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WHPC: Our Journey Together 

 
Welcome to Westlake Hills Presbyterian Church.  As a member of 
our team, you are a valued part of our mission and part of God’s 
larger story.  I want every employee to understand and appreciate 
their responsibilities and to understand the overall goals of our 
church. To accomplish that, this handbook is designed to serve as 
your personal guide on this exciting journey we are taking together. 
My personal goal for this guide is for everyone to understand where 
we’re going on this journey, the “rules of the road” as we travel 
together, and how we’ll all work together to get to our destination. 

 
Before we get to the “rules of the road”, there are some 
fundamentally important things to understand about our church and 
our culture. The diagram below represents our community’s shared 
values. It is our expectation that all staff members live into these 
shared values. 
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WHPC SHARED STAFF COMMUNITY VALUES 
The WHPC Staff will be Christ-Centered, Spirit-Led Community 

Committed to Integrity, Trust & Love 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The rest of this handbook focuses more on the rules we all need to follow to 
make our journey together more pleasant, more productive and more 
meaningful.  I look forward to continuing on this exciting path with you. 
________________________________ 
Rev. Mark Ramsey, Pastor 
January 2016 
 

A safe, nurturing and caring 
environment that is Christ-centered 

in which staff is encouraged to dream 
and take risks. 

 

RELATIONSHIPS 
 

Place a high value on each other 

Demonstrate mutual respect 

Encourage & affirm 

Practice forgiveness 

Cultivate joy & love 

Seek reconciliation 

Ask, don't assume 

      

   

 
 

COMMUNICATION 

Speak truthfully & directly in love 
 

Keep short accounts 
 

Maintain confidentiality 
 

Cultivate self-awareness 
and sensitivity 

 

Engage in active listening 
 

Respect our differences 
 
 

MINISTRY  

Collaborate & cooperate  
to achieve a shared vision  

 

Be faithful & accountable  
to roles & responsibilities 

 

Recognize & affirm the 
contribution of each ministry 

 

Celebrate the accomplishments 
of others 
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ABOUT THIS HANDBOOK 

The Westlake Hills Presbyterian Church (referred to as “WHPC” or “the Church”) 
Employee Handbook is adopted and maintained by the Personnel Committee of the 
Session which contains the policies of the church governing employment practices. It can 
be amended at any time for minor corrections, clarifications, and updates required by law. 
Substantial changes to the Handbook will be by recommendation of the Personnel 
Committee and subsequent Session approval. 
 
The overall goal of the Handbook is to provide you with a general understanding of 
WHPC’s personnel policies.  Obviously, it’s a good idea for you to read, understand and 
ask any questions about the contents of the Handbook.  All of us, as employees, are 
subject to the policies and procedures established by the Personnel Committee and 
approved by the Session. The Church’s pre-school has a separate set of personnel 
policies that apply to its workplace.  Where the pre-school policies are silent on an issue, 
this Handbook will prevail and provide direction. 

No matter how hard we try, though, we can’t think of everything that might come up in 
every situation. There will be gray areas that are up for interpretation by the senior 
leadership of the Church.  The Handbook is not an employment contract and is not 
intended to create contractual obligations of any kind.  Neither you nor the Church is 
bound to continue the employment relationship if either chooses, at will, to end the 
relationship at any time.  WHPC reserves the right to change, revise, or eliminate any of 
the policies and/or benefits described in this handbook, except for its policy of 
employment at will.  

 

 

 

  



 6 

STARTING THE JOURNEY 
 

 
New employees are a wonderful gift from God and an important part of our mission.  We 
want all new team members to be as excited as we are about the possibilities. Our goal 
is to have the selection process make you feel a valued addition to our team. We are 
always excited to have new ideas and talent to help us fulfill God’s mission for our Church. 
 
By this point, you should have received an offer letter, completed an Employment 
Application, and completed any required background checks. There are additional forms, 
waivers and paperwork you will need to complete on or before your first day of work.  You 
will be contacted by a WHPC representative about all the necessary steps to take to get 
you officially on board for the journey.   
 
Our goal is to have your first few days and weeks with us set the tone for the joyous work 
we all share.   Spend some time getting to know other staff members. If you’re a member 
of the program staff, in addition to your program responsibilities, be regular in attending 
worship and become involved in the other programs of the Church, too. 
 
Naturally, there are several legal things that are part of agreeing to join us on our journey 
together.  They are listed in the sections below.  Please be sure to read and understand 
this information.  Unfortunately, some of it uses a lot of legal language.  However, to be 
in compliance with all of these important laws, sometimes we have to use specific 
wording. Please ask questions about anything you don’t understand! 
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SECTION 1.00 
EMPLOYMENT & HIRING 

 
 
1.01 EMPLOYMENT-AT-WILL 

 
The employment relationship is at the mutual consent of the employee and the Church.  
For an ordained Presbyterian pastor, the mutual consent is between that pastor, Mission 
Presbytery and the Church. Consequently, both the employee and the Church have the 
right to terminate the employment relationship of non-Presbyterian Church (USA) 
ordained staff at any time, with or without cause or advance notice. This 
employment-at-will relationship may not be modified by any oral or implied agreement.  
The employment relationship between ordained ministers and the congregation are ruled 
by the Book of Order and Presbytery policies. 

1.02 EQUAL EMPLOYMENT OPPORTUNITY 

Our Church is committed to equal employment opportunity without regard to race, color, 
ancestry, national origin, sex, marital status, physical/mental disability, age, or any other 
unlawful basis to the extent required by law. This applies to all employment practices, 
including hiring, promotions, training, disciplinary action, termination, and benefits.  

The Church will make reasonable accommodations for qualified individuals with 
disabilities unless doing so would result in an undue hardship. This policy governs all 
aspects of employment, including selection, job assignment, compensation, discipline, 
termination, and access to benefits and training. 

We expect all employees to show respect and sensitivity toward all other employees, and 
to demonstrate a commitment to the Church's equal opportunity objectives. If you observe 
a violation of this policy, you should report it immediately to your supervisor, the Senior 
Pastor or the Chair of the Personnel Committee. 

Violation of this policy may result in disciplinary action, up to and including termination. 

1.03 IMMIGRATION REFORM AND CONTROL ACT OF 1986 

WHPC is committed to compliance with the federal immigration laws and will not 
knowingly hire or continue to employ anyone who does not have the legal right to work in 
the United States.  As a condition of employment, on or before the first day of 
employment, you must provide documentation verifying identity and legal authority to 
work in the United States. 

1.04 AMERICANS WITH DISABILITIES ACT 

WHPC is committed to compliance with the Americans with Disabilities Act as it applies 
to employees and will not knowingly discriminate against individuals with a qualified 
disability.  The Church will attempt to provide reasonable accommodations where it can. 



 8 

Reasonable accommodations cannot be provided in those situations where providing 
such would result in an undue hardship.   

1.05 NEPOTISM 

WHPC shall not allow, under any circumstances, a staff member to have direct 
supervision over and/or influence on the appraisal or promotion of a family member.  
Family member is defined as: spouse; son or daughter; uncle or aunt; brother or sister; 
cousin; nephew or niece; mother or father; in-laws in like capacity; and step-children. 
 
Generally, WHPC further discourages hiring a family member of a staff member for any 
position at the Church.  However, under certain circumstances and with the advance 
approval of the Personnel Committee, a family member may be hired.  When appropriate, 
Session approval may also be required. 
 
1.06 HIRING  

Adding new members to the WHPC team is an important process. The staff member 
responsible for filling a position with the Church must follow the hiring practices outlined 
in the Hiring Process & Procedures, available from the Office Manager. 

Search Process for Ordained Staff 

When a vacancy occurs in an ordained staff position, the search process will conform to 
the Book of Order as it may be amended. The details of this process are found in the 
session’s Manual of Administrative Operations (MAO). 

Search Process for Non-Ordained Staff 

When a vacancy occurs in a non-ordained program staff position, the following search 
process will be utilized to fill the position: 

(1) The Senior Pastor, in consultation with the congregational committee for the 
ministry area, will recommend to the Personnel Committee candidates for the 
Search Committee.  The Search Committee shall consist of representatives from 
the ministry area committee, participants in the ministry area, the congregation at 
large, a staff liaison, and, if appropriate, a representative from the Personnel 
Committee or Session.   

(2) The proposed membership of the Search Committee will be submitted to the 
Personnel Committee for review and recommendation to Session for approval, if 
necessary.  The staff member who supervises the staff position to be filled shall 
serve as an ex-officio member of the Search Committee and should be consulted 
in putting together the composition of the committee. 

(3) The Search Committee will meet and formulate a plan for the search which should 
include the following: 
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• Parameters for the search (nationwide, local, etc.) 
• The Search Committee may review the current job description, redraft and propose 

changes if necessary 
• Advertisements for the opening 
• Establish a time frame for the search process 

 
The plan will be submitted to the Personnel Committee for review and reported to the 
Session. 

(4) When the Search Committee has narrowed the applicants to the finalist(s), it will 
develop a plan for interviewing the finalist(s). 

(5) Before a recommendation is made to the Personnel Committee to hire any 
program staff, interviews will be scheduled with representatives of the ministry area 
and staff.  If the reviews are favorable, the Committee’s final recommendation will 
be made to Personnel Committee.   

(6) The Chairs of the Personnel and Search Committees and the Senior Pastor will 
meet with the final candidate to work out salary and other details of the hiring, to 
be submitted to Personnel Committee along with the recommendation to hire. 

(7) The finalist(s) will also be asked to sign a waiver permitting background checks.  
No person will be hired who has not had a background check and employment 
references contacted. 

(8) After agreement is reached, the Office Manager with the approval of the Senior 
Pastor will write a letter of employment specifying the employment date, rate of 
pay, benefits, terms of call, and other conditions.  The job description should be 
attached to the letter. 

(9)  The Moderator of the Search Committee will contact the other candidates that were 
not selected to thank them for the interest and advise them that the position has 
been filled. 

Search Process for Administrative Staff Positions 

When a vacancy occurs in an administrative staff position, the following process will be 
utilized to fill the position: 

(1) It will be the responsibility of the Office Manager to administer the search and hiring 
process.  If the new hire will be working for a particular person or ministry area, 
that person or the moderator of the committee for the ministry area shall be 
primarily responsible for interviewing applicants and recommending employment.  
An interview committee should be formed to assist in the selection process. 

(2) The job description and salary range may be changed with the approval of the 
Personnel Committee. 
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(3) The Manager/Supervisor with the vacancy will recommend to the Senior Pastor 
the person proposed for hire.  If the proposal is within the proposed salary range 
and job description, the Senior Pastor may approve the employment.  If the 
proposal is not within the salary or job description, the proposal will be submitted 
to the Personnel Committee for review and approval.  The final applicant shall be 
asked to sign a waiver permitting background checks.  No person will be hired who 
has not had a background check and employment references contacted. 

(4) The Office Manager and, with the approval of the Senior Pastor, shall write a letter 
of employment specifying employment date, rate of pay, benefits and other 
conditions.  The job description should be attached to the letter.  A copy of the 
letter will be placed in the employee’s personnel file. 

Search Committee Guidelines 

A position description will be provided to the Search Committee by the Personnel 
Committee at the beginning of the search; this position description should be used during 
the search process to qualify candidates.  A Search Committee may evaluate the job 
description and propose revisions and changes for consideration by the Personnel 
Committee. 

The position should be advertised through appropriate channels to ensure a broad range 
of respondents. All submittals should be responded to appropriately and retained in the 
Church Business Office. 

A specific set of key interview questions should be established and used for each 
candidate to ensure consistency in the interviewing process. 

Search Committee Reporting   

Once the Search Committee selects a final candidate for recommendation to the 
Personnel Committee, the Moderator of the Search Committee should make a verbal 
presentation to the Personnel Committee, including answers to the following questions: 

(1) How many respondents were there to the position announcement? How many 
were selected for a phone interview?  How many finalists were there? 

(2) How was the candidate selected from among the finalists? 
(3) Describe how the recommended candidate fits the job description and note any 

shortcomings. 
(4) How did the committee come to understand God’s call for the candidate? 
(5) Is the decision of the committee unanimous? 
 
Selection of Employees 

Immediately after acceptance of an employment offer, a hiring notice containing 
information consistent with the offer letter and the expected report date should be 
completed by the hiring supervisor making the offer and forwarded by email to the Office 
Manager and Finance Director. 
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Criminal Background Checks 

In order to perform due diligence in protecting the well-being of all members, the Church 
performs criminal background checks on all applicants, employees and interns. The 
Church deems it necessary and advisable as a matter of policy to reserve the right to 
disqualify and prohibit persons from serving as an employee who have been convicted 
of, been on probation for, or received deferred adjudication for any disqualifying offense. 
Criminal Background Checks will be conducted on all employees if state records are 
available and will be repeated as often as deemed necessary by the Church.  Volunteers 
who work with children and youth will be required to sign a Statement of Policy.  

Reference and Background Checks 

Before making a hiring decision, the Church will verify the accuracy of all information 
provided by the applicant. In addition, criminal background checks will be conducted on 
all employees periodically and will be repeated as often as deemed necessary by the 
Church. Employees and volunteers will adhere to WHPC’s policy & procedures for those 
working with children and youth.    

If an adverse employment decision is made as a result of background or reference 
information obtained through an entity other than Church, the applicant or the employee 
will be advised in advance of the pending action, and he or she will receive a copy of his 
or her rights under the Fair Credit Reporting Act (the “FCRA”) in the federally mandated 
format.  

If the Church then decides to take an adverse action against the applicant or employee, 
the Church will provide an adverse action notice, which must include: 1) copies of specific 
written or electronic notice to the applicant or employee; 2) the name, address and 
telephone number of the consumer reporting agency (including a toll-free number) that 
furnished the report; 3) a disclaimer that the consumer reporting agency did not make the 
decision to take the adverse action and is unable to provide the applicant or employee 
with specific reasons why the a adverse action was taken; and 4) copies of a written or 
electronic notice of the employee’s or applicant’s rights under the FCRA, including the 
right to a free consumer report from the agency within 60 days. 

1.07 EMPLOYEE CLASSIFICATIONS 

Employees are classified in a number of different ways. The following classifications 
relate to the type of work you do and how the Church must account for your time worked 
to be in compliance with laws that govern your employment. The classifications are: 
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(1) Regular Full-time Employees – scheduled to work at least 30 hours or more per 
week and scheduled to work 52 weeks a year. 

(2) Regular Part-time 20-29 Hours/Week Employees – average hours of work each 
workweek is at least 20 but less than 30 and scheduled to work 52 weeks a year. 

(3) Regular Part-time <20 Hours/Week Employees – average hours of work each 
week is less than 20. 
 

(4) Temporary Employees – employees engaged to work for a specific period of time, 
such as Interns. 

(5) Ministers/Pastoral Staff – ordained by the Presbyterian Church (USA) as a Minister 
of the Word and Sacrament. 

(6) Exempt or Non-Exempt Status – The job duties of all WHPC positions are analyzed 
to determine exemption status under the Fair Labor Standards Act.  Exempt 
positions are those determined to not be subject to overtime or minimum wage 
laws.  Non-exempt positions are those which have duties that make those 
employees subject to overtime and minimum wage laws.  Non-exempt positions 
are eligible for overtime pay and have specific work-hour reporting and 
administrative requirements. 

 

1.08 EMPLOYMENT POLICY AND PRACTICE 

Accountability and Supervision 
All employees are responsible to the Senior Pastor as head of staff. The Senior Pastor 
will supervise all employees of the Church, both full and part-time but may delegate 
supervisory responsibilities to others as appropriate. A current organizational chart 
showing such designations will be maintained by the Personnel Committee and available 
from the Office Manager.   

Oversight & Responsibilities 

Pastoral employees will be employed through procedures outlined in the Presbyterian 
Church (USA) Book of Order. 

The Session is ultimately responsible for approving positions, allocating funds, and hiring 
all lay employees of the Church. The Session may delegate responsibility for hiring to the 
Personnel Committee, which will act on behalf of the Session, and to the Senior Pastor 
or designate, who will act with the knowledge and approval of the Personnel Committee.  
The procedures for hiring employees are outlined in the WHPC Hiring Process, available 
from the Office Manager. 
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1.09 JOB DESCRIPTIONS 

In general, you should have received a job description during the hiring process or just 
after starting work.  The job description summarizes your duties and responsibilities and 
gives you important information about the job. You should read and study the job 
description carefully and discuss it with your supervisor if you have any questions. The 
Personnel Committee may approve the revision and updating of job descriptions from 
time to time, as it deems necessary and appropriate.  Official job descriptions are 
maintained by the Office Manager and any revisions must be approved by the Personnel 
Committee. 
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EXPECTATIONS DURING THE JOURNEY 
Once you’re an official part of our team, there are additional things for you to consider 
and remember in order to remain a part of the team.  Knowing what to expect from each 
other leads to a productive, cohesive team that accomplishes the Lord’s work.  

Fundamentally, being a team member at WHPC means that you will perform your duties 
ethically, safely, without any impairment to your judgment or performance and in a lawful, 
supportive and non-harassing manner that respects all people. These are our high-level, 
fundamental expectations of you and the expectations you should have of us.  We’ll cover 
these important issues first.  The more specific work rules will follow in the next section.  

 
SECTION 2.00 

The High-Level “Rules of the Road” 
 

2.01 ETHICS POLICY 

It is critical that every employee exhibit the highest ethical standards when conducting 
Church business. The same should apply to your life outside of work as we are here to 
glorify God and fulfill His purpose on Earth. Specifically relating to your conduct at work, 
the intent of this policy is that each employee will conduct the Church's business with 
integrity and comply with all applicable laws so that we can all avoid even the appearance 
of impropriety or doing something for personal gain.  

Gifts, Favors, and Payments Made on Behalf of the Church 

Gifts, favors, and payments may be given to others at Church expense, if they meet all of 
the following criteria:  

(1)  They are consistent with accepted business practices;  

(2)  They are of sufficiently limited value and in a form that will not be construed as a 
 bribe or payoff; 

(3)  They are not in violation of applicable law and generally accepted ethical 
standards; and  

(4) Public disclosure of the facts will not cause any harm or hurt the reputation of the 
Church. 

Payments, commissions or other compensation to or for the benefit of employees or 
members (or their family members or employees) not required by written contract are 
contrary to Church policy.  
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Gifts, Favors, Entertainment and Payments Received by Church Employees 

We expect every employee to exercise good judgment in all aspects of their life and work.  
This expectation certainly applies to gifts or anything of value received by you, as an 
employee of the Church, from others inside or outside the Church.  In general: 

(1) Management employees should not accept gifts from those under their supervision 
of more than limited value.  

(2) Anything received with a value over $250 must be reported to the Head of 
Staff/Senior Pastor. The Senior Pastor will report such gifts to the Personnel 
Committee. 

Conflicts of Interest 

Every employee should avoid any situation which involves or may involve a conflict 
between their personal interest and the interest of the Church. As in all other facets of 
their duties, employees who deal with members, suppliers, contractors, or any person 
doing or seeking to do business with the Church are to act in the best interest of the 
Church. Each employee shall make prompt and full disclosure in writing to their manager 
and the Senior Pastor of any potential situation which may involve a conflict of interest. 
Such conflicts include:  

(1)  Ownership by employee or by a member of their family of a significant interest in 
 any outside enterprise that does or seeks to do business with the Church.  

(2)  Serving as a director, officer, partner, consultant, or in a managerial or technical 
capacity with an outside enterprise which does or is seeking to do business with 
the Church. Exceptions to this can be approved by the Session, upon 
recommendation of the Senior Pastor. 

(3)  Acting as a broker, finder, go-between or otherwise for the benefit of a third party 
in transactions involving or potentially involving the Church or its interests.  

(4)  Any other arrangements or circumstances, including family or other personal 
relationships, which might appear to dissuade the employee from acting in the best 
interest of the Church.  

Confidential Information 

Given our role in God’s Kingdom, it is critical for all WHPC employees to maintain 
confidentiality and discretion regarding personal or confidential information related to our 
employees, members, and guests. Any questions regarding this should be referred to the 
Senior Pastor. Only the Senior Pastor or those people authorized by the Session may 
serve as spokespersons for the Church in matters of theology, doctrine, policy and 
discipline. Any employee who discloses confidential and/or discretionary information 
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when such disclosure has not been authorized will be subject to disciplinary action, up to 
and including termination. 

Compliance 

Any violation of this ethics policy will result in disciplinary action, up to and including 
immediate termination. Any employee having knowledge of any violation of this policy 
must promptly report such violation to the Head of Staff or designee. Each WHPC 
manager and officer is responsible for compliance in their area of responsibility. When 
questions or complaints arise concerning any aspect of this policy, employees should 
contact the Senior Pastor or Office Manager.  

2.02 SAFETY  

A significant part of future success depends upon stewardship and efficient use of 
resources. Employees are the most important resources in the Church. In order to protect 
employees, the Church is committed to providing a safe and healthful workplace for all 
employees by establishing and maintaining an effective health and safety program. Safety 
and health is a fundamental part of the Church's operations. 

Employees must stay informed of the Church’s safety policies and take responsibility for 
their own safety and the safety of their co-workers. To ensure the success of our safety 
and health program, employees must fully participate in and support safety policies and 
procedures that have been developed to protect all employees. Working safely and in 
accordance with established safety policies is an absolute requirement. 

2.03 ALCOHOL, DRUGS, INHALANTS AND CONTROLLED SUBSTANCES 

WHPC has an alcohol, drugs and controlled substance policy to ensure the safety and 
well-being of all employees and members.  

It is the policy of the Church to maintain a drug-free workplace. Westlake Hills 
Presbyterian Church prohibits the manufacture, distribution, dispensation, possession, 
concealment, use, sale, or transfer of alcohol, inhalants, drugs, or controlled substances, 
and the possession of drug-related paraphernalia or literature promoting the use of illegal 
drugs, while at work, on Church premises (including parking lots), in Church vehicles, or 
while engaged in Church business.  Any person under the influence of alcohol, inhalants, 
drugs, or controlled substances is strictly prohibited from being on Church premises 
(including parking lots) or in Church vehicles or on Church business.  "Under the 
influence" with respect to drugs, inhalants, or controlled substances, means having any 
detectable level in the person's body, regardless of when or where it may have been 
consumed.   

Compliance with this policy is a condition of initial and continued employment.  
Disciplinary action, up to and including termination, will be taken against any employee 
who violates this policy. Over-the-counter medications and prescription drugs prescribed 
by a licensed medical practitioner for the person using or possessing them are generally 
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not prohibited by this policy, provided they were lawfully obtained and are not consumed 
at a frequency or quantity greater than the dosage prescribed or otherwise recommended 
on the medication's label.  However, any employee taking any prescription or over-the-
counter drug or medication, regardless of whether it was lawfully obtained and properly 
consumed, which drug or medication is known or advertised as possibly affecting or 
impairing judgment, coordination, or other senses, or which may adversely affect ability 
to perform work in a safe and productive manner, must notify his or her supervisor prior 
to starting work or entering the Church's premises.  The supervisor, in consultation with 
appropriate medical personnel when necessary, will decide if the employee may remain 
at work or on Church premises and what work restrictions or accommodations, if any, are 
deemed necessary.  Information regarding the employee's use of medication and any 
other information provided by appropriate medical personnel will be kept strictly 
confidential and will be disclosed only to Church management personnel on a need-to-
know basis.   

Currently, the Church does not have a drug or alcohol testing program for employees.  
However, the Church reserves the right to implement a testing program and to require 
employees to submit to testing as a condition of continued employment. 

The Church reserves the right to conduct reasonable searches (of employees, their work 
area, desks, lockers, or any vehicle on Church property) and to monitor its drug policy 
compliance. A request for a search is not an accusation of illegal drug use; refusal to 
submit to a search after fair warning can lead to disciplinary action and possible 
termination. 

2.04 DISCRIMINATION, HARASSMENT & SEXUAL HARASSMENT  

Westlake Hills Presbyterian Church is committed to maintaining a work environment that 
is free of all types of discrimination and harassment. In keeping with this commitment, 
discrimination against and harassment of employees by anyone, including supervisors, 
co-workers, vendors or members of the Church will not be tolerated. 
 
Discrimination and Harassment  
 
Westlake Hills Presbyterian Church is committed to maintaining a work environment that 
is free of harassment and discrimination. In keeping with this commitment, we will not 
tolerate discrimination or harassment of employees by anyone, including supervisors, co-
workers, vendors or members of the Church. 
 
Harassment consists of unwelcome conduct, whether verbal, physical, or visual, that is 
based on a person's protected status, such as gender, color, race, ancestry, religion, 
national origin, age, physical or mental disability, medical condition, marital status, 
veteran status, citizenship status, or other protected group status. The Church will not 
tolerate harassing conduct that affects tangible job benefits, that interferes unreasonably 
with an individual's work performance, or that creates an intimidating, hostile, or offensive 
working environment. 
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Verbal or physical conduct that ridicules or shows hostility or aversion to an individual 
because of race, color, religion, gender, national origin, age, disability or that of the 
individual's relatives, friends or associates is harassment. This policy also includes e-
mails, faxes and other electronic communications of offensive or pornographic materials. 
 
Sexual Harassment 
 
Sexual Harassment is defined as:  

Unwelcome sexual conduct that is a term or condition of employment, when 
submission to such conduct is made either explicitly or implicitly a term or 
condition of an individual’s employment and unwelcome sexual conduct that 
unreasonably interferes with an individual’s job performance or creates an 
intimidating, hostile, or offensive working environment even if it leads to no 
tangible or economic job consequences.   

 
Harassing conduct includes, but is not limited to slurs, negative stereotyping, threatening, 
intimidating or hostile acts that relate to sex or gender or written, offensive, graphic 
material/pictures that ridicule or shows hostility or aversion to an individual because of 
sex or gender. 
 
There are two types of sexual harassment.  “Quid pro quo" sexual harassment occurs 
when a member/agent of management makes the submission to or rejection of such 
harassing conduct a basis for employment decisions affecting the employee.  This type 
of authority and action is not given to any supervisor, manager or agent of Westlake Hills 
Presbyterian Church.  Examples of quid pro quo sexual harassment include situations 
where: 
 
(1) Submission to such conduct is made either explicitly or implicitly a term or condition 

of employment; 

(2) Submission to or rejection of such conduct by an employee is used as a basis for 
employment decisions; or  

(3) Such conduct has the purpose or effect of unreasonably interfering with an 
employee's work performance or creating an intimidating, hostile or offensive work 
environment. 

The second type of sexual harassment is called “hostile environment.” Hostile 
environment harassment occurs when the unwelcome sexual conduct creates an 
intimidating, hostile, or offensive working environment. This can be verbal or physical 
conduct that ridicules or shows hostility or aversion to an individual because of sex or 
gender that: 
 
(1) has the purpose of creating an intimidating, hostile or offensive work environment; 

or 
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(2) has the purpose or effect of unreasonably interfering with an individual's work 
performance or otherwise adversely affects employment opportunities. 

 
Anti-Retaliation Policy 
 
The Church feels very strongly that it is important to provide employees with confidential, 
non-threatening alternatives for registering their concerns without fear of retaliation.  The 
Church will not tolerate retaliation against anyone for stepping forward with a concern, 
complaint, or grievance. 

A supervisor or employee may not retaliate against employees in any way for registering 
a concern or complaint.  Retaliation, in the context of this policy is an adverse employment 
action against an employee because the employee has lodged or supported a complaint.  
Examples of strictly prohibited retaliatory action include: (1) disciplining, changing the 
work assignment of, providing inaccurate work information to, or refusing to cooperate or 
discuss work-related matters with any employee because that employee has registered 
a complaint; or (2) intentionally pressuring, falsely denying, lying about or otherwise 
covering up or attempting to cover up conduct such as that described above. 

All employees and managers are expected to comply with this policy.  Should any 
supervisor or employee act contrary to this anti-retaliation policy, she or he may be subject 
to disciplinary action up to and including termination.  Any implication or threat of 
retaliation because an employee has voiced a complaint or grievance should be brought 
to the immediate attention of the Senior Pastor. 

 
 
Complaints, Grievances & Problem Solving for Discrimination, Harassment and 
Retaliation Issues 
 
Westlake Hills Presbyterian Church does not condone, authorize or tolerate any kind of 
discrimination, harassment or retaliation and any such charges or complaints will be acted 
upon quickly and decisively. Upon receiving a complaint or grievance, the Church will 
conduct an immediate and thorough investigation into the charges. 
 
Each employee has an obligation to immediately report an occurrence of discrimination, 
harassment or retaliation.  Employees are strongly encouraged to personally (verbally or 
in writing) inform the person causing the offensive action that they want it stopped. All 
employees are required to immediately report all reports or observations of discriminatory, 
harassing or retaliatory behavior to their supervisor, the Senior Pastor or the Chair of the 
Personnel Committee. 
 
Please understand that the Church takes complaints of discrimination, harassment and 
retaliation very seriously.  Thus, although a complaint procedure may describe a chain of 
command for reporting complaints, there is no need to follow this chain of command when 
a complaint is related to any issue of concern regarding alleged discrimination, 
harassment or retaliation, and an employee may bypass anyone in his or her direct chain 
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of command and make a complaint or discuss or express any issue of concern with the 
Senior Pastor at any time.  Again, if the complaint or concern involves the Senior Pastor, 
the employee may contact any member of the WHPC Personnel Committee. 
 
Westlake Hills Presbyterian Church policy is to investigate all such complaints thoroughly 
and promptly. To the fullest extent practicable, the Church will keep complaints and the 
terms of their resolution confidential.  If an investigation confirms that harassment has 
occurred, the Church will take all appropriate, corrective action, up to and including 
immediate termination of employees. 
 
As noted in Section 6 (Problem Solving) in this handbook, the Church also provides the 
resources of The CHORDA Preferred Path Ministry (PPM) to assist in the resolution of 
employment-related complaints, including harassment and other charges. In situations 
involving perceptions of harassment or sexual harassment, the collaborative steps in the 
problem-solving process, including the mediation option described in Section 6 are 
optional. The process is not meant to interfere with the obligation and right of employees 
to report acts of harassment for investigation.   
 
While acknowledging that, at any time, employees may go directly to their supervisors for 
assistance with work-related problems, the PPM Ministry encourages employees to take 
the steps outlined in Section 6 in order to save time and increase satisfaction with problem 
solving processes.  Again, there is no need to follow the chain of command when there 
is a complaint of discrimination, harassment or retaliation. 
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EXPECTATIONS DURING THE JOURNEY (cont.) 

As mentioned in Section 2, there are some more detailed expectations we have of you, 
and that you should have of us, beyond the high-level policies listed above. As we 
continue on our journey together, it’s important that we all know how to stay together on 
our common path.  Having the same expectations of ourselves and of each other make 
our journey more productive and much more pleasant. These more detailed rules are 
listed below, starting with an alphabetical listing of expectations regarding everyone’s 
conduct. 

 
SECTION 3.00 

Specific Expectations and “Rules of the Road” 
 

3.01 GENERAL EXPECTATIONS 

The following is a general summary of actions that can result in disciplinary action.  It is 
not intended to be exhaustive. This handbook contains information in other sections 
relating to offenses that could result in disciplinary action.   

 Abusive, Profane or Obscene Language: This type of language is unaccept- 
able in the workplace. There is never an acceptable reason for using language of this 
nature.  
 
 Alcohol and Drug Abuse: The Church does not condone the improper use or 
abuse of alcohol or prescription drugs or the use of illegal drugs. The improper use, 
possession, sale or transfer of drugs on the property or while performing work duties shall 
be reason for immediate termination. Additionally, the illegal use of drugs, controlled 
substance, or improper use of prescription drugs shall be reason for immediate 
termination. (See Section 2.03 for more details.) 
 
 Arrests and Incarcerations: It will be the right of the Church management to 
respond to any employee being arrested and/or incarcerated. Depending on the offense 
and the possible negative impact on the Church's position in the community, the Church 
reserves the right to apply the disciplinary process as it deems proper. 
 
 Confidentiality: There are several aspects of work that involve the need to keep 
information confidential.  Certainly all sensitive data about members’ relationships with 
the Church are confidential as are any other issues of a sensitive nature pertaining to 
members, other employees or families. Employees may come into contact with 
information that could be considered critical to the Church and they should also keep that 
information confidential. Maintaining confidential data and not allowing any unauthorized 
release of the information is a condition of employment with the Church. 
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 Conflict of Interest: Any conflicts in decisions and actions that would weaken the 
Church’s business position and interests are forbidden. Usually, these issues are related 
to outside employment, financial (or other) interests in other businesses, member 
relations, and self-dealing versus the welfare of the Church. (See Section 2.01 for more 
information.) 
 
 Conflict of Conscience: Employees might have religious or other personal beliefs 
and convictions that would conflict with the Church’s purposes and policies.  Anyone who 
feels such a condition might exist is encouraged to inform his or her supervisor of the 
conflict so it can be discussed and a resolution sought if possible. 
 
 Email & Computer Usage: WHPC’s e-mail and computer systems are intended 
to be used for business purposes only. Informal or personal usage is permissible only 
within reasonable limits. All e-mail messages are considered Church records and, 
therefore, should be transmitted only to individuals who have a business need to receive 
them. As with all communications using Church information resources, e-mail messages 
are subject to review by the Church and disclosure to third parties.  Employees must 
always ensure that the business information contained in their e-mail messages and on 
their computers is accurate, appropriate, and lawful. Offensive, derogatory, defamatory, 
discriminatory, or otherwise inappropriate e-mail messages are prohibited. Abuse of the 
e-mail system, through excessive personal use, or use in violation of the law or the 
Church’s policies, will result in disciplinary action, up to and including termination. 
 
 Falsification of Records/Facts: Falsification can be considered not stating the 
truth, not stating the truthfully, omission of important details, and deception in a statement. 
Such behavior may result in disciplinary action, up to and including termination, even after 
the employee has gone to work or the event has passed. 
 
 Fighting and Altercations: Cordial, ethical and complimentary relationships with 
each other and members are fundamental expectations of all employees. At no time will 
fighting or any type of altercation (verbal or physical) be tolerated. 
 
 Gambling: Gambling while at work demonstrates a lack of soundness of priorities. 
Gambling can damage friendships and co-worker relations. Gambling distracts one's 
focus and attention from the priority of the work of the Church. Gambling while at work, 
or any activity related to gambling, is forbidden. 
 
 Handguns, Firearms and Weapons: No one is allowed to have handguns or 
firearms on the premises.  The Church reserves the right to search persons, personal 
property and any area on the premises for handguns and firearms. Violators will be 
discharged and possibly prosecuted. 
 
 Horseplay: The Church will not tolerate horseplay that could violate non-
discrimination laws or create an unsafe situation.  It is impossible to list all the possible 
forms of horseplay.  However, some examples of horseplay would include: exploding 
fireworks; throwing things around the work area; tampering with food; pulling a chair out 
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from under a person who is about to sit down; telling racial, sexual, national origin or 
religious jokes.  
 
 Insubordination: Insubordination will not be tolerated. Insubordination can 
include willingly disobeying one's supervisor, disregarding instructions that are 
reasonable management directives, taking actions that could have a negative impact on 
productivity and service to members, engaging in abusive conduct and/or language 
toward a supervisor or a fellow employee. 
 
 Member and Guest Relations: Relations with our members and guests are of 
primary importance.  Honesty, courtesy and satisfaction of our members’ expectations 
are the goals. 
 
 Misconduct: Misconduct can encompass a variety of unacceptable behaviors.  
Violations that could result in termination of employment and termination include: 
intentional illegal discrimination; sexual or other harassment; drug/alcohol abuse; refusal 
to test for drug/alcohol abuse; safety violations; ethical violations; infractions of the rules 
of conduct; disclosure of confidential information; and violence in the workplace.  This 
listing contains examples and is not all-inclusive.   
 
 No Smoking: WHPC is a smoke-free campus. Smoking is restricted to outside 
designated areas only and any infractions could subject employees to disciplinary action.   
 
 Open Door Policy: The Church maintains an "open door policy" whereby 
supervisors and senior leadership are accessible to discuss issues.  Employees should 
feel free to discuss personal or business needs or any other issues of concern to them.  
Creating a full, productive and healthy relationship among all employees is very important.   
 
 Outside Activity: Ordinarily the Church does not intervene in the private lives of 
employees.  However, should a conflict between the interests of the Church and an 
outside activity that is of a nature that it could tarnish the image of the Church, WHPC 
reserves the right to enforce proper disciplinary actions. 
 
 Outside Employment: In order to ensure that any outside employment will not 
interfere with an employee’s work ability, any outside employment needs to be brought to 
the attention of your supervisor and approved. The Church retains the right to later require 
an employee to quit the outside employment if it begins to interfere with the work of the 
Church. 
 
 Personal Appearance and Dress: Professional personal appearance and dress 
is a reflection of the professionalism of both the Church and the staff. Although the dress 
code may vary by type of job and function, each employee must be neatly, safely and 
appropriately dressed as appropriate for their particular job. No dress or personal 
appearance will be provocative or in bad taste. 
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 Personal Telephone Calls: Personal use of the telephone during work hours 
should be limited. Personal calls should be for brief contacts and minimum in number.  
Any personal long distance calls should be made on a personal cell phone. 
 
 Personal Visits: Family is welcome to visit employees at work provided these 
visits are kept to a minimum and do not interfere with work and others’ productivity. 
 
 Political Activity: Every citizen should be active in the political process of our 
community, state and nation.  Such participation should be on employees’ own time and 
away from work.  Internal Revenue Service laws do not allow non-profit entities such as 
WHPC to promote any political agenda. Employees should never allow themselves to be 
considered as representing the Church or its position on any political issue. 
 
 Restricting Productivity: Any employee(s) engaging in activity that restricts the 
productivity of others will be subject to disciplinary action, up to and including termina-
tion   
 
 Solicitation:  Solicitation is prohibited anywhere on the premises in public areas.  
The solicitation, distribution or posting of materials on or at Church property by any 
employee or non-employee is prohibited. The sole exceptions to this policy are charitable 
and community activities supported by management and Church-sponsored programs 
related to Church products and services.  
 

Tardiness and Absences: Regular attendance is required of all employees.  It is 
important that employees work their assigned schedules as consistently as possible. 
However, employees may be unable to come to work due to illness or emergency. If an 
employee is unable to report to work for any reason, he or she must contact the immediate 
supervisor or the Office Manager (if the supervisor is not available) prior to the start of 
work. If unable to call personally, the employee should have a relative or a friend make 
the call. Employees are responsible for keeping the Church informed on a daily basis 
during a short-term absence and to provide medical verification when asked to do so. 

Frequent absences and tardiness interfere with the performance of an employee’s job 
duties and may result in disciplinary action up to and including termination. If an employee 
does not call in or report to work for three consecutive workdays, he or she will ordinarily 
be considered to have abandoned the job and voluntarily resigned. 

 Theft: Theft can occur in many different ways. Stealing property of any kind from 
a coworker, visitor, vendor, customer or the Church is considered theft and is prohibited. 
All manner of theft is prohibited and will result in disciplinary action, up to and including 
termination. 
 
 Unacceptable Performance: Every employee is expected to perform their duties 
well. Employees receive performance feedback periodically and performance evaluations 
annually.  The Church expects employees to make every effort to improve any areas 
identified as unacceptable. If any employee chooses not to improve, the Church will be 
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unable to tolerate continued unacceptable performance and the disciplinary process will 
be initiated.   
 

3. 02 PERFORMANCE REVIEWS 

Our hope, prayer and goal is for all employees to thrive and flourish in the performance 
of their work. To that end, we will conduct annual reviews of each employee to help them 
perform at the highest level.   

Every employee should receive a written performance review annually. The purpose of 
the performance review is to: 1) provide supervisors and employees with a clear 
understanding and documentation of major performance expectations for the upcoming 
year; 2) provide documentation of results and development activities from the previous 
12 months; and 3) provide an objective source of information to assist in making informed 
salary decisions.  The review period will cover July 1 to June 30.   

A satisfactory performance review does not guarantee a salary increase nor does it alter, 
modify, or amend the at-will employment relationship between the employee and the 
Church. 

New employees should generally receive a written performance review annually, and 
every year thereafter.   

3.03 PERSONNEL RECORDS   

Each employee shall have reasonable access to his or her personnel file. Although the 
personnel file is the property of the Church, an employee may see the file after making 
an appointment at a reasonable time during normal working hours. 
 
Since the personnel file is the property of the Church/employer, employees will be allowed 
to review it only in the presence of their supervisor, manager, or the Office Manager. 
Although an employee may have access to look through his or her personnel file, the 
employee may not alter, modify, change, delete, remove, mark on, or add to any of the 
material in the file.  Employees may copy documents in their files and provide a written 
response to any items in their file that will become part of their official personnel file. 
 
Information in employees’ personnel files will only be released by legally required release 
orders, such as a court order, or by the employee’s written permission.  Prospective 
employers, financial institutions, and residential property managers routinely contact 
employers requesting information on a former or current employee’s work history and 
salary.  All such requests of this type shall be referred to and completed by the Office 
Manager. For written requests, information will only be provided directly to the requesting 
party if it is accompanied by a former or current employee’s signed authorization to 
release information. 
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3.04 LOST AND FOUND 

Employees should not bring large sums of money, jewelry, or other valuables to work. 
The Church will not be responsible for personal property that is lost, damaged, stolen, or 
destroyed. 

If an employee finds personal belongings that have been lost by another person, any 
items should be turned in to the Facilities Manager or Receptionist. 

3.05 EMPLOYEE PARKING 

Employee’s park at their own risk, and the Church will not be responsible for theft or 
damage to any vehicles parked on or near Church property. Also, the Church will not be 
responsible for personal property left in vehicles that is lost, damaged, stolen, or 
destroyed. While the Preschool Program is in session, employees may not park in the 
downstairs garage. 

3.06 STATE AND FEDERAL LAW POSTERS 

You will find posters that explain state and federal law posted in highly visible areas 
around the Church property. You are responsible for checking this information on a 
regular basis and for reading all posted materials. 

3.07 ACCESS TO CHURCH PROPERTY 

It is important that the Church have access at all times to Church property, as well as 
other records, documents, and files. As a result, the Church reserves the right to access 
employee offices, work stations, filing cabinets, desks, and any other Church property at 
its discretion, with or without advance notice or consent.   
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THE EARTHLY REWARDS OF THE JOURNEY 

We are drawn to the Lord’s call in our lives for many different reasons and purposes.  We 
know that our ultimate rewards are in heaven.  However, in addition to the spiritual 
fulfillment offered by our work, there are earthly rewards that help us pay our bills and 
take care of our families.  This section outlines the benefits and compensation you can 
expect while you’re on the journey with us. 

 

SECTION 4.00 
BENEFITS 

The Church provides many benefits for you and your family. There may be more detailed 
explanations in separate documents relating to each specific benefit. If there is a plan 
document that covers the rules of a specific benefit, such as a health plan or retirement 
plan, the plan document/book will always overrule any statement in this handbook, where 
there may be conflicting statements or concepts. If you would like to get a copy of the 
plan documents, contact the Office Manager.   
 
The cost of benefits, laws and regulations for administering benefits, and desirability of 
benefits changes from time to time. Please remember that all of these benefits are subject 
to change, modification, amendments or termination at any time. 
 
The level of benefits is generally determined based on the employment classifications 
found is Section 1.07. In summary they are: 1) Regular Full-time: work 30+ hours/week, 
2) Regular Part-time: work 20-29 hours/week, 3) Regular Part-time: work less than 20 
hours/week, 4) Temporary, and 5) Ordained Pastors. 
 
4.01 VACATION  

Pastoral employees accrue vacation benefits according to their terms of call as governed 
by the Presbyterian Church (USA) Book of Order. 
 
Regular full-time employees and regular part-time employees working 20-29 hours/week 
are eligible for vacation leave, based on the length of the employee’s continuous 
employment and beginning with his/her date of hire.  Regular part-time less than 20 
hours/week and temporary employees are not eligible. The amount of vacation is accrued 
monthly according to the schedule below and is reset to zero (except for carryover as 
noted below) on January 1 of each year. For example, a full-time employee eligible for 
three weeks (18 days) of annual vacation will accrue that vacation at the rate of 1.5 days 
per month (calculated as 18 days per year / 12 months per year). 
 
      # Work Weeks of Vacation Accrued by 
  Non-Pastoral Staff   PC(USA) Pastors  
 * 0 through 5th year 3.6         4.6 
 * Beginning 6th year  4.6    4.6 
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New employees begin accruing vacation immediately upon hire but may not take any 
vacation days until three months of employment has been completed unless agreed to 
prior to employment or unavoidable circumstances. Regular full-time employees who 
work 5 days / week will have their vacation balances expressed in work days. Part-time 
20+hours/week employees will have their vacation balances expressed in work hours. 
For example, if a part-time employee works 25 hours a week and they have 3.6 
workweeks accrual, then they will accrue 90 hours per year (25 hours per week times 3.6 
workweeks)  
Vacations are provided to each employee so that he/she can re-energize and attend to 
various personal situations. It is not a commodity to be converted into cash value or 
transferred to other employees. Vacation accruals must be taken during the calendar 
year. However, to provide employees with flexibility and accommodate unforeseen events 
occurring at the end of the year, up to one work week of vacation leave may be carried 
over until the following year, provided it is taken by April 31 of that year. 
 
Requests for vacation time off must be made in writing by all employees and should be 
submitted to the immediate supervisor for approval, with a copy going to the Office 
Manager, at least ten working days in advance.  
Vacation requests will be approved on a first come, first served basis, provided that the 
time off will not interfere with the normal business operations of the Church. The Office 
Manager will keep accurate records of vacation days for all employees. This information 
may be requested by the Personnel Committee to ensure accurate pay records. If jury 
duty conflicts with a scheduled vacation, the employee's vacation may be rescheduled. 
 
At any time during the year an employee may take the full amount of vacation he/she is 
scheduled to accrue that year provided it will not substantially interfere with Church 
operations.  However, upon termination for any reason, the employee's final paycheck 
will be either (1) reduced for vacation taken but not earned or (2) increased for vacation 
earned but not taken as of the date of termination. 
 
 
4.02 HOLIDAY PAY 
Regular full-time and regular part-time 20+ hours/week employees will receive pay for the 
following holidays, assuming they were scheduled to work that day. The pay will be 
appropriate with the time normally scheduled to work that day.  
 

New Year's Day (Jan.1st)  
Martin Luther King, Jr. Day  
 Thanksgiving Day 
Monday after Easter (Good Friday) Thanksgiving Friday 
Memorial Day (observed) Christmas Eve  
Independence Day (July 4th) Christmas Day 
Labor Day New Year's Eve 
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The following general provisions apply to holiday pay:   
(1) Holidays will be observed on the calendar day designated by the Church for 

observance. 

(2) When a designated holiday falls on a weekend, the observed holidays will be 
shifted to provide the same amount of holiday leave for employees.  For example, 
if Christmas Eve and Christmas day fall on a Friday and Saturday then the 
observed holidays would be Thursday and Friday.  If the actual holidays fell on a 
Saturday and Sunday, then the observed holidays would be Friday and Monday.  
If the actual holidays were on Sunday and Monday, the observed holidays would 
be Monday and Tuesday.   

 (3) To be eligible for holiday pay, employees must be available to work their last 
scheduled workday before the holiday and their first scheduled workday after the 
holiday, unless they are on approved sick leave or vacation. 

(4) Employees on leave of absence for any reason are not eligible for holiday pay on 
holidays that are observed during the period they are on leave. 

(5) No pastoral or exempt employees will be paid extra for working holidays. Non-
exempt employees may be compensated for overtime if applicable. The supervisor 
must approve holiday work prior to the holiday. 

(6) Non-exempt who must work on a holiday will be allowed time off on another day 
within the same workweek. 

(7) At the direction of the Senior Pastor, holidays may vary depending on worship 
schedule, with the stipulation that they must remain in the same workweek for non-
exempt employees. 

 
4.03 LEAVES OF ABSENCE 
 
Leave of absence is time away from the job, normally without pay. Exceptions are spelled 
out in certain of the following leaves of absence. The Church makes leave of absence 
available to employees as follows: 

Family and Medical Leave  
 
In accordance with the Family and Medical Leave Act (FMLA), the Church will work with 
employees who meet the qualifying requirements to ensure they receive the required 
twelve (12) weeks of leave per year.  The FMLA also provides military leave for qualifying 
exigencies and to care for a covered service member, as described below.  In general, 
under the FMLA, the Church will provide up to twelve (12) weeks of unpaid, job-protected 
leave to eligible employees for the following reasons:  
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• For incapacity due to pregnancy, prenatal medical care or child birth;  
• To care for the employee’s child after birth, or placement for adoption or foster care;  
• To care for the employee’s spouse, son or daughter, or parent, who has a serious health 
condition; or  
• For a serious health condition that makes the employee unable to perform the 
employee’s job.  
 
To be eligible for FMLA leave, employees must have worked for the Church for a total of 
(12) months, have worked at least 1,250 hours over the previous (12) months, and work 
where at least (50) employees are employed by the employer within 75 miles. 
 
If an employee or his/her family member become involved with the placement of a child 
in the family, or encounters a serious health condition, he or she may be eligible for twelve 
(12) weeks of unpaid leave during the year.  The leave may be taken in one consecutive 
period of time, intermittently, or via reduced schedule, depending on the need and 
justification. 
 
If an employee, spouse, employee’s children or parents (immediate family members) has 
a serious health condition, he or she may also be eligible for this leave.  Treatment by a 
health care provider as defined by the law is required. Medical certification supporting the 
need for a leave due to a serious health condition may be required. So may second and 
third medical certifications. Periodic reports during leave may be required. 
 
Military Family Leave 
 
In situations where eligible employees have a spouse, son, daughter, or parent on active 
duty or one called to active duty status in the National Guard, a regular component of the 
Armed Forces, or Reserves in support of a contingency operation, those employees may 
use their (12) week leave entitlement to address certain qualifying situations. These may 
include: attending certain military events, arranging for alternative childcare, addressing 
certain financial and legal arrangements, attending certain counseling sessions, and 
attending post-deployment reintegration briefings.  
 
In addition, FMLA also includes a special leave entitlement that permits eligible 
employees to take up to (26) weeks of leave to care of a spouse, child, parent, or next-
of-kin who is a covered servicemember during a single (12) month period.  
 
In order to obtain the leave, employees are required to inform their supervisor at least 
thirty (30) days in advance of the intended leave date.  
 
The following definitions apply for purposes of Military Family Leave: 
 
1. A “covered servicemember” is defined as (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 
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on the temporary disability retired list, for a serious injury or illness, or (2) a veteran 
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 at any time during the five-year period preceding the date on which 
the veteran undergoes medical treatment, recuperation, or therapy. 
 

2. The term “outpatient status” means, with respect to a covered servicemember, the 
status of a member of the Armed Forces assigned to: 
a. a military medical treatment facility as an outpatient; or 
b. a unit established for the purpose of providing command and control of members 

of the Armed Services receiving medical care as outpatients. 
 

3. The term “next of kin” means the nearest blood relative of an individual. 
 

4. A “serious injury or illness” means (a) in the case of a member of the Armed Forces 
(including a member of the National Guard or Reserves), an injury or illness that was 
incurred by the covered servicemember in line of duty on active duty in the Armed 
Forces (or existed before the beginning of the member’s active duty and was 
aggravated by service in line of duty on active duty in the Armed Forces) that may 
render the member medically unfit to perform the duties of the servicemember’s office, 
grade, rank, or rating, and (b)  in the case of a veteran who was a member of the 
Armed Forces (including a member of the National Guard or Reserves) at any time 
during a period when the person was a covered servicemember, a qualifying (as 
defined by the Secretary of Labor) injury or illness incurred by a covered 
servicemember in the line of duty on active duty that may render the member medically 
unfit to perform the duties of the member's office, grade, rank or rating. 

 
 
Coordination with Paid Leave 
  
Even though FMLA is unpaid, under certain circumstances, the Church will provide paid 
leave for some portion of the time employees are on leave (See Parental Leave and Sick 
Leave sections below). It is very important employees make arrangements to continue 
payment of their portion of their health insurance premiums while on FMLA leave, since 
they won’t be receiving a regular paycheck from which to deduct their portion of the 
premium. 
 
Employees who have earned vacation leave or receive some continuation of pay for 
illness or injury (See Sick Leave section below) will be required to use these paid time off 
options first, depending on the issue, prior to using the unpaid remainder of the twelve 
(12) weeks.  Upon return to work, the Church will attempt to place the employee in the 
same or equivalent job held when the leave began. In addition, the benefits the employee 
had upon starting leave will not be lost upon return to work.  "Key" employees raise 
specific issues surrounding their leave that will be discussed with them. 
 
Benefits 
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During approved family or medical leave, the Church will maintain an employee’s health 
benefits, as if the employee continued to be actively employed. If paid leave is substituted 
for unpaid family or medical leave, the Church will deduct the employee’s portion of the 
health plan premium as a regular payroll deduction. If such paid leave is exhausted before 
the end of FMLA leave, the employee must make arrangements to make their regular 
health plan contribution directly to the Church.   
 
Employees who fail to return to work upon the expiration of an approved FMLA leave, or 
to arrange for an extension of such leave prior to the date they are expected to return, 
will be considered to have abandoned the job and voluntarily terminated employment. 
Any employee that feels that his or her rights under the FMLA have been violated may 
file a complaint with the U.S. Department of Labor or may bring a private lawsuit against 
an employer.  
 
Sick Leave 
 
Westlake Hills Presbyterian Church, at its own discretion regarding duration of the leave 
and the level of compensation, will provide limited continuation of pay for an injury or 
illness not compensated under worker's compensation for regular employees. The 
employee shall notify the Office Manager and his or her supervisor when unable to report 
to work as scheduled and to request time off with pay. Supervisors are required to report 
employee sick leave to the Office Manager. The Office Manager will keep accurate 
records of sick leave taken for each employee.   

Written requests for any sick leave absences of more than three days must be submitted 
to the Office Manager or the Senior Pastor and will be considered on an individual basis.  
In most cases, authorization from a doctor should be provided.  These requests must 
state the need for the leave, as well as the beginning and ending dates of such leave. 
The Senior Pastor will keep the Personnel Committee apprised of employees’ extended 
absences.  
 
The Church reserves the right to require verification of the cause or extent of absence by 
requiring ongoing certification from a physician due to an accident or illness.  

Further, under certain situations the Church will require a physician’s medical release 
indicating an employee is fit to return to work. The following are examples of some of 
these situations: severe injury; surgical/invasive procedures; five or more day’s absence 
from work; absence related to Workers’ Compensation claims/reports; conditions that 
would impact physical requirements of the job; conditions that could pose a direct threat 
to the employee or others; and potential mental health/stress situations. 

Parental Leave 

Regular full-time and regular part-time employees who work 20 – 29 hours per week and 
who have been employed for one year are eligible for paid parental leave in certain 



 33 

situations.  Parental leave would run concurrently with FMLA (See Family and Medical 
Leave section above).  
 
An eligible employee who is the primary caregiver for a newborn child is eligible for up to 
six weeks paid leave to care for his or her newborn child.   An eligible employee who is 
not the primary caregiver of their newborn baby is eligible for up to two weeks paid leave.  
 
An eligible employee who adopts a child into their family is eligible for up to two weeks 
paid leave to encourage the adjustment of the new child to the family.    
 
The request for parental leave should be made in conjunction with the FMLA notification 
procedures, using the designated FMLA forms.     
 
Personal Leave 

After exhausting all vacation time and Workers’ Compensation (if applicable), a regular 
employee who has completed at least six months of continuous service may request an 
unpaid personal leave of up to three months in duration for compelling personal reasons.  
The decision of whether and for how long to approve a request for unpaid personal leave 
will be made by the Senior Pastor in consultation with the Personnel Committee. If an 
employee is approved for an unpaid personal leave, the employee will be required to keep 
his or her supervisor apprised of his or her status and intent to return to work. Employees 
who do not keep their supervisors so apprised will be considered to have abandoned the 
job and voluntarily terminated employment.   

Upon an employee’s return from an approved personal leave, the Church will make a 
reasonable effort to return the employee to his or her former position if available, or if the 
employee’s former position is not available, to another position for which the employee is 
qualified; however, there is no guarantee that any position will be available.  Employees 
who fail to return to work upon the expiration of an approved personal leave, or to arrange 
for an extension of such leave prior to the date they are expected to return, will be 
considered to have abandoned the job and voluntarily terminated employment.  
Employees do not accrue vacation during any period of unpaid absence, including any 
unpaid personal leave.   

Since personal leave is unpaid, an employee is responsible for making arrangements with 
the Church to pay for their portion of their health insurance benefits.  
Court Leave (Jury Duty, Appearance as Witness) 

All employees summoned to serve as a juror or subpoenaed to appear as a witness must 
notify his or her supervisor upon receipt of such summons or subpoena and, to the extent 
possible, keep in touch with his or her supervisor during the time the employee is serving 
as a juror or appearing as a witness. If, on any given day, an employee is released from 
jury summons or subpoena and there is at least one-half of a workday remaining, the 
employee must return to work. 
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Any employee who serves as a juror or appears as a witness pursuant to a subpoena will 
be permitted to return to the same employment he or she held when summoned or 
subpoenaed unless circumstances have changed while the employee was serving so that 
return to work is impossible or unreasonable. 

After two days of court leave or appearance as a subpoenaed witness, employees 
intending to return to work must, as soon as practical after release from jury service or 
subpoena, give their supervisor actual notice of intent to return to their job.  Employees 
must provide the Church with documentation from the court or other tribunal concerning 
the actual dates and times of such employee's service or appearance.   

When a regular employee is summoned for jury service or subpoenaed to appear as a 
witness, the Church normally will continue the employee's regular pay while the employee 
serves as a juror or subpoenaed witness. However, the Church has the discretion not to 
provide such pay continuation benefits if, in the Church’s sole opinion, the actual or 
possible length of time the employee will be required to serve as a juror or witness makes 
it impractical or inadvisable to do so.   

Deductions will not be made from the salaries of exempt employees for court leave lasting 
less than one full workweek.  If pay continuation benefits are provided, or in the event an 
exempt employee is called to serve as a witness or juror for less than one full workweek, 
the employee will receive his or her regular paycheck. Regardless of whether pay 
continuation benefits are provided, time spent by an employee in service as a juror or 
witness will not count toward hours worked for the purpose of overtime compensation. 

An employee wishing to take time off to appear voluntarily as a witness or party to any 
litigation or other judicial, legislative, or administrative proceeding must obtain the 
approval of his or her supervisor.  The employee will be required to use any available 
vacation or to obtain approval for a leave of absence without pay. 

In the event an employee appears as a witness or attends court proceedings at the 
request of the Church, such time will be considered hours worked for all purposes and 
the provisions of this policy will not apply. 

 

 

 

Military Leave 

WHPC adheres to the provisions of the Uniformed Services Employment and 
Reemployment Rights Act (USERRA) allowing members of the uniformed services to 
fulfill their training requirements and obligations upon assignment for duty.  However, 
should they desire to use their vacation days while on duty/training, they may do so.   
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If an employee is required to be gone for duty, that employee needs to inform the Church 
of his or her intention to return to work under the following time frames: employees absent 
from 1 through 30 days should report to work on their next regularly scheduled work day; 
those employees absent from 31 through 180 days should inform their supervisor of their 
intent to return within 14 days of finishing their service commitment; and those whose 
service requires more than 180 days must provide notification of their intent to return to 
their job within 90 days of finishing the service commitment.   
 
Bereavement Leave 

Employees who wish to take time off due to the death of an immediate family member 
should notify their supervisor immediately. Up to three work days of paid bereavement 
leave will be provided to a regular employee, based on his/her scheduled work hours. 
Employees may, with their supervisor's approval, use vacation for additional time off as 
necessary. The Church defines "immediate family" as the employee's spouse, parents, 
grandparents, children, siblings, and the employee's spouse's parents. Immediate family 
includes “in-law” in similar relations. Temporary employees may be approved for an 
unpaid absence to accommodate bereavement needs.  

Compensatory Time 

Compensatory time is not available to employees. Federal law requires that non-exempt 
employees must report actual hours worked each week and be paid for those hours. 
Exempt employees are paid for getting the job done, regardless of the hours actually 
worked.  The supervisor and employee will evaluate and make adjustments in specific 
work schedules from week to week to respond to the workload demands. The fact that an 
exempt employee has to work more than 30 hours in one week to get the job done does 
not entitle the employee to work less in subsequent weeks. 

Study Leave/ Training and Development 
 
Qualified regular employees are eligible to receive study leave/training and development 
annually. Ordained Pastors shall be granted 2 weeks of study leave a year. Regular 
employees may apply for reasonable training and development opportunities through 
their supervisors and will be considered on a case by case basis.   
 
To effectively meet the needs of the members of the Church and provide effective ministry 
and administration of Church programs requires training and the continual honing of skills.  
For this reason, it is important to continually train and upgrade the skills of staff members.  
It is in the best interest of the Church for the congregation to support and encourage, 
through its policies and funds, a staff member’s self-development.  Support will be 
directed toward helping staff members improve their current job, and/or to enhance their 
opportunities to take on additional or different responsibilities.   
 
To be eligible for study leave/ training and development, the employee shall have been a 
member of the staff for at least six months at the time of application for support and will: 
 



 36 

(1) Be fulfilling their current job responsibilities in a satisfactory manner; 
 
(2) Be recommended for support by their immediate supervisor; 
 
(3) Receive approval by the supervisor and the Senior Pastor or designee.  Courses, 
seminars or programs of study shall be approved by the supervisor and the Senior Pastor 
or designee according to the following guidelines: the course, seminar or program must 
be related to current job effectiveness or have potential for new or additional 
responsibilities; self-directed program of study, classes, seminars, and conferences 
qualify for study leave; the class, seminar or program of study will normally be taken off 
campus and in place of the regular work location and schedule, and if it has been 
determined that the same will not significantly interfere with the work responsibilities of 
the staff member. 
 
During the first year of eligibility, all such benefits will be available on a pro-rated basis.  
Part-time members of staff are entitled to continuing education benefits proportionate to 
the benefit available to full-time staff.   
 
A staff member’s spouse may attend a continuing education event, but expenses for a 
spouse to attend are the staff member’s responsibility.  No church funds shall be used to 
pay for the spouse’s involvement or participation. 
 
Request for study leave/ training and development and the reimbursement for expenses 
shall be submitted on the appropriate forms available in the Business Office, and 
receipts should be provided for all reimbursements.   
 
Note: On an exception basis, the Senior Pastor may approve critical, necessary job 
specific training for designated employees within the first six months of employment. 
 
Sabbatical Leave 
 
Certain ordained positions will be eligible for paid sabbatical leave, in addition to vacation 
and study leave. The Senior Pastor will be eligible for three consecutive months of 
sabbatical leave after six consecutive years of service in an ordained position at WHPC. 
Associate Pastors are eligible for two consecutive months of leave after six consecutive 
years of service in an ordained position at WHPC. All sabbatical leave must be taken 
within 24 months of eligibility. Pastors must coordinate their schedules with the Personnel 
Committee to ensure that the staffing needs of the Church are met and requests are 
subject to the approval of the Session. Only one pastor may be on sabbatical leave at a 
time. 
 
Leave Procedures 
 
(1) A request for an extension of a leave of absence must be made in writing prior to 

the expiration date of the original leave, and when appropriate, must be 
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accompanied by a physician’s written statement that certifies the need for the 
extension if medical related. 

(2) Failure to return to work on the first workday following the expiration of an approved 
leave of absence may be considered a voluntary termination. 

(3) Except for military leave, employees will not accrue length of continuous service 
for a leave of absence, which is without pay. 

(4) Employees on leave of absence will be subject to lay off on the same basis as 
employees who are actively at work. 

(5) Employees on leave of absence must communicate with their supervisor on a 
regular basis, at least once each month, regarding their status and anticipated 
return to work date. 

(6) Employees on leave of absence, including Family and Medical Leave, may not 
seek or accept other employment during the period that they are accepting leave 
benefits without the Church’s prior written approval. 

(7) Employees who falsify the reason for their leave of absence will be subject to 
disciplinary action up to and including termination. 

(8) Employees on unpaid leave of absence will accrue no vacation during such leave 
of absence or be eligible for holiday pay. 

(9) All leaves of absence must be approved in advance, in writing, by the supervisor.  
Any exceptions to the policy must be approved by the Senior Pastor and the 
Personnel Committee. 

4.04 HAZARDOUS WEATHER POLICY 
At the discretion of the Senior Pastor and/or his or her designee, the Church will be closed 
whenever hazardous weather conditions exist (such as icing conditions or flooding) which 
make travel dangerous. In general, the Church will monitor the actions of the Eanes 
Independent School District in making such decisions and consider closing the Church 
when the Eanes ISD closes the local schools. Employees should check with the local 
radio/TV stations and monitor the closing of the schools. Employees should use good 
judgment to ensure their safety in the area of town in which they live.  Employees shall 
be paid for hours scheduled for the days impacted by office closures for weather and or 
other hazardous situations. 

 

4.05 HEALTH CARE, RETIREMENT, AND OTHER INSURANCE PLANS 

Insurance 

Participation in group medical, prescription, vision, and death and disability insurance 
plans is offered to eligible employees, as defined by the Presbyterian Church (USA) 
Board of Pensions Plan and the options selected by WHPC. To be eligible at WHPC, 
employees must be regular full time employees scheduled to work at least 30 hours/week. 
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Details regarding coverage are outlined in the Summary Plan Description for each plan, 
which can be obtained from the Office Manager.  

Pension Benefits for Ordained Pastors 

In accordance with the standards set by Mission Presbytery, all ordained pastors will be 
enrolled in the annuity (retirement) plan of the Board of Pensions, Presbyterian Church 
(USA) and are immediately vested.  

Optional Dental Benefits 

Active Board of Pensions members can elect Optional Dental Benefits coverage which is 
paid for by the employee. 

Optional Supplemental Death Benefits 

Active Board of Pensions members can elect Optional Death Benefits coverage paid for 
by the employee. Participation may be subject to medical eligibility. A member may select 
optional Death Benefits coverage only within 31 days of his/her initial date of enrollment 
in the Benefits Plan, or within the annual open enrollment period. 

Optional Supplemental Disability 

Active Board of Pensions members can elect optional supplemental disability coverage 
paid for by the employee 

Optional Long Term Care 

Active Board of Pensions members can elect optional long term care coverage paid for 
by the employee. This provides benefits to persons who can’t perform activities of daily 
living for at least 90 days due to physical illness or disability. 

Optional Retirement Savings Plan (403(b)) 

This is a tax-advantage savings plan open to all Regular full-time and part-time 
employees who on average work at least 20 hours a week. Employees do not need to be 
Board of Pensions members to participate in this Board of Pensions Retirement Savings 
Plan. There is a quarterly fee charged to maintain the account. 

The church will provide up to a 5% matching employer contribution, effective January 1, 
2017 for the following employees who work at least 30 hours a week and who wish to 
participate in this optional retirement savings plan: 

• Non-exempt lay employees  
• Professional lay employees  
• Other Exempt lay employees  
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The church will not provide any matching employer contributions for the following 
employees who wish to participate in this optional retirement savings plan: 
 
 Teaching elder (ordained pastors) 
 Part-Time employees who on average work at least 20 hours a week.  
 
 
Workers Compensation Insurance 
 
The Church provides workers compensation insurance for our employees. Employees 
who have work-related illnesses or injuries should inform their supervisor immediately of 
the condition, no later than the end of the current shift.  Non work-related illnesses and 
injuries will not be covered under the Workers’ Compensation program. Please read the 
information contained in the workplace poster for more information on this benefit. 
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THE WORLDLY REWARDS OF THE JOURNEY (cont.) 
 

SECTION 5.00 
COMPENSATION & PAY PRACTICES 

5.01 PAY PRACTICES AND WORK SCHEDULES 

The Senior Pastor at Westlake Hills Presbyterian Church is ultimately responsible for the 
interpretation of this policy. The Finance Director is responsible for documentation and 
implementation of this procedure under the supervision of the Senior Pastor. 

Definitions: 

(1) Salary and Wages - remuneration paid through the payroll system. 

(2) Workday - period of time in which regularly scheduled work is performed. 

(3) Workweek - the Church’s workweek begins at 12:00 a.m. Sunday and ends at 
midnight Saturday.   

(4) Full-time, Non-exempt Working Hours - the non-exempt working hours are 37-1/2 
hours per work week and begin on Monday at 8:30 a.m. and end on Friday at 5:00 
p.m. as determined by the conditions of employment.  Each non-exempt employee 
is provided an unpaid hour for lunch.   

(5) Full-time Custodial Working Hours - custodial working hours are managed by the 
Facilities Manager. Custodians will work 37-1/2 hours per week, covering the 
needs of the Church schedule. 

(6) Exempt Working Hours - exempt employees include members of the pastoral staff 
and all other exempt employees. Due to weekend work and evening meetings, 
exempt employees will maintain flexible hours, coordinated under the direction of 
the Senior Pastor or his/her designate, and will not be eligible for overtime.   

 Note: All schedules may be adjusted, if needed, at the discretion of the supervisor 
or Senior Pastor. 

(7) Overtime - all hours worked in excess of 40 hours in the normally scheduled 
workweek will be paid at time and a half for non-exempt employees.  Only hours 
actually worked will count towards the 40-hour calculation.  Any type of holiday or 
leave time will not count towards the 40 hours worked. Pastoral and exempt 
employees are not eligible for overtime.  Interns will be paid according to a 
fluctuating workweek calculation as described below.   

(8) Time Reporting – All non-exempt employees must accurately report the amount of 
time they work. Strict compliance with the following requirements and procedures 
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is a condition of employment with the Church, and failure to so comply will result 
in disciplinary action up to and including termination. 

a. All non-exempt employees must accurately report all time worked on weekly 
time sheets provided by the Church.  Such employees must turn in their 
time cards to their supervisor no later than the first workday after the last 
day of the pay period. No employee is permitted to record time worked for 
another employee. Deliberately falsifying a time sheet will be grounds for 
disciplinary action up to and including termination.   

 
b. Non-exempt employees are prohibited from working for the Church "off the 

clock"—that is, working for WHPC but not reporting time worked.  However, 
if an employee does work "off the clock," he or she must report the time 
worked to his or her supervisor.  Working "off the clock" or failure to report 
all time worked will be grounds for disciplinary action but the employee who 
will be paid for the time worked.  This provision in no way prohibits the 
employee from volunteering within a ministry of the Church which is not 
within that employee’s primary area of employment. For example, an 
Administrative Assistant may volunteer to teach Sunday school without 
violating this policy but a custodian who volunteers to do housekeeping 
work for a ministry would be in violation of the policy. 

Procedure: 

(1) All employees are paid a semi-monthly salary and are not eligible for overtime 
compensation, unless they fall under the definition of non-exempt employees 
under the Fair Labor Standards Act. 

(2) Interns are compensated for overtime on a fluctuating workweek basis.   

 When any Intern works more than 40 hours in a week, overtime will be calculated 
by dividing the weekly salary by the total number of hours worked, then the hourly 
rate will be multiplied by the total number of hours worked.  That hourly rate will 
then be multiplied by the number of hours in excess of 40 worked during the week 
and then divided by two.  

(3)  Overtime must be approved in advance by the Supervisor. Working overtime that 
is not approved in advance will be treated as a disciplinary issue. 

(4) Part-time employees are paid according to their approved schedule and will be 
paid overtime in accordance with Church policy if work hours exceed 40 in any 
given week.  

5.02 WAGE AND SALARY REVIEWS 

Employees should be reviewed annually for performance. A performance review does not 
imply an automatic wage or salary increase, only that employees are eligible for 
consideration based on job performance and economic conditions. Wages in the external 
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market are regularly reviewed by job classifications by the Personnel Committee. If 
economic or other conditions warrant, wage increases or reductions based on market 
conditions may be recommended by the Personnel Committee to the Session. 

5.03 PAYROLL DEDUCTIONS AND PAY DAYS 

Deductions 
Various payroll deductions are required by law, such as federal income tax and social 
security taxes, and the Church complies with applicable state and federal laws regarding 
the garnishment and assignment of wages. Any other deductions from a paycheck must 
be authorized by the employee, in writing. Employees are responsible for updating their 
W-4 Form as necessary. 

Each paycheck stub will itemize amounts that have been withheld. It is important that 
employees keep this information for tax purposes. If an employee has any questions 
about deductions, the employee should talk to the Finance Director.  

Paydays 
All employees will be paid twice each month, in accordance with federal and state law 
requirements, on the fifteenth calendar day of the month and on the last working day of 
the month. Each paycheck will include earnings for all work performed through the end of 
the previous payroll period. 

In the event that a regularly scheduled payday falls on a day off such as a weekend or 
holiday, employees will receive pay on the last day of work before the regularly scheduled 
payday. 

5.04 BUSINESS EXPENSE REPORTING 

Employees will be reimbursed for all approved business-related expenses, upon 
submission of accurate and receipted expense reports approved by the supervisor to the 
Finance Director. Approval by the proper Church authority should appear on each report 
submitted. Employees are requested to submit these reports in a timely manner to ensure 
proper accounting and prompt reimbursement. It is most important that all closure dates 
be closely observed. 

WHPC provides for the reimbursement of bona-fide church business expenses that may 
be incurred and paid by the staff of the Church from their personal funds. To that end, the 
Church adopts a fully accountable reimbursement policy pursuant to IRS regulations, 
subject to all of the following terms and conditions: 

(1) All expenses are necessary and customary to the business and ministry purposes 
of WHPC 

(2) A completed Business Expense Summary Form is to accompany all 
reimbursement requests. 
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(3) Members of staff shall provide documentation (normally, receipts are expected) of 
the expenditure, including the amount, date, place of purchase, and purpose for 
the expenditure. 

(4) Expenses are expected to be submitted for reimbursement within 30 days of 
incurring the expense. 

(5) If the Church makes a reimbursement that exceeds the amount of defined 
expenses properly accounted for by a staff member as outlined above, any such 
excess reimbursement must be promptly returned to the Church. 

(6)  The Church will not, under any circumstances, make a reimbursement to a 
member of staff for any expenses that are not substantiated in accordance with 
this reimbursement policy. 

(7)  Mileage reimbursement for personal vehicle use for ministry purposes will be made 
at the IRS rate.  The Mileage Reimbursement Form is to be submitted with all 
reimbursement requests.  All mileage should be submitted for reimbursement on 
a monthly basis. 

Professional Expense Allowance 

The program staff and pastors of WHPC shall each be allocated a professional expense 
allowance as determined by the Personnel Committee.  Reimbursement to staff for 
professional expenses shall be made in utilizing the Request for Payment Form.  Receipts 
should always be attached to the form for reimbursement. 

The professional expense allowance is available to cover the following expenses: 

• Contact work 

• Entertainment 

• The purchase of books and other educational materials 

• Subscription to magazines and periodicals related to ministry 

• Computer hardware or software to be used in the course of ministry 

• Gifts and cards related to ministry 

• Other expenses that may be incurred in the course of one’s ministry 
When there is a question about an expense, the Senior Pastor shall make the 
determination. The allowance is not cumulative and does not carry over to the next year. 
Books and computer software purchased with the allowance shall remain the property of 
the staff member when he/she leaves the Church. However, books and computer 
software purchased with program monies of the Church or other Church funds shall 
remain the property of the Church when the staff member terminates employment. 
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CONFLICTS AND PERILS ALONG THE PATH 
Christ calls His followers to lives of mutual accountability and we are called in Scripture 
to maintain the unity in the bond of peace. Whenever conflict arises in the body of Christ, 
we are called to seek reconciliation and a peaceful resolution to conflict whenever 
possible. 
 

SECTION 6.00 
PROBLEM SOLVING 

 

Every organization, including the Church, has the potential for conflict among co-workers. 
The Church, unlike most organizations, has a higher calling in resolving conflict among 
staff members. 

Unsettled grievances are to be viewed with serious concern, and resolution is necessary.  
WHPC models conflict resolution after Matthew 18, encouraging initial resolution to be 
attempted between the involved parties.  After prayer and discussion, if resolution is not 
reached, involved parties’ supervisors should be brought in to review and mediate the 
conflict. 

If supervisors cannot restore harmony, the matter should be elevated through the chain 
of command to the Senior Pastor and then to the Personnel Committee and Session as 
necessary for the final resolution. 
 
6.01 PROBLEM SOLVING & PREFERRED PATH MINISTRY 

The Church encourages employees to seek collaborative solutions as the first approach 
to resolution of work-related problems, and makes the resources of The CHORDA 
Preferred Path Ministry (PPM) available to assist in this effort. While acknowledging that, 
at any time, employees may go directly to their supervisors for assistance with work-
related problems, the PPM Ministry encourages employees to take the following steps in 
order to save time and increase satisfaction with problem solving processes.   
 
Experience suggests that taking the steps in order is the most efficient approach.  
However, employees have the right to loop forward or backward, based on their individual 
judgment. Specifically, employees are not required to take Step 4, Mediation.  For 
example, an employee may choose to move from Step 3 to Step 5 directly or end the 
process at Step 3.  Anyone who would like assistance in negotiating the Preferred Path 
may consult the Chair of the Personnel Committee or call the CHORDA Help Line directly 
at 512-482-0356. 
 
 Step 1: Pray and Prepare – Seek guidance from God and Scripture such as 
Matthew 5:23-24, 18:15-17; 1 Corinthians 6:1-8; and Philippians 2:1-4; prepare for 
problem solving by reviewing available facts and interests of those involved in the 
situation. 
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 Step 2: Act in Love – Consider actions you might take to improve the situation; live 
the “Second Great Commandment” even as you try to sort things out. 
 
 Step 3: Talk collaboratively -- Speak with those directly involved.  Seek a mutually 
agreeable solution.  Consult supervisors or other leaders, if needed. 
 
 Step 4:  Request Facilitation/Mediation – When two or more people cannot solve 
a problem themselves, a mediator or facilitator can serve as a buffer and help in creating 
mutually agreeable solutions.    
 
 Step 5: Refer to Higher Authority for a Decision – For work related problems, begin 
with your supervisor, and if necessary, bring unresolved issues to higher levels of 
supervision, followed by the Personnel Committee, and finally the Session; for Pastors, 
consult the Committee on Ministry of Mission Presbytery. 
 
 Step 6: Take Other Action— Both WHPC and employees have the right to 
terminate the employment relationship by unilateral action of either party. 
 
For further information on resources for problem-solving available through the CHORDA 
Preferred Ministry at WHPC, see the Office Manager or directly access the information 
online at www.chordapreferredpathministry.com/whpc. 
 
In most instances employees and supervisors will be able to work together to correct the 
behavior without disciplinary action.   
 
6.02 DISCIPLINARY ACTION 
 
Ordinarily, the preferred course of action with regard to employee misconduct will be 
constructive and progressive correction and discipline. However, the Church has the right 
to terminate an employee whenever it is the best course of action for the Church and the 
other employees on the team. Management is not in any way contractually obligated to 
use a constructive, progressive form of discipline, when in their judgment other actions 
are proper. As a reminder, the Church is an employment-at-will employer. 
 
There may be times, however, when a behavior or an action will be deemed serious 
enough to justify immediate termination. Examples of acts that could call for immediate 
termination would be theft, drug and alcohol use/abuse, insubordination, physical 
violence, forms of sexual harassment, other forms of harassment, dishonesty, breach of 
business ethics, incorrect treatment of our members, certain forms of outside activity, 
mistreatment of fellow employees, abusive behavior and or inappropriate language.  This 
listing of examples is not an all-inclusive listing. It is provided for the purpose of guidance 
and interpretation. 
 
For those acts not resulting in immediate termination, the goal is to correct behavior in a 
progressive and constructive way. Typically, the employee will be verbally counseled.  
This will include an explanation of and discussion about the incorrect action(s) as well as 

http://www.chordapreferredpathministry.com/whpc
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a discussion about the possible correction measures or actions steps that should follow. 
The supervisor will note, in writing and for the record, the occurrence of the verbal 
counseling. 
 
Should further violations occur, the employee will be given a formal written warning.  
Again, the behaviors, action, practice, policy or principle involved will be pointed out and 
explained for the employee's benefit in person and in writing. A copy of the warning, 
including any corrective measures or actions steps, will be provided to the employee and 
put in the employee’s personnel file. 
 
If any further infractions occur, management will have the option of suspension or 
termination. The employee can be suspended, with or without pay, for up to three days.  
During this time the employee will be asked to consider if they truly want to work for the 
Church and meet the specified conditions since his or her behavior apparently indicates 
disagreement with the purpose, beliefs, policies and practices of Westlake Hills 
Presbyterian Church. 
 
Additionally, the employee’s actions have most likely impacted his or her team members. 
If the employee returns and indicates a desire to continue working for the Church and 
follow its policies and practices, he or she will be given an opportunity to demonstrate that 
desire at work.  However, if the employee decides they do not agree with the Church's 
purpose, practices, policies and beliefs, he or she will be terminated or given the 
opportunity to resign at that time. 
 
Following a suspension, if the employee further violates the Church’s policies, practices, 
ore beliefs, he or she will be terminated at that time. In addition, if management decides 
suspension would not accomplish any purpose, the employee may be terminated at that 
time. 
 
Again, the purpose of this policy is to assist in correcting behavior and actions not in line 
with those expected or desired by the Church for its business purposes and services to 
our members and fellow workers. 
 

6.03 APPEAL PROCESS 

Employees have the right to bring work-related problems or concerns to their Supervisors 
for assistance at any time.  In turn, Supervisors will try to reach a quick and fair solution.  
If, however, an employee is not satisfied with the supervisor's solution, he or she may 
bring the matter to the attention of the Senior Pastor.  If the employee is still not satisfied, 
the Senior Pastor may contact the Chair of the Personnel Committee for further review.   
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ENDING THE JOURNEY 
 
Eventually, everyone will end their journey with the Church at some time, either at 
retirement or to accept a call to some other employment.  Ending the journey well is 
important. 
 

Section 7 
RESIGNATION AND TERMINATION 

 
7.01 VOLUNTARY TERMINATION/RESIGNATION 

Employees who resign from the Church should give at least two weeks written notice.  
The letter of resignation should state fully the reason(s) for leaving and should be turned 
in to the employee's supervisor. Resigning employees will be given their final paychecks 
no later than the next regularly scheduled payday. Prior to the last day worked, every 
effort will be made to schedule an exit interview between a representative of the 
Personnel Committee and the resigning employee in order to gather any suggestions that 
will help improve the workplace. All applicable mandatory and optional authorized 
deductions will be made from the employee's last paycheck. Any advances in pay or time 
off in advance of normally accrued paid time off will be due and payable (possibly via 
payroll deduction) at the time of the employee’s last paycheck. 

7.02  INVOLUNTARY TERMINATION 

An involuntary termination is a termination that is initiated by the Church. It is the 
responsibility of the Senior Pastor to implement this procedure with the approval of the 
Personnel Committee. If the committee cannot be convened in a timely manner, the 
employee can be suspended until a final decision is made. The Office Manager is 
responsible for recording and documenting this procedure. 

Pastoral employees are governed by the Presbyterian Church (USA) Book of Order and 
will be terminated according to the regulations and procedures listed therein. 

Employment with the Church is at-will and may be terminated at any time with or without 
cause and with or without notice. Employees will be paid for all work performed through 
the effective date of the termination of their employment no later than the sixth day after 
they are discharged.  All applicable mandatory and optional authorized deductions will be 
made from the employee's last paycheck. This includes any advance in pay and allowed 
time off prior to the actual accrual of paid time off. 

7.03 SEPARATION PROCESSES AND BENEFITS 
Supervisors are responsible for assuring that, employees return any of the Church’s 
computer hardware or equipment in their possession no later than the last day at work.  
Most computer software is licensed to the Church and must remain at the Church at all 
times.   
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WHPC is not covered by unemployment compensation benefits. Employees leaving the 
employment of WHPC are not eligible for unemployment benefits through the Church.   

At the time of termination, employees who are eligible for vacation and who have 
completed at least one full year of continuous employment will receive pay for all 
unused vacation days based upon their individual work schedule.   
 
Employees who leave the Church staff are not eligible for COBRA medical benefits 
extension.  However, they may make application to the PC (USA) for extension of 
medical coverage at the departing employee’s expense.  The staff member should 
contact the Office Manager to fill out the necessary paperwork and receive further 
information.  
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EMPLOYEE ACKNOWLEDGMENT 

This is to acknowledge that I have received a copy of Westlake Hills Presbyterian 
Church's Personnel Policies and Procedures Handbook. This handbook is not an 
employment contract and is not intended to create contractual obligations of any 
kind. I understand that it provides guidelines and summary information about the 
Church's personnel policies, procedures, benefits, and rules of conduct. I also understand 
that it is my responsibility to read, understand, become familiar with, and comply with the 
standards that have been established. I further understand that the Church reserves the 
right to unilaterally modify, supplement, rescind, or revise any provision, benefit, or policy 
from time to time, with or without notice, as it deems necessary or appropriate. I also 
understand that the provisions of this handbook will control over any contrary statements, 
representations, or assurances made by any supervisory personnel. 

I also acknowledge that both the Church and I have the right to terminate the employment 
relationship at any time, with or without cause or advance notice, and that this 
employment at-will relationship will remain in effect throughout my employment with the 
Church. 

I further understand that the at-will nature of my employment with the Church may not be 
modified except by a written document signed by the Senior Pastor upon approval from 
the Personnel Committee, and that any agreements or assurances concerning the terms, 
conditions or duration of my employment are not binding upon the Church unless they 
are in writing, approved by the Personnel Committee, and signed by the Senior Pastor. 
 
 
             
Employee's Name (Please Print) 

 

             
Employee's Signature      Date 

 

Policy & Procedures for Those Working with Children and Youth (Appendix A, B & C) 
See Manual of Administrative Operations 

Note: A copy of the above policy may be found on WHPC’s public drive:          
Public/Session/MAO_Manual of Administrative Operations 
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