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Christ Presbyterian Church 

Personnel Policy 
Approved by the Session August 18, 2015 

 

 

Personnel and Employment Policies and Procedures 

 for Non-Ordained Salaried Staff 
 

This document is a general guide to personnel and employment policies and procedures 

of Christ Presbyterian Church (CPC).  It is designed to provide the employee with an 

understanding of their employment relationship with CPC.   

 

Christ Presbyterian Church strives to provide a work environment that will foster a friendly, 

safe, supportive and cooperative atmosphere where job tasks can be accomplished 

effectively. 

 

Nothing in this document shall alter or abrogate the terms of the Book of Order of the 

Evangelical Presbyterian Church.  In the event of a conflict, the above stated 

documents, as opposed to this document, will apply.  

 

The Session has the right to amend this document at its discretion.  All employees will be 

notified, in writing, of any such amendments.  
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EQUAL EMPLOYMENT OPPORTUNITY 

Christ Presbyterian Church (CPC) is a member of the Evangelical Presbyterian Church 

and is an equal opportunity employer.  CPC will not discriminate against any individual 

and will provide equal opportunity in all employment actions except when the Session 

has determined that agreement with the Vision Statement, Mission Statement, Essentials 

of Faith, and Code of Conduct and Safe Place Policy is a bona fide occupation 

qualification.  CPC is governed by the Evangelical Presbyterian Church’s “Book of Order” 

in all of its employment actions. 

 

PROCESS OF EMPLOYMENT 

When a vacancy on the salaried staff of CPC exists, and the Session has an approved 

job description for the position and desires to locate someone to fill it, the position may 

be advertised.  Any advertisement shall state that CPC is an Equal Opportunity Employer.  

Equal Opportunity policies will be followed in all interviews and consideration of 

applicants for employment except as noted above.  All interview questions shall be job 

related and care shall be taken during the interview to assure the privacy of the 

individual. 

 

Written applications will be reviewed, personal interviews conducted, and references 

checked as part of the employment process.  Upon selection by the Session of a person 

to fill a vacant staff position, the Session shall, where applicable, obtain a Massachusetts 

and federal criminal offender record information (CORI) check before employment is 

approved and finalized. 

 

When a favorable CORI report (or in the absence of such when not required) is received, 

the person selected to fill the staff vacancy will be required to sign a Session approved 

document setting for the terms and conditions of employment, the job requirements and 

the job description (“Employment Document”), all employees will sign and agree to 

adhere to the Vision Statement, Mission Statement, Essentials of Faith, and Code of 

Conduct and Safe Place Policy as a final condition of employment. The Employment 

Document will provide that the employee’s Supervisor is the pastor as Head of Staff. If the 

church is without a pastor, Session shall designate an interim Supervisor. 

 

CORI documents will be secured and maintained separately in the CORI files of the 

church. 

 

References will be maintained for six (6) months from the date of employment in order to 

comply with the legal requirements of equal opportunity.  They shall be destroyed 

afterward. 

 

Each staff employee’s job description will be reviewed by the employee’s Supervisor, in 

consultation with the employee, within three (3) months following the date of hire.  

Suggestions for changes to the job description shall be submitted to the Session for 

approval. 

 

A personnel file will be maintained for all employees.  A copy of the signed, approved 

Employment Document, the employee’s application and/or resume and other required 

documentation shall be included in the personnel file.  All employee files are considered 

confidential and should be secured.   

 

EMPLOYEE CATEGORIES 

Full time employees are those employees hired to work forty (40) hours per week.  

Full time employees may be hourly or salaried, depending upon the nature of the 

job requirements. 
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Part time employees are those employees hired to work less than forty (40) hours 

per week.  Part time employees may be hourly or salaried, depending upon the 

nature of the job requirements. 

Temporary employees are those employees hired by the Session for a short 

period of time, usually less than three (3) months, or perhaps for a single event or 

job.  Temporary employees may be hourly or salaried, depending upon the 

nature of the job requirements. 

 

WAGE PAYMENTS 

Employees, full time or part time, will be paid every 2 weeks unless stated otherwise in 

their Employment Document.  

 

Employees, full time or part time, who work more than forty (40) hours per week will be 

paid at the rate of one and one-half times their regular hourly rate for overtime worked.  

All overtime worked shall be approved, in advance, by the employee’s Supervisor.  The 

Supervisor shall notify the Session of any such approval. 

 

Part time employees who are compensated on an hourly basis and who work overtime, 

but less than forty (40) hours in a given week, may be granted compensatory time off for 

the additional hours worked at the rate of one hour for each hour worked if agreed by 

both the Supervisor and the employee.  All hours worked in excess of the employee’s 

regularly scheduled work hours shall be approved, in advance, by the employee’s 

Supervisor.  The Supervisor shall notify the Session of any such approval. 

 

Temporary employees are paid in accordance with the terms and conditions of their 

Employment Document.  

 

All employees shall submit a weekly time and activity report each week in a form 

acceptable to the Supervisor and Session. The Supervisor shall submit a summary of the 

time and activities of each employee to Session every month. 

 

PROBATIONARY PERIOD 

The first three months of employment are considered a trial period for both the employee 

and CPC.  Neither pay in lieu of, nor severance pay, will be paid to an employee whose 

employment is terminated during this period. Prior to the end of the probationary period, 

a performance review will be conducted by the employee’s Supervisor.  

 

During the probationary period, a full time employee is entitled to one paid sick day, 

paid holidays observed by the Church, coverage as provided by State Workers’ 

Compensation, and absence for jury duty.  If absent for any other reason, pay will be 

deducted for time absent.    

 

VACATION 

Full time employees are granted two (2) weeks of vacation each year.  A week is 

defined as the employee’s typical work week.  Vacation days are accrued at a rate of 

one day per five weeks of work, rounded up or down to a total of ten days per year.  

 

After 5 years of employment, full time employees are granted three (3) weeks of 

vacation each year.  Any exceptions shall be documented in the Employment 

Document. 

 

Vacation should be taken in the year in which it is accrued.  Vacation time may be 

carried over for a maximum of one year, with the prior approval of the Session.  Vacation 

days unused for two years will be lost unless special accommodation is granted by the 

Session. 



Christ Presbyterian Church   Personnel Policy, Page 4 of 6 

Vacation shall be requested of the employee’s Supervisor at least six (6) weeks in 

advance if possible. 

 

Employees with Sunday program responsibilities are limited to using only the number of 

Sundays corresponding to their weeks of vacation.  Additional Sundays may be 

approved by the Session. 

 

Employees who are terminated for any reason will receive payment for any unused 

vacation at their current rate of pay. 

 

Part time, hourly employees are not granted paid vacation. Part time, salaried 

employees are not granted paid vacation unless specified in the Employment 

Document. 

 

SICK TIME AND MEDICAL LEAVE 

Full time employees receive five (5) sick days per year, after three (3) months of 

employment.  Sick time is not carried over from year to year unless specified in the 

Employment Document.  Sick time must be promptly reported to the employee’s 

Supervisor.  Unused sick time will not be paid to an employee upon termination from CPC 

for any reason. 

 

PARENTAL LEAVE 

Full time  employees are entitled to two (2) weeks of paid leave and up to additionally 

ten weeks of unpaid leave provided they 

•  have completed the initial probationary period of three(3) months, 

• give written notice of at least two (2) weeks prior to the date of departure and 

the date she or he intends to return 

Parental leave is also available to an employee who adopts a child under the age of 

three (3) and /or for placement of a child for foster care. 

Sick leave benefits shall be provided for childbearing purposes under the same terms 

and conditions which apply to other temporary medical disabilities. 

Parental leave shall be taken within the first three months following the birth, adoption, 

and/or placement of a child for foster care.   

 

 

WORKERS’ COMPENSATION 

CPC maintains a current workers’ compensation insurance policy.  All on the job injuries 

should be reported immediately to the employee’s Supervisor and the Session. 

 

UNEMPLOYMENT INSURANCE 

(NOT PROVIDED) 

 

SOCIAL SECURITY 

All employees are covered by the Federal Old Age and Survivors Benefits Act (Social 

Security).  The employee’s share of the tax is withheld from staff wages. 

 

HOLIDAYS 

Christ Presbyterian Church will observe the following holidays each year: 

 New Year’s Day  MLK Day   President’s Day 

Memorial Day   Independence Day   Labor Day 

Thanksgiving Day  Day after Thanksgiving 

Christmas Day 
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Full time employees are entitled to these holidays with pay, as well as a half day on 

Christmas Eve. When a holiday falls on a Saturday or Sunday, it will be observed as a 

holiday on the nearest Friday or Monday respectively.  If it is necessary for an employee 

to work on a holiday, equal time off will be given on a regular work day.  The employee’s 

Supervisor must be informed of the holiday worked and approve of the day taken off in 

its place. 

 

BENEFITS 

All employees except for Temporary Employees may voluntarily participate in the Board 

of Pensions 503(b) plan. CPC does not provide matching contributions. 

 

DISCRIMINATION AND SEXUAL HARASSMENT 

[See Code of Conduct & Safe Place Policy] 

 

ANNUAL PERFORMANCE REVIEW 

A written performance review will be conducted within three (3) months of the initial hire 

and at least once each twelve months thereafter by the employee’s Supervisor.  The 

employee and the Session will be provided a copy of such performance reviews, the 

original of which will be kept in the employee’s confidential and secured personnel file of 

CPC.  

 

ANNUAL COMPENSATION REVIEW 

The Session is responsible for all salary increases.  Salary levels shall be maintained in a 

manner that results in their being consistent internally, responsive to changes in the cost 

of living, and in keeping with the provision of federal laws governing minimum wage.  The 

Session shall conduct an annual compensation review of each staff position prior to the 

development of the annual budget.  The compensation review shall include a review of 

the employee’s performance evaluation and the above stated factors.  Individual 

salaries shall be approved by the Session. 

 

GRIEVANCES 

Employees are encouraged to bring all matters of concerns to the attention of their 

Supervisor so that conflicts and misunderstandings can be avoided.  All employees of 

CPC have a right to express any concern, complaint, or grievance regarding any aspect 

of their employment.  The employee should follow the procedures below if he/she feels 

that a situation constitutes a grievance: 

1. The employee should submit the grievance in writing to his/her Supervisor.  If the 

employee has a grievance against the Supervisor, the written grievance should 

be submitted directly to the Clerk of Session. 

2. In the first instance, if the grievance is not resolved at that level or the employee is 

dissatisfied with the solution(s) offered, he/she should submit the grievance in 

writing to the Session. 

3. Any decision of the Session is final. 

At each level of the grievance process, a written response shall be provided within thirty 

(30) days. 

 

A copy of all grievance letters and responses shall be placed in the employee’s 

confidential and secured file. 
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TERMINATION OF EMPLOYMENT 

Resignation 

The employee shall provide not less than two weeks advance notice of the intent 

to resign.  The employee will be compensated for any unused, accrued vacation 

time. 

 

Reduction in Work Force 

CPC will provide not less than two weeks advance written notice.   The employee 

shall receive his/her regular pay up to the effective date of the termination.   The 

employee shall be compensated for all unused, accrued vacation time. 

 

Involuntary Dismissal 

Employment by CPC is at the will of Session. Any employee may be dismissed at 

any time without cause or for cause. If for cause, causes for such involuntary 

dismissal may include, but are not limited to, unsatisfactory job performance, 

insubordination, including but not limited to refusal to perform work of which the 

employee is capable that is within the duties of the position, repeated or 

excessive absenteeism or tardiness, refusal to adhere to office procedures and 

practices, or illegal conduct.  The employee will be compensated for time 

worked.  He/she will also be compensated for any unused, accrued vacation 

time after an exit conference is conducted with the employee’s Supervisor.  The 

exit conference will include items of security and financial liabilities as well any 

other topic that would be of interest to both parties. 

 

Accrued sick leave will not be compensated for in any manner. 

 

 


