of the Personnel Manual/Application and with all conditions of employment contained within this section.” 

4.24 Reduction in Force, Voluntary and Involuntary Separation.  Under some circumstances, Eastside Christian Church may need to restructure or reduce its workforce. If restructuring our operations or reducing the number of employees becomes necessary, Eastside Christian Church will attempt to provide advance notice, if possible, to help prepare affected individuals. If possible, employees subject to layoff will be informed of the nature of the layoff and the foreseeable duration of the layoff, whether short-term or indefinite. In determining which employees will be subject to layoff, Eastside Christian Church will take into account, among other things, operation and requirements, the skill, productivity, ability, and past performance of those involved, and also, when feasible, the employee’s length of service.

If you voluntarily resign your employment or fail to report to work for three consecutively scheduled workdays without notice to, or approval by your Supervisor, you will be considered to have voluntarily terminated employment with Eastside Christian Church. All Eastside Christian Church owned property (computers, vehicles, keys, etc.) must be returned immediately upon termination of employment for any reason. 

At the time of separation, the employee must relinquish all credit cards, keys and other items belonging to the Eastside Christian Church. Office fixtures, furnishings, equipment, and supplies are the property of the Church and are not to be removed by the employee, given to the employee, or sold to the employee.

EMPLOYEE BENEFITS

Except as otherwise noted, an employee must be regularly scheduled for at least 30 hours per week to qualify for the following benefits.  Benefits are based on the date an employee becomes a full time staff member. 
5.1 Time Off Benefits
ECC observes the following holidays:   New Year's Day, Martin Luther King Day, Presidents Day, Memorial Day, Independence Day, Labor Day, Thanksgiving Day, Day After Thanksgiving and Christmas Day.

When any of the above holidays fall on a Saturday or Sunday, the preceding Friday or the following Monday is normally observed as the holiday.  ECC may close on another day or grant alternative time off instead of closing the offices.  If a holiday falls on a scheduled day off, that employee may make up that holiday on another day during the week either immediately preceding or immediately following the holiday.

Each full-time employee shall receive compensation at his/her normal rate of pay for the above holidays provided he/she has worked his/her last regularly scheduled workday immediately prior to the holiday and his/her regularly scheduled workday following the holiday, unless an absence on either day is approved in advance by the employee's Supervisor.

Holiday pay is not considered "hours worked" for overtime purposes.

Part-time and temporary employees do not qualify to receive Holiday Pay.

Seasonal Office Closure:   In addition to the official holidays, we also enjoy a seasonal closure of our office during the week between Christmas and New Year's Day.  These four days are not considered holidays.  They are additional days that the Church allows the staff to have off with pay.  If for some reason you are not able to take some or all of this time off, you may not "replace" it as you may do with official holidays.
Vacation Leave.  ECC recognizes the value of rest and relaxation, and encourages eligible employees to use their vacation benefits. 
· Only regular full-time employees are eligible to receive vacation benefits.  Vacation benefits may only be taken after 6 months of full time employment.  Part-time and temporary employees are ineligible to receive vacation benefits.

· Regular full-time staff receive paid vacation time in accordance with the following schedule:





Vacation


Length of Service




Earned Per Year

1 through 4 years:



2 regularly scheduled weeks


5 through 9 years:



3 regularly scheduled weeks


10 years and thereafter


4 regularly scheduled weeks

· The above schedule will be calculated based on related work experience when determining the Length of Service.  The Anniversary year begins on the date you became a full time staff member, and a new year begins on each anniversary of that date.
· Any changes to the vacation schedule listed above must be approved by the Executive Director of Operations.
· Employees do not earn vacation benefits while on any leave of absence.

· Vacation pay is not considered "hours worked" for overtime purposes.

· It's the general policy of ECC not to allow payment in-lieu of vacation.

· Vacation leave benefits are not accrued on a weekly or monthly basis.  They are allocated on the anniversary date of full-time employment.

· For full-time employees working less than 40 hours per week, vacation leave benefits are allocated on a pro-rata basis of the above.

· Employees are encouraged to use all earned vacation pay each year.  Unused vacation benefits may be carried forward from one year to the next, but the maximum vacation leave benefit accumulation is 30 days.  The annual allocation of vacation time will be limited by the amount of unused vacation time on the books at the employee's anniversary.

· All vacation requests should be submitted at least two weeks in advance in the ADP Portal and must be approved by the employee's direct Supervisor.

· Vacation leave can be taken in minimum increments of 4 hours.

· During the first year of full-time employment and after six months of service in that year, an employee may borrow up to one half of the allotment that will be received on his/her first anniversary.  Any time borrowed will be subtracted from the amount of time that may be taken during the second year of full-time employment.  At no other time may an employee borrow vacation time from future years.

· Any unused Vacation time will be paid to the employee at the time of termination.

Sick/Personal Leave:  ECC provides paid sick / personal leave to regular full-time employees after completion of the ninety-day introductory period.  You may take up to 12 sick days per year with pay, and you may choose to use 2 of these days as "personal" days.  Sick days and personal days may not be carried over from one year to the next, and ECC does not pay for unused sick days.  Sick days are based upon the Anniversary year.
If you are absent from work three consecutive days without notifying ECC, ECC will assume that you have quit, and you will be dropped from the payroll.

Following five days of continuous time off due to illness or injury, a doctor's release will be required before you may return to work.  ECC may require a doctor's release following any other illness if it is felt that there has been excessive sick leave used.

Because sick / personal leave is primarily designed to assist an employee who misses work as a result of an actual illness or injury, no sick / personal leave benefits are paid upon termination of employment

CFRA ,FMLA and PDLL Leave.  Family care or medical leave of up to 12 weeks can be taken for child birth, adoption or foster care child placement, for care of a child, parent or spouse who has a serious health condition, for an employee’s own serious health condition that makes the employee unable to perform any one or more of essential functions and for baby bonding.  

Regarding the Pregnancy Disability Leave Law (PDLL), each employee is expected to read, understand and agree to comply with Eastside’s separate Pregnancy Leave Policy.
Bereavement Leave:  Should there be a death in your immediate family, ECC will allow you up to five scheduled workdays off, as needed, with pay.  (“Immediate family” means a current spouse, parent, grandparent, child, brother, sister, legal guardian, grandchild or mother-, father-, sister-, brother-, son- or daughter-in-law.)  
Should there be a death in your extended family, ECC will allow up to three consecutive scheduled workdays off with pay.  ("Extended family" means an aunt, uncle, cousin or other distant relative.)  

Should there be a death of a friend or ECC church member, ECC will allow you to attend the funeral/memorial service.  If more time is needed, ECC requests that you take Personal or Vacation leave.   

Bereavement leave must be arranged through your Supervisor and approved by the Department Executive Director.  Your Supervisor may approve additional unpaid time off.

To be eligible for paid bereavement leave, non-exempt employees must have completed the introductory period.  Unpaid bereavement leave is available during the introductory period.

Ministry Time Leave:  ECC encourages you to be involved in ministry in the kingdom of God outside of your job at ECC.  We believe that doing so enlarges your vision of what God is doing around the world and helps you grow in your Christian walk and in your ministry effectiveness here at ECC.  We see this as a part of our global vision to reach people for Christ.  Ministry Time is time spent, during your regular working time and with pay, in ministry outside the regular responsibilities of your job at ECC.  It may be in another location with another Christian organization or it may be a part of an ECC ministry that is not a part of your job.  To this end, if you are part of the pastoral staff you may take up to 4 weeks of Ministry Time a year.  If you are not a part of the pastoral staff you may take up to 2 weeks of Ministry Time a year.
Military Leave:   Employees who wish to serve in the military and take military leave should contact the Executive Director of Operations for information about the employee’s rights before and after such leave.  An employee is generally entitled to reinstatement upon completion of military service provided the employee returns to work or applies for reinstatement within the time allowed by law.
Jury Duty or Witness Leave:  Employees summoned for jury or witness duty who after 90 days of employment will receive full regular pay while serving up to ten business days of jury duty.  Additional time off for jury duty or witness duty will be allowed but without pay.  
You should notify your Supervisor of the need for time off for jury or witness duty as soon as you receive the notice or summons from the court.  You should continue to report for work on those days or parts of days when excused from jury or witness duty or when jury or witness duty does not conflict with your regular work schedule.  While on jury or witness duty, you must provide written verification from the court clerk of having served.

Any monies paid by the court for the leave outlined above should be signed over to ECC and submitted to the Executive Director of Operations within one week of receipt.
Time Off For Voting:  If you cannot arrange to vote in an election or referendum before or after work, ECC will allow you up to two hours off (with pay) to vote.  Such time off shall be taken at the beginning or end of your regular working shift, whichever allows for more free time to vote.  Whenever possible, give your Supervisor at least two days notice that time off to vote is necessary.
5.2  Insurance Benefits

Medical & Dental Insurance (regular full-time employees only):

(Please refer to the Health Plan information for details regarding your medical & dental insurance coverage)
Eastside Christian Church provides Kaiser comprehensive medical insurance for eligible employees and their dependents. Full-time employees (30 hours per week or more) and their dependents are eligible for coverage and will be given the opportunity to choose the plan ECC offers that they want to be covered under. Coverage begins on the first day of the month, following 30 days of service.

If you are a full-time employee you may also choose to be covered under a personal medical plan that you would select. This plan should provide comparable coverage to the plans offered by Eastside Christian Church and may not be an optional coverage as described below. If this is your choice, you will have to pay the premiums directly with taxed dollars and then be reimbursed by Eastside Christian Church. Reimbursement will require substantiation of your premium payment and will be a non-taxable benefit.

The Dental Plan provides for dental care and orthodontic services.

Currently, dental insurance and the lowest cost medical insurance are provided at a nominal cost to employees.  The highest cost medical plan requires additional employee contribution to offset a significant portion of cost differential of premiums between the two programs. In the event of an increase in insurance premium rates, employees may be required to contribute to the cost of increased premiums. Eastside Christian Church will pay no more than an amount equal to the lower of the two provided plans for that employee in reimbursement for plans paid for by the employee.
You may choose to make changes to your coverage during the open enrollment period of one month before the anniversary date of the insurance or upon a qualifying event, such as marriage or the birth of a child.

HIPAA. The Health Insurance Portability and Accountability Act ("HIPAA") allows certain individuals to transition from one job to another without losing their health insurance coverage or reducing the amount of time they may be excluded from coverage under a new employer's health insurance plan. Eastside Christian Church complies with its obligations under HIPAA and recognizes coverage that a new staff member had under a prior employer's group health plan to the extent required by the law. Details are available from the HR Committee Representative.

COBRA coverage will be offered to all covered employees upon termination.

Health Plan Waiver:  Even if you are eligible to participate in the Health Plan, you are not required to enroll in the Eastside Christian Church Plan. We strongly urge you not to waive your participation in the Plan unless you are able to obtain this benefit from another source. (For example, you may be covered under the health plan of your employed spouse.)  If you wish to opt out of the Health Plan, please see the HR Committee Representative. Eastside Christian Church does not pay extra salary or for other benefits in lieu of health benefits if you opt out.

Life Insurance (regular full-time employees only).  $50,000 of life insurance is provided. Coverage begins on the first day of the month following 30 days of service. 

Disability Insurance (regular full-time employees only).  Coverage begins on the first day of the month following 30 days of employment. The short-term disability (STD) benefit begins after seven consecutive calendar days of illness and pays 60% of our salary for any disability up to 90 days. After that time, the Long-Term Disability (LTD) insurance continues to provide the same coverage.

Eastside Christian Church will pay the difference between your regular pay and the STD benefits through your regular pay checks. You must provide a copy of your insurance check to Accounting when you receive it. Eastside Christian Church will not make up the difference during LTD coverage. STD benefits are not taxable when received but LTD benefits are taxable.
The Church pays for the LTD premium and you pay for the STD premium through a small payroll deduction (typically less than 1% of your salary). Please contact the Accounting department as soon as you know that you will be off work for more than 7 days so Accounting can begin processing the paperwork. This will expedite your receipt of payments from the insurance company.  
Unemployment Insurance (all employees):  Eastside Christian Church is exempt from Unemployment Insurance and its employees are not eligible to collect unemployment upon termination. 
Workers' Compensation Insurance (all employees):  Workers' Compensation Insurance is provided by Eastside Christian Church at no cost to you to cover medical expenses and to ensure that you receive a part of your income when unable to work due to occupational injury or illness. Coverage begins at the time of employment. The income portion pays 60 percent of your regular pay.

If you are injured at work YOU MUST REPORT IT TO YOUR SUPERVISOR OR ANY EASTSIDE CHRISTIAN CHURCH REPRESENTATIVE IMMEDIATELY and you must complete an Employer's Report of Injury. Before you return to work you must provide a release from the doctor indicating you are able to return to work for full duties or with necessary restrictions.  
If unable to work due to occupational injury or illness, Eastside Christian Church will pay you the difference between your regular pay and the amount provided under the Workers' Compensation benefits up to 26 weeks by continuing your regular paychecks. You must provide a copy of your insurance check to Accounting when you receive said check. Workers' Compensation benefits are not taxable when received.  

Social Security and Medicare (all non-pastoral employees):  Social Security and Medicare are important parts of every non-pastoral employee's retirement benefit. Eastside Christian Church pays a matching contribution to each non-pastoral employee's Social Security taxes.  
Self-Employment Tax (all pastoral employees):  Pastoral staff members are treated as self-employed for Social Security tax purposes. Eastside Christian Church pays the equivalent of the employer’s share of Social Security and Medicare taxes to the pastoral employee as additional taxable income. If a pastoral staff member does not opt out of the Social Security System, they are then responsible for the quarterly payment of their own self-employment taxes provided they are not having said taxes withheld voluntarily. For more details see the HR Committee Representative. 
5.3  Retirement Plan.  As an employee of a non-profit corporation, you are eligible to open a special, self-funded personal retirement account called a 403(b) account. You may designate a percentage of your income to be placed in this account throughout the year. These dollars are not taxed as you earn them but only when you withdraw them at retirement.
You should consult with a professional to determine the amount and/or percentage that you may contribute each year.  You can open an account and participate in the Eastside Christian Church's plan; please see the Staff Accountant for more details.

5.4  Other Benefits

Lactation Break.  Eastside Church will provide a reasonable break time to accommodate a female staff member’s need to express breast milk for her infant children. The break time should be taken concurrently, if possible, with other break periods already provided. Staff members should account on their timesheet time taken that does not run concurrently with normally scheduled lunch or rest periods. Eastside Church will also make a reasonable effort to provide the employee with the use of a room or other location in close proximity to the employee's work area for privacy. Staff members should notify their immediate supervisor if they are requesting time to express breast milk under this policy. 

Cell Phone Assistance.  Eastside Christian Church may assist you with cell phone costs for business use up to $50.00 per month. The amount of assistance will be based on several factors, including, but not limited to: frequent and long periods of time away from the office and job necessity to immediately respond to inquiries, and/or job related. To apply and establish the amount of assistance, contact the Executive Director of Operations or his representative. 

External Employee Education (Conferences and Seminars).  Employees are encouraged to attend conferences and seminars to enhance their job knowledge and experience as budgets permit after completion of 6 months of employment. Attendance at conferences and seminars, including any required travel, must be approved in advance by your Supervisor and Division Executive Director. All reasonable expenses for approved conferences & seminars (e.g., meals, lodging, books, tapes, etc.) will be reimbursed. Attendance at conferences and seminars may be restricted based on budgetary restraint, and approval is granted at the sole discretion of Eastside Christian Church.

Pastoral (Minister) Designation.  A person ordained, licensed or commissioned as a minister (referred to by Eastside Christian Church as a pastor), is treated differently by the IRS. If applicable, please see the HR Committee Representative for further information.

OTHER GUIDELINES

6.1  Privacy and Sensitive Information.  Each employee given access to Eastside Christian Church private and sensitive information must take personal responsibility for appropriately protecting the information, for applying the controls and conditions defined for its use, and for reporting apparent breaches in handling controls and use conditions.

Reference Checks.  If someone from another organization calls you to conduct a reference check on a former or current Eastside Christian Church employee, please refer the caller to the HR Committee Representative. Only the HR Committee Representative is to handle calls and all written/verbal inquiries regarding the reference checks of current and former employees

A condition of employment is that the prospective employee sign a statement indicating they have read, have had an opportunity to ask and get answers to questions, and agree to comply with the Eastside’s separate Privacy and Sensitive Information Policy which also included Hospitalized Patient Privacy.

6.2  Document Retention.  It is the policy of Eastside Christian Church that its records be retained only so long as they are (1) necessary to the current conduct Eastside Christian Church's business; (2) required to be retained by statute or government regulation; or (3) relevant to pending or foreseeable investigations or litigation. In furtherance of this policy, Eastside Christian Church has adopted Record Retention periods for each type of document. All records, including those maintained on electronic data processing storage media are covered by this policy.

Despite any retention periods specified in the Record Retention Schedule, all records shall be retained for at least the minimum period as stated in applicable state or federal laws or regulations. Once the period for office retention of records has passed, a determination will need to be made whether the records should be archived.

If your job currently or later entails the proper retention of Eastside documents, you will be asked to read, understand and agree to comply with Eastside’s Separate Document Retention Policy.  
6.3  Whistleblower.  A “whistleblower” is an employee or volunteer who discloses information to a government or law enforcement agency where the employee or volunteer has reasonable cause to believe that the information discloses a violation of a state or federal statute, a violation or noncompliance with a state or federal rule or regulation, or with reference to employee or volunteer safety or health, unsafe working conditions or work practices in the employee’s or volunteer’s work/volunteer environment.

Each employee is expected to read, understand and agree to comply with Eastside’s separate Whistleblower Policy.
6.4 Creative and intellectual Property.  Intellectual Property either related to the individual’s employment responsibility, or resulting from activities performed on Eastside Christian Church time, or with support by Eastside’s funds, or from using Eastside Christian Church facilities and equipment is subject to ownership by Eastside Christian Church.  For details refer to the policy: Creative and Intellectual Property Policy.
Each employee is expected to read, understand and agree to comply with Eastside’s separate Creative and Intellectual Property Policy.
EMPLOYEE receipt of eMPLOYEE gUIDELINES & acknowledgements
As an employee, you will be asked to sign a form with the following wording and return it to the HR Committee Representative.  (This copy is for reference only. A separate sheet has been provided to be signed and returned.)
I acknowledge having access to a copy of this Eastside Christian Church Personnel Manual. I have read and understand its contents and associated policies: Financial Policies (2.1-2.4, 3.2.3-3.2.6, Approval Authority Matrix,  Code of Conduct Policy, Conflict of Interest Policy, Creative and Intellectual Property, Document Retention Policy (if document retention is a part of my job description), Harassment And Discrimination Policy, Hospitalized Patient Privacy, Medical Leave, Nepotism, Pregnancy Leave, Privacy and Sensitive Information Policy, User Password Policy, and Whistleblower Policy and that I have had the opportunity to ask questions about these documents and have been provided answers to my questions. I agree to abide by these documents and associated policies during my employment and understand the consequences if I do not.    

I understand that, except for employment at-will status, any and all procedures or practices can be changed at any time by Eastside Christian Church. Eastside Christian Church reserves the right to change my hours, wages and working conditions at any time. I understand and agree that other than the Senior Pastor of Eastside Christian Church, no manager, supervisor or representative of Eastside Christian Church has authority to enter into any agreement, express or implied, for employment for any specific period of time, or to make any agreement for employment other than at-will; only the Senior Pastor has the authority to make any such agreement and then only in writing. 

I further promise that I will honestly and faithfully conduct myself, and duly and diligently perform all the duties assigned to me while in the employ of Eastside Christian Church. I will truly and faithfully account for and deliver to Eastside Christian Church all property belonging to Eastside Christian Church, and upon termination of my employment, I will at once deliver to Eastside Christian Church all books, documents, money, or other property belonging to Eastside Christian Church or for which Eastside Christian Church is liable to others, which shall be, or which ought to be, in my charge of custody.

I understand and agree that nothing in this Personnel Manual creates or is intended to create a promise or representation of continued employment and that employment at Eastside Christian Church is employment at-will; employment may be terminated at the will of either Eastside Christian Church or me.  My signature below certifies that I understand that the foregoing agreement on at-will status is the sole and entire agreement between Eastside Christian Church and me concerning the duration of my employment and the circumstances under which my employment may be terminated. It supersedes all prior agreements, understandings and representations concerning my employment with Eastside Christian Church. I shall be bound by all the rules and regulations of Eastside Christian Church now in force and by all such other rules and regulations as may be hereinafter called to my notice, and I will faithfully observe and abide by the same. 

Employee's Signature: 





               Date: 




    Print Name: 


          



 
  
I hereby confirm that I have met with the Employee identified above concerning their review of this  Manual, provided them an opportunity to ask questions and have answered their questions directly or through the help of the HR Committee Representative.

Supervisor’s Signature: ​​​​​​​​​​​​​​​​​​​​​​________________________________________  Date _________________________
These samples are provided as input to assist you in developing procedures, but are not a substitute for considering the risks at your church and establishing your own policies and procedures to reduce those risks to acceptable levels.  Transformation Ministries provides these as a convenience for its churches but directly states to you, the user that Transformation Ministries is not providing these to you as legal advice or even a substitute for legal advice.  Use of these samples is at your own risk.  Laws change and best practices change, sometimes rapidly.  It is your church’s responsibility to stay abreast of changes in laws and best practices.  It is recommended you always consult with your attorney and/or CPAs part of the process of developing your policies and procedures.
