[image: Heritage White Logo copy.png]































Employee Handbook
Updated 6.26.2025







Table of Contents
WELCOME	3
HERITAGE CHURCH VISION	4
OFFICE CULTURE	5
COMPENSATION & WORK SCHEDULE	7
EMPLOYEE BENEFITS	16
VACATION AND HOLIDAYS	18
LEAVE TIME	21
CHURCH COMMUNICATIONS & TECHNOLOGY	23
CREDIT CARD POLICY	24
CONDUCT STANDARDS	25
ANTI-DISCRIMINATION & HARASSMENT	27
CONFIDENTIALITY INFORMATION	29
SAFETY & EMERGENCY	30
CHILDREN IN THE WORKPLACE	33
ACKNOWLEDGEMENT	35


































[bookmark: _Toc201832128]WELCOME 

We are thrilled that you have decided to join the team here at Heritage. We hope that you enjoy working here as much as we do. While we work hard in what we do, we also have a lot of fun doing it, and value a team environment to maximize all our efforts.

The minute you start working here, you become an integral part of our church. Whatever role it is you find yourself doing, you are taking an active part in the mission of God, and what He hopes to accomplish in the Brainerd Lakes Ares. We believe the local church is the primary vehicle which God uses to initiate change in this world, and by joining this team, you’re coming alongside like-minded believers all working together to further God’s mission. We love what we do and are passionate about its success.

We rely on teams of people to accomplish most everything. That’s because we believe there is strength in numbers, and when we all work together, we can go so much farther than we can by ourselves. We take our culture seriously and encourage you to familiarize yourself with it as quickly as possible. This handbook is designed to help introduce you to some of the basic elements of our culture, so please read through it carefully.

If you have any questions about this handbook, your employment or Heritage as a whole, please talk to your supervisor or me.

Thanks again for joining the team! We are excited to have you on board as we love One More to Jesus and encourage each other to grow.
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Mission Statement
Love ONE MORE to Jesus and encourage each other to grow.

Values
Maturing Faith
Obedient Hearts
Real Joy
Everyone Matters

Strategy
· Connect in our weekly Gatherings
· Grow in a group
· Launch into serving on a ministry team.

Squad Goals : This is our written culture. Or our secret sauce - on an organizational/team level.

1. The mission is more important than my feelings.
2. Find the good enough line and stay above it.
3. Little things matter.
4. Everything is done in teams.
5. We don't listen to “they".
6. The most important question is . . . "what does the “One More” think?”
7. Work hard, play hard, and rest hard.
8. Build the kind of team that you would serve on.
9. Communicate that which you assume.
10. Future focused.
11. Ministry does not replace personal devotion.
12. Every number has a name; every name has a story; and every story matters to God.
13. If I grow, others will, and so will what I do.
14. Every number has a name; every name has a story; and every story matters to God.
15. Protect the Team
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We Believe
We believe we are better together, and our best ideas, problem-solving, and synergy come when we are with our staff in community and collaboration. That is why we prioritize a culture of being available, present, productive, and in-person, while still leaving some space for remote flexibility. 

Office Culture Goals
1. Maximize and protect being together as a staff team
2. Create space for cross-departmental meetings and collaboration
3. Have our office open to the public as much as possible
4. Maintain a “rule of three” as much as possible when staff are in the office together
5. Streamline team or group meeting times to be either 45 minutes or 1.5 hours in an effort to be productive and maximize everyone’s time.  
6. Implement rhythms in the weekly calendar for personal and team productivity

Weekly Office Hours

	
	Mon
	Tues
	Wed
	Thur
	Fri
	Sat
	Sun

	Office
	Open
	Flex day
	Open
	Open
	Off
	Off
	

	Gathering Times
	
	
	6:30
	
	
	
	8:30, 10, 11:30


*Team members are expected to work at least 40 hours a week unless hired for a different amount.  


In Office Expectations
· When meeting off site, make sure to communicate with the team when you plan to be back in the office. 
· Otherwise, meetings during the day happen via Zoom/Teams or in office.
· Mondays and Thursdays are the preferred meeting days. 
· Team members with evening events and ministry commitments can flex their in-office hours as needed to maintain an 8-10 hour workday.
· Team members can also continue to exercise offsite flexibility throughout the week with manager approval for community-building and ministry opportunities.

Flex Guidelines

Remote flexibility is available under certain circumstances (productivity or project related) by way of manager and HR discretion. As much as possible, we encourage those instances to occur on Tuesdays.

1. Employees work remotely when they complete their work and/or connect at a place located outside of the church office.
2. Working remotely means you are available and productive as you would be in person and responsive to messages and requests.
3. Remote work flexibility is available for project or productivity-driven tasks/meetings with manager discretion. 
4. Remote work is not a substitute for managing sick family members, providing childcare, or avoiding inclement weather.   PTO/ESST should be used for these examples.
5. Each team member can work with their manager about specific expectations for checking in, communicating, and stewarding remote work flexibility. 
6. During flex days (Tuesdays), the office will remain open to the public with front desk and/or facilities team members as scheduled.
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Employee Designations                                                                       The following definitions and classifications determine employee status. 
Non-exempt Employee – An employee whose wage and hour standards are regulated by the Fair Labor Standards Act. These employees receive overtime premium pay for hours worked over 40 hours per week. 
Exempt Employee – An employee who is specifically excluded from the wage and hour standards as regulated by the Fair Labor Standards Act. These employees (usually management, professional or administrative) are excluded from overtime pay. 
In addition, employees are further classified in the following manner based on the number of hours for which they are authorized to receive compensation. 
Full-time – An employee who is authorized to work an average of at least 32 hours per week on a regularly scheduled basis. Full-time employees are eligible for benefits including holiday pay, Paid Time Off.
Part-Time – A non-exempt employee who is only authorized to work an average of less than 32 hours per week on a regularly scheduled basis. Part-Time employees are eligible for holiday pay and Paid Time Off. 
Role Definitions:                                                                               Please be aware that the benefits, pay scale, and hours required are for the role you are hired for, regardless of qualification. Compensation packages are personal and confidential. Heritage strives to accommodate various tax classifications and self-employment statuses associated with various ministerial credentials but pay and benefits will be applied based on actual position held within the church. 
Employee – Any person who receives wages or a salary from Heritage. 
Pastoral Staff – An employee who is currently serving the church in a pastoral capacity. Each position and employee within the Church is classified as exempt or non-exempt. Heritage complies with Fair Labor Standards Act definitions for purposes of wage and hour administration. 
Employment-At-Will
This handbook does not constitute a contract for employment for any period of time. Both Heritage Church and the employee have a right to terminate the employment relationship at any time, with or without cause and with or without notice. This at-will employment relationship may not be altered except by written contract of employment signed by the employee, the Executive Pastor and the Lead Pastor. 

Your First Months on the Job                                                           Your first 180 days of continuous employment are a mutual trial period. During this period, you will be learning the specific duties and responsibilities of your job. It is especially important that you ask questions about anything in this handbook or anything else you do not fully understand. If, during this time, it is determined that your employment is not working out satisfactorily, you may be dismissed without notice as your employment is “at will” during this probationary period. 
This time period allows you to determine if you have made the right career decision and for Heritage to determine whether your initial work performance meets our needs. Your supervisor will monitor your work performance, attitude, and attendance during this time, and be available to answer any questions or concerns you may have about your new job. 
Benefits such as Paid Time Off or bereavement leave begin upon the first of the month following employment. These are not dependent on the probationary period. 

Attendance and Punctuality                                                        Regular attendance and punctuality are essential for everyone on our staff. Our office is open Monday through Thursday 8:30-4:30. The exact time you are scheduled to report for work depends on the schedule you are assigned. You are allowed a paid half-hour lunch break as well as two 15-minute paid breaks during the day. Since this is a church, some employees may be required to work on Saturday, Sunday or evenings as part of their normal work week or as the need may arise. 
An average work week is minimum of 40 hours with some extra time as needed based on church events/calendar. It will be important to manage your schedule to protect your personal time. 
Think of your work week in blocks of ten (4) hour increments. If you know you’re going to be working an evening one day, schedule your morning block of (4) hours off and stay at home. Your eight-hour day would then be from noon to 8 pm. 
All staff should attend (not serving, but sitting with your family or friends and enjoying) gatherings on a regular basis. When attending any gathering, event or activity – you are always “on.” If you are on vacation, and want to act like you’re on vacation – it would be best to attend church somewhere else. 
Because you are a needed member of the team, it is critical for you to observe your regular work schedule. Absence or tardiness causes undue hardship for others and we encourage you to be especially diligent in this respect.
We recognize that there may be times when you are unable to work because of illness or personal emergency or must be late to work for the same reasons. If this happens, notify your supervisor as soon as possible (at least 30 minutes before your normal reporting time) so that arrangements to cover your job can be made. Please remember to keep your supervisor informed of your situation if your absence extends for more than one day. 
Excessive tardiness or absenteeism may be cause for disciplinary action, up to and including termination. Late call-in or absence without cause will not be tolerated and will also be cause for discipline procedures. 

Break Periods:
Meal and Rest Breaks for Nonexempt Employees
Heritage Church provides reasonable meal and break periods in accordance with the law, which may be paid or unpaid. Generally, nonexempt employees who work more than 6 hours a day are provided a 30-minute, unpaid lunch break. Non-exempt employees who work a full 8 hour day are entitled to two 15-minute paid breaks in addition to the 30-minute lunch break. If a nonexempt employee works 4 hours they are entitled to one 15-minute paid break. Breaks do not accumulate over workdays.
While on unpaid break time, nonexempt employees are relieved of all duties and should not remain on duty unless they have previously discussed this arrangement with their supervisor and accurately report their time worked. An employee’s supervisor may authorize other breaks, if appropriate and necessary.
Lactation Breaks
Heritage Church will provide reasonable breaks to allow lactating (nursing mothers) time to express breast milk. Employees are encouraged to speak with their supervisors or Human Resources to discuss their nursing break time needs and any lactation–related health conditions.For more information, please see ______ policy with the complete Pregnancy and Lactation Accommodation Notice, as required by Minnesota law. 
Pregnancy Accommodations and Breaks
Heritage Church will provide reasonable accommodations to pregnant employees, which may include more frequent or longer bathroom breaks, and breaks for water and rests. For more information, please see the pregnant workers and new parents policy with the complete Pregnancy and Lactation Accommodation Notice, as required by Minnesota law. Employees are encouraged to speak with their supervisors or Human Resources to discuss their pregnancy break time needs and other accommodation requests. 
Heritage Church office hours are officially 8:30 am - 4:30 pm. As this is an eight (8) day, it is expected that if employees are only working during this window, they are electing to not take a personal, uninterrupted lunch break or to work through their lunch break. 

General Pay Information:                                                                             Heritage pay periods are every other Monday.
The work week runs Friday through Thursday. We ask that you please enroll in automatic direct deposit for your pay, as made available to you upon hiring. If this is not an option, paper checks can still be issued. 
Each position at Heritage falls into a general job classification. Pay ranges for each classification are determined by the responsibilities, skills and experience required by that classification. We review these classifications regularly to ensure that they are accurate and that pay ranges are competitive with similar job classifications in this area. 
Heritage strives to maintain strict compliance with the Fair Labor Standards Act (FLSA). The FLSA is a federal law that protects employees from unfair pay practices and guarantees non-exempt employees’ payment of minimum wage and overtime. The rules below are designed to help Heritage with the FLSA and to ensure that all employees are paid fairly and legally. Failure to follow these rules may subject you to discipline up to termination. Hourly employees must keep an accurate record of all your work hours. 
Performance Evaluations                                                                           Supervisors and employees are strongly encouraged to discuss job performance and goals informally at any time and on a continual basis. These reviews are held with the intention of affirming current strengths and progress, identifying possible areas of growth, and strategizing goals for the future. If significant correction is required, the meeting is to be documented, and signed by both your supervisor and you. This document will be kept in your permanent personnel file. 
Wages are reviewed annually for everyone, and salary increases may or may not occur based on current employee performance as well as the current financial position of the church. 
Payroll Deductions                                                                              As required by law, the following taxes are deducted from your pay: 
Federal Income Tax: With the exception of the Pastoral Staff, the amount that we are required to withhold from and pay to the IRS is regulated by Federal law and depends on the number of exemptions you claim and the amount of your salary. If the number of your exemptions change, please provide a revised W-4 form to the Financial Admin. Members of the Pastoral Staff may voluntarily elect to have Federal Income Tax withheld from their paychecks. 
Social Security Tax: With the exception of ministerial credentialed employees, every employee is covered for Social Security under the Federal Insurance Contributions Act (FICA). Your contribution is deducted from your paycheck each pay period and is equally matched by Heritage. 
Other optional deductions may include a 403(b)9 plan for retirement contributions, Aflac, HSA and tithing. 
Be sure to keep all statements. This information will be useful in keeping your personal accounts and in preparing your tax returns. Before the end of January, you will receive a W-2 statement of total earnings during the previous calendar year. 
Overtime                                                                                          Each employee within the church is classified as exempt or non-exempt depending on responsibilities and salary. If you are an exempt employee, you will not be paid overtime. Your salary is the total compensation you will receive for the time required to perform your duties. If you are a non-exempt employee, you will be paid for overtime after 40 hours worked in a normal workweek. Your pay for overtime hours is one and one-half times your regular hourly pay rate. 
You must obtain permission to work overtime. 
Because of the nature of work, employees may be asked to work overtime on weekends or holidays or additional hours during the regular workday and are expected to comply with such requests. 
Employee versus Volunteer Considerations                                Heritage employees recognize that the success of our ministry to the congregation and community relies heavily on the support of volunteers. However, because of the nature of the employer-employee relationship, supervisors may not request employees to perform work as an unpaid volunteer. This does not mean that employees may not work for the church as a volunteer. In fact, all our employees are encouraged to participate in the various ministries of the church as unpaid volunteers; it means your volunteer position must not resemble that of your paid position. Your employment will not be affected by your willingness to provide volunteer services. 
Employees and Ministry Trips                                                         From time to time, employees may have the opportunity to participate in church related activities such as short-term mission trips, summer camps, etc. Generally, a non-exempt employee participating in such activities will be required to use available Paid Time Off in order to receive pay while participating in these activities. In order to be paid and not use PTO, the non-exempt employee’s supervisor must document the purpose and authorize the number of hours a non-exempt employee will be paid prior to that employee’s participation in the activity. Under no circumstances will an employee be authorized to work or receive pay in excess of that employee’s normal work schedule. Exempt employees participating in these activities for which they are not directly responsible or have been not been directed to participate will be required to use available consolidated annual leave in order to receive pay. 
Employee Records                                                                              An employee's personnel file consists of the employee's employment application, withholding forms, reference checks, emergency information and any performance appraisals, benefits data or other appropriate employment-related documents. 
It is the employee's responsibility to notify the Executive Pastor of any changes in name, address, telephone number, marital status, number of dependents, military service status, beneficiaries or person to notify in case of an accident. 
Misrepresentation of any fact, which you have provided information for on your application, in your personnel file, or any other document, is sufficient reason for dismissal. Personnel records are considered church property and are not available for review by employees. 
Heritage may conduct reference and background checks on all employees at any time. As a church, our employees regularly come in contact with people of all ages, and their security is of great importance to our church. Employees who have falsified information on their employment applications will be disciplined, which could include termination. Applicants who have provided false information may be eliminated from further consideration for employment. 

Progressive Discipline
In most circumstances, progressive discipline outlined below may be initiated at any step, depending on the circumstances: 

Verbal Warning:  The immediate supervisor will give a verbal warning and a note added to the Staff member’s personal file. Every effort will be made to help the staff member find ways of correcting the situation and/or behavior. Both supervisor and the staff member will strive to maintain a positive attitude. 

Written Warning: If the situation/behavior continues, a written warning will be given to the staff member and a copy forwarded to the Lead Pastor. If the Lead Pastor is your immediate supervisor, a copy will be forwarded to the deacons.  This warning will contain a description of the situation/behavior, the steps toward correction takes so far and the future steps to be attempted. The staff member and the immediate supervisor will both have to sign the written warning. A copy of the written warning will be placed in the staff member’s personnel file. 

Written Warning 2: If the situation/behavior happens a third time, the staff member will receive a second written warning. With the second warning the Lead Pastor and the deacons will get a copy of the written warning.  The staff member may be brought before the Lead Pastor and/or the deacons to discuss how this situation/behavior can be discontinued. This will be the final opportunity to correct the situation/behavior before a decision day. 

Decision Day: If the situation/behavior continues after the written warning, the staff member will be brought before the Executive Pastor or Lead Pastor, and the staff member will be given one paid day off to go home and prayerfully consider their continued employment at Heritage. If they choose to no longer work for Heritage, they may return the following day with a written and signed resignation notice. Their resignation at Heritage will be effective immediately. If the staff member prefers to stay on at Heritage, they will return to work the following day with a written out and signed explanation as to why they would like to remain on staff and how they expect to solve the situation/behavior and prevent it from occurring again. If the staff member chooses to stay employed at Heritage they will be placed on a 1 year probationary period. If the situation/behavior occurs again within that 1 year period, the staff member will be terminated from their employment at Heritage. 

Appeal                                                                                                                   Staff members may appeal discipline and or termination to the church deacons. Appeal must be made in writing to the deacons within 3 days of the discipline and/or termination. The decision to hear an appeal rests with the church deacons. 




Exit Interviews
Exit Interviews will be conducted with each staff member to provide closure for the departing staff member and in order to provide an opportunity for Heritage Church to better its staff leadership. 

Termination, Resignation and Discharge                                   Employees, who have successfully completed a 180-day probationary period, as defined by Heritage at the outset of the employment relationship, can be terminated only for just or good cause. 
Unless expressly prescribed by statute or contract, employment with Heritage is "at will" for employees who have not successfully completed a probationary period. "At will" employees may be terminated with or without cause or notice, while maintaining compliance with current anti-discrimination laws. Similarly, employees are free to resign at any time. If an employee resigns, Heritage requests the courtesy of at least two week’s notice. Any employee who is discharged by Heritage shall be paid only wages accrued to the date of the separation. 
Upon termination, Heritage reserves the right to withhold from pay any money owed it by the employee. 
All benefits cease when employment ceases. Personnel terminated from the church are eligible to receive pay for any unused vacation time.  The final paycheck will be issued on the regularly scheduled payday. 
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Heritage employees are entitled to a wide range of benefits. A number of the benefit programs -- such as Social Security, workers' compensation, state disability and unemployment insurance -- cover all employees as required by law. 
Eligibility for most other benefits depends upon a variety of factors, including employee classification. The Executive Pastor can identify the programs for which you are eligible. You can find the details of many of these programs in separate written summaries. For more information, contact the Executive Pastor. 
Some benefit programs require contributions from employees, but many are fully paid by Heritage. We reserve the right to add, amend, modify or terminate any employee benefit plans or programs. 
Currently, some of the benefits Canvas provides are: Paid Time Off, Retirement (Minister's Benefit Association), and FMLA Leave. 
Maternity/Paternity Leave                                                                                     For the benefit of our employees, the Maternity and Paternity leave policies at Heritage follow the principles outlined by FMLA. We offer up to 12 weeks off with your position held, the first 6 weeks will be paid for Maternity leave. After the first 6 weeks you may opt to use PTO. For Paternity leave we offer 1 week off paid with your position held in accordance with FMLA. After the first paid week, you may opt to use PTO. 
If your primary work location is in the church office, your newborn/adopted child is welcome in our office through the first 6 months of life.    
Retirement Saving Plan                                                                                Heritage offers a 403(b)9 retirement savings plan for all full-time employee and offers an employer contribution match up to 2.5% per year. 
The plan trustee is Guardian. You can request a full copy of the plan summary description from the Operations Director. 
Personal Vehicle Use                                                                                             While using your vehicle for Church purposes, you assume liability for your vehicle. All employees who use their personal vehicles for Church business must have a current driver's license and vehicle liability insurance with at least the minimum amounts required by state law. Also, the Church strictly prohibits employees who drive vehicles in the course of any church function from engaging in distracting behavior while driving, including any use of a cell phone or eating. 
Business Expenses                                                                                                         A Church-issued credit card will be supplied to any employees that regularly incur expenses on behalf of the church. If you do not have a church card, or are otherwise unable to use your church card, you may be reimbursed for church expenses. 
Employees can be reimbursed for reasonable and necessary expenses they incur on behalf of Heritage. Make sure that each purchase is covered by your budget or approved otherwise. It is important that you keep all receipts and upload them using Divy – Spend and Expense. 
If traveling, you must record all travel and business expenses by noting on receipts for expenses incurred. 
All expense reimbursements should be submitted no later than 30 days following the date of expense. Any non-substantiated expenses will not be reimbursed. 
Worker's Compensation                                                                                                 Heritage provides insurance to compensate for any illness or injury an employee might suffer while working on church premises, traveling on official church business, or working an activity officially sponsored by the Church. If you become ill or injured, please get medical attention at once. 
You must also report the details to your supervisor immediately and you must complete a report for every injury, no matter how small, to keep the coverage in force and to get any benefits or other compensation to which you may be entitled. 
Facility Rental                                                                                       All staff may use the facility without charge for personal use, as long as it does not conflict with church events. i.e. Birthday parties, Anniversaries, family events. All building usage must be communicated and approved through the church office admin team.
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Holidays: Heritage observes the following holidays: 
	New Year's Day		Memorial Day 		Independence Day    
	Labor Day                Thanksgiving Day 	Christmas Eve Day 
*Plus, any additional days as announced by the Executive Pastor
Holidays that fall on a weekend will be observed on the Thursday or Monday closest to the day of the holiday. Due to church needs, some employees may be required to work on observed holidays. 
Christmas Shutdown                                                                                                                The Church office will be closed after Christmas Eve gatherings and remain closed through New Year’s Day. During this time, you will be granted time off with pay. Dependent on the nature of your position, you may need to work during the Christmas Shutdown to accomplish your tasks. 
Severe Weather                                                                                  
Employees should exercise good judgment in the event of severe weather when deciding whether to travel to work. When the office is closed (Executive Pastor will make this call) due to inclement weather, you will be granted time off with pay. 

Paid Time Off (PTO)                                                                                            Heritage provides all Full-Time and Part-Time employees Paid Time Off to be used for any purpose as determined by the employee. Some employees may start at a higher tier at the discretion of Heritage leadership. All employees will accrue their PTO, starting on the first of each year.  Each employee will be given the following amount of PTO: 
Full-Time Salaried Employees
Years 1-3: 10 days off 
Years 4-6: Additional 5 days
Years 7-9: Additional 5 days
Years 10+: 25 days off (maximum is 25 days)



Hourly Employees
Years 0-3: Three weeks of your regularly scheduled work week (If you work 3 days a week, you get 3 days).
Years 4-6: Four weeks of your regularly scheduled work week.
Years 7+: Five weeks of your regularly scheduled work week

PTO is for the purpose of rest and rejuvenation, and as such, it is the desire that each year PTO is sufficiently used. No PTO can be carried over into the next year. Time Off is an earned benefit and you will be paid for any unused accrued vacation days when your employment terminates. 

ESST (Employee Safe and Sick Time)
As of 1/1/24, employees in Minnesota are entitled to earned sick and safe time, a form of paid leave. Heritage Church will front-load all employees with 80 hours of ESST on the 1st of January or on the date they are hired.  ESST at Heritage will not be carried over from year to year, nor will it be paid if the employee leaves or is terminated.  This is based on MN Statute 177.50 section 181.9446 (Accrual of Earned Sick and Safe Time), option 3.  
The earned sick and safe time hours the employee has available, as well as those that have been used in the most recent pay period, must be indicated on the employee’s earnings statement that they receive at the end of each pay period. Earned sick and safe time must be paid at the same hourly rate employees earn from employment. Employees are not required to seek or find a replacement for their shift to use earned sick and safe time. They may use earned sick and safe time for all or part of a shift, depending on their need.
Earned sick and safe time can be used for:
· An employee’s mental or physical illness, treatment or preventative care;
· The mental or physical illness, treatment or preventative care of an employee’s family member;
· Absence due to domestic abuse, sexual assault or stalking of an employee or their family member;
· Closure of an employee’s workplace due to weather or public emergency or closure of their family member’s school or care facility due to weather or public emergency; and
· When determined by a health authority or health care professional that an employee of their family member is at risk of infecting others with a communicable disease.  


Notifying employer, documentation
An employer can require their employees to provide up to 7 days of advance notice when possible (for example, when an employee has a medical appointment scheduled in advance) before using sick and safe time.  An employer can also require their employees to provide certain documentation regarding the reason for their use of earned sick and safe time if they use it for more than 3 consecutive days.  
If an employee plans to use earned sick and safe time for an appointment, preventative care or another permissible reason they know of in advance, inform Chad Sundberg by phone/email/text as far in advance as possible, but at least 1 day in advance.  In situations where an employee cannot provide advance notice, the employee should contact Chad Sundberg at 952-270-0230 as soon as they know they will be unable to work.  
Retaliation, right to file complaint 
It is against the law for an employer to retaliate, or take negative action, against an employee for using or requesting earned sick and safe time or otherwise exercising their earned sick and safe time rights under the law. If and employee believes they have been retaliated against or improperly denied earned sick time, they can file a complaint with the Minnesota Department of Labor and Industry (651-284-5075).  They can also file a civil action in court for earned sick and safe time violations.  


Request for Time Off
In the event that an employee may need to take time away from the office, the employee must complete the time off request form which will be submitted for authorization from the Executive Pastor. 

Heritage reserves the right not to approve a vacation request if it will interfere with Church operations or adversely affect coverage of job and staff requirements. Whenever possible, employee requests for vacation will be accommodated. 
A Note About Your Vacation Time                                                     Nobody is impressed with someone who works themselves into depression, poor health, a grumpy attitude or estranged family relationships. This applies to everyone. You need to take time off...it makes you a better leader, co-worker and generally good person. We celebrate your time off. You deserve it. 
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Bereavement Leave:                                                                     Employees are permitted up to 5 consecutive days with pay to attend the funeral of an immediate family member. 
Your supervisor must approve all bereavement time, and the Church may request verification of the facts surrounding the leave and grant or deny the leave as deemed appropriate. Bereavement leave will not be paid if it occurs when the employee is on vacation or leave of absence, absent due to illness or injury, or not working due to a paid holiday. 
Jury Duty                                                                                    Heritage supports employees in fulfilling their civic responsibilities by serving jury duty when required. Heritage will compensate the difference in pay you receive for Jury Duty for up to 10 days of time you are required to serve, up to your full wages. 
However, you must inform your supervisor as soon as possible after receiving a jury summons so that arrangements can be made to accommodate your absence. You will be expected to report for work during your jury service whenever the court schedule permits. Insurance benefits will ordinarily remain in effect and unchanged for the full term of your jury duty absence. 
Military Leave                                                                              Pursuant to the Uniformed Services Employment and Reemployment Rights Act (USERRA), Heritage prohibits discrimination against persons because of their service in the Armed Forces, the Army National Guard and the Air Force National Guard when engaged in active duty for training, inactive duty training, or full-time National Guard duty, the commissioned corps of the Public Health Service, and any other category of persons designated by the President in time of war or emergency. 
Time Off From Work in Connection With Court Cases                          We recognize that an employee might be subpoenaed or otherwise required to serve as a witness in court cases or arbitrations. Employees called to testify will not be paid for the time they are away from work as a result of their participation in a court case or arbitration, unless it is on the behalf of Heritage Church. If the court appearance is on behalf of Heritage, employees will be paid normal wages; if it is for other reasons, employees may use available Paid Time Off to cover their time away from work. Absence as a result of participation in a court case or arbitration will be treated the same as absence for any other reason and employees must comply with the church's policy regarding attendance. If you are called to serve as a witness, notify your supervisor as soon as possible. 
Time Off to Vote                                                                        Employees who are eligible to vote but do not have sufficient time outside of regular working hours to vote in a statewide election, may request time off to do so. The time off will be unpaid. Such time off will be granted at your supervisor's discretion. 
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You may not duplicate any licensed software or related documentation for use, either on Church premises or elsewhere, unless expressly authorized to do so by written agreement with the licensor and you may not provide licensed software to anyone outside the Church. Employees should be aware that the illegal duplication of software may result in the filing of criminal copyright charges by the owners of the copyrights and can subject both the employee and the church to liability. 
Please be aware that any information transmitted using church provided systems is property of the church and should be treated as such. You may wish to avoid using any church issued technology for personal purposes. The church reserves the right to deactivate, reclaim, or monitor any church owned digital assets. 
Any subscription services paid for by the church, even if it is tied to your personal email or other form of personal identification, is the property of the church, and should be treated as such. This includes, but is not limited to: Amazon.com subscriptions, iTunes purchases, and any other digital assets. 
The telephone system (including voicemail) at Heritage is the property of the church and is provided for business purposes. Heritage may periodically monitor the usage of the telephone systems to ensure compliance with this policy. 
Some positions require the use of a computer. A computer will be provided for those requiring one. The computer is considered church property and must be returned in the event of a change of employment (voluntary or involuntary).  Once a computer exceeds 6 years in age, there may be an opportunity for the employee to purchase the computer.  
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Personal items may not be charged at any time for any reason to a Church-issued credit card. Any accidental personal purchases need to be reimbursed within the week of the occurrence. The church card must never be used for cash withdrawals.
When you make a purchase, please submit your receipts immediately using the Divy App.  All transactions require a receipt, unless approved by Finance.  If a receipt is missing, you can often get a copy of the receipt from the store.  If you are unable to find the receipt, please contact Finance.  
If there is misuse of the church credit card, the following disciplinary steps will be enforced: 
· First offense — verbal warning
· Second offense — card frozen for one month
· Third offense — card frozen until agreement between employee, supervisor and Finance agree 
Spending limits for each credit card are set by Finance.  Unsubstantiated expenses that have no receipt may be reported as taxable income wages on the purchaser’s W2. 
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Church Equipment and Vehicles                                                       When using Heritage property, including computer equipment or hardware, exercise care, perform required maintenance and follow all operating instructions, safety standards and guidelines. 
Notify your supervisor if any equipment or machines appear to be damaged, defective or in need of repair. This prompt reporting could prevent the equipment's deterioration and could also help prevent injury to you or others. Should you have questions about the maintenance and care of any workplace equipment, ask your supervisor. 
If you use or operate equipment improperly, carelessly, negligently or unsafely, you may be disciplined or even discharged. In addition, you may be held financially responsible for any loss to Canvas because of such mistreatment. 
Church Property                                                                              Please keep your work area neat and clean and use normal care in handling church property. 
Report any broken or damaged equipment to your supervisor at once so that proper repairs can be made. 
You may not use any church property for personal purposes or remove any church property from the premises without prior permission from the Executive Pastor. 
Conduct Standards & Discipline                                                   Heritage expects every employee to adhere to the highest standards of job performance and of personal conduct, including individual involvement with church personnel and outside contacts. 
The Church reserves the right to discipline or discharge any employee for violating any church policy, biblical value, or rule of conduct. Be aware that Heritage has discretion to determine the nature and extent of any discipline based upon the circumstances of each individual case. 
Dress Policy                                                                             Appropriate office attire is required. The public visits our office and we wish to put forth an image that will make us all proud to be Heritage employees. Dress in relation to the people you interact with; sometimes this will dictate professional dress, sometimes casual, always sharp. We are all leaders leading other leaders, and the way we dress should reflect that. We want you to be comfortable but we also want the people around you to be comfortable, too. If you step over the bounds of good taste, your supervisor will alert you. Be guided by common sense, modesty, and good taste. 
Non-Business or Social Visits to the Worksite                                 While personal visits are not prohibited, their frequency and duration should be limited and should not interfere with on-going work nor distract fellow employees. The employee shall be responsible for the acts of visitors in the workplace. 
Workplace Solicitation                                                                   Employees may not solicit on Heritage Church property or use church resources during working time for solicitation. This policy applies to collecting funds, requesting contributions, selling merchandise, gathering employee signatures and promoting membership in clubs or organizations. 
Non-employees may not make solicitations or distribute literature at any time. 
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Harassment and Discrimination                                                            Heritage Church strives to maintain an environment free from discrimination and harassment, where employees treat each other with respect, dignity and courtesy. This policy applies to all phases of employment, including but not limited to recruiting, testing, hiring, promoting, demoting, transferring, laying off, terminating, paying, granting benefits and training. 
Prohibited Behavior                                                                                        Heritage does not and will not tolerate any type of harassment of our employees, applicants for employment, or our church family. Discriminatory conduct or conduct characterized as harassment as defined below is prohibited. 
The term harassment includes, but is not limited to, slurs, jokes, and other verbal or physical conduct relating to a person's gender, ethnicity, race, color, creed, religion, national origin, age, disability, marital status, military service status or any other protected classification that unreasonably interferes with a person's work performance or creates an intimidating, hostile work environment. 
Sexually harassing behavior includes, but is not limited to, unwelcome conduct such as: sexual advances, requests for sexual favors, offensive touching, or other verbal or physical conduct of a sexual nature. Such conduct may constitute sexual harassment when it: 
· is made an explicit or implicit condition of employment 
· is used as the basis for employment decisions 
· interferes with an individual's work performance, or creates an intimidating, hostile or offensive working environment. 

The types of conduct covered by this policy include: demands or subtle pressure for sexual favors accompanied by a promise of favorable job treatment or a threat concerning employment. 
Specifically, it includes sexual behavior such as: 

· sexual flirtations, advances or propositions 
· verbal abuse of a sexual nature, sexually related comments and joking, graphic or degrading comments about an employee's appearance or displaying sexually suggestive objects or pictures including cartoons and vulgar e-mail messages, and any uninvited physical contact or touching, such as patting, pinching or repeated brushing against another's body. 
Such conduct may constitute sexual harassment regardless of whether the conduct is between members of management, between management and staff employees, between staff employees, or directed at employees by non-employees conducting business with the Church, regardless of gender. 

Harassment by Non-Employees 
Heritage will also endeavor to protect employees, to the extent possible, from reported harassment by non-employees in the workplace, including the church family, visitors and suppliers. 

Complaint Procedure and Investigation                                           Any employee who becomes aware of possible sexual harassment or other illegal discrimination against others should promptly report the matter to the Executive Pastor. If that person is not available, or you believe it would be inappropriate to contact that person, contact the Lead Pastor. 
Employees who raise concerns and make reports in good faith can do so without fear of reprisal; at the same time, employees have an obligation to cooperate with Canvas in enforcing this policy and investigating and remedying complaints. Upon completion of the investigation, Canvas will let the complaining employee know whether or not the Church took any action. 
Anyone found to have engaged in such wrongful behavior will be subject to appropriate discipline, which may include termination. 
Retaliation                                                                                         Any employee who opposes an unlawfully discriminatory practice or files a complaint of sexual harassment or other discrimination in good faith will not be adversely affected in terms and conditions of employment and will not be retaliated against or discharged because of the complaint. 
In addition, we will not tolerate retaliation against any employee who, in good faith, cooperates in the investigation of a complaint. Anyone who engages in such retaliatory behavior will be subject to appropriate discipline, up to and including termination. 


[bookmark: _Toc201832139]CONFIDENTIALITY INFORMATION
Information that pertains to Heritage’s business, including all non-public information concerning the Church, its vendors and suppliers, is strictly confidential and must not be given to people who are not employed by Heritage. 
Please help protect confidential information by taking the following precautionary measures: 
· Discuss sensitive work matters only with other Heritage employees who have a specific business reason to know or others who have relevant access to such information. 
· Do not discuss sensitive work matters in public settings where others may overhear, and potentially misinterpret sensitive information. 
· Monitor and supervise visitors to Heritage to ensure that they do not have access to confidential information. 
· Destroy hard copies of documents containing confidential information that is not filed or archived. 
· Secure confidential information in desk drawers and cabinets at the end of every business day. 

Your cooperation is particularly important because of our obligation to protect the security of our church family and our own confidential information. Use your own sound judgment and good common sense, but if at any time you are uncertain as to whether you can properly divulge information or answer questions, please consult the Executive Pastor. 

Conflict of Interest 
Employees should avoid any business or financial interest, influence or relationship which might conflict or appear to conflict with the best interests of Heritage. Please promptly disclose to church leadership any situation where an actual or potential conflict may exist, so it can provide guidance and direction for the situation. 
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Fire Safety 
Every employee is responsible for recognizing potential fire dangers and taking an active role in preventing fires. 

Employees are required to observe all OSHA safety requirements and regulations. Flammable materials are to be stored in covered metal containers. Employees should not block any fire doors, fire exits, fire extinguishers, windows or doorways. Review the fire escape routes posted in each work area. 

When the fire alarm sounds, all occupants are to exit the building via the closest exterior exit. Evacuate to a distance of at least 200 feet, to the predetermined reassembly areas (next to mailbox on the west side of building). Do not hinder the emergency personnel. Once the fire is out, the fire department will determine the extent of the damage, if any, and advise if the occupants can re-enter the building. 

Severe Weather/Tornado
During a severe weather alert (when an announcement is made on the intercom system) all occupants are to go to the basement through the creative arts office. Stay away from all windows and exterior doors. This area of the building is centrally located and easily accessible. If you see someone who needs assistance, please help them. 

Public Sever Weather/Tornado
If there is a severe weather alert during a public service, all occupants are to remain in the sanctuary. The pastoral staff and ushers will give further instructions and maintain orders. Everyone should stay out of the lobby. 

First Aid 
Our goal is to provide employees with the necessary information regarding appropriate techniques associated with administering medical assistance to others. Heritage is concerned about employees who may be exposed to blood and other bodily fluids when rendering first aid to other employees. The following procedures are to be used when administering first aid: 

· Always use latex-free gloves that are supplied in the church's first aid kit. 
· In the event CPR becomes necessary; a CPR Micro-Shield should be used if available. 
· Only those employees who are certified to perform CPR should perform CPR. 
· Any materials, including latex-free gloves and CPR Micro-Shields, used in administering first aid should be discarded properly. 
· Hands should be thoroughly washed following any first aid procedure. 

Safety 
Heritage is committed to maintaining a safe and healthy environment for all employees. Report all accidents, injuries, potential safety hazards, safety suggestions and health and safety related issues immediately to your supervisor. 

If you or another employee is injured, contact your supervisor immediately. Seek help from outside emergency response agencies, if needed. Contact information is posted in the Church Office Work Room. 

You must complete an Employee's Claim for Worker's Compensation Benefits Form if you have an injury that requires medical attention. If your inquiry does not require medical attention, you must still complete a Supervisor and Employee Report of Accident Form in case medical treatment is later needed and to ensure that any existing safety hazards are corrected. You can obtain the required forms from the Executive Pastor. 

A federal law, the Occupational Safety and Health Act, requires that we keep 
records of all illnesses and accidents that occur on the job. OSHA also provides for your right to know about any health hazards which might be present on the job. In addition, the state Workers' Compensation Act also requires that you report any illness or injury caused by the workplace, no matter how slight. If you do not report an injury, you may jeopardize your right to collect workers' compensation payments as well as health benefits. 
You can get the required reporting paperwork from the Operations Pastor. 

Security 
Heritage is committed to ensuring employees' security. Our premises are equipped with both security alarms that are active outside working hours and a fire alarm system. If you have a security concern or need more information about operating these systems, contact the Executive Pastor. 

Generally, at least two ministerial, clerical or support staff members should occupy the building at the same time during regular office hours. Staff should be alert and aware of their surroundings at all times. In case of a dangerous situation, the staff member should move behind a locked door as quickly as possible and either let other staff know the situation, call the Baxter Police Department or dial 911.

Employees will be given keys to the church buildings, if your employment terminates with Heritage, you must return any church keys you have been issued. 
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Heritage Church understands the various family dynamics of our employees, and as such, allows employees to bring their child(ren) to the workplace up until the age of 6 months.  After that time, children are allowed on a limited basis. The purpose of this policy is to outline the guidelines and expectations for employees who choose to bring their children to the workplace.
 
Guidelines:
· Heritage allows infants in the office up to 6 months of age. 
· After 6 months of age, the occurrence of bringing a child to work is limited and should not become a routine.
· While children are in the workplace, they should be supervised by the host/parent at all times.
· The presence of the child should cause minimum disruption to other staff members.
· Children are not allowed to attend meetings.  Infants are allowed in meeting up to 6 months of age as long as they are not a distraction. 
· Employees are responsible for ensuring that their child follows all workplace policies and rules, including those related to safety, security, and conduct.
· Employees must take full responsibility for any damage or liability caused by their child while in the workplace.
· If a child becomes disruptive or poses a safety risk, the employee may be asked to leave the workplace with their child.
· The employee is trusted to accurately assess how much time they were able to work with their child present and adjust the rest of their week’s schedule to compensate appropriately by making up that time.
· The appropriate duration of a stay does vary based on the child(ren)’s age and their self-sufficiency level.
· For children 5 and under (non-school age), visits should be limited to 1 hour or less, unless for a specific purpose, such as attending an all staff meeting or another activity approved by the lead team.
· School-aged children can remain at the office for up to 4 hours (1/2 a workday) provided the above guidelines are followed properly.
· Employees should make other arrangements for their child(ren) to be cared for, or use paid time off, for situations such as, but not limited to, the following:
· Last-minute childcare needs
· Your child(ren) is sick
· You need daily/regular childcare
· Before or after school/camp care
· Your child’s school/daycare is closed for a holiday when we are not closed.
· If the frequency, length, or nature of visits becomes problematic, the employee will be advised of the situation and will be expected to take corrective action.








[bookmark: _Toc201832142]ACKNOWLEDGEMENT 
I acknowledge that I have received the HERITAGE Employee Handbook and that I have read and understand the policies. By signing and submitting this form, I agree to all policies, regulations, and statements contained within. I also agree to regular background checks as described within this document. 
I understand that this Handbook represents only current policies and benefits, and that it does not create a contract of employment. Canvas retains the right to change these policies and benefits, as it deems advisable. 
I understand that the information I come into contact with during my employment is proprietary to the Church and accordingly, I agree to keep it confidential. I understand that I must comply with all the provisions of the Handbook to have access to and use Church resources. I also understand that if I do not comply with all provisions of the Handbook, my access to Church resources may be revoked, and I may be subject to disciplinary action up to and including discharge. 
I understand that I am obligated to familiarize myself with the Church's safety, health, and emergency procedures as outlined in this Handbook or in other documents. 

___________________________________    _______________________ Signature 							Date 
_____________________________________________________________Please Print Your Name 
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