Employee Handbook
and
Personnel Policies

OVERVIEW
As followers of Jesus, all staff members should consistently demonstrate unity with the church by
displaying a humble and teachable spirit and to uphold Aldersgate’s mission statement. Connecting,
Knowing, Loving, Growing (insert a description of the Mission Statement)
This handbook will introduce you to personnel policies and give you helpful information about your
rights and obligations as an employee. It is for your use when you have questions about your job. If you
have questions not answered here, contact your supervisor.
Nothing in this handbook is intended to create a contract of employment or a contractual obligation. In
addition, nothing in this book alters your status as an "employee at will." This means you can end your
employment at any time, and Aldersgate UMC, 1320 Umstead Rd, Durham, NC can end your
employment at any time, with or without cause and with or without notice. Aldersgate reserves the right
to add to, change, or delete these policies at any time. Employees covered by this document include all
staff of Aldersgate UMC.

The policies contained in this Handbook apply to all non-exempt employees and to no other employees
except where noted as also applying to exempt employees. For the purposes of this Handbook, the term
“non-exempt employee” is defined as employees who are not exempt from minimum wage and overtime
pay requirements under the Fair Labor Standards Act. For the purposes of this Handbook, the term
“exempt employee” is defined as employees who are exempt from minimum wage and overtime pay
requirements under the Fair Labor Standards Act. “Exempt employee” does include executive,
professional or supervisory employees who are not entitled to receive overtime pay. Employees will be
informed by his or her supervisor whether she/he is exempt or non-exempt. Employees known as Clergy
will be noted in the proper area and will be referred the link:
https://nccumc.org/learning/pluginfile.php/4742/mod_resource/content/4/Personnel%20HandbookNov2014.pdf. (The NCCUMC web site.) In the event a situation arises that is not covered in this
handbook, the employee should consult with his/her supervisor or SPRC Representative or the Sr.
Pastor.
The Beginning Years * Aldersgate Methodist Church is the first Methodist
Church to bear this name in the North Carolina Annual Conference. The
church was begun at the 1955 session of the Annual Conference on the
recommendation of Dr. W. L. Clegg, Durham District Superintendent and
Rev. Thomas A. Collins, Conference Director of Church Extension.
Dr. Henry I. Glass, a distinguished senior pastor of this conference, was appointed to be the first
pastor. Dr. Glass began visiting in the community and searching for a church site. The property, on
which there was a building formerly used as a dance hall, was selected as a meeting place. The land
and building at the corner of Duke Street and Horner Street was purchased with one lot donated by
Mr. W. C. Carver, Durham Realtor and active Methodist layman.
The Methodist group in the community was not the largest, constituting less than 30%. There was no
sponsoring organization and no gifts of members from other Methodist Churches, so building the
membership meant winning them one by one.
On Sunday, January 8, 1956, following morning worship, District Superintendent W. L. Clegg
formerly constituted the Church with 32 Charter Members. The Mission Board had declared
Aldersgate Methodist Church a Ten Dollar Club Church and assisted with a grant of approximately
$15,000 in funds for this new congregation to help pay for land and building.
The Interim Years * In 1965, a small sanctuary seating 135 persons, a choir loft
seating 12, and 3 small classrooms were built. On March 13, 1966, the first
service was held in the new sanctuary. For the next 24 years, the Aldersgate
congregation continued to grow under the leadership and guidance of dedicated
ministers. It was a church at the crossroads, serving the Durham community with
a Christian outreach.

On May 18, 1980, the decision was made to leave the Duke Street and Horton Road building and
relocate to a new church building in Northwest Durham County. On May 28, 1985, in a worship
service, the congregation deconsecrated the old building and the building was demolished on June 3,
1985. The members met in the North Carolina Korean Church on Massey Road for one year. The
members referred to this time as "our time in the wilderness".
On July 14, 1985, ground was broken for a new church at the corner of Umstead Road and Bivens
Road during a morning worship service in the trees. The design and building of the church was
created from input from all church members. It was decided that the cross would be the overall
theme of the church architecture. By design, the sanctuary was built on a North-South axis so that
the worshiping congregation is facing north, where, on Sunday mornings the sun shines in the
window at the rear of the sanctuary casting a shadow of the cross on the floor. The cathedral ceiling
and clear glass windows reflect the congregation's desire to be the body of Christ looking outward
into the world. This desire to be a people of God ministering to the community is the strength of the
congregation.
This building was consecrated on September 14, 1986 in a service that included
preaching, baptism and a service of Holy Communion. The next Sunday,
Homecoming, was celebrated as the 30th anniversary of Aldersgate.
The faithful commitment of fellowship and teamwork that existed from the early
years continues to ignite and fuel the moving spirit of today. It is a church that is the cornerstone of a
caring Christian community and embraces newcomers into its fellowship. Aldersgate is a church that
celebrates and witnesses to God’s love with a steadfast vision for the future while building on its rich
heritage.
The Family Life Center was consecrated on February 20, 2000, after many
years of discussion, planning, financial campaigns and actual construction.
A detailed report covering Aldersgate's recent history from 1994 to the
present, including the Building of God's Vision, will soon occupy this
space.
The United Methodist Church and Our District
Information about the history of the United Methodist Church can be found at the General
Commission on Archives and History for the United Methodist Church. The Corridor District is our
local district. There is a wealth of information here including information about our district, both
annual and general conference as well as many other resources.

Aldersgate United Methodist Church site map * 1320 Umstead Rd * Durham NC 27712*
(919) 477-0509 * churchoffice@aldersgate.org * aldersgate.org
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1.
NEW EMPLOYEE PROCEDURES: Exempt and Non-Exempt Employees - You should
have already received a letter of employment which outlined the duties and responsibilities of your
job position. You will also be assigned a Staff Parish Relations Representative. (Think of them as a
Church’s Human Resources Dept.) The STAFF PARISH RELATIONS COMMITTEE (SPRC) will
encourage, strengthen, nurture, support, and respect you, the pastor(s), and all staff and their
family(s), including oversight of this policy. Refer to The Book of Discipline of The United
Methodist Church – 2016 paragraph 243 for a full description of their duties.
2.
OTHER DOCUMENTATION to be completed for each employee includes a
confidentiality agreement, acknowledgement of receiving the Employee Handbook will provided in
this handbook. The Grievance Statement, Tax Withholding Forms (W-4/NC-4) Network ID, etc.
will be given to you in a separate New Employee Packet.
3.
PAY DAY: Exempt and Non-exempt employees Your earnings, minus all applicable taxes
and other deductions can be directly deposited to an account of your choosing on the 15th and the
31st (or the last day) of each month. If a payday falls on a Saturday, Sunday, or holiday, the direct
deposit will be done on the prior workday.
4.
LENGTH OF WORKDAY: Exempt and Non-exempt employees: The Church is open from
8:00 am until 5:00 pm, Monday - Thursday. The Church Office is open from 9:00 A.M. until 4:00
pm Monday - Thursday. Flexible work schedules are allowed at the discretion of the Sr. Pastor.
5.
FACILITIES: Exempt and Non-exempt employees - Keeping your office and the facility
clean is a shared responsibility. Staff members are encouraged to keep your office/work area clean
and tidy. Please report any facility issues to the Facility Manager. All employees agree to protect the
property of the church at all times and to observe the Facility Building Use Policies as adopted by
the AUMC Board of Trustees.
6.
INCLEMENT WEATHER Closings - Weather in NC is so hard to predict and sometimes it
affects the church calendar, the church workweek and even Sunday Worship Services. We will make
every attempt to keep the church open; however in case of weather emergencies contact:
a.
CALL THE CHURCH OFFICE (919) 477-0509. Information will be on the
recorded message.
b.

WRAL (Channel 5) & WTVD (channel 11) TV Stations.

c.
SOCIAL MEDIA: The Aldersgate website (aldersgate.org), Aldersgate Facebook
Page, Twitter: TheGate27712 and/or a church wide email. (make sure we have your latest
email information)
7.
BENEFITS: CLERGY EMPLOYEES: Various type of Insurance are offered Medical,
Life, Clergy Employees by the Annual Conference. Please refer to the NCCUMC website for Clergy
Benefits. The Conference offers the following benefits: Please see:
https://nccumc.org/learning/pluginfile.php/4742/mod_resource/content/4/Personnel%20HandbookNov2014.pdf

a.
ABSENCES: When you are going to be late or absent, please notify the church office
and your immediate supervisor. Requests for any planned absence should be in writing
(email or text) and approved by your supervisor and the head of your office in advance.
b.
PAID TIME OFF & HOLIDAY POLICY: PURPOSE: The purpose of the Paid
Time Off (PTO) and Holiday Policy is to provide written expectations regarding time off
requests to ensure a balance between adequate time away from the workplace for employees
and meeting the staffing needs of Aldersgate United Methodist Church.
c.
DEFINITIONS: Paid Time Off (PTO): PTO is time provided by Aldersgate United
Methodist Church for which a staff member is compensated even in his/her absence. PTO
can be used for vacation time, sick leave, bereavement, and other personal days.
d.
FULL-TIME EMPLOYEE: Any staff member that is salaried or hired to work ≥ 32
hours per week.
e.
PART-TIME EMPLOYEE: Any staff member that is hired to work ≤ 20 hours per
week.
f.
HOLIDAY: A day marked by a general suspension of work in commemoration of an
event.
g.
CONTINUING EDUCATION DAYS: Continuing Education Days are NOT
incorporated as a part of regular PTO.
h.
PTO PROCESS: Requests are to be made in writing (email or text) from a staff
member’s immediate supervisor. PTO requests will not be approved if the current PTO
balance, at the time of the request, is not adequate to cover the request. Exceptions to this
must be discussed in advance with the staff member’s immediate supervisor.
i.
A SCHEDULED PTO REQUEST must be made at least one business day in
advance. Any request made less than one day in advance will be considered an unscheduled
request.
j.

ALL PTO REQUESTS both scheduled and unscheduled will be recorded.

k.
ALL NEW STAFF MEMBERS are required to complete a 90-day probationary
period in which PTO may not be taken.
l.
FULL-TIME EMPLOYEES RECEIVE 12 PTO days during their first year of
employment and 18 PTO days thereafter.

m.
PART-TIME EMPLOYEES RECEIVE 6 PTO days during their first year of
employment and 10 PTO days thereafter.
n.
ALL EMPLOYEES may carry a maximum of 3 PTO days, if unused from one
calendar year into the next calendar year.
o.
ANY EXCEPTIONS TO THIS POLICY must be discussed and determined by the
appropriate supervisor.
8.
PAID HOLIDAY: All employees receive 10 designated Holiday days per year, which is not
included in their PTO. Holiday days are specifically designated and determined by the SPRC. The
specific dates associated with these Holiday days will be published by November 30th for the
upcoming year. Any exceptions to this policy must be discussed and determined by the appropriate
supervisor.
9.
CONTINUING EDUCATION/WORK RELATED ABSENCES: Non-Exempt
Employees Only: It is expected that employees will be available for continuing education and work
related events. This time away from your regular work environment will not be deducted or
considered Paid Time Off.
10.
LEAVE POLICIES: Aldersgate complies with all FEDERAL LAW as stated in the North
Carolina Conference of the United Methodist Church at this link.
Https://nccumc.org/learning/pluginfile.php/4742/mod_resource/content/4/Personnel%20HandbookNov2014.pdf
11.
EQUAL EMPLOYMENT OPPORTUNITY/ANTI-DISCRIMINATION– Exempt/ Nonexempt employees: Please contact:
https://nccumc.org/learning/pluginfile.php/4742/mod_resource/content/4/Personnel%20HandbookNov2014.pdf for complete details.
12.
EQUAL EMPLOYMENT OPPORTUNITY has been and continues to be both policy and
practice at Aldersgate UMC. Employees will be recruited, hired, trained, promoted, disciplined, and
terminated without regard to race, color, religion, national origin, sex, age, disability, or any other
protected characteristic under state or federal law. In addition, all personnel actions such as
compensation, benefits, transfers, layoffs, and educational opportunities and other terms and
conditions of employment will be administered in accordance with these principles of Equal
Employment Opportunity as well as the Americans with Disabilities Act.
13.
POLICY ON SEXUAL HARASSMENT: Exempt and Non-exempt employees: Sexual
harassment in the workplace is illegal. Aldersgate UMC provides a work environment free from
sexual harassment and intimidation. Sexual harassment from any employee, manager, supervisor,
executive or non-employee will not be tolerated. Sexual harassment is defined as unwelcome sexual
advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature

constitutes harassment. Clergy and diaconal ministers will be subject to the appropriate procedure
outlined in The Book of Discipline.
14.
ANTI-HARASSMENT POLICY: Exempt and Non-Exempt employees: In addition to
enforcing its no tolerance policy for sexual harassment, Aldersgate is also committed to providing all
employees with a work environment free from harassment and discrimination in any form. This antiharassment policy prohibits harassment on the basis of gender, race, age, color, national origin,
religious beliefs, physical/mental disabilities and any other category protected by law. Clergy and
diaconal ministers will be subject to the appropriate procedure outlined in The Book of Discipline.
15.
GRIEVANCE PROCEDURE– Exempt and Non-Exempt employees & Parishioners:
Aldersgate UMC’s aim is to ensure that staff and parishioners with a grievance relating to church
staff or business can use a procedure, which can help to resolve grievances as thoroughly and as
fairly as possible. Principle: We agree in the spirit of Matthew 18 to discuss any conflicts that we
may have with another in a constructive and respectful way to try and resolve the issue.
a.
PROCESS: STEP I: INFORMAL DISCUSSIONS: If an individual has a
grievance about an issue relating to Aldersgate or its staff (e.g., staff with staff, member
with staff, staff with member) she/he should discuss it informally with the other party as
outlined in Matthew 18. It is our prayer that the majority of concerns will be resolved or
reconciled in this manner.
b.
STEP II: STATEMENT OF GRIEVANCE: If the grievant feels that the matter
has not been resolved or reconciled through informal discussions, they should present their
grievance in writing (and signed) to the Chairperson of the Staff Parish Relations Committee
(SPRC) using the SPRC Issue Resolution Form.
c.
STEP III – GRIEVANCE SUBCOMMITTEE MEETING: Upon receipt of the
“Statement of Grievance”, the Chair of the SPRC will appoint a Grievance Sub-committee
consisting of three (3) members of the full SPRC, and within ten (10) working days the
SPRC Grievance Subcommittee will invite the grievant and the accused person to attend a
meeting where the alleged grievance can be discussed. This meeting will be scheduled to
take place as soon as possible and normally ten (10) working days notice will be provided to
the individuals along with a place and time. The grievant will be informed of their right to be
accompanied by no more than two (2) other persons, either as witnesses or for support.
Should a companion(s) of the grievant be unable to attend then the grievant must make
contact within three (3) days of the date of the letter to arrange an alternative date that falls
within ten (10) days of the original date provided. These time limits may be extended by
mutual agreement. During the grievance meeting, the SPRC Grievance Subcommittee
members along with a Lay Leader will hear the grievance and discuss it with the parties
present. The committee will attempt to resolve or reconcile the conflict among the parties in
this meeting. If resolved or reconciled, the grievance ends here. A report of the meeting will
be given at the next SPRC meeting for entry into the minutes.

d.
STEP IV. - FULL SPRC MEETING - After prayerful consideration, if the grievant
continues to believe that the issue or problem has not been resolved or reconciled at the
SPRC Grievance Committee meeting, the grievant will receive a written invitation to present
her/his grievance to the SPRC membership for resolution. This letter should be sent within
five (5) working days of the Grievance Subcommittee meeting. All parties must be present.
e.
THE SPRC’S DECISION IS FINAL. If the grievance is staff-related, a copy of the
outcome will be placed in the staff member’s personnel file.
f.
STATEMENT OF GRIEVANCE - From time to time, questions, issues or
problems may arise between staff, members and/or parishioners that require attention in
order to be resolved. You will find a form (in your New Employee Packet) that should be
used in conjunction with the SPRC Grievance Procedure (Adopted by Aldersgate UMC. The
purpose of this form is to gather relevant information pertaining to the issue or problem.)
16.
RULE OF CONDUCT & DISCIIPLINARY ACTION - Exempt and Non-Exempt
Employees: To ensure orderly, efficient operations and to provide the best possible work
environment for every, Aldersgate UMC expects all employees to following rules of conduct that
will respect the rights and interest of all employees and represent Aldersgate UMC.
a.
DRESS CODE: Aldersgate is very flexible and does not have a dress code. The staff
can dress casual and comfortable. All staff members are expected to dress in a manner that
upholds the integrity of one's self and Aldersgate UMC.
b.
RESPECTING SHARED SPACES/AREAS AND OTHERS: Office space is
relatively small and sometimes shared. Please be aware of the following: Others around you
could have allergies. Be aware of personal hygiene. It’s easy to use too much or not enough
of the following: heavy perfumes, cologne, after-shave, hairspray and/or deodorant (body
odor). Sound Travels Far down the hallways, around corners and into other work areas. Be
respectful of your fellow workers, and aware of noise from your office such as: Playing loud
music, Speakerphones, Person to person loud conversations, Voice Texting, etc.
c.
HOUSEKEEPING: Keeping your office and the facility clean is a shared
responsibility. Staff members are encouraged to help with anything that clearly needs tidying
up or thrown away. Report any issues to the Facility Manager.
17.
DISCIPLINARY ACTION: Aldersgate reserves the exclusive right to evaluate employee
performance and to take disciplinary action. SPRC has the sole discretion to determine whether
disciplinary action is to be taken in a given instance and to decide what type of discipline is
appropriate. Each disciplinary action will be handled on a case-by-case basis, and there is no routine
procedure or sequence of disciplinary action. SPRC will decide in each case what action is
appropriate based on all the facts and circumstances.

18.
DISCIPLINARY ACTION MAY CONSIST OF ANY OF THE FOLLOWING: • Oral
warning* Written warning with a copy to personnel file*Suspension – with/ without pay• Discharge
19.
NONEXCLUSIVE LIST OF SOME DISCIPLINARY ACTION This is a nonexclusive
list of examples of some infraction that could result in disciplinary action up to and including
termination of your employment. It is not possible to list all forms of behavior that are considered
unacceptable in the workplace.
a. Theft or inappropriate removal of possession of Aldersgate property
b. Working under the influence of alcohol or illegal drugs
c. Possession distribution, sale transfers or use of alcohol or illegal drugs on Aldersgate
premises, while on Church business or while operating vehicles in the conduct of church
business.
d. Smoking in the workplace or on the church campus
e. Fighting or threatening violence in the workplace or against any person.
f. Negligence or improper conduct leading to damage of Aldersgate owned or employee owned
property;
g. Sexual or other unlawful discrimination or harassment, or retaliation against an employee
for reporting such conduct;
h. Possession of dangerous or unauthorized materials, such as explosives, guns, firearms, or
other weapons, in the workplace;
i. Excessive tardiness or absenteeism or any absence without notice;
j. Unauthorized use of telephones, mail system, or other Church-owned equipment;
k. Unauthorized disclosure of confidential information about Aldersgate or The United
Methodist Church Body.
l. Violation of personnel policies;
m. Insubordination;
n. Theft of the property of another employee;
o. Falsification of documents including, but not limited to, time records, job applications, or
expense reports
20.
CONDIFENTIAL MATTERS - Most information held within the staff offices is available
to the total constituency of the church. However, some confidential matters, such as (1) health care
information relating to Aldersgate employees, clergy or local church employees and (2) personnel
information about employees other than yourself and personnel records and files of clergy and
candidates for ministry, must be held in confidence in accordance with law and The Book of
Discipline. Employees may discuss the terms and conditions of their employment information but
may not disclose confidential employee information such as social security numbers, medical
records, background check information and other similar information

21.
POLICY REGARDING ELECTRONIC INFORMATION SYSTEMS USE - Exempt
and Non-Exempt Employees: The policy below also includes any church owned equipment. All
users have the responsibility to use electronic information systems (systems) in a professional,
ethical and lawful manner. Users are given access to electronic information systems to assist them in
the performance of their jobs. The systems belong to Aldersgate and may only be used for
authorized business purposes. The use of all electronic information systems is a privilege, not a right,
and Aldersgate reserves the right to terminate any user’s access to electronic systems and to take
appropriate disciplinary action, up to and including termination of employment, in the event the use
of those systems is not in accordance with this policy or any other policy of Aldersgate. Aldersgate’s
electronic information systems include any computers, phones, PDAs, tablets, devices, e-mail or
social media accounts, and devices providing access to the Internet owned, controlled, or provided
by Aldersgate and or any personal equipment of the employee that the employee has chosen to use
while performing his or her job duties on the Aldersgate Campus or elsewhere. Personal equipment
is identified as: Desktop Computers, Laptops, cell phones, Flash drives, electronic tablets, software
and hard drives that the employee has chosen to use for his work responsibilities either on the
Aldersgate Campus or elsewhere and owns any information on said devices or transmission.
Aldersgate is not responsible for any damages to personal equipment NOT owned by Aldersgate
UMC.
22.
NO PRIVACY: Aldersgate considers ALL electronic information, communicated, stored or
transmitted with the use of Aldersgate or the employees (personal computer, cell phone, laptop,
table, flash drive etc., network and software) to be the property of Aldersgate and reserves the right
to access, monitor, record, review, disclose, disseminate, archive and delete any and all such
electronic information and communications. Users do not have a right of privacy or confidentiality
relating to electronic communications whether the employee is using their own personal equipment
(computer, phone, lap top, tablet, etc. or the equipment that is supplied by Aldersgate, for any type
of work related information that pertains to Aldersgate. Users waive any right to privacy in anything
they create, store, send, or receive on Aldersgate’s electronic information systems. Aldersgate has
the right, but not the duty, to inspect, monitor or disclose all electronic communication. Aldersgate
will inspect, monitor, or disclose electronic information and communication when necessary to
ensure the proper functioning of the church’s electronic information systems, to ensure user
compliance with this policy, or for any other reason management deems in Aldersgate’s best
interests. By signing the acknowledgement form for this Handbook, employees consent to this
inspection, monitoring, and disclosure, and acknowledge they have no expectation of or right to
privacy in their use WHETHER PERSONAL EQUIPMENT OR EQUIPMENT SUPPLIED BY
ALDERSGATE, of Aldersgate’s electronic information systems.
23.
COMPLIANCE WITH APPLICABLE LAWS AND LICENSES: Copying software,
using software without proper registration, copying graphics, and forwarding or copying email
messages all may constitute copyright infringement. Users must comply with all software licenses,
copyrights, and all other state and federal laws governing intellectual property and online activity.
24.
COMMUNICATING INFORMATION: Users should exercise the same care in drafting
email, communicating in chat groups and posting items to newsgroups as for any other more formal
written communication. Electronic communications tend to be less formal, but can, and likely will,
be reviewed and/or used by others.

25.
IMPORT & EXPORT RESTRICTIONS: Because of personal flash drives and export
restrictions, programs or files containing encryption technology are not to be transmitted in any way
outside the United States without prior written authorization by Aldersgate’s Technology
Chairperson and chairperson of Trustees.
26.
RETENTION/DELETION: In this litigious world it is not uncommon for computers to be
seized as evidence in order to retrieve electronic communication and data to establish liability.
Regular electronic information system audits will be conducted and data not specifically designated
by users for retention will be regularly deleted. THIS ALSO APPLIES TO ANY PERSONAL
EQUIPMENT IF YOU ARE USING FOR YOUR EMPLOYMENT.
27.
PROHIBITED USES. Because electronic information is global in nature. Users may
encounter material that is inappropriate, offensive, and, in many instances, illegal. Aldersgate cannot
control the availability of this information or restrict access to it. Users are notified that they are
responsible for the material they review. Storing, sending, receiving, displaying, printing, or
otherwise disseminating electronic communication is strictly prohibited. If the communication
exhibits any one of the preceding criteria, users encountering such material should report abuses to
Aldersgate Sr. Pastor and the Technology Chairperson as soon as reasonably possible.
28.
DEEMED FRAUDULENT: (this includes chain letters and other hoaxes), harassing,
illegal, embarrassing, sexually explicit, obscene, intimidating, racist, sexist, defamatory or
derogatory. Users encountering such material should report abuses to the Aldersgate Sr. Pastor
immediately.
• Contains attachments that have not been subjected to virus checking.
• Non-business and interferes with the conduct of business or individual performance.
• Non-business and of high frequency or volume.
• Non-business and of large size or with large attachments.
• Negatively impacts network performance.
• Contains copyrighted material (such as images or text) without the permission of the owner.
• Commercial or personal advertisements, solicitations, promotions, destructive programs (i.e.,
viruses and/or self-replicating code), political material, or any other unauthorized material for
personal use.
29.
DISCLAIMER OF LIABILITY: Aldersgate is not responsible for damages, direct or
indirect, arising out of the use of its electronic information systems or your own personal systems (if
you are using your personal equipment).
30.
SOCIAL MEDIA POLICY: Social media can be a fun and rewarding way to share your
life and opinions with family, friends, and co-workers. However, use of social media also presents
certain risks and carries with it certain responsibilities. We recognize the desire of many of our
employees to participate in online communities and encourage this form of networking and idea
exchange. As an employee of AUMC, you will be seen by our members, the community and the

world as a representative of our organization. This means that while you may view your online
presence as a personal project, many readers will potentially associate you with the views expressed
with AUMC. In light of this, the following guidelines apply to all employees of AUMC for all social
networking media; including but not limited to Facebook, Twitter, Instagram and personal web
pages.
a. Communicate in a manner that honors Christ and demonstrates His love for others. It is
AUMC’s responsibility to lead the church by example as followers of Christ. To help you
in making responsible decisions about your use of social media, we have established
these guidelines for appropriate use of social media.
b. Include a disclaimer on your social media communications or site that states these are
your own personal opinions and they are not read or approved by AUMC and do not
necessarily represent the views and opinions of AUMC.
c. Be careful that what you write would not impair your ability to work with the staff,
volunteers and members of the congregation. You are not only an employee of AUMC;
you are also a representative of this community. Ask yourself if you are comfortable with
the above individuals reading what you plan to post.
d. Choose your topics wisely to avoid unnecessarily offending any group or individual.
Employees, who are perceived as offensive, even if that is not their intention, will require
follow-up with their supervisor. Examples include political views and the Church’s
stance or policy on certain topics. Don’t allow your posts to hinder any individual’s
spiritual growth.
e. Do not disclose any information that is confidential or proprietary to AUMC including
information about a member of the Church without their permission. Requests for prayer
should be made public only if you have the express permission from all those affected by
the information you release.
f. Only authorized employees should attempt to respond to a comment that is critical of the
Church or a Church leader. Employees should report any concerns about inappropriate
comments to the Sr. Pastor or the Director of Communications.
g. This policy applies to all employees and anyone else using the Aldersgate’s electronic
information systems. Our electronic communications (e-mail and voice mail messages,
text messages, and faxes) systems, computers, cell phones, tablets, the Internet, online
services, and the tools used for their access are all, collectively, included in the
Aldersgate’s electronic information systems.

34. ALL ON LINE MEDIA: Any on line media presents includes all means of communicating
or posting information or content of any sort on the Internet, including to your own or someone
else's web log or blog, journal or diary, personal website, social networking or affinity website,
web bulletin board or a chat room, whether or not employed or affiliated with Aldersate, as well
as any other form of electronic communication.
a. The same principles and guidelines found in the Aldersgate’s policies and procedures apply
to your activities online. Ultimately, YOU are solely responsible for what you post online.
Before creating online content, consider some of the risks and rewards that are involved.
Keep in mind that any of your conduct that adversely affects your job performance, the
performance of fellow employees or otherwise adversely affects Aldersgate’s legitimate
business interests may result in disciplinary action, up to and including termination.
b. Carefully read these guidelines, under Aldersgate’s anti-discrimination and harassment
policies, and ensure your postings are consistent with these policies. Inappropriate postings
that may include discriminatory remarks, harassment, and threats of violence or similar
inappropriate or unlawful conduct will not be tolerated and may subject you to disciplinary
action, up to and including termination.
c. POST ONLY APPROPRIATE AND RESPECTFUL CONTENT: Maintain the
confidentiality of any of Aldersgate or our Conference’s information such as trade secrets,
private or confidential information. Do not post internal reports, policies, procedures, or other
internal business-related confidential communications.
d. Do not create a link from your blog, website or other social networking site to an Aldersgate
website without identifying yourself as an Aldersgate employee.
e. Express only your personal opinions. Never represent yourself as a spokesperson for
Aldersgate. If Aldersgate is a subject of the content you are creating, be clear and open about
the fact that you are an employee and make it clear that your views do not represent those of
Aldersgate or fellow employees. If you do publish a blog or post online related to the work
you do or subjects employed with Aldersgate, make it clear that you are not speaking on
behalf of Aldersgate. It is best to include a disclaimer such as "The postings on this site are
my own and do not necessarily reflect the views of Aldersgate United Methodist Church."
f. USING YOUR OWN PERSONAL SOCIAL MEDIA AT WORK: Refrain from using social
media while on work time or on the Systems, unless it is work- related. Do not use your
Aldersgate email address to register on social networks, blogs, or other online tools utilized
for personal use.
g. RETALIATION IS PROHIBITED: Aldersgate prohibits taking negative action against any
employee for reporting a possible violation of this policy or for cooperating in an
investigation. Any employee who retaliates against another employee for reporting a possible

h. violation of this policy or for cooperating in an investigation will be subject to disciplinary
action, up to and including termination.
35. MEDIA CONTACTS: Employees should not speak to the media on the Aldersgate’s behalf
without contacting the Senior Pastor. All media inquiries should be directed to the Senior Pastor or
the Director of Communications.
36. PUBLIC RELATIONS: ALL employees: As an employee, you represent The United
Methodist Church to people who visit the not only Aldersgate but also have any affiliation of the
United Methodist Conferences. Each contact you make is an opportunity to create goodwill for the
church. This places an important responsibility on each employee answering the telephone,
responding to a request in writing, or talking face to face. This responsibility requires you to conduct
yourself professionally at all times.

Each Employee should receive a New Employee Packet with the following
documents.
Copy of the job description
Signed Copy of the starting salary
Confidentiality agreement (attach signed copy)
Grievance Form (Statement of Grievance)
Tax withholding forms (W-4, NC-4)
Form I-9
Health and life insurance forms (Clergy Only)
Network ID and initial password:
Email address:
Copier Code:
Building key fob form
The Pink Missions/Committee Booklet
A copy of The Employee Handbook

Aldersgate Church
Confidentiality Agreement

Employee Name:
Office:
Title:
Agreement Date:
As an employee of Aldersgate United Methodist Church (AUMC), I am aware that the
data and materials to which I have access are to be treated in a professional and
confidential manner. This information will be used only in the conduct of official
internal business of my office and may not be disclosed to any third party. I
understand that I may discuss the terms and conditions of my employment but may
not disclose confidential employee information such as social security numbers,
medical records, background check information, and other similar information during
this employment or any other time. I understand that any violation of this agreement
will result in disciplinary action up to and including termination of employment, at the
discretion of the management of Aldersgate UMC. I understand by signing this
agreement that I have a legal commitment to abide by this confidentiality agreement.
This agreement will remain in effect throughout my employment with Aldersgate
United Methodist Church, 1320 Umstead Rd, Durham, NC 27712

_________________________________________
Signature
Date

ALDERSGATE UNITED METHODIST CHURCH
HANDBOOK OF PERSONNEL POLICIES
ACKNOWLEDGEMENT FORM
I acknowledge that revisions to the Aldersgate United Methodist Church Handbook of
Personnel Policies may occur and that any revisions will supersede, modify, or
eliminate existing policies. I understand that no employee or representative of
Aldersgate UMC, other than the personnel committees for each respective department,
have the authority to adopt any revisions to the policies in this handbook. I understand
that Aldersgate interprets these policies in its sole discretion and may change these at
any time without prior notice.
I understand and acknowledge that this handbook does not constitute a contract of
employment or establish a just-cause termination standard. I understand that, just as I
may terminate my employment at any time, Aldersgate may terminate my
employment at any time, with or without notice or cause.
In signing this document, I certify that I have received the handbook and that I
understand that it is my responsibility to read the policies contained in this handbook
and any revisions made to it.
____________________________________________
EMPLOYEE’S SIGNATURE DATE
____________________________________________
EMPLOYEE’S NAME (TYPED OR PRINTED)
____________________________________________
ORGANIZATION
This form should be signed and returned to the Sr. Pastor.
A copy of this signed form will be provided to the employee and the original will be
kept in the employee’s personnel file.

SPRC
Aldersgate United Methodist Church
Grievance Procedure
Statement of Grievance
From time to time, questions, issues or problems may arise between staff, members
and/or parishioners that require attention in order to be resolved. This form should be
used in conjunction with the SPRC Grievance Procedure adopted by Aldersgate
United Methodist Church. The purpose of this form is to gather relevant information
pertaining to the issue or problem.
Name of person(s) submitting the grievance for resolution:
_____________________________________________________________
Statement of the grievance: (Please provide a brief description of the problem or issue.
Additional sheets may be appended as necessary. Supporting documentation may also
be submitted.)
________________________________________________
________________________________________________
_____________________________________________________________________
___________________________
________________________________________________
Suggested remedy: (Please provide a description of what you see as the most feasible
solution to the identified problem.)
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Signature (s) _____________________________________Date:__________
By signing and dating below, each employee agrees that they have received, read and
will abide by the Aldersgate Employee Handbook and Policies.

Name ______________________________Date _________

