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AT WILL STATEMENT

I understand that the Penn Central Conference of the United Church of Christ, Inc., (PCCUCC) follows an
“employment at will” policy, in that I or the PCCUCC may sever my employment at any time, or for any
reason consistent with applicable state or federal law. | understand that this application is not a contract of
employment. | understand that to be employed, | must be lawfully authorized to work in the United States,
and | must show the employer satisfactory proof of employment authorization and identity; failure to submit
these documents will result in denial of employment.

| understand that the PCCUCC may investigate my work and personal/credit history and verify all data
given on my resume, on related papers, and in interviews. | authorize all individuals, schools, and firms
named therein, except my current employer if so noted, to provide any information requested about me, and
I release them from all liability for damage in providing this information.

| certify that all the statements herein are true and understand that any falsification or willful omission shall
be sufficient cause for dismissal or refusal of employment.

Signature of Employee Print name Date



DIVERSITY POLICY

The Conference has a philosophy and intention to be proactive in implementing equal employment
opportunities for individuals who represent various segments of the workforce in our community and has
adopted a proactive approach to diversity. We believe that diversity and pluralism increase the
effectiveness of our work team. Any questions or concerns regarding our practices should be directed to
the Board of Director’s Personnel Committee, who has the responsibility for coordinating the employment
practices of the Conference.

EEOC POLICY

Introduction

The Conference provides equal employment opportunities and does not discriminate in employment
opportunities or practices based on race, color, religion (except insofar as ordination or religious
background may be a qualification for a position), sex, national origin, ancestry, age, disability, marital
status, sexual orientation or preference, gender, gender identity or gender expression, pregnancy, genetic
information, military status, or any other class or status protected by law.

This policy governs all aspects of employment, including prospective employment and the
application and interview process, selection, job assignment, compensation, discipline, termination,
and access to benefits and training.

Employees with questions or concerns about any type of discrimination in the workplace are encouraged
to bring these issues to the attention of their immediate supervisor, the Conference Minister, or the Board
Moderator.

Employees may raise concerns and make reports without fear of reprisal. Anyone found to be engaging in
any type of unlawful discrimination including retaliation or reprisal, will be subject to disciplinary action,
up to and including termination of employment.

The Conference will make reasonable accommodations for qualified individuals with known
disabilities unless doing so would result in an undue hardship.

OPEN DOOR POLICY

The Conference is committed to maintaining an open environment where employees can ask questions,
express concerns, report issues, or make suggestions without fear of reprisal.

If employees have concerns about work conditions or compensation, they are strongly encouraged to voice
these concerns openly and directly to their supervisors using our Open Door Policy.

Employees should speak first with their immediate supervisor. We believe that open discussion is usually
the easiest and most effective way to deal with any question, concern, or conflict. Most issues can and
should be resolved within the workplace.

If an employee does not feel comfortable speaking to their immediate supervisor or wishes to pursue the
issue further after discussing it with their immediate supervisor, they may contact the Board Moderator.
The Chair of the Personnel Committee is also available to assist with any issue, upon request from an



employee.

PERSONNEL FILES

The Conference maintains a Personnel File on each employee. The Personnel File includes information
such as the employee's job application, resume, records of training, documentation of performance
appraisals and salary increases, and other employment records as required by law. Personnel Files are
kept at the Conference office. Personnel files may be stored as hard copy or electronic files. Medical
records and immigration records are not part of a Personnel File and are kept separately from the
Personnel File.

Personnel Files and similar files are the property of the Conference. Access to the information they contain
is restricted. Generally, only supervisors who have a legitimate reason to review information in a file are
allowed to do so. The contents of these and any other business-related files are considered strictly
confidential. These files may not be duplicated or removed from the company premises by any associate
without the permission of the Conference Minister.

Only authorized representatives may release information contained in Personnel Files, to include all or any
part of a Personnel File or other confidential information retained, stored and/or held by the Conference.

Employees who wish to review their Personnel File should contact the Conference Minister. Employees
who are requesting that the Conference release all or any portion of their Personnel File, their medical
records or other confidential information or records should contact the Conference Minister and provide a
written, signed authorization requesting release of the records and to whom the records should be
provided. With reasonable advance notice, dependent upon state law, employees may review their own
Personnel Files in the Conference Office and in the presence of an individual appointed by the Conference
to maintain the files.

UPDATES TO PERSONNEL INFORMATION

It is important that all employees update the Conference with their personal information so that associates
receive important Conference and personnel communications in a timely manner. All employees are
therefore required to report to the Office Manager, within fourteen (14) days of a change, any changes to
personnel record information, including, but not limited to, home address, telephone number, cell phone
number, emergency contact information, tax filing status and benefit enrollment details. Employees
should also report to their immediate supervisor any change in telephone number so they can be reached
for scheduling or other emergency issues.

Personnel information is held in STRICT confidence. Only Conference employees who have a need to
know will have access to an employee’s information. Information will not be disclosed to a third party
unless required by law.

DISABILITY ACCOMMODATIONS

The Conference is committed to complying fully with Title I of the Americans with Disabilities Act
(ADA) and ensuring equal opportunity in employment for qualified persons with disabilities. All
employment practices and activities are conducted on a non-discriminatory basis.

Hiring procedures have been reviewed and provide persons with disabilities, including, but not limited



to, temporary disabilities, meaningful employment opportunities. Pre-employment inquiries are made
only regarding an applicant's ability to perform the duties of the position.

Reasonable accommodations are available to all employees with disabilities, including, but not limited to
employees with temporary disabilities, where their disability affects the performance of job functions. All
employment decisions are based on the merits of the situation in accordance with defined criteria, not the
disability of the individual.

Qualified individuals with disabilities are entitled to equal pay and other forms of compensation (or
changes in compensation) as well as in job assignments, classifications, organizational structures, position
descriptions, lines of progression, and seniority lists. Leave of all types will be available to all employees
on an equal basis.

The Conference is also committed to not discriminating against any qualified employees or applicants
because they are related to or associated with a person with a disability, including, but not limited to, a
temporary disability. The Conference will follow any state or local law that provides individuals with
disabilities greater protection than the ADA.

This policy is neither exhaustive nor exclusive. The Conference is committed to taking all other actions
necessary to ensure equal employment opportunity for persons with disabilities in accordance with the
ADA and all other applicable federal, state, and local laws.

EMPLOYMENT OF RELATIVES

The Conference strongly discourages the hiring of a current employee’s spouse or domestic partner.
Employees who become spouses or domestic partners after they are hired are prohibited from holding a
position in which one employee is directly supervising their spouse or domestic partner. If the spouses or
domestic partners are to share a single position, the Conference Minister must be notified and a decision
made regarding the issuance of an exception. If an exception is recommended, Board approval is required.

The Conference strongly discourages the hiring of a current employee’s other family members. If a current
employee’s family member possesses the qualifications normally required and is the only applicant or is the
applicant judged best for the position, then the Conference Minister or Board of Directors may impose
additional conditions of employment, such as not assigning work that requires the current employee or the
applicant to direct, review, or further process the work of the other, and prohibiting either person access to
any records maintained by the Conference regarding the other.

PCCUCC SELECTION OF EMPLOYMENT

Upon a forthcoming Conference Minister vacancy, the Board of Directors will appoint a Search Committee
comprised of both Board members and other non-Board personnel (as necessary). At least two members of
the Board’s Personnel Committee should serve on this Committee. The Conference Minister shall be called
by a vote of the Conference at a regular or special Conference meeting upon recommendation of the Board
of Directors. The Conference minister is elected to serve a term of six years and is eligible for re-election.

The Board of Directors may employ an intentional Interim or Transitional Conference Minister for a
specified period who shall be subject to the direction of the Board of Directors.

If the position of the Conference Minister becomes vacant in the event of an emergency, the Board of



Directors may employ a person to give temporary professional leadership until either an Interim or
Transitional Conference Minister can be called. Such persons shall not thereby become an officer of the
Conference.

Conference Associate Ministers shall be called by a vote of the Board of Directors upon recommendation of
a designated Search Committee and the Conference Minister. Specific terms of office shall be outlined in
their Call Agreement. Upon a forthcoming Conference Associate ministry vacancy, the Conference Minister
and the Board of Directors will appoint a Search Committee comprised of both Board members and other
non-Board personnel (as necessary) thereby creating a Special Personnel Committee for the purpose of
securing a candidate to be presented for approval by the Board of Directors. At least two members of the
Board’s Personnel Committee should serve on this Committee.

Conference program and administrative staff shall be hired by the Conference Minister in coordination with
and agreement of the Board of Directors.

All individuals offered employment with Penn Central Conference will be required to meet all Pennsylvania
Child Abuse and Criminal Background checks as required by PA State law.

EMPLOYEE CLASSIFICATIONS

Full Time status defines an employee who is scheduled to work at least 35 hours per week.
Part Time status defines an employee who is scheduled to work less than 35 hours per week.

Regular status defines an employee who is considered to be indefinitely employed until formal separation
occurs.

Temporary status defines an employee employed for a limited period of time not to exceed one year.
Temporary employees are paid on an hourly basis and are not eligible for benefits

Occasional status defines a person employed as needs arise and as their own schedule permits.

Contract-Based status defines an employee with whom the Penn Central Conference has contracted for
performance of a defined task. Examples of a contract-based employee are interim ACMs and summer
camp and conference center staff.

Exempt and Non-exempt status are defined by the Federal and State Wage and Hour Laws. All positions
will be categorized in accordance with these laws to determine which positions are eligible for overtime
payment. Exempt positions are not eligible (are ‘exempt’ from federal and state laws); non-exempt positions
are eligible for overtime pay.

Regular employees are eligible for paid time off and may be eligible for other benefits depending on their
total scheduled annual hours. Benefits are governed by the Personnel Committee and Board of Directors as
documented in the Employee Handbook and are subject to change at any time by the Board of Directors.
Temporary employees are compensated via salary or wages only and receive no benefits or paid time off.

Contract-based employees are compensated in a manner negotiated between the employee and the
Conference prior to the start of the contract.



POSITION DESCRIPTIONS

Position descriptions shall be written for all paid employees, whether full-time or part time, exempt or non-
exempt, temporary or regular.

A copy of the applicable position description shall be given to each employee at the time of the person’s
employment. A copy of the position description will also be included in the employee’s personnel file.

Copies of each position description shall be included in the office copy of the Policy Manual.

MERIT INCREASES AND COST OF LIVING ADJUSTMENTS (COLA’s)

Merit increases are granted to employees to encourage efficiency and to reward performance. COLA’s are
based on the standard increases in the cost of living, as measured by the Consumer Price Index. Merit
increases and COLA’s are not automatic and are subject to the needs and financial standing of the
Conference. An employee does not acquire any right to a merit increase because of their length of service in
a particular position.

PROCEDURE:

When conditions permit, employees will normally be considered for a Cost of Living Adjustment. The
Financial Committee will review the economic national averages (CPI and HEPI) and other economic factors
to make a recommendation to the Board of Directors. The process will begin in November of each year, with
approved adjustments normally becoming effective as of the first pay date in January.

Following the application of the COLA to all eligible staff, an employee may be eligible to receive a Merit
Increase based on their performance. The merit increase process will normally begin in March of each year
in conjunction with the employee receiving a written performance evaluation. Approved adjustments would
become effective as of the first pay date in July. Any variation from this cycle requires approval of the Board
of Directors.

A merit increase may or may not be granted. If your supervisor does not recommend an increase, or a
recommended increase is not approved, you will not be eligible for a merit increase until the next review
cycle.

Employees hired by PCCUCC for the first time within six months prior to a merit increase effective date are
not normally eligible for an increase during that cycle. Employees promoted through the employment
process or the classification processes may be eligible for a merit increase.

The amount of funds available for merit increases shall be established annually, prior to the review period
and subject to approval by the Board of Directors. The Personnel and Finance Committees will publish and
distribute the guidelines for merit increases based upon the approved funds available. It is the responsibility
of each supervisor to be sure that appropriate forms are completed and submitted in a timely manner.

Merit Reviews
Merit increases can be used to recognize an employee's performance, contributions, and past year's

achievements. Merit increases are not automatic. Merit increases are granted only when PCCUCC’s general
economic condition permits. When conditions permit, employees will normally be given an annual merit



review for the purpose of recommending an adjustment to pay.

A system of performance appraisal and review will be administered by the Conference Minister for all
employees.

A system of performance appraisal and evaluation of the Conference Minister will be administered by the
Board of Director’s Personnel Committee.

The merit review process for staff will normally take place in March of each year with approved adjustments
normally becoming effective in July. Any variation from this cycle requires the approval of the Board of
Directors.

The general guidelines for an adjustment are as follows:

Maximum adjustment: superior performance in all areas of job assignments and excellent growth
Mid-range (normal) adjustment: Sustained, steady growth and showing some improvement.
Lower-range adjustment: marginal growth and fair performance.

No adjustment: A recommendation for no increase may be made if performance is below acceptable
levels. If an adjustment is not recommended by the supervisor, or a recommended adjustment is not
approved, the employee will not be eligible for a merit increase until the next review cycle.

It is the responsibility of the supervisor to ensure that appropriate forms are completed and submitted in a
timely manner. The Supervisor is further responsible to provide a fair and accurate evaluation of the
employee’s performance.

All merit increases are subject to approval by the Board of Directors.

PAID TIME OFF

A. Holidays
The Conference recognizes certain days during the year as paid holidays.

1. The schedule of holidays for the office will be as follows:

Martin Luther King, Jr. Day January 15

Good Friday Friday before Easter

Memorial Day Last Monday in May

Independence Day July 4

Labor Day First Monday in September
Thanksgiving Holiday A" Thursday & Friday in November
Christmas Day , December 25 Conference Offices Closed

through January 1




2. Any holiday which falls on a Sunday will be observed on the following Monday; any holiday which
falls on a Saturday will be observed on the preceding Friday. The Conference Office will be closed on
Fridays immediately following New Year’s Day, Independence Day, and Thanksgiving Day when those
holidays fall on a Thursday.

3. Holidays falling within vacation time are credited as additional days of leave.

4. If work is required of office or non-exempt staff on a holiday, it shall be compensated at the rate of time-
and-a-half.

6. Ordinarily, an employee is required to work the regularly scheduled hours preceding and following the
holiday in order to receive holiday pay, unless the day(s) before or after is/are part of vacation time. The
Conference Office will be closed at 12:00 noon on Christmas Eve.

B. Vacation Time

The Conference allows paid vacation time to all regular full and part-time employees. The purpose of
vacation time is rest and renewal, to allow staff to be effective in their work over the long term.
Employees will be encouraged to take all vacation time to which they are entitled.

1. All vacation time must be requested in advance by the employee and approved by the
employee’s supervisor and the Conference Minister.

2. Vacation time will be accrued each pay period starting January 1. Employees hired mid-year will
have their first year of vacation time pro-rated for the remainder of the year.

3. Vacation time is not cumulative from year to year. However, Penn Central Conference will consider
the possibility of a certain number of carryover days on a case-by-case basis. The Conference
Minister, Board Moderator, or Chair of the Personnel Committee will make this decision.

4. Pay in lieu of vacation time will be allowed only in those instances when an employee is laid off,
discharged, or resigns with due notice. In such instances, vacation time will be prorated.

5. Holidays falling within vacation or unavoidable work time are credited as additional
days of leave.

6. Vacation policy for regular non-exempt staff employed less than one (1) year: Vacation
time shall be granted on a one-day-per two months worked basis.

7. The Conference Minister and Conference Associate Ministers receive one (1) month (23
weekdays, 4 Saturdays, 4 Sundays) vacation per calendar year.

8. Beginning on January 1 following the year of employment other staff accrue vacation at the
following rate:

Year # 1 2 3 4 5 6 7 8 9 10 25
# Days Vacation 10 11 13 14 15 16 17 18 19 20 15day Bonus*
(*The 15-day bonus is granted one time only.)

C. Sick/Personal Time

Sick/personal time recognizes that there will be times when being present at work is either detrimental to the
organization (as in the case of contagious illness), or creates a hardship for the employee, or both. This paid
time off is available, with limits, as necessary in individual circumstances.
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1. The Conference shall provide twelve (12) days sick/personal leave, with full salary, for all regular
employees.

2. In the event that an employee with at least one (1) year of service has exceeded the allowed
sick/personal days (12 working days; two weeks salaried staff) in a given year, as well as all short term
and long term disability payments, the Conference Minister is empowered to authorize continuance of
full salary during illness up to an additional 20 working days; 4 weeks for salaried staff. The Personnel
Committee may authorize additional sick/personal leave to a maximum of 60 working days; 12 weeks
for salaried staff. Board of Directors’ authorization is required for any period longer than 60 working
days; 12 weeks for salaried staff.

3. In the instance of the illness of the Conference Minister, the Personnel Committee is empowered to
arrange for full salary up to four (4) weeks; and the Board of Directors for any period longer than four
(4) weeks.

4. To the extent possible, an employee should notify their supervisor in advance of taking time off, and
try to take organizational needs into account.

5. When it is necessary for an employee to be unexpectedly absent for reasons of illness or injury, the
employee's supervisor should be notified immediately.

6. Regular part-time employees will be granted prorated sick/personal leave according to their time
worked.

7. Sick/personal leave may be used for personal illness, medical and dental appointments, and personal
business which cannot reasonably be attended to outside of working hours. At the discretion and with
the permission of the employee’s supervisor and the Conference Minister, it may also be used during the
illness of a family member.

8. Accrued vacation time may be used in lieu of sick/personal time if an employee has no accrued
sick/personal time available.

9. Employees may use current-year sick/personal time that they have not yet earned with the approval of
their supervisor not to exceed their annual accrual.

10. Sick/personal leave is not cumulative from year to year.

11. Anemployee with a serious health condition who does not have sufficient sick time to meet their
need for treatment or recovery may be granted additional paid sick time depending on circumstances.

a. For purposes of this policy, a serious health condition is one that would be defined as such under the
Federal Family and Medical Leave Act.

b. Before being granted additional sick time, the employee will be expected to use any available vacation
time. Available vacation time includes accrued amounts as well as amounts to be earned in the current
calendar year.

12. Depending upon the length and circumstances of a sick leave absence, an employee may be

11



requested to provide a physician’s verification that they may safely return to work and resume their
duties.

13. No accrued sick/personal leave will be paid upon termination of employment whether with or
without cause.

14. Temporary employees are not eligible for sick/personal time.

Reporting of Vacation and Sick/Personal Time
Vacation and Sick/Personal paid time off will be tracked in the payroll system by the Office Manager.

Jury Duty

1. If an employee is called to serve on jury duty, they must promptly provide a copy of the written
notification to their supervisor. This will allow the Conference to plan for the absence of the
employee.

2. The employee must present a court-issued statement of jury service to their supervisor in order
to receive their regular pay. Employee’s are expected to donate the proceeds from jury duty.

3. If an employee is excused or dismissed from jury duty during regular office hours, the
employee is expected to return to work.

4. An employee’s position with the Conference will not be jeopardized by serving on jury duty.
Bereavement (Funeral) Leave of Absence

1. In the event of the death of a member of the immediate family, the employee may elect to take paid
bereavement leave to spend time with family members. Immediate family is interpreted as spouse
or domestic partner, parent and in-laws, grandparent, step-parents, child, step-child, grandchild,
siblings and step-siblings, , siblings in-law, and any other individual related to the employee by
blood or affinity whose close association the employee shows to be the equivalent of those family
relationships.

2. The length of the leave will typically be no more than four (4) days including the day of, and the
day following the funeral /memorial service. No employee should assume that leave associated
with bereavement automatically translates to four (4) days.

3. The amount of time taken should be based upon individual need. Should the employee need
additional time off, earned unused vacation days may be used in half or full day increments,
with the approval of the supervisor.

Parental Leave
An employee will be granted up to three months paid leave for the purpose of caring for a

newborn or recently adopted child. All such leave must be utilized within one year of the birth or
adoption of a child.

12



H. Military Leave

1. The Conference complies with all applicable state and federal laws regarding military leave,
noting that clergy are generally exempt from the provisions of such laws.

2. The Conference will reimburse the difference between military compensation and the
employee’s regular pay for Annual Training for a period of two weeks per year.

3. Employees should work with their service Commander and Conference supervisor to minimize
the impact of Monthly Drill Assembly upon the fulfillment of their Conference responsibilities.

4. If the Conference calls someone serving in the National Guard or Military Reserve, a Mobilization
Covenant addressing a call to active duty will be incorporated into the call agreement. Active duty
will be considered a Leave of Absence without pay. Active duty time will be included in
determining the employee’s length of service and the employee will accumulate sabbatical and
professional development benefits. Upon returning from military leave, the returning employee
will be reinstated to their former position, or a similar position, status and pay, subject to any
terms, limitations, or exceptions provided for in the Mobilization Covenant.

PROFESSIONAL DEVELOPMENT AND SABBATICAL TIME

A.  Professional Development

The Conference shall encourage and assist all employees with the development and implementation
of a program plan for their growth, in appropriate relationship to assigned duties.

The Conference shall provide time off and cover payment of fees and expenses for individual job-
related growth experiences, upon the approval of the Conference Minister, subject to the availability
of funds.

Dues for professional memberships for exempt staff shall be paid by the Penn Central
Conference, upon the approval of the Conference Minister, subject to the availability of funds.

B. Sabbatical Leave

The PCCUCC, recognizing the benefits of sabbatical time for both individuals and the Conference,
and with the goal of equitable treatment of all staff, offers sabbatical or additional vacation time
benefits to all staff. Differences in levels of responsibility, as well as the character of the work,
justify different levels of benefit. Furthermore, as this benefit is not the norm in the marketplace for
positions that do not require ministerial authorization, it is equitable to provide a lower level of
benefit for positions where this benefit is uyncommon. The Conference intends to monitor the cost
and benefit of the expanded sabbatical/additional vacation time program, as well as equity
considerations, and will revise the benefit as necessary and appropriate.

All regular full-time ministerial employees will be eligible for sabbatical time.
1. The Conference Minister shall administer the sabbatical leave program to be applied to all full-time
regular ministerial employees according to specifically developed plans, and as may be appropriate

to the responsibilities of the employee.

13



10.

11.

12.

13.

Regular full-time Conference ministerial staff, after five years of service, are permitted to apply for
a sabbatical leave with full salary, for up to and the equivalent of three months (3) months, plus
regular accrued vacation, or half salary for six (6) months, plus regular accrued vacation.

A proposal for the use of the sabbatical leave shall be presented to the Conference Minister and the
Board of Directors for approval by each. A proposal by the Conference Minister for their own
sabbatical leave shall be subject to the approval of the Board of Directors.

The period allowed for sabbatical leave may be taken on a flexible basis, in less than three (3)
months full time, or six (6) months half time blocks, at the discretion of the employee and the
approval of the Conference Minister. Other elements of this provision would still apply to a flexible
program.

Only one staff member shall be granted sabbatical leave at any one given period. When the
Conference Minister is on sabbatical, another staff member will be designated President pro tem by
the Board of Directors.

A report on the sabbatical experience will be submitted to the Conference Minister who will
provided the report to the Board of Directors.

Staff are expected to return to work following sabbatical time. The expectation is that people will
return to work for at least one month for every week of sabbatical time granted. For example,
someone granted a six-week sabbatical would be expected to return to work for at least six months.
Should a staff member elect to leave the employment of the Conference before completing their
equivalent week-to-month sabbatical/work ratio following their sabbatical, they shall return to the
Conference a pro-rated share of sabbatical leave salary based on the number of months in
Conference employment following sabbatical.

Sabbatical leave shall not be cumulative. Regular full-time ministerial staff become eligible for
subsequent sabbatical leave(s) after five years of service following previous sabbatical leave(s).

Expenses for the sabbatical leave, beyond the regular salary responsibilities and benefits, shall not
be the obligation of the Conference.

Staff can contribute their own money and vacation time towards professional development, with
approval. The Conference can send people to programs it deems worthy and necessary for the
Conference outside of this framework, for example, programs offered by the United Church of
Christ.

Pay and benefits will continue at normal levels during sabbatical time. This policy applies to
regular full-time ministerial staff.

All sabbatical days are credited as of the anniversary of employment. If it benefits the
Conference to schedule a sabbatical in the six months prior to an anniversary date, the sabbatical
time earned on the upcoming anniversary date can be included in the scheduled sabbatical time.

There will be no payout for unused benefits when an individual leaves Conference
employment.
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CONFIDENTIALITY AGREEMENT

| acknowledge that in the course of my employment and/or association with the Penn Central Conference

of the United Church of Christ, Inc., I will have access to certain proprietary confidential and/or sensitive
information, including but not limited to the conference records and strategic planning, personal information
relating to the constituents, personnel and financial information, etc..

| recognize that this information is extremely sensitive and cannot be disclosed to any person or organization
without specific authorization from the Conference Minister. | also understand that information is
proprietary and confidential regardless of whether it is in printed, electronic, verbal or any other form.

| agree that I will not disclose, duplicate, copy or print any proprietary or confidential information to any
person, organization, family member or friend, deliberately, casually or accidentally unless specifically
authorized to do so as part of my position description and in the course of carrying out my duties.

If at any time | have a question as to whether any information is in fact confidential, | will request clarification
from my supervisor. | further understand and agree that upon termination of my employment, voluntarily or
involuntarily, for any reason, | will return all proprietary and confidential information which | have in my
possession (retaining no copies) and will not thereafter disclose any such information to any person or
organization.

I understand that my failure to comply with this Agreement may result in disciplinary action up to and
including immediate termination of my employment and/or litigation.

I have read and received a copy of this agreement:

Signature/Employee Print Name Date
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EMPLOYEE ETHICS

The Conference’s standards require its staff to avoid any activity or interest that might reflect unfavorably
upon their own or the Conference’s integrity. This applies to actions both within the work environment and
in the community. In all our dealings within the Conference and in the community, it is our practice to
conduct our business affairs fairly, impartially, and in an ethical manner. Our actions must exemplify
harmony, respect and integrity. The Conference requires that you observe established guidelines, policies
and procedures of the Conference and perform your work in a conscientious manner.

The Conference also requires that you comply with the applicable ethical codes as listed below:

1. Iwill regard all persons with equal respect and concern and undertake to minister
impartially.

2. l'will honor all confidences shared with me.

3. lwill not use my position, power or authority to exploit any person.

4. 1 will not use my position for personal financial gain, nor will I misuse the finances of the

institution which | serve.

5. I will not perform services without collaborating with or informing my partners in the
Conference or unless within authorization already provided to me.

6. 1 will deal honorably with the record of my predecessor and successor.

In general, the use of good judgment, based on high ethical principles, will guide you with respect to lines
of acceptable conduct. If a situation arises where it is difficult to determine the proper course of action, our
Open Door policy should be followed. All discussions will remain confidential unless otherwise required
by law.

Compliance with this policy of business ethics and conduct is the responsibility of every employee.
Disregarding or failing to comply with this standard of business ethics and conduct could lead to
disciplinary action, up to and including termination of employment.

HARASSMENT AND SEXUAL HARASSMENT POLICY

It is the goal of the Conference to promote a workplace that is free of harassment and sexual harassment. In
keeping with this commitment, the Conference will not tolerate harassment or sexual harassment by any
applicant or employee, or by anyone, including any member of leadership, supervisor, co-worker, vendor, or
customer.

Harassment

The Conference has a fundamental commitment to treat each individual with dignity and respect. Harassment
of an employee by a supervisor, co-worker or vendor on the basis of sex, race, color, religion/creed, national
origin, age, disability, marital status, sexual orientation, gender identity, or gender expression is prohibited
by federal and state law, will not be tolerated by the Conference and will lead to progressive discipline, up to
and including termination. It is the policy of the Conference to maintain a working environment free from
harassment, insults or intimidation. VVerbal or physical conduct by a supervisor, vendor or co-worker relating
to your sex, race, color, religion/creed, national origin, age, disability, citizenship, marital status or sexual
orientation, gender identity, or gender expression which has the effect of creating an intimidating, hostile or
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offensive work environment, unreasonably interfering with your work performance or adversely affecting
your employment opportunities, is prohibited and will not be tolerated.

Sexual Harassment

Sexual harassment of employees occurring in the workplace or in other settings in which employees may
find themselves in connection with their employment is unlawful and will not be tolerated by the
Conference. Further, any retaliation against an individual who has complained about sexual harassment is
unlawful and will not be tolerated. To achieve our goal of providing a workplace free from sexual
harassment, the conduct that is described in this policy will not be tolerated and the Conference has
provided a procedure by which it will deal with all inappropriate conduct.

Because the Conference takes allegations of sexual harassment seriously, the Conference will respond
promptly to complaints of sexual harassment and where it is determined that such inappropriate conduct has
occurred, will act promptly to eliminate the conduct, and impose such corrective action as is necessary,
including disciplinary action where appropriate.

Please note that while this policy sets forth the goals of promoting a workplace that is free of sexual
harassment, the policy is not designed or intended to limit the Conference’s authority to discipline or take
remedial action for workplace conduct which the Conference deems unacceptable, regardless of whether
that conduct satisfies the definition of sexual harassment.

Definition of Sexual Harassment:

Sexual harassment is a form of misconduct that undermines the integrity of the employment relationship.
“Sexual harassment” is defined as sexual advances (either verbal or physical), requests for sexual favors, and
other verbal or physical conduct of a sexual nature when:

§ Submission to or rejection of such advances, requests, or conduct is made either explicitly or implicitly
a term or condition of employment or as a basis for employment decisions, or

§ Such advances, requests or conduct have the purpose or effect of unreasonably interfering with an
employee’s work performance by creating an intimidating, hostile, humiliating, or sexually offensive work
environment.

Under this definition, direct or implied requests of a supervisor for sexual favors in exchange for actual or
promised job benefits such as favorable reviews, salary increases, promotions, increased benefits, or
continued employment constitutes sexual harassment.

The legal definition of sexual harassment is broad and in addition to the examples set forth in this policy,
other sexually oriented conduct, whether it is intended or not, that is unwelcome and has the effect of
creating a workplace environment that is hostile, offensive, intimidating, or humiliating to employees may
also constitute harassment.

All employees should take note that, as stated above, retaliation against an employee who has complained
about sexual harassment, and retaliation against employees for cooperating with an investigation of sexual
harassment complaint is unlawful and will not be tolerated by the Conference.
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. Complaints of Harassment

If any employee believes that they have been subjected to harassment, the employee has the right to file a
complaint with the Conference. This may be done in writing or orally. You should immediately report your
complaint to your supervisor. If the incident involved your supervisor or you are uncomfortable discussing
your complaint with your supervisor, you may report the incident to the Personnel Committee Chair or the
Conference Minister.

Supervisors who receive a complaint of harassment or witness or become aware of any alleged or possible
harassment should immediately contact the Conference Minister. Failure to do so will result in disciplinary
action, up to and including termination.

Il. Harassment Investigation

When the Conference receives a complaint, it will promptly investigate the allegation in a fair and
expeditious manner. The investigation will be conducted in such a way as to maintain confidentiality to the
extent practicable under the circumstances. The investigation will include a private interview with the
person filing the complaint and with witnesses. The Conference will also interview the person alleged to
have committed harassment. When the investigation is complete, the Conference will, to the extent
appropriate, inform the person filing the complaint and the person alleged to have committed the conduct
of the results of that investigation. If it is determined that inappropriate conduct had occurred, and where it
is appropriate, the Conference will also impose disciplinary action.

I11.  Disciplinary Action

If it is determined that inappropriate conduct has been committed by an employee, the Conference will take
such action as is appropriate under the circumstances. Such action may range from counseling to
termination from employment, and may include such other forms of disciplinary action, as the Conference
deems appropriate under the circumstances.

1VV. State And Federal Remedies

In addition to the above, if you believe you have been subjected to sexual harassment, you may file a
formal complaint with the government agencies set forth below for your particular State. Using the
Conference’s complaint process does not prohibit you from filing a complaint with these agencies. Each of
the agencies has a short time period for filing a claim (as noted below).

United States Equal Opportunity Commission
John F Kennedy Federal Building 475
Government Center

Boston, MA 02203

(617) 565-3200 or (800) 669-4000

Filing deadline is 300 days

PENNSYLVANIA

Pennsylvania Human Relations Commission
https://www.phrc.pa.qgov/Pages/default.aspx
333 Market St Ste 8,

Harrisburg, PA 17101 ((717) 787-4410
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REPORTING OF A VIOLATION OF CODE OF ETHICS AND POLICIES

(“Whistleblower Policy”)

PURPOSE: The purpose of this policy is to provide all directors, officers, committee members, staff and volunteers
with guidelines for the reporting of unethical or illegal behavior by Penn Central Conference of the United Church of
Christ directors, officers, committee members, staff, volunteers, vendors, professional service providers, or affiliated
persons or organizations.

POLICY: The Penn Central Conference is committed to lawful and ethical behavior in all its activities and
requires its directors, officers, committee members, staff and volunteers (each a “Penn Central Conference
representative”) to conduct themselves in a manner that complies with all applicable laws and regulations.
Any time a Penn Central Conference representative has a concern regarding the propriety or legality of any
action contemplated being taken, or that has been taken by the Penn Central Conference, or by any other
Penn Central Conference representative, or believes that an action needs to be taken for the Penn Central
Conference to be in compliance with the law or other appropriate ethical standards, the Penn Central
Conference representative should promptly advise the President and/or Moderator of the Board of Directors.
The President and/or Moderator will do all that is possible to protect and shield the identity of the
complainant, however complete anonymity is not guaranteed.

Every effort will be made to investigate a report by a Penn Central Conference representative as discreetly
as possible. Because of the need to investigate the report, correct a problem, or prevent future problems,
the Penn Central Conference cannot, however, promise complete confidentiality to Penn Central
Conference representatives who identify themselves.

No Retaliation

No Penn Central Conference representative will be discharged, threatened, or discriminated against in any
manner for reporting in good faith what he or she reasonably believes to be wrongdoing, violations of law,
or unethical conduct.

REMOTE WORKFORCE AND TELECOMMUTING

Remote Workforce

The Conference allows certain associates who are able to work remotely to work remotely in certain
circumstances, whether full-time or part-time. Telecommuting arrangements may be approved for
circumstances such as inclement weather, special projects, illness, health or safety issues, business travel,
state or federal emergency, or when the duties of the role can be performed remotely. These arrangements
are approved on an as-needed basis and are subject to revision and/or rescission at any time. These
arrangements may be approved on full or part-time employees, based upon the needs of the position.

Remote access and telecommuting is not an entitlement or a Conference-wide benefit. This in no way
changes the terms and conditions of employment with the Conference or in any way constitutes a
permanent modification to any employee’s terms or conditions of employment.

Remote access and telecommuting can be informal, such as working from home for a short-term project or
on the road during business travel, or a formal, set schedule of working away from the office as approved
by the employee's direct supervisor. Remote access and telecommuting must be approved in advance by the
employee's direct supervisor. Other informal, short-term arrangements may be made for employees on
family or medical leave to the extent practical for the employee and the Conference and with the consent of
the employee's health care provider, if appropriate. Remote access and telecommuting will only be
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approved where the essential duties of the job function can still be performed remotely. A prior approval of
an employee working from home shall not constitute an on-going approval to work from home. In addition,
in the event an employee is not being productive or cannot perform their job duties from home, any prior
approval may be rescinded.

On a case-by-case basis, the Conference will determine, with information supplied by the employee and
their supervisor, the appropriate equipment needs (including hardware, software, modems, phone and data
lines and other office equipment) for each remote access/telecommuting arrangement. Equipment supplied
by the Conference, if any, will be maintained by the Conference and must be returned to the Conference at
the separation of employment. Equipment supplied by the employee, will be maintained by the employee
but will be subject to all Conference policies, including, but not limited to, policies relating to data security
and confidentiality. The Conference accepts no responsibility for damage or repairs to employee-owned
equipment. The Conference reserves the right to make determinations as to appropriate equipment, subject
to change at any time.

Work Environment

As a condition of approval to work from home, the employee will establish an appropriate work
environment within their home for work purposes. The Conference will not be responsible for costs
associated with the setup of the employee's home office, such as remodeling, furniture or lighting, nor for
repairs or modifications to the home office space.

An employee should have a work area in a place where they can be productive, and although not everyone
may have a separate room for a home office, every associate is expected to have space available that will not
impede work performance. A workspace should be set up in a location that is conducive to participate in
virtual meetings and receive phone calls.

Employees are responsible for creating and maintaining a safe working environment at home.
Employees are responsible for the cost and maintenance of their own internet connection. If special
equipment is required to perform an essential job function remotely, the employee should discuss
with their supervisor.

Sustaining an injury at home while working from home

If you sustain an injury while working at home, report it the same day to your immediate supervisor, with a
photo of the workstation or causation to help document the incident. (Note: Not every accident that happens
at home will be recognized as a work-related injury i.e. tripping over the dog, cutting yourself with a knife
while making lunch, etc.) so you should be sure to have health insurance, and homeowners or renters
insurance in place as protection.

Data Security

Consistent with the Conference’s expectations of data security for employees working at the office, the
remote workforce/telecommuters will be expected to ensure the protection of any and all Conference data
accessible from their home office.

Time & Attendance

The Conference complies with applicable federal and state laws to ensure that employees are fairly and
appropriately compensated for all work performed. Fair compensation for all work performance includes
the accurate record of all time worked and not to perform work “off-the-clock”. This includes accurately
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recording any time work is done from home and/or on the weekends, including, but not limited to,
checking email on the weekends, checking email from a personal device when not in the office, or
otherwise performing any work outside of your customary working hours. Employees are also expected to
obtain supervisor approval for all overtime and out of office work and to accurately record any and all
hours. Work hours and sick time will follow Conference guidelines, which should include regular breaks.
All employees are required to submit timecards and/or record hours as they would if in the office.

Any instances of a Non-Exempt associate being asked to perform work outside of the office or actually
performing work outside of scheduled hours (and not approved) should be immediately reported to the
Personnel Committee Chair.

STAFF SEPARATIONS AND SEVERANCE POLICY

A. Separations

1. Retirement
a. While normal retirement age is considered to be sixty-five (65), employees may choose to receive
retirement benefits at the age of sixty-two (62) subject to the rules, polices, and provisions of the
Pension Boards of the United Church of Christ, and the laws pertaining to Social Security, as may be
appropriate.

2. Resignation

a. The Conference Minister may resign by submitting a resignation at least ninety (90) days
before the effective date, or otherwise by mutual agreement with the Board of Directors.

b. Conference Associate Ministers may resign by submitting their resignation at least ninety (90)
days before the effective date, or otherwise by mutual agreement.

c. All other employees may resign by submitting a resignation at least two (2) weeks in advance.
d. No severance pay is given to employees who resign.
B. Severance

Severance pay will be granted to regular staff members when separation is initiated by the Conference due to
no fault of the employee, for such reasons as budgetary cuts, reduction of workforce, and restructuring of job
functions.

1. The separation of exempt staff at Conference initiative due to no fault of the employee shall take effect
after at least three (3) months' notice, or payment of equivalent salary by the Conference in lieu of such notice.

2. The separation of non-exempt staff at Conference initiative due to no fault of the employee shall take
effect after at least one (1) month notice, or payment of equivalent salary by the Conference in lieu of such
notice.

3. Severance pay will be provided if and when the terminated employee signs an agreement releasing

the Conference from any potential liability resulting from the terminated employee’s employment or
termination.

4. Severance pay will be in the amount of one (1) week’s salary for each full year of service for up to fifteen
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(15) weeks of unemployment.

5. All employees being separated due to a reduction in the work force will be given assistance and support in
seeking other employment.

6. Severance will not be paid in the event of termination due to unsatisfactory performance or misconduct,
including but not limited to theft, harassment, violence, insubordination or unethical behavior.

7. If an employee’s position is eliminated, the individual will be paid for all accrued, but unused vacation
time.

8. Under no circumstances will an employee be paid for unused sabbatical benefits at the time of
termination.

UNSATISFACTORY PERFORMANCE POLICY

A. Separation of employees for unsatisfactory performance is a last resort, and will be undertaken only
after all other efforts to enable an employee to meet the requirements of employment have failed.

B. Separation of the Conference Minister, Conference Associate Ministers will take place after three (3)
months written notice, or payment of equivalent salary in lieu of such notice.

C. Separation of other employees because of unsatisfactory performance will take effect after at least
two (2) weeks notice, in writing, or payment of salary in lieu of such notice.

D. No severance pay is given to employees who are separated for unsatisfactory performance.

RECOMMENDED GUIDELINES FOR A CONFERENCE MINISTER FITNESS REVIEW

The following section on Fitness Review is taken in its entirety from the Resources for United Church of
Christ Manual on Ministry revised October 2018 and electronically retrieved on October 4, 2021 at
https://www.uccfiles.com/pdf/MOM-Sect3-2018-Guidelines-for-a-Conference-Minister-Fitness-Review.pdf

I INTRODUCTION TO THE PROCESS

In the event ethical questions are raised concerning the fitness for ministry of a Conference Minister, these
guidelines offer procedures for bringing forward concerns, investigating them, adjudicating them, and
providing pastoral support. Its purpose is to deal with issues of power and conflicts of interest in faithful
ways. These guidelines have emerged from experience in multiple settings with a number of fitness reviews.

1 ASSUMPTIONS INFORMING THESE GUIDELINES

Associations (or Conferences acting as Associations) have responsibility for ensuring ecclesiastical
accountability for all authorized ministers.

Given that Ordained Ministerial Standing is conferred, transferred, suspended or terminated by Associations
(or Conferences acting as Associations), when concerns about an ordained minister’s fitness are raised, it is
essential that there be a similar process of review for all authorized ministers.

When a Conference Minister is the subject of a fitness review, there is a high probability that many, if not
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most of the members of the Conference, will have conflicts of interest.

Because Conference Ministers are called by an entire Conference to provide executive and spiritual
leadership, the position of power they occupy creates a unique and challenging situation for Committees on
Ministry.

When the Conference Minister is the subject of a fitness concern, a commitment to justice and fairness for
that Conference and Conference Minister requires a change of location for the review.

The General Minister and President of the United Church of Christ and the Ministerial Excellence, Support
and Authorization (MESA) Team Leader will be consulted and kept informed during the process as will the
UCC General Counsel.

Il HOW IS THE PROCESS INITIATED?

The process described in the “Recommended Guidelines for a Conference Minister Fitness Review” is
initiated when a concern is raised that calls into question a Conference Ministers’ fitness for authorized
ministry in and on behalf of the United Church of Christ.

The concern may be received by the Committee on Ministry of the Association where the Conference
Minister holds standing, the Conference Board of Directors, the General Minister and President (GMP),
a Conference or Association staff member, or the Ministerial Excellence, Support and Authorization
Team (MESA) Leader. Regardless of the identity of the initial recipient, the concern will be directed to
the General Minister and President; the GMP will consult with the MESA Team Leader.

The GMP and MESA Team Leader determine that the concern is plausible upon initial examination and
relates to the fitness of the Conference Minister in and on behalf of the United Church of Christ. Only
matters related to fitness should be presented to a Committee on Ministry. Personnel concerns (job
performance, staff supervision) should be identified to the Conference Minister and, in consultation with
the General Minister and President, referred to the Conference Board of Directors or its Personnel
Committee.

If the concern is determined to be related to fitness, the Committee on Ministry chair in the Association
where the Conference Minister has standing is informed. If an Area or Associate Conference Minister
staffs said committee they are also informed. The GMP also informs the Chair of the Conference Board
of Directors at this time.

The MESA Team Leader assists the Committee on Ministry with the procedural aspects of the Fitness
Review. The Committee on Ministry chairperson, following procedures in the Manual on Ministry, will
present the concerns without identifying factors to the members of the Committee on Ministry. Members
will be guided in their decision-making by the UCC Manual on Ministry which asks the primary question:

Does this information, if found to be true, call into question a person’s fitness for ministry in and
on behalf of the United Church of Christ?

If the answer is “no” then the committee is asked if a “Situational Support Consultation” or any other
kind of recommended follow-up is needed and then follow through as appropriate.

If the Committee on Ministry does determine that the information would call into question the person’s
fitness for ministry, the identity of the Conference Minister will be disclosed and the “Recommended
Guidelines for a Conference Minister Fitness Review” will be interpreted to the Committee. It is the
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responsibility of the Chair of the Committee on Ministry to communicate to the Conference Minister
whose fitness has been called into question, the Chair of the Board of Directors, a representative of the
Conference Minister’s Local Church, and the person who raised the concern, that a fitness review has
been initiated. The originating COM submits the Fitness Review Reporting Form to MESA.

It will be the responsibility of the General Minister and President to follow-up with the Conference
Leadership and the Conference Minister. The GMP also notifies the chair of the Council of Conference
Ministers.

v ADMINISTRATIVE LEAVE

When a fitness review is initiated, the Conference Board of Directors places the Conference Minister on
administrative leave without prejudice and with pay until the concern is fully adjudicated. Placing the spiritual
and administrative head of the Conference on administrative leave during the information gathering phase
and adjudication of the fitness review reduces the possibility for actual or perceived conflict of interest. This
provision is not intended to limit the Conference’s authority to take any other action whatsoever with respect
to the employment relationship between the Conference and the Conference Minister.

During Administrative Leave, the Conference Board of Directors, in consultation with the General Minister
and President (or their designee), will select a Temporary Conference Executive to carry out the
responsibilities of the Conference Minister during this period. It is strongly recommended that an Associate
Conference Minister not be asked to serve in that capacity as it might constitute a conflict of interest and
would compromise the ACM’s current ministry. In addition to maintaining the day- to-day ministry of the
Conference, the Temporary Conference Executive may be expected to provide significant leadership and
assistance as the Conference responds and adapts to the particular circumstance of the review of its
Conference Minister.

V ADDITIONAL STEPS

A. The MESA Team Leader, in consultation with the GMP, will locate a qualified & willing Committee on
Ministry in another Conference to adjudicate, with the following qualifications: has adopted Manual on
Ministry, is equipped to conduct a fitness review, and has a clear appeal procedure (limited to the process) to
that Association’s Executive Committee or the Conference’s Board of Directors.

B. The MESA Team Leader will work closely with the Committee on Ministry that holds the Conference
Minister’s standing to facilitate the transfer of oversight of the fitness review to the Adjudicating Committee
on Ministry by the following action:

Motion that the COM would make to transfer the adjudication of the fitness review:

“The Committee on the Ministry of the _ (originating)  Association of the _ (originating)  Conference
formally enters into a covenant with the Committee on Ministry of the _ (receiving) Association of the
(receiving) Conference and requests that the Committee on Ministry conduct a Fitness Review on our behalf.
The review is to consider the fitness for ministry in and on behalf of the United Church of Christ of the Rev.
. By making this request, we expect that:

1. Provision for pastoral support for Conference Minister under review will be made by the Office of General
Minister and President,

2. The (receiving) Association Committee on Ministry will investigate, deliberate and come to a
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determination using the UCC Manual on Ministry as interpreted by the adjudicating COM.

3. The determination will be referred back to the originating Committee on Ministry where it will be formally
accepted in its entirety without further investigation or debate.

4. If an appeal is made on the process, such appeal will occur according to the procedure of and within the

(receiving) Association of the _ (receiving) Conference.

5. If a Program of Growth is included in the outcome of the Fitness Review it will be overseen by the
adjudicating COM.

6. Any costs incurred by the adjudicating COM will be borne by the originating Association/Conference.”

C. The Adjudicating Committee on Ministry will vote to receive the transfer and will begin to take steps
to prepare for a fitness review by the following actions:

Motion that the adjudicating COM would make to receive the Fitness Review:

The COM of the _ (receiving)  Association of the _ (receiving)  Conference, in accordance with the
“Recommended Guidelines for a Conference Minister Fitness Review,” received the fitness review of the Rev.
, referred to us by the Committee on Ministry of the  (originating) Association of the _ (originating)
Conference.

We realize that we assume responsibility for ensuring a fair and just fitness review process for Rev.
and that we will be responsible for determining the
final outcome of the fitness review and overseeing any potential Program of Growth. At the conclusion
of the Fitness Review, should Rev. appeal the Fitness Review
process, that appeal will follow the processes established by our Association.”

D. The Fitness Review process moves forward in the adjudicating Association following the procedures
outlined in the UCC Manual on Ministry and as practiced by the adjudicating Committee on Ministry.

E. The General Minister and President, in consultation with the MESA Team Leader, and Conference
Leadership identifies which person(s) affected should be offered additional pastoral support, and coordinates
identifying and assigning such persons.

F. Once an outcome is determined by the adjudicating COM, the chair of the COM or Conference staff
member reports the outcome to the originating COM, the GPM, the MESA Team Leader, the Conference
Minister under Review, the person raising the concern, leadership of the Local Church where the Conference
Minister holds membership and the Chair of the employing Conference’s Board of Directors.

G. The General Minister and President and MESA Team Leader will assist the Conference leadership in
developing a process for reporting the outcome to the pastors and churches of the Conference; and will be
available to the board of directors as they deal with the personnel issues that emerge as a result of the outcome.

H. In order to continue to avoid conflict of interest, any growth plan required of the Conference Minister will
be supervised by the adjudicating Committee (or a designated subcommittee) until such time as they are
satisfied that the conditions have been met.

I. The decision of the Adjudicating Committee on Ministry is final, pending appeal, and may not be changed
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by the Committee on Ministry that holds the Conference Minister’s standing. The originating COM must
submit the updated Fitness Review reporting form to MESA as soon as they vote on receiving the adjudicating
COM’s outcome.

Vi APPEAL PROCESS

The appeal process will be according to the accepted procedure of the Adjudicating Committee on Ministry.
There is no appeal to the Committee on Ministry that holds the Conference Minister’s standing.

VIl  LEGAL COUNSEL

Legal counsel has no role in the ecclesiastical process; however, all parties involved in a Conference
Minister Fitness Review may wish to consult separate legal counsel at their own expense. There must be
clarity and boundaries among those representing the legal interest of the Conference, of the Conference
Minister and of the person(s) who raised the fitness concern(s). The Conference Minister whose fitness
has been called into question does not participate in any decision regarding the selection of counsel for
the Conference. The UCC General Counsel is available to consult for the interest of the Conference and
Committee on Ministry.

VIl RECORD KEEPING

The MESA Team Leader shall maintain a confidential record of all decisions and actions related to this
matter, including decisions and actions of the adjudicating Committee on Ministry and the Committee on
Ministry of the Association that holds standing. The Association Committees on Ministry shall also
maintain confidential records of all decisions and actions related to this matter in accordance with their
regular practices and procedures. The Board of Directors shall maintain their own employment and
personnel files.

IX REINSTATEMENT

If the Fitness Review results in the termination of Ordained Ministerial Standing, the Conference Minister
may apply for reinstatement based on the guidelines described in the Manual on Ministry. The request
should be directed to the Committee on Ministry where standing was last held, that COM may consult the
adjudicating COM in the process of making their determination.

X INTERIM CONFERENCE MINISTERS

In the case of Interim Conference Ministers, the Guidelines would be followed if the Conference
Minister’s ecclesiastical standing is within the Conference where the interim serves. If the Interim
Conference Minister’s standing is held in another Conference, the fitness review should be the
responsibility of that body.

Recommended Guidelines for the Fitness Review of an Authorized Minister Serving as an Association
Minister, Associate Conference Minister, Conference Program Staff or Other Conference Staff Position.
When a concern is raised that calls into question the fitness for ministry of an authorized minister serving as
a staff person in an Association or Conference of the United Church of Christ, the following pattern of follow-
through and guidelines for dealing with the concern is recommended:

The concern comes to the attention of the Conference Minister. The Conference Minister initiates a
consultation with the MESA Team Leader.
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The MESA Team Leader and the Conference Minister will review together the boundary issues that will arise
for the Conference Minister between the personnel/head of staff/supervisor roles and the role of staffing the
standing/authorization/Committee on Ministry process. The GMP is informed as appropriate.

The Conference Minister needs to remain solely in the personnel/supervisor/head of staff role. The
Conference Minister consults with MESA who will identify another COM to whom to transfer the
adjudication or a staff person from another conference who will work with the originating Committee on
Ministry on the review process if necessary.

The Conference Minister will take the concern to the Committee on Ministry in the Association where the
staff person currently has his/her standing. The chairperson of the Committee on Ministry will present the
concerns to the entire Committee without identifying factors and the Committee will respond to the question
in the Manual on Ministry:

Does this information, if found to be true, call into question a person’s fitness for ministry in and on
behalf of the United Church of Christ?

If the answer is “no” then the committee is asked if a Situational Support Consultation or any other kind of
recommended follow-up is needed and follow through as appropriate.

If the answer is “yes” then the name of the minister in question is revealed and the COM reviews its conflicts
of interest policy to assess if transfer of adjudication is appropriate. If the Minister in Question staffs the
originating COM, then a transfer of adjudication must take place.

The chair of the originating COM will notify the Conference Minister, the Minister in Question, the pastor
of the Local Church of membership (if the staff member is also the Local Church Pastor, the chair of the
governing body is informed) and the person raising the concern that a Fitness Review has been initiated.
The Conference Minister of the originating Conference will ensure that the Fitness Review Reporting
Form is submitted to MESA

These fitness review guidelines are not intended to interfere with the Conference’s authority in taking any
actions affecting the employment relationship between the Conference and the staff person whose fitness
is in question.

The fitness for ministry review process as outlined in the UCC Manual on Ministry as interpreted by the
adjudicating COM will be followed. Transfer of adjudication takes place by making the following motion:
“The Committee on the Ministry of the _ (originating)  Association of the _ (originating)  Conference
formally enters into a covenant with the Committee on Ministry of the _ (receiving) Association of the
(receiving) Conference and requests that the Committee on Ministry conduct a Fitness Review on our behalf.
The review is to consider the fitness for ministry in and on behalf of the United Church of Christ of the Rev.
. By making this request, we expect that:

1. The (receiving) Association Committee on Ministry will investigate, deliberate and come to a
determination using the UCC Manual on Ministry as interpreted by the adjudicating COM.

2. The determination will be referred back to the originating Committee on Ministry where it will be formally
accepted in its entirety without further investigation or debate.

3. If an appeal is made on the process, such appeal will occur according to the procedure of and within the
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(receiving) Association of the _ (receiving) Conference.

4. If a Program of Growth is included in the outcome of the Fitness Review it will be overseen by the
adjudicating COM.

5. Any costs incurred by the adjudicating COM will be borne by the originating Association/Conference.”
ADDITIONAL TRANSFERS OF FITNESS REVIEW ADJUDICATION

The above guidelines should also be used in the case where the Minister in Question is the spouse or member
of the immediate family of the Conference Minister or an Association/Area/Associate Conference Minister
who staffs the COM. Additionally, these guidelines should be considered in cases where a real or perceived
conflict of interest exists in the COM once the COM votes to initiate a Fitness Review and the name of the
minster is question is revealed. Conference-wide Unified Fitness Review Committees assist in avoiding
conflicts of interest.

UNPAID LEAVE OF ABSENCE POLICY

The Conference recognizes that circumstances arise which require an extended leave of absence from
work. The Conference strives to work with all employees to provide leaves of absences which best fit the
employee’s needs and personal circumstances. This policy outlines the various types of unpaid leaves
available to employees and the criteria and eligibility for each leave. Note that this policy covers only
unpaid leaves of absence. Other paid time may be available under the Conference Paid Time Off Policy.

A. General Guidelines

All leaves granted under this Policy are unpaid leaves of absences. Continuance of benefits are addressed
under each leave category.

In the event an employee qualifies for, applies for, and is granted any of the below unpaid leaves, the
employee is entitled to take all or any portion of any paid leave which the employee has accrued (vacation
time, personal time, paid sick time) before taking unpaid leave. However, an employee is not required to
use or exhaust paid time before taking unpaid leave, unless otherwise specifically stated. Paid leaves and
unpaid leaves do not run concurrently.

Except in cases of emergency, it is expected that an employee provide as much time as practicable in
advance of the need for the leave so as to obtain all required documentation and certifications supporting
the leave.

The below leaves are in addition to, and not in lieu of, any other leaves created by The Conference. Paid
time off granted under any of the foregoing leaves are separate and distinct from any leave of absence
granted under this Policy and do not run concurrently with any unpaid leaves.

Abuse of any of the leaves described herein or any portion of this leave policy may result in discipline, up
to and including termination, or termination of continuing benefits, all as permitted in accordance with
applicable law.

In the case of each and every leave set forth below, to apply, an employee should contact the Conference
Minister. Certain other restrictions, exclusions and requirements apply and most leaves require
documentation evidencing the need for the leave, even if not set forth explicitly herein. This information is
intended to be general in nature and does not cover all circumstances or requirements. An employee is
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expected to comply with all requirements for the applicable leave, as permitted by law, otherwise, the leave
may be denied.

B. Federal and State Family Medical Leave Act (“FMLA Leave”)

In general, an eligible employee may take up to 12 weeks of FMLA Leave in connection with a serious
health condition, to care for a family member with a serious health condition, and for the birth of a child,
adoption of a child, or to care for a foster child. Military leaves under the Family Medical Leave Act are
addressed in a separate section, below.

To qualify for FMLA Leave, in general, an employee must have been employed for at least 12 months and
must have worked at least 1250 hours in a 12-month period.

Certain state differences do apply. State law will be followed where it is more favorable to the employee.
See also any individual policies for state-specific Parental Leave Policies outside of the federal and state
Family and Medical Leave acts.

FMLA Leave also includes so-called intermittent leave, which provides for periodic absences associated
with a serious health condition or the serious health condition of a family member, up to an aggregate total
of 12 weeks (or any longer time permitted by state law).

During the duration of an FMLA Leave, the Conference will continue to provide all existing benefits;
however, the employee remains responsible to continue making any and all employee contributions towards
group health insurance during the FMLA Leave as a condition of health insurance coverage.

After the conclusion of the FMLA Leave, the employee is expected to return to work (unless another
leave of absence is granted) and the employee shall be returned to the same or substantially similar
position, with all benefits and seniority intact. Exceptions do apply for certain key positions.

C. Leave of Absence under the Americans with Disabilities Act (“ADA Leave”)

In certain cases, either before or after use of another type of leave of absence, and regardless of the
qualifications or eligibility for other leaves, an unpaid leave of absence may be a reasonable
accommodation under the Americans with Disabilities Act. If an employee requires a leave of absence in
connection with a disability as defined under the Americans with Disabilities Act (an “ADA Leave”), the
employee should contact the Conference Minister or Chair of Personnel Committee.

If an ADA Leave is granted, The Conference is not required to continue health insurance or benefits, and
benefits and health insurance coverage will cease as of the date that is 1 week from the effective date of
any ADA Leave. After the conclusion of an ADA Leave, the employee is expected to return to work, and
will be returned to the same or substantially the same position, with no loss in pay or seniority. Certain
exceptions do apply.

An ADA Leave is based upon the particular facts and circumstances of the employee and there is no set
policy as to the duration of an ADA Leave. However, an indefinite ADA Leave is not a reasonable
accommodation, and an ADA Leave will not be granted on an open-ended or indefinite basis.

This policy does not cover any other reasonable accommodations that are not a leave of absence but are
covered by the Americans with Disabilities Act. See the ADA Policy for more information regarding
reasonable accommodations under the Americans with Disabilities Act and/or contact the Conference
Minister or Chair of the Personnel Committee.
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D. Military Leave

Past and current military members and their families have several options available for military leave,
depending on the reason for the need.

1. FMLA Military Leave for Call to Active Duty (“FMLA Military Call to Duty Leave”)

In general, an eligible employee may take up to 12 weeks leave for certain circumstances in the event a
spouse, son or daughter or parent is a military member on covered active duty or is called to covered active
duty status. Qualifying circumstances meeting the requirements for the FMLA Military Call to Duty Leave
include the need to make childcare arrangements, attending military ceremonies or briefings, spending time
with a military member on rest or recuperation, caring for a military member’s parent, attending counseling,
and making financial or legal arrangements.

To qualify for FMLA Military Call to Duty Leave, in general, an employee must have been employed for at
least 12 months and must have worked at least 1250 hours in a 12 month period. Certain other criteria and
restrictions apply. Please contact the HR Manager for more information.

During the duration of an FMLA Military Call to Duty Leave, the Conference will continue to provide
existing benefits; however, the employee remains responsible to continue making any and all employee
contributions towards group health insurance during the FMLA Military Call to Duty Leave as a condition
of health insurance coverage.

After the conclusion of the FMLA Military Call to Duty Leave, the employee is expected to return to work
(unless another leave of absence is granted) and the employee shall be returned to the same or substantially
similar position, with all benefits and seniority intact. Exceptions do apply for certain key positions.

2. FMLA Leave to Care for Servicemember (“FMLA Military Member Care Leave”)

In general, an eligible employee may take up to 26 weeks leave in any 12 month period to care for a
servicemember with a serious illness, where the employee is the spouse, parent, son, daughter, or next of
kin of the servicemember.

To qualify for FMLA Military Member Care Leave, in general, an employee must have been employed for
at least 12 months and must have worked at least 1250 hours in a 12 month period. Certain other criteria
and restrictions apply. Please contact the Conference Minister or Chair of the Personnel Committee for
more information.

During the duration of an FMLA Military Member Care Leave, the Conference will continue to provide
existing benefits; however, the employee remains responsible to continue making any and all employee
contributions towards group health insurance during the FMLA Military Member Care Leave as a condition
of health insurance coverage.

After the conclusion of the FMLA Military Member Care Leave, the employee is expected to return to work
(unless another leave of absence is granted) and the employee shall be returned to the same or substantially
similar position, with all benefits and seniority intact. Exceptions do apply for certain key positions.

3. Military Active Duty Leave (“Military Leave”)

An employee may take leave for active service in the uniformed services of the United States of up to a
cumulative amount of 5 years. For Pennsylvania employees, service in a state military service also qualifies
the employee for Military Leave.
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For the first 30 days of the Military Leave, the Conference will continue to provide health benefits to the
employee and their family however, the employee remains responsible to continue making any and all
employee contributions towards group health insurance during the Military Care Leave as a condition of
health insurance coverage. On the 31st day of Military Leave, the Conference will no longer provide
benefits to the employee or any family members.

After the conclusion of the Military Leave, provided that the employee has been honorably discharged, the
employee is expected to return to work and the employee shall be returned to the same or substantially
similar position, with all benefits and seniority intact. For service up to 30 days, the employee must report
back to work for the next shift following safe travel time plus 8 hours for rest. For service between 31 days
and 180 days, the employee must report back to work within 14 days. For service of 181 days or more, the
employee must report back to work within 90 days. Certain exceptions do apply.

Certain other benefits apply for returning service members. Contact the Conference Minister or Chair of the
Personnel Committee for more information.

E. Conference Personal Leave (“Personal Leave”)

For qualifying employees, the Conference will grant up to 60 days unpaid leave within a 12 month period in
accordance with the below requirements. In the Conference’s discretion, based upon the need for the leave
and the needs of the business, the Conference may extend the Personal Leave for an additional 30 days. Prior
to taking and requesting a Personal Leave, the employee must have exhausted all paid leave that the
employee is entitled to, except that every employee may retain 1 week of vacation or personal time. Except
in extenuating circumstances (as determined by the Conference in its reasonable discretion), Personal Leave
is only available to an employee who (1) has not taken any other unpaid leaves during the applicable 12
month period; and (2) is not eligible for any other form of unpaid leave.

For full-time employees, both exempt and non-exempt, the employee must have been employed at least 90
days with the Conference to be eligible for a Personal Leave.

Part-time employees must have at least 6 months of employment with the Conference to qualify for a
Personal Leave. Notwithstanding the foregoing, in the event the employee is requesting a Personal Leave
on the basis of subsection (1) below, the length of service requirement for all employees (full-time and
part-time) will be 90 days.

Personal Leave will be granted in the following circumstances:

1. the employee needs additional time to care for themselves or a family member due to a medical
condition or other disability (including, but not limited to, a pregnancy and/or birth of or adoption of a
child) and the employee has exhausted all other unpaid and paid leave time or was not eligible for any other
leave time;

2. the employee needs time away from work for some other non-medical personal reason or
family emergency;

3. the employee desires time out of work to attend school or another educational activity;
4. the employee desires time out of work to visit family members residing in another
country; or
5. such other reasonably necessary condition or circumstance or emergency as determined in the

reasonable discretion of the Conference.
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Certain blackout periods exist for the taking of a Personal Leave depending on the position of the
employee. Black-out periods may be waived based upon the employee’s need and the needs of the business.
Each employee should contact his or her supervisor for blackout periods applicable to his or her position.

Personal Leave must be taken in full days of time and may not be taken intermittently.

In addition, all employees (regardless of length of service and regardless of whether full or part time) have
the right to take Personal Leave if the employee is a victim or has a family member who is a victim of
domestic violence, or if an employee or a family member of an employee is a victim of crime. Personal
Leave can be taken to obtain medical attention, counseling, victim services, legal assistance, secure
housing, obtain a protective order or otherwise appear in court, attend child custody proceedings or address
other issues related to the abusive behavior. If the employee would not normally qualify for Personal Leave
due to length of service, the Personal Leave in this case would be limited to 20 days or such other time as is
reasonably necessary.

As a condition of granting a Personal Leave, the employee will be required to certify as to the need for the
Personal Leave and provide such documentation as is reasonably requested by the Conference Minister. In
no circumstance will the Conference request or require medical or other documentation in excess of that
permitted by any comparable state or federal leave law (i.e., FMLA or ADA).

As of the date that is 1 week from the effective date of the Personal Leave and continuing for the
duration of the Personal Leave, the Conference will terminate all existing benefits.

After the conclusion of the Personal Leave, the employee is expected to return to work and the employee
shall be returned to the same or substantially similar position, with all benefits and seniority intact.
Exceptions do apply.

If the employee cannot return at the end of the Personal Leave (and is not eligible for any other leave), the
employee will be considered terminated and “eligible for rehire” and may reapply for the same position upon
return.

F. Small Necessities Leave/Other State-Required Leaves

Many states have a so-called small necessities leave, which permits unpaid time out of work (up to a
certain maximum hours) for life events including but not limited to, parent-teacher conferences, a child’s
sporting events, a child’s school activities, attendance at doctor’s appointments for the employee or a
family member, blood donations, to vote, to attend town meetings, to attend court hearings, and for
medical emergencies.

It is the Conference’s policy that all employees will be accommodated to the fullest extent possible for
these type of life events, without the need for a formal leave request. The employee is expected to work
directly with their supervisor on these issues, provide as much notice as is reasonably practicable, and
both the employee and the supervisor are expected to be reasonable with scheduling requests. To the
extent an employee has problems with managing these requests or with scheduling, or in the event a
supervisor is not accommodating such requests, an employee can and should contact the Conference
Minister for assistance. This statement is not intended to waive any employee’s rights under any state or
federal law and all leave rights will be complied with, it is merely intended to expedite the process for
time-off needs.

PREGNANCY ACCOMMODATION POLICY:
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PURPOSE: The intent of this policy is to prevent discrimination and retaliation against persons in the
workplace for conditions relating to pregnancy, childbirth and or related medical condition(s).

POLICY': The Conference does not refuse, deny, or make any decision relative to an employee’s or
prospective employee’s employment opportunities based on pregnancy or any pregnancy or childbirth
related conditions. Further, the Conference will engage in an interactive process with an associate or
prospective associate and will provide reasonable accommodations for a qualified employee’s or prospective
employee’s condition related to pregnancy, childbirth, or a medical condition (including, but not limited to,
the need to express breast milk for a nursing child), unless doing so would result in undue hardship on the
part of the Conference.

The Conference may require documentation from a Licensed Medical Practitioner in order to provide
reasonable accommodations, however, the following accommodations do not require documentation and will
be provided as a reasonable accommodations for pregnancy when requested: (i) more frequent restroom,
food, and/or water breaks; (ii) seating or other reasonable forms of rest; (iii) limited lifting of items weighing
over twenty (20) pounds; and (iv) a private space (that is not a restroom) for expressing breast milk. Please
also see the Policy on Lactation for more information regarding an employee’s right to express breast milk.

The Conference does not require a qualified employee to take a leave of absence relating to their
pregnancy, childbirth or related medical condition if, in lieu of leave, another reasonable accommodation
can be provided to allow the employee to perform the essential duties of their job. Moreover, the
Conference does not require a qualified employee to accept an accommodation who does not have any
known limitation relating to their pregnancy or who does not require a reasonable accommaodation to
perform the essential duties of their job.

Should any employee or prospective employee elect to take a leave of absence related to pregnancy, upon
their return, the Conference will place said associate back in their original role or a comparable position
with similar benefits, pay, seniority, and retirement plan provided such reinstatement or placement is
possible, reasonable, and wouldn’t result in undue hardship on the part of the Conference.

PROCEDURE: Written notice shall be provided to all employees as well as posted conspicuously in an area
accessible to all employees, advising and notifying them of each employee’s right to be free from
discrimination and retaliation in relation to pregnancy, childbirth, and related conditions. This notice shall
include notifying employees of their right to reasonable accommaodations for conditions related to pregnancy,
childbirth, or related conditions. All employees shall be provided written notice of this right upon the
implementation of this policy. Furthermore, any employee who notifies the Conference of their pregnancy
shall be provided with this notification within ten (10) days of notifying the Conference of such pregnancy.
New employees shall be provided with this same written notice at the commencement of their employment.

Leadership should immediately direct all notifications of pregnancy and or requests for an accommodation,
for review and approval, to the Conference Minister.
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ACKNOWLEDGEMENT

I acknowledge that | have received, read and understand this Policy: Pregnancy Accommodation.

This acknowledgement shall be binding upon me and my personal representatives and successors in
interest, and shall inure to the benefit of the Conference, its successors and assigns.

I acknowledge and agree that violation of this Acknowledgement during my employment with the
Conference may result in disciplinary action, up to and including termination from employment.

I understand that nothing in this Acknowledgement shall prohibit me from reporting possible violations of
federal or state laws or regulations to any federal or state governmental agency or entity, or making other
disclosures that are protected under the whistleblower provisions of federal or state laws or regulations.

I understand that, like all other forms of the Conference, this Acknowledgement does not alter my
employment at will relationship with the Conference and I or the Conference may terminate my
employment at any time with or without cause.

Signature Date

Witness Date

FAILURE TO SIGN THIS ACKNOWLEDGEMENT DOES NOT EXEMPT THE ABOVE
REFERENCED EMPLOYEE FROM COVERAGE OF THIS POLICY.

LACTATION ACCOMMODATION POLICY

PURPOSE: The purpose of this policy is to ensure that the Conference employees who are working parents
have the opportunity to express their breast milk to support the health and wellness of their child.
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POLICY/PROCEDURE: The Conference is committed to helping working parents meet their busy and
demanding schedules. An employee who is breastfeeding a child and needs time throughout their work shift
to express breast milk should inform their supervisor of their need. The supervisor will then work with the
employee to coordinate both the time(s) during which and the location at which the employee can express
breast milk, in accordance with this policy.

The Conference will allow a breastfeeding employee to express breastmilk for a child during break and
lunch times. In the event that an employee expressing breast milk needs more time than their available
break time, the Conference will grant one additional twenty minute paid break for every four hours the
employee is working. The employee does not have to punch out for these additional breaks, but must
inform their supervisor when they needs a break and when they return from break.

If the employee needs time which exceeds the breaks permitted in this policy, their supervisor will allow
additional breaks as are reasonable under the circumstances, but that additional time will be taken as unpaid
time.

The location for breastfeeding must be in a secured, private, sanitary location that is shielded from view
and free from intrusion from coworkers or the public. Preferably, the room should have a lock from the
inside and be equipped with an electrical outlet and comfortable seating. Restrooms and utility closets
are not acceptable locations.

The Conference will ensure that an employee who expresses breast milk has adequate space to store that
expressed breast milk while at work. The employee will also be able to store expressed milk in any
refrigerator.

It is a violation of Conference policy and the law to discriminate against, discipline or take adverse
action, or retaliate in any way, against an employee who requests the need to or expresses breast milk.

Should you feel you have been subject to such discrimination, discipline, adverse action, or
retaliation, please notify the Conference Minister or Chair of the Personnel Committee.

OTHER POLICIES ADOPTED BY THE BOARD OF DIRECTORS

POLICY REQUIRING VACCINATIONS FOR CHILDREN PARTICIPATING IN PCCUCC
CAMPING PROGRAMS

As recommended by the American Academy for Pediatrics, the Penn Central Conference of the United
Church of Christ requires that all children participating in its camping and other programs be vaccinated in
accordance with State law.

We recognize an exception to this requirement for any child whose physician certifies to us in writing that
the child has a medical condition which would make vaccination unduly risky for the child.

The Penn Central Conference does not allow exemptions to vaccination requirements based on religious
beliefs. As a church, we understand that religious beliefs are compelling and important. However, our
own understanding of the teachings of Jesus requires us to place priority on protecting people who are
particularly vulnerable.

In order to protect all the children in our care, and especially any who may be immune- compromised, we
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must regretfully decline to serve children whose parents claim religious exemption from vaccination
requirements.

PCCUCC COMPENSATION STRUCTURE
1. Definition of Full Time; Benefit Threshold
a) That 35 hours per week be regarded as full-time for all hourly (non-exempt) employees.

b) That 80% of full-time, or 28 hours/week, be the threshold for eligibility for benefits other than
paid time off (i.e., pension contributions; health, life and disability benefits).

2. Health Insurance

a) The Pension Board medical insurance plan shall be carried by the Conference on all regular (exempt
and non-exempt) employees and their families.

b) Every regular (exempt and non-exempt) staff person shall be enrolled in the Pension Board medical
insurance plan unless s/he is adequately covered by another policy and chooses not to be included.

c). It is understood that not all employees qualify for the Pension Board medical insurance. In this
instance, the Conference will compensate employees for the cost of alternative insurance equivalent to the
maximum amount of coverage offered under the Pension Board medical insurance for the Harrisburg
geographic area.

3. Life and LTD Insurance

All eligible employees will be enrolled in the Pension Boards Life & Disability insurance at
Conference expense.

4. Pension

a. All eligible employees shall be enrolled in the appropriate pension plan, subject to the
polices, rules and provisions of the Pension Boards of the United Church of Christ.

b. Exempt and authorized employees shall be enrolled in the appropriate pension plan with the
Pension Boards of the United Church of Christ, effective on the day of employment, at  the rate agreed
upon at time of employment, subject to future adjustments.

5. Social Security

a. The Conference shall pay the employer’s share of the Social Security Tax for all non-ordained
employees, as required by law.

b. Employees with Ministerial Authorization in the United Church are eligible to enroll in ~ Social
Security on a self-employed basis, and are required by law to pay the Social Security tax directly. The
Conference shall compensate ordained employees who are enrolled in Social Security an amount equal to the
difference between the employee’s percentage share for non-ordained employees and the self-insured
ordained employee’s percentage share.
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6. Executive Travel Insurance

a. The Conference Minister, Conference Associate Ministers and other Conference leaders while
traveling on Conference business shall be covered by a blanket accident insurance policy, with premiums
paid by the Conference, through the Insurance Board.

SOCIAL MEDIA POLICY

POLICY: This policy provides guidance for employee use of social media, which should be broadly
understood for purposes of this policy to include blogs, wikis, microblogs, message boards, chat rooms,
electronic newsletters, online forums, social networking sites, and other sites and services that permit users
to share information with others in a contemporaneous manner.

PROCEDURES: The following principles apply to professional use of social media on behalf of Penn
Central Conference as well as personal use of social media when referencing Penn Central Conference.

1. Employees need to know and adhere to the Penn Central Conference’s Code of Conduct, Employee
Handbook, and other company policies when using social media in reference to Penn Central
Conference.

2. Employees should be aware of the effect their actions may have on their images, as well as Penn
Central Conference’s image. The information that employees post or publish may be public
information for a long time.

3. Employees should be aware that Penn Central Conference may observe content and information
made available by employees through social media. Employees should use their best judgment in
posting material that is neither inappropriate nor harmful to Penn Central Conference, its employees,
or customers.

4. Although not an exclusive list, some specific examples of prohibited social media conduct include
posting commentary, content, or images that are defamatory, pornographic, proprietary, harassing,
libelous, or that can create a hostile work environment.

5. Employees are not to publish, post or release any information that is considered confidential or not
public. If there are questions about what is considered confidential, employees should check with the
Conference Minister and/or supervisor.

6. Social media networks, blogs and other types of online content sometimes generate press and media
attention or legal questions. Employees should refer these inquiries to authorized Penn Central
Conference spokespersons.

7. 1f employees find encounter a situation while using social media that threatens to become
antagonistic, employees should disengage from the dialogue in a polite manner and seek the advice of
a supervisor.

8. Employees should get appropriate permission before you refer to or post images of current or former
employees, members, vendors or suppliers. Additionally, employees should get appropriate
permission to use a third party's copyrights, copyrighted material, trademarks, service marks or other
intellectual property.
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9. Social media use should not interfere with employee’s responsibilities at Penn Central Conference.
Penn Central Conference’s computer systems are to be used for business purposes only. When using
Penn Central Conference’s computer systems, use of social media for business purposes is allowed
(ex: Facebook, Twitter, Penn Central Conference blogs and LinkedIn), but personal use of social
media networks or personal blogging of online content is discouraged and could result in disciplinary
action.

10. Subject to applicable law, after-hours online activity that violates Penn Central Conference Code of
Conduct or any other company policy may subject an employee to disciplinary action or termination.

11. If employees publish content after-hours that involves work or subjects associated with Penn Central
Conference, a disclaimer should be used, such as this: “The postings on this site are my own and may

not represent Penn Central Conference positions, strategies or opinions.”

12. It is highly recommended that employees keep Penn Central Conference related social media
accounts separate from personal accounts, if practical.

These Personnel Policies were approved by the Board of Directors at the January 15, 2022
meeting wherein they also acknowledged and approved that they will be retroactive to January
1, 2022

RECEIPT OF EMPLOYEE HANDBOOK
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Employee Acknowledgement

I acknowledge that I have received and read a copy of Penn Central Conference Employee Handbook, which
outlines the policies, benefits and expectations of Penn Central Conference, including my responsibilities as
an employee.

I understand that this handbook is a general guide and does not constitute an employment agreement or a
guarantee to continued employment. | also understand that the employer can make changes to this handbook
at any time without notice.

I further acknowledge that my employment is at will. | understand that | have the right to terminate the
employment relationship at any time and for any reason, with or without cause or notice, and that the Company
has the same right.

Employee’s Signature Date

Employee’s Name (printed)
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