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WELCOME TO THE CONGREGATION OF THE
SISTERS OF ST. JOSEPH
On behalf of the Congregation of the Sisters of St. Joseph, we welcome you to our
Motherhouse! We are so pleased that you are joining us for this important work.
Inspired by our founding sisters more than 360 years ago, we continue to respond with loving
service to the urgent needs of our neighbors. We have been dedicated to the exercise of “all
of the spiritual and corporal works of mercy of which woman is capable and which will most
benefit the dear neighbor.” In this founding spirit, we engage in works of compassion,
healing and reconciliation.
We serve in schools and universities, hospitals and hospices, prisons and parishes, and social
service agencies. We are educators, consultants, attorneys, spiritual directors, artists,
chaplains, nurses, gardeners, social workers and counselors. At our Motherhouse in Baden,
we care for our retired Sisters, many of whom remain active through volunteer activities and
spiritual support.
Ever mindful of the most poor and vulnerable, we live and work to bring all people into union
with God and others in Western Pennsylvania, throughout the United States and around the
world where our global family of Sisters of St. Joseph serve.
Once again, we welcome you and look forward to our working together to make our Mission
and Values come alive as you journey with the Sisters of St. Joseph. We hope that you will
find your employment to be a personally rewarding experience. Thank you for joining us.
Sincerely,

Sister Michelle Prah
Motherhouse Administrator

Joyce Hrynewich
Director of Human Resources
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FOREWORD
Whether you have just joined our staff or have been with us for a while, we are confident that you
will find our Congregation a rewarding place in which to work, and we look forward to a
productive and successful association. We consider the employees of the Congregation of the
Sisters of St. Joseph to be one of its most valuable resources. This handbook has been written to
serve as the guide for the employer/employee relationship.
There are several things to keep in mind about this handbook. First, it contains only general
information and guidelines. It is not intended to be comprehensive or to address all the possible
applications of, or exceptions to, the general policies and procedures described. For that reason, if
you have any questions concerning eligibility for a particular benefit or the applicability of a policy
or practice to you, you should address your specific questions to the Human Resources
Department. Neither this handbook nor any other company document confers any contractual
right, either expressed or implied, to remain in the company’s employ. Nor does it guarantee any
fixed terms and conditions of your employment. Your employment is not for any specific time
and may be terminated at will with or without cause and without prior notice by the Congregation,
or you may resign for any reason at any time. No supervisor or other representative of the
Congregation (except for the Motherhouse Administrator) has the authority to enter into any
agreement for employment for any specified period of time or to make any agreement contrary to
the above.
The procedures, practices, policies and benefits described here may be modified or discontinued from
time to time. We will make every reasonable effort to inform you of any changes as they occur.
Some subjects described in this handbook are covered in detail in official policy documents. Refer
to these documents for specific information because the handbook only briefly summarizes those
guidelines and benefits. Please note that the terms of the written insurance policies are controlling
and override any statements made in this or other documents.
Any questions regarding the contents of this handbook should be directed to Human Resources.
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EMPLOYEE HANDBOOK
ACKNOWLEDGEMENT AND RECEIPT
I have received my copy of the Employee Handbook.
The employee handbook describes important information about the Congregation of the Sisters of St.
Joseph, and I understand that I should consult my manager or the Director of Human Resources
regarding any questions not answered in the handbook. I have entered into my employment relationship
with the Congregation voluntarily and understand that there is no specified length of employment.
Accordingly, either I or the Congregation can terminate the relationship at will, with or without
cause, at any time, so long as there is no violation of applicable federal or state law.
I understand and agree that no manager, supervisor, or representative of the Congregation has any
authority to enter into any agreement for employment other than at will; only the Motherhouse
Administrator has the authority to make any such agreement.
This handbook and the policies and procedures contained herein supersede any and all prior practices,
oral or written representations, or statements regarding the terms and conditions of my employment with
the Congregation. By distributing this handbook, the Congregation expressly revokes any and all
previous policies and procedures that are inconsistent with those contained herein.
I understand that, except for employment-at-will status, any and all policies and practices may be
changed at any time by the Congregation, and the Congregation reserves the right to change my hours,
wages and working conditions at any time. All such changes will be communicated through official
notices, and I understand that revised information may supersede, modify or eliminate existing policies.
Only the Motherhouse Administrator has the ability to adopt any revisions to the policies in this
handbook.
I understand and agree that nothing in the Employee Handbook creates, or is intended to create, a
promise or representation of continued employment and that employment with the Congregation is
employment at will, which may be terminated at the will of either the Congregation or myself.
Furthermore, I acknowledge that this handbook is neither a contract of employment nor a legal
document. I understand and agree that employment and compensation may be terminated with or
without cause and with or without notice at any time by the Congregation or myself.
I have received a copy of the Congregation of the Sisters of St. Joseph Employee Handbook, and I
understand that it is my responsibility to read and comply with the policies contained in this handbook
and any revisions made to it.

_____________________________________________________________
Employee Signature

_____________________________________________________________
Employee Name (Print)
Return to Human Resources
To Be Placed in Employee’s Personnel File
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_____________________
Date

EQUAL EMPLOYMENT OPPORTUNITY STATEMENT
The Congregation provides equal employment opportunities (EEO) to all employees and
applicants for employment without regard to race, color, religion, gender, sexual orientation,
gender identity, national origin, age, disability, genetic information, marital status, amnesty or
status as a covered veteran, or other basis protected by federal, state and local laws. This policy
applies to all terms and conditions of employment, including hiring, placement, promotion,
termination, layoff, recall, transfer, leaves of absence, compensation and training. All employees
are expected to conduct themselves in the workplace in a manner that is consistent with this
policy.
The Congregation expressly prohibits any form of unlawful employee harassment based on race,
color, religion, gender, sexual orientation, national origin, age, genetic information, disability or
veteran status. Improper interference with the ability of the Congregations employees to perform
their expected job duties is absolutely not tolerated.
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ANTI-HARASSMENT POLICY AND COMPLAINT PROCEDURE
The Congregation is committed to a work environment in which all individuals are treated with respect
and dignity. Each individual has the right to work in a professional atmosphere that promotes equal
employment opportunities and prohibits unlawful discriminatory practices, including harassment and
retaliation. Therefore, the Congregation expects that all relationships among persons in the workplace
will be professional and free of discrimination and harassment.
The Congregation encourages reporting of all perceived incidents of discrimination or harassment to
Human Resources. It is the policy of the Congregation to promptly and thoroughly investigate such
reports. The Congregation prohibits retaliation against any individual who reports discrimination or
harassment or who participates in an investigation of such reports.
Definitions of Harassment
Sexual harassment constitutes discrimination and is illegal under federal, state and local laws. For the
purposes of this policy, sexual harassment is defined, as in the Equal Employment Opportunity
Commission (EEOC) Guidelines, as unwelcome sexual advances, requests for sexual favors and other
verbal or physical conduct of a sexual nature when, for example a) submission to such conduct is made
either explicitly or implicitly a term or condition of an individual’s employment; b) submission to or
rejection of such conduct by an individual is used as the basis for employment decision affecting such
individual; or c) such conduct has the purpose or effect of unreasonably interfering with an individual’s
work performance or creating an intimidating, hostile or offensive working environment.
Sexual harassment may include a range of subtle and not-so-subtle behaviors and may involve
individuals of the same or different gender. Depending on the circumstances, these behaviors may
include unwanted sexual advances or requests for sexual favors; sexual jokes and innuendo; verbal
abuse of a sexual nature; commentary about an individual’s body, sexual prowess or sexual deficiencies;
leering, whistling or touching; insulting or obscene comments or gestures; display in the workplace of
sexually suggestive objects or pictures; and other physical, verbal or visual conduct of a sexual nature.
Harassment on the basis of any other protected characteristic is also strictly prohibited. Under this
policy, harassment is verbal, written or physical conduct that denigrates or shows hostility or aversion
toward an individual because of his/her race, color, religion, gender, sexual orientation, national origin,
age, disability, marital status, citizenship, genetic information or any other characteristic protected by
law or that of his/her relatives, friends or associates, and that a) has the purpose or effect of creating an
intimidating, hostile or offensive work environment; b) has the purpose or effect of unreasonably
interfering with an individual’s work performance; or c) otherwise adversely affects an individual’s
employment opportunities.
Harassing conduct includes epithets, slurs or negative stereotyping; threatening, intimidating or hostile
acts; denigrating jokes; and written or graphic material that denigrates or shows hostility or aversion
toward an individual or group and that is placed on walls or elsewhere on the employer’s premises or
circulated in the workplace, on company time or using company equipment via email, phone (including
voice messages), text messages, tweets, blogs, social networking sites or other means.
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Individuals and Conduct Covered
These policies apply to all applicants and employees, whether related to conduct engaged in or by fellow
employees or someone not directly connected to the Congregation (e.g., an outside vendor, consultant or
customer).
Conduct prohibited by these policies is unacceptable in the workplace and in any work-related setting
outside the workplace, such as during business trips, business meetings and business-related social
events.
Complaint Process
Individuals who believe they have been the victims of conduct prohibited by this policy statement or
who believe they have witnessed such conduct should discuss their concerns with their immediate
supervisor, the Director of Human Resources or the Motherhouse Administrator.
When possible, the Congregation encourages individuals who believe they are being subjected to such
conduct to promptly advise the offender that his or her behavior is unwelcome and request that it be
discontinued. Often this action alone will resolve the problem. The Congregation recognizes, however,
that an individual may prefer to pursue the matter through complaint procedures.
The Congregation encourages the prompt reporting of complaints or concerns so that rapid and
constructive action can be taken before relationships become irreparably strained. Therefore, although
no fixed reporting period has been established, early reporting and intervention have proven to be the
most effective method of resolving actual or perceived incidents of harassment.
Any reported allegations of harassment, discrimination or retaliation will be investigated promptly. The
investigation may include individual interviews with the parties involved and, where necessary, with
individuals who may have observed the alleged conduct or may have other relevant knowledge.
As required by the needs of the particular circumstances, confidentiality will be maintained throughout
the investigatory process to the extent practicable and consistent with the need to conduct an adequate
investigation and implement appropriate corrective action.
Retaliation against an individual for good faith reporting of harassment or discrimination or for
participating in an investigation of a claim of harassment or discrimination is a serious violation of this
policy and, like harassment or discrimination itself, will be subject to disciplinary action. Acts of
retaliation should be reported immediately and will be promptly investigated and addressed.
Misconduct constituting harassment, discrimination or retaliation will be dealt with appropriately.
Good faith reporting does not include false and malicious complaints of harassment, discrimination or
retaliation. Such bad faith reporting may be the subject of appropriate disciplinary action.
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Abuse Prevention Policy
The Congregation does not permit actual or threatened acts of physical or mental abuse, sexual
abuse, sexual molestation or sexual misconduct (“prohibited conduct”) to occur in the workplace
or at any activity sponsored by or related to it. In order to make this “zero-tolerance” policy clear
to all employees we have adopted mandatory procedures that employees must follow when they
reasonably suspect, learn of or witness prohibited conduct.
Abuse or molestation means each, and every actual, threatened or alleged acts of physical or
mental abuse, sexual abuse, sexual molestation or sexual misconduct performed by one or more
persons.
Reporting Procedure
All Congregation employees who learn of, or have a reasonable suspicion of prohibited conduct
must immediately report it to the Director of Human Resources.
If a child is the victim of abuse or neglect, the Director of Human Resources will report it to the
local or state police and/or Child Abuse Agency. Appropriate family members of the victim must
be notified immediately of suspected child abuse or neglect.
All reported or suspected occurrences of prohibited conduct will be promptly and thoroughly
investigated. Every effort will be made to conduct the investigation in a discreet and confidential
manner.
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AMERICANS WITH DISABILITIES ACT (ADA) AND THE
ADA AMENDMENTS ACT (ADAAA)
The Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendments
Act, known as the ADAAA, are federal laws that prohibit employers with 15 or more employees
from discriminating against applicants and individuals with disabilities and that when needed
provide reasonable accommodations to applicants and employees who are qualified for a job,
with or without reasonable accommodations, so that they may perform the essential job duties of
the position.
It is the policy of the Congregation to comply with all federal and state laws concerning the
employment of persons with disabilities and to act in accordance with regulations and guidance
issued by the EEOC. Furthermore, it is our policy not to discriminate against qualified
individuals with disabilities in regard to application procedures, hiring, advancement, discharge,
compensation, training or other terms, conditions and privileges of employment.
The Congregation will reasonably accommodate qualified individuals with known disabilities
unless doing so causes a direct threat to these individuals or others in the workplace and/or if the
accommodation creates an undue hardship to the Congregation. An employee with a disability
requesting a reasonable accommodation is required to immediately contact the Human Resources
Department to discuss possible solutions.
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EMPLOYEE CLASSIFICATION CATEGORIES
All employees are designated as either non-exempt or exempt under state and federal wage and
hour laws. The following is intended to help employees understand employment classifications
and employees’ employment status and benefit eligibility. These classifications do not guarantee
employment for any specified period of time. The right to terminate the employment-at-will
relationship at any time is retained by both the employees and the Congregation.
Non-exempt employees are employees whose work is covered by the Fair Labor Standards Act
(FLSA). They are NOT exempt from the law’s requirements concerning minimum wage and
overtime.
Exempt employees are generally managers or professional, administrative or technical staff who
are exempt from the minimum wage and overtime provisions of the FLSA. Exempt employees
hold jobs that meet the standards and criteria established under the FLSA by the U.S.
Department of Labor.
The Congregation has established the following categories for both non-exempt and exempt
employees:
Full-time regular: Employees who are not in a temporary status and who are regularly
scheduled to work 30 hours or more per week. Generally, these employees are eligible for the
full benefits package, subject to the terms, conditions and limitations of each benefits program.
Part-time regular: Employees who are not in a temporary status and who are regularly
scheduled to work less than 30 hours each week. Regular part-time employees are eligible for
some of the benefits offered subject to the terms, conditions and limitations of each benefits
program.
Temporary/Relief, full-time and part-time: Employees who are hired as interim replacements
to temporarily supplement the workforce or to assist in the completion of a specific project and
who are temporarily scheduled to work either a full-time schedule or less for a limited duration.
Employment beyond any initially stated period does not in any way imply a change in
employment status. Temporary/Relief workers are not eligible for benefits.
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BACKGROUND AND REFERENCE CHECKS
To ensure that individuals who join the Congregation are well qualified, and to ensure that the
Congregation maintains a safe and productive work environment, it is our policy to conduct preemployment background checks on all applicants who accept an offer of employment.
Background checks may include verification of any information on the applicant’s resume or
application form.
All offers of employment are conditioned on receipt of a background check report that is
acceptable to the Congregation. All background checks are conducted in conformity with the
Federal Fair Credit Reporting Act, the American with Disabilities Act, the Pennsylvania
Criminal History Record Information Act, and state and federal privacy and antidiscrimination
laws. Reports are kept confidential and are only viewed by individuals involved in the hiring
process.
If information obtained in a background check would lead the Congregation to deny
employment, a copy of the report will be provided to the applicant, and the applicant will have
the opportunity to dispute the report’s accuracy. Background checks may include a criminal
record check, although a criminal conviction does not automatically bar an applicant from
employment.
Additional checks such a driving record or credit report may be made on applicants for particular
job categories if appropriate and job related.
The Congregation also reserves the right to conduct a background check for current employees to
determine eligibility for promotion or reassignment in the same manner as described above.
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JOB DESCRIPTIONS
Job descriptions are used to aid in staffing, wage and salary administration and training. They
help both employees and supervisors communicate about expectations, competencies and job
responsibilities. However, job descriptions are only guidelines and can be expected to change
over time.
From time to time, employees are expected to perform duties and handle responsibilities that are
not part of their normal job. If, over the months, the new duties and responsibilities remain a
significant part of the assignment, the job description may be modified to incorporate the
changes.

INTERNAL TRANSFERS/PROMOTIONS
Employees with more than 12 months of service may request consideration to transfer to other
jobs as vacancies become available and will be considered along with other applicants.
The Congregation offers employees promotions to higher-level positions when appropriate.
To be considered, employees must have held their current position for at least 12 months, have a
satisfactory performance record and have no disciplinary actions during the last 12 months. The
Congregation retains the discretion to make exceptions to the policy.

JOB POSTING POLICY
The Congregation prefers to promote from within whenever possible, and may first consider
current employees with the necessary qualifications and skills to fill vacancies, unless outside
recruitment is considered to be in the Congregations best interest.
Available openings for non-exempt and exempt positions will be posted on bulletin boards and
through email to Department Heads when vacancies occur. From time-to-time, it may be
necessary to fill job openings or make promotions without posting notices. This may occur out
of a need to recruit and hire the most qualified individual for a particular opening. Approval to
waive posting must be made by the Motherhouse Administrator.
Department Heads, part-time entry level, and temporary positions will not be posted.
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EMPLOYMENT OF RELATIVES AND PERSONAL RELATIONSHIPS
While applications for employment will be accepted and considered from relatives of current
employees, practices have been established so as not to create situations such as conflict of
interest or favoritism. Close relatives, partners, those in a dating relationship or members of the
same household are not permitted to be in positions that have a reporting responsibility (either
directly or indirectly) to each other. Close relatives are defined as husband, wife, partner, father,
mother, father-in-law, mother-in-law, grandfather, grandmother, son, son-in-law, daughter,
daughter-in-law, uncle, aunt, nephew, niece, brother, sister, brother-in-law, sister-in-law, step
relatives, cousins and partner relatives.
It must be noted that no special consideration will be given to relatives of employees as hiring
decisions will be based solely on qualifications for the position.
The Congregation reserves the right to apply this policy to situations where there is a conflict or
the potential for conflict because of the relationship between employees, even if there is no
direct-reporting relationship or authority involved.
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ORIENTATION PROGRAM
All new employees are required to participate in a general and departmental orientation program.
The general orientation program, which normally occurs on the employee’s first day of
employment, includes an understanding of the Congregation and its mission, an understanding of
the residents and their needs, rights and confidentiality; employee benefits, payroll procedures
and completion of necessary forms; safety information, emergency and disaster preparedness;
expected behaviors and commitment to quality. Departmental orientation takes place in the
assigned department beginning the day after general orientation.
ORIENTATION PERIOD
A. Each new employee is placed on a ninety (90) day orientation period during which their
ability to competently perform the job assignment, work harmoniously with others and
comply with policies, procedures and rules of conduct will be evaluated. In order to
effectively comply with the policies, employees should read the employee handbook
carefully and become familiar with its contents. However, any decision to separate an
employee from employment during the orientation period may be made without regard to
the policies in this handbook. Adequate time and instruction will be given to enable the
employee to learn the duties and to achieve the standards expected by the Congregation.
B. On completion of the orientation period, the employee will be evaluated by his or her
department supervisor who will either reaffirm the basis for continuing employment or
terminating the employment relationship. However, termination can occur at any time
during the 90-day orientation period should the employee fail to perform per the
standards of behavior and/or performance of their duties and responsibilities. Successful
completion of the orientation period does not alter the at-will employment relationship.
C. If an employee who previously terminated employment while being in good standing,
and after having successfully completed the orientation period, returns to us within six
months of the prior termination, he/she will serve an orientation period of 30 days.
D. The orientation period may also apply to employees who have been promoted, demoted,
rehired, or transferred within the Congregation. Human Resources will determine if an
orientation period is appropriate in these situations.
E. The orientation period may be extended beyond the 90 days at the Congregation’s
discretion.
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PERFORMANCE REVIEWS
Each employee is expected to do his/her job to the best of his/her ability and in accordance with
the Congregation’s personnel policies.
In addition to the performance review conducted at the completion of the orientation period, each
employee is evaluated annually thereafter.
The primary purpose of the evaluation is to point to areas where the employee is performing
well, or areas requiring improvement. Performance criteria are based on job duties and
responsibilities, behavioral and job related competencies, and individual goals. Another
important function of the annual review process is to establish mutual objectives for the next
review period.
Additionally, supervisors and employees may review the employee’s job description to ensure a
clear understanding of the job assignment and discuss any changes in the job duties and
responsibilities. The supervisor will review the written performance evaluation and summary
remarks with the employee, and after noting the employee’s agreement or disagreement, both the
supervisor and the employee sign the completed evaluation form. All performance evaluations
become part of the employee’s permanent personnel file.
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PERSONNEL FILE
Employee files are maintained by the Human Resources Department and are considered
confidential. Managers and supervisors may only have access to personnel file information on a
need-to-know basis. Employees may add information to the file that reflects additional
education or professional experiences that may have occurred after the original date of hire.
Employees may inspect their file after scheduling an appointment at least twenty-four (24) hours
in advance with the Director of Human Resources. The inspection will not take place during an
employee’s work time. Personnel files are to be reviewed in the Human Resources Department
and may not be taken outside the Department. Documents from the file cannot be removed or
altered. Copies of documents that the employee has signed will be furnished upon request.

YOUR MEDICAL RECORDS FILE
All medical records, if any, will be kept in a separate confidential file. The Human Resources
Department maintains this information in the strictest confidence and may not use or disclose
medical information about an employee without the employee first having signed an
authorization form permitting such use or disclosure.

CHANGE OF STATUS
It is very important that employees keep Human Resources informed promptly of changes in
their personal status, such as:








Change of address or telephone number
Change relating to emergency contact person
Change in legal name
Change in marital status
Change in number of income tax exemptions or additional tax to be withheld (Finance
Department)
Change due to completion of additional educational course since date of employment
Copy of current license, where applicable

Certain benefit programs have a 30-day notification requirement for changes in coverage as a
result of marriage, divorce, death of a dependent, birth of a child, etc. Benefits could be delayed
or even denied if notice is not given to Human Resources within 30 days of the event.
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Code Of Ethics
The Congregation is committed to honesty, integrity and ethical conduct in all areas of its
business. The Code of Conduct discussed below, sets forth fundamental principles and key
policies and procedures that govern the conduct of all employees. All employees are to act in
accordance with the standards set forth in the Congregation's Code of Conduct, and all other
applicable policies, procedures and guidelines provided by the Congregation to employees.
All employees will:


Act with integrity, honest and ethical conduct, and avoid actual or apparent
conflicts of interest between personal and professional relationships;



Provide, in the Congregation's reports and documents, disclosure and information
that is full, fair, accurate, timely and understandable;



Comply with applicable rules and regulations of all governmental entities and
other private and public regulatory agencies to which the Congregation is subject;



Act in good faith, with due care, competence and diligence, without
misrepresenting material facts or allowing independent judgment to be
subordinated;



Respect the confidentiality of information acquired in the course of employment;



Promote ethical and honest behavior within the Congregations environment;



Accept accountability for adherence to this Code of Ethics and the Code of
Conduct;



Promptly report any violations of this Code of Ethics.

Code Of Conduct
1.

Conduct yourself and all your business activities ethically and honestly.

2.

Approach your job responsibilities with enthusiasm and self-confidence.

3.

Promote good will by handling all contacts with co-workers, supervisors and
clients in a spirit of courtesy, cooperation and attentiveness.

4.

Deal with all co-workers, supervisors and clients without unlawful regard to race,
color, religion, sex, national origin, age, disability, marital status, veteran status,
genetic information or other basis protected by federal, state or local law.

5.

Refrain from all forms of unlawful harassment and/or inappropriate behavior.

6.

Refrain from engaging in hostile, abusive, intimidating, threatening or demeaning
behavior when dealing with subordinates, coworkers, supervisors and others with
whom you do business.
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7.

Report to work promptly and regularly, keeping absences, late arrivals and early
departures to a minimum.

8.

Provide appropriate notice of an unavoidable absence or lateness in accordance
with established policy.

9.

Perform your job responsibilities efficiently, thoroughly and promptly, seeking
continually to improve quality.

10.

Remain actively engaged in the performance of your job responsibilities
throughout the entire workday.

11.

Perform your job responsibilities prudently and carefully, observing the
Handbook guidelines.

12.

Protect the confidentiality of information which you acquire in the course of your
employment and which is not generally accessible to the public.

13.

Avoid engaging in any conduct which could create an actual or potential conflict
of interest.

14.

Safeguard the Congregations property to prevent its damage, loss, misuse or theft.

15.

Report accidents, injuries (whether your own, a coworker's, a client's or
otherwise), fire, theft or other unusual incidents immediately after occurrence or
discovery.

16.

Follow all established Congregation policies, rules and procedures, as well as the
specific instructions of your supervisor.

17.

Refrain from using the Congregations property, services or supplies for personal
reasons, unless prior permission has been obtained.

18.

Provide complete and honest information in connection with all pay, time,
business expense and employment records.

19.

Ensure that your personal appearance, oral communications and physical conduct
are consistent with high standards of professionalism and propriety.

20.

Employees will further acknowledge that the consequences of the failure to
adhere to the Congregations Code of Conduct and Code of Ethics may result in
disciplinary action, up to and including termination.
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Progressive Discipline
Every employee has the duty and the responsibility to be aware of and abide by existing rules
and policies. Employees also have the responsibility to perform his/her duties to the best of
his/her ability and to the standards as set forth in his/her job description or as otherwise
established.
The Congregation supports the use of progressive discipline to address issues such as poor work
performance or misconduct. The progressive discipline policy is designed to provide a
corrective action process to improve and prevent a recurrence of undesirable behavior and/or
performance issues, and is consistent with our organizational values, HR best practices and
employment laws.
Outlined below are the steps of the progressive discipline policy and procedure. The
Congregation reserves the right to skip steps in this process or move immediately to termination
of employment, depending on the facts of each situation and the nature of the offense. The level
of disciplinary intervention may also vary. Some of the factors that will be considered are
whether the offense is repeated despite coaching, counseling and/or training; the employee’s
work record; and the impact the conduct and performance issues have on the Congregation.
The following outlines the progressive discipline process:
Verbal warning: A supervisor verbally counsels an employee about an issue of concern, and a
written record of the discussion is placed in the employee’s file for future reference.
Written warning: Written warnings are used for behavior or violations that a supervisor
considers serious or in situations when a verbal warning has not helped change unacceptable
behavior. Written warnings are placed in an employee’s personnel file. Employees should
recognize the grave nature of the written warning.
Performance improvement plan: Whenever an employee has been involved in a disciplinary
situation that has not been readily resolved or when he/she has demonstrated an inability to
perform assigned work responsibilities efficiently, the employee may be given a final warning or
placed on a performance improvement plan (PIP). PIP status will last for a predetermined amount
of time not to exceed 90 days. Within this time period, the employee must demonstrate a
willingness and ability to meet and maintain the conduct and/or work requirements as specified by
the supervisor and the organization. At the end of the performance improvement period, the
performance improvement plan may be closed or, if established goals are not, dismissal may occur.
Final written warning or termination: Final written warning may be given to an employee
when verbal counseling and written warning have not prompted the employee to correct his/her
unacceptable behavior, or the employee may be terminated when prior progressive corrective
action(s) have failed or for a serious infraction.
The Congregation reserves the right to determine the appropriate level of discipline for any
inappropriate conduct, including verbal and written warnings, suspension with or without pay,
demotion and discharge.
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Separation of Employment
Separation of employment can occur for several different reasons:


Resignation: Although we hope your employment with us will be a mutually rewarding
experience, we understand that varying circumstances cause employees to voluntarily
resign employment. Resigning employees are required to provide two weeks’ notice
(department heads are encouraged to provide four weeks’ notice), in writing, to facilitate
a smooth transition out of the organization.



Retirement: Employees who wish to retire are required to notify their department
director and the Human Resources Department in writing at least one (1) month before
the planned retirement date.



Job Abandonment: Employees who fail to report to work or contact their supervisor for
two (2) consecutively scheduled days without good cause shall be considered to have
abandoned the job without notice. The supervisor shall notify the Human Resources
Department to initiate the paperwork to terminate the employee. Employees who are
separated due to job abandonment are ineligible to receive earned benefits and are
ineligible for rehire.



Termination: Employees of the Congregation are employed on an at-will basis, and we
retain the right to terminate an employee at any time.

Congregation Property
Any item issued by the Congregation, unless otherwise defined, is strictly on loan to an
employee and always remains the property of the Congregation. The separating employee must
return any property issued to them such as keys, PC’s, cell phones and passes. Failure to return
any Congregation-issued property in good working order upon separation from employment will
result in the employee being held responsible for the cost of the non-returned item, consistent
with applicable law.
Exit Interview
The separating employee shall contact the Human Resources Department as soon as notice is
given to schedule an exit interview. The interview will be on the employee’s last day of work or
another day, as mutually agreed on. The purpose of this interview is to ensure the employee is
aware of the status of certain benefits, to submit a forwarding address if necessary, and to
provide an opportunity for the employee to discuss his/her employment experience.
Paid Time Off
An employee who voluntarily resigns, provides two weeks’ notice and works the entire
scheduled hours in that period, will receive any earned but unused PTO in their final paycheck.
An employee who has used more PTO than they had earned at termination, will be responsible
for paying the Congregation the amount of PTO that was used but not earned.
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Benefits
All benefits (medical, dental, life, disability) will terminate on the last day of the month.
Information for COBRA continued health coverage and the 403(b) plan will be provided.
Rehire
Former employees who left the Congregation in good standing and were classified as eligible for
rehire may be considered for reemployment. An application must be submitted to the Human
Resources Department, and the applicant must meet all minimum qualifications and
requirements of the position. Supervisors must obtain approval from the Director of Human
Resources prior to rehiring a former employee. Rehired employees begin benefits just as any
other new employee. Previous tenure will not be considered in calculating length of service,
PTO or any other benefits. An applicant or employee who is terminated for violating policy or
who resigned in lieu of termination from employment due to a policy violation will be ineligible
for rehire.
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WORK SCHEDULE
The respective department supervisor will arrange the work schedule for each employee.
Employees in certain departments are expected to work flexible, adjustable schedules according
to the Congregations needs, and it is expected that each employee will work as scheduled.
Employees will be instructed by their supervisor as to where and when to obtain their work
schedule. Weekend work schedules will be determined by the needs of individual departments.
Special requests for days off, holidays, and vacations should be made in writing at least two
weeks before the day(s) in question. Every attempt will be made to comply with these
requests; however, the first priority must be to ensure that necessary functions are performed.
Scheduled hours are determined by job requirements. Therefore, no overtime hours may be
worked without prior authorization by the department supervisor, except in the case of severe
emergency when such prior authorization is impossible. Even with approval, the overtime
rate will only be paid for hours worked over forty per workweek. Each employee is
responsible to find out from his or her department supervisor how the workweek is
determined for that department.

REPORTING OFF WORK
Employees are expected to personally report off from work by notifying their immediate supervisor.
If possible, notification must be made within two (2) hours of the employee’s scheduled start time
(or as soon as practicable). If the employee is unable to reach the immediate supervisor, then
notification should be made to the next person in command. Failure to follow the established
procedure results in a staffing shortage, which places a heavier burden on fellow employees.
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PARKING
The main Activities building parking lot is for use by employees, visitors and guests of the
Congregation and PA Cyber School. PA Cyber School has exclusive use of the first row of
parking spaces closest to the Activities building. All other spaces are open for general use.
The rear Academy building parking lot has 15 unnumbered spaces closest to the Academy
building reserved for use by the PA Cyber School. All other numbered spaces are for use only
by designated employees of the Congregation that possess a secured parking permit tag.
The upper Garage parking lot, with numbered spaces, is reserved for use only by the employees
of the Congregation that possess a secured parking permit tag.
There should be no parking on any roads or areas immediately adjacent to the building other than
those outlined above without the expressed permission of the Director of Grounds & Eco
Projects.
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DRUG-FREE WORKPLACE
The Congregation has a longstanding commitment to provide a safe and productive work
environment. Alcohol and drug abuse pose a threat to the health and safety of employees and to
the security of our equipment and facilities. For these reasons, the Congregation is committed to
maintaining a drug and alcohol free workplace.
This policy outlines the practice and procedure designed to correct instances of identified alcohol
and/or drug use in the workplace. This policy applies to all employees and all applicants for
employment of the. The Human Resources Department is responsible for policy administration.
Employee Assistance and Drug-Free Awareness
Illegal drug use and alcohol misuse have a number of adverse health and safety consequences.
Information about those consequences and sources of help for drug/alcohol problems is available
from the Human Resources Department, whose members have been trained to make referrals and
assist employees with drug/alcohol problems.
The Congregation will assist and support employees who voluntarily seek help for such
problems before becoming subject to discipline and/or termination under this or other policies.
Such employees may be allowed to use earned PTO, placed on leaves of absence, referred to
treatment providers and otherwise accommodated as required by law. Such employees may be
required to document that they are successfully following prescribed treatment and to take and
pass follow-up tests.
Employees should report to work fit for duty and free of any adverse effects of illegal drugs or
alcohol. This policy does not prohibit employees from the lawful use and possession of
prescribed medications. Employees must, however, consult with their doctors about the
medications’ effect on their fitness for duty and ability to work safely, and promptly disclose any
work restrictions to their supervisor. Employees should not, however, disclose underlying
medical conditions unless directed to do so.
Work Rules
The following work rules apply to all employees:


Whenever employees are working, are operating any vehicle, are present on campus, or
are conducting related work off-site, they are prohibited from:
o Using, possessing, buying, selling, manufacturing or dispensing an illegal drug (to
include possession of drug paraphernalia).
o Being under the influence of alcohol (use is defined as a blood alcohol level
exceeding 0.02).
o The presence of any detectable amount of any illegal drug or legal drug used
without a prescription in an employee’s body while performing business for the
Congregation or while on campus.

22




Employees should not report for work while taking prescribed drugs or over the counter
medication that adversely affects the employee’s ability to safely and effectively perform
their job duties.
Any illegal drugs or drug paraphernalia will be turned over to an appropriate law
enforcement agency and may result in criminal prosecution.

Required Testing
The Congregation retains the right to require the following tests:


Pre-employment: All applicants must pass a drug test before beginning work or
receiving an offer of employment. Refusal to submit to testing will result in
disqualification of further employment consideration.



Reasonable suspicion: Employees are subject to testing based on observations by a
supervisor of apparent workplace use, possession or impairment. Human Resources must
be consulted before sending an employee for reasonable suspicion testing.



Post-accident: Employees are subject to testing when they cause or contribute to
accidents that seriously damage a vehicle, machinery, equipment or properly and/or result
in an injury to themselves or another employee requiring off-site medical attention. In
any of these instances, the investigation and subsequent testing must take place within
two (2) hours following the accident, if not sooner.

Consequences
Applicants who refuse to cooperate in a drug test or who test positive will not be hired.
Employees who have tested positive, or otherwise violated this policy, are subject to discipline
up to and including discharge. Depending on the circumstances and the employee’s work
history/record, the Congregation may offer an employee who violates this policy or tests
positive, the opportunity to return to work on a last-chance basis pursuant to mutually agreeable
terms, which could include follow-up drug testing at times and frequencies for a minimum of one
(1) year but not more than two (2) years. If the employee either does not complete his/her
rehabilitation program or tests positive after completing the rehabilitation program, he/she will
be subject to immediate discharge from employment.
Employees will be paid for time spent in alcohol/drug testing and then suspended pending the
results of the drug/alcohol test. After the results of the test are received, a date/time will be
scheduled to discuss the results of the test; this meeting will include the Motherhouse
Administrator and Human Resources. Should the results prove to be negative, the employee will
receive back pay for the times/days of suspension.
Confidentiality
Information and records relating to positive test results, drug and alcohol dependencies and
legitimate medical explanations shall be kept confidential to the extent required by law and
maintained in secure files separate from normal personnel files.
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Inspections
The Congregation reserves the right to inspect all portions of its premises for drugs, alcohol or
other contraband. All employees may be asked to cooperate in inspections of their persons, work
areas and property and that might conceal a drug, alcohol or other contraband. Employees who
possess such contraband or refuse to cooperate in such inspections are subject to appropriate
discipline up to and including discharge.
Crimes involving Drugs
The Congregation prohibits all employees from manufacturing, distributing, dispensing,
possessing or using an illegal drug in or on the premises or while conducting business for the
Congregation. Employees are also prohibited from misusing legally prescribed or over-thecounter (OTC) drugs. Law enforcement personnel shall be notified, as appropriate, when
criminal activity is suspected.

24

WORKPLACE BULLYING
The Congregation defines bullying as “repeated inappropriate behavior, either direct or indirect,
whether verbal, physical or otherwise, conducted by one or more persons against another or
others, at the place of work and/or in the course of employment”.
The purpose of this policy is to communicate to all employees, including supervisors, managers
and leadership, that the Congregation will not tolerate bullying behavior.
Bullying may be intentional or unintentional. However, it must be noted that where an allegation
of bullying is made, the intention of the alleged bully is irrelevant and will not be given
consideration when meting out discipline. As in sexual harassment, it is the effect of the
behavior upon the individual that is important. The Congregation considers the following types
of behavior examples of bullying:


Verbal bullying: Slandering, ridiculing or maligning a person or his/her family,
persistent name calling that is hurtful, insulting or humiliating; using a person as the butt
of jokes; abusive and offensive remarks.



Physical bullying: Pushing, shoving, kicking, poking, tripping, assault or threat of
physical assault; damage to a person’s work are or property.



Gesture bullying: Nonverbal threatening gestures or glances that convey threatening
messages.



Exclusion: Socially or physically excluding or disregarding a person in work-related
activities.
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VIOLENCE IN THE WORKPLACE
All employees, customers, vendors and business associates must be treated with courtesy and
respect at all times. Employees are expected to refrain from conduct that may be dangerous to
others.
Conduct that threatens, intimidates or coerces another employee, customer, vendor or business
associate will not be tolerated. The Congregation’s resources may not be used to threaten, stalk
or harass anyone at the workplace or outside the workplace. The Congregation treats threats
coming from an abusive personal relationship as it does other forms of violence.
Indirect or direct threats of violence, incidents of actual violence and suspicious individuals or
activities should be reported as soon as possible to a supervisor, security personnel, Human
Resources or the Motherhouse Administrator. When reporting a threat or incident of violence,
the employee should be as specific and detailed as possible. Employees should not place
themselves in peril, nor should they attempt to intercede during an incident.
Employees should promptly inform the Human Resources Department of any protective or
restraining order that they have obtained that lists the workplace as a protected area. Employees
are encouraged to report safety concerns with regard to intimate partner violence. The
Congregation will not retaliate against employees making good-faith reports. The Congregation
is committed to supporting victims of intimate partner violence by providing referrals to the
Employee Assistance Program (EAP) and community resources and providing time off for
reasons related to intimate partner violence.
The Congregation will promptly and thoroughly investigate all reports of threats of violence or
incidents of actual violence and of suspicious individuals or activities. The identity of the
individual making a report will be protected as much as possible. The Congregation will not
retaliate against employees making good-faith reports of violence, threats or suspicious
individuals or activities. In order to maintain workplace safety and the integrity of its
investigation, the Congregation may suspend employees suspected of workplace violence or
threats of violence, either with or without pay, pending investigation.
Anyone found to be responsible for threats of or actual violence or other conduct that is in
violation of these guidelines will be subject to prompt disciplinary action up to and including
termination of employment.
Employees are encouraged to bring their disputes to the attention of their supervisors or Human
Resources before the situation escalates. The Congregation will not discipline employees for
raising such concerns.
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SAFETY
It is the responsibility of each employee to conduct all tasks in a safe and efficient manner
complying with all local, state and federal safety and health regulations and program standards,
and with any special safety concerns for use in a particular area or with an individual.
Although most safety regulations are consistent throughout each department, each employee has
the responsibility to identify and familiarize her/himself with the emergency plan for his/her
working area. The Motherhouse has an emergency plan detailing procedures in handling
emergencies such as fire, weather-related events and medical crises.
The Director of Operations has the responsibility to develop and the authority to implement the
safety and health program in the interest of a safer work environment.

SMOKE-FREE WORKPLACE
The Motherhouse has been designated as a smoke-free workplace. Smoking is prohibited in all
areas of the buildings and on the grounds, except for the officially designated outdoor smoking
areas.
The smoke-free workplace policy applies to:






All areas of all buildings on the property
All vehicles owned or leased
All visitors (customers and vendors) to the premises
All contractors and consultants and/or their employees working on the premises
All employees, temporary employees and student interns
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CONFIDENTIALITY
Employees should maintain the confidentiality of and not disclose the Congregation’s trade
secrets (for example, financial information, business plans, etc.), donor information (for
example, their names, the names of their beneficiaries, gift amounts and value of estate
commitments), and privacy information (for example, social security numbers and medical
records) of other employees.

CONFLICT OF INTEREST
Employees must avoid any relationship or activity that might impair, or even appear to impair,
their ability to make objective and fair decisions when performing their jobs. At times, an
employee may be faced with situations which business actions taken on behalf of the
Congregation may conflict with the employee’s own personal interests. Property, information or
business opportunities may not be used for personal gain.
Conflicts of interest could arise in the following circumstances:





Being employed by, or acting as a consultant to a supplier or contractor, regardless of the
nature of the employment, while employed by the Congregation.
Hiring or supervising family members or closely related persons.
Owning or having a substantial interest in a supplier or contractor.
Accepting gifts, discounts, favors or services from a customer or supplier unless equally
available to all employees.

Employees with a conflict-of-interest question should seek advice from Human Resources.
Before engaging in any activity, transaction or relationship that might give rise to a conflict of
interest, employees must seek review from the Human Resources Department.
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OUTSIDE EMPLOYMENT
Employees are permitted to engage in outside work or to hold other jobs, subject to certain
restrictions as outlined below.
Activities and conduct away from the job must not compete with, conflict with or compromise
the Congregations interests or adversely affect job performance and the ability to fulfill all job
responsibilities. Employees are prohibited from performing any services for customers on
nonworking time that are normally performed by the Congregation. This prohibition also
extends to the unauthorized use of any tools or equipment and the unauthorized use or
application of any confidential information. In addition, employees are not to solicit or conduct
any outside business during paid working time.
Employees are cautioned to carefully consider the demands that additional work activity will
create before accepting outside employment. Outside employment will not be considered an
excuse for poor job performance, absenteeism, tardiness, leaving early, refusal to travel or
refusal to work overtime or different hours. If the Congregation determines that an employee’s
outside work interferes with performance, the employee may be asked to terminate the outside
employment.

ATTENDANCE AND PUNCTUALITY
Paid time off (PTO) and holidays must be scheduled with one’s supervisor in advance. PTO
may be used in the case of an emergency or sudden illness without prior scheduling. Patterns of
absenteeism or tardiness may result in discipline even if the employee has not yet exhausted
available paid time off. Medical documentation may be required in these instances.
Not reporting to work and not calling to report the absence is a no-call/no-show and is a serious
matter that can lead to disciplinary action up to and including termination. A no-call/no-show
lasting two days may be considered job abandonment and may be deemed an employee’s
voluntary resignation of employment. However, individuals with disabilities may be granted
reasonable accommodation in complying with this policy unless it creates an undue hardship for
the Congregation.
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PERSONAL APPEARANCE
Employees contribute to the culture and reputation of the Congregation in the way they present
themselves. A professional appearance is essential to a favorable impression with residents,
visitors, staff and the public, people with whom we share our mission and values. Good
grooming and appropriate dress reflects employee pride and inspires confidence on the part of
such persons.
All employees are expected to dress appropriately in business casual attire, and be neat, clean,
and well groomed at all times. This also includes attending meetings and trainings offsite or any
other facility related business. Dress and appearance should not be offensive to residents,
volunteers or other staff members.
Department supervisors may exercise good discretion to determine appropriateness in
appearance. Employees who do not meet a professional standard may be sent home to change,
and non-exempt employees will not be paid for that time off (however, they may use PTO if
available). The Congregation will apply a rule of reason on a case-by-case basis.
The Motherhouse Administrator may authorize occasional dress down days. Appropriate dress
should be worn on these days as well.
Certain staff (i.e., Supportive Living, Maintenance, Housekeeping) may be required to meet
special dress standards. Department supervisors will be responsible for communicating their
department’s workplace attire to their staff.
Business Casual Attire: Some examples include:
Men: Dress slacks, Dockers or Chino type slacks, blue jeans provided they are clean and free of
tears, holes or fraying; dress shirt (long or short sleeves), golf or knit shirts (long or short
sleeves).
Women: Dresses, skirts, dress slacks, casual slacks (Dockers), capris, blue jeans provided they
are clean and free of tears, holes or fraying; blouses/shirts, sweaters.
Shoes: dress shoes, sandals, casual, canvas, athletic shoes are acceptable.
Inappropriate attire: some examples include:
 Faded and/or tattered jeans; sweatpants; shorts
 T-shirts; sweatshirts; shirts with writing
 Crop tops; midriffs, spaghetti straps, or any revealing or provocative clothing
 Flip flops; thongs
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INCLEMENT WEATHER
It is the policy of the Congregation to remain open during most periods of inclement weather. It is
expected that all employees will make a good faith effort to arrive for their scheduled work day in
the event of inclement weather conditions.
However, where extraordinary circumstances warrant, the Congregation reserves the right to close
the facility. This decision will be made by the Motherhouse Administrator and the Direction of
Operations, and Department supervisors and employees will be notified.
Regardless of whether the facility is open or closed, it is each employee’s decision as to whether
you will show up for work during such weather. If an employee elects not to work a given day, you
must call and inform your supervisor of your status for the day.
Time absent from work whether the facility is open or closed, will not be counted as hours worked
when computing weekly overtime.
Facility Open
If the facility remains open on an adverse weather day, employees who report to work will receive
their normal pay for the day, i.e., exempt staff will receive their regular salary and full-time nonexempt employees will be paid at their base rate plus incentives for all hours worked.
Employees who decide not to report to work, or who come to work late or leave early during such
weather, must call and inform their supervisor of their status for the day. Employees may elect to:
 Use PTO (if available) for the missed time
 Take the time without pay
 Make up the lost time within the same work week (Sunday-Saturday) – requires supervisor
approval
 Work from home – requires supervisor approval
Facility Closed
If a decision is made to close the facility on a given day due to severe weather, all full-time (exempt
and non-exempt) staff will receive their regular pay for the day of closure. Part-time (exempt and
non-exempt) employees will only be paid if normally scheduled to work that day and only for those
hours which the employee would normally work.
On days when weather conditions worsen as the day progresses, the Congregation may decide to
close early. In such cases, a decision and an announcement will be made. Employees will be
expected to remain at work until the appointed closing time, unless their normal workday ends prior
to that time, or unless they receive permission from their Department supervisor to do otherwise.
Essential Service Departments (Supportive Living, Maintenance, Eco Grounds)
Some departments provide essential services and cannot be left unattended. It is also possible that
some employees in these departments will not be permitted to leave either during or at the end of
their scheduled shift, and may be required to work overtime (depending on the needs of the
department). Department supervisors for these areas will work with the staff to ensure
adequate coverage to maintain the safety of the Sisters with a reduced number of staff, if necessary.
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ELECTRONIC COMMUNICATIONS:
USE OF EQUIPMENT AND RESOURCES
The Congregation may provide employees with electronic communications equipment and
resources for use in performing their duties. Equipment and resources may include computer,
laptop, cell phone and fax machine as well as access to and services of the Internet, e-mail and
social media. The Congregation’s electronic communications and resources are the property of
the Congregation and are to be used for the purpose of conducting Congregation business. The
Congregation acknowledges that occasional personal use will occur by employees. This personal
use should be limited to and not be initiated by an employee except during personal time (breaks,
lunch, before or after work) and should not interfere with regular work activities. There should
be no expectation of personal privacy on the part of employees with respect to the use and access
(including remote) of these resources and equipment.
The Congregation has established policies and/or guidelines for using electronic communications
equipment, resources and services in an appropriate, ethical and professional manner.
Follow the three Rs of online activity: Representation, Responsibility, and Respect:
 Realize that when you engage in interaction with others, you will be seen as
representing the Congregation.
 Take responsibility for ensuring that any references to the Congregation or other
data you present is factually correct and accurate, and do not breach
confidentiality requirements.
 Show respect for the Congregation, individuals, or businesses with which you
interact or discuss.
Confidentiality
Authors of online and e‐mail content must not share information that is confidential and
proprietary about the Congregation, its members and employees. This includes information about
finances, members, employees and strategies, and including information not released to the
public. (Refer to Congregation’s Confidentiality Policy.)
Professionalism
 Authors of messages, posts, and comments online are encouraged to write
knowledgeably, accurately, grammatically correct, and with a sense of professionalism.
 Speak respectfully about the Congregation and about others. Do not engage in name‐
calling or behavior that will reflect negatively on the Congregation. Posts, comments,
and messages that contain personal attacks, hate speech, profanity, etc., will be removed
and subject to the Congregation’s policies, such as discrimination or harassment. This
includes defamatory and libelous statements. Unfounded or derogatory statements of any
kind can result in disciplinary action up to and including termination.
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Unlawful Activities
 Refrain from unlawful activities, which are forbidden. These include piracy, cracking,
extortion, blackmail, copyright infringement and unauthorized access of any electronic
communications equipment and resources.
 Do not endorse or oppose political candidates through use of the Congregation’s
electronic communications equipment, resources and services. The Congregation is a
nonprofit organization, and it is unlawful for an organization with a 501 (c) 3 status to do
so.
 Information published (e.g., text, poetry, artwork, images, photos, sound bites, music,
etc.) online must be the poster’s original work; otherwise, permissions from original
sources must be secured. Use of copyrighted materials is illegal and can result in a fine of
$10,000 for each instance and jail time. Recognize that you are legally liable for anything
you write or present online.
Website and Facebook Content
The Director of Communications is responsible for the overall content management of the
Congregation website (external and internal) and Facebook. At the discretion of the Director,
certain employees can be granted permission to access, create and post information on the
Congregation website and Facebook.
Right to Monitor
All technology and work records are the property of the Congregation and not the employee. The
Congregation routinely monitors use of technology. Use that violates this policy may subject an
employee to disciplinary action up to and including termination.
Expressing Views
Do not represent yourself as a spokesperson for the Congregation. If the Congregation is the
subject of the content you are creating, be clear and open about the fact that you are an employee
and that your views do not necessarily represent the Congregation, its members and its
employees or affiliated groups or vendors.
Media Inquiries
Refer all media inquiries regarding Congregational matters to the Director of Communications,
who will follow policies and procedures as outlined by the Department of Communications.
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Guidelines for Efficient and Courteous Use of e-Mail
PLEASE DO:













Use a recognizable e-mail address and identify yourself for security purposes.
Write brief and grammatically correct messages.
Respond to requests/questions in a timely manner, particularly to verify you received the
message.
Avoid large attachments; keep messages under 2MB.
Include a meaningful title in the Subject box.
Check for e-mail at least once or twice daily.
Save, in e-mail folders, any messages that will be referred to again.
Copy only that portion of the message that is necessary to refer to in responding.
Ask permission before placing someone in a “group” e-mail list, and then list in a group only
those who know one another and are likely to have access to the e-mails of others in the group.
Be respectful of all people, even if you differ with one’s point of view.
Represent the Sisters of St. Joseph in a positive and professional manner.
Use humor and sarcasm with care; tone/mood of messages is easily misinterpreted.

PLEASE DO NOT:












Use all capital letters accept where needed for emphasis; use of all caps is considered equal to
shouting.
Write treatises in e-mail messages.
Open e-mail attachments from someone you do not know.
Forward “hoax” or “chain” messages - particularly “virus warning” messages. They are almost
always fabricated, and get inexperienced e-mail users on edge while cluttering up e-mail boxes.
For more information, visit the following website (This is just one of many such websites that
will provide similar information): http://www.uua.org/CONG/websters.html#hoaxes
Forward a “forward” that has been “forwarded” by another who is “forwarding” the “forward”
to you!
Set up groups listing people who do not know one another. This is equivalent to publishing
your phone number to the world community.
Assume that e-mail messages sent over shared servers will remain private and/or confidential.
All e-mail messages should be regarded as insecure and equivalent to postcards sent in regular
mail.
Transmit large files that may disrupt the Congregations’ electronic communications system.
Open suspicious e-mails, pop-ups or downloads as they may contain viruses. Contact the
Director of Operations with any questions or concerns to reduce the release of viruses or to
contain the spread of viruses immediately.

34

SOLICITATIONS, DISTRIBUTIONS AND POSTING OF MATERIALS
The Congregation prohibits the solicitation, distribution and posting of materials on or at the
Congregations property by any employee or nonemployee, except as may be permitted by this
policy. The sole exceptions to this policy are charitable and community activities supported by
the Congregation and sponsored programs.
Provisions:
 Nonemployees are strictly prohibited from soliciting or distributing materials for any
purpose at any time on the organization’s premises.
 Employees may only admit nonemployees to work areas with supervisor approval or as
part of a Congregation sponsored program. These visits should not disrupt workflow.
An employee must accompany the nonemployee at all times. Former employees are not
permitted onto the Congregations property except for official business.
 Employees may not solicit other employees during work times, except in connection with
a Congregation sponsored event.
 Employees may not distribute literature of any kind during work times or in any work
area at any time, except in connection with a Congregation sponsored event.
 The posting of materials or electronic announcements are permitted with approval from
Human Resources.
Violations of this policy should be reported to Human Resources.

Volunteerism
As a non-profit organization, the Sisters of St. Joseph depend on the generosity of volunteers to
help them carry out their mission and ministries. On occasion, employees may be invited to
volunteer their time at a particular activity or event on behalf of the Congregation. This
volunteer time should not conflict with work-related responsibilities, create need for overtime or
cause conflicts with other employees’ schedules. These volunteer hours are considered
contributed service and are not to be included in, or substituted for, paid hours in an employee’s
work week.
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SALARY ADMINISTRATION PLAN
The Congregation maintains a program for managing compensation. The salary management
program establishes a common basis for valuing jobs in a fair and consistent manner across all
departments and job functions. Through this program, a managed process to compensation
decision making has been instituted. The program is based on sound compensation management
principles and organizational values. Its objectives are to:
1. Determine the appropriate pay potential for jobs in light of internal equity, market
competitiveness, and compensation strategy considerations.
2. Attract and retain qualified and talented employees.
3. Provide a systemic process for controlling and allocating available salary dollars on a fair
and consistent basis.
4. Involve department heads, on an ongoing basis, in the management of salaries within
their departments.
5. Allow for the differentiation of pay based on employee performance (through the use of
salary ranges).
6. Plan and control base compensation expenditures to ensure compliance with
organizational objectives.
7. Satisfy the intent of existing legislative and legal requirements.
Through the achievement of these objectives the Congregation believes it can sustain its position
as a well-managed organization and a good employer.
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WAGES
Budget allocations for annual cost of living adjustments are planned for and allocated before the
start of each fiscal year. Cost of living adjustments are based on the financials of the
Congregation and are not guaranteed. Any such annual salary increase is effective July 1.
Additionally, a satisfactory performance review or the fact that an individual has continued to be
employed does not result in an automatic salary increase. The employee’s overall performance
and salary level relative to his/her position responsibilities are evaluated to determine if a salary
increase would be warranted.
Wages for all employees are reviewed annually to ensure that they are market competitive and
are internally equitable.
Salary adjustments are occasionally requested or warranted at times other than the annual
increase. Out-of-cycle salary increases must be approved by the Motherhouse Administrator,
Human Resources and the department manager. Human Resources will review all salary
increase/adjustment requests to ensure internal equity and compliance with policies and
guidelines.
Payment of Wages
Paydays are bi-weekly on every other Friday. There are 26 pay periods in a year.
If the normal payday falls on a holiday, paychecks will be distributed the workday before.
Employees may be paid by check or through direct deposit of funds to either a savings or
checking account at the financial institution of their choice.
If an employee’s marital status changes or the number of exemptions previously claimed
increases or decreases, a new Form W-4 must be submitted to the Human Resources Department.
If an employee is absent on payday and does not utilize the direct deposit option, the employee’s
paycheck will be held until Monday morning after which time it will be mailed.
Any errors in paychecks should be immediately reported to Human Resources or the Finance
Department.
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Time Reporting
All employees are required to complete and approve timesheets, using the Time & Labor Online (TLO)
system. Each employee and supervisor are provided a unique user ID and password.
Non-Exempt Staff
All non-exempt employees are required to clock in and out from any computer in the Motherhouse. TLO
will round the punch in/out times to the nearest 15 minutes. Employees are to punch in/out within 7
minutes before/after their scheduled start/end time, and may not perform any work before clocking in or
after clocking out. TLO deducts 30 minutes for lunch after an employee works more than six hours.
Shift Differential
TLO automatically calculates the shift differentials for the Supportive Living staff during the times in
which the differentials are applicable.
Exempt Staff
Exempt staff hours worked are automatically populated each week, based on their scheduled work week.
Paid time out of the office, i.e., PTO, Bereavement, Paid Holidays, Jury Duty, for both exempt and nonexempt staff is also recorded using the TLO system.
All employees are to review and approve their own timesheets. After the employees have submitted their
approval, supervisors are required to review and approve their staff’s timesheets.
Leaves of absence, such as short-term disability or personal leave, are not recorded using TLO. See
Human Resources for additional information.
Clocking in and out for other employees or falsifying hours worked is strictly prohibited and is grounds
for disciplinary action.
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MEAL/REST PERIODS
The scheduling of meal and rest periods is set by the employee’s immediate supervisor to ensure
adequate coverage in the department.
Meal Period
Employee meal periods are important to productivity and employee health. Employees who
work at least six (6) consecutive hours will be provided a 30 minute meal break. The meal
period will not be included in the total hours of work per day and is not compensable.
Nonexempt employees are to be completely relieved of all job duties while on meal breaks.
If an employee works through his/her meal break, the employee must notify his/her supervisor
after doing so. Under no circumstances are employees to work through lunch without prior
approval from their supervisor.
Employees who wish to use the Motherhouse dining room for meals may purchase a meal ticket
from the Kitchen Office. Daily or weekly meal tickets may be purchased at a reasonable cost.
Rest Breaks
Nonexempt employees are permitted a 10-minute rest break for each four hours of work. This
time is considered “time worked” and is compensable. If an employee chooses to work through
the break period, no extra compensation will be provided. Exempt employees, as they are paid a
weekly salary regardless of the hours they work, may choose to take breaks as needed.
Impermissible Use of Meal Period and/or Rest Breaks
Neither the lunch period nor the rest break(s) may be used to account for an employee’s late
arrival or early departure or to cover time off for other purposes – for example, rest breaks may
not be accumulated to extend a meal period, and rest breaks may not be combined to allow one
half-hour long break.
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OVERTIME PAY (NONEXEMPT EMPLOYEES)
Nonexempt employees who exceed 40 hours of work time in a workweek will be paid time and
one half their regular hourly rate.
Paid leave, such as holidays and PTO does not count as work time for the purpose of calculating
overtime pay.
The work week begins at 12:00am Sunday morning and ends at 11:59pm on Saturday night.
Employees who anticipate the need for overtime to complete the week’s work must notify their
department head in advance and obtain approval before working hours that extend beyond their
normal schedule.
During busy periods employees may be required to work extended hours.
In the event that employees must work pre-approved overtime, the Congregation does not allow
compensatory time in lieu of payment for overtime worked.

ON-CALL PAY (NONEXEMPT EMPLOYEES)
An on-call employee who is called back to work outside his or her normal work schedule shall
be paid for the time worked or a minimum of two (2) hours, whichever is greater (simply being
on-call is not compensable time).
Time worked while on-call will be calculated at the employee’s regular rate of pay. If an
employee is called back to work, he or she will be paid for travel time. Overtime compensation
is applicable only when total hours worked exceed 40 hours in a work week.

SHIFT DIFFERENTIAL
Nonexempt employees scheduled to work hours recognized as second or third shift any day of
the week or daylight on weekends will be paid a premium in addition to their regular wages.
Shift differentials are paid on regular and overtime hours only.
Monday – Friday
Saturday-Sunday

3-11pm and 11pm-7am
7am-3pm, 3-11pm and 11pm-7am
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.25/hour
.50/hour

EMPLOYEE TRAVEL AND REIMBURSEMENT
Employees will be reimbursed for reasonable expenses incurred in connection with approved
travel on behalf of the Congregation. Travelers seeking reimbursement should incur the lowest
reasonable travel expenses and exercise care to avoid the appearance of impropriety. If a
circumstance arises that is not specifically covered in the travel policies, the most conservative
course of action should be adopted.
Travel for staff must be authorized in advance, and travelers should verify that planned travel is
eligible for reimbursement before making travel arrangements. Upon completion of the trip, and
within 30 days, the traveler must submit expenses and supporting documentation to obtain
reimbursement of expenses.
Exempt employees will be paid their regular salary for weeks in which they travel. Nonexempt
employees will be paid for travel time in accordance with federal and state wage payment laws.
Mileage Rate
The mileage rate for automobile reimbursement for travel related to the Congregations business
is the standard rate approved by the IRS and covers all vehicle expenses including gas, insurance
and depreciation. Any employee who uses their personal vehicle to run errands, travel to
Congregation sponsored events, travel to and from airports, etc., must submit these expenses for
reimbursement. Contact the Finance Office for questions or guidance.
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HOLIDAYS
The Congregation observes nine holidays per year and provides eligible employees with a
holiday benefit as outlined in this policy.
OBSERVED HOLIDAY
New Year’s Day
Martin Luther King Day
Good Friday
Memorial Day
Independence Day
Labor Day
Thanksgiving Day
Day After Thanksgiving
Christmas Day

HOLIDAY BENEFIT PAY
DATE
1
January 1
Third Monday in January
Friday Before Easter Sunday
Last Monday in May
July 41
First Monday in September
Fourth Thursday in November
Friday After Thanksgiving
December 251

1

In the event a holiday benefit pay date occurs on a Saturday, the holiday benefit pay will be
paid on the preceding Friday.
In the event a holiday benefit pay date occurs on a Sunday, the holiday benefit pay will be paid
on the following Monday.
DEFINITIONS
TERM
Holiday Benefit Pay
Holiday Premium Pay

DEFINITION
Pay received for holidays observed by the Congregation. Holiday
benefit pay is calculated at the base rate of pay.
Pay received for hours actually worked on a holiday premium pay date.
Holiday premium pay is available for non-exempt staff only and is
calculated at one and one-half times the base rate of pay.

ELIGIBILITY
a) Holiday benefit pay applies to full-time and part-time regular employees.
b) Temporary/Relief employees are not eligible for holiday benefit pay.
c) Employees must work their scheduled day immediately before and after a holiday in order to
be eligible for holiday benefit pay unless PTO has been scheduled in advance, or the
employee has a verified illness or injury prior to or following the holiday.
d) Employees do not receive holiday benefit pay during an unpaid leave.
e) Starting dates, promotion/transfer dates, termination/retirement dates, and return-to-work dates
must not be scheduled on a holiday benefit pay date for non-exempt staff.
f) If a holiday falls when an eligible employee has scheduled PTO, the holiday benefit pay will
be issued and the unused PTO day can be taken at a later date.
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HOLIDAY BENEFIT PAY
Full-time
a) Holiday benefit pay for full-time eligible employees who work 40 hours/week is equal to 8
hours.
b) Holiday benefit pay for full-time eligible employees who work 37.5 hours/week is equal to 7.5
hours.
c) If a holiday falls on an eligible full-time employee’s regular day off, the employee may take a
substitute day off with holiday benefit pay, within 30 days of the holiday, with supervisor
approval.
Part-time
a) Part-time eligible employees will receive holiday benefit pay based on the average daily hours
or the number of hours the employee would normally be scheduled to work on that holiday,
whichever is greater.
At no time will employees receive more than eight hours of holiday benefit pay, regardless of schedule.
HOLIDAY PREMIUM PAY
All non-exempt employees who work on a Holiday Benefit Pay Date will receive holiday
premium pay for the number of hours worked.
ESSENTIAL SERVICES (Supportive Living, Maintenance)
Due to the Congregations responsibility to the resident Sisters, we understand that it is not feasible
for essential service departments to be unattended. Therefore, holiday scheduling will be as
equitable as possible. Eligible employees who are scheduled and work on a holiday will receive
holiday premium pay for the holiday worked (the shift differential will be observed where
appropriate). Additionally, those working the holiday will receive another day off with holiday
benefit pay, which must be taken within 30 days of the holiday.
When the actual calendar date of a holiday falls on a weekend, eligible employees will be paid
the holiday premium pay for either the actual holiday or the scheduled holiday, but not both. The
following conditions will apply to granting of holiday benefit pay:
a. If an employee works both the actual holiday and the scheduled holiday, the holiday
premium pay rate will be paid on the actual date of the holiday and regular rate of pay on the
day of the scheduled holiday. Holiday premium pay will NOT be paid for both days.
b. If an employee works the actual holiday and not the scheduled holiday, the employee would
receive the holiday premium pay for the scheduled holiday worked.
c. If an employee works the scheduled holiday and not the actual holiday, the employee would
receive the holiday premium pay for the scheduled holiday worked.
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PAID TIME OFF (PTO)
Paid Time Off (PTO) is a bank of paid leave that is used for scheduled and unscheduled
absences due to personal or family illness, vacation plans, or other times when an employee must
be absent from work for personal reasons. The PTO bank does not include days off for holidays,
Jury Duty, Military Leave, Bereavement Leave, or absences for a personal illness that exceed
seven days and qualify for short-term disability.
Eligibility
This policy covers all full-time regular employees who work 30 hours or more per week, and all
part-time regular employees who work between 20 and 29 hours per week. Employees who
work less than 20 hours per week and Temporary/Relief employees are not eligible for PTO.
PTO for Part-time Regular Employees
 PTO hours will be calculated based upon an employee’s regularly scheduled bi-weekly
work hours.
 This provides a pro-rated benefit for those employees who work less than a full-time
schedule.
Annual Allowance
The chart below reflects the actual allowance and is based on scheduled work hours. For
example:
 an employee eligible for 18 days of PTO and works 7.5 hours/day will receive an
 annual PTO allowance of 135 hours
 an employee eligible for 18 days of PTO and works 8 hours/day will receive an
 annual PTO allowance of 144 hours
Employee
Classification

Length of Service

Full-Time Regular

Department Head
( ) indicates allowance
for part-time DH

PTO Allowance
In Days

0 to 4 Years
5 to 9 Years
10 to 19 Years
20+
0 to 4 Years
5 to 9 Years
10 to 19 Years
20+ Years

Employee
Classification
Part-Time
Regular

Temporary/
Relief

Length of
Service
0 to 4 Years
5 to 9 Years
10 to 19 Years
20+ Years
N/A

18
23
28
33
23 (12)
28 (15)
33 (17)
38 (20)

PTO Allowance
in Hours
(40 hours/week)
144
184
224
264
184 (48)
224 (60)
264 (68)
304 (80)

PTO
Allowance
In Days
10
12
15
17
N/A

PTO Allowance
In Hours
(24 hours/week)
48
58
72
82
N/A
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PTO Allowance
in Hours
(37.5 hours/week)
135
173
210
248
172
210
247
285
PTO Allowance
In Hours
(20 Hours/week)
40
48
60
68
N/A

PTO Allowance
in Hours
(30 hours/week)
108
138
168
198
138
168
198
228

Annual Allowance Cont.


The number of available PTO days/hours is determined in January of each calendar year based
upon length of service and employee classification regardless of the employee’s start date. For
example, a full-time regular employee who begins their tenth year of service in July is eligible
for 28 PTO days in that year (earned monthly as explained below).



Partial day PTO is recorded in hourly increments for all full-time and part-time
employees regardless of work schedule.
PTO does not count as hours worked towards the calculation of overtime pay.











Employees may request PTO in hours (not to exceed 8 hours per day). For example, a part-time
employee who works 5 hours a day may request 8 hours of PTO.
All PTO must be used by December 31 each year. Any remaining hours will be forfeited.
Employees who are on a leave of absence at the beginning of the year will not be eligible to take
any PTO days earned in the new year until they return to active duty.
PTO cannot be “borrowed” from year to year for any reason.
PTO cannot be carried over from year to year.
Employees cannot “donate” PTO to other employees.
Employees cannot receive pay in lieu of PTO.
Due to the work schedules in Supportive Living, non-exempt employees who have “residual”
time remaining at the end of the year will receive pay for those hours. Employees must have less
than 8 hours of PTO remaining to receive pay. Eight hours or more of time remaining in the
PTO bank at year-end will be forfeited.

NOTE: 2013 PTO can be used in 2014 if you begin a vacation in calendar 2013 that runs consecutively
into 2014. For example, if you begin a vacation on December 23, 2013, and it runs through January 3,
2014, the days can be taken as 2013 PTO days.

Earning PTO







PTO is earned on a monthly basis throughout the year.
Employees must be actively employed on the first day of the month and the last day of the month
in order to earn PTO for that month.
Employees will earn 1/12th of their annual PTO allowance for each complete month in which
they work.
Although PTO is earned on a monthly basis, employees may use PTO in advance of it being
earned.
If an employee voluntarily terminates employment and has used more PTO than has been earned,
the employee will be responsible for paying the Congregation the amount of used PTO that has
not been earned.
Earned PTO will be used to supplement the 60% STD payment to keep the employee “whole”.

Leaves of Absence



Employees will continue to earn PTO while on PTO, STD, an approved leave of absence (paid or
unpaid) or Military Leave.
Prior to the start of an approved unpaid leave of absence, employees are required to use PTO
prior to beginning the unpaid portion of the leave.
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Scheduling Guidelines
The purpose of PTO is to provide flexibility for all employees in managing their obligations to the
Congregation as well as other areas of their lives. One of the ways PTO supports this is by allowing
people the flexibility to take time off based on their individual needs.









A supervisor has the right to deny a request to schedule PTO based on the needs of the
Congregation and the department, subject to law and company policy.
If an employee’s request to schedule PTO is denied and the employee takes the day off, at the
manager’s discretion the employee may not receive pay for that day.
PTO days should be scheduled in advance whenever possible.
However, there will be times when the unexpected occurs and an employee may need to request
a PTO day at the last minute. In this case, the employee is responsible for contacting his/her
supervisor to discuss the need to utilize PTO on an unscheduled basis, including the anticipated
duration of the absence.
Open lines of communication are strongly encouraged between all employees and their
supervisors regarding absences from work.
A supervisor should not seek the details regarding an employee’s medical condition or specific
medical information such as a diagnosis.
Supervisors are not responsible for determining whether an employee’s absence will qualify for
STD – the determination is made by The Standard based on medical documentation presented to
document the employee’s absence.

Corrective Action (PTO Only)
 While PTO is available for use on an unscheduled basis, unexpected absences from work can
have a negative impact on the work group. This is why PTO should be scheduled in advance
whenever possible.
 Actual PTO utilization will be recorded as PTO or PTO Unscheduled.
 It is the supervisor’s responsibility to monitor utilization of PTO on both a scheduled and
unscheduled basis.
 Certain behaviors should trigger a supervisor to review an employee’s attendance in detail. Unless
a prior understanding is reached, or as provided by law, these include but are not limited to:






Unscheduled absences which repeatedly occur on Mondays and Fridays
Frequent unscheduled absences for one day only*
Unscheduled absences immediately prior to or following a paid holiday
Unscheduled absences on days for which the associate had been denied scheduled PTO

A supervisor who believes an employee is abusing his/her PTO should discuss these concerns
with the employee directly. If this does not resolve the situation, corrective action, up to and
including termination of employment, may be initiated. Supervisors should seek guidance in
these situations from the Director of Human Resources.

*A general guideline to be used is five (5) unscheduled PTO days could be considered excessive
absenteeism and may be cause for disciplinary action.
Payment at Termination
 If an employee voluntarily terminates employment, provides two weeks’ notice and works the
entire regular scheduled hours in that period, will be paid their unused but earned PTO.
 Should an employee terminate before the end of the month, no PTO will be earned for that
month.
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If the employee has utilized more PTO than he or she has earned at termination, the employee
will be responsible for paying the Congregation the amount of used but not earned PTO.
An employee who is involuntarily terminated, except where it is a “for cause” separation, will
receive their annual PTO allowance, less any PTO used, for the full year in which they are
terminated.

Coordination Between PTO and STD Coverage
Short Term Disability (STD) is a benefit that provides full-time regular employees with paid time for
absences due to injury or illness that exceeds 7 consecutive days. Employees are required to provide
medical documentation to The Standard to determine whether STD benefits are payable. The Standard
will review the medical documentation to determine whether the employee is medically disabled. The
STD benefit level is 60% of weekly base pay (based on your normal work schedule). STD is exhausted
after 26 weeks (including the 7 day waiting period), at which time an employee may qualify for Long
Term Disability (LTD) benefits. An employee’s employment is terminated when STD benefits are
exhausted.
There is a 7 day waiting period before coverage under the STD plan begins. Available PTO will be used
to provide payment during this waiting period. If an employee has less than 7 days in their PTO bank,
any days absent that exceed the PTO allowance will be unpaid until they qualify under the STD plan
An employee must report an absence due to personal illness or injury that exceeds 7 consecutive days so
that application for STD benefits can begin. An 8th consecutive day of absence due to personal illness
can not be reported or paid as PTO without approval from Human Resources. Upon application for STD,
The Standard will be the responsible party for authorizing STD benefits payment for the absence.

PTO for New Hires/Rehires



There is no waiting period for a new hire/rehire to utilize their PTO, as a personal illness or
situation may arise at any time. New hires/rehires will be allotted PTO according to the new
hire schedule for their first year of employment.
During subsequent years of employment, PTO continues to be earned on a monthly basis, e.g.,
1/12th of the annual award is earned each month; however, PTO may be used any time during the
year.

Employee
Classification
Full-Time Regular

Part-Time Regular

PTO Allowance in
Year Hired

Month of Hire
January-February-March
April-May-June
July-August-September
October-November-December

14
9
5
0

January-February-March
April-May-June
July-August-September
October-November-December

7
4
2
0
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PERSONAL LEAVE OF ABSENCE
Employees who require time off in addition to PTO may request a personal leave of absence
(PLOA) without pay. All full-time and part-time employees employed for a minimum of 6
months are eligible to apply for an unpaid personal leave of absence for up to 6 weeks. Job
performance, absenteeism and departmental requirements will all be taken into consideration
before a request is approved.
A PLOA may be requested for the following reasons:




Employees own serious health condition
Birth, adoption, or placement of child for foster care
Serious health condition for an immediate family member (spouse, child, parent) for
which the employee will be providing care

The following conditions also apply to a PLOA:








Temporary/Relief employees are not eligible for a personal leave of absence
It is the employees’ responsibility to notify their department manager of the need for PLOA.
The employee must pay his/her portion of the premium for health insurance and should
contact Human Resources for payment amounts and options. The Congregation will
continue to pay the employer portion of the health insurance while an employee is on an
approved PLOA. Failure to pay for premiums will result in termination of insurance
coverage.
An employee must use all earned PTO before taking unpaid time off.
The employee must return to work on the scheduled return date or be considered to have
voluntarily resigned from his/her employment. Extensions of leave will only be
considered on a case-by-case basis.
An employee must provide on-going contact with Human Resources.

A PLOA for compelling reasons other than those listed above may be granted at the discretion of
the Leadership Team, after the interests of both the employee and the Congregation operational
needs have been considered.
Please contact Human Resources for more information on request procedures.
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BEREAVEMENT LEAVE
When a death occurs in an employee’s immediate family, all regular full-time and part-time
employees may be granted up to three (3) days off with pay to attend the funeral or make funeral
arrangements. Days so granted must be days the employee is regularly scheduled to work and
will begin with notification from the employee. The pay for time off is based on regularly
scheduled work hours per day, and will be prorated for a part-time employee. Employees must
have their supervisor’s approval in order to receive pay for bereavement days.
We understand the deep impact that death can have on an individual or a family, therefore
additional time off may be granted. The employee may make arrangements with his/her
supervisor for additional days off in the instance of the death of an immediate family member.
Additional time off may be granted depending on the circumstances such as distance and the
individual’s responsibility for funeral arrangements. Employees must use any available PTO
hours first; if none is available, then this time will be unpaid.
Immediate Family Defined for Bereavement Leave:
An immediate family member is defined as an employee’s spouse, parent, stepparent, brother,
sister, child, stepchild, grandchild, grandparent, father-in-law, mother-in-law, brother-in-law,
sister-in-law, daughter-in-law or son-in-law.

JURY DUTY
Upon receipt of notification from the state or federal courts of an obligation to serve on a jury,
employees must notify their supervisor and provide him/her with a copy of the jury summons.
Full-time and part-time employees serving on jury duty will be paid at the employee’s regular
rate of pay based on the employees scheduled hours of work for that time period. Travel and
parking expenses are not reimbursed. No pay is issued for jury duty served on days on which the
employee is not regularly scheduled to work, or in cases in which the employee is subpoenaed to
testify in a court of law.
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MILITARY LEAVE OF ABSENCE
The Congregation is committed to protecting the job rights of employees absent on military
leave. In accordance with federal and state law, it is the organizations policy that no employee
or prospective employee will be subjected to any form of discrimination on the basis of that
person’s membership in or obligation to perform service for any of the Uniformed Services of
the United States. Specifically, no person will be denied employment, reemployment, promotion
or other benefit of employment on the basis of such membership. Furthermore, no person will be
subjected to retaliation or adverse employment action because such person has exercised his/her
rights under applicable law or organization policy. If any employee believes that he/she has been
subjected to discrimination in violation of organization policy, the employee should immediately
contact Human Resources.
Employees taking part in a variety of military duties are eligible for benefits under this policy.
Such military duties include leaves of absence taken by members of the uniformed services,
including Reservists and National Guard members, for training, periods of active military service
and funeral honors duty, as well as time spent being examined to determine fitness to perform
such service. Subject to certain exceptions under the applicable laws, these benefits are
generally limited to five years of leave of absence.
An employee who must report for military or reserve duty will follow the PLOA policy and
procedure. The employee will be eligible for healthcare coverage through COBRA for any
coverage that may be terminated while they are on leave.
Employees requesting leave for military duty should contact Human Resources as soon as they
are aware of the need for leave.
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BENEFITS
The Congregation offers you and your eligible family members a comprehensive and valuable
benefits program. For more information regarding these benefit programs, please contact the
Human Resources Department.
The Congregation and, if applicable, the appropriate benefit plan administrators or insurance
companies, reserve the maximum discretion and right permitted by law to administer and
interpret these plans, as well as to amend, modify or terminate these plans at any time for any
reason, with or without advance notice.
Eligibility
All full-time employees working 30 or more hours per week are eligible to enroll in all the
benefit plans described in this Employee Handbook. Family members (spouse and dependent
children) are eligible to enroll for medical and dental coverage only.
Part-time employees may participate in the group health plan at their own expense by paying the
full premium rate.
Enrollment
For new employees, benefits are effective the first of the month following date of hire.
The benefit plan year begins July 1. At this time, during open enrollment, employees will have
the opportunity to review their current benefit elections, and make any changes if necessary.
Once made, elections are fixed for the remainder of the plan year (through June 30) unless there
is a qualified family status change.
Family Status Changes
Employees cannot make changes to the benefits they elect until the next open enrollment period
unless there is a qualified change in status. Qualified changes in status include: marriage,
divorce, legal separation, birth or adoption of a child, change in child’s dependent status, death
of a spouse, child or other qualified dependent, change in residence due to an employment
transfer for you or your spouse, commencement or termination of adoption proceedings, or
change in spouse’s benefits or employment status.
Continuation of Coverage
Employees and dependents of employees covered under the group health plan have the right to
continue the group coverage should the employee terminate for any reason other than gross
misconduct. Continuation rights are guaranteed to employees under COBRA (Consolidated
Omnibus Budget Reconciliation Act).
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MEDICAL AND DENTAL INSURANCE
Full-time employees are eligible for medical and dental insurance for themselves and eligible
dependents. The premium cost for health insurance is shared between the employees and the
Congregation. Part-time employees may participate in the group health plan but will pay the full
premium rate.
Dental insurance is available to employees and their eligible dependents. Employees are
responsible for paying the full premium through payroll deduction.
Employees who elect to waive medical or dental insurance will not receive a wage adjustment.
Contact the Human Resources Department for more detailed information on the benefit plans,
enrollment or COBRA.

GROUP LIFE INSURANCE
The Congregation offers full-time employees an employer-paid basic group term life policy
along with an accidental death and dismemberment policy.
Amount of life insurance:
 Class 1: Supervisors-$50,000
 Class 2: All other, active full-time employees-$20,000
AD&D insurance matches life insurance amount.
Age Reduction—For each covered person who has reached age 65, but not age 70, the amount of
insurance will be 65% of the amount of life insurance. For each covered person who has reached
age 70 or more, the amount of insurance will be 50% of the amount of life insurance.
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SHORT-TERM AND LONG-TERM DISABILITY
The Congregation provides full-time employees with short and long-term disability income
benefits, and pays the full cost of this coverage. In the event you become disabled from a nonwork related injury or sickness, disability income benefits are provided as a source of partial pay.
You are not eligible to receive short-term disability benefits if you are receiving worker’s
compensation benefits. Eligible employees are automatically enrolled in both the short-term and
long-term disability plans as of the first day of the calendar month following their date of hire.
This coverage terminates on the last day of employment.
Short-Term Disability (STD)
STD benefits will commence on the 1st day of a non-work related injury or on the 8th day for an
illness. This means that an employee must be off work for 7 consecutive days due to an illness
before STD will commence. STD benefits will continue for 26 weeks and pay a benefit equal to
60% of weekly earnings to a maximum of $1,000 per week.
If a disability continues, or is expected to continue, beyond 26 weeks, an employee will be
placed on Long Term Disability.
An employee should contact Human Resources as soon as he/she thinks they may be off work
more than 7 days. Proper medical documentation is required, as determined by the insurance
carrier.
Long-Term Disability (LTD)
On the 180th day of disability (or the start of the 27th week), LTD benefits will begin. LTD
benefits are paid at 60% of monthly salary up to a maximum monthly benefit of $3,000. Proper
medical documentation is required, as determined by the insurance carrier.
Please contact Human Resources for more information.
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403(B) RETIREMENT PLAN
The Congregation offers a voluntary pretax salary reduction plan in which regular full-time and
regular part-time employees (scheduled for and working a minimum of 20 hours per week), who
are 18 years of age or older, may elect to participate beginning with the first payroll period
administratively feasible after employment.
This Plan provides for employer contributions in an amount that shall be the greater of 2% of
gross wages or $20.00 per pay period.
Further details about the Plan may be obtained from the Human Resources Department.

WORKER’S COMPENSATION BENEFITS
The Congregation is covered under statutory state workers’ compensation laws. Any employee
who incurs a work-related injury, no matter how minor it may seem, must report the injury to
their immediate Supervisor. If the immediate Supervisor is not available, the Director of Human
Resources should be notified.
It is the responsibility of the employee to complete an Accident and Incident Report for any
safety and/or health infraction that occurs by an employee or that the employee witnesses within
7 days of the incident.

EMPLOYEE ASSISTANCE PROGRAM (EAP)
Through the employee assistance program (EAP), the Congregation provides confidential access
to professional counseling services. The EAP, available to all employees and their immediate
family members, offers problem assessment, short-term counseling and referral to appropriate
community and private services. This service is provided on behalf of the Congregation by
“Back on Track”.
The EAP is strictly confidential and is designed to safeguard an employee’s privacy and rights.
Contacts to and information given to the EAP counselor may be released to the Congregation
only if requested by the employee in writing. There is no cost for an employee to consult with an
EAP counselor. If further counseling is necessary, the EAP counselor will outline community
and private services available. The counselor will also let employees know whether any costs
associate with private services may be covered by their health insurance plan. Costs that are not
covered are the responsibility of the employee.
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