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1.
GENERAL

1. Principles and Recommended Guidelines

A.  PURPOSE

This document is intended to assist congregations concerning employment policies and practices by providing background information in the area of employment as well as references to legal requirements and helpful information for parish administrators or vestries.

B.  GUIDELINES

Each congregation should provide fair, equitable, and financially sound standards for compensating Lay and Clergy Employees in the Diocese of Eastern Michigan.

If the Episcopal Church is to fulfill its mission to the world to proclaim and to teach gospel values of personal dignity and justice in our common life, we must practice those same values in our everyday Church working relationships.  Workplace issues such as wages, pro forma resignations, and regular evaluations should not be addressed apart from the principles of our Baptismal Covenant.  

People who work in the Church—including bishops, kitchen aides, presbyters, headmasters, sextons, deacons, secretaries, musicians, youth workers, teachers, administrators, and others—each, according to assigned responsibilities and personal talents, serve the Church’s mission.

Therefore, in our various church workplaces—parishes, schools, seminaries, camps, institutions, diocesan and national church administration, and so on—we need to promote the right ordering of relationships by fostering the principles of personal dignity, justice, accountability, and participation.  By such principles we seek to promote both the dignity of individuals and the corporate responsibilities of church institutions.  

Using such principles, it is imperative that we develop church workplace procedures and policies that honor the right of individuals while serving faithfully the over-arching common good entrusted to us as the Church, that is, the mission of Jesus Christ to the World.  

1.  Employment policies and practices in the Episcopal Church-recruitment, selection, training, policy development, salary, benefits, due process, termination, and retirement-must manifest respect for the dignity of every person, in accord with the Baptismal Covenant.

2. Respect for the mission, ideals, and structures of the organization is expected of all who work within the Church.
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3.  Respect for the rights and responsibilities of each worker is essential to church workplaces.  

3. Organizations Affected
All congregations and convocations who have employees. 

4. Definitions
EMPLOYEE


An individual who performs prescribed services for compensation.


Employment status based on actual hours worked should be defined for

compensation purposes as follows:


*  Full time -- 
30 to 40 hours per week


*  Part time -- 
at least 20 but less than 30 hours per week


*  Casual --
less than 20 hours per week

EXEMPT EMPLOYEE

An employee (Lay or Clergy) who is “Exempt” from the Fair Labor Standards Act for Overtime pay for hours in excess of forty (40) hours per week .  (There is a specific test to be applied, and determination for each position needs to be made by an attorney.)

       NON-EXEMPT EMPLOYEE


An employee who is not exempt from the overtime provisions of the Fair Labor


Standards Act.  Unless specifically “exempt,” an employee is presumed to be


“non-exempt.”

       CLERGY EMPLOYEE


An employee who has completed a course of study in preparation for the ministry 



and who has been ordained or received as a Deacon or Priest in The Episcopal 


Church.  This includes deacons and priests serving the Church in any capacity.

       CONTRACT WORKER


An individual who is contracted and paid according to a specific agreement


(not employed) to produce certain results.  Where the employer determines the


hours, means, etc., an employer-employee relationship is presumed.  (For


further guidance, consult the current year’s edition of Worth, B.J., Income Tax

Guide for Ministers and Religious Workers  and IRS Publication 15-A, 



Employees’ Supplemental Tax Guide).  The Internal Revenue Service is the final


arbiter to whether an employer-employee or contract worker relationship exists


in each case.
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4. General Provisions
     EQUAL EMPLOYMENT OPPORTUNITY

Employers covered by this policy will adhere to the requirements of State and Federal laws, except where there is a bona fide occupational qualification for religious reasons.  


***Where local laws exceed the requirements of State and Federal laws, those


local laws will be adhered to in the communities so covered.

  LIVING WAGE



Please note also:


“Resolved, the House of Bishops concurring, that this 72nd General Convention 

(1997) urges all congregations, missions, and Dioceses and the National Episcopal Church to become actively involved in promoting the enactment of a ‘living wage,’ plus family health benefits, in cities and communities in which they live, as the minimum acceptable norm for all working people – ‘living wage’ being defined as $7.50 per hour or $16,000 per year, the federal poverty line for a 

family of four; and be it further Resolved, that the above standard be likewise 


urged upon all parishes, missions, and diocesan institutions of this Church as the


minimum acceptable norm in the compensation of their employees.

     WORKER’S COMPENSATION


Section 411/2a of the Worker’s Compensation Act of the State of Michigan as 


amended requires that any employer (including churches) who regularly employs 


three (3) or more employees at one time and any employer who regularly 

employs less than three (3) employees, if at least one (1) of them has been

regularly employed by that same employer 35 or more hours per week for 13

consecutive weeks or longer during the preceding 52 weeks, shall carry Worker’s 

Compensation Insurance.


Provisions of the law relate to the responsibility of employers for injury sustained 


on the job.  All such injuries or other abnormal health conditions caused by or


through employment  must be reported at once to the employer and a written 


report filed.  For compensation benefits, all cases must be referred to and treated 


by the designated physician of the insurance company.


All churches required to carry Worker’s Compensation Insurance shall do so 

either through the Diocesan Plan or through another insurer.

OVERTIME COMPENSATION


The Fair Labor Standards Act (as amended 1977) provides that all hours worked


in excess of 40 hours per week by any non-exempt employee must be 
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compensated at one and one-half (1.5) of the employee’s regular rate of pay.  All overtime hours must be paid.  No compensatory time off is allowed. 

     EMPLOYMENT “AT WILL”


Employers covered by this policy are “at will” employers (employment may be terminated by either party without cause) subject to the limitations and provisions of current Michigan Statutes, unless otherwise provided in a contract of employment signed by both parties or by canon, and subject to any termination policies contained herein.

     DATE OF HIRE


For a person employed by a congregation or other church-owned or affiliated 

            Institution, the Date of Hire is the date at which that person was placed 


on the payroll of the congregation or other institution.  For a person returning to 


work for an employer after a termination of employment, the new Date of Hire is 

the date on which that person is again placed on the payroll of that same employer. For a person returning to work after any leave of absence, the Date of Hire is the original date on which that employee was placed on the payroll of the employer.

     LETTER OF AGREEMENT


An agreement between an Exempt employee and the employer shall be written,


stating, among other items, duties, compensation, benefits, professional develop-


ment and renewal, and sabbatical plans, with timeliness and a system for periodic 

mutual review and revision.  Consultation with an attorney is recommended.  
     MINIMAL PROVISIONS

The provisions outlined herein are a suggested minimum general requirement 

except where otherwise required by law, the Diocese policies or the national 

church resolutions. 

 POLICIES


The following Policies apply to all employees (among others) and are filed in 


this Manual.



*Positive Work Environment Policy. (See Appendix A)


*Policy concerning Safe Church (See Section 9) 
 REVISIONS

         
The contents of these guidelines are subject to change as they may be affected 

         
by changes in the law of the State of Michigan or the federal government or 

       
the canons of the national board search or this Diocese.
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CANON LAW 

The National and Diocese canons may affect employment practices.  For instance in Title I, Canon 14 of the Diocese of Eastern Michigan, the Diocese has accepted and adopted the system of the church pension fund.  Furthermore, title I, canon 19 sets forth basic standards for congregations which include adherence to the constitution and canons of the National as well as the Diocese and in concert with the published policies set forth by the Bishop and the Standing Committee.  Essentially, the Vestry has the authority to handle all business affairs of the congregation while the control of the worship and spiritual jurisdiction of the congregation shall be under the exclusive direction of the rector with the Godly counsel of the Bishop.  

2.  COMPENSATION

1. Determining Compensation
a. Compensation as defined consists of such items as salaries, wages, housing and

utility allowances.  It does not include the standard benefits as set forth below, 

nor does it include reimbursement for travel and other reasonable and ordinary 

professional or business expenses.

b. For retired clergy (under 65 years of age) only: the minimum half-time base 

compensation amount is defined as the maximum amount that retired clergy can earn and still be eligible for pension benefits, as designated by the Church Pension Fund.  (For the year 2009, this amount is $32,000, or, half of the actual full-time amount as calculated using the methodology in Appendix E, whichever is lower.)

2. Social Security (FICA and SE Tax)

a. All employees (except clergy in certain specified employment relationships) are to have FICA withheld and paid according to Social Security provisions.  Refer to

IRS Publication 15 “Employer Tax Guide” for rules regarding Social Security and

Medicare tax requirements and IRS Publication “Federal Employment Tax Forms” for the current year.  Call 1-800-TAX FORM to order forms and publications.

b. Clergy employed by congregations to perform ministerial services are required to

pay their own Self-Employment (Social Security) Tax because they fall into the legal category of “self employed” for Social Security Tax purposes.  Clergy may 

voluntarily elect for Federal Income Tax withholding at a rate high enough to 

cover both their Self Employment Tax and Federal Income Tax liabilities.  Since 1968, services performed by clergy have been compulsorily covered under Social Security, unless, within two years after ordination, they file an application for 

exemption on the grounds of conscientious or religious objection to Social Security benefits.  If a minister elects not to be covered, he or she must file Form 4361 with the District Director of Internal Revenue within two year of ordination.

In reporting income for Self Employment Tax, the rental value of a dwelling furnished (and/or cash allowance to rent or provide a home as well as a cash utilities allowance) must be included as income even though these items are not automatically reported for Federal Income Tax purposes.
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3. Forms to be Completed When Hiring
When you hire or re-hire ANY employee, lay or clergy:

A. You MUST have the newly hired employee complete the following Federal and State forms:

1.  W-4  (Federal) pertaining to Federal Withholding Taxes to be withheld and 

forwarded by the employer .  The completed form is to be retained in the annual
payroll file.  Clergy are to leave blank Line 5, enter any voluntary amount to be 

withheld on Line 6, write in the box of Line 7 “See * below,” sign and date the 

form, and write in below the bottom line of the form (with “Cat. No. 10220Q” right underneath it) “EXEMPT per Section 3401(1)(9) of Internal Revenue Code.”

Note:  An employer must forward a copy of the W-4 of any employee claiming to be exempt from withholding to the IRS with the next filing of Form 941 and also must report annually 

1. MI W-4 (State) pertaining to state Withholding Tax to be withheld and  forwarded by the employer.  The completed form is to be retained in annual payroll file.  Clergy employees are to leave blank the box for Line 6, check the box on line 8.b, and fill in “EXEMPT per Section 3401(1)(9) of Internal Revenue Code” for explanation; and mark any voluntary amount to be withheld on Line 7.

Note: the State does not require the annual resubmission of a copy of Form MI W-4 for employees who are exempt from Withholding Tax that is required of the Federal Form W-4 by the IRS.  However, a new MI Form W-4 should be completed when the voluntary amount to be withheld, if any, is to be changed.

3.  IN-9 (Immigration and Naturalization Service)  pertaining to employee’s legal   

     qualification to hold a job (whether citizen or resident alien).  The completed

     form is to be retained in the Employee’s Personnel file for INS inspection.

B. The following report MUST be made within 20 days of the employee’s first day  on the job or return to work:

For ALL (clergy and lay) employees: a copy of the MI W-4 must be sent to:



Michigan New Hire Operations Center



PO Box 85010



Lansing, MI  48908-5010

The employer must add employer’s name, address, and Federal Employer Identification Number (FEIN “tax exempt” number) to the form completed by the employee.  This will satisfy requirements of the Michigan New Hire Reporting Program.  (All exempt-from-withholding employees (e.g. clergy) must use this 
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process, and it is optional for others, so you should most easily plan to use it for all new and re-hires.  This is also required for all employees who are returning to 

your payroll after a lapse of employment and are completing a new MI-W4 as a part of their return to work.

C. The following report MUST be made within 15 days after the end of the month in  which it was received:

For all employees claiming (1) more than 9 exemptions, (2) exempt from 

withholding (e.g. clergy), or (3) ”no form” Michigan Income Tax filing: a copy of the MI W-4 must be submitted to:



Individual Taxes Division



Michigan Dep’t of Treasury



Lansing, MI  48922

(See also Michigan Income Tax Withholding Guide, page 3)

D. All employees and other persons covered by the “Policy and Procedures for Safe Church” are to be provided with a copy of that Policy.  It is recommended that a record of the education and training required by that Policy be also kept in the appropriate Personnel or other file.

E. Benefit Enrollment

Consult Guidelines Section III, Benefits.

4. Reporting to Internal Revenue Service
All salaries and withholding are to be reported quarterly on Form 941.

All employees are to receive a Form W-2 (Statement of Earnings) by January 31 covering the previous year.  All contract workers, etc. receiving more than $600.00 are to receive a Form 1099 Misc. by January 31 covering the previous year.

Any allowances of whatever type (except housing/furnishings and utility allowances) are to be reported on Form 941 and W-2 UNLESS they were subject 
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to and accounted to a qualified, specific expense reimbursement plan of the employer.

The IRS requires all employers to report premium values for employer-paid group life insurance in excess of $50,000.  The policy for up to $50,000 offered by Church Pension Group to active clergy is to be included in calculating the total 

amount of this insurance.  The IRS issues specific rates to be used to calculate the reportable premium on the insured amount in excess of $50,000, according to the age of the employee.  This rate schedule is NOT the same as the actual cost.   The 

rate schedule and instructions may be obtained from the Diocesan Administrator.

Annual reporting of employees who claim exemption from Withholding Tax:

An employer must forward a copy of the W-4 of any employee claiming to be exempt from withholding to the IRS with the next filing of Form 941 (the quarterly withholding report) after the W-4 is submitted to the employer.  Also, an exempt-from-withholding employee must submit a new W-4  by February 15 of each year thereafter, and the employer must submit a copy with the first quarter’s Form 941 each year.  An employee who is not claiming to be exempt from Withholding Tax is not required to submit a new W-4 to the employer each year, but only when the number of exemptions or filing status is being changed.   Employers should have IRS Publication 15 “Circular E, Employer’s Tax Guide” for questions about withholding.

5. Whom to Contact for What

Form W-2, W-4, 941

Internal Revenue Service 1-800-TAXFORM

Form  MI W-4


Michigan Dep’t of Treasury  1-800-FORM2ME

Form IN9



Diocesan Office (Katharine Rose) 1-877-752-6020

Safe Church Policy

Guidelines for Cong and Conv/Dioc. office

Clergy Pension information


Church Pension Fund

-enrollment, claims, billing, questions

1-800-223-6602

Lay Pension information



Church Pension Fund
-enrollment, claims, billing, questions

1-800-223-6602

Group Life Insurance, Health Insurance, 


 

      and Disability Insurance

      
-enrollment, questions 
 

Diocesan Office









Molly Girard, Administrator








924 N. Niagara St









Saginaw, MI 48602








989-752-6020








Toll Free 877-752-6020
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-BILLING and INVOICE questions

Medical Trust







1-800-223-6602
      Michigan Withholding Tax Questions

Mich. Dep’t of Treasury








Sales, Use, & Withholding Tax Div








517-373-3190

Federal Withholding Tax Questions

Internal Revenue Service








1-800-829-1040

      General Questions, help with any of above
Dioc. Administrator 1-877-752-6020

3.  BENEFITS

1. Pensions
      LAY EMPLOYEE PENSIONS

Effective January 1, 1995 all lay employees age 21 or over, who have worked for at least one year, and are working 1,000 hours or more per year are to be enrolled in one of the two Church Insurance Pension Plans (Defined Contribution Plan or Defined Benefit Plan) or an equivalent private plan. 

Requests for enrollment materials, billing, claims, and other inquiries should be


directed to:




Church Life Insurance Company




Attn: Lay Pension Administration




445 Fifth Avenue



           
NY, NY  10016                  




Telephone: 1-800-223-6602

CLERGY EMPLOYEE PENSIONS


Title I, Canon 7 of the General Convention Canons and Title 1, Canon 14 of the 


Canons of the Diocese of Eastern Michigan provide that each congregation or 


other ecclesiastical organization shall pay its required assessments for coverage


of its clergy under the Church Pension Fund.  Pension assessments must be paid


for ALL active or retired clergy engaged in full-time, part-time, supply, or interim 

work that continues for at least 3 consecutive months and where they receive over


$200 per month, not including reimbursement of travel expenses.  This includes


retired clergy engaging in any work for any congregation, etc., after retirement.


BILLING AND PAYMENTS



Assessments are payable in advance with notices of payments due mailed to the 


Treasurer of the church unit on a quarterly basis during the first weeks of January,


April, July, and October.  Monthly billing is available upon request to the Church


Pension Fund.

Annual interest at the rate of not less than 5% per year is required on late payments made after 90 days from the due date.


Overdue assessments can NOT be paid after April 30th of each calendar year 


following the year for which they are due, provided that only with the Church 


Pension Fund Trustees’ approval can they also be accepted from a church unit


within two years as long as the covered clergy are living, under age 60, and not 


disabled.  (NOTE: Should assessments be more than six months in arrears, status

of the covered clergy will change from “fully covered” to “partially covered” or to “inactive.”  The lump sum benefits are not payable and disability and survivor 

coverage is limited for clergy who are “partially covered” or “inactive.”)
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Enrollment, billing, claim, benefit, and other inquiries should be directed to:

     

The Church Pension Fund



445 Fifth Avenue


NY, NY  10016


Telephone: 1-800-223-6602

2. Group Life Insurance
       LAY EMPLOYEES


All full-time and part-time, and casual lay employees (working 20 or more


regularly scheduled hours per week) are to be covered under the Diocesan


group life policy in the amount of twice their annual salary rounded to the


nearest multiple of $500.00 with a minimum of $10,000 and a maximum of


$100,000.

Coverage for part-time, and full-time (20 or more regularly scheduled hours per week) lay employees is effective the 1st of the month following date of hire.  Part-time lay employees must be over age 21 and work a minimum of 6 months per calendar year.

Listed dependents are insured for $2000 each.


Amount of coverage will be computed annually.

Each Employing congregation is responsible for notifying the Diocesan Administrator in writing of any change in employment or dependent status.

Supplemental Life insurance is available for part or full time employees to purchase at their own expense. Coverage to insure themselves, spouse/domestic partners and children is available under the Supplemental Life insurance policy.

       CLERGY EMPLOYEES

All clergy employees working 20 or more regularly scheduled hours per week

are to be covered under the Diocesan group life policy in the amount of twice 


their annual salary (including housing and utilities) rounded to the nearest


multiple of $500 with a minimum of $10,000 and a maximum of $100,000.

Coverage for part-time and full-time (20 or more regularly scheduled hours per week) clergy employees is effective the first day of the month following  date of hire. In consideration of the above policy it is strongly recommended that employees be started on the first day of the month.

Congregations that choose to hire on a day other than the first day of the month are strongly advised to purchase a one month life insurance policy to cover the new employee until the Diocesan policy takes effect.
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Listed dependents are insured for $2000 each during active employment.

Amount of coverage will be computed annually.  Accidental death and dismemberment coverage is effective up to age 65 or retirement, whichever comes first.  

Supplemental Life insurance is available for part or full time employees to purchase at their own expense. Coverage to insure themselves, spouse/domestic partners and children is available under the Supplemental Life insurance policy.

Waiver of benefits:  Clergy employees eligible for any amount in excess of  

$10,000 may voluntarily accept only $10,000 upon written notification to the 


Diocesan Administrator  (please call the Diocesan Office to receive form).

Each Employing congregation is responsible for notifying the Diocesan Administrator in writing of any change in employment or dependent status.

       FOR ASSISTANCE

            Request for enrollment materials, claims, and other inquiries should be directed to


Diocesan Office 

Molly Girard


924 N. Niagara St.


Saginaw, MI 48602


989-752-6020


877-752-6020

            Invoice inquiries should be directed to:

Medical Trust 

445 Fifth Ave

New York, NY  10016

800-223-6602

3. Disability Insurance
Partial and total disability benefits for both clergy and lay employees may be  

coordinated with other disability benefits such as Social Security, Church Pension

Fund, etc. 

Lay employees are to first use available sick days; after 90 days disability insurance benefits may be used.  

Clergy employees are covered in the following way:
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“If a prolonged illness is deemed to be eligible for short-term disability coverage, then the clergy employee shall be maintained on sick leave with full pay during the short-term disability policy’s coverage, including the 30-day waiting period.  Short-term disability benefits are paid directly from the insurer to the employing church.”

“If a prolonged illness is not deemed to be eligible for short-term disability coverage, then the clergy employee shall be maintained with full pay during the first 13 consecutive weeks of illness.”

All employees working 20 or more regularly scheduled hours per week are to be enrolled in the Diocesan Disability Insurance Policy.

Coverage for  part-time and full-time (20 or more regularly scheduled  hours per week) lay employees is effective the first of the month following 30 days of employment.

Coverage for part-time and full-time (20 or more regularly scheduled hours per week) clergy employees is effective as of the 1st of the month following date of hire.  In consideration of the above policy it is strongly recommended that employees be started on the 1st day of the month. 

If congregations choose to hire on a day other than the 1st of the month they must inform the new employee of the above policy.

Request for enrollment materials, claims, and other inquiries should be directed to

     
Diocesan Office

Molly Girard


924 N. Niagara St.


Saginaw,  MI 48602


989-752-6020


877-752-6020

    Invoice inquiries should be directed to:


Medical Trust

445 Fifth Ave.


New York,  NY  10016


800-223-6602

4. Comprehensive Medical and Dental Insurance

MANDITORY and RECOMMENDED COVERAGE

Full-time clergy and other full-time employees are to be enrolled in one of the medical insurance programs offered through the National Church Medical Trust.  However, should an employee opt to not take medical insurance coverage, it is suggested that the employer offer an investment such as an annuity or other such 
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investment equivalent to the premium of a single person in the name of the employee.  The employer may opt to provide benefits to part-time employees and allow the employee to pay half of the premium and the employer to pay the other half.  Specific information on the agreement made must be included in the employees letter of agreement. If this option is chosen it must be offered to all lay and clergy part-time employees or to none.  

EFFECTIVE DATE OF COVERAGE

All coverage becomes effective on the 1st day of the month following date of hire.       
PROGRAM OPTIONS

A. The Diocese of Eastern Michigan offers a choice of four  medical plans and two dental plans.
BLUE CROSS

Empire Blue High Option PPO (includes standard prescription coverage and vision, dental will also be provided through a separate medical trust plan to be purchased by employer)

Empire BCBS 90/70  (includes standard prescription coverage and vision, dental will also be provided through a separate medical trust plan to be purchased by employer)

Empire BC/BS 80/60 (includes standard prescription coverage and vision, dental will also be provided through a separate medical trust plan to be purchased by employer)

Empire BCBS HDHP/HSA (includes standard prescription coverage and vision, dental will also be provided through a separate medical trust plan to be purchased by employer) 

· The employer is required to pay one-half of the deductible for this plan directly into a Health Savings Account that the employee has set up. 

· The employee can make contributions to their Health Savings Account they set up. The employee’s contribution is made pre-tax and should be taken out of their gross pay in whatever amounts or intervals the employee requests.

Basic dental is to be provided to eligible employees and paid for by the employer.  Employees can opt for a higher benefit plan “Dental and Orthodontia” but would be responsible for paying the difference in premium.


Request for enrollment materials, claims, and other inquiries should be directed 
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to:


Diocesan Office

Molly Girard


924 N. Niagara St.


Saginaw, MI 48602


989-752-6020


877-752-6020

            Invoice inquiries should be directed to:



Medical Trust


445 Fifth Ave



New York, NY 10016



800-223-6602

5. Clergy’s Surviving Spouse and Dependents – Medical and Dental Insurance
The following are eligible for coverage: 
· A surviving spouse (Surviving spouses who were not enrolled in the Medical Trust at the time of the employee’s or retiree’s death cannot enroll, unless they are beneficiaries of the Church Pension Fund or the employee meet the lay beneficiary rules.  Surviving spouses and their dependents who leave the Medical Trust plan because they are eligible for medical coverage through their employer may return to  a Medical Trust plan if they lose their non-Medical Trust coverage,  if there has been no break in medical coverage.)  
· A surviving domestic partner (where applicable)

· A surviving dependent child

4.   VACATIONS, LEAVES AND HOLIDAYS

1. Vacations
Non-exempt  employees

Non-exempt employees will receive 10 vacation days per year. The vestry at its discretion may increase the number of vacation days based on years of service.  The Vestry should establish a policy regarding vacations, addressing issues such as scheduling vacations, whether vacation time is paid in termination, as well as situations such as vacations falling on holidays, etc.  The Vestry should also address the issue of accumulating vacation time from year to year; it may be, however, advisable to require vacation time to be taken in the calendar year it is earned. 

Exempt employees 

Exempt employees will receive a minimum of four weeks of vacation per year.  It is also recommended that vacation time for all exempt employees be negotiated and then specified in a written letter of agreement.  

2. Sick Leave

A.  Full-time Lay employees will receive 6 days of sick leave per year.  The vestry at their discretion may increase the number of sick days based on years of service

The Vestry should establish a policy regarding sick leave including whether it may be accumulated from year to year or if so the maximum that can be accumulated, and absences because of illness in the employees immediate family.

Full-time employees with 5 or more full years of employment are eligible at the time of termination to payment of 50% of accumulated unused days of sick leave with such pay not to exceed compensation for more than 30 working days.

B. Clergy employees are covered in the following way: 

“If a prolonged illness is deemed to be eligible for short-term disability coverage, then the clergy employee shall be maintained on sick leave with full pay during the short-term disability policy’s coverage, including the 30-day waiting period.  Short-term disability benefits are paid directly from the insurer to the employing church.”

“If a prolonged illness is not deemed to be eligible for short-term disability coverage, then the clergy employee shall be maintained with full pay during the first 13 consecutive weeks of illness.”

3.   Family Leave Act

This is a federal law that applies to any employer with 50 or more employees.  The act provides for an unpaid leave from work for an employee in the event of that employee’s or family member’s medical problem or occurrence.
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4.  Military Leave
     Leave of absence without pay for military service (including service in Reserve

     or National Guard) will be given in accordance with Federal and State law.

Leave for Jury or Witness Duty
An excused absence will be granted for jury or witness duty.  If the employer makes        

     payment for the days absent because of jury duty, the employee should refund the    

     amount paid to the employee by the court for serving on jury duty.  If the jury or 

     witness duty  assignment requires only part of the work day, it is expected that the 

     employee will return to complete the balance of the normal regular work day.  

Leave for Death in the Family
Employees shall be granted up to four days leave with pay due to a death in their family.  Any time over three days should be with the approval of the employer.  

Leave for Personal Business
      The Vestry may consider granting personal days off with or without pay.

Leave of Absence

      Leaves of Absence without pay may be granted at the discretion of the Vestry.

HOLIDAYS

     The Vestry shall establish paid holidays for its employees. As follows:  



New Year’s Day



Thanksgiving Day


Labor Day




Christmas Day


Memorial Day




Independence Day




Employees who work on the above holidays shall be compensated by being allowed either an additional day off or be compensated in accordance with the fair labor standards act.

     The Vestry may also consider the following optional paid holidays.


Martin Luther King Day


Good Friday


Friday after Thanksgiving


New Year’s Eve Day


1 day during the Christmas Season

5.  BUSINESS AND PROFESSIONAL EXPENSES

1. Automobile and Travel Expense
  Employees required to operate a personal car in the course of their duties should be 

  reimbursed for miles driven in the course of their duties (at the Standard Rate specified 

  from time to time by the Internal Revenue Service), plus parking fees and toll charges if 

  similarly incurred, on the submission of reasonable evidence.  This reimbursement is   

  intended to cover all car expenses including gas, oil, insurance, depreciation, etc.

Employees should be reimbursed for any necessary travel expenses over and above their auto expense reimbursement on the submission of reasonable evidence.

2. Reimbursement Plan
Each employer may consider adopting a written plan for the reimbursement of necessary and ordinary expenses of its employees.  See the current year’s edition of Worth, B.J., Income Tax Guide for Ministers and Religious Workers section on “Accountable Reimbursement Plan for Professional Expenses.”

3.  Miscellaneous Expenses

     The Vestry may consider reimbursement to employees who do entertainment on behalf of the congregation or if they are expected to join service or professional associations, etc.   

6.  PROVISION FOR MOVING EXPENSE PAYMENT, ANNUITIES AND PROFESSIONAL DEVELOPMENT

1.   Moving Expense

      A congregation hiring a full-time Exempt clergy employee shall pay the reasonable 

      moving expenses of such employee.  

2.  Annuity Plans
     Employees may elect to enroll in a 403 (b) Tax Sheltered Annuity (TSA) of their

     choosing with the acceptance of the employing unit.  Attention to the legal ceilings on 

     contributions to a 403 (b) TSA must be observed.

3.  Professional Development 
     Clergy employees should be granted up to 10 days with pay per year for professional

     development.  The  Clergy employee and employing unit will mutually decide on a

     plan of action to be implemented during the employee's absence.  Substitute supply

     costs are to be covered by the employing unit.

After each term of 6 consecutive years of service by clergy, a paid sabbatical of a minimum of three months and a maximum of six months shall be granted for extended professional renewal and development.  This leave should be taken before the end of the tenth year.  A Plan and the cost of the leave to the employer will be agreed to before the commencement of the leave; and a written report thereon will be submitted to the employer and to the Bishop within sixty (60) days after completion of the leave.  

   Following the completion of this leave, should there be a termination of 

   employment initiated by the employee within a period of time equal to twice the

   length of the leave, the employee will reimburse the employer for the agreed cost of 

   the leave borne by the employer.

7.  TERMINATION COMPENSATION

1.  In case of the dissolution of the pastoral relationship of a Rector and Vestry

A.  If such dissolution and its terms are agreed to by both the Vestry and the Rector, the terms are subject to review and concurrence by the Bishop before being implemented.


B. If such dissolution and its terms are not agreed to by both the Vestry and the Rector, any dissolution will be undertaken according to the stipulations of the Bishop acting in accordance with Title III, Canon 6 of the Canons of the Diocese of Eastern Michigan and Title III, Canon 21 of the Canons of the General Convention.

2. For all other employees the following are suggested provisions for termination compensation:


A.  At the time of a termination, a termination date is to be established, in writing, upon which the employee is no longer expected to perform his/her regular duties. At the employer's option an employee may be excused, in writing, from performance of his/her regular duties at an earlier date.


B. The Vestry should consider whether terminating employees should be given termination pay and the amount thereof.  


  C. Terminated employees currently insured for group life and medical will receive 

      employer‑paid group coverage for life and medical insurance until the termination  

      date and for any additional "termination pay" period. If extended medical insurance is 

      necessary, please contact the plan administrator immediately for possible options.

     D. Pension premiums will not be paid by the employer after the termination date.

     Employees who have a vested interest may elect their benefit options as specified in

     the benefit agreement.

8.  RETIRED EMPLOYEES

1. Clergy Retired Employees
WORK AFTER RETIREMENT


If clergy return to full-time employment in the Church after they retire, their pen-


sion is suspended.  If their work is of a special nature, a committee of the CPF 


Trustees must determine if they are active or retired, and a judgment will be made 


on the nature and extent of their work, as well as the compensation that they 


receive.  Whenever their work will exceed three months, the CPF must be  


advised.

GROUP LIFE INSURANCE


ELIGIBILITY AND AMOUNT


Upon date of retirement, clergy enrolled in group life insurance may, at the 


discretion of  UNUM, convert their group life policy or a portion thereof to an 


individual policy at a rate applicable to age, with the premium to be paid by the 


individual.  For details and an application form, call the plan administrator, E. A.


Becker & Associates, Inc.

MEDICAL INSURANCE

A. Retired clergy employees may be eligible for Medicare Supplement Insurance.

ELIGIBILITY

Retired clergy must meet the following requirements to be eligible for the Medicare supplement insurance through the Church Pension Group:

· Must be enrolled in Medicare Part A and Part B

· Must be a beneficiary of the Church Pension Group (meaning at least 5 years credited service)

BENEFITS


Medical insurance benefits supplement Medicare A and B.  Refer to Church Pension Group-Medical Benefit Trust booklet for specific benefits.  Retiring clergy should apply at the Social Security Office for Medicare benefits at least three (3) months prior to their retirement date or the date when they become eligible for Medicare benefits, whichever happens first.



PREMIUM PAYMENTS

Full, Partial, or no premium payments for the supplemental (Medigap) insurance offered by the Church Pension Group will be made by the retiree on the basis of the following: 

· Number of years of credited service with the Church Pension Fund

· Choice of Supplement Plan (Comprehensive, Plus or Premium)

· Spousal coverage 
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PREMIUM ASSISTANCE

If a retiree is in need of assistance in paying a portion of the premium for the CPG plan, they will have the opportunity each January to apply for an assistance grant from the Episcopal Diocese of Eastern Michigan. Grants will be awarded based on:

· Total expense to the retiree for Medicare Supplement Plan spent in the previous year 

· Amount of grant money available that year from the DeMille Fund

DENTAL INSURANCE

Stand alone dental coverage is available for eligible post 65 retirees. It can be purchased as a separate policy with the medical trust.
B. Retired Clergy Employees not eligible for Medicare Supplement insurance (less than 5 years of credited service)

ELIGIBILITY


Clergy employees with 10 years of service (paid into the Church Pension Fund) 


and canonically resident in the Diocese of Eastern Michigan, but not eligible for 

Medicare supplement insurance due to early retirement, upon application to the Diocesan Office at the time of retirement, may enroll in the Diocesan Group for medical and dental benefits in their own name.  


Premiums to be paid by the retired employee.
2. Clergy’s Surviving Spouse and Dependents
MEDICAL INSURANCE

A surviving spouse or Dependents may be eligible to enroll in the Medicare Supplement Plan through the Church Pension Group if: 

· Surviving Spouse is eligible for Medicare

· Dependent is eligible for Medicare


BENEFITS


Same benefits as were in force under the deceased spouse.

PREMIUM ASSISTANCE

If a retiree is in need of assistance in paying the premium for the CPG plan, they will have the opportunity each January to apply for an assistance grant from the Episcopal Diocese of Eastern Michigan. Grants will be awarded based on:

· Total expense to the retiree for Medicare Supplement Plan spent in the previous year 

· Amount of grant money available that year from the DeMille Fund

8.3
Lay Retired Employees
     GROUP HEALTH INSURANCE




ELIGIBILITY, BENEFITS, AND PREMIUMS

Church and Agency lay employees who have been employed for 5 years or more, working at the church at time of retirement and are currently enrolled in one of the group medical insurance plans offered by the Diocese may, at the time of retirement, continue group coverage with the full premium billed and paid by the employee quarterly in advance of effective date of coverage.  Call Diocesan Office for premium information.   The Church or Agency may from time to time determine to pay part or none of the premium for its retired employees at its discretion.

      DIOCESAN LAY EMPLOYEES

Retired lay employees of the Diocese of Eastern Michigan with five or more years of full-time (30 hours or more) service are eligible to participate in the Medicare Supplement plan offered by the Church Pension group.

Premiums to be paid by retired employee.

9.  POLICY AND PROCEDURES FOR SAFE CHURCH

Revised 9/1/09

Introduction

The purpose and intent of this policy is to safeguard employees, children, and others where possible from sexual harassment, abuse, and misconduct. This policy and the laws of the State of Michigan prohibit child sexual abuse, sexual harassment, and retaliation for bringing complaints or participating in the complaint process.

The policy is not meant to define an all‑inclusive theology of sexual behavior. The Church's teaching on sexuality is based on Biblical principles and the resolutions of General Convention. This policy focuses on the behavior of salaried and volunteer personnel in the Diocese of Eastern Michigan. It offers protection from sexual misconduct to clergy as well as lay persons.

This policy prohibits conduct, defines basic terms, and sets forth a process for receiving complaints and resolving them informally where possible. In the recent experience of the Church nationally, this informal process almost always leads to a mutually agreed upon resolution of a matter.

General Definitions

Church Personnel

For the purposes of this policy, the following are included in the definition of Church Personnel when they are functioning in their respective roles for the church:

All clergy whether stipendiary, non-stipendiary, or otherwise who are engaged in ministry or service to the church. 

1. All paid personnel whether employed in areas of ministry or other kinds of services by the diocese, its congregations, schools or other agencies. 

2. Those who contract their services to the diocese, its congregations, schools or other agencies.

3. Volunteers, including any person who enters into or offers him or herself for a church related service, or who actually assists with or performs a service, whether or not they have been selected or assigned to do so.  Volunteers include members of Advisory Boards, Vestries, Bishop’s Committees, Boards of Directors, etc.
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Children and youth

A child is defined as anyone under the age of 12 years.

A youth is defined as anyone who is at least 12 years old, but not yet 18 years old.  
Types of abuse

1. Physical abuse is non-accidental injury, which is intentionally inflicted upon an individual. 

2. Sexual abuse by an adult is any contact or activity of a sexual nature that occurs between a child or youth and an adult.   This includes any activity, which is meant to arouse or gratify the sexual desires of the adult, child or youth. 

3. Sexual abuse perpetrated by another child or youth is any contact or activity of a sexual nature that occurs between a child or youth and another child or youth when there is no consent, when consent is not possible, or when one of them has power over the other.   This includes any activity, which is meant to arouse or gratify the sexual desires of any of the children or youth.
4. Emotional abuse is an abusive action that would result in mental or emotional injury to any child, youth or adult that results in an observable and material impairment in the individual growth, development or psychological functioning, or that impedes an adult’s ability to function. 

5. Neglect is the failure to provide for a child or youth’s basic needs or the failure to protect a child or youth from harm.

6. Economic exploitation is the deliberate misplacement, exploitation, or wrongful temporary or permanent use of a child or youth’s belongings or money. 

POLICY

Sexual Misconduct Prevention

The Diocese of Eastern Michigan prohibits sexual misconduct by any person including, but not limited to, any ordained person, aspirant, postulant, candidate, or seminarian sponsored by or working in this Diocese, and by any lay employee or volunteer working in any capacity for the Diocese of Eastern Michigan, any diocesan related institution or any convocation or congregation in the Diocese of Eastern Michigan.

1. This policy and the law of the State of Michigan prohibit sexual harassment, misconduct and retaliation for having brought a complaint or having opposed sexual harassment and/or for having participated in the complaint process.
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2. Sexual Misconduct Defined.

Sexual misconduct is not primarily about sex; rather it is about the misuse of power and the betrayal of the covenant or trust relationship between a person in a ministerial, pastoral or leadership role in the church and someone committed to their care or to whom this relationship connotes trust. Maintaining the line or boundary between appropriate professional conduct and misconduct is the responsibility of the church leader. Failure to do so is a '`boundary violation."

Sexual misconduct refers to any of the following:

a.
Sexual harassment, meaning unwelcome sexual advances, unwelcome requests for sexual favors and other unwelcome verbal or physical conduct or communication of a sexual nature when:

i.  submission to such conduct or communication is made, either explicitly or implicitly, a term or condition of the individual's employment; or,

ii. submission to or rejection of such conduct or communication by an individual is used as a basis for employment decisions affecting such individual; or,

iii.  such conduct or communication has the purpose or effect of substantially interfering with an  individual's employment or unreasonably creating an intimidating, hostile or offensive Work environment.

iv.
Examples:

Examples of unwelcome sexual harassment include, but are not limited to, threatening adverse employment actions if sexual favors are not granted; promising preferential treatment in return for sexual favors; unwanted physical contact; and/or sexually offensive remarks, including the following kinds of prohibited behavior:

Verbal: 
sexual advances or propositions or threats; continuing to express interest after being informed the interest is unwelcome; sexual innuendoes; suggestive or insulting comments or sounds, including whistling; sexual jokes or teasing of a sexual nature; commentary about an individual's body, sexual prowess or sexual deficiencies; and any other abuse of a sexual nature.

Visual: 
display of sexually suggestive objects, pictures, or letters; leering; obscene gestures; sexually suggestive or offensive graffiti.

Physical: 
unwanted physical contact, including offensive touching, pinching, brushing the body, impeding or blocking movement; 
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unwanted sexual intercourse or other unwanted sexual acts; sexual assault or battery.

2. 
Sexual abuse or sexual molestation of any person, including but not limited to any sexual involvement or sexual contact with a person who is a minor or who is legally incompetent.

3. 
Sexual exploitation by clerics, employees or volunteers and those persons with whom they might have a pastoral relationship including but not limited to, counseling, pastoral care, or spiritual direction.

a. Relationships of unequal responsibility or status may not be treated as mutual. It is not appropriate for the deeper emotional and relationship needs of clergy or other church workers engaged in pastoral care to be directed toward those among whom they minister. Where dual relationships are attempted, one relationship or the other is inevitably sacrificed. In all cases, clergy are bound to protect the pastoral relationship regardless of their own personal needs.

b.  In this Diocese, dating between a bishop, priest, deacon or paid lay professional and a member of the congregation in which s/he ministers is not permissible:

-
with any person to whom the ordained person has given or is giving counseling, spiritual direction or guidance

-
with any person from whom the ordained person has received confession or confidential information

-
with any member of the family of a person to whom the ordained person has given or is giving counseling, spiritual direction or guidance

-
with any patient, resident or student in an institution at which the ordained person currently serves as a teacher, counselor, administrator, or chaplain. 

Where such a relationship has included counseling, dating between an ordained person and a counselee is not permissible at any time after counseling has ended even if one or both parties have departed from institution in which the counseling relationship was established.

c.
Where none of the circumstances listed in Paragraph ‘b’ is the case, dating between an ordained person and a member of the larger-community in which he or she ministers will be permissible when the ordained person reports the fact of a social‑dating relationship involving the larger-community (not a parishioner) both to the bishop or the bishop's designee and to the priest‑in‑charge or at least one Warden of the congregation.
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d.
This guideline applies not only to ordained persons, but to lay paid professionals exercising similar authority and responsibility in the church.

e.
Counseling in a parish context: The Diocesan Policy requires that after three counseling sessions have been held concerning a given life issue, clergy and other pastoral care providers shall refer the counselee to other professional counselors for continued counseling.

Protection of Children.

Guidelines for Appropriate Affection

The Diocese of Eastern Michigan is committed to creating and promoting a positive, nurturing environment for our children’s and youth ministries that protect our children and youth from abuse and our Church Personnel from misunderstandings.  When creating safe boundaries for children and youth, it is important to establish what types of affection are appropriate and inappropriate, otherwise that decision is left to each individual.  Examples of behavior thought generally appropriate or inappropriate allows Church Personnel to comfortably show positive affection in ministry, and yet identify individuals who are not maintaining safe boundaries with children and youth. The guidelines are based, in large part, on avoiding behaviors known to be used by child molesters to “groom” children, youth and their parents for future abuse.  The following guidelines are to be carefully followed by all Church Personnel working around or with children and youth. 

a. Love and affection are part of church life and ministry.  There are many ways to demonstrate affection while maintaining positive and safe boundaries with children and youth.  Some positive and appropriate forms of affection are listed below: 

· Brief hugs

· Pats on the shoulder or back

· Handshakes

· “High fives” and hand slapping

· Verbal praise

· Touching hands, faces, shoulders and arms of children or youth

· Arms around shoulders

· Holding hands while walking with small children
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· Sitting beside small children

· Kneeling or bending down for hugs with small children

· Holding hands during prayer

· Pats on the head when culturally appropriate

b. The following forms of affection are considered inappropriate with children and youth in ministry setting because many of them are the behaviors that child molesters use to “groom” children or youth for later molestation or can be, in and of themselves, sexual abuse.  Examples include:

· Inappropriate or lengthy embraces

· Kisses on the mouth

· Holding children over three years old on the lap

· Touching bottoms, chest or genital areas other than for appropriate diapering or toileting of infants and toddlers.

· Showing affection in isolated areas such as bedrooms, closets, staff only areas or other private rooms

· Occupying a bed with a child or youth

· Touching knees or legs of children or youth

· Wrestling with children or youth

· Tickling children or youth

· Piggyback rides

· Any type of massage given by a child or youth to an adult

· Any type of massage given by an adult to a child or youth

· Any form of unwanted affection

· Comments or compliments (spoken, written or electronic) that relate to physique or body development.  Examples would be, “You sure are developing,” or “You look really hot in those jeans.”

· Snapping bras or giving “wedgies” or similar  touch of underwear whether or not it is covered by other clothing

· Giving gifts or money to individual children or youth except for group awards or Christmas or birthday acknowledgments, etc.

· Private meals with individual children or youth

Monitoring and Supervision of Programs

The monitoring and supervision of programs and activities involving children or youth is important for safeguarding children and youth and involves several aspects.  One aspect involves having structural guidelines or standards for the programs and activities for children and youth.  These include such things as who approves now programs, how many adults need to be present and the like.  In addition to setting structural safeguards are followed.  Programs and activities have to be monitored and supervised to do that.

Another aspect of monitoring and supervision is that supervisory personnel and others monitor and supervise the behavior of adults, youth and other children with children and youth so that inappropriate behaviors and interactions can be detected and stopped.  Some 
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behaviors and interactions are potentially harmful to children or youth in and of themselves.  Examples include providing alcohol or drugs to children or youth or actually having sexual contact with a child or youth.  Other behaviors and interactions are not necessarily harmful in and of themselves but are 

the same behaviors and interactions know to be used by those who abuse children or youth to 


 “groom” them or their parents for eventual abuse or which provide the privacy child molesters need in order to abuse children or youth. Examples of those behaviors and interactions include holding children over the age of three on the lap, transporting a child or youth alone, and the like.

The structural guidelines and standards are covered in both this Monitoring and Supervision section and the following section, General Conduct for the Protection of Children and Youth. The behaviors and interactions of persons with children and youth that need to be monitored and supervised are covered in the section on General Conduct for the Protection of Children and Youth and in the Guidelines for Appropriate Affection. 

1. Every program for children and youth must be established ratios for adults and children.  Compliance with the established ratio is required at all time, including activities that occur off church premises.

2. Church Personnel are prohibited from being alone with a child or youth or multiple children or youth where other adults cannot easily observe them.

3. Church Personnel over the age of 21 must directly supervise Church Personnel under the age of 18 and be physically present during all activities.

4. Church Personnel are not permitted to develop new activities for children and youth without approval from the rector or canonical equivalent. Requests to develop new activities should be submitted in writing to the rector. The rector will consider whether the plan for a new activity includes adequate adult supervision.

5. When supervising or assisting private activities such as dressing, showering or diapering infants or children, Church Personnel will remain in an area observable by other adults or work in pairs.

General Conduct for the Protection of Children and Youth

The following guidelines are intended to assist Church Personnel in monitoring and supervising behaviors and interactions with children and youth to identify and stop those that may be inherently harmful to children or youth, which are the type used by child molesters to “groom” children, youth and their parents, or which may create the conditions where abuse can occur more easily.  They are also used to make decisions about interactions with children and youth in church sponsored and affiliated programs.  They are not designed to intended to address interactions within families.  When exceptions to these guidelines must be made, they will be reported to the supervisor of the Church Personnel making the exception as soon as possible. 

a. All Church Personnel who work with children and youth must agree to comply with the Diocesan Policy for Appropriate Affection.
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b. No person will be allowed to volunteer to regularly work in a parish context with children or youth until the person has been known to the clergy and congregation for at least six months.

c. Programs for infants and children under six (6) years old will have procedures to ensure that children are released only to their parents or legal guardians or those designated by them.

d. Church Personnel are prohibited from the use, possession, distribution, or being under the influence of alcohol, illegal drugs, or the mis-use of legal drugs while participating in or assisting with programs or activities for children and youth specifically. 

e. Parents or guardians must complete written permission forms before Church Personnel transport children and youth for a church sponsored activity or for any purpose on more than an occasional basis. 

f. Church Personnel will respond to children and youth with respect, consideration and equal treatment, regardless of sex, race, religion, sexual orientation, culture or socio-economic status.  Church Personnel will portray a positive role model for children and youth by maintaining an attitude of respect, patience, and maturity.  They will avoid even the appearance of favoritism. 

g. One to one counseling with children and youth will be done in an open or public or other place where private conversations are possible but occur in full view of others. 

h. Church Personnel are prohibited from dating or becoming romantically involved with a child or youth. 

i. Church Personnel are prohibited from having sexual contact with a child or youth. 

j. Church Personnel are prohibited from possessing any sexually oriented materials (magazines, card, videos, films, clothing etc.) on church property or in the presence of children and youth except as expressly permitted as part of a pre-authorized educational program. 

k. Church Personnel are prohibited from using the Internet to view or download any sexually oriented materials on church property or in the presence of children and youth. 

l. Church Personnel are prohibited from discussing their own romantic and /or activities, including dreams and fantasies, or discussing their use of sexually 
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m. oriented or explicit materials such as pornography, videos or materials on or from the Internet, with children or youth. 

n. Church Personnel are prohibited from sleeping in the same beds or sleeping bags, tents, hotel rooms, or other rooms with children or youth unless the adult is an immediate family member of all children or youth in the bed, sleeping bag, tent, hotel room or other room.  It is acceptable to have multiple adults sleep with all the children or youth participating in one open space such as a church basement or camp lodge. 

o. Church Personnel are prohibited from dressing, undressing, bathing, or showering in the presence of children or youth. 

p. Church Personnel are prohibited from using physical punishment in any way for behavior management of children and youth.  No form of physical discipline is acceptable.  This prohibition includes spanking, slapping, pinching, hitting or any other physical force.  Physical force may only be used to stop a behavior that may cause immediate harm to the individual or to a child, youth or others. 

q. Church Personnel are prohibited from using harsh language, degrading punishment, or mechanical restraint such as rope or tape for behavior management. 

r. Church Personnel are prohibited from participating in or allowing others to conduct any hazing activities relating to children’s or youth ministry or camp activities. 

CODE OF CONDUCT

General

Relationships among people are at the foundation of Christian ministry and as such are central to the life of the church.  Defining healthy and safe relationships through policies and codes of conduct is not meant, in any way, to undermine the strength and importance of personal interaction in our ministries.  Rather, it is to assist in more clearly defining behaviors and practices that allow the church to more fully demonstrate its love and compassion for children and youth in sincere and genuine relationships. 

Relationships in ministry should, ideally, always be experienced as caring and without intention to do harm and allow harm to occur.  This Code of Conduct has been adopted by The Diocese of Eastern Michigan to help the church create safe environments for children and youth and for those who minister to them.  All Church Personnel are asked to carefully consider each statement in this before agreeing to adhere to the statements and continue in service to the church.
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Code of Conduct for Protection of Children and Youth

Church Personnel agree to do their best to prevent abuse and neglect among children and youth involved in church activities and services.

Church Personnel agree to not physically, sexually or emotionally abuse or neglect a child or youth. 

Church Personnel agree to comply with the Guidelines for Appropriate Affection with children and youth.

In the event that Church Personnel observe any inappropriate behaviors or possible policy violations with children or youth, Church Personnel agree to immediately report their observations as herein provided.

All Church Personnel acknowledge their obligation and responsibility to protect children and youth and agree to report known or suspected abuse of children or youth to appropriate church leaders and state authorities in accordance with these policies.

Church Personnel understand that the church will not tolerate abuse of children and youth and agree to comply in spirit and in action with this position.

1. The Diocese prohibits direct supervision of children or youth within the congregations, agencies, and organizations of the Diocese by anyone with a civil or criminal record of child sexual abuse or who is currently under investigation for sexual abuse or who has admitted prior sexual abuse or has been known to have a paraphiliac diagnosis (in other words, pedophilia, exhibitionism, voyeurism, etc.) as defined by the American Psychiatric Association in theDSMIV™ or its updates.
2. Child Abuse Reporting.

All incidents of suspected child sexual abuse are to be reported immediately to the County Child Protective Services Offices. It is diocesan policy to cooperate fully with law enforcement officials in investigating all such allegations.  By law, clergy are mandated to report child abuse.
PERSONNEL REQUIREMENTS

Screening and Selection

1. Church Personnel who regularly work with or around children or youth, those who supervise overnight activities with children and youth,  all camp personnel, and those working only occasionally with children without another adult present (this must occur only in an open setting) shall be screened and selected utilizing at least the following: 
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a. The senior warden shall contact the Diocesan Administrator to initiate a background check for new clergy.

b. A standard application (Form B) or personal profile completed by Church Personnel that includes an authorization for the release of information to conduct background checks and the signed Code of Conduct (Form C).

c. Criminal records check in any state where the Church Personnel has resided during the past seven (7) years, and other states, if any, as determined by the church. Contact the Diocesan Administrator to conduct check.

d. Sexual offender registry check in any state where the Church Personnel has resided during the past (7) years (in states where this type of check is available). Contact Diocesan Administrator to conduct check.

e. Individual interview with the Church Personnel.

· Use two interviewers
· Use standard set of questions (See form E)
f. Reference Checks of persons outside the congregation who know the Church Personnel, preferably who know how the applicant works with children.

g. Driving or Motor Vehicle records check if the person will be driving children or youth. Congregations are responsible for conducting this check.

h. Camp requirements – camps have an additional requirement that must be completed to be in compliance with state regulations. All volunteers and staff serving at our camp must have a completed and clear Central Registry Clearance through the Department of Human Services before they participate in camp activities.  The camp director is responsible to fill our the clearance request form, have signed by all volunteer and staff member and forward it to the Diocesan Administrator with photo IDs of all members. The Department of Human Services will return the results to the Diocesan Administrator if the clearances are clear. If they don’t send a result on someone, that person is responsible to obtain 

i. The result themselves directly from DHS and forward to the Diocesan Administrator.  If there is a record of an allegation of substantiated abuse the Diocesan Administrator will work with the member to further investigate the 

j. Situation and the final decision of whether that member works at the camp will be decided by the Bishop. If it remains unresolved refer to the section on Remedial Action in this policy.
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2. All information gathered about an applicant will be carefully reviewed and evaluated to make a determination, in consultation with others as necessary, of whether or not the person is appropriate to work with children or youth.

3. Responsible parties
The governing body of wardens of individual congregations shall be responsible for screening procedures and any related costs.

For Diocesan sponsored youth activities the Diocesan Youth coordinator in consultation with the Diocesan Administrator shall be responsible for screening procedures.  The Diocese shall incur all costs associated with this screening.  

Applications shall be kept in a confidential personnel file and stored in a locked cabinet.

Criminal Convictions Procedure

The Bishop and the Diocesan Administrator will make recommendations as to whether people with criminal convictions can serve in ministry with children and youth based on the following guidelines.

People with any of the following in their criminal history should not engage in ministry

with children or youth:

1. A felony conviction

2. A single or multiple misdemeanor convictions involving violence, sexual activity, drugs, dishonesty, or malicious acts.

4. A pending criminal case involving the above crimes. (In this situation, the person should not be permitted to

engage in ministry with children or youth until the pending case is brought to

conclusion. Then a determination can be made based on the standards set out above.)

If it is decided to prohibit an applicant from serving in ministry with children  and youth due to a criminal conviction, the priest or leadership in charge must:
· Provide the applicant with a copy of the conviction report.
· Provide the applicant with an opportunity to refute the conviction record
· Provide the applicant with an adverse action notice (See form F)

Redemption and forgiveness for past criminal activities

When it comes to the question of who will be allowed to work with children and youth in our parishes, a person's past criminal record may be relevant even if he 
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or she has transformed his or her life. Adults engaged in ministry with children and youth are asked to do two things: one is to staff or run a particular program or ministry; the other is to be an example of how to live out the baptismal covenant in a world which often does not live out that covenant. In choosing adults to work with children and youth it is appropriate to consider a person's criminal record with respect to the type of role model this person will be.

Individuals who are not permitted to engage in ministry with children and youth due to their criminal history are welcome to worship in our parishes, receive ministry through our parishes and engage in ministry that does not involve children and youth, with the appropriate safe church precautions in place.

For the final decision regarding the eligibility of a person with a criminal record to serve in a parish please refer to the Remedial Action section of this policy.
Education and Training.

A minimum of three hours of initial training on the issues and prevention of child sexual abuse, within six months of engagement, is required of all Church personnel. It is required  that unpaid church schoolteachers be trained on issues of child sexual abuse in a church setting. Recertification in such training must be completed every five years. A summary of current child abuse statutes and reporting requirements will be available in the office of the Diocese of Eastern Michigan, and the office of each congregation.

A minimum of three hours of initial training within six months of employment on 

issues of sexual harassment in employment, mentor and colleague relationships 

and sexual exploitation in a pastoral relationship is required for all clergy and recommended for all employees. Recertification in such training must be completed every five years for clergy and is recommended for all employees.

COMPLAINT PROCEDURE

Employer Responsibility

The Governing Board (e.g. Vestry, Convocation Council or Standing Committee, hereinafter referred to as Employer) is responsible for fostering a setting free from sexual misconduct and for enforcing this policy. The Employer shall appoint the 




`
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Priest in Charge and the Sr. Warden (when no priest in charge is present then it would be the Sr. and Jr. Warden) “to answer questions and disseminate information about the prevention of sexual misconduct and this policy, to seek enforcement of this policy and procedure, and to receive initial complaints concerning alleged violations of this policy.  

In the event that both of the above appointed individuals are of the same gender, the employer will also appoint one person (Preferably a vestry member) of the opposite gender that will be willing and available to assist in the above responsibilities. 

This complaint procedure applies to both employees and/or volunteers.

Initial Complaint

The person affected by such misconduct shall have the option of reporting the alleged misconduct to one of the persons designated by the Employer to receive such complaints, the Bishop, or a member of the Standing Committee, by completing the Critical Notice of Concern (Form A).
Report to Bishop or Standing Committee

All reports not otherwise initially received by the Bishop shall be directed either to the Bishop and/or the Standing Committee of the Diocese. Unless the allegations involve the Bishop, the Standing Committee shall refer all complaints received to the Bishop.

Investigation

1. 
A representative designated by the Bishop or the Standing Committee (the Investigator) will meet with the complainant and obtain a statement, in writing, of the pertinent facts. An advocate will be designated by the Bishop or Standing Committee and will provide for pastoral care of complainant as appropriate. The complainant will be advised that a copy of the complaint will be given to the alleged offender. The investigator will also conduct such other investigation as is deemed necessary. The investigator is employed at diocesan expense.

2. 
If the complaint alleges sexual abuse of a minor or an incompetent person, the Bishop will immediately notify the relevant law enforcement authorities.

3. The Bishop or the Standing Committee will inform the Dean of the Convocation wherein the incident(s) was alleged to have taken place. The Bishop or the designated representative and the Dean or the Dean's designate will meet with the alleged offender, who is to receive a copy of the complaint and may be 
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accompanied by an advisor of his or her choosing. The alleged offender will be offered an opportunity to respond to the complaint and any evidence furnished by the alleged offender will be investigated by the Bishop or the representative.

4. 
The Bishop may place the alleged offender:

a.
If a cleric, on a paid leave for thirty (30) days, which leave may be extended for successive thirty (30) day periods until the investigation is complete. 

b.
If a lay person, on paid or unpaid leave as the circumstances warrant until the investigation is complete.

In both cases, the duration of the leave is within the discretion of the Bishop. 

The Bishop or Standing Committee may prohibit public comment or contact between the parties, request the parties' assistance in conducting a more extensive investigation, or take such further action as is appropriate under the circumstances.

5. 
A final and complete report will be prepared by the investigator for the Bishop or Standing Committee concerning the complaint, the response thereto and all investigation carried out. This report shall be made available to the complainant and the alleged offender.

6. 
All parties involved in the investigation will be asked to maintain confidentiality. (This does not preclude communication with one's spouse, lawyer or spiritual director). All witnesses, however, shall be advised that their evidence may, at the Bishop's discretion, be made available to the Complainant and to the alleged offender.

All investigation reports shall be kept confidential as allowed by law. Any investigation shall be undertaken as swiftly as possible with due regard and sensitivity for all persons, in an effort to seek a just conclusion.

Where the Bishop is an alleged offender, the Standing Committee shall assume the position of Bishop, as provided in this policy, to the extent allowed by Canon.

Pastoral Care

1. 
The Bishop or Standing Committee will designate an advocate for the complainant, who shall not be an Episcopal cleric, to provide for pastoral care of the complainant as appropriate at diocesan expense.

2. 
The Bishop or Standing Committee will offer to appoint an advocate, who shall not be an Episcopal cleric, for the alleged offender to provide for pastoral care as appropriate at diocesan expense.
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3. 
The Bishop or Standing Committee may appoint a Pastoral Response Team to offer education and counseling for the congregation.

Bishop's Action

Upon receiving the complete investigative report, the Bishop may:

1.
Find that there is no merit to the complaint.

2.
Find that there is insufficient evidence to support the complaint.

3.
Undertake an informal process with the alleged offender.

4.
Require treatment or care for either the alleged offender or the Complainant.

5.
Require that the parties not have any further contact.

6.
Offer pastoral care as needed.

7.
Offer any other appropriate remedial action.

8.
Institute appropriate Title IV proceedings before the Standing Committee.

Remedial Action

1. Except in the case of Title IV proceedings, should the action of the Bishop be unacceptable to one or both parties, either party may request a further review by the Bishop and in said request must specify with particularity the basis upon which they disagree with the action.  After further review, the Bishop and/or the president of the standing committee is the final arbiter.

2. The Bishop may meet with the Vestry, congregation or community affected by the misconduct and may publish, where circumstances require, a statement concerning the complaint and the decision made thereon.

Records and information 

All records and information gathered in the course of the investigation shall be held in a confidential file at the Diocesan office and opened to no one other than the Bishop or his or her designate, except as required by court order.

Purpose   

The purpose of the action taken by either the Bishop or the Standing Committee, if a violation has occurred, is to obtain prompt and appropriate remedial action to eliminate the policy violation and to ensure that it does not recur. Furthermore, any action with regard to an offended employee shall attempt to restore any employment benefits or status impaired as a result of the sexual misconduct. This Diocese and the employer shall also assure that no individual shall be retaliated against for making a complaint of sexual harassment or misconduct or participating in any investigation under this policy.
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This policy has been approved by the Standing Committee of the Diocese of Eastern Michigan on the 12th day of May, 2005.

This policy has been received by the Congregation/Convocation Council on the ______ day of _________________, 20___.







_____________________________





Name of Congregation/Convocation



     



BY:  _____________________________








Warden/President

10.  ALCOHOL AND DRUG ABUSE POLICY AND PROCEDURES

It is the Diocese of Eastern Michigan’s desire to provide a drug-free, healthful, and safe workplace.  To promote this goal, employees are required to report to work and remain at work in an appropriate mental, emotional and physical condition to perform all of their assigned duties and responsibilities. 
The following are the elements of the Diocesan Policy

1.
A Pastoral Approach.  Alcoholism and other forms of drug dependency are illnesses, which are treatable and should be approached not with punitive action but rather in a pastoral manner and be focused on recovery.

2.
Education and Communication.  Educational programs to inform clergy and laity regarding alcoholism and drug dependency can and should occur at a variety of diocesan venues, including: clergy conferences, lay training workshops, parish programs (and those held at the Diocesan Center).  Diocesan publications can help create awareness of the problems involved, prevention techniques and treatment options.

3. Job Protection.  Job protection for those afflicted with chemical dependency and employed by the Church should be a primary concern where possible.  The person who undergoes treatment should be afforded job security, both during and after treatment, while protecting the well-being of the congregation and/or Diocese and work place. 


Refusal of Treatment. Job protection for employees (item 3) does not apply to chemically or alcohol dependent persons refusing treatment or other help.  Job suspension, and, if need be, termination, allows the chemically or alcohol dependent person to experience the consequences of his or her actions.  Implementing this policy for clergy refusing treatment is the joint responsibility of the Bishop and others she/he chooses to participate in this process.

4. Intervention and Treatment.  When the disease of alcoholism or other chemical dependency is recognized and later confirmed by the competent professionals, intervention begins.  Intervention involves a direct, consistent and loving confrontation by persons who are significant to the chemically dependent person with that person.  Intervention requires careful preparation with a trained professional and must be done systematically and non-judgmentally.  The goal of intervention is to break the cycle of substance abuse, denial and shielding by others and motivate the substance abuser to choose immediate treatment.
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 Procedure for Intervention and Treatment: 

· Observation of behavior and keeping a note of incidents may lead you to believe that there is a problem.  Signs may be evident but do not automatically assume that the problem is alcohol/drug related but if problems persist, it should be further looked into.

· Where a supervisor/manager identifies a work performance or behavior indicator of a possible alcohol and drug related problems, he/she should raise this with the staff member and make them aware of the availability of support services. 

· The manager should only deal with work-related issues and not try to diagnose the person’s problem.

· He/she should keep factual and accurate written records of incidents and interaction with the employee.  These records should be stored in a confidential file. The file will be anonymous until or unless suspicion is confirmed.

· The Diocese of Eastern Michigan will endeavor to ensure that any employee who seeks help will be treated with discretion and in confidence.

· If work-related problems persist, the staff member may be referred to local support services specializing in substance abuse (including but not limited to rehabilitation and support groups) with their agreement. Employees may seek help from other sources if they prefer. 

· The decision to seek help, agree to referral and /or accept professional intervention will be the responsibility of the individual staff member and refusal to do so will not influence any present or future promotion or disciplinary procedures that are unrelated to the situation at hand (see item 7 below for clarification). 

· Employee will be given the same sick leave and the same protection and employment rights as other employees with ill-health problems.  Time off will be given for treatment or other specialist help or aftercare provided appropriate certification is submitted.

· Where however, an employees work performance or behavior remains unsatisfactory despite availability of services, Disciplinary action will begin in consultation with the Diocesan Chancellor.  The employee will be entitled to representation at their own cost and due process.

It is incorrect to assume that nothing can be done until a chemically dependent person “hits bottom”.  Failure to intervene only allows the disease to worsen, thereby shortening life, damaging relationships and making treatment more difficult.

The Bishop, together with appropriate individuals, may assist with consultation and referral for intervention planning.

5.
Treatment Options.  In approaching the treatment of chemical dependency all of the following may be considered: medical treatment (detoxification), psychotherapy, outpatient or inpatient treatment in private or public facilities, Alcoholics and Narcotics Anonymous, a change of job, or, if necessary, in the case of Diocesan or Church employees, suspension from a position. In making a decision on treatment please refer to the Diocesan Health Insurance Policy to review which services would be covered.  For family members, participation in treatment, after care, Al-Anon or Alateen is highly recommended.

5. Treatment Aftercare.  Terms such as “recovered alcoholic” or “recovering addict” refer to anyone who has acknowledged his or her chemical dependency, received 
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treatment and stopped all use of the substance(s) involved.  It is clear that there can be no cure for chemical dependency, only recovery through abstinence and treatment.  

For most recovering substance abusers aftercare through regular participation in groups such as Alcoholics Anonymous and by support from family, friends, employers and the Church is essential.

Diocesan Staff Policy

While on the Diocese’s premises and/or while conducting business-related activities off the Diocese’s premises, no employee may use, possess, distribute, sell, or be under the influence of illegal drugs or alcohol (except communion wine) and except as stated in Section headed “Alcohol” regarding social activities, engage in the unlawful manufacture, distribution, circulation, possession, use of illegal drugs or abuse of prescription medication or alcohol.  Violations of this policy may lead to disciplinary action, up to and including immediate termination of employment, and/or required participation in a substance abuse rehabilitation or treatment program.  Such violations may also have legal consequences.

Alcohol:

From time to time, alcoholic beverages may be served at church or Diocesan social activities.  

In these cases:

1.
Moderate use of these beverages is acceptable, immoderate use is not.

2.
Applicable Federal, State and local laws shall be obeyed.

3.
Alcoholic and non-alcoholic beverages should be clearly labeled.

4.
Non-alcoholic beverages must always be available and served in equally attractive and visible ways as alcoholic beverages.

5.
Food should always be served at events where alcoholic beverages will be served.

6.
The availability of alcoholic beverages shall not be publicized as an attraction to the event.

7.
These guidelines also shall apply when alcoholic beverages are served on church premises at functions where employees are not present.

Employee Policy and Treatment
Employees with drug or alcohol problems that have not resulted in, and are not the immediate subject of, disciplinary action may request approval to take unpaid time off to participate in a rehabilitation or treatment program. Leave may be granted at the sole discretion of the Bishop. The Diocese recognizes that addictions prevent persons from being all that they can be and result in personal and institutional stress for those around the addicted person. In addition to those policies governing “ leave” and the legally 
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prescribed benefits to which each employee is entitled, those with addictions may receive the additional support of the Diocese, to the degree that the Bishop believes that the provision of this help and support is appropriate.  The Bishop may, at his/her sole discretion, provide supportive services to persons with addictions, including but not 

limited to, referral and support for addiction intervention, counseling, outpatient services, in-patient service and hospitalization, and ongoing support services.  This may include support for families and employees directly affected by the behavior of the addicted person. The provision of these services may be limited by budgetary constraints and is at the sole discretion of the Bishop. 

Smoking and Tobacco Use Policy

In keeping with the Diocese of Eastern Michigan intent to provide a safe and healthful work environment, smoking and tobacco use in the workplace are prohibited.  This policy applies equally to all employees and visitors. Employees will be prohibited from smoking in any areas of the building. The Bishop and the employee’s supervisor may provide recovery support to the smoker to assist in the breaking of this addiction.  

APPENDIX A

POSITIVE WORK ENVIRONMENT

As Christians we commit ourselves to respect the dignity of every human being.  This is particularly important regarding how we work together (both paid employees and volunteers).  It is important that we fully comply with Federal and state norms for a healthy working environment.  In order to state our norms and define departures from those norms, the following is adopted as our policy on sexual harassment:

It is a violation of Federal and state law for any employee to harass another employee on the basis of sex.  Unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature constitutes sexual harassment when:

(1) submission to such conduct is made, either explicitly or implicitly, a term or 

condition of an individual’s employment.

(2) submission to or rejection of such conduct by an individual is used as a 

basis for employment decisions affecting such individual, or

(3) 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.

Therefore, it is our policy to prohibit sexual harassment.  An employee who believes that he/she or another employee has been subjected to sexual harassment is required to contact either his/her supervisor or  the President and/or Vice-President of the Standing Committee or their designees.  Their telephone numbers are available at the Diocesan Office (1-877-752-6020).  The persons listed above include a woman and a man.

The Church recognizes that the question of whether or not a particular action or incident constitutes sexual harassment affecting the employment of an individual requires a determination based on all the facts in the matter.  We recognize, therefore, that false accusations can have serious consequences for innocent women and men.  The Church will evaluate its response to an allegation of sexual harassment based on the facts it gathers during its investigation of a complaint.  The investigation of all complaints will be undertaken promptly and will be handled with discretion.

Adopted by the Standing Committee, March, 1995

APPENDIX B
MINIMUM COMPENSATION FOR SUPPLY CLERGY

Clergy hired on a temporary basis as a replacement during vacation, illness, or leave are to be compensated on each occasion  as follows:

Presiding and Preaching

-per each date:


for:
1 service    $
117.00



2 services 
146.00


3 services
175.00
Assisting (presiding or preaching)

-per each date:


for:
1 service    $
  87.00



2 services
117.00



3 services 
146.00


These rates are considered minimum. Rates will increase annually according to the Cost of Living Adjustment (COLA) determined by the diocese.

Travel is to be reimbursed at the standard rate provided by the IRS, with lodging and meals reimbursed on the basis of actual cost.

These rates become effective January 1, 2009
Annual IRS Mileage Allowance

The IRS standard mileage rate for the year 2009 is 55 cents per mile.
APPENDIX C
CHURCH PENSION FUND MATTERS
ASSESSABLE COMPENSATION
Compensation, for pension purposes, consists of cash salary, utilities and housing, as described below:
CASH SALARY: 
‑ the amount of money paid to the employee, including bonuses and any part of the Social Security tax which may be reimbursed, but 
                               excluding allowances for travel and occasional fees.
UTILITIES:
‑ the allowances paid to the employee to cover the cost of your utility bills (such as electricity, fuel, etc.); or an approximation of the annual amount of utility bills, if paid by the church unit.
HOUSING: ‑ if you are provided rent‑free living quarters, housing is figured at 30% of the combined total of your cash salary plus utilities, OR If you receive a housing or rental allowance, housing would be the greater of the actual allowance or 30% of the combined salary and utility allowance.
ASSESSMENT RATE BREAKDOWN AND POOLING 
The Church Pension Fund's Trustees have set the assessment rate at 18% of annual compensation. The assessment paid by a church unit is combined with that paid by other church units and with personal assessments submitted by clergy maintaining full coverage. These funds are pooled and invested for the benefit of all clergy and their families and are not held in the name of any individual.
This "pooled" assessment rate (18%), consists of several elements. As of April 1, 1984, a rate of 13.00% is required to cover the cost of each year's future service benefits, including Resettlement Benefits, for the present group of active clergy. Of the 13.00%, about 8.75% goes toward age‑retirement pensions, 1.65% for disability benefits, and the balance of 2.60% for survivor benefits, including Lump Sum Death Benefits. About 1 15% of the assessment rate is utilized for expenses incurred in operating the Fund, and the balance of 3.85% is held for contingencies, including unfunded liabilities that might emerge in future years.
RETROACTIVE COMPENSATION CHANGE LIMITATIONS
Retroactive changes in a clergy employee's compensation may not be made for periods dating back more than two calendar years without the Trustees' approval, and only if unusual circumstances are found to exist.
MULTIPLE COMPENSATION SOURCE CALCULATIONS 
If a clergy employee receives compensation from more than one church unit and one source provides housing, each source would be assessed for a share of the housing as shown below








TOTAL


CASH





COMPENSATION
ANNUAL 
SALARY
UTILITIES
HOUSING
ASSESSMENT
Source A 
$16,200
$2,000

$5,400


$23,400



$4,212
Source B 
    2,000
     

     600


   2,600
 

     468
Source C 
       900


     270


   1,170

          
     211
$18,900
$2,000

$6,270


$27,170

$4,891
FORM A

Critical Notice of Concern

Individual(s) of Concern ___________________________________________________

Date of occurrence __________


Time of occurrence __________

Type of Concern: 

_____ Inappropriate behavior with a child or youth

_____ Policy violation with a child or youth

_____ Possible risk of abuse

_____ Other concern: _____________________________________________

Describe the situation: What happened, where it happened, when it happened, who was involved, who was present, who was notified?  If reported to the State, what was their recommendation about investigating? 

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

To your knowledge has this situation ever occurred previously? ____________________

Explain: ________________________________________________________________________________________________________________________________________________________________________________________________________________________

What action was taken? How was the situation handled, who was involved, who was questioned, were police called?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Submitted by: _________________
Telephone number: ______________

Location and address: ___________________________________________

Signature: _________________________    Date: _____________________

Reviewed by: ____________________________
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________________________________________________________________________________________________________

FORM B

Application
	Instructions: Please complete all of the questions accurately and fully.  Attach additional sheets if needed.

Today’s Date:  ____________________________

	Name:  ________________________________________________________________
Street Address:  __________________________________  City: _________________State: MI   Zip:_________


	Driver License: State  ______     Number:  ______________________________________________

	How long at current address:_________   Email Address:  ________________________________

	Phone: Home   (_____)_______________   Work  (_____)_______________   Other  (_____)_______________


Note: If you are chosen for a paid position, you will be required to show documents verifying your employment eligibility and identity to complete the IN Form I-9 as required by the Immigration Reform and Control Act.
Please list your addresses in the past five years:
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
________________________________________________________________________________________________________________________________________________________________
For what position are you applying? _______________________________________________________
How did you hear about the position? ______________________________________________________
What interests you about the position for which you are currently applying?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
What has prepared you for the position you are currently applying?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
What do you feel are your greatest gifts and strengths as a person?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Employment History

Please complete for your prior employers, covering the past ten years.

	Dates of employment 

(from most recent)
	Company name & address 

(City, State, Zip)
	Immediate supervisor name & phone number
	Position held
	Reason for leaving

	Started __/__/__
Ended __/__/__
	
	
	
	

	Started __/__/__
Ended __/__/__
	
	
	
	

	Started __/__/__
Ended __/__/__
	
	
	
	


	Volunteer experience

	Organization
	Duties
	Dates
	Contact
	Phone

	
	
	
	
	

	
	
	
	
	


Educational History

	Name of School
	Address 

(City, State, Zip)
	Type of School
	Name of Program or Degree
	Program completed?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


References (Non-family)

	Reference Name
	Address 

(City, State, Zip)
	Daytime Phone
	How long have you known this person?
	Relationship to You

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Have you ever been convicted of a felony?  

( Y / N )_________________   If yes, attach documentation

Have you ever been convicted of physically, sexually or emotionally abusing a child or an adult?  

( Y / N )_________________   If yes, attach documentation

Acknowledgment, Release and Signature

To the best of my knowledge, the information contained in my application is complete and accurate.         I understand that providing false information is grounds for not hiring me or not choosing me for a volunteer position and also for discharge if I have already been hired or chosen.

I authorize any person or organization, whether identified or not on this application to provide any information regarding my previous employment, education, credit history, driving record, criminal confiscation record, sexual offender registry or other data about my qualifications for my employment or volunteering.  I also authorize (________________) to request and receive such information.

If hired or chosen, I agree to be bound by the Diocese of Eastern Michigan policies and procedures, including but not limited to its Policy and Procedure Concerning Sexual Misconduct and the included Code of Conduct of the Protection of Children and Youth.  I understand that these may be changed, withdrawn, added to or interpreted at any time by the Diocese of Eastern Michigan or by (________________) at their sole discretion and without any prior notice to me.

I understand that my employment or volunteer service is considered “at-will” and may be terminated, or any offer or acceptance of employment or volunteer service withdrawn at any time, with or without cause and with or without prior notice at the option of (________________) or myself.

Nothing contained in this application or in any pre-employment or pre-volunteering communication is intended to or creates a contract between myself and (________________) for either, employment or volunteer service or the providing of any benefit.

I have read and understood the above provisions.

______________________________



___________________

Signature






Date

Reviewed by: ___________________



Date:_______________

Form C

CODE OF CONDUCT

Read and initial each item to signify your agreement to comply with the statement. 


_____ I agree to do my best to prevent abuse and neglect among children and youth involved in church activities and services. 


_____ I agree not to physically, sexually or emotionally abuse or neglect a child or youth.


_____ I agree to comply with the policies for general conduct with children and youth defined in Policy and Procedure concerning Sexual Misconduct. 

_____ I agree to comply with the Guidelines for Appropriate Affection with children and youth. 

_____ In the event that I observe any inappropriate behaviors or possible policy violations with children or youth, I agree to immediately report my observations. 


_____ I acknowledge my obligation and responsibility to protect children and youth and agree to report known or suspected abuse of children or youth to appropriate church leaders and state authorities in accordance with the Policy and Procedure Concerning Sexual Misconduct. 

_____ I understand that the church will not tolerate abuse of children and youth and I agree to comply in spirit and in action with this position. 

_______________________________


___________________

Signature






Date

FORM D

SEXUAL MISCONDUCT POLICY ACKNOWLEDGMENT AND DESIGNATION FORM FOR CHURCHES AND VESTRIES
As Excerpted from the Sexual Misconduct Policy (COMPLAINT PROCEDURE, Employer Responsibility):
The Governing Board (e.g. Vestry, Convocation Council, or Standing Committee, hereinafter referred to as Employer) is responsible for fostering a setting free from sexual misconduct and for enforcing this policy.  The Employer shall appoint the Priest in Charge and the Sr. Warden (when no priest is present then it would be the Sr. and Jr. Warden) “to answer questions and disseminate information about the prevention of sexual misconduct and this policy, to seek enforcement of this policy and procedure, and to receive initial complaints concerning alleged violations of this policy. 

In the event that both of the above appointed individuals are of the same gender, the employer will also appoint one person (preferably a vestry member) of the opposite gender that will be willing and available to assist in the above responsibilities.
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FORM E

Interview Format

2. Interview

It is best if two people conduct the interview together using a standard set

of questions. The applicant’s responses should be recorded on a form designed to record such responses (not word-for-word). Any gaps or issues arising from responses on the written application should be questioned.

Before the interview:

Review the application for any gaps in information or other matters you might want

to follow up on. If there is any detrimental information, you can ask questions about

it during the interview.

Have a clear written job description or at least be able to give a clear verbal

description of the position/ministry including all the responsibilities and time

commitments required for that ministry.

Have a standard list of questions to be asked of all applicants.(See Form F)

During the interview:

Explain the nature of the position. You can give the applicant a copy of the job

description. Be sure to include the responsibilities, time commitment and supervision

structure for the position. (For example, church school teachers may be supervised

by the parish director of religious education.) Ask whether the applicant has any

questions about the position.

Explain the steps that the church takes to enhance the safety of children and youth.

This includes the screening process, safe church training and policies 

Explain the next steps in the selection process—public record check and reference

checks.

Make some notes as the interview proceeds so that you will remember the applicant’s

responses. Do not write down so much information that you get distracted from

listening carefully to the applicant’s responses to your questions. The responses may

lead to more questions regarding a particular matter.

Sample interview questions:

1. Why do you feel called to this ministry, or what interests you about this ministry?

2. What experience has prepared you for this ministry?

3. What is your greatest achievement at work or in a volunteer position?

4. What do you consider to be your greatest challenge?

5. Have you ever worked or volunteered where you have disagreed with something you were told to do?

How did you handle that?

6. Can you explain how you handle interruptions and changes in plans?

7. Have you ever worked/volunteered somewhere where there was conflict?

How was the conflict handled and how did you feel about that?

8. What types of hobbies or interests do you have outside of work?

9. What other volunteer positions do you hold?

10. Present a hypothetical situation that could arise in the ministry and ask the applicant

how she or he would respond in such a situation.

11. Ask any other questions needed to ascertain whether this person is qualified and able

to meet all of the specific requirements of the job description.

12. Have you ever been fired from a job?

13. Has your driver's license ever been suspended or revoked?

14. Are you a registered sex offender?

15. Have you ever been convicted of a felony?

For Paid Positions:

16. Are you authorized to work in the United States? (Ask this of all candidates for paid

positions. You do not want to appear to treat applicants who may seem to be from a

foreign country differently from other applicants.) You will then need to obtain the

required documents as indicated in the INS I-9 form should you decide to hire the

applicant.

Questions not to ask:

DO NOT ask questions regarding an applicant’s:

1. Age or date of birth

Note: If a parish does not want to employ minors, it can ascertain the age of

the applicant before the interview by including the following language on the

standard application. “Are you over 18 years of age? Yes___ No____ (If not,

employment is subject to verification that you are of minimum legal age and

that you are able to supply any required work permit.)”

[From “What Every Church Employer in Connecticut Should Know: A Seminar on Proper

Employment Practices, page 15.]

2. Citizenship, place of birth, national origin and ancestry

Note: If you decide to hire a person for a paid position, you will need to obtain

documentation requested by INS I-9.

3. Martial status, pregnancy, number of children, or child care

4. Arrest records

Note: It IS permissible to ask about felony convictions and misdemeanor

convictions within the past five years or from which the person has been

released from incarceration within the past five years which are NOT a first

offense for drunkenness, simple assault, speeding, a minor traffic violation,

affray or disturbing the peace.

5. Personal financial status, which includes funds in bank accounts or sources of

income such as welfare

Note: It is appropriate to conduct a credit report for applicants who will be

handing and responsible for money. All steps to comply with the Fair Credit

Reporting Act must be complied with in such cases. These requirements are

set out in the section regarding public record checks, below.

6. Height and weight

7. Disability, handicap, and physical and mental health

8. Smoking

In the course of the interview an applicant may volunteer information regarding an

impermissible area of questioning. For example, in response to a question about

experience an applicant may share that she has three children and two of them have

asthma. DO NOT RECORD THIS INFORMATION ON THE RECORDING FORM.

YOU MAY NOT TAKE THIS INFORMATION INTO ACCOUNT WHEN

DETERMINING WHETHER THIS PERSON IS SUITABLE FOR THE POSITION.
FORM F

Adverse Action Notice

Date

Dear Applicant, 

This letter is being sent to you in compliance with the Fair Credit Reporting Act, 15 U.S.C. Section 1681 (m)(a) to inform you that you have been denied a position with our organization based on information received from the consumer reporting agency – Criminal Background search listed below during a pre-employment background investigation: 
Michigan State Police Criminal Check and /or Sexual Offenders Registry. Available online.

Please know that the Michigan State Police did not make any decision regarding your employment and cannot explain to you why the decision was made. Pursuant to the Fair Credit Reporting Act, you have the following rights: 

· You may obtain a copy of your report by contacting the Michigan State Police and going online. 

· You may dispute any inaccurate or incomplete information contained in the report directly with the State Police Department.

Sincerely, 

Employer name

FORM G

CRIMINAL HISTORY CHECK FORM

1.
Name (including previous married, maiden or assumed names):

__________________________________________________________________

first



middle



last

2. All other names used:  _____________________________________________________

3. Residence addresses (for past ten years):

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

4.
Date of birth:   ____________________________ 

5. 
Place of birth:  ____________________________ 

6. 
Sex:___________



7. 
Social Security Number: __________________________

8. Driver’s License Number: _________________________  State: ____________

9. Have you ever been convicted of a felony or a misdemeanor?  No _______   Yes _

If yes please explain (include dates and locations) __________________________________________________________________

__________________________________________________________________

10. Name of Organization requesting background check:  ____________________________

Address of Organization:  __________________________  in _______________

organization



community

I give The Diocese of Eastern Michigan permission to verify my criminal history with any organization with responsibility for maintaining criminal records.  I release the above parties from all liability resulting from this disclosure.  I declare that the contents of this form have been examined by me and are true to the best of my information, knowledge and belief.

________________________________________     ____________________

  signature                                                         


  date*

*This release is effective for one (1) year from the above date.

Please complete and return this form to:

Diocesan Administrator

Diocese of Eastern Michigan

924 N. Niagara St.Saginaw, MI  48602

__________________ 
____________________ 
     ____________________

   Date Background Check Completed           
  Check Processed by:


          Accepted & Reviewed by




the Episcopal Diocese of  Eastern Michigan


  924 N. Niagara St. ( Saginaw, MI 48603 ( (989) 752-6020 ( Fax (989) 752-6120











 





the Episcopal Diocese of  Eastern Michigan


  924 N. Niagara St. ( Saginaw, MI 48603 ( (989) 752-6020 ( Fax (989) 752-6120











