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Dear Ministry Team Member, 
 
Welcome!  We are delighted that you are a part of the Ministry Team of Risen Christ Lutheran Church, 
Fairport, NY. 
 
Our Ministry Team is a group of professional, dedicated persons grounded in the teachings, traditions and 
doctrine of the Christian faith. The primary duty of the Ministry Team is to equip our people to: 
 
 **   Reach out to our community with God’s love, 
 **   To provide a home for all, with a Christ-centered, family-enriching emphasis, 
  **   Iin order to develop and equip fully devoted followers of Christ. 
 
You have been selected for your particular position because of the God-given gifts and skills you will bring to 
our Ministry Team. We know that you will help our church and or preschool to achieve amazing successes in 
reaching persons for Christ. We hope that this is the beginning of a long, productive and spiritually fulfilling 
relationship. 
 
Again, welcome! May God’s rich blessings be on you, our church and our preschool in the years ahead! 
 
The Risen Christ Council 
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EMPLOYEE HANDBOOK ACKNOWLEDGMENT FORM 
 

I understand that this Risen Christ Policies and Procedures document (hereinafter the “Employee Handbook” or 
“Handbook”) of Risen Christ Lutheran Church, Fairport, NY (hereinafter “Church," "Preschool," “Church/Preschool” or 
“we”,  or “our” ) describes important information about the Church/Preschool and my employment relationship with the 
Church/Preschool. I understand that the members of the Church’s governing council (hereinafter the “Risen Christ 
Council”) are responsible for implementing and interpreting the policies in the Handbook. I understand that I should 
consult with my supervisor whenever I have any questions, comments, concerns, or suggestions about information in the 
Handbook. I also understand that I should consult with my supervisor about any issues or concerns not addressed in the 
Handbook. 
 
I UNDERSTAND THAT I HAVE ENTERED INTO MY EMPLOYMENT RELATIONSHIP WITH THE PRESCHOOL 
VOLUNTARILY.  I ACKNOWLEDGE THAT THERE IS NO GUARANTEED, SPECIFIED LENGTH OF EMPLOYMENT.  I 
UNDERSTAND THAT EITHER THE PRESCHOOL OR I MAY END THE EMPLOYMENT RELATIONSHIP “AT-WILL” -- 
WITH OR WITHOUT REASON, AT ANY TIME, AND WITH OR WITHOUT NOTICE. 
 
I recognize that the information, policies, and benefits described in this Handbook are necessarily subject to change. I 
acknowledge that revisions to the Handbook may occur at any time, with or without reason, and with or without notice. I 
understand that revised information supersedes, modifies, or eliminates the existing policies. 
 
I acknowledge that this Handbook is not a contract of employment or a legal document. I recognize that this Handbook 
does not create any obligation on the part of the Church/Preschool to have any reason to end or continue the employment 
relationship, to handle matters in a certain manner, or to provide certain benefits or programs to me. 
 
I further acknowledge that I have carefully reviewed the Preschool's policies prohibiting harassment and discrimination in 
the workplace, as contained in the Risen Christ Child and Youth Abuse Prevention Program and understand that I am 
bound to comply with these policies and to report any information regarding violations of these policies to the pastor of the 
Church (hereinafter the “Pastor”), the president of the Risen Christ Council (hereinafter the “Council President”), or to the 
employee who is in charge of administration of the Church’s preschool operations (hereinafter the “Preschool 
Administrator”). 
 
Finally, I acknowledge that I have received a copy of the Handbook. Although certain sections may have been highlighted 
with me during my orientation, I understand that it is my responsibility to read, understand and comply with all of the 
policies contained in this Handbook and any revisions or amendments made to it. 
 
By signing this receipt, I acknowledge that I have received a copy of the Handbook, that I will read and understand the 
policies contained in the Handbook, and that I am fully aware of my obligations at all times to comply with the 
responsibilities set forth in the Handbook. 
 
_____________________________________    _________________ 
EMPLOYEE'S SIGNATURE       DATE 
 
_____________________________________ 
PRINTED NAME 
 
This is a copy.  The original will be maintained by the Preschool Administrator for inclusion in the employee’s file. 
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Introductory Employment Statements 
 
100 INTRODUCTORY STATEMENT 
 
This Handbook is designed to acquaint you with the Church/Preschool and to provide you with important 
information about your working conditions, employee benefits, and policies and procedures affecting your 
employment. The Handbook also describes many of your responsibilities as an employee and outlines various 
programs we have developed to benefit you as an employee. It is our goal to provide a work environment that 
is conducive to personal, professional and spiritual growth. It is very important that you read, understand, and 
comply with all of the provisions in the Handbook. 
 
No Handbook or statement of policies can anticipate every circumstance or question about our policies and 
procedures. As the need may arise, we anticipate there will be changes to the information contained in this 
Handbook. We reserve the right to revise, supplement, or rescind any policies or portion of the Handbook, as 
we deem appropriate, in our sole and absolute discretion. Employees will be notified of changes to the 
Handbook as they occur to the extent practicable under the circumstances. 
 
Certain provisions of this Handbook are based upon or summarize governing state and federal laws and 
regulations, including the U.S. Constitution, and accordingly should be interpreted as being consistent with 
those governing laws. If there is any change in those governing laws, the policies in this Handbook should be 
considered automatically revised to the extent required by the change in law, as it is the policy of the Preschool 
to comply fully with all applicable legal requirements. 
 
101 EMPLOYMENT “AT-WILL” 
You entered into an employment relationship with the Church/Preschool voluntarily with no guaranteed, 
specified length of employment. Either you or the Church/Preschool may end the employment relationship “at-
will.” In other words, you or the Church/Preschool Preschool may end the employment relationship at any time, 
with or without reason, with or without notice. 
 
102 EQUAL EMPLOYMENT OPPORTUNITY 
We are committed to recruiting, employing, utilizing, compensating, training, coaching, assigning jobs or job 
duties, disciplining, and promoting our staff in a manner consistent with our commitment to the inclusion and 
acceptance of individuals without regard to ethnic, racial, age, physical and mental, marital, gender, or 
disability. All employment decisions will be made without regard to race, color, sex, national origin, age, marital 
status, pregnancy, or physical or mental disability, except as required or allowed by law. Nor will the Preschool 
discriminate against anyone in any employment decision on account of military service or veteran status. 
 
In order to provide equal employment opportunities to all individuals, employment decisions are based on the 
needs of the position, the needs of the Church, merit, qualifications, skill set, and other legitimate factors that 
indicate whether a person is likely to succeed in the position. We reserve our rights under the U.S. Constitution 
and 42 U.S.C. § 2000e-1 to assure that an applicant’s or employee’s religious beliefs and personal conduct are 
consistent with the beliefs of the Lutheran Church--Missouri Synod. We also reserve the right to consider an 
applicant’s or employee’s religious beliefs and personal conduct when making employment decisions. 
 
Consistent with our equal opportunity commitment, we will make reasonable accommodations for qualified 
individuals with known disabilities as required by law. Please refer to Section 203 for more information about 
accommodations. 
 
If you ever have any question, comment, concern, or suggestion about inclusiveness, diversity, discrimination, 
harassment, retaliation, or wrongful accusation in the work place, you should bring your issue to the attention 
of the Pastor, Preschool Administrator and/or Risen Christ Council as soon as possible. You may ask 
questions, raise concerns, make suggestions, and make reports without fear of reprisal, reprimand or 
retaliation. Anyone found to be engaging in any type of unlawful discrimination, harassment, retaliation or 
wrongful accusation will be subject to disciplinary action, up to and including termination of employment. 
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103 EMPLOYEE RELATIONS 
We believe the working conditions and wages offered to our employees are competitive with those offered by 
similar employers. If you have questions, comments, concerns, or suggestions about your working conditions 
or compensation, you are strongly encouraged to communicate openly and directly with your supervisor or the 
Pastor. Experience has shown that when employees deal openly and directly with supervisors, the work 
environment is excellent, our communications are clear, and our and the employee’s attitudes are cooperative 
and positive. It is our goal to accept and to respond effectively to employee questions, comments, concerns, 
and suggestions. 
 
104 CHURCH COUNCIL 
The Risen Christ Council works directly with the Pastor to help our employees fulfill their duties and 
responsibilities. The Risen Christ Council normally: 
• Reviews our employment policies and procedures as well as our compensation and employee benefits plans 
to ensure our ability to competitively attract and retain employees. 
• Works to create a climate that secures and retains the confidence and trust of employees at all levels in the 
organization. 
• Answers employment-related questions, accepts employment-related comments and suggestions, and 
addresses employment-related concerns. 
• Drafts, reviews, and administers our employment policies and procedures, consistent with federal, state, and 
local law, as well as the needs of the Church and our employees. 
• Maintains the Employee Handbook, interpreting and applying the policies and procedures in the Handbook, 
including disciplinary actions. 
 
 
105 INTRODUCTORY PERIOD 
The first ninety (90) calendar days on the job, for all new and re-hired employees are considered the 
introductory period. 
 
The introductory period is intended to give you the opportunity to demonstrate your basic ability to perform the 
job for which you were selected and to determine if the new position meets your expectations. We use the 
introductory period to evaluate your skills; work habits, overall performance, and “fit” for the position. 
 
Either you or the Church/Preschool Preschool may decide that the new relationship is not beneficial. Of 
course, either you or the Church/Preschool Preschool may end the employment relationship “at–will” at any 
time during or after the introductory period, with or without reason, and with or without notice. 
 
Any significant absence during the introductory period will automatically extend the introductory period for an 
additional amount of time, equal to the length of the absence. If you, or we, determine that the designated 
introductory period does not allow sufficient time to thoroughly evaluate your basic performance and potential 
fit for the job, the Pastor and/or Preschool Administrator may extend the introductory period by thirty (30) day 
increments. A maximum of two (2) extensions are permitted. 
 
During the introductory period, you are eligible for workers' compensation insurance coverage, and other 
legally mandated benefits.  
 
106 EMPLOYMENT INFORMATION AND REPRESENTATIONS 
We rely on the accuracy of information provided in the employment application, presented throughout the 
hiring process, as well as stated during your employment. Any misrepresentations, falsifications, or material 
omissions (in our sole and complete discretion) in any of this information or data may result in the exclusion of 
an applicant from further consideration for employment or, if the person has been hired, immediate termination 
of the employment relationship. 
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General Employment Policies 
 
200 BASIC STAFF MEMBER QUALIFICATIONS 
All staff members must: 
• Be supportive of the Christian faith. 
• Teach and behave in accordance with the beliefs, goals, mission, practices and purposes of the Church and 

the Church’s parent denomination, the Lutheran Church--Missouri Synod. (If you wish to know more about 
specific beliefs of the Church and the Lutheran Church—Missouri Synod, please visit 
https://www.lcms.org/belief-and-practice.) 

• Possess special aptitudes, skills, and capabilities required for their work. 
• Strictly maintain confidences at all times. 
• Be committed to cooperation, respect for others, open communications, and all other 
  behaviors consistent with being a positive and productive team player. 
• Have satisfactory employment references and background check results, as required. 
 
201 IMMIGRATION LAW COMPLIANCE 
We are committed to employing only United States citizens and aliens who are authorized to work in the United 
States. We do not unlawfully discriminate on the basis of citizenship or national origin. 
 
In compliance with the Immigration Reform and Control Act of 1986, all new employees must complete the 
“Employment Eligibility Verification Form” (I-9) and present documentation establishing your identity and 
employment eligibility. Former employees who are re-hired must also complete the form if they have not 
completed an “I-9” with the Preschool within the past two years, or if their previous “I-9” is no longer retained or 
valid. 
 
202 NON-DISCLOSURE (CONFIDENTIALITY) 
The protection of confidential information provided to the Church/Preschool Preschool and its staff is vital to 
the interests and mission of the Church/Preschool Preschool. The Church/Preschool Preschool's confidential 
information includes, but is not limited to: 
 
• Compensation data. 
• Financial information. 
• Personal information concerning those who have sought the advice and counsel of the 
  Church and its staff. 
• Medical and other personal information. 
• Password and/or security codes to computer workstations, email accounts, sound 
  systems, security systems, etc. 
• Employment performance, counseling, disciplinary and/or termination information. 
 
Any misuse or unauthorized release of such information, either during employment at the Church/Preschool       
Preschool, or subsequent to the conclusion of your employment at the Church/Preschool Preschool, may be   
grounds for discipline, dismissal, and/or the initiation of legal action. All staff members must sign an “Employee 
Confidentiality Statement”. The signed statement will be maintained by the Pastor/Preschool Administrator. 
This is to protect confidential information an employee receives in confidence concerning the Preschool, its 
members, or other employees. If you have any question about whether certain information is confidential, you 
should consult with the Pastor/Preschool Administrator immediately. 
 
203 DISABILITIES ACCOMMODATION 
We are committed to complying with the Americans with Disabilities Act (hereinafter “ADA”) as well as all other 
federal, state, and local laws regarding individuals with disabilities. 
 
We want to provide equal employment opportunities for qualified persons with disabilities. Accordingly, as set 
forth in Section 102, all of our employment practices and activities are conducted on a non-discriminatory 

https://www.lcms.org/belief-and-practice
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basis. In addition, reasonable accommodations will be provided for qualified individuals with mental or physical 
disabilities. 
 
Reasonable accommodations will be made during the job application process as well as regarding hiring, 
advancement, termination of employment, compensation, job training, job transfers, continuation of 
employment, and all other conditions or privileges of employment. All employment decisions and the evaluation 
of proposed accommodations are based on the merits of the situation in accordance with appropriate criteria. 
 
We also prohibit discrimination against any qualified employee or applicant because of a relationship or 
association with a person with a disability. 
 
REQUESTS FOR ACCOMMODATIONS 
1. The applicant or employee with a disability is responsible for informing us that an accommodation is needed 
to enable the applicant or employee to apply for a position or to perform the functions of a job. 
 • We may ask an applicant or employee with a known disability if the applicant or employee needs an 
accommodation. 
 • It is anticipated that the applicant or employee will cooperate fully with us as well as communicate 
openly and honestly to determine whether an accommodation is needed and whether a suggested 
accommodation is reasonable. 
2. When an applicant or employee requests an accommodation, the Pastor and supervisor for the position will: 
 • Analyze the job involved and determine its essential functions. 
 • Consult with the employee or applicant to determine the individual's job-related 
 limitations and how the limitations might be overcome through accommodation. 
 • Identify potential accommodations in consultation with the applicant or employee, 
 including but not limited to asking the applicant or employee’s health care provider to  
 provide information based on the job description at issue, asking the employee to  
 complete an examination with a health care provider of our choice, etc. 
 • Assess the effectiveness of each potential accommodation identified. 
 • Consider the applicant or employee’s preferences and select the accommodation 
 most appropriate for the employer and the applicant or employee. If more than one  
 accommodation is feasible, we will exercise our discretion in selecting which   
 accommodation will be provided. The most readily available, least expensive, and   easiest 
accommodation to implement normally will be selected as long as the    accommodation will 
allow the applicant or employee to perform the essential functions    of the job. 

 • Determine if an accommodation is possible without undue burden to the Church. 
3. The hiring supervisor and the Pastor must approve all accommodations. 
4. Documentation of requests for accommodations, discussions, considerations, approvals, and rejections will 
be kept separate from other employee or applicant information and will be maintained in the Pastor and/or 
Preschool Administrator's office. 
5. Regardless of disability, applicants or employees selected for positions should be the best- qualified person 
with or without reasonable accommodation. Applicants and employees must be qualified for the position and 
must be able to perform the essential functions of the job with or without reasonable accommodation. 
This policy is neither exhaustive nor exclusive. We are committed to taking all actions necessary to ensure 
equal employment opportunity for persons with disabilities in accordance with the ADA and all other applicable 
federal, state, and local laws. 
 
204 ACCESS TO PERSONNEL FILES 
We maintain a personnel file on each employee. Your personnel file includes such information as your job 
application, resume, records of training, documentation of performance appraisals and salary increases, and 
other employment records. 
 
Personnel files are the property of the Church/Preschool Church and/or Preschool and are maintained in the 
office of the Pastor and/or Preschool Administrator. Access to employee personnel files is restricted. Generally, 
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only the Pastor, the Preschool Administrator, Council President and the employee’s supervisor are allowed to 
review an employee’s personnel file. 
 
Medical and other sensitive information is not kept in the employee’s personnel file. 
 
If you want to review your personnel file, you should contact the Pastor or your supervisor. With reasonable 
advance notice, you may review your personnel file in the presence of the Pastor or his designee. You may 
review all documents in your personnel file except reference information, attorney client privileged or attorney 
work product documents, legal claim information, ongoing investigation information or other information the 
Pastor and Council President deem inappropriate for review. 
 
205 PROTECTION OF CHILDREN AND YOUTH 
We are committed to taking reasonable safety measures to protect the physical and emotional welfare of 
children and youth who participate in our ministries. We will follow the stringent guidelines established by the 
Risen Christ Child and Youth Abuse Prevention Program (Adopted 2/14) as well as all requirements of law. 
Sexual abuse and other inappropriate behaviors must not occur. All employees are required to review and 
comply with this policy. 
 
206 INTELLECTUAL PROPERTY RIGHTS OF OTHERS 
During your employment, you will occasionally receive and use the proprietary information of others. You must 
use this proprietary information only in accordance with our agreement with the owner and all applicable laws. 
We honor copyrights and respect the propriety information of others. You should not engage in any 
unauthorized copying or unauthorized use of any propriety information in connection with your employment. 
This prohibition also applies after our employment relationship ends. 
 
207 EMPLOYMENT REFERENCE CHECKS 
It is important that our employees are well qualified for their jobs and have a strong potential to be productive 
and successful. Accordingly, we check each applicant’s employment references and criminal records. The 
Church/Preschool Church reserves the right to ask applicants to provide additional information which might be 
required to obtain a security bond, up to, and inclusive of, examination of a credit report. All employees and 
applicants are required, as a condition of employment, to provide written consent for the reference checks and 
other background investigations that may be required by the Church/Preschool Church. 
 
Additional checks or searches may be conducted for all individuals who work with infants, children, youth or 
young adults. 
 
The Pastor/Preschool Administrator will confirm only an employee’s dates of employment and position(s) held. 
Additional employment data may be released (in our sole discretion) if we receive a written authorization and 
release signed by the individual who is the subject of the inquiry. The Pastor/Preschool Administrator utilizes 
the same policy when responding to all reference or employment inquiries received from other employers or 
organizations. 
 

Employment Compensation Policies 
300 PAYDAYS 
Preschool employees will be paid on the 15th and last day of each month. If a payday falls on a weekend or 
bank holiday, you will be paid by the next business day. 
 
Paychecks will be distributed by the Preschool Administrator, placed in employee folders, sent electronically 
via direct deposit, or mailed via U.S. Mail to an address you have provided to the Preschool Administrator. 
 
Church employees will be paid according to a schedule determined by the employee in consultatuion with the 
church treasurer.   
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301 ADMINISTRATIVE PAY CORRECTIONS 
We take all reasonable steps to ensure that you receive the correct amount of pay in each paycheck and that 
you are paid promptly on the scheduled payday.  In the event there is an error in the amount of your pay, you 
should promptly and professionally bring the discrepancy to the attention of the Preschool Administrator. The 
situation will be evaluated and appropriate corrections will be made as quickly as possible. 
 
302 PAY DEDUCTIONS 
Typical pay deductions may be divided into two categories – deductions required by law and deductions 
authorized in writing by you for your benefit. 
 
The law requires that we make certain deductions from your compensation. Among these are applicable 
federal income taxes; Social Security taxes; and child support payments. 
On rare occasion, we may make a voluntary pay deduction to help you pay off a debt or obligation to the 
Church or Preschool. We will make these deductions only when you have authorized the deduction, named the 
payee, and noted the total amount in writing. 
If you ever have questions about any deductions from your paycheck, please ask your supervisor for 
assistance. Any correction will be made promptly. 
 
303 ENDING THE EMPLOYMENT RELATIONSHIP 
The end of the employment relationship is an inevitable part of personnel activity within any organization. Many 
of the reasons for ending the relationship are routine. Below are examples of some of the most common 
circumstances when employment is discontinued: 
RESIGNATION – the voluntary end of the employment relationship, initiated by the employee. 
DISCHARGE – the involuntary end of the employment relationship, initiated by the employer. 
POSITION ELIMINATION – the involuntary end of the employment relationship, initiated by the employer due 
to the reduction of staff positions or a change in circumstances dictating a lack of need for the position. 
 

Employee Benefits 
 
400 VACATION TIME OFF 
Vacation is not an earned benefit for the Preschool staff.. 
 
When interested in taking time off, please advise your supervisor and when necessary, find a replacement.  In 
addition, indicate the days you will be taking off and who your replacement is on the calendar in the Preschool 
Administrator’s office. 
 
Vacation time is an earned benefit for the church staff and is determined according to their job description.   
 
401 SICK POLICY 
Sick time is not an earned benefit. 
 
When in need of taking time off for sickness please advise your supervisor and find a replacement. All teachers 
will be supplied with a sub list and are expected to utilize this list to find a replacement for their absence. 
 
402 MATERNITY & PATERNITY LEAVE 
Maternity and paternity leave are not earned benefits.  
 
403 WORKERS’ COMPENSATION INSURANCE 
We provide a comprehensive Workers’ Compensation insurance program at no cost to employees. 
 
If you or any individual on our premises or working for us is involved in an accident that results in injury, 
regardless of how insignificant the injury may appear, you must notify your supervisor immediately. You will be 
asked to complete an “Incident Report Form.” It is our responsibility to keep track of workplace safety issues. 
We want to comply with all of the laws applicable to safety issues as well as initiate insurance and Workers' 



 

Employee Handbook I Risen Christ  January, 2016 

Compensation benefits procedures on behalf of an injured person or employee as soon as possible. 
Workplace safety is everyone’s responsibility. 
 
404 JURY DUTY 
We encourage you to fulfill your civic responsibilities by serving Jury Duty when required. Requests for Jury 
Duty must be made in advance. This request, along with a copy of your Jury Duty summon, must be submitted 
to your supervisor. The Church will follow the requirements laid out by New York State on reimbursement of 
pay. 
 

Supervision / Disciplinary Guidelines 
 
500 EMPLOYEE CONDUCT AND WORK RULES 
To ensure orderly operations and provide the best possible work environment, we expect employees to follow 
rules of conduct that further the mission of our Church, glorify God, and protect the interests and safety of our 
Church, congregation, employees, volunteers, and visitors. 
 
It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. We expect 
that each employee will be responsible for his or her own behavior and make smart choices. 
 
In addition, all employees are required to read and sign the “Risen Christ Child and Youth Abuse Prevention 
Program (Adopted 2/14).” 
 
The following are examples of conduct that may result in disciplinary action, up to and including termination of 
employment: 
• Teaching or behaving in a way that is contrary to the beliefs, goals, mission, practices or purposes of the 

Church or the Church’s parent denomination, the Lutheran Church—Missouri Synod. (If you wish to know 
more about specific beliefs of the Church and the Lutheran Church—Missouri Synod, please visit 
https://www.lcms.org/belief-and-practice.)  

• Theft or inappropriate removal or possession of property. 
• Breach of confidentiality, gossip, rumor, or defamation of another’s character. 
• Misrepresentations or the falsification of records or other information (verbal or 
written). 
• Working under the influence of alcohol, illegal drugs, or legal drugs used illegally. 
• Illegal possession, distribution, sale, transfer, or use of illegal drugs in the workplace, 
while on duty or representing the Church/PreschoolPreschool. 
• Verbalized or written threats, fighting, bullying, or threatening behavior. 
• Sexual or other unlawful harassment, unlawful discrimination, or unlawful retaliation. 
• Negligence or improper conduct leading to the damage of property or persons. 
• Insubordination towards the Pastor and/or immediate supervisors, or other 
disrespectful conduct towards others. 
• Unsatisfactory employment performance. 
• Excessive absenteeism or any absence without notice. 
• Misrepresenting the Church/Preschool Preschool or a Church/Preschool Preschool-sponsored event. 
• Conduct that is inconsistent with the individual’s job description and all actions listed in 
this section. 
 
 
501 ATTENDANCE AND PUNCTUALITY 
Your job is very important to our success as a Church/Preschool Preschool. We need you to be present at 
work during your scheduled work hours.  We cannot accomplish our mission or goals without depending on 
each and every employee to carry out their responsibilities. 
 
It is very important that you establish and maintain a good attendance record and you communicate honestly 
and openly with your supervisor about attendance issues. When you are unable to come to work, or when you 

https://www.lcms.org/belief-and-practice
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will arrive late, you must notify your supervisor immediately so that others may be assigned to cover your 
duties. 
 
 
502 PERSONAL APPEARANCE / DRESS CODE 
Your dress, grooming, and personal cleanliness contribute to the morale of all employees and impact the 
image we present to the community. 
 
Business casual attire is to be worn while on duty for Church/Preschool Preschool Events, (Open House, 
Moving Up Day). This type of dress would include: suits, dresses, skirts, dress pants, khaki-type pants, dress 
shoes, blazers, dress shirts, golf shirts, turtle necks and sweaters. During various activities, events, and trips, 
jeans (without holes, splits, dyes, etc.) and shorts of appropriate length are acceptable business casual attire 
for employees. Shirts containing offensive language, short shorts, or tank tops are not considered acceptable 
attire.  Preschool teachers are expected to dress in comfortable clothing that can withstand the tools utilized in 
their positions. 
 
We expect that you have sufficient pride in your work and association with the Preschool to exercise mature 
discretion regarding your appearance and demeanor at all times. When in doubt, you should choose the more 
conservative option. 
 
503 RETURN OF PROPERTY 
You are responsible for all the property, materials, keys, and written information we issued to you as well as 
Church/Preschool Preschool property in your possession or control. 
 
You must return all Preschool property immediately upon request or upon termination of employment. When 
permitted by applicable laws, the Church/Preschool Preschool may withhold from your check or final paycheck 
the cost of any items that are not returned when requested/required. We also may take legal action, when 
deemed appropriate, to recover or protect our property. 
 
504 RESIGNATION 
Resignation is a voluntary act you initiate to end your employment with the Church/Preschool Preschool. 
Although advance notice is not required for you to resign, we ask that you give at least two weeks written 
notice of your resignation. This will help us make a smoother transition and may cause less disruption. 
 
Before you leave employment with us, the Pastor and/or Preschool Administrator may schedule an exit 
interview to discuss your reason for resigning and the impact of your resignation on your benefits. 
 
If you do not provide advance notice as requested, you may be considered ineligible for re-hire. If your 
supervisor, the Pastor, and the Church Council determine that it is in the best interest of the Preschool that you 
be released immediately after you provide notice of your resignation, you will be released from your duties. 
 
505 PROBLEM RESOLUTION 
We are committed to providing the best possible working conditions for our employees. Part of this 
commitment is our encouragement of an open atmosphere where problems, complaints, suggestions, and 
questions receive a timely response from supervisors, the Pastor, the Preschool Administrator, and/or the 
Church Council. 
 
We strive to ensure fair and honest treatment of all employees. All individuals are expected to treat others with 
mutual respect and Christ-like compassion in every instance. You are encouraged to offer positive and 
constructive criticism. 
 
If you disagree with established rules of conduct, policies, or practices, you may express your concern to your 
supervisor or the Pastor. You will not be penalized, formally or informally, for voicing a concern, suggestion, or 
question in a reasonable, business-like manner. 
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We expect that you will attempt to resolve interpersonal problems in the workplace in the most informal manner 
possible. Generally, you should: 
• Speak directly with your co-worker(s) about the problem and/or issue. 
• Present your problem/issue to your supervisor. 
• If your supervisor is unavailable, or you believe it would be inappropriate to contact your supervisor, you may 
present your problem/issue to the Pastor and/or the Preschool Administrator. 
• Your supervisor or the Pastor will respond to your problem and/or issue after interviewing appropriate 
persons, reviewing documents associated with the issue, and consulting with their appropriate team. 
 
Not every problem will be resolved to every person's total and complete satisfaction. Only through 
understanding and open discussion of mutual problems can we develop confidence in each other. This 
confidence is important to the operation of an efficient and harmonious work environment, and helps to ensure 
the fulfillment of the Church’s mission. 
 

Rules and Regulations 
 
600 SAFETY 
In a facility such as ours, it takes a lot of time and effort to provide a safe and healthful work environment for 
our employees, congregation, customers, and visitors. Our success to keep our Church/Preschool church 
and/or preschool hazard-free depends on the alertness and personal commitment of every staff member to 
notice potential problems and dangers and to report them in a timely manner. 
 
601 WORK SCHEDULES 
Our work schedules for employees vary throughout our organization. Your supervisor will advise you of your 
individual work schedule. Staffing needs and operational demands may necessitate variations in your starting 
and ending times, as well as variations in the total hours for which you may be scheduled each day and week. 
  
602 EMERGENCY CLOSINGS/INCLEMENT WEATHER 
At times, emergencies such as severe weather or power failures may disrupt preschool operations. We 
typically follow the closings of the Fairport Central School District, if they close for weather, the Preschool will 
also be closed.  In extreme cases, circumstances may require the immediate closing of our facility. The Pastor 
and/or Preschool Administrator will determine if the work facility should be closed. If ordered to evacuate, you 
must do so immediately and retreat to a designated safe location. The Pastor and/or Preschool Administrator 
will determine when the facilities will reopen and when you should return to your work. 
 
603 COMPUTER AND E-MAIL USAGE 
It is our intent and hope that this policy will minimize the potential risks associated with using our computers 
and connecting to the internet, without unduly limiting the potential benefits offered by speedy access to global 
information. 
 
You are representing the Church/Preschool Church and/or Preschool whenever you are using the Church’s 
and/or Preschool’s e-mail or Internet connection. You are responsible for using our resources in a professional, 
ethical, and lawful manner, and you must exercise good judgment in all e-mail and internet transmissions. We 
will not be responsible for any damages, direct or indirect, arising out of the use of our internet or computer 
resources. 
 

Drug Free Workplace Policy  
 
The Church maintains a firm commitment in providing a safe and healthy work environment for its employees 
and quality services to its clients. The success of this commitment depends largely upon the physical and 
psychological health of our employees. The Church recognizes that substance abuse has an adverse impact 
on employee health and impairs our ability to maintain a safe environment free from the effects of alcohol and 
illegal drugs. The Church and its employees, working together, can establish and maintain a work environment 
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free from illegal drug usage, the effects of drug and alcohol abuse, and together firmly take the position of 
"NOT IN OUR COMPANY".  
A. Reporting to work or performing work for the Church/Preschool Church or Preschool while impaired by or 
under the influence of illegal drugs or alcohol is prohibited, and is just cause for termination of employment. For 
the purpose of this policy, an employee is presumed to be under the influence of drugs or alcohol if a urine 
and/or blood test shows a forensically acceptable positive quantum of proof of drug and/or alcohol usage. 
B. Employees are responsible for promptly reporting to their supervisor the use of prescribed medication, 
which may affect judgment, performance or behavior, and any temporary job task limitations recommended by 
the treating physician. 
C. The illegal use, possession, dispensation, distribution, manufacture or sale of a controlled substance or 
alcohol by an employee at the worksite, during work hours, or while the employee is on duty, official company 
business or stand-by duty is prohibited. Employees found in violation of this prohibition will be subject to 
termination. To ensure illegal drugs and alcohol do not enter or affect the workplace, the Church reserves the 
right to search all vehicles, containers, or other items on the Church’s property in furtherance of this policy. 
Individuals may be requested to display personal property for visual inspection upon the Church’s request. 
Searches will be conducted only when the Church has reason to believe that the employee has violated any of 
the above situations. 
D. Employees are required to notify their immediate supervisor within five (5) days of any criminal drug statute 
conviction where such conviction was due to an occurrence at the worksite, during work hours, or while on 
duty, official business or stand-by duty. Failure to report a drug or alcohol related conviction involving the 
workplace within five (5) days will result in disciplinary action, up to and including termination. 
E. Employees are encouraged to voluntarily seek rehabilitative treatment. Names, addresses and telephone 
numbers of various treatment facilities located within the Monroe County can be found at 
http://www2.monroecounty.gov/mh-index.php  It is the responsibility of each employee to seek assistance 
before substance abuse problems lead to disciplinary action. Once a violation of this policy occurs, 
subsequently seeking treatment on a voluntary basis will not necessarily lessen disciplinary action and may, in 
fact, have no bearing on the determination of appropriate disciplinary action. The employee's decision to seek 
assistance prior to a known violation of this policy will not be used as the basis for disciplinary action and will 
not be used against the employee in any disciplinary proceeding. Payment of all treatment services shall be 
the responsibility of the employee. Such employees may be granted leave with a conditional return to work 
depending on a successful completion of the agreed upon appropriate treatment regimen and availability of a 
job position. Such employees shall be subject to unannounced follow-up substance abuse testing. If follow-up 
drug or alcohol testing reveals substance abuse, the employee will be terminated from employment. 

http://www2.monroecounty.gov/mh-index.php

