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Introduction 

Welcome 
A warm and sincere welcome to Trinity Lutheran Church, Academy and Early Childhood Academy 

(hereafter "Trinity"). 

We hope that your employment here will be both challenging and personally rewarding.   We also hope 

that this handbook will help you become better acquainted with our policies and benefit plans. 
 

Should you have any questions concerning this handbook or problems with your employment or benefits, 

please discuss them with your supervisor or Human Resources representative. 

This handbook replaces all previous handbooks, and supersedes all earlier oral and written materials about 
the church policies and procedures. Trinity reserves the right to change, add or delete benefits and policies 
as necessary without prior notice.  Staff at the Academy and Early Childhood Academy are also required 
to adhere to the Trinity Academy Staff Manual or Trinity Early Childhood Academy Staff Manual 
respectively. 

 
About this Employee Handbook 

This Employee Handbook describes important information about Trinity and you should consult your 

supervisor or Human Resources representative regarding any questions not answered or policies not 

clearly understood in this handbook. 

 

Since the information, policies and benefits described here are necessarily subject to change, revisions to 

this handbook will occur, except to Trinity's policy of employment at will. You will be provided with 

these updates and it is your responsibility to keep this handbook current. This handbook is not a contract 

of employment and needs to be returned upon separation of employment. 

 

Trinity Lutheran Church’s Board of Directors has reviewed and approved the material in this handbook. 
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Employment at Will 
All Trinity employees (except those who are considered ‘called’ employees as defined by the Lutheran 

Church Missouri Synod) are “at will”, which means they may be terminated at any time and for any 

reason other than those reasons prohibited by state or federal law, with or without advance notice. 

Employees enter into an employment relationship with Trinity voluntarily and are also free to quit at any 

time unless stipulated in their contract. Any employment relationship other than that must be set out in 

writing and signed by the President of the congregation. 

 

 

Equal Opportunity Policy 
Trinity provides equal opportunity to all qualified employees and applicants without regard to race, 

color, sex, national origin, age, disability or genetics. This policy applies to all aspects of the employment 

relationship – including recruitment, hiring, compensation, promotion, transfer, disciplinary action, 

layoff, return from layoff, training, and social and recreational programs. Notwithstanding the foregoing, 

Trinity reserves the right to ensure that its religious teachings and beliefs are observed at all times. 
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General Employment Matters 

Employee Classifications 

Full-time employees are those who are regularly scheduled to work 40 hours per week. 

 
Part-time employees are those who are regularly scheduled to work fewer than 40 hours per week. 

 

Seasonal or temporary employees are those who are hired for a specific period of time or duty, such as 

summer help, maternity leave coverage, etc. A temporary position is defined as lasting five or fewer 

consecutive months. 
 

Nonexempt employees receive time and a half for any hours worked in excess of forty hours per week 

under the provisions of the Fair Labor Standards Act. All employees should assume they are nonexempt 

unless informed otherwise by their supervisor or Human Resources representative. 

Exempt employees are those who are exempt from the overtime provisions of the Fair Labor Standards 

Act. Exempt employees will be notified of this status prior to starting employment in such a position. 

 

Employee Records and Information 

A personnel file generally contains an employee's employment application, withholding forms, 

emergency contact information and any performance appraisals, benefits data and other appropriate 

employment-related documents. 

 
It is your responsibility to notify the Human Resources representative of any changes in name, address, 

telephone number, marital status, number of dependents, military service status, beneficiaries or persons 

to notify in case of an emergency in a timely manner. See page 4 for a sample of this form. Changes are 

made once received by the HR representative and a copy is placed in your personnel file. 

 
Changes to your work hours, job duties, compensation, or employment status are placed on an Employee 

Employment Change form completed by your supervisor and submitted to the Human Resources 

representative and a copy is placed in your personnel file. 

 
You may be dismissed for misrepresenting any fact on your application or any other work documents in 
your personnel file. 

 

Personnel records are considered church property. You may review and make copies of your records in 

the Human Resources representative's office after giving adequate notice. You may also insert written 

rebuttals to information with which you disagree. 
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Employee Personal Information Change Form 

 

Employee Name:    
 

CHANGE OF ADDRESS/PHONE NUMBER Effective Date:   
 

New Information:_   
 

 

 

 

 
 

CHANGE OF EMERGENCY CONTACT INFORMATION 
 

Name:   _ Relationship:_   

Home Phone:  Work/Cell Phone:    

 
 

Name:_   Relationship:_  

Home Phone:_  Work/Cell Phone:    

 

NAME CHANGE 
 
 

New Name:_    

Reason:_  _(Please provide court documentation) 

 

For changes regarding Dependents, Beneficiaries, Benefit plans enrollment, or payroll 
deductions, please see the Human Resources representative for appropriate forms. 
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Reference/Background Checks 
Trinity conducts reference and background checks on all new employees. Employees or applicants who 

have falsified information on their employment applications will be disciplined, up to and including 

withdrawal of job offer or termination. 

 

Attendance & Punctuality 
Every employee is expected to attend work regularly and to report to work on time. 

 

If you are unable to report to work on time for any reason, telephone your supervisor as far in advance 

as possible. If you do not call in an absence in advance, it will be considered unexcused. 
 

Unsatisfactory attendance, including reporting late or quitting early, may be cause for disciplinary action, 

including discharge. 

 
To ensure proper accounting of unpaid time off and Paid Time off, maintain appropriate staff levels and 

to create structure regarding time out of the office, an Absence from the Office form is required two 

weeks prior to a planned absence. This does not apply to unanticipated absences or emergencies, 

although a form must be completed to account for the time off and reason of absence. Your supervisor 

must approve your request and will then forward the form to the Human Resources representative, to 

have the time recorded in your PTO file. If the supervisor deems the time off will interfere with 

organizational operations, they may indicate so by checking the 'denied' box on the form and returning 

the form to the employee, explaining in person the reason for their decision, and discussing when it 

would be a more appropriate time to be out of the office. 
 

See a sample of the Absence from the Office form on page 6. 

 

Transfers & Relocation 
To meet business needs, Trinity may occasionally need to transfer employees to a different department, 

shift or location. Contact your supervisor or Human Resources representative for help or information 

about transfers. 

 
Trinity employees are eligible to apply for any open position within Trinity. All open positions will be 

posted internally and externally. Any employee applying for an open position will be required to 

complete the same application and interview process as outside applicants. Final candidate selection will 

be based on the applicant’s qualifications for the position. 

 

Notice of Resignation 
Employment with Trinity is at will and may be terminated with or without cause or notice. Similarly, 

employees are free to resign at any time. If an employee resigns, Trinity requests a minimum of two 

weeks written notice. If notice is not given, any accrued but unused paid time off is forfeited.  All work 

product, including intellectual even if created by employee during employment, is property of Trinity 

and shall be turned into the employer at the end of employment.  
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Inclement Weather 
We realize that bad weather or hazardous commuting conditions may occasionally make it impossible 

for employees to report to work on time. 
 

However, you are expected to make a diligent effort to report to work when conditions have improved. 

If you determine that you are unable to report to work because of the conditions, inform your supervisor 

as soon as possible. Your absence will be charged to paid time off. 
 

If it becomes necessary to close the office due to weather or other emergency, every effort will be made 

to notify employees. If there is a question as to whether the office will be open, call your place of work. 

If there is no answer within one hour after the normal start time, assume the office is closed. 

 
All nonexempt employees will receive two paid days per calendar year for emergency closures. If there 

are more than two closings within a calendar year, employees have the option of using, but are not 

required to use, PTO for those days. Pay for emergency closure days will be based on the employee’s 

average scheduled hours per day for a five day work week. There will be no compensation for 

emergency closure days unused at year end. 

 

 

Performance Evaluations 
Performance reviews will be conducted to provide both supervisors and employees with the opportunity 

to discuss job tasks, identify and correct weaknesses, encourage and recognize strengths, and discuss 

positive, purposeful approaches for meeting goals. 
 

Supervisors and employees are strongly encouraged to discuss job performance and goals informally 

any time. 
 

Trinity conducts performance reviews annually or biannually for each employee. 
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Compensation and Work Schedule 

 
Work Hours 

 
Our work week begins Sunday morning, 12:00 am and ends Saturday evening; 11:59 pm. Typical hours 

for office staff are Monday through Friday from 8 a.m. to 4:30 p.m. Your supervisor may establish 

alternative hours. 

 

 

Pay Schedule 
Employees will be paid on the 15th and last day of the month. If the regular payday falls on a holiday, 

payday will be the last regular workday before the holiday. If the regular payday falls on a Saturday or 

Sunday, payday will be the preceding Friday. 

 

 

General Pay Information 
Trinity pays all employees through direct deposit. Employees complete a Direct Deposit authorization 

form when hired. If this information changes, it is the employee’s responsibility to complete a new 

Direct Deposit authorization, one week prior to the next payroll date. See your Human Resources 

representative for this form. 
 

Certain deductions will be made in accordance with federal and state laws. In addition, Trinity makes 

available certain voluntary deductions as part of Trinity’s benefits program. If an employee elects 

supplemental coverage through one of these benefits plans, which requires employee contributions, the 

employee's share of the cost will be deducted from his or her check each pay period. If the employee is 

not receiving a payroll check due to illness, injury, or leave of absence, he or she will be required to pay 

the monthly cost directly to Trinity. 

 

 

Overtime 
Because of the nature of work, employees may be asked to work overtime on weekends or holidays or 

additional hours during the regular workday and are expected to comply with such requests. Overtime 

compensation is paid to all nonexempt employees at one and one-half times their straight time rate for 

all hours worked in excess of 40 hours per week. 
 

If you are nonexempt, you must receive authorization from your supervisor before working 

overtime. After you have worked overtime, you must enter it on a timesheet no later than the day 

after it is worked. 

Overtime pay is based on actual hours worked. Time taken for lunch or dinner is not included as time 

worked for purposes of computing overtime. Time off on holidays, sick leave, vacation leave, personal 

leave, or any leave of absence will not be factored in as hours worked when calculating overtime. 
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Time Records 

Your supervisor will instruct you about how to account for and record the time you spend working. 

Failing to record work time or filling out another person's timesheet are both violations of Trinity’s 

policy and may result in discipline. For payroll purposes, employees who don’t use a time clock for 

attendance, time is rounded to the nearest one-quarter of an hour. 

 

 

Travel & Expenses 
 

Employees will be reimbursed for all reasonable and necessary expenses they incur while traveling on 

Trinity business. Use your discretion, and try to keep costs low. 
 

You must record all travel and business activities on the Trinity's Expense Report Form and submit it to 

your supervisor or the Trinity accountant for approval. If business travel requires you to be out of the 

office for an extended period, your report must cover no less than one week and no more than one month 

of expenses. 
 

All Expense Report Forms should be submitted to the supervisor within five business days after 

returning to the office. 
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Rules of Conduct 

Harassment and Discrimination Policy 
Trinity strives to maintain an environment free from discrimination and harassment, where employees 

treat each other with respect, dignity and courtesy. 
 

This policy applies to all phases of employment—including but not limited to recruiting, testing, hiring, 

promoting, demoting, transferring, laying-off, terminating, paying, granting benefits and training. 

 
Prohibited Behavior 

We will not tolerate any conduct or comments that fail to respect the dignity or feelings of the individual. 

Discriminatory conduct or conduct characterized as harassment as defined below is prohibited. 
 

In general, slurs and other verbal or physical conduct relating to sex, ethnicity, race, color, creed, 

religion, national origin, age, disability, genetics, marital status, sexual orientation, military service 

status, arrest or conviction record or any other protected classification constitute harassment when they 

unreasonably interfere with a person's work performance or create an intimidating work environment. 
 

Sexually harassing behavior in particular includes all of these prohibited actions as well as other 

unwelcome conduct such as: sexual advances, requests for sexual favors or other verbal or physical 

conduct of a sexual nature. Such conduct may constitute sexual harassment when it: 
 

• Is made an explicit or implicit condition of employment 

• Is used as the basis for employment decisions 

• Unreasonably interferes with an individual's work performance, or 

• Creates an intimidating, hostile or offensive working environment. 
 

The types of conduct covered by this policy include: demands or subtle pressure for sexual favors 

accompanied by a promise of favorable job treatment or a threat concerning employment. 
 

Specifically, it includes sexual behavior such as: 

• Repeated sexual flirtations, advances or propositions 

• Continued and repeated verbal abuse of a sexual nature, sexually related comments and 

joking, graphic or degrading comments about an employee's appearance or displaying 

sexually suggestive objects or pictures including cartoons and vulgar e-mail messages, and 

• Any uninvited physical contact or touching, such as patting, pinching or repeated brushing 

against another's body. 

 

Such conduct may constitute sexual harassment regardless of whether the conduct is by members of 

management, staff, suppliers, or members of the public engaged in church business, regardless of 

gender. 
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Complaint Procedure and Investigation 

Any employee who witnesses or is victim of an incident of unlawful harassment or discrimination 

should promptly report the matter to the Human Resources representative. In the event you reasonably 

believe that it would be inappropriate to report to the Human Resources representative, contact the 

President of the Board of Directors. 
 

Trinity will conduct a prompt investigation as confidentially as possible under the circumstances. If a 

Trinity employee or volunteer is found to have engaged in such wrongful behavior, they will be subject 

to appropriate discipline, which may include termination. 
 

No Retaliation 

Employees who raise concerns and make reports in good faith can do so without fear of reprisal; at the 

same time, employees have an obligation to cooperate with Trinity in enforcing this policy and 

investigating and remedying complaints. In addition, Trinity will not tolerate retaliation against any 

employee who, in good faith, cooperates in investigating a complaint. Anyone who engages in such 

retaliatory behavior will be subject to appropriate discipline, up to and including termination. 
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Substance Abuse Policy 

 
Trinity is committed to providing a drug free environment. Not only can the use and/or abuse of drugs 

and alcohol jeopardize the health, safety and well-being of the individual user and other co-workers, but 

it also results in absenteeism and productivity concerns, higher workers compensation costs and 

health/disability premiums, and endangers the safety of the general public and invitees to our facility. 
 

Since our employees are our most valuable resources, and the safety of our employees and the public 

are important to us, we have developed a substance abuse policy to help us contribute to the solution of 

this very difficult health and social problem. Our policy is intended to accurately detect and deter the 

use and abuse of drugs and alcohol in our workplace, while respecting the dignity and privacy of all of 

our employees. 
 

This policy takes into account the policies of the Drug Free Workplace Act of 1988, and the drug testing 

guidelines published by the U.S. Department of Health and Human Services and/or the U.S. Department 

of Transportation. Those provisions establish reasonable guidelines to ensure that the legitimate needs 

of the employees are balanced properly against our concerns of protecting the workplace and our 

employees. 
 

Therefore, it is the policy of Trinity that the possession, sale, or use of illegal drugs is not consistent 

with our needs to operate in a safe and efficient manner. For that reason, no employee may use, sell, or 

possess unlawful drugs, i.e., any substance found on the list of controlled substances issued by the Food 

and Drug Administration now or in the future, at any time while on Trinity property or in the 

performance of Trinity business, wherever that may be. This policy prohibits employees from the use 

of any drug or other substance that impairs his/her performance of duties on the job. Employees are also 

prohibited from using or possessing alcoholic beverages during working hours and/or being under the 

influence of alcohol while at work or on Trinity time. 

 

You are prohibited from bringing prescription drugs onto Trinity property, unless a licensed physician 

has prescribed the drugs for your use. In instances where any employee holds a position considered to 

be safety sensitive, the employee must notify his/her supervisor of the use of any prescription drugs 

which could impair the individual's ability to perform the job safely and effectively. In some 

circumstances, it may be necessary to obtain assurance in the form of a statement from the prescribing 

physician. 
 

An employee who is convicted of a crime involving the violation of any federal or non-federal statute 

prohibiting the manufacture, sale, distribution, possession or use of controlled substances in the work 

place must notify the Human Resources representative within five (5) days after such conviction. 
 

Employees may be requested to submit to a drug test, if there is reasonable suspicion of violation of this 

policy. Refusals will generally result in termination of employment. Violations of the Substance Abuse 

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. Please refer to Appendix A for our drug-testing policy and 

procedures. 
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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 

program. Leave may be granted if the employee agrees to abstain from the use of the problem 

substance, abides by all company policies, rules, and prohibitions relating to conduct in the workplace, 

and if granting the leave will not cause Trinity undue hardship. 
 

Employees with questions on this policy or issues related to drug and alcohol use in the workplace 

should raise their concerns with their supervisor or the Human Resources representative without fear 

of reprisal. 

 

Searches 

Trinity may conduct searches for illegal drugs or alcohol on church facilities or worksites without prior 

notice. Such searches may be conducted at any time. Employees are expected to cooperate fully. 
 

Searches of employees and their personal property may be conducted when there is reasonable 

suspicion to believe that the employee has violated this policy or when circumstances or workplace 

conditions justify such a search. 
 

An employee's consent to a search is required as a condition of employment and the employee's refusal 

to consent may result in disciplinary action, including termination. 
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Conduct Standards & Discipline 

All employees are considered at will and may be terminated at any time with or without notice. Trinity 

expects every employee to adhere to the highest standards of job performance and of personal conduct—

including individual involvement with church personnel and outside business contacts. 
 

We reserve the right to discipline or discharge any employee for violating any church policy, practice 

or rule of conduct. The following list is intended to give you notice of our expectations and standards. 

However, it does not include every type of unacceptable behavior. Be aware that Trinity retains the 

discretion to determine the nature and extent of any discipline up to and including termination, based 

upon the circumstances of each individual case. 
 

Employees may be disciplined or terminated for poor job performance, including but not limited to: 

• unsatisfactory quality or quantity of work 

• repeated unexcused absences or lateness 

• failing to follow instructions or church procedures, or 

• failing to follow established safety regulations. 

 

Employees may also be disciplined or terminated for misconduct, including: 

• falsifying an employment application or any other church records or document 

• failing to record working time accurately or recording a co-worker's timesheet 

• insubordination or other refusal to perform 

• using vulgar, profane or obscene language including any communication or action that violates 

our policy against employment harassment and other discrimination 

• disorderly conduct, fighting, or other acts of violence 

• misusing, destroying or stealing church property or another person's property 

• possessing, entering with or using illegal weapons on church property 

• possessing, selling, using or reporting to work under the influence of alcohol, controlled 

substances (see page 13) or illegal drugs on church property or on church time. 

• violating conflict of interest rules 

• disclosing or using confidential or proprietary information without authorization 

• violating the church's computer or software use policies, and 

• being convicted of a crime, the circumstances of which substantially relate to your job, or 

threaten the church or its employees in any way. 

• Failing to comply with the Honorable Conduct or social media policy.  
 

Progressive Discipline 
 

Trinity believes in coaching employees when problems arise, as an alternative to immediate discharge. 

Oral and written warnings prior to discharge may be administered as appropriate under the 

circumstances. There may be instances, however, where immediate discharge is warranted. Trinity 

reserves the right to use any or no form of progressive discipline prior to termination, depending on the 

individual circumstances. 
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Public Expression 
 

Information that pertains to Trinity's business, including all nonpublic information concerning the 

church, Academy, employee contracts, internal negotiations, policies or procedures, is strictly 

confidential and must not be shared with people who are not employed by Trinity. 
 

Employees are not authorized to make public statements on behalf of Trinity. 

 
 

Company Equipment and Vehicles 
 

When using Trinity property, including computer equipment or hardware, exercise care, perform required 

maintenance and follow all operating instructions, safety standards and guidelines. 

 

Notify your supervisor if any equipment or machines appear to be damaged, defective, or in need of repair. 

This prompt reporting could prevent the equipment's deterioration and could also help prevent injury to 

you or others. Should you have questions about the maintenance and care of any workplace equipment, 

ask your supervisor. 

 
If you use or operate equipment improperly, carelessly, negligently or unsafely, you may be disciplined 

or even discharged. In addition, you may be held financially responsible for any loss to Trinity because of 

such mistreatment. 

 
Only employees over the age of twenty-five may drive vehicles belonging to Trinity. Before driving a 

Trinity vehicle, an employee must be approved by Trinity's insurance provider. This will require a motor 

vehicle department check of your driving record. 

 
Company Property 

 
Please keep our work area neat and clean and use normal care in handling church property. Report any 

broken or damaged equipment to your supervisor at once so that proper repairs can be made. 

 
You may not use any church property for personal purposes or remove any church property from the 

premises without prior permission from your supervisor or the Business Administrator. 

 
Smoking Policy 

 
Smoking is prohibited inside and on Trinity facilities and property. All employees, members and other 

visitors are expected to comply with this policy. 

 
Should you have a question, complaint or dispute about smoking in the work place, contact the Human 

Resources representative. 
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Ethical and Legal Business Practices 
 

Trinity expects the highest standard of ethical conduct and fair dealing from each employee, director, 

volunteer, and all others associated with the church. Our reputation is a valuable asset—and we must 

continually earn the trust, confidence and respect of our suppliers, our members, and our community. 

This policy provides general guidance on the ethical principles that we all must follow. However, no 

guideline can anticipate all situations. You should also be guided by basic honesty and good judgment, 

and be sensitive to others' perceptions and interpretations. 

 

If you have any questions about this policy, consult your supervisor. 

 

You are expected to disclose promptly to the management of the church anything that may violate this 

policy. We will not tolerate retaliation or retribution against anyone who brings violations to 

management's attention. 

 

Complying With Laws and Regulations 

All our activities are to be conducted in compliance with the letter and spirit of all laws and regulations. 

You are charged with the responsibility of understanding the applicable laws, recognizing potential 

danger and knowing when to seek legal advice. 

 

Giving and Receiving Gifts 

You may not give or receive any money or any gift to or from suppliers, government officials or other 

organizations. Exceptions may be made for gifts that are customary and lawful, are of nominal value, 

and are authorized in advance. 

 

You may accept meals and refreshments if they are infrequent, of nominal value and in connection with 

business discussions. 

 

If you do receive a gift or other benefit of more than nominal value, report it promptly to a member of 

management. It will be returned or donated to a suitable charity. 

 

Social Media Policy and Guidelines 

 

Trinity generally views creating or contributing to personal websites, blogs, social networks, message 

boards, virtual worlds, and other kinds of social media positively. We recognize the desire of many of 

our employees to participate in online community and encourage this form of network and idea 

exchange. 

 

As an employee of Trinity Lutheran Church, you may be seen by our members, attendees, and outside 

parties as a representative of our organization.  This means that while you may view your online 

presence as a personal project, many readers will associate you and the views you express with us.  In 

light of that, we ask that you observe the guidelines outlined below.   

 

Remember that what you write is public and will remain public for a very long time.  You should always 

assume that it will be read by your boss, your co-workers, church attendees, church leaders, your 

parents, your children, your spouse, and the attorney for the person who doesn’t like you.  Ask yourself 
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if you are comfortable with all of these people reading or seeing what you plan to post.   

 

Be careful that what you write would not impair your ability to work with other staff, lead your students, 

speak with credibility to church leadership or represent us in the community. Be aware that personal 

updates on personal social sites made during working hours – such as on a mobile device – may convey 

the perception of inappropriate behavior. 

 

Be respectful. Trinity Lutheran Church is a thoughtful and prayerful community that encourages free 

expression and values civil debate.  If you disagree with others, do so with civility and in a way that 

honors others and honors God.  Respect your audience, express your views with appropriate language, 

and be respectful of the Church and its teachings. Trinity Academy and childcare will not tolerate social 

media comments, photos or posts that are in any way disparaging of Trinity or Trinity Lutheran Church 

or its teachings. 

 

Choose your topics wisely.  There are some ideas that are best discussed in a personal conversation 

rather than a public forum.  These might include political views and the church’s stance or policy on 

certain topics.   

 

Privacy.  All users of social media within the Trinity Lutheran Church community should take care to 

safeguard the privacy interests of other staff, students and church leadership.  In particular, personal 

information (that is, information that can reasonable identify a particular person, including name, phone 

number, address or email address) should not be disclosed without the prior written consent of the 

person identified.  In cases where a user has consented to the publication of such information, 

appropriate privacy settings and levels should be utilized.   

 

Children.  Because of the privacy rights of the children at Trinity Academy and Early Childhood 

Academy, we are held to a higher standard of responsibly.  Caution should be used when posting 

pictures of students even on a personal social media forum to ensure that their privacy is protected. 

Photos of students should not be posted by employees either publicly or privately without the prior 

consent of a parent or legal guardian of the student. 

 

Things to remember. As a church employee, we are under a microscope.  A bad social media misstep 

can result in front page news or the loss of a job.  Conduct or language that would be unacceptable in 

another forum is similarly unacceptable on personal media sites. For example, divulging confidential 

information, or using derogatory language based on a person’s race, gender or other protected status 

that would be unacceptable in person, is similarly unacceptable on personal social media sites.   

 

Employee Privacy and Other Confidential Information 
 

Trinity collects only personal information about employees that relates to their employment. Only 

people with a business-related need to know are given access to this information and the Human 

Resources representative must authorize any release of the information to others. Personal information-

other than that required to verify employment or to satisfy legitimate investigatory or legal requirements 

-will be released outside the church only with employee approval. 

 

If you have access to any confidential information, including private employee information, you are 

responsible for acting with integrity. Unauthorized disclosure or inappropriate use of confidential 

information will not be tolerated. 



Trinity Lutheran Church  

April 2018 Page 18 

 

 

Trinity Staff Counseling 
 

To protect Trinity from liability issues and protect individual staff members from being placed in 

uncomfortable/inappropriate situations, the following guidelines have been established for what 

counseling services can and cannot be provided by staff to other staff. 

 
Trinity employs Pastors and others who are qualified to and as part of their job, provide counseling, 

personal and spiritual in nature to individuals. A staff member may consult with one of these pastoral 

counselors on staff for guidance on a personal issue, providing it is a one-time consult and the issue is 

discussed outside of the staff person’s working hours. If the issue requires more than one consult, the 

pastoral counselor on staff must refer the staff member to an outside (non-Trinity) counselor for further 

conversation. 

 

This policy does not apply to pre-marital counseling, unless the pastor feels there is a conflict and wishes 

to invite a third party. 

 

Dress Policy 

Appropriate business/business casual office attire is required. Suppliers, members and families visit 

our facilities and we wish to put forth an image that reflects the beliefs of Trinity Lutheran. Be guided by 

common sense and good taste. Specific standards for certain departments (i.e., Academy, Early 

Childhood) are required. 

 

Clothing that reveals too much cleavage, your back, your chest, your feet, your stomach or your 

underwear is not appropriate. Clothing should be pressed and never wrinkled. Shoes are required at all 

times (appropriate fashion boots are acceptable). 

 

Torn, dirty, or frayed clothing is unacceptable. All seams must be finished. Any clothing that has words, 

terms, or pictures that may be offensive to other employees is unacceptable. Clothing that has the Trinity 

logo is encouraged. 

 

Management can declare certain dress down days. On these days, jeans and other more casual clothing, 

although never clothing potentially offensive to others or scary for children, are allowed. 

 

Unsatisfactory compliance with this policy may be cause for disciplinary action, including discharge. 

 

 

Hiring Relatives 

Because of the potential for difficulty in working relationships, it is Trinity's policy that individuals 

employed by Trinity may not hire nor supervise their relatives. 
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Dating in the Work Place 
 

Dating among coworkers is strongly discouraged. Such relationships can create the impression of 

impropriety in terms and conditions of employment and can interfere with productivity and the overall 

work environment. 

 
If you are unsure of the appropriateness of an interaction with another employee of Trinity, contact the 

Human Resources representative for guidance. If you are encouraged or pressured to become involved 

with a client or employee in a way that makes you feel uncomfortable and is unwelcome, you should 

also notify your supervisor or the Human Resources representative immediately. 

 

Grievances 
 

Employees are encouraged to bring concerns, problems and grievances to management's attention. You 

are also obligated to report any wrongdoing of which you become aware to your supervisor or the 

Human Resources representative. 

 
Workplace Solicitation 

 
To promote a professional and collegial workplace, prevent disruptions in business or interference with 

work and to avoid personal inconvenience, Trinity has adopted rules about soliciting for any cause and 

distributing literature of any kind in the workplace. 
 

Employees may not solicit on Trinity property or use church facilities-such as e-mail, voicemail or 

bulletin board-during working time for solicitation. This policy applies to collecting funds, requesting 

contributions, selling merchandise, gathering employee signatures and promoting membership in clubs 

or organizations. 
 

Working time means time during which employees are expected to be actively engaged in their assigned 

work; it does not include scheduled meal or break periods. 
 

You may solicit another employee only if both you and the other employee are not on working time. 

You may distribute literature only in nonworking areas and while not on working time—to other 

employees who are not on working time. 

 

Non-employees may not make solicitations or distribute literature at any time. 

 

Trinity may grant limited exemptions from these rules for charitable purposes at our discretion. 
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Church Communications & Technology 

Trinity regulates employees' use of its electronic data and communications system, including 

telephones, voicemail, e-mail, and other electronic communication and data storage systems. 

 

Only Trinity owned and managed electronic devices are allowed access to the network unless approved 

by the administration of the church or academy. 

 

Staff may have personal or Trinity owned flash drives or mobile electronic devices. These devices may 

contain job related documents or pictures of a non-confidential nature. No student or employee data will 

be allowed to be stored on the flash drives or personal electronic devices or transmitted to an employee’s 

home computer, or stored in a personal cloud account. 

 
Employees may use Trinity's computer and communications systems for Trinity business only during 

work time and may not disclose individual passwords to others within or outside the church. All 

messages, whether voice or e-mail, are church records, and Trinity reserves the right to access and 

disclose all messages sent over or stored in its electronic systems. Please remember that you are being 

paid to perform your duties, not receive, review, or send personal email, text messages or phone calls. 

Misusing these systems, including accessing or transmitting church data without authority, disclosing 

confidential or proprietary information, using profane, harassing or other offensive language, excessive 

personal use or other inappropriate uses, may result in discipline, including discharge. 
 

Personal use of cell phones shall be done during breaks or lunch. On occasion, when necessary, a call 

during working hours must not interfere with an employee's job responsibilities, and the cell phone must 

be put in a mode that will not be disruptive to others. Those employees in direct supervision of children 

may not use their cell phones while working, period. 

 

 

Bulletin Boards 
 

Check all the bulletin boards regularly to obtain important information about church events and policies. 

Only Trinity employees should use church bulletin boards. Management must approve all postings. See 

the church administrative assistant to obtain approval for a bulletin board posting. 

 

 

Communication with Press or Media 
 

Media inquiries in relation to Trinity must be handled in accordance with the following guidelines. 

Inquiries regarding a specific transaction should be referred to the individual or individuals in charge of 

the matter or ministry area; if they are not available, then to a Pastor. This policy covers all forms of 

responses to the media—including "off the record" and anonymous statements. 
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Software Policy 

Trinity regulates employees' use of its computer software. 

 

You may not duplicate any licensed software or related documentation for use, either on business 

premises or elsewhere, unless expressly authorized to do so by written agreement with the licensor. You 

may not provide licensed software to anyone outside the church. 
 

All software that Trinity acquires must be purchased through our Information Technology consultant. 

Questions regarding such purchases should be directed to Trinity’s Business Administrator. Upon 

delivery, all software must be registered properly and installed by the IT consultant. You may not load 

personal software on Trinity computers. 



Trinity Lutheran Church  

April 2018 Page 22 

 

 

 

Employee Benefits 
Trinity employees are entitled to a wide range of benefits. A number of the benefit programs, such as 

Social Security and workers' compensation cover all employees as required by law. 
 

Eligibility for most benefits depends upon a variety of factors, including employee classification. The 

Human Resources representative can identify the programs for which you are eligible. You can find the 

details of many of these programs in separate written and on-line summaries. For more information, 

contact the Human Resources representative. 

 

Employees scheduled to work fewer than 20 hours per week, and/or scheduled to work fewer than five 

consecutive months are not eligible for benefits. 

 

Please be aware that Trinity employees are not covered by State Unemployment Insurance. 

 

Workers' Compensation 
 

Trinity provides insurance to compensate for any illness or injury an employee might suffer in the course 

of work. If you are injured on church premises or while traveling on official church business, get medical 

attention at once. 
 

You must report the details of any injury or illness thought to be work-related to your supervisor 

immediately. You must complete a report for every injury, no matter how minor, in order to be eligible 

for any compensation to which you may be entitled. 

 
 

Severance Pay 

In the case of a layoff, employees will be paid the equivalent two weeks of regular earnings. For hourly 

staff, the number of hours is determined by averaging the last four weeks worked and obtaining an 

average number of hours per week, multiplied by two. Employees will also be paid for any accrued PTO 

hours remaining at termination, up to a maximum of 25 days. 

 

 

COBRA 
 

If you are terminated for any reason other than gross misconduct or otherwise leave Trinity and have 

been continuously covered by Trinity's group health insurance plan, you and your dependents may have 

the right to continue or convert coverage as set forth in the rules of the plan.  You should receive written 

notification of your right to continue coverage from Concordia Plan Services. Should you have questions 

about this coverage contact the Human Resources representative. 
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Academy Staff Benefit Coverage 
 

Occasionally, a teacher who completes their student contact hours at the end of the school year in June 

decides not to return to Trinity in the fall. Instead of continuing to pay the individual after they have left 

their position, at the time of the final payroll that the individual will be present for, Trinity will do a 

onetime full payout of owed salary to the individual. They will receive a lump sum (all appropriate taxes 

deducted) payroll check for the remainder of their salary still owed. Regarding health/dental benefits, 

the employee will receive COBRA information directly from Concordia Plan Services. Trinity will pay 

in one lump sum, the premium for health/dental benefits for the remainder of the contract period, payable 

to the employee. 

 

 

Employee Tuition Discount 

 
This policy is for all Trinity staff, full-time and part-time. Please note that the discounts stated below 

are for full-time staff. Individuals employed part time for a minimum of 20 hours per week are eligible 

for pro-rated discounts based on average weekly scheduled work hours as stated in the employment 

letter, agreement or contract. * 

 

 

Childcare 50% discount on Early Childhood Academy, Wrap-Around care (Preschool students), 

Extended Day care (K-8 Students) tuition, and Summer childcare programs, no discount 

on other fees including registration 
 

Pre-School 50% tuition discount, no discount on other fees including registration K-8 50% tuition 

discount, no discount on other fees including registration 

 
 

*Example 

For a part-time employee who is regularly scheduled to work 25 hours per week: Based on 40 hours 

constituting full-time. 25 hours per week = 63% of full time (25 ÷ 40 = 63%). Apply 63% to full-time 

discount, 50% × 63% = 31.50% tuition discount. 
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Paid Time Off (PTO) 
Trinity provides the following paid time off for employees: Contract 

Staff 

PTO days are given as part of employment contract. A set number of PTO days/hours are assigned at the 

beginning of contract to use over the course of the contract. No additional PTO time is earned/accrued. 

 
Exempt Staff 

 

Paid time off is based on guidelines from the Minnesota South District of the Missouri Synod. Please see the 

Human Resources representative for specific details. Exempt staff may accrue up to 

25 days of PTO pay. Nonexempt Staff 

Nonexempt employees scheduled to work at least 20 hours per week earn PTO hours immediately on hire. 

PTO accrues at the rates shown below; half of the hours are accrued on each of the two semi- monthly 

paychecks. Hourly employees may accrue up to 25 days of PTO pay. 

 
1

st 
year .5 day/month 

2nd-4th years 1 day/month 

5th-14th years 1.5 day/month 

15 years and over 2 days/month 

 

The hourly equivalent of one day is calculated by dividing the employee’s scheduled weekly hours by five. 

(For example; 40 hours/week: 40/5 = 8 hour day; 25 hours/week: 25/5 = 5 hour day, etc.) 

 
PTO Requests 

 

Trinity reserves the right to  deny  a  PTO  request  if  it  will  interfere  with  church  or  school operations. 

Whenever possible, employees' requests for PTO will be accommodated, but where scheduling conflicts 

arise, seniority will prevail. Also, whenever possible, PTO requests must be submitted at least two weeks in 

advance.  All PTO must be used before any time-off without pay will be approved.  No day may be taken 

without pay if the employee has accrued PTO pay available. 

 
Absence Due to Illness 

 

The employee must furnish a written doctor's certificate indicating the expected duration of any absence due 

to illness lasting longer than three consecutive days. 

 
Pay-Out at Voluntary Termination 

 

When an employee voluntarily ends their employment at Trinity they will be paid for a maximum of 25 days 

of accrued PTO hours remaining at termination, provided a written notice is given at least two weeks in 

advance. 
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Emergency Closure 

A variety of causes may require Trinity to temporarily close some or all of its facilities. These 

occurrences include, but are not limited to; inclement weather, technical problems, etc. All nonexempt 

employees will receive two paid days per calendar year for emergency closures. If there are more than 

two closings within a calendar year, employees have the option of using, but are not required to use, 

PTO for those days. Pay for emergency closure days will be based on the employee’s average scheduled 

hours per day for a five day week. 

 

Holidays 

Trinity observes the following holidays: New Year's Day 

Memorial Day Independence Day Labor Day 

Thanksgiving Day and the following day Christmas Eve Day 

Christmas Day 

 
You will be paid for these holidays if you: 

 

• Are a full-time employee 
• And have worked the full day before and the full day after the holiday unless time off has been 

approved in advance as paid time off 

• Are a part-time employee that is regularly scheduled to work at least 20 hours per week; the pay 

will be prorated based on the number of hours scheduled per week 
 

Holidays that fall on a weekend will be observed either on a Friday or Monday. To avoid confusion, all 

holidays will be announced in advance. 

 

Should an observed holiday occur during your PTO, you may add an additional day, either at the 

beginning or end of the PTO period, with your supervisor's approval. 

 
For part time employees: Should an observed holiday occur on a day you are not regularly scheduled to 

work, you will be paid at the normal rate you would receive if you had been scheduled to work that day. 
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Easter Monday 
 

Trinity Lutheran Church recognizes that the Easter Holiday brings additional work responsibility to 

church staff. To recognize and express appreciation for this extra effort, the Board of Directors provides 

church staff with the day after Easter off of work, with pay. The West Campus and East Campus church 

offices will be closed the day after Easter. This policy does not include church staff that also has Academy 

or childcare responsibilities as at least 50% of their job. These programs will be fully functioning on 

Easter Monday, and would be adversely affected by the absence of these staff. 

 

Administrative assistants - if Monday is a normal workday, they will be paid for the day off. If Monday 

is not a normal workday, they may take off another day of the week that they normally work, as long as 

it is during the month of April, and if possible, a week's notice is given. 

 
Insurance and Retirement Benefits 

 
Trinity currently offers the following benefits to eligible employees: 

 
• Medical Insurance -Employees who are scheduled to work at least 30 hours per week are eligible 

to participate in the group healthcare insurance plan offered. A portion of the employee’s 

premium is covered by Trinity. The balance of employee’s premium, and any premium for 

dependents enrolled is paid by the employee via payroll deduction. 

• Retirement Plans - Employees who are scheduled to work more than 20 hours per week are 

enrolled in the employer-sponsored Concordia Defined Benefit retirement plan and are also 

eligible to participate in the optional 403(b)/Roth retirement plans via payroll deduction. 

• Disability Insurance - Employees who are scheduled to work more than 20 hours per week are 

enrolled in the employer-sponsored disability plan. 

• Survivor Benefit (Life Insurance) - Employees who are scheduled to work more than 20 hours 

per week, on disability, or retired are enrolled in the employer-sponsored survivor benefit plan. 

The Survivor benefit equals two times the employee’s annual salary, plus one times the annual 

salary for each dependent, but not more than six times the annual salary. 

• Accident Insurance - Employees who are scheduled to work more than 20 hours per week have 

the option of enrolling in the accident insurance policy at their own expense via payroll 

deduction. 

 

Please contact the Human Resources representative or go to the Concordia Plan Services website at 

www.concordiaplans.org, for details of cost, eligibility and coverage. In the event changes are made 

regarding the above benefits, you will be notified as soon as practicable. 

 

Employee Assistance Program (EAP) 
 

Trinity has an Employee Assistance Program which is offered as part of the Concordia Health Plan. You 

may seek help anonymously or otherwise for such matters as alcohol or other chemical dependency, 

family and marital problems, personal and work related stress situations and anxiety disorders. Please 

see the Human Resources representative for further details. 

http://www.concordiaplans.org/
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Leaves of Absence 

Personal Leave of Absence 
 

The church makes a leave of absence available to employees on the following basis: 

 

Personal Leave - a leave of absence for a compelling personal reason that is not medically related. 

Employees who have completed at least 180 days of continuous service may submit a written request 

for a personal leave of absence, without pay, up to a maximum of 20 work days per calendar year.  

Written requests must state the reason for the leave, as well as the beginning and ending   dates. 
 

Requests for personal leaves will be granted at the sole discretion of the church (Human Resources 

department in coordination with supervisor, and consultation with the Human Resources Committee of 

the Board of Directors), based on the facts and circumstances surrounding each individual request. 

 

Employees who return to work at the end of a personal leave will normally be returned to their former 

job classification if an opening exists or, if there is no such opening, they will be considered for a 

comparable position if one is available. 

 

 

Family/Medical Leave of Absence 
 

In general, a leave of absence is an official authorization to be absent from work without pay for a 

specified period of time. Eligible employees may be entitled to job-protected family or medical leaves 

of absence if they are unable to come to work due to pressing family or medical concerns as described 

under the following Family/Medical Leave Policy, which shall be administered in accordance with 

applicable state and federal laws: 
 

Employees who have worked at least 1250 hours in the preceding 12 months may be granted an unpaid 

leave under the federal Family Medical Leave Act (FMLA) for the employee's own serious health 

condition; the serious health condition of a spouse, parent, son or daughter (as defined by FMLA); or 

the birth, adoption or foster care placement of a child. A serious health condition assumes that an 

employee is unable to perform one or more of the essential functions of his/her job. 
 

An employee is entitled to up to 12 workweeks of leave during a 12 month period. Trinity uses a rolling 

12 month period measured backward from the date an employee uses any FMLA leave. For example, 

if an employee requests FMLA leave beginning March 1, 2017, the 12 month period before that date 

would be reviewed. Any FMLA leave taken during that 12 month period would reduce the amount of 

time available for the leave that is to begin March 1, 2017. 

 
Employees who have been employed by Trinity for more than 52 consecutive weeks and worked at 

least 1000 hours in the preceding 52-week period are entitled to Family and Medical Leave under 
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Wisconsin FMLA law, which provides for shorter leave periods - two (2) workweeks for an employee’s 

serious health condition; two (2) workweeks for the care of a child, spouse or domestic partner, parent 

or parent of a domestic partner with a serious health condition; six (6) workweeks for birth/adoption - 

and is calculated on a calendar year. For more information on this leave, please contact the Human 

Resources representative. In the event of eligibility under both laws, a leave is counted as FMLA leave 

under both federal and state acts concurrently. 

 
 

Guidelines for FMLA leave: 
 

1. In the event of a serious illness to the employee or his/her child, spouse, or parent, creating a 

need for unforeseeable family or medical leave, the employee should provide us with notice, as 

soon as practicable, of any needed time off. In the event of a foreseeable medical treatment to 

the employee or his/her child, spouse, or parent, employees shall be required to give thirty (30) 

days advance notice. When requesting time off from work, employees must submit a completed 

FMLA request form, which can be obtained from the Human Resources representative. In both 

foreseen and unforeseen medical leaves, the employee must furnish a written doctor's certificate 

indicating the expected duration and nature of the illness, particularly as it relates to the 

employee's ability to come to work or the need for that employee's presence at home to care for 

a seriously ill family member. 
 

2. To assist us in arranging work assignments during your absence, we ask that you give us prior 

notice, to the extent possible, of an expected birth or adoption, as well as an indication, to the 

extent known, of your expected return date. During your leave, you are requested to keep Trinity 

updated regarding your condition. To facilitate your return to work, we also ask that you provide 

us with two weeks advance notification of your intended return date. Failure to do so may delay 

your return date. 
 

3. Employees will be required to use accrued vacation, personal, and sick time at the 

commencement of federal FMLA leave. Employees using state FMLA must notify the Human 

Resources representative in writing if they do not wish to use accrued paid time-off. No new 

paid time off, such as personal days, vacation, etc. will accrue during any unpaid FMLA leave 

period. 
 

4. While on a leave of absence provided for under this policy, we will continue your group health 

insurance benefits under the same terms as provided prior to your leave, for up to a maximum 

of 12 workweeks leave time during any one-year period. The only exception to this is if you 

elect not to continue coverage or fail to pay your share of premiums when they become due. If 

your leave extends beyond 12 workweeks, you shall be offered the opportunity to purchase 

continuing coverage under state and federal COBRA continuation rules. In the event an 

employee does not return to work following FMLA leave, s/he may be required to 

reimburse all insurance premiums paid by Trinity during the leave. 
 

5. Medical certification may be requested, according to law. In appropriate circumstances, we may 

require you to be examined by a physician whom we designate, at Trinity's expense. 
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6. FMLA leave will run concurrently with other leaves of absence, unless there are extraordinary 

circumstances. 
 

7. Leave in connection with a serious health condition may be available on an intermittent or 

reduced hour basis if medically necessary. 

 

8. At the conclusion of the FMLA leave, we will reinstate you into your position or to a position 

with equivalent benefits, pay, and other conditions of employment, as required by law. Should 

you require an extended leave beyond the period of time described in this policy, we will seek 

to return you to a suitable position, but cannot guarantee that one will be available 
 

There are certain exceptions under both state and federal law regarding your rights to 

family/medical leave. Please check with the Human Resources representative if you are 

anticipating taking such a leave. 
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Military Leave 
Unpaid military leaves are authorized for training and service purposes in accordance with applicable 

law. You are required to provide written notification of military leave as soon as you are informed of 

military orders. Upon satisfactory completion of the training or service, Trinity will reinstate you to 

your former position or a comparable position, provided application for reinstatement is made in 

accordance with applicable laws. Employees wishing to use accrued vacation or other paid time in order 

to be paid while on military leave may, but are not required to do so. Please notify the Human Resources 

representative if you wish to use paid leave prior to the beginning of the leave. 

Witness Duty 
We recognize that an employee might be subpoenaed or otherwise required to serve as a witness in a 

legal proceeding. 

 

Any employee called to testify will be paid for the time away from work if the case concerns Trinity. If 

called for other types of legal proceedings, you may use available paid time off to cover your time away 

from work. 
 

In the event you are called to testify, please notify your supervisor immediately, so arrangements may 

be made to accommodate your absence. 
 

Jury Duty 
Trinity supports employees in fulfilling their civic responsibilities by serving jury duty when required 

and fully compensates employees for time served, up to a maximum of two weeks per year. Any 

amounts you receive for jury duty will be supplemented to equal your regular pay. You may use 

available paid time off in the unlikely event your jury duty exceeds two weeks of missed work. 
 

You must inform your supervisor of your jury summons as soon as possible so that arrangements can 

be made to accommodate your absence. You will be expected to report for work during your jury service 

whenever the court schedule permits. 
 

Insurance benefits will remain in effect and unchanged for the full term of your jury duty absence. 

 

Bereavement Leave 

Employees are permitted up to three consecutive days with pay to attend the funeral for an immediate 

family member. Immediate family is defined as spouse, child, brother, sister, parent or grandparent. 
 

Employees may be permitted one day with pay for the death of a relative who is not an immediate 

family member, including an aunt, uncle, nephew, niece, or in-law. 
 

Your supervisor must approve all bereavement time. Trinity may request verification of the facts 

surrounding the leave and grant or deny the leave as deemed appropriate. Bereavement leave will not 

be paid if it occurs when the employee in on vacation or leave of absence, absence due to illness or    

injury, or not working due to a paid holiday. 
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Safety & Emergency 

General Safety Issues 
Report all accidents, injuries, potential safety hazards, safety suggestions and health and safety related 

issues immediately to your supervisor or the Human Resources representative. 

 

If you or another employee is injured, seek help from outside emergency response agencies, if needed. 
 

A federal law, the Occupational Safety and Health Act, requires that we keep records of all illnesses 

and accidents that occur during the workday. In addition, the state Workers' Compensation Act requires 

that you report promptly any illness or injury caused by the workplace, no matter how slight. If you do 

not report an injury, you  may jeopardize  your  right  to  collect  workers' compensation  payments as 

well as health benefits. 

 

You can obtain the required paperwork from the Human Resources representative. 
 

Fire Safety 
Every employee is responsible for recognizing potential fire dangers and taking an active role in 

preventing fires. 
 

Employees are required to observe all OSHA safety requirements and regulations. Flammable materials 

are to be stored in covered metal containers. Employees should not block any fire doors, fire exits, fire 

extinguishers, windows or doorways. Review the fire escape routes posted in each work area. 
 

Security 
Trinity is committed to ensuring employees’ security.  The East campus is equipped with security 

alarms that are active outside working hours and both campuses have a fire alarm system. If you have 

a security concern or need more information about operating these systems, contact the Human 

Resources representative. 
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Confidential Information & Conflict of Interest 

 
Confidential Information 
Information that pertains to Trinity's business, including all nonpublic information concerning the 

church, its parishioners, employees, vendors and suppliers, is strictly confidential and must not be   

given to people who are not employed by Trinity. 
 

All employees are required to protect confidential information by taking the following precautionary 

measures: 

• Discuss work matters only with other Trinity employees who have a specific business reason to 

know or have access to such information. 

• Do not discuss work matters in public places. 

• Monitor and supervise visitors to Trinity to ensure that they do not have access to confidential 

information. 

• Destroy hard copies of documents containing confidential information that is not filed or 

archived. 

• Secure confidential information in desk drawers and cabinets at the end of every business day. 
 

Your cooperation is particularly important because of our obligation to protect the security of our 

members and our own confidential information. Use your own sound judgment and good common 

sense, but if at any time you are uncertain as to whether you can properly divulge information or answer 

question, please consult the Human Resources representative, Pastor, or a Trinity officer. 

 
Conflict of Interest 

 
Employees must avoid any interest, influence or relationship which might conflict or appear to conflict 

with the best interests of Trinity. You must avoid any situation in which your loyalty may be divided 

and promptly disclose any situation where an actual or potential conflict any exist. 

 

Examples of potential conflict situations include: 
• having a financial interest in any business transaction with Trinity 
• owning or having a significant financial interest in, or other relationship with, a Trinity member 

or supplier, and 

• accepting gifts, entertainment or other benefit of more than a nominal value from a Trinity 

member or supplier. 
 

Anyone with a conflict of interest must disclose it to the Human Resources representative and remove 

himself/herself from negotiations, deliberations or votes involving the conflict. You may, however, state 

your position and answer questions when your knowledge may be of assistance. 
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APPENDIX A 

TRINITY LUTHERAN DRUG AND ALCOHOL TESTING POLICY 
In order to carry out Trinity's commitment to an alcohol and drug-free workplace, we reserve the right 

to require that employees submit to testing in accordance with our Substance Abuse policy and 

applicable law. This policy is intended to provide employees with appropriate notice regarding both 

your and our rights as they relate to drug testing. 

A. WHO MAY BE SUBJECT TO TESTING 

1. Reasonable Suspicion 

 

Trinity may require an employee to be tested when it reasonably suspects that an employee is: 
 

a. under the influence of drugs or alcohol; 

b. has violated Trinity's written work rules prohibiting drug and alcohol use; 

c. has sustained or caused another employee to sustain personal injury; or 

d. has caused a work-related accident or was operating or helping to operate 

machinery, equipment, or vehicles involved in a work-related accident. 
 

2. Treatment Program/Evaluation 

 

Employees who have been referred to chemical dependency treatment or evaluation, or are 

participating in a treatment program may be required to submit to testing during the evaluation 

or treatment period and for a period of up to two years following completion of any prescribed 

treatment program. 
 

3. Random Testing Where Required by Law 

 

Those employees or volunteers transporting others in commercial vehicles may be required to 

be subject to random drug testing by state and/or federal law. You will be notified if you are a 

member of this group. 

 

B. CONDUCTING THE TESTING 

 
1. Consent. All persons to be tested will be required to complete and sign an employee 

consent form witnessed by the Human Resources representative or other church official. 
 

2. Refusal to Participate. An applicant or employee has the right to refuse testing. 
However, a refusal of testing will be treated as a failure to comply with Trinity’s policy 
and will generally result in termination of employment or withdrawal of offer of 
employment. 

 
3. The Laboratory. The laboratory selected to perform testing will be certified by the   Drug 

and Alcohol Testing Industry Association (DATIA), the National Institute on Drug 
Abuse (NIDA), or other appropriate certifying agency in good standing. 

 
C. TEST RESULTS 
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a. Negative Test Results [passed tests]. Individuals who test negative on an initial drug or 

alcohol test will be given written notice of the test result within three days after Trinity 

is notified of the result. Likewise, individuals who test negative on a confirmatory test 

taken after a positive initial test will be given written notice of the test result within three 

days after Trinity is notified of the result. 
 

b. Positive Test Results [failed test]. A confirmatory test will automatically be performed 

on all samples that result in a positive test result on an initial test. Individuals who test 

positive on the confirmatory test will be notified in writing of the test result and of the 

right to explain the result, including any over-the-counter or prescription medications 

they have taken, within three days after Trinity has been notified of the result. 

Individuals who wish to provide explanatory information regarding their positive 

confirmatory test result may do so using the "Notification of Test Result and Request 

for Retest" form within three working days after receiving notice of the positive test 

result. Such forms may be obtained from the Human Resources representative. 

 

Individuals who wish to have a retest of their confirmatory test must notify the Human 

Resources representative in writing of their intention to have the retest within five 

working days after being notified of the confirmatory test result. Persons requesting a 

confirmatory retest are required to complete and sign the appropriate form and are 

responsible for the cost of the retest. This form may be obtained from the Human 

Resources representative. 
 

c. Right to Test Result. An employee has the right to request and receive from Trinity a 

copy of the test result report on any drug or alcohol test. 

 

D. COSTS 

 
1. All costs related to alcohol and drug testing will be paid by Trinity, with the exception 

of confirmatory retests which must be paid for by the employee requesting the retest. 
 

E. DISCIPLINARY ACTION IN RESONSE TO A POSITVE RESULT. 
 

1. Interim Disciplinary Action: Trinity reserves the right to transfer an employee with a 
positive test to another position at the same rate of pay or to temporarily suspend the 
employee pending the outcome of the confirmatory test (and, if requested, the 
confirmatory retest) if Trinity believes that it is reasonably necessary to do so to protect 
the health and safety of the employee, co-employees or the public. An employee who is 
suspended without pay will be reinstated with back pay if the confirmatory test or re-
test is negative. 

 

2. First Failed Test - Discharge: Trinity will not discharge an employee if the employee 

tests positive on a confirmatory test and the positive confirmatory test was the first such 

result. We may, however, discharge an employee for whom a positive confirmatory test 

is the first such result where (1) the employee is given an opportunity to participate in, 

at the employee's expense or pursuant to coverage under an employee's benefit plan, a 
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drug or alcohol counseling or rehabilitation program; and (2) the employee has either 

refused to participate in the counseling or rehabilitation program or has failed to 

successfully complete it. The type of counseling or rehabilitation program in which an 

employee participates will be determined by Trinity after consultation with a certified 

chemical use counselor or physician trained in the diagnosis and treatment of chemical 

dependence. 

 

Trinity reserves the right to take any other disciplinary action short of discharge it deems 

warranted in the event an employee tests positive on his or her first confirmatory test. 
 

3. Second Failed Test: Trinity reserves the right to discharge an employee who tests 

positive on a confirmatory test and who has previously had a positive confirmatory test 

result. This action may be taken without first referring the employee to a chemical 

dependency counseling or rehabilitation program. 

 

F. PRIVACY OF TEST RESULTS. 

 
1. Test results and other information acquired as a result of the testing program are private 

and confidential information and will not be disclosed by Trinity or the testing laboratory 

to another employee or to third party individuals, government agencies, or private 

organizations without written consent of the employee being tested. 
 

2. Evidence of a positive test result on a confirmatory test, however, may be used in an 

arbitration proceeding pursuant to a collective bargaining agreement, an administrative 

hearing, or a judicial proceeding, provided the information is relevant to the hearing or 

proceeding. Such evidence may also be disclosed to any federal 
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agency or other unit of the United States government as required under federal law, 

regulation, or order. Evidence of a positive test result on a confirmatory test may also be 

disclosed to a substance abuse treatment facility for the purpose of evaluation or 

treatment. 

 

3. Trinity will provide an employee with access to information in the employee's file 

relating to positive test result reports and other information acquired in the testing 

process as well as conclusions drawn from or actions taken based upon such information. 
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