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INTRODUCTION - ABOUT THIS HANDBOOK

This handbook provides general information you wilkd to know about human resource policies, et
responsibilities and benefits that are part of waggkor Community Presbyterian Church. Throughibet
handbook, "CPC" refers to Community Presbyterianr€imand its affiliate organizations including San
Ramon Valley Christian Academy (SRVCA), Communite$byterian Preschool (CPP) and Community
Presbyterian Counseling Center (CPCC).

This handbook supersedes all previous handbookaua® memorandums and oral/written statements
pertaining to CPC's policies described here. Tbeigions of this handbook are general guidelihigthing

in this handbook establishes a contract, promissamgdloyment; or duration of employment between god
CPC. The following Human Resource policies ancc@dores will apply unless superseded by federtd/sta
law, a CPC employment agreement or the Evangdioasbyterian Church’'s (EPC) Book of Order. This
document supercedes policies and procedures tivat I@en previously published or developed by an
individual ministry.

This handbook and the policies described within fbaychanged or appended at any time. These changes
will typically be communicated to you by office memndum and/or posting. All CPC employees are
expected to read and become familiar with the psi@and procedures described in this manual. unssti
regarding this document and its interpretationldi®brought to the Director of Ministry Support.
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-1.0- EMPLOYMENT AND STAFFING PRACTICES
It is the policy of CPC to employ qualified indiudls who can contribute to the mission and goathef
church. Recruitment and selection of those indiald are governed by the following hiring considierss:

-1.1- EMPLOYMENT PROCESS

(Revised and approved by Session 4/1/03; 2/7/06; 3/28/06; 10/26/10

A current position description is required for apen position. The position description shall

describe the job purpose, key job responsibiligepected knowledge and problem solving abilitgisien
making requirements, and reporting relationships position description is not available, the NMgar/Pastor
will develop the position description. The positaescription shall be reviewed and approved byDinector
of Ministry Supportprior to posting, interviewing or making an offdreanployment. The Director of Ministry
Supportwill review the skills required and the job respibilgies to determine the job value. A reviewtbe
skills required, the job responsibilities and tlhenparative job value will provide the data requiteglace the
position within a CPC Salary Band. This Salary @aiill establish the starting and average salarytfe
position.

It is the policy of CPC to promote career oppottiesifor both its current and future employees daydzicting
its job searches in a fair and open manner. Cwailse taken during the interview process to emslue
privacy of all individuals is respected. The Managfeastors are encouraged to consider current gegso
who may be qualified for promotional opportuniti€3pen positions will be posted internally for fiwerk
days before external recruiting is initiated. tntd interviews do not have to be completed befloeeexternal
search begins.

Relatives of Employeewill receive the same consideration as any otppli@ant for an open position.
However, no person may be employed in a full ot fiare position in the san@epartment as an immediate
family member (spouse, parent, parent in law, ¢lgidndchild, grandparent, brother or sister).e ®hly
exception to this rule shall be that siblings Ww# allowed to work alongside each other as interns.

No immediate family member of the Pastoral Team oActive Elder may be employed by CPC.

No Active Elder/Deaconmay be employed in a paid position in the chufidte only exception to the above
prohibitions for family members of the Pastoral imear active Elders will be that family members viid
allowed to serve asterns and for temporary positions 120 days iration, provided, however, that there is no
direct supervision. This exceptiavill require Session approval prior to the begignai the employment. The
spouse of a paid staff member may not serve iadelship position (Elder, Deacon, or Chairpersonthe

same committee supported by the paid staff memblee. Director of Ministry Support has the authotiyhire
program and support staff within the annual appddwedget.

Session delegates the authority to hire all Dineleteel positions within the approved budget to Bastoral
Team in partnership with the Elder Overseer of\ligstries, the HR Elder and the Director of Mimist
Support. Session reserves the authority to hirenki@ystry leaders which normally include a sessiéfirmed
search team. These positions are the Minister afstWp & Arts, the Director of Ministry Support.&fClinical
Director of CPCC, the SRVCA Principal, and the DBioe of CPP.The process for hiring ordained
Presbyterian Pastors is contained in the EPC BbGkder.

Anyone seeking exception to the above changesdeggiRelatives of Employees, no immediate family
member of the Pastoral Team or no Active Eldermay seek approval of such an exception by thei@ess
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- 1.2- EMPLOYMENT CLASSIFICATIONS

There are three factors that are used to detertininelassification of an employee. The first is geriod of
employment (regular or interim), next is the numbieours they are regularly scheduled to workitiote or
part-time) and last is their eligibility for ovarie (exempt or non-exempt).

Regular or Interim Status If the period of empl@yrhhas no prearranged ending date, the statagusar. If
the period of employment is less than a year asdalfrearranged ending date, the statirdésim. The
interim position is normally used for persons fiifia vacant pastoral staff position during thedearocess.
This interim person is not normakdynsidered as a candidate for the regular position.

Full-time or Part-time Status Full-time employees those regularly scheduled to work thirty or eneours
per week. Part-time employees are those reguahgduled to work less than thirty hours per week.

Exempt or Non-exempt Status The Fair Labor StedglAct, passed in 1938, established for mostskafd
work, the minimum wage and maximum hours and ddfthe kinds of work that was exempt from the
minimum wage and hour requirements. Employees wposiions meet specific exemption tests are exempt
from overtime. For any given job, the exempt ergptis not paid overtime or granted compensatarg tff
for hours worked in excess of 8 hours per déamployees whose positions do not meet these tests aon-
exempt and will receive either compensatory time &br be paid at a rate of one and one half times #ir
regular hourly rate for all hours worked in excessof 8 hours per day.All hours worked in excess of 8
hours per day must be approved in advance by tiptogee’'s manager. The classification of exempt/non-
exempt status for each CPC position is documentéutki position description.

CPC has also classified some positions because aipecial nature of the work, the unique natuthef
relationship to CPC and/or marketplace standafti®se positions are named below and are descnbaetail
in the appropriate section of this document.

Ordained Presbyterian Pastor:The relationship between the ordained Presbytétéstors, the
Church and the Presbhytery is determined by the B&k of Order. The Presbytery Ministerial
Committee has the responsibility to establish terall compensation and benefit guidelines for
ordained Pastors (BOG 16-27A9). The Presbytery d¢ttnial Committee establishes guidelines for the
Presbytery and provides the information to the chi@ession. The exact benefits will be determined
by the Pastor's terms of call, the requiremen®resbytery and the local CPC practice. Section 8
details many of the special benefits in place fBOS ordained Pastors. The term "ordained Pastor" i
this document refers only to those Pastors orddiyetie Evangelical Presbyterian Church.

Certificated full and part-time teachers: This category of employee includes all teachesuece
staff and substitutes who are a regular part otthacular program at the San Ramon Valley Clarsti
Academy, including substitute teachers. One yesgrl@yment contracts will be executed between all
full-time and part-time certificated teachers amel ERVCA Committee. With the exception of
contracted part-time teachers, part-time emplogeegaid on an hourly basis and must record their
hours worked each day on a time card. Full-timdreated certificated teachers receive all the benef
listed below. Part-time contracted certificateakcteers receive limited benefits. Part-time, hourly
employees receive no benefits. Benefits for fintiet non-certificated staff (classified staff) wikk the
same as other CPC support staff. See Sectionatitbtional details.

Ministers who manage a major ministry: The "Minister Of" position is reserved for thoseélividuals
who are called by a CPC Search Committee to masagdéead a major ministry. These individuals
negotiate separate terms and benefits that arevdoted and approved by an employment agreement
with the CPC Session. These individuals are fretipendained outside the Presbyterian
denomination. The only unique benefit that theriiglier Of" position receives is a negotiated
scholarship grant for their children to attend 8sen Ramon Valley Christian Academy.
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-1.2 -EMPLOYMENT CLASSIFICATIONS (CONT.)

Interns: CPC's intern policy recognizes that studenthose pursuing licensure in many
professions require hands on experience to fulelig their skills before they can
complete their training and be licensed or ordain@dr intern program is a one year
commitment from CPC to the individual to work ineoof our ministries, usually Student
Ministries or the Community Presbyterian Counse@@nter, with the opportunity to
continue for additional years if deemed valuabldbth parties. Work hours, hourly pay
rate, and benefits will vary according to the levieéxperience and education of the intern.
See Section 10 for additional details.

Volunteers: It is the policy of CPC to provide opportunities persons to serve on a non-
compensated basis. Persons who volunteer to ass#st occasional or regular basis with no
expectation of payment for their services are amrsid volunteers. Volunteers must
provide identification data before they can begorkyVolunteers working with children

are required to provide additional information plkurch policy and/or by law.

- 1.3 - EMPLOYMENT AT WILL

In accordance with California State Law, all emgley not covered by a specific contract for a sigeciéngth
of time are considered "at will". This means th#ter the employee or CPC may terminate the empémym
relationship for any reason, at any time, with dhaut cause or notice. CPC disclaims any implied
contractual obligation of continued employment.lyahe CPC Session may change the above or ertter in
any agreement of employment with an individualdgreriod of time contrary to the "at will* employnte
relationship. In any such instance, the agreemeist be in writing and approved by the Sessiony @ual or
written statements to the contrary are expressiguaced and should not be relied on by any employee

- 1.4 - EQUAL EMPLOYMENT OPPORTUNITY

It is the policy of CPC to engage in employmentficgés and policies which promote equality of oppoity
in all aspects of employment. CPC will be guidgdte EPC Book of Order and applicable federal state
laws, regulations and executive orders relatedjt@leopportunity in employment.

CPC will recruit, hire, call, train compensate gmdmote persons in all employment classificatioithaut
regard to race, color, national origin, gender, aggrital status, or physical, mental or medicahdility
unrelated to the ability to engage in activitiegalved with the job. Every CPC manager and emplagee
responsible to ensure that the above commitmeate@arored in all activities. All employees mustihdted
States citizens or hold a valid work permit and/thrust be of an age entitling them to legally hible
position.

CPC's leadership is dedicated to providing a workrenment that encourages and supports diversityis
free of all forms of unlawful discrimination.

-1.5- CONTRACTING FOR SERVICES

Occasionally, CPC may have a need for professgeraices which do not exist within the currentfstdf/hen
the need is specific and for a limited period ofdj it may be an option to use an independent actotr. This
alternative shall not be used where the job todséopmed is a regular or ongoing part of the CPQ@rcih
program.
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-1.5- CONTRACTING FOR SERVICES (cont.)

The approval of the Director of Ministry Supporrésjuired to develop a contract with the independen
contractor. This agreement must include the nadfitike service to be performed, the term of thstgasnent
and the agreed compensation for the defined result.

A paid CPC employee cannot also perform the rolenahdependent contractor. When an employee warks
a special program which is clearly outside of thegular responsibilities, additional compensatibn,
appropriate, needs to be accomplished throughetindar CPC payroll process.

- 1.6 - WORK WEEK

The work week for non-exempt staff is normdtyty hours unless otherwise specified by the eyges
manager. Specific start/stop times vary by ministng by individual employee depending on the nunalber
hours he or she is scheduled to work. It is theesfequired that each employee understands thek wo
schedule and that all employee absences be comatedito the employee's manageensure work is
rescheduled or adequately covered.

In church employment there is a fine line betwedaia person is expected to do as an employee hatdav
person chooses to do voluntarily. This distinctioust be made clear with each employee on an ohafi
basis and an understanding reached with the martageroid confusion, unmet expectations or
misunderstandings. There is no requirement foP& €mployee to do any work on a volunteer basinand
financial compensation will be considered for va&er activities.

- 1.7 - HUMAN RESOURCE RECORDS

It is the policy of CPC to establish human resouem®rds for each employee and maintain within fiftathe
documents and records relevant to the employegdogment and performance at CPC. The file willtedm
such items as the employee's resume, the comgptditation for employment, CPC's offer of employe
required tax information, benefit enroliment forrmempleted performance appraisals and other inflioma
relevant to the employment relationship with CPC.

Employees are responsible for keeping their hureaaurce records up to date with respect to personal

information and are expected to notify the manageny changes to their name, address, telephaméen,
marital status, number of dependents, beneficifmredesignated benefit plans and the person twokiéed in
an emergency.

Unless required by law, information regarding arplayee will not be released to any public or prevagency
without the prior written authorization from the glmyee, in accordance with the Privacy Act. Withitien
approval, CPC will only provide the following typesreference information on former employees: slate
employment, position held and salary. Employeedarefer all external requests for human resource
information concerning applicants, employees omfaremployees to the Director of Ministry Supparhis
designate. The Ministry Pastor may provide persoefakences for current or former employees wititten
authorization from the employee.

Within CPC, access to human resource recordstisctes to those employees with a business reasuthis
information. Generally, access will be providedite employee's manager, the administration suspeift
and the Director of Ministry Support. Current enydes may review their own human resource records. A
request to do so should be directed to the manadperwill schedule a time for the review which dt done
in the presence of the manager.
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- 2.0 - EMPLOYEE PERFORMANCE MANAGEMENT

It is the policy of CPC to expect employees to nwetxceed high standards and continuously stawve f
optimal levels of performance. Managers shall supihese expectations by providing performance
management that promotes a productive and rewaediperience.

The performance management process at CPC pravidassistent approach thatindividualized based on
the person and nature of work being performedfoRaance management occurs in three overlappinggzha
as follows:

Performance Planning - establishing a clear unaledstg of performance expectations.
Ongoing Management - providing ongoing feedbackelbgment, correction and coaching.
Performance Evaluation - making informed, accuaasessments about their employees’ performance.

- 2.1 - PERFORMANCE PLANNING
Performance planning means deciding, in advancat vésponsibilitiesstandards and goadts strive for, and
how successfully they will be will be evaluated.

The starting point for performance managementdgtbsition description containing the key expectatiand
essential functions of the job. The Pastoral Teaatcountable for maintaining accurate and medming
position descriptions for the employees they ledke department manager will discuss the position
description at the time of employmeriiach employee shall have a copy of their positescdption.

The key to the planning process is to provide theager with a framework for developing specificlgoa he
employee is to be empowered to achieve realisticaghievable goals through the process.

- 2.2 - ONGOING MANAGEMENT
Through ongoing supervision, the manager and thEame have a mutual responsibility to ensure that:

- Performance expectations and priorities are cleaterstood and supported.

- Regular feedback is provided on progress towped®rmance goals. The employee may request a
performance review if they are unsure of their entttevel of performance.

- The employee's competencies are developed tb ezmeptable levels of performance.

- The manager provides coaching and support anelytibasis while the employee requests
assistance as needed.

- Employees' behavior and performance are mairdaiinin CPC's performance standards.

- 2.3 - PERFORMANCE EVALUATION

Every paid employee will be formally evaluated aahuby May ' of each year. The evaluation will cover the
employee's performance over the previous 12 mostiogh Employees who have accepted additional
responsibilities or whose performance has signitigancreased or decreased may require a mid-year
performance evaluation. The performance evaluasianmeasure of how well the employee met the goals
objectives and responsibilities of the job durihg tating period as outlined by the position degicin. There
are five performance rating categories, each dedigmrecognize a different level of performance.

The four performance rating categories are resoltsistently exceed requirements, results frequentieed
requirements, results meet requirements, and segalhot meet requirements. The description of
the four performance rating categories is as fattow
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- 2.3 - PERFORMANCE EVALUATION (cont.)

Results Consistently Exceed Requirements

Performance consistently exceeds requirementssagignificantly superior in terms of demonstrated
quality of results, obtainment of objectives, prdiikity improvement and coordination/control of iaittes
associated with the job. Employee assumes a gignify higher level of responsibility on an onggibasis
does it well and regularly develops new approaehgssignificantly improved work results.

Results Frequently Exceed Requirements

Performance frequently exceeds requiremeritérmthe employee's assigned responsibility
area. Employee readily takes on added orassignments upon request and completes
them successfully, frequently making innovatimprovements in the overall work routine.
Specific work results that go beyond the ndrexgectations are clearly identifiable.

Results Meet Requirements
Performance fully meets requirements withim émployee's assigned responsibility areas.

All work results are satisfactory or better, coatptl on time, requiring only normal managementengvi
and guidance.

Results Do Not Meet Requirements

Performance results are unsatisfactory andagmable, requiring significant improvement
in at least one area of assigned respongibilihe manager, having notified the employee
verbally, will document the results on thefpanance plan.

When an employee's performance is found todoe in selected areas, and therefore overall
unsatisfactory, the employee and their managest complete a performance evaluation and

develop a new performance plan that sets thelspecifics of both the performance issues

and the plan for corrective action. The empéoshall be informed that failure to achieve the

agreed upon results is grounds for discipjirsantion, including dismissal. An employee who

has recently accepted significant additioeaponsibilities through job consolidation or

promotion should receive appropriate timedmdhe skills required in the new position.

The manager shall review all unsatisfactory perforoge evaluations with the Director of Ministry Sopp
before appraising the employee.

- 2.4 - PROBATION PERIOD

The first three months of employment is a probatigmperiod. During this probation period, full-time
employees are entitled to enroll for health plavetage (consistent with specific provisions of pien), to
receive paid holidays, coverage by the State Wdtkenpensation Act and pay during periods of absésrce
jury duty or iliness. If an employee on probatismbsent for other reasons, the time will norma#yunpaid.
At the end of the three months, the employee wikive a performance evaluation by their manadés. T
evaluation shall be reviewed by the Director of Mgiry Support. If, during the probationary peritiog
employee’s work does not satisfy the requiremehteejob, as defined by the job description an@BC
policies, employment may be terminated.
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- 3.0 - WORK CONDUCT

It is the policy of CPC to maintain a safe, prodweivorking environment free from discrimination,
harassment, inappropriate and other disruptive\behaPersonal conduct that interferes with theragion of
the church, creates safety hazards, and is ungrofes or offensive to church members, the communit
served, or fellow employees is not acceptable.

- 3.1 - CONFIDENTIALITY

It is the policy of CPC that matters relating toptoyees', church members' and non-members' prarate
personal lives will not be made a matter of publigcussion or disclosure. All CPC employees areebaul to
use the utmost tact and discretion in carryingtbetfunctions of their positions. CPC will only cesgt
personal information that is required for busineskegal purposes and will restrict the availapibf that
information to those individuals with a businesech& know. Questions by individuals concerning the
business of the church, its finances, employe@semnbers shall be directed to the ministry managefaa the
Director of Ministry Support.

The above policy is intended to protect the privatd personal lives of CPC employees, members amd n
members and not to inhibit the sharing of our sssité ministry programs with the world.

- 3.2 - SOLICITATION

Persons not employed by CPC may not enter its gesat any time for the purpose of solicitation of
employees or distribution of literature to emplaye®rohibited activities include, but are not teml to,
soliciting signatures or financial contributions]ling merchandise, distributing literature, pangilor printed
matter of any kind on CPC premises.

To prevent interference with work activities, sithtion and distribution activities by employeesottfier
employees at work areas, or during work time, aohipited. Solicitation by non-working employessalso
prohibited unless approved by the Director of MiyiSupport.

Materials posted on church bulletin boards musigg@oved by the Director of Ministry Support and be
consistent with the policies and programs apprduethe Session. The Director of Ministry Support Wwe
responsible for placement, removal and overall tipgaf materials on bulletin boards.

- 3.3 - HARASSMENT, SEXUAL HARASSMENT

The policy of CPC is that any form of harassmeamtluding sexual harassment, will not be toleratéech
manager has a responsibility to maintain the wéskefree of any form of sexual harassment. Noaganis
to threaten or insinuate, either explicitly or imgfily, that an employee's refusal to submit tousdxadvances
will adversely affect the employee's employmengleation, wages, advancement, assigned dutiesyasthar
condition of employment or career developmedther conduct that has the purpose or effect oftsmltially
interfering with an individual's work performanceaveates an intimidating, hostile or offensive king
environment, whether committed by managers, co-aersrkr volunteers, is also prohibited.

Such conduct includes:
- Sexual flirtations, touching, advances apusitions.
- Verbal abuse of a sexual nature.
- Graphic or suggestive comments about awiithgial's dress or body.
- Sexually degrading words to describe anviddial.
- The display, in written or visual form, inet work place of sexually suggestive objects dupés.
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3.3 - HARASSMENT, SEXUAL HARASSMENT (cont.)

Harassment is not only a violation of state anefallaw, it is also a violation of the ethics unddich CPC
operates. Accordingly, any employee who belietias the words or actions of a manager, fellow egyg®oor
volunteer constitute harassment has the respatgioiltell the harasser that his/her actiens

are not welcome and they must stop and to reperinttident in writing to their manager and thedotor of
Ministry Support. All complaints of harassmentlwe investigated promptly in an impartial and tdential
manner.

If the employee is not satisfied with the resolntad their complaint, they shall contact the El@s#rseer of
their ministry and/or the Elder/Overseer-Human Rese. The Elder/Overseer- Human Resource will ievie
the complaint and if required, refer it to the Hoyee Issue Resolution Committee. This Committdebei
composed of the Director of Ministry Support, thdained Pastor over the employee's ministry, thierEl
Overseer of the employee's ministry and the Eldar&eer-Human Resource. If the employee works in a
ministry that reports directly to the Senior Pastioe Senior Pastor may designate another ord&astbr to
serve on the committee. The Employee Issue Resnl@mmittee will investigate the employee's conser
and develop the CPC position. The CPC positiohbeilreviewed and approved by the Senior Pastotrend
Clerk of Session before it is communicated to tinpleyee.

Any CPC employee or manager who is found, after@piate investigation, to have engaged in the
harassment of another employee will be subjectsminary procedures, as recommended by the Eyeplo
Issue Resolution Committee, up to and includinmieation. Retaliation of any kind against an emp®who
honestly reports what they believe to be sexuadsment is strictly prohibited and will be subject
disciplinary action up to and including termination

At any time during the process, an employee mayaobthe Department of Labor for information, oe siee
CPC job bulletin board.

- 3.4 - PERSONAL CONDUCT

All Employees who fill positions at CPC must recagrnthe leadership example that is required of them
While no specific dress code is required, individighall dress appropriately for the church enviment and
the task they are accomplishing.

It is the policy of CPC to prohibit the use, possas, manufacture, dispensation or distributioalobhol and
illegal drugs in all work locations and to complyhen required with the provisions of the FederaldFree
Workplace Act. No employee may report for work airpd by any substance, drug or alcohol. Impaired
means under the influence of a substance suclhii@&mployee's motor senses (i.e.. sight, hedoalgnce,
reaction or reflex) or judgment are or may be raabty presumed to be affected. Violation of thetigy may
result in the immediate termination of employment.

As an employer, CPC recognizes alcohol or drugehbssan illness or disorder requiring medical megt.
Therefore, CPC will encourage affected individualseek help voluntarily, assist managers in dgaliith
the associated behavior related to work performanceprovide training to employees and manageer datg
issues related to alcohol and drug use. CPC pphalyibits the use of tobacco products on the choachpus.

It is also the policy of CPC to prohibit the posses, use or display of any type of weapon on thech
grounds. Violation of this policy may result in iregiate termination.
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- 3.4 - PERSONAL CONDUCT (cont.)

CPC equipment and information systems are provisidylfor the conduct of church business. Their
unauthorized use, whether or not for personal gsian inappropriate use of CPC assets. It isa¢bpansibility
of each employee to ensure that each use of CPi@regot or systems is authorized and proper. If
authorization is in question, it is the employee&ponsibility to consult their manager. It is fudicy of CPC
to prohibit employees from engaging in any activigsactice or act which conflicts with, or appetrgonflict
with, the interest of the church, its memberstosuppliers. Since it is impossible to describtha situations
which may cause or give the appearance of a cooflinterest, the following statements shall beduas a
guide:

- Employees are expected to represent thebhnrma positive and ethical manner and have aigatibn
both to avoid conflicts of interest and to refeesfions/concerns about potential conflicts to their
manager.

- Employees and their immediate families are n@dwept gifts or any special discounts or loansfamy
person doing, or seeking to do, business with thea.

Full or Part-time employees, who hold paid postiontside of CPC, must ensure that such outside
employment will not interfere with the performarafeheir duties, produce a conflict of interespimrsuit of
those duties or cause discredit to CPC. Full emgloyees will advise their manager of additiongbmle
employment.
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- 4.0 - DISCIPLINARY PROCEDURES

It is the policy of CPC that all employees are eted to comply with the church's standards of bietmand
performance and that any noncompliance with thieselards must be remedied. Employees exhibiting
noncompliance may be subject to progressive diseiplp to and including termination of employment.

CPC reserves the right to terminate an employaeatime for any reason with or without prior digmary
counseling or notice. Nothing in this handboolaoy other CPC document is intended to modify thtswill"
employment policy, promise progressive disciplinglisciplinary counseling, or promise notice in
circumstances where CPC considers immediate tetiminar discipline to be appropriate.

The following steps are generally taken to reselvployee performance and behavior problems:

-4.1 - STEP ONE (1) VERBAL WARNING
If an employee is not meeting CPC's standards ledilaer or meeting the performance standards of jobj
the employee's manager shall take the followingact

1.
2.

Meet with the employee to discuss the enatt

Inform the employee of the nature of thebpem, the action necessary to correct it,
target dates for review and resolutiod potential actions if the problem is not resolved
by the target date or if the problem weors

Prepare a memorandum summarizing the skgou with the employee.

-4.2 - STEP TWO (2) WRITTEN WARNING
If the manager believes additional actions are @mpate to resolve the problem(s), the following@ts shall

be taken:

1. Prepare a memorandum of written warning to the eysa including specific deficiencies, actions
needed to correct the problem, the period of timergfor review of problem resolution and
consequences if stated expectations are not met.

2. The written warning shall be reviewed by theeBtor of Ministry Support before it is deliver&althe
employee.

3. Meet with the employee to review the teritwarning. The employee and the manager sthitidliand

date the document. This document will be filedne eémployee’s personnel file for twelve months.

If there are additional incidents of noncomplianc®ther unrelated problems involving job performair
behavior, termination may result. If there are ddi@onal incidents or problems during the twelvenths
after the formal warning, it should be removed frilv@ employee’s personnel file.
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- 4.3 -STEP THREE (3) PROBATION OR TERMINATION

If an employee fails to correct a problem afterpkéod of time allotted by a written warning, t@ployee
may either be terminated or placed on probatiopedding on the manager's determination of the gparte
action under the circumstances. The employee ragtdred on probation for up to, but not to exdbeee
months. The employee shall be provided a new pegoce plan and there shall be frequent reviews thi
manager during this probationary period. If theokayee's performance does not immediately improwk a
continue at a satisfactory level, they shall benteated. If the employee successfully completesptiobation
period, employeshall be formally appraised as satisfactory. Tipleyee shall understand that future
performance problems may result in immediate teation. While the employee is on probation, theyreoe
eligible for job transfers, significant job changessalary increases.

CPC reserves the right to exercise discretionsoigiine based on the nature of the problem, therpial for
appropriate resolution and any other pertinentidenations. An employee may be immediately terngiddor
behavior in the work place inconsistent with comiyi@tcepted moral or professional standards. Ejleswgf
such inappropriate behavior include, but are moitdid to, dishonesty, theft, malicious destructidproperty,
discourtesy toward or harassment of another employenember of this church, insubordination, excess
tardiness or absenteeism.

When it is necessary to terminate an employedait always be done in communication with the Paatal
the Elder/Overseer of the employee's ministry HReElder, and the Director of Ministry Support.shall also
be understood that the process be documentedtias teason for the dismissal and the actions thet been
taken to resolve the problem(s).

Terminations from the following positions requiretapproval of the church session; the MinistaNofship
& Arts, the Director of Ministry Support, the Clgal Director of CPCC, the SRVCA Principal, and the
Director of CPP. The process for dissolving agrastrelationship is contained in the EPC Book odl€.

Employees who believe that they have been dis@glino severely or without good cause are encodréige
bring this to the attention of their manager or Etiector of Ministry Support. If the employee istrsatisfied
with the resolution of the complaint, the employegy contact the Elder/ Overseer of their ministrgl/ar the
Elder/Overseer- Human Resources. The Elder/Ovekdeman Resources will review the complaint and if
required, refer it to the Employee Issue ResoluGommittee. This Committee is composed of the Dinecf
Ministry Support, the ordained Pastor over the eygd's ministry, the Elder Overseer of the emplsyee
ministry, and the Elder Overseer-Human Resourtfake employee works in a ministry that reportedily to
the Senior Pastor, the Senior Pastor may desigmatder ordained Pastor to serve on the commiftes.
committee will investigate the concerns of the emgpe and develop the CPC position. The CPC pasitith
be reviewed and approved by the Senior Pastorhen@lerk of Session before it is communicated o th
employee.

At any time in the process, an employee may coti@cDepartment of Labor for information.
This notice is posted on the CPC bulletin board.
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- 5.0 - COMPENSATION-  (Revised and approved by Session 10/2/07)

It is the policy of Community Presbyterian Churolptovide a salary process that ensures fair

and consistent practices, compensates staff ooeaie of their contribution to the common missibthe
church, complies with applicable laws and regutatiand acknowledges the financial resource linfitSRC.
Specifically, CPC reserves the right to adjustrig way the compensation plans due to financial itimms or
changes in policy.

While all CPC positions involve work that is valleland honorable, CPC recognizes that the requiresne
responsibilities and expectations of its salartedf sary significantly. For this reason, rangésalary levels
reflect both the complexities of the work perfornadwell as the individual training, skills andliéiles
required to complete the work.

All regular full-time and part-time positions whle clearly defined with a written description amdsistently
evaluated according to a system which differergiéite value of one position from another. The tpwsi
description is the basis for this evaluation aralgb includes comparison with other internal CeSitons,
similar jobs in the Presbytery and to secular jobSontra Costa County.

As a result of this evaluation, each position Wwél assigned to one of ten salary bands. Eachhmsdn
associated salary range that includes a target ettr, a mid-point or market rate and maximum fatehe
position. The salary band assigned to each posgioot a permanent value; it simply reflectsybsition's
value at a point in time. Changes in organizatistaicture and/or job content may require a pasitobe
reviewed and reevaluated.

The above actions support CPC's compensation pbpihgsof paying for performance. Individual salary
increases are allotted from the merit fund accgrdinthe employee’s position in their salary raagd their
performance rating. Merit increases are recommebgdbe employee's manager and by the Pastor beer t
employee's ministry. Merit increases are approwethe Director of Ministry Support, Elder Human
Resourcesthe Senior Pastor and the church budget processsalaries of most employees at the San Ramon
Valley Christian Academy and the Community PrestigtePreschool are based on a grid system thatrdswa
employees for length of service as well as addifi@ducation credits gained by the employee. The
administration support positions are covered byGRE merit increase plan. Salary planning forSRYCA

and CPP is part of their budget process and wilg@oved by the Director of Ministry Support, ahd final
approval bythe Session Administration Committee.

- 5.1 - OVERTIME PAY

CPC classifies positions as exempt or non-exemgugpose of pay practices. Employees in positions
classified as non-exempt based on the Fair Lataordards Act guidelines are eligible to receive bwer pay.
Employees classified as exempt based on thesegad®ines are not eligible to receive overtime.pay

-5.2 - COMPENSATORY TIME (Revised and approved by Session 8/24/10)

Generally, CPC does not authorize overtime pay due budget constraints. Overtime pay must be pre-
approved by the Ministry Pastor and the Director ofMinistry Support. However, at the discretion and
pre-approval of the Ministry Pastor, compensatory ime off may be granted by the Manager for full-time
non-exempt employees at the rate of one hour for ela one hour worked. The use of compensatory time
for non-exempt employees is only permissible winenrton-exempt employee takes the time off in tineesa
work week as the extra time worked (so that thal tohe worked in one week does not exceed theod® h
overtime limit). This time is not allowed to be aotulated and used as vacation. It must be schedulgd
documented by showing the extra time earned andi ars¢he Time Reporting Form. Compensatory timasoff
not available to part-time employees.

Exempt employees are not paid overtime wages rathaly entitled to compensatory time off for hours
worked in excess of their regularly scheduled hodiise nature of exempt positions requires a flexiork
schedule.
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- 5.3 - VACATION

CPC will grant vacation time to each full-time emyge based on the years of full-time service thidly w
complete during the current calendar year. Thas pllso applies to the employees and managehs in t
SRVCA and CPP who work a twelve month schedule.

Completed Years of Service Vacation Adiii@n

more than 6 months 1 week
1-4 years 2 weeks

5-15 years 3 weeks

15 + years 4 weeks

Part-time employees working less than 20 hoursekwle not receive paid vacation time. All othertpime
employees will receive prorated vacation days basetthe number of hours they are scheduled andimgnrk
During the first six months of employment, vacatwili accrue but cannot be used until the end of preriod.

An annual vacation plan shall be developed for ddictistry to approve employees' vacation plans emslre
work coverage throughout the year. Ideally, empdsyghould request vacation one month in advance.
Vacation approval will be based on business neddramk coverage. Where appropriate, preferendebeil
given to seniority. As provided under federal atate law, CPC reserves the right to require engalsyo use
paid time off to cover family or personal medidaie off.

Vacation is provided as a benefit to the employgeedst and recreation away from the work envirommneand
all employees are encouraged to take all earneatioadn the calendar year it is earned. HoweWemusual
circumstances or unforeseen needs of the chureemrgou from taking some of your vacation, younidiry
Pastor may approve deferring vacation to the falgwear. The deferred vacation must be taken duhia
first three months of the following year which éfearred to as the grace period. It is not perwhittecarryover
more vacation days than the employee earns orexanwone year. If the vacation days that araezhover
are not taken during the grace period (by Marcbf3he following year), the employee will not aceru
additional vacation days until the deferred vagatiays are taken. Vacation days must be auditezholy
Manager/Pastor as of December 31 and all defeaedtin days reported to the Human Resource Manager
Vacation days not reported as deferred by the Memiagstor will be considered to have been usetidy t
employee.

- 5.4 - HOLIDAYS
It is the policy of CPC to designate and observen@idays each year. All full-time employees stiiled to
work on the holiday will be provided a day off wiphy for each holiday observed.

The holidays observed are as follows:

New Year's Day Independence Day

Martin Luther King President's Day

Labor Day Good Friday

Memorial Day Thanksgiving Day & the day after

Christmas Day

Part-time employees working less than 20 hoursekwle not receive paid holidays. All other partdim
employees will be paid on a prorated basis bagsetthéonumber of hours they are scheduled and wgrkira
holiday falls on a Saturday or Sunday, the churitholyserve the holiday on the preceding Fridayhar
following Monday. The activities of the churchdeently necessitate a staff presence on thesesalyslidVhen
it is necessary for an employee to work a holidagy will be provided another day off as soon¢héter as
possible.
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- 5.5 - MEDICAL/ SICK LEAVE

Medical Leave is intended for use for the illnebthe employee or a member of the employee's
immediate family. Full-time employees will accru@ days of sick leave per complete calendar year of
employment and it is cumulative to 90 workdays. Epee’s will begin to accrue medical leave timesasn
as they are employed. Part-time employees who \esskthan 20 hours per week do not accrue sicleledl/
other part-time employees will accrue sick leavarated on the number of hours they are schedulgéd an
working. Medical leave is also your short-termadhitity coverage and is used for illness time affilu
eligibility for long term disability coverage begimfter 90 calendar days.

If one is absent due to illness, the employee stgitact their manager before 8:30 A.M. The manaugy
require a doctor's certificate before paying sezkve in excess of three days, if the absencebie twvered by
the Family Medical Leave Act or if they believe siek leave benefit is being abused. Medical leaeeits
will be charged in one hour increments for doatlentist and other approved absences for non-exempt
employees. The employee must account for all melliage time upon their return to work. If employmhés
terminated, there will be no monetary compensdtoninused medical leave time. Please review &e@i7
for information regarding the Family Medical Lea¥et.

- 5.6 - WORKERS COMPENSATION INSURANCE

All employees shall be covered by Worker's Compémsdnsurance which provides certain benefits for
employees who suffer injury directly in the couateheir employment. Employees are responsible for
immediately reporting any work related injury dndss to their manager. The manager and the thjure
employee are responsible for the completion ofrinfeports for submission to the Director of Minyst
Support and the Insurance carrier within 24 hofiencaccident.

An injured employee is entitled to the followingpgs of Worker's Compensation benefits: reasonabtiaal
care, rehabilitation services necessary to retugnrjured employee to work and partial replacenoéiast
wages.

Since the Worker's Compensation Insurance Compampensates the employee during lost time due to the
on the job injury or illness and for as long asdbetor says the employee is unable to work becaiutte

injury, CPC will suspend compensation during suctetas the Insurance Company pays the employee.
Further, lost time due to job injury will not bewtded as short term disability medical leave, hawethe
Family Medical Leave Act may be counted. The exoepo the above is that CPC will cover any ddat t
Worker's Compensation fails to pay the employeeafat charge it to their accrued medical leavee. (i.
Worker's Compensation Insurance may not pay fofitbiethree days an employee is off work). If the
employee does not have accrued medical leave ctieglitime will be without pay.

-5.7 - EMPLOYER MATCHING DEFERRED COMPENSATION PLA N

CPC offers an employer matching deferred compemsagitirement plan (403b) for all eligible emplogeeAn
eligible employee is one who is working full-tinfeas worked for CPC for at least one year and icoo¢red
by another CPC deferred compensation plan.

The purpose of the Deferred Compensation planpsdeide employees an opportunity to accumulateayion
for retirement. The Plan, which is voluntary iriura, provides an opportunity for employees to defe
receiving a portion of their compensation. Thilswas them to save for tomorrow and defer payingesaoin
their income taxes today. To help encourage enggl®yo participate in the plan and develop thet lrdibi
saving, CPC will match a portion of the compensaémployees defer.

The CPC Plan will match 50% of up to 6% contributgcemployees to a (403b) plan with Fidelity
Investments. For example, if an employee makes0$P5 year and contributes 6% of their W-2 grassine
($1500) to the Fidelity Plan; CPC would contrib@% (50% of up to 6%) or $750. a year to the enmgédy/
account.
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- 5.7 - EMPLOYER MATCHING DEFERRED COMPENSATION PLA N (cont.)
Employee's should review the Fidelity Plan Progpgatvaluate their current needs, their futureggaatl the
current and future tax consequences of investirigisnPlan before they decide to participate.

Additional details, including restrictions on eawjthdrawal and maximum contributions exist and are
available from the Plan Administrator. CPC can rhodri cancel this program at any time.

- 5.8 - MERIT INCREASE PLANNING
The most important factor in determining the mierirease plan is the amount of money availablaéénMerit
Increase Fund. The Director of Ministry Suppord &me Senior Pastor will recommend the funds trediebe
should be budgeted for salary and salary increasesart of the budget process. This budget isrindawed
by the Administrative Committee and approved byehtre Session. The size of the Fund is estadalistith
the following considerations:
1. CPC's Ability to Pay- The challenge of gtg a church in today's economic environmentiireg
sound business decisions in all areas. CPC restrgaight to adjust in any way the
merit increase plan due to business conditions.
2. The Competitive Marketplace- CPC is cottedito paying its employees salaries that
are comparable to other churches of our size redfioand nationally. CPC also monitors the paygsan
of similar jobs within the Central Contra Costa 8tyusecular community; however, the comparable pay
scales with other regional churches is the stanofedpectation.

Merit increase reviews will be made annually. Amptoyee is eligible to be included in this revidwhiey
have completed six months of continuous servianat rated unsatisfactory or on probation, or tease of
absence. Employees in the above categories shadvleved when their status has changed or ateke n
annual review. The Managers/Pastors shall perforamnaual performance/salary review and make
recommendations to the Director of Ministry Supgortl the Senior Pastor for merit increases wittnéir t
ministry.

Specific employee salary or benefit concerns shbalbrought to the attention of the managerhdf t
employee's concerns are not satisfied, the issueeaeviewed with the Director of Ministry Suppartd/or
the Senior Pastor.
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- 6.0 - BENEFITS

- 6.1 - HEALTH PLAN COVERAGE

The church will offer health plan choices to futhe employees during the enrollment period. Ther@ one
month waiting period after hire date or transfegria a full-time position. The employee will papartion of
the cost based on the number of family membersredvand the health plan they select. Specificildeta
including participation and coverage limitations arcluded in the Plan documents.

-6.1A- VISION INSURANCE
CPC will pay the cost of vision coverage for enygles when their health
care provider does not include it with their plépecific details are available
from the Plan administrator.

-6.1B- SECTION 125 PLAN
CPC will provide a Flexible Spending AccountsrRlalso called a Section
125 Plan, for all employees enrolled in CPC'slthdalan Coverage. A Section
125 Plan is an IRS-regulated program that allow tp pay for certain expenses
on a PRE-TAX basis. Eligible expenses are coutions to your Employer's
insurance plans, dependent care expenses anl baad expenses. Forms and
specific Plan details are available from the Ridministrator.

-6.1C- COBRA HEALTH CONTINUATION
Under the Consolidated Omnibus Budget Reconicitiadhct (COBRA), you
and/or your dependents may qualify for continbedlth coverage for a specified
period of time after coverage would normally terate under your employer's
Plan. In order to be eligible for this continueshlth coverage, a qualifying event
must occur which would otherwise cause a logwérage. You or your
dependents may elect to continue coverage unaegroup plan for up to
eighteen (18) months for the following qualifyiagents:
1). Termination of your employment for any reasecept gross misconduct or
2). Reduction of hours which would result in tbes of your plan eligibility.
Your dependents may also elect to continue cgesfar up to 36 months for
certain qualifying events. Please check withpla@ administrator for additional
information and plan guidelines.

- 6.2 - DENTAL PLAN COVERAGE.

The church will pay the cost of the Dental HealldnnFor all full time employees and their spou3ée
employee may add additional family members at thgirense. There is a waiting period of three months
Specific details, including participation and cage limitations are included in the Plan documents.

- 6.3 - SOCIAL SECURITY

All employees are covered by social security. @RICdeduct the employee's contribution from theigular
salary each pay period. This deduction, and aaleaqaount paid by CPC, will be sent regularly fogdit to
the employee’s Social Security account with thegraldGovernment.

- 6.4 - LIFE INSURANCE

The church will pay the cost of a $20,000 groug iifsurance plan for all full time employees. The
enrollment waiting period is three months from ¢émeployee's date of employment. The employee is
responsible for updating address and beneficiaanges.

- 6.5- LONG TERM DISABILITY

All full time CPC employees are covered by a loagnt disability plan. Coverage will begin three rien
from the employee's date of employment. Pleaseacbttie Plan administrator for additional detaflthe
Plan. Please review Section 5.5 regarding shiort tisability and Medical Leave.
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- 6.6 - LEAVES OF ABSENCE (with pay)
All full-time and part-time employees, who work redhan 20 hours per week, are eligible for theofeihg
leaves of absence with pay:

1. For regular training periods in the US &dhi-orces for which specific participation
orders are issued ( up to two weeks dhnua

2. Jury duty for which a jury summons is reed (for the period required by the court).

3. Marriage of an employee who has been eyapldy CPC for more than one year
(up to three days).

4. Death of immediate family member (up te@thdays).

5. Birth of an immediate family member (ughoee days).

Part-time employees will receive prorated pay fer above days based on the number of hours they are
scheduled and working. The above leaves requiragpeoval of the employee's manager.

- 6.7 - LEAVES OF ABSENCE (without pay)

CPC, in compliance with the Family and Medical Ledct of 1993/California Family Rights Act (CFRA)
and Pregnancy Disability Leave guidelines will pdevan eligible employee up to 12 weeks of unpaayé in
any 12 month period for the following reasons:tal¢are for a newborn child, or upon placement wWith
employee of a child for adoption or foster careto2yare for a spouse, child or parent who hasiausehealth
condition, or 3) when the employee is unable tokwmrcause of the employee's own serious healthiteamd
An eligible employee is one who has worked for¢harch or its affiliate organizations for 12 monthst
necessarily consecutively) and/or has worked at 250 hours in the previous 12 months.

Even if you are not eligible for a CFRA leave, i$abled by pregnancy, childbirth or related medical
conditions, an employee may be entitled to takeegnmancy disability leave of up to four months, eleging
on the employee’s period(s) of actual disabilifiythe employee is CFRA-eligible, they have ciertéghts to
take BOTH a pregnancy disability leave and a CH&&e for reason of the birth of their child.

Such leave requests shall be in writing and dicetiehe employee's manager at least thirty dags fur the
requested leave date. The request must specifsially the purpose of the leave and the dates mh vitis
requested to begin and end. Written certificatiprlgualified health care provider may be requirEdmily
care leaves require the approval of the Ministrst®aand the Director of Ministry Support. Emplogee
returning from a leave of absence will be reingtatetheir same job or equivalent provided the chigr
circumstances have not changed to the extenttthdlt be impossible or unreasonable to provide
reinstatement.

Employees on leave will continue to receive heatfitl dental benefits for the leave period, howealénther
benefits will cease for the duration of the lea¥e.employee who is ill or has an ill family membweitl be
expected to use their accrued Medical/Sick Leavmaasof the 12 week requirement. Likewise, empésy
caring for a new child would be required to applgit accrued vacation to the 12 week requirement.

CPC may grant leaves without pay for other spegpfigposes in those special circumstances which may
require employees to take time away from work adtbpaid leave has been exhausted. Special cstaunes
for which leave without pay may be approved aremdéd employee or family medical absences (inctudin
pregnancy), recall to active duty in the US Armetdeés or a special study leave. Employees on $edoenot
receive paid health and dental benefits or any cibmemt for future reinstatement. Unpaid leavessfoecial
circumstances require the approval of yblinistry Pastoy the Director of Ministry Support and the Senior
Pastor.

If an employee fails to return to work at the caisobn of an approved leave of absence, the emplifelee
considered to have voluntarily resigned.
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-7.0- SAN RAMON VALLEY CHRISTIAN ACADEMY CERTIFICAT ED STAFF

This category of employee includes all teacherssadtitutes who are a regular part of the cumicptogram
at the San Ramon Valley Christian Academy. One gagloyment contracts will be executed between alll
full-time and part-time certificated teachers anel ERVCA Committee. With the exception of contregtart-
time teachers, part-time employees are paid droarly basis and must record their hours workedh ey on
a time card. Full-time contracted certificated tesrs receive all the benefits listed below. Rametcontracted
certificated teachers benefits are prorated t&4dtd full-time hours worked and include Holidays,
Medical/Sick Leave, Leaves of Absence, Voluntarypliyee Contributing Retirement Plan and Tuition
Grants for SRVCA Staff. Part-time (working lekan 30 hours per week), hourly employees receive no
benefits. Benefits for full-time non-certificatethf (administrative staff) will be the same asatPC
support staff.

-7.1- VACATION
With the exception of the SRVCA Principal and othdktime administrative staff, who work 12 montpsr
year, no SRVCA employees will receive paid vacation

-7.2- HOLIDAYS
All contracted full and part-time certificated tbéacs will be paid for Holidays that occur during tchool
year. Part-time certificated teachers, workingertbian 20 hours per week, will be paid on a pradrassis.

-7.3- MEDICAL/SICK LEAVE

The SRVCA grants ten (10) days per school yeatillf@ss without any loss of pay for full-time orrpéime
certificated teachers. Part-time certificated bess, working more than 20 hours per week, aratgdasick
leave on a prorated basis depending on the nunfitherues they are scheduled and working . Up totyi{@0)
days of sick leave may be accumulated.

-7.4- LEAVES OF ABSENCE (with and without pay)
All certificated full and part-time teachers, whonk more than 20 hours per week, are eligibldtier
following leaves of absence with pay:

1. Personal Necessity: SRVCA grants three @y personal leave days to certificated
teachers for use during the term ofcivract, as necessary with the approval
of the Principal. The cost of a substite@cher will be deducted from the teacher's
salary.

2. Personal Day: Two (2) personal days are digdull-time certificated teachers with
at least two (2) years experience at SRVCAesE personal days may be used for any
reason, but the date must be pre-approved by theifal. These days will be deducted
from the teacher's sick leave.

3. Professional Leave Day: SRVCA grants ongéld professional leave day to
full-time certificated teachers for use dgrthe term of their contract in accordance
with the criteria established bg SRVCA.

4. Bereavement: Upon the death of a member afmheediate family (spouse, child,
father, mother, siblings, mother-in-law, f&tiin-law) three (3) work days may be
granted without loss of pay. An additionabt(2) days may be taken and charged
to sick leave.

5. Jury Duty: Jury duty, is defined as servimevihich a jury summons is received for
a period required by the court. /Ehis no loss of pay for the employee serving on
jury duty.

6. Personal Holiday: Any days taken for vacatieereation, or for other personal
benefit must be approved in advance by theipal and will result in loss of pay
for the days absent.
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-7.4- LEAVES OF ABSENCE (with and without pay) (cort.)
7. Pregnancy Disability Leave: A full-time certéited teacher who becomes pregnant during the

school year may continue to teactoag as her doctor gives her permission for tielotso.
SRVCA, in compliance with the Family and Medicaklve Act of 1993 and the California Family
Rights Act, will provide an eligible employee uptteelve (12) weeks of unpaid leave
and job reinstatement. Please review Section @arding leaves of absence without pay for
additional information that may apply. The Print¢igad the SRVCA Committee will review
and manage each employee's retam lieave to meet the requirements of SRVCA and the
employee.

-7.5- HEALTH PLAN COVERAGE

SRVCA will offer health plan choices to full-timenployees during the enrollment period. Theredsa
month waiting period after employment or movingatfull-time position. The employee will pay a port of
the cost based on the number of family membersredvend the health plan they select. Please reSastion
6.1 of this document or see the Plan administfaroadditional information.

-7.6- DENTAL PLAN COVERAGE

SRVCA will pay the cost of the Dental Health Plan &ll full-time employees and their spouse. Theleyee
may add additional family members at their expefbe. enroliment waiting period is three months fritve
employee's date of employment. Specific detaildpuding participation and coverage limitations imauded
in the Plan documents.

-7.7- LONG TERM DISABILITY INSURANCE

All full time SRVCA employees are covered by a Ildegn disability plan. Coverage will begin threenths
from the employee's date of employment. Pleastacbthe Plan administrator for additional detafishe
Plan. Please review Section 5.4 for descriptiothefshort term disability coverage.

-7.8- LIFE INSURANCE
SRVCA provides a $20,000 group life insurance fiarall full time employees. The enrollment wagin
period is three (3) months from the employee's dagmployment.

-7.9- EMPLOYER CONTRIBUTING RETIREMENT PLAN

After three (3) years of continuous full-time emyitent, full-time certificated teachers qualify BorSRVCA

sponsored retirement plan. The SRVCA will annupdly into each full-time certificated teachersreznent

account the amount of $2,250 (pension qualifiegd)y full-time certificated teacher who is terminaerior to
the end of any school year will receive a prorggedion of the $2,250. All SRVCA employees argjiblie for
voluntary enroliment in the SRVCA Plan at any time.

-7.10- TUITION GRANTS FOR SRVCA STAFF

A 50% tuition grant to the SRVCA will be given ftire children of full-time certificated teachersarime
certificated teachers are given a tuition grargrimportion to the amount of their contracted teaghime. In
all cases, the teacher will be responsible forraisgellaneous or other fees.

-7.11- SUMMARY

Other "key differences” between CPC and SRVCA egg®@ractices are in the areas identified belolgage
refer to the SRVCA Committee Practices Manual fier ¢urrent SRVCA procedures in the following areas:
HIRING

PERFORMANCE EVALUATION

COMPENSATION

TRAINING AND PROFESSIONAL DEVELOPMENT

CORRECTIVE ACTION PLAN

TERMINATION/RESOLUTION OF DIFFERENCES

ogkwNE
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-8.0- COMMUNITY PRESBYTERIAN PRESCHOOL

This group of employees include the director, headhers, full-time teachers, part-time assoceselters,
and other part-time helpers that work at CommuRrgsbyterian Preschool. Full-time teachers work nin
months per year and teach nine sessions (3 housegsion) a week. Head teachers and full-timehera
receive all the benefits listed below. Part-timacteers who are scheduled to teach at least silesg8 hours
per session) a week will receive the following Heaaerorated to the % of full-time hours workeddanclude
Holidays (if they are scheduled to work that d&gdical/Sick Leave, and Leaves of Absence. Pamn-ti
teachers who are scheduled to work less than @aessweek receive no benefits. With the excepdifdmead
teachers, all employees are paid on a hourly faasisnust record their hours worked each day omea ¢ard.

Benefits for the Director and other full-time 12 mio administrative staff will be the same as f& @PC
support staff.

-8.1- VACATION
With the exception of the CPP Director and othdrtftne administrative staff, who work 12 monthg pear,
CPP employees do not receive paid vacations.

-8.2- HOLIDAYS

All head and full-time teachers will be paid for lldlays that occur during the school year. Part-teneloyees
who are scheduled to work on the Holiday, and eheduled to work or teach at least six sessionsekwwill
receive Holiday pay. The pay will be on a prordtedis based on the number of hours they are sauwdald
working.

-8.3- MEDICAL/SICK LEAVE

All head and full-time teachers receive 10 day@®sessions per year, cumulative up to ninety ¢ags. If
one is absent due to iliness, the employee shathcothe Director or their designate. All timé wiust be
requested from and approved by the CPP Directtvair designate. Part-time teachers who are scaedal
teach at least 6 sessions per week will receiledsags prorated based on the number of hours tleey a
scheduled and working. Sessions missed, beyondegrued medical/sick leave, will result in a deghurct
from your salary at your hourly rate for the timessed. Please review Section 5.4 for additiorfarmation
regarding the usage of Medical/Sick Leave.

-8.4- LEAVES OF ABSENCE (with and without pay)
All head teachers, full-time teachers and part-tiezehers, who are scheduled to teach at leasistbas per
week, are eligible for the following leaves of afise with or without pay:

1. Bereavement: Upon the death of a member of the arateefamily (spouse, child,
father, mother, siblings, mother-in-law, fatherany) three work days may be
granted without loss of pay.

2. Jury Duty: Jury duty, is defined as service foiichha jury summons is received for a period reqlire
by the court. There is no loss of pay for the eypé serving on jury duty.

3. Personal Day: All head teachers, full-time teaslzard part time teachers who are scheduled to eradach at
least six sessions (3 hours per session) per widekageive one personal day per year. Head and foé-ti
teachers will receive two sessions. Part timehteesc(who are scheduled to teach 6 sessions pé&) wee
will receive one session.

Pregnancy Disability Leave: A teacher who becomegmmant during the school year may continue toiteac
long as her doctor gives permission for her toaoGPP, in compliance with the Family and Medlashve
Act of 1993 and the California Family Rights Actllywrovide an eligible employee up to twelve (123eks of
unpaid leave and job reinstatement. Please revestidh 6.7 regarding leaves of absence withoutfpay
additional information that may apply. The Direcéod the CPP Committee will review and manage each
employee's return from leave to meet the requirésn@CPP and the employee.
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-8.5- HEALTH PLAN COVERAGE

CPP will offer health plan choices to full-time elmpees during the enrollment period. There is @ month
waiting period after employment or moving to a-ihe position. The employee will pay a portiontieé cost
based on the number of family members coveredlantealth plan they select. Please review Sectibof6
this document or see the Plan administrator foiteé! information.

- 8.6 -DENTAL PLAN COVERAGE

CPP will pay the cost of the Dental Health Plandibfull-time employees and their spouse. The leyge
may add additional family members at their expefbe. enroliment waiting period is three months fritve
employee's date of employment. Specific detailduding participation and coverage limitations imauded
in the Plan documents.

-8.7- LONG TERM DISABILITY INSURANCE

All full-time CPP employees are covered by a loagrt disability plan. Coverage will begin three riin
from the employee's date of employment. Pleastacbthe Plan administrator for additional detafishe
Plan. Please review Section 5.4 for short terralidiisy coverage.

-8.8- LIFE INSURANCE
CPP provides a $20,000 group life insurance plaalfdull-time employees. The enroliment waitipgriod is
three (3) months from the employee's date of enmpéot.

-8.9- EMPLOYER CONTRIBUTING RETIREMENT PLAN
All full-time CPP employees who have been workiall fime for at least one (1) year are eligible to
participate in an employer matching deferred corepgon plan. Please review Section 5.6 for Pldailde

-8.10- SUMMARY
Other "key differences" between CPC and CPP emplpyactices are in the areas identified belowadtle
refer to the CPP Procedures Manual for the cu&R practice in the following areas:

1. HIRING

2. COMPENSATION

3. TRAINING AND PROFESSIONAL DEVELOPMENT
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-9.0 — EVANGELICAL PRESBYTERIAN CHURCH ORDAINED PASTORS

The relationship between the ordained Presbyt&tastors, the Church and the Presbytery is detednip¢he
EPC Book of Order. The Presbytery Ministerial Cditer has responsibilities to establish the overall
compensation and benefit guidelines for ordainesidPa. The Presbytery Ministerial Committee esthigls
the above guidelines for the Presbytery and previde information to the church Session. The elzantfits
will be determined by the Pastor's contract, thesBytery requirements and the local CPC practice. T
following are some of the special benefits in plareCPC's ordained Pastors:

-9.1- VACATION
Ordained Pastors receive one month of vacation yeah

-9.2- MEDICAL/SICK LEAVE
Ordained Pastors receive 10 Medical/Sick paid lemyes per year, cumulative to 90 workdays.

-9.3- PENSION/RETIREMENT BENEFITS
Ordained Pastors are enrolled in the EvangeliedBterian Church Pension fund and all direct dostsuch
enrollment are paid by CPC.

-9.4- SOCIAL SECURITY

The current social security laws consider membetkeoclergy to be self-employed and thereforeirthe
earnings are subject to self-employment taxes.ttisreason, CPC includes, in the annual totalpmoreation
of each member of the ordained staff, the cashvatprit compensation of Social Security taxes thbte
paid by the church for other non-ordained staff roers.

-9.5- HEALTH PLAN COVERAGE

The ordained Pastors are enrolled in the Evandgéhesbyterian Church’s Benefits Plan and all dioasts for
such enrollment is paid for by CPC. This Major MediBenefits plan covers the Pastors and their idiahe
families (spouse and children). Refer to Plan danisifor specific details and coverage limitations.

-9.6- STUDY LEAVE

All full-time ordained Pastors, except the Seniaster, are eligible for two weeks of paid studykeper year.
The Senior Pastor will receive three weeks of gaidy leave per year. Only study programs apprayetthe
Senior Pastor shall be eligible. Tuition allowargenly granted for reimbursement of expensedeélto an
approved study program. Expenses of $500 per westkidy leave are approved. The study leave aad th
expenses can be cumulated to a total of six week$3,000. Study leave budgeted funds may be tosethd
the study portion of the Sabbatical leave. Cunedlatudy leave time and dollars are not paid tdgeor if
their employment is terminated.

-9.7- SABBATICAL LEAVE

Sabbatical leave opportunities apply only to thgaored Pastors. A sabbatical leave is an extepeedd
away from church responsibilities for educationasiritual development. A sabbatical leave simafirove
the quality of one's service to CPC as a speadifigeegation and be conducive to the resumptiorasfdeal
duties with renewed skills, enthusiasm and enefgyhree month (13 consecutive weeks) sabbatieaidevill
be granted following the completion of each seveary of service to CPC. Sabbatical leave plan$ baus
approved by the Senior Pastor and the Session.elexgshall be submitted, in writing, at least 9sdaefore
the requested start date of the sabbatical leave.

Sabbaticals will not normally be granted at the ehdn ordained Pastor's term of service for CP@ose
taking sabbaticals shall plan on returning to C&Caf least one full year following the sabbatic8hbbatical
leaves shall not be combined with other leavesaoations.
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-9.7- SABBATICAL LEAVE (cont.)
Sabbatical expenses will normally be considereg#isonal expense of the Pastor unless they fdénthe
expense reimbursement guidelines for study leavé&s @onducting church business away from campus.

Gifts from the congregation may be received fotugion in the Pastor Sabbaticals restricted fuhkle
accumulated monies in this fund will be availalbeany Pastor who is qualified for a Sabbatical eaxd be
used for expenses other than those reimbursed addwedistribution of funds from this restrictectaunt
will be recommended by the Administration Commitseel approved by the CPC Session.

-9.8- MINISTERIAL ABSENCE

The absence of the ordained Pastors from theik #ball normally be limited to vacation, study leav
sabbaticals and illness, however, ordained Pastayshave other responsibilities within the Evanggli
Presbyterian Church. In recognition of these nequénts, as well as the needs of our ordained R&dsto
broadening their ministries beyond the local chuymtained Pastors are free to attend confereatesd
Presbytery or General Assembly Meetings, or vigienchurches to further God's work. It is expddhat the
Senior Pastor will plan the above activities to imize the impact to CPC and its ministries.

-9.9- PARENTAL LEAVE
The parental leave guidelines for ordained Pa#tofade partial salary payment and are also sulbject
applicable federal and state laws.

-9.10- CPP/SRVCA SCHOLARSHIP GRANTS (Revised and approved by Session 1/29/08)

CPC will provide full-time Ordained EPC Pastorshwéthool age children a 100% Tuition Financial
Scholarship Grant to the Community Presbyteriasdtreol and/or the San Ramon Valley Christian Academ
The cost of these scholarships is funded by thecbhoudget. The purpose of these scholarshigsdgtitact

and retain gifted Pastors.

-9.11- CAR ALLOWANCE

The Evangelical Presbyterian Church Presbyteryebtablished guidelines for reimbursing ordaineddras
for local travel in support of the church. CPC aalhusets the amount of car allowance to recogttieeravel
requirements of the specific job or at the establisPresbytery minimum, whichever is greater. Deth
Pastors will receive 1/12th of their authorized @iégmwance each month and the allowance will b&uohed in
their annual statement of wages and taxes.
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-10.0- CPC INTERN POLICY
(Revised and approved by Session 7/5/05)

-10.1- CPCC INTERN REQUIREMENTS
(Separated from Sudent Ministries Intern Policy after revision of 7/5/05)

1. The intern is expected to know Christ as peabk8avior and exhibit a maturing walk with Him.
2. All CPC interns will come under the trainingdamentoring of the supervisor in their area of

ministry and will have weekly meetings with the snpsor. A complete position description is
required before the intern is hired.

3. Counseling Center trainees will have compléted Bachelor's degrees and will be working

towards a Master's degree or as interns will havaepteted their Master's degree and will be
earning supervised hours leading to licensureMaraiage and Family Therapist.

-10.2- CPC STUDENT MINISTRIES INTERN POLICY

PHILOSOPHY

CPC is committed to developing ministry leaderdbipthe next generation of this congregation
and for the larger Church serving God’s missioouighout the world. Within our Student
Ministries, this commitment is expressed on seMVeradls, but it is especially evident in our intern
program. The central purpose of the intern progsata offer individuals who are interest in
pursuing a future in ministry the opportunity tqeote their calling and to gain the experience and
training that will lay a strong, well-developed falation for their future ministries. We offer both
a summer intern experience and a year-long intgoargence. Our desire is for interns to have a
clear sense of progress and growth toward minggtportunities beyond this program. At the end
of their first term, we ask year-round internsaeapply for an additional year when it is deemed
beneficial to their development and when growth pradjress have been evident. We will not
normally have interns serve with us for more thao years, because we do not want any intern to
stagnate in a position he or she has outgrown aoduse we want to encourage the intern to seek
the next step God has for him or her. In somes;dsevever, a third year at level 3 may be
offered to a former level 2 intern who has commgleteBachelor’'s degree and is beginning graduate
level seminary course work.

REQUIREMENTS

a. The intern is expected to know Christ as persoagid® and exhibit a maturing walk with
Him. The intern must also demonstrate a desiexpdore a future in vocational ministry.

b. Interns will come under the training and mentorifighe Student Ministries Pastor and the
Director of their ministry area, meeting weekly lwihe director. A complete position
description will be provided to the intern.

c. Allinterns, except Level 3 interns, are expecteble active, full-time students (carrying 12
units) and in good standing with his or her sci{owintaining a B average). Level 3 interns
are expected to carry at least one graduate levaihsiry course, and maintain a B average.

d. All internships will establish an individual leangj and growth contract that will include both
established goals for the curriculum and progravolirement, as well as individually
identified goals for personal growth. These gealkbe reviewed, evaluated, and updated as
needed in ongoing meetings with the Pastor.



Community Presbyterian Church Human Resource Manual Page 25
Danville, California Revised: May 2014

-10.2- CPC STUDENT MINISTRIES INTERN POLICY (cont.)
[ll. INTERN LEVELS

a. Student Intern — This is normally a high schootisnt in 11" or 12" grade that has
demonstrated a commitment to serve in ministryis ©ha year-long position that involves 10
hours of service and training per week. No beséfitl apply to this position.

b. Summer Intern — This internship is normally foralege student who has some volunteer
ministry experience and is interested in exploargpssible future in vocational ministry. This
position runs through the summer months and inwo®@hours of service and training per
week. We offer some flexibility on the startingdaending dates with the understanding that
different colleges will have different calendatsousing is available as needed and as
available. No other benefits apply.

c. Level 1 Intern — This internship is intended fdubi-time college student who has some
volunteer ministry experience and is interesteeXploring a possible future in vocational
ministry. This is a year-long position that inve$/20 hours of service and training per week.
Housing is available as needed and as availabteotiNer benefits apply.

d. Level 2 Intern — This internship is for a full-tincellege student who has either completed a
level 1 internship with us, making good progressulgh the program, or for someone coming
to our program with ministry experience equivaltenour level 1 internship. This is a year-
long position that involves 20 hours of service tmdhing per week. Housing is available as
needed and as available. No other benefits apply.

e. Level 3 Intern — This internship is intended farallege graduate who is ready to engage in
graduate level seminary course work, carryingadtlene course, and is looking to an
opportunity to integrate their theological studigth a valuable hands-on ministry experience.
This is a year-long position that involves 20 hoefrservice and training per week. Housing is
available as needed and as available. The LewéB may receive financial assistance for
Seminary expenses limited to three courses perarahthe texts
for those courses. No other benefits apply.

The Director of Ministry Support has the authotityset and adjust stipend levels within the anapalroved
budget. Additional information regarding thesegseons, including the ministry responsibilities the
interns, is available in the ministry program doemtation. Intern concerns should be brought to you
Manager, Ministry Pastor or the Director of MinisBupport.
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-11.0 - EMPLOYEE ISSUE RESOLUTION PROCESS

It is the policy of CPC to make every effort to bpamptly and fairly with all issues arising froemployment
or conditions of employment. Therefore, it is imott that your concerns be discussed with your iciate
manager. In those cases where a solution to $he sannot be found in a discussion between théoge®
and their manager, the employee may appeal toitieetdr of Ministry Support. If the problem is withco-
worker, the employee is encouraged to resolvesthgei with the other party. If the above actionsatdead to
a resolution of the issue, the complaint may baid@nted by the employee and brought to the Elderser
of employee's ministry and/or the Elder/Overseemidn Resource. The Elder/Overseer- Human Resource
will review the complaint and if required, refetdtthe Employee

Issue Resolution Committee. This Committee wilcbenposed of the Director of Ministry Support, the
ordained Pastor over the employee's ministry, tderEDverseer of the employee's ministry and thieiEl
Overseer- Human Resource. If the employee worksnministry that reports directly to the Senior Basthe
Senior Pastor may designate another ordained Rasserve on the committee. The committee will
investigate the concerns of the employee and dpub®CPC position. The CPC position will be revaevand
approved by the Senior Pastor and the Clerk ofi@egefore it is communicated to the employee.
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- 12.0 - EXPENSE REIMBURSEMENT -(Revised and approved by Session 10/7/07)

Income tax regulations 1.162-17 and 1.274-5(e)idethat an employee need not report on his indamme
returns expenses paid or incurred by him solelytferbenefit of his employer for which he is reqdito
account and does account to his employer and varelcharged directly or indirectly to the employag
income tax regulation 1.274-5(e) further providest an "adequate accounting” means the submissithe t
employer of an account book, diary, statement peage or similar record maintained by the emplayee
which the information as to each element of expgengli(amount, time and place, business purpose and
business relationship) is recorded at or nearithe of the expenditure, together with supportinguoentary
evidence, in a manner which conforms to all thegadee records requirements set forth in the reiguisit All
employees requesting reimbursement for travel amidt wxpenses away from campus must submit their
requests for reimbursement on a check request form.

Community Presbyterian Church holds to a reimbuesgrolicy according to income tax regulations 2:16
and 1.274-S(e) upon the following terms and coonsti

1. Any employee now or hereafter employed BYC@nd its affiliate organizations, shall be
reimbursed for any ordinary and necessasjniess and professional expense incurred on
behalf of the church, if the following cotoins are satisfied: a) the expenses are reasenabl
in amount and meet purchase order/budgeinreEments. b) the employee documents the
amount, time and place, business purpoddasiness relationship of each such expense
with the same kinds of documentary evideaxwill be required to support deduction of
the expense on the employee's federal irdamreturn and c) the employee documents
such expenses by providing administratidth an accounting of such expenses, no less
frequently than monthly. In no event wili expense be reimbursed if substantially more
than 60 days after the expense is paidauried by an employee.

2. The church shall not include in an empl&y/&é-2 form the amount of any business or
professional expense properly substantiatelreimbursed according to the preceding
paragraph and the employee shall not reperamount of any such reimbursement
as income on their Form 1040.

3. Any church reimbursement that exceeds itheuat of the business or professional
expense properly accounted for by an eyg@gursuant to this reimbursement policy
must be returned to the church within di2@s after the associated expenses are paid
or incurred by the employee and shallbetetained by the employee.

4. If, for any reason, the church's reimbursgiare less than the amount of the business
and professional expenses properly sutiatad by an employee, the church will report
no part of the reimbursements on the eygas W-2 and the employee may deduct the
non-reimbursed expenses as allowed by law.

5. Under no circumstances will the church rainsk an employee for business or
professional expenses incurred on belidlfeochurch that are not properly substantiated
according to this policy. The church eoygles understand that this requirement is
necessary to prevent our reimbursementfpten being classified as a non-accountable
plan.

All requests for reimbursement of expenses (Cheaajugst Forms) must be reviewed and signed by the
Ministry Pastor.

Questions concerning the above policy shall becticbto your Manager, Ministry Pastor, or the Dioec
of Ministry Support.
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-13.0 STATEMENT OF ACKNOWLEDGEMENT

This is to acknowledge that | have received ancevesd a copy of Community Presbyterian Church's &lum
Resource Policy and Procedures handbook. | uradetshat the handbook provides guidelines and suynma
information about the church's human relationsqgedi, procedures, benefits, and rules of condualso
understand that it is my responsibility to readjenstand, become familiar with, and comply with skendards
that have been established.

| further understand that the church reservesitjie to modify, supplement, rescind, or revise priyvision,
benefit, or policy, with or without notice, as Bems necessary or appropriate.

| acknowledge that both the church and | haveitite to terminate the employment relationship at time,
with or without cause or advance notice, and thistemployment at will relationship will remain éffect
throughout my employment with CPC unless it is gfudly modified by an express written agreement
approved by the CPC Session. | further acknowld¢dgiethis employment at will relationship may net b
modified by any oral or implied agreement.

| also acknowledge that | have specifically resel$ections detailing CPC's description of Sexual
Harassment(3.3) and Personal Conduct(3.4) and stader and support those statements.

This document, when signed, will become a partoofrypermanent human resource record.

Employee Name (Print) Employee Signature

Date:




