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1.0  Introduction 
 
1.1 Introduction Statement 
This personnel policy and procedure handbook applies to all Good Shepherd Lutheran Church (GSLC) 
employees.  This is not a contract.  The policies described herein are not conditions of employment and 
the language is not intended to create a contract of employment between GSLC and its employees.  All 
employees of GSLC are employed on an at-will basis.   

 
It is important that you read, understand, and become familiar with the handbook and comply with the 
standards that have been established.  Throughout the handbook, employees will notice a 
differentiation between “church staff” and “daycare staff”.  All reference to “GSLC employees” are 
subject to all employees. If you have questions or need additional information, please talk with your 
supervisor.  If your supervisor is unable to help you, then you can contact a representative of the 
appropriate Ministry Team or Congregation Council for help. 

 
It is not possible to anticipate every situation that may arise in the workplace. GSLC reserves the right 
to modify, supplement, rescind, or revise any policy, benefit, or provision from time to time, with or 
without notice, as it deems necessary or appropriate. 

1.2  EQUAL EMPLOYMENT OPPORTUNITY 
Good Shepherd Lutheran Church is committed to equal employment opportunity for all qualified 
persons, without regard to race, color, ancestry, national origin, sex, marital status, disability, medical 
condition, sexual orientation or age, to the extent required by law.  This applies to all employment 
practices, including hiring, promotions, training, disciplinary action, termination, and benefits. 

 
All employees are expected to show respect and sensitivity toward other employees, church members, 
and external parties, and to demonstrate a commitment to GSLC’s equal opportunity objectives.  If you 
observe, or experience a violation of this policy, you should report it immediately to your supervisor, 
pastoral staff, appropriate Ministry Team or the Council. 
 
Violation of this policy may result in disciplinary action, up to and including termination. 
 
1.3  Exception Statement 
Exceptions to these personnel policies may be granted from time to time by the Congregational Council, 
when it is judged that such exceptions are in the best interest of both the church and the employee(s) 
concerned.  No exception will be valid unless it is recorded in the minutes of the Congregational Council.  
 

1.4  Unemployment/Disability Exemption 

As a nonprofit, religious institution, GSLC is exempt from contributing to NJ state unemployment 
insurance coverage.    Therefore, employees employed by GSLC, upon termination of their employment 
and who are not immediately re-employed, are not eligible to collect unemployment insurance benefits 
based on their employment with GSLC. 

As a non-profit, religious institution, GSLC is exempt from contributing to state disability insurance.  
Therefore, employees are not eligible for state disability benefits based on their employment with GSLC. 
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2.0 Recruiting & Employment 

2.1  Employment Categories 

It is the intent of GSLC to clarify the definitions of employment classifications so that staff members 
understand their employment status and benefit eligibility. 

Each staff member is designated as either NONEXEMPT or EXEMPT from federal and state wage and 
hour laws.  NONEXEMPT staff members are entitled to overtime pay under the specific provisions of 
federal and state laws.  Exempt staff members are excluded from specific provisions of federal and state 
wage and hour laws.  A staff member’s classification may be changed only upon written notification by 
GSLC management. 

In addition to the above categories, each staff member will belong to one other employment category: 

REGULAR FULL-TIME staff members are those who are not in a temporary status and who are regularly 
scheduled to work a minimum of 25 hours per week or more.  Generally, they are eligible for a GSLC 
benefit package, subject to the terms, conditions and limitations of each benefit program. 

REGULAR PART-TIME staff members are those who are not assigned to a temporary status and who are 
regularly scheduled to work less than 25 hours but greater than 10 hours per week.  They receive all 
legally mandated benefits (such as Social Security and worker’s compensation insurance) as well as a 
GSLC partial benefit package, subject to the terms, conditions and limitations of each benefit program. 

Any employee regularly scheduled to work 10 hours per week or less is not eligible for any GSLC benefits. 

TEMPORARY staff members are those who are hired on an as needed basis and are not eligible for GSLC 
benefits. 

CALLED PERSONNEL are those individuals who have been called by the congregation in accordance with 
New Jersey Synod guidelines.  The current called positions in our congregation are Pastor and the 
Associate Pastor.  CALLED PERSONNEL may be either ordained or not ordained. 

2.2 Nature of Employment 
The nature of employment at GSLC is EMPLOYMENT AT WILL.   Neither the staff member nor GSLC is 
bound to continue the employment relationship if either chooses, at its will, to end the relationship at 
any time. 

2.3  Immigration Documentation 
GSLC is committed to full compliance with current Federal immigration laws and will not knowingly hire 
or continue to employ anyone who does not have the legal right to work in the United States. 

 

As a condition of employment, the potential employee will be required to provide documentation 
verifying identity and legal authority to work in the United States. 

2.4  Background/CARI Checks 
GSLC may use background checks, CARI checks or other appropriate investigative vehicles as part of the 
hiring process.  Anyone hired whose role will put them in contact with children or youth will be required 
to submit to a CARI check, background check and fingerprinting. 
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2.5  Hiring Procedures 
Vacancies for non-called, staff positions will be publicized locally.  Current staff will be given first 
consideration when filling an internal vacancy.  The Congregational Council, Pastor or their designee will 
interview all candidates.  The Congregational Council approves all new church staff hires and the hiring 
of a Daycare Director.  All other daycare staff are hired by the Director and the Congregational Council 
and Pastor(s) are informed of new hires in a timely manner.  

2.6  Probationary Period 
Each new staff member is hired conditionally for a trial period of three months while performing the 
regular duties of the position. At the end of the trial period the new staff member will be evaluated by 
their supervisor. This evaluation will determine the staff member's suitability for continued 
employment. 
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3.0 Staff Member Benefit Programs 

3.1 Eligibility for Benefits 
Good Shepherd Lutheran Church (GSLC) provides a range of benefits for its full-time and regular, part-
time staff members.  Some benefits cover all staff members as prescribed by law, such as Social Security 
and worker’s compensation.  Please see the grid on the following page for eligibility information.   
 
 

Type of Benefit Full-Time Regular Part-Time  All Other  

Health Insurance Eligible;  Not Eligible Not Eligible 

Dental Insurance Eligible at >=30 
hours per week 

Not Eligible Not Eligible 

Retirement Savings Plan Eligible Not Eligible Not Eligible 

Short-Term Disability Insurance Eligible Not Eligible Not Eligible 

Long-Term Disability Insurance Eligible Not Eligible Not Eligible 

Life Insurance Eligible at >= 30 
hrs per week  

Not Eligible Not Eligible 

Continuing Education (See 3.9) Eligible Eligible Not Eligible 

Paid Time Off Eligible Eligible Not Eligible 

Workers’ Compensation Insurance Eligible Eligible Eligible 

Social Security Eligible Eligible Eligible 

COBRA Eligible Not Eligible Not Eligible 

 
Some benefit programs may require contributions from the staff member. 
 

3.2  Current Staff Categories & Positions   
 

Staff Categories Pastor Assoc 
Pastor 

Music 
Coord 

Daycare 
Director 

Daycare 
Admin 

Choir 
Director 

Day Care 
Teacher/
Assistant 

Church 
Office 
Admin 

Nursery 
Attendant 

Custodian 

Called 
Personnel  
(20+ hrs/wk) 

X X         

Regular Full-
Time 

  X X X  X X   

Regular Part-
Time 

     X X   X 

Temporary & 
Less than 10 
hrs/wk 

        X  

           

Exempt X X X X X   X   

Non-Exempt      X X  X X 

           

Salaried X X X X  X  X   

Hourly Wage     X  X  X X 
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3.3  Health & Dental Insurance 
GSLC offers two health insurance plans for eligible employees.  Only called staff may participate in the 
plan sponsored by the ELCA Board of Pensions.  Called and non-called staff may participate in another 
plan offered by GSLC.   Eligible staff members may participate in the health & dental insurance plans 
subject to all the terms and conditions of the agreement between GSLC and the insurance carriers. 
 

At the time of employment, or at other allowable times during employment, an eligible staff member 
may enroll in the applicable plan currently in force.  GSLC will pay premiums on behalf of the employee 
according to its announced contribution rate schedule.  The contribution rate schedule will be 
announced yearly.  In the absence of an announcement, the percentage of the monthly premium paid 
by GSLC in the previous year will prevail.     Additional insurance may be purchased by the employee at 
his/her expense. 

Details of the health and dental insurance plans are described in the Summary Plan Descriptions (SPD).  
A SPD and further information on the cost of coverage will be provided in advance of enrollment to 
eligible staff members. 
 

For eligible employees, health and dental insurance benefits will cease as of the last day of the month in 
which they leave GSLC’s employment.  However, some employees may be able to extend their health 
insurance coverage at their own expense in accordance with the Consolidated Omnibus Budget 
Reconciliation Act (COBRA) regulations.  GSLC will provide additional information from the insurance 
carrier on eligibility and costs at the time of employment termination.  

3.4  Retirement Savings 
GSLC offers a pension plan for called staff, only, through the ELCA.  
GSLC offers a tax-deferred retirement savings plan for non-called, full benefit eligible employees.  
Contributions to these plans by GSLC, if any, will be announced annually.  Details of these plans are 
available from the Pastor or a designee.  

3.5  Mandated Payroll Taxes 
As required by law, GSLC follows the Federal and State guidelines for Social Security withholding and 
Worker’s Compensation Insurance.  
 
Social Security – GSLC withholds social security taxes from employees, matches the amount and submits 
to the Internal Revenue Service on a prescribed, periodic basis. 

3.6 Mandated Worker’s Compensation Insurance 
Worker’s Compensation - GSLC carries a worker’s compensation insurance policy to help cover medical 
expenses due to workplace injury or illness.  Any workplace injury/sickness must be reported to your 
supervisor immediately, or as soon as practical, to begin the claims process with the insurance carrier.  
Appropriate insurance claim forms will be provided at the time the supervisor is notified. 

3.7  Private Disability Insurance 
Short-term and long-term disability coverage is available for called staff.    
 

GSLC provides short-term and long-term disability insurance coverage for all eligible employees. Short-
term coverage commences when an employee is unable to work due to illness or injury for 5 or more 
consecutive days.  GSLC may require a doctor’s certificate.  Eligible staff members may participate in the 
disability plans subject to the terms and conditions of the agreement between GSLC and the insurance 
carrier at any time.   
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3.8  Life Insurance 

Life Insurance equal to 100% of employee’s annual salary up to a maximum of $100,000.00  will be 

provided by Good Shepherd for the eligible employee.  Please refer to Life Insurance certificate of 

coverage for additional limitations and exclusions. 

3.9  Continuing Education 

GSLC offers partial tuition reimbursement and/or an allowance for continuing education for church staff: 

Called Personnel, the Music Coordinator and the Office Administrator.  Day Care teachers, Director, 

Administrator and Head Teacher are required to complete the current state mandated continuing 

education hours each year and such continuing education is eligible for full or partial reimbursement 

after approval.  

Training and continuing education that is mandated by certifying agencies for Day Care Staff members 

will be provided by the GSLC Day Care as follows:  Day Care staff members are required to keep current 

on their CPR and First Aid certifications through classes provided by the Day Care on a bi-annual basis.   

For all staff, all continuing education must receive prior approval in order to be reimbursed.  Approval 

will be based on current policy, mandatory requirements and budgetary constraints. Continuing 

Education Approval forms may be obtained from the employee’s supervisor.   
 

CDA Course Reimbursement:  

Good Shepherd Christian Daycare will reimburse some or all of the cost of the Child Development 

Associate Credential (CDA) with the following conditions: 

1. The staff member will have been employed by GSCDC for at least one full year.  

2. The staff member will commit to working at GSCDC for two years after the certification has been 

completed.  If the employment commitment is violated, full reimbursement of funds 

contributed by GSCDC toward the CDA will be required.  

3. Reimbursement of previously approved tuition costs will be made upon presentation of 

completion of the CDA course. Proof of payment will be required. 

 

Applications and requests are to be submitted to the Director for recommendation to the Ministry Team 

before enrolling for course work.  The Ministry Team will determine approval and amount of 

reimbursement based on availability of funds. 

3.10  Paid Time Off 

GSLC allows for paid time off for eligible employees in a variety of ways.  All paid time off must be  

approved by the staff member’s supervisor in advance, with a minimum of two weeks’ notice.   

  



11 
 

3.11  Vacation 

Paid vacation days, per the table below, are offered to all employees working at least 25 hours per week 

and are based on length of service.  Regular Part-time employees will be eligible for vacation days based 

on the table below pro-rated by the number of hours scheduled for work divided by 25 hours.  Vacation 

days may accrue, but may not be taken until after six months of service.  Vacation days must be 

requested as far in advance as possible with a minimum of two weeks’ notice. 

Years of Service 1-4 5-9 10+ 

Weeks of Vacation 2 3 4 

“Weeks” will be considered as the normally scheduled work week for the employee.  Vacation cannot be 

carried over from one calendar year to the next without prior written approval by the supervisor.  

For employees of GSCDC, the Day Care is closed between Christmas and New Year’s Day. This is a non-

paid week.  Staff may choose to use vacation days or personal days during this time at their discretion.   

A staff member can request and be paid for up to three (3) days of unused vacation time.  The request 

for payment of unused vacation must be made prior to December 1 of any year for payment in a 

December payroll. 

 

Daycare staff members are eligible for unpaid vacation that is pre-approved by the Director.  All 

requests for unpaid vacation MUST be approved at least 2 weeks in advance so necessary arrangements 

for substitutes can be made.   

After sick days are used, personal and vacation days will be applied to any unapproved absences until all 

personal and vacation days are used.   

Any unapproved absences beyond the use of sick, personal and vacation days are unexcused absences 

and are grounds for dismissal. 

3.12  Personal Days 

Up to two paid personal days per calendar year may be granted by an employee’s supervisor.  Personal 

days may not be carried over from one year to the next and any unused days are forfeited at 

termination or resignation. 
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3.13  Current Holidays 
GSLC recognizes the following as paid holidays (11) with the church office closed: 
 

New Year’s Day    
Martin Luther King Jr. Day* 
President’s Day* 
Easter Monday* 
Memorial Day 

Independence Day (observed) 
Labor Day 
Thanksgiving Day and the Friday after 
Christmas Eve and Christmas Day** 
 

 

Holidays denoted with a “*” are not holidays for the daycare.  In lieu of these days, the daycare staff, if 
scheduled to work on these days, will receive three (3) additional personal days at the discretion of the 
Daycare Director. 
 

Holidays denoted with a “**” are not holidays for the church staff.  In lieu of these days, the church 
staff, if scheduled to work on these days, will receive two (2) additional personal days at the discretion 
of the Pastor. 
 

If a holiday falls on a Saturday, the holiday will be recognized on the previous Friday.  If a holiday falls on 
a Sunday, the holiday will be recognized on the following Monday. 
 

Church staff whose normal work schedule does not include hours worked on a Monday, shall take the 
holiday time which falls on a Monday, on the next scheduled work day after the holiday.  
Paid holiday time off is granted to Regular Full-Time and Regular Part-time employees.  Partial benefit 
eligible employees may be granted holiday time off if the recognized holiday falls on their regularly 
scheduled work day, with holiday pay calculated by multiplying the employee’s standard rate by the 
number of hours that the employee would otherwise have worked on that day.  
 

Temporary and Part-time employees (ie working less than 10 hours/week) are not eligible for paid 
holiday time. 

3.14  Leaves of Absence  
 
Sick Leave  
GSLC provides paid sick leave benefits for eligible staff members.  Regular Full-Time and Part-time 
employees are provided 1 hour of sick time per 30 hours worked with a maximum of 40 hours per 
calendar year for use when: 

 The employee needs diagnosis, care, treatment or recovery for a mental or physical illness, 
injury or health condition or needs preventative medical care,  

 The employee needs to care for a family member during diagnosis, care, treatment or recovery 
for a mental or physical illness, injury or health condition or needs preventative medical care,  

 The employee or a family member have been the victim of domestic or sexual violence and 
needs time for treatment, counseling or to prepare for legal proceedings,  

 The employee needs to attend school-related conferences, meetings or events regarding the 
education or health of a child,  

 Good Shepherd is closed due to a public health emergency.   
 
Hours of sick time shall accrue on January 1 of each benefit year based on scheduled hours of 
work.  Unused sick days can be carried over to the following year, however an employee cannot accrue 
or use more than 40 hours of paid sick time in any calendar year.  Unused sick days are forfeited at 
termination or resignation. 
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Maternity Leave 
Good Shepherd Lutheran Church’s policy is to treat women affected by pregnancy, childbirth or related 
medical conditions in the same manner as other employees unable to work because of their physical 
condition in all employment aspects, including recruitment, hiring, training, promotion and benefits.  

Pregnant employees may continue to work until they are certified as unable to work by their physician. 
At that point, pregnant employees are entitled to receive benefits according to Good Shepherd’s short-
term disability insurance plan.  

When the employee returns to work, she is entitled to return to the same or equivalent job with no loss 
of service or other rights or privileges. Should the employee not return to work when released by her 
physician, she will be considered to have voluntarily terminated her employment with Good Shepherd. 

Good Shepherd Lutheran Church provides maternity leave mothers as a benefit of employment.   

To be eligible for these benefits: 

 An employee must have worked for Good Shepherd for a minimum of 6 months 

 An employee must be in good employment standing with Good Shepherd Lutheran Church and 
its daycare (i.e. not on probation). 

 An employee must request leave a minimum 30 days in advance if possible.  If this is not 
possible, requests should be placed  as soon as  an employee becomes aware of it.  

 Benefits are paid under the short-term disability policy provided by Good Shepherd Lutheran 
Church .   

Additionally: 

 An employee may use their accrued  paid time off and sick leave time, which will be paid at their 
then current, hourly rate over the ensuing payroll periods after the disability period. 

 Total leave time for each maternity leave may not exceed 16 weeks. 

 If prior to commencing leave, the employee notifies Good Shepherd of their intent to return to 
work on a date certain after the leave period, Good Shepherd will continue to pay the employer 
portion of your company sponsored insurance premiums for up to 8 calendar weeks during the 
employee leave. 

 
Bereavement Leave  
At the time of death in an employee’s immediate family (spouse, children, parents, grandparents, 
brother, sister), up to three, consecutive paid days will be granted without the use of Paid Time Off.  If 
long distance travel is involved, an additional day may be granted at the discretion of the supervisor.  At 
the time of death of an employee’s relative other than immediate family, requested Paid Time Off will 
be approved at the supervisor’s discretion.   

Jury Duty 
Employees called to serve on jury duty will be paid for the time absent up to two weeks.  Employees are 
expected to be at work when they are not required for jury duty.  

Military 
A military leave of absence will be granted to staff members who are absent from work because of 
service in the U.S. uniformed services in accordance with the Uniformed Services Employment and 
Reemployment Rights Act (USERRA).  Employees may contact their supervisor for additional information 
or questions about military leave. 
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4.0  Timekeeping and Payroll 

4.1  Working Hours 
Employees are to organize their work schedules within the limits of specified hours as indicated by their 
supervisor.  Individual working hours will be set as agreed at the time of employment, but may be 
changed as the need arises by the employee’s supervisor.  Non-exempt employees who work at least 
four (4) hours in a workday will receive a fifteen (15) minute paid break period.  Non-exempt employees 
who work more than five (5) hours in a workday will receive an unpaid meal period of at least thirty (30) 
minutes.  However, employees who do not work more than six (6) hours in a workday may voluntarily 
agree to waive their right to a meal period. 

4.1.1 Daycare Hours 
The Daycare Center is in operation twelve (12) months of the year, Monday through Friday, from 
7:00am to 6:00 pm.  The Daycare is closed on holidays as listed in Section 3.11 – Holidays, as well as the 
week between Christmas and New Year’s Day.  The Daycare is also closed the week before Labor Day to 
children, but staff members are required to report to assist with clean-up and set-up for the new school 
year.  All staff members are required to be in the assigned working area at the scheduled time of arrival 
and after breaks.  Doctor, dentists or other personal appointments should be scheduled during non-
working hours.  If this is not possible, arrangements must be made through the Director of the Daycare 
with at least five days’ notice so that a substitute may be secured. 

4.1.2 Church Hours 
Work hours will be determined at the time of hire based on the requirements of the position and may 
be adjusted as required to meet current functional needs.  Any changes to hours will be documented in 
the employee’s personnel file maintained by their supervisor. 

4.2  Attendance and Punctuality 
To maintain a safe and productive work environment, Good Shepherd expects  employees to be reliable 
and punctual in reporting for scheduled work.  Absenteeism and tardiness place a burden on other staff 
members and on GSLC.  Poor attendance and excessive tardiness are disruptive to the work 
environment. 

In the rare instances when employees cannot avoid being late to work or are unable to work as 
scheduled, they should notify their supervisors as soon as possible in advance of the anticipated 
tardiness or absence.   

4.3  Overtime 
If a non-exempt, hourly employee works greater than forty (40) hours in a given week, he/she will be 
paid 1.5 times his/her hourly rate for those hours in excess of forty in a normal work week.  Overtime 
must be approved in advance by the employee’s supervisor.  Overtime is calculated using actual hours 
worked.  Sick leave, personal leave, vacation time, community service, holidays and other types of leave 
referenced in these personnel policies do not count as hours worked.  Supervisors have the right to 
manage an employee into a forty (40) hours workweek by altering the normal weekly work schedule. 

4.4  Daycare Staff Yearly Bonus Plan 
In November of each calendar year, the Daycare Committee in consultation with the Director, shall 
assess the feasibility of providing Christmas bonuses based on Daycare financial performance for the 
current year.  Bonus amounts may be up to a week of pay per daycare employee based on their 
regularly scheduled working hours. 
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4.5 Time Record 
Accurately recording time at work is the responsibility of all staff members.  Each non-exempt, hourly 
paid employee shall initial daily sign-in sheets which will record their hours and be tallied each week as 
their time record.  These time records will be used to calculate staff member pay and benefits, as 
appropriate and will assist Good Shepherd in recording accrued leave time for staff members.   

All non-exempt, hourly staff members are required to initial their beginning and ending times on the 
daily sign in sheets.  Time spent on unpaid breaks is also to be noted on the time record.  Time records 
are not to be completed in advance.   

All staff members shall record and submit for approval requests for time away from duties including 
vacation, personal days, sick days, etc.   

Altering, falsifying, or tampering with time records or recording time on another staff member’s time 
record may result in disciplinary action, up to and including termination of employment.   

4.6  Payroll Deductions 
Law, such as federal income tax, state income tax and social security taxes requires various payroll 
deductions.  Any other deductions from an employee’s paycheck (examples:  health insurance premium 
contributions, pension contributions) must be authorized by the employee, in writing, and forwarded to 
the payroll administrator.   

Each employee’s paystub will itemize amounts that have been withheld.  If an employee has any 
questions about their deductions, contact the payroll administrator immediately.   

4.7  Pay Days 
All staff members shall be paid on a bi-weekly basis on the Wednesday immediately following the final 
Saturday of a two week time period.  When a pay day falls on a holiday, staff members shall be paid on 
the last workday preceding the holiday/regularly scheduled payday.   

4.8  Electronic Deposits  
An employee’s pay will be electronically deposited into either their checking or savings account as so 
directed by the employee in writing.  An employee will be required to complete and sign a form at hire, 
at the time of any subsequent change in banking information, and/or upon a change in the payroll 
processing company of Good Shepherd.  This form shall be submitted to the payroll administrator.  
Upon submission to the payroll administrator, the employee will be informed of the effective date of the 
change. 

4.9  Anniversary Dates 
The initial anniversary date for each employee shall be their date of hire. Any type of leave of absence, 
disability leave and unpaid vacation time in excess of two contiguous weeks will not be recognized in an 
employee’s length of service and the employee’s anniversary date to be adjusted on a day for day basis 
to reflect the length of the leave.    If an employee leaves the employ of Good Shepherd and then 
returns, they are considered a new employee and no anniversary date credit is given for previous work 
tenure.   
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5.0  Personnel Practices 

5.1  Ethics Statement 
The highest degree of stewardship and fiduciary responsibility is expected of all employees including the 
receiving, reporting and use of funds, property and time.  Employees are responsible for complying with 
laws, regulations, and church policies and procedures.  Standards of ethical conduct include: 

 Duty of Loyalty – each employee is responsible for acting in the best interest of the 
organization. 

 Conflicts of Interest – All employees shall avoid conflicts of interest, potential conflicts of 
interest and situations that give the appearance of conflicts of interest. 

 Confidentiality – Employees shall not disclose information about the organization or its 
members that is not known outside of the organization by public means. 

 Duty of Care – All employees shall act first in the best interest of the organization and shall 
act as a reasonable employee would act under the same or similar circumstances. 

 Transactions and Reporting – Each employee has a duty to prepare, process, maintain and 
report complete, accurate and timely records pertaining to their role, including but not 
limited to, expense reports, disbursement requests, and payroll transactions.   

 Duty to Disclose – Employees have a duty to disclose all breaches of this policy including 
misconduct, fraudulent transactions, errors related to overpayments or any other 
impropriety, whether by themselves or by others.  There will be no retaliation for good faith 
complaints, reports or participation in an investigation. 

 Violations – Violation or non-compliance may result in discipline, including possible 
termination. 

5.2  Sexual and Other Unlawful Harassment 
Good Shepherd is committed to providing a work environment that is free from all forms of 
discrimination and conduct that can be considered harassing, coercive, or disruptive, including sexual 
harassment.  Actions, words, jokes, comments or other displays of insensitive treatment based on an 
individual’s gender, sexual orientation, race, color, national origin, age, religion, disability, or any other 
legally protected characteristic will not be tolerated.   

If an employee experiences or witnesses sexual or other unlawful harassment in the workplace it should 
be reported immediately to the staff member’s supervisor.  If the supervisor is unavailable or the 
employee believes it inappropriate to contact that person, the employee should immediately contact 
the Pastor or Council President.  Employees can raise concerns and make reports without fear of reprisal 
or retaliation.   

All allegations of sexual harassment will be quickly and discreetly investigated.  To the extent possible, 
the employee’s confidentiality and that of any witnesses and the alleged harasser will be protected 
against unnecessary disclosure.  When the investigation is completed, the employee will be informed of 
the outcome of the investigation. 

Any supervisor who becomes aware of possible sexual or other unlawful harassment must immediately 
advise the Pastor or Council President so it can be investigated in a timely and confidential manner.  
Anyone engaging in sexual or other unlawful harassment will be subject to disciplinary action, up to and 
including termination of employment. 
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5.3  Working with Children Under 18 Years of Age 
The purpose of this policy and procedure is to provide essential protection to children from sexual abuse 
and to demonstrate the degree to which Good Shepherd will go to provide a safe environment for both 
children and the adults who work with them. 

Good Shepherd is committed to providing safe youth programs.  The goal is to have two leaders present 
at all times in groups of children and youth.  No person shall be eligible for participation in activities with 
children under 18 years of age, as an employee, if such person has ever been convicted of child abuse, 
or has accusations still pending.  In all respects the desire is to be responsible and compassionate, 
offering pastoral care as appropriate. 

5.3.1  Procedures 
 1)  All staff working with children under 18 years of age are required to submit a “Staff 
Application Form”. 

 2)  Staff members shall sign a statement that they have read the policies of Good Shepherd with 
regard to working with children and youth and agree to abide by them including the following: 

 a)  No staff member who has been convicted of a sexual offense, or child abuse or neglect, or 
has accusations still pending shall be allowed to work with children. 

 b)  When one-on-one interactions are appropriate another staff member and/or parent should 
have knowledge of the meeting.  These meetings shall not take place in a car or behind closed doors. 

 c)  All adult supervisors for overnight activities involving youth shall be cleared in advance with 
the proper church authorities (Associate Pastor, Pastor) 

 d)  An “open door” policy shall be honored, allowing parents, clergy, administrative professional 
staff of the church to have the right to visit and observe the program, unannounced at any time. 

5.4  Alcohol, Drugs and Controlled Substances 
The use, sale, transfer, possession or being “under the influence” of alcohol, drugs, or controlled 
substances when on duty, on church property or in church vehicles is prohibited.  “Under the influence” 
for the purpose of this policy is defined as being unable to perform work in a safe or productive manner, 
and/or being in a physical or mental condition which creates a risk to the safety and wellbeing of the 
affected employee, other co-workers, the public or church property.  If a staff member arrives at work 
under the influence of alcohol or drugs, they will not be permitted to work and will not be paid for the 
time scheduled. 

Violations of this policy will result in disciplinary action, up to and including termination.   

5.5  Business Expense Reimbursement 
Employees will be reimbursed for all approved business-related expenses upon submission of accurate 
and receipted expense reports to the Church Treasurer or the Daycare Office Manager.  Employees are 
required to submit these reports in a timely manner to ensure proper accounting and prompt 
reimbursement. 
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5.6  Access to Church Property 
It is important that Good Shepherd leadership have access at all times to church property, as well as 
other records, documents, and files.  As a result, Good Shepherd reserves the right, within legal limits, to 
access employee offices, work stations, filing cabinets, desks and any other church property at its 
discretion, with advance notice or consent, if possible.  Pastoral counseling files will be kept confidential. 

5.7  Church Credit Card 
The following positions will be issued a credit card against the credit of Good Shepherd for use in the 
procurement of supplies for sanctioned church programs and events, and enrollment in approved 
educational events, Pastor, Associate Pastor, Church Office Administrator.  Receipts of all purchases 
made with the credit card shall be submitted in a timely fashion to the Church Office Administrator to be 
reconciled to the monthly credit card statement.  Any non-submission of receipts may lead to 
disciplinary action or suspension of card privileges. 

5.8  Computer and Email Usage 
Good Shepherd is committed to an environment that encourages the use of technical resources and 
other forms of electronic communications as essential tools to support the Good Shepherd mission and 
ministry.  In utilizing Good Shepherd’s technical resources and electronic communications systems, it is 
important for all people using these systems to be aware of the policy regarding proper and responsible use.   

Computers, computer files, the email system and software furnished to staff members are Good 
Shepherd property intended for business use.  From time to time it may be necessary for employees to 
use Good Shepherd phones or computers for personal use.  However, calls should be limited to no more 
than five minutes in length.  Calls and personal computer use should occur during scheduled breaks and 
meal periods except in the case of emergencies.   

Good Shepherd purchases and licenses the use of various computer software for business purposes and 
does not own the copyright to this software or its related documentation.  Good Shepherd prohibits the 
illegal duplication of software or its related documentation. 

Employees are expected to use good judgment and common sense when using Good Shepherd 
equipment.  Good Shepherd’s name is attached to your email address and should be used with 
discretion.  Good judgment is necessary to ensure that personal use of phones and computers does not 
negatively impact an employee’s work, does not degrade Good Shepherd’s public image, does not 
adversely affect the availability of network resources, and does not disrespect the rights of other 
individuals.  Posting anything that might reflect negatively on Good Shepherd is prohibited.  You may 
not access or store material that would be considered inappropriate, offensive or disrespectful to 
others.   

5.10  Social Media Policy 
It shall be the policy of GSLC & Good Shepherd Christian Day Care that all Employees shall refrain from 
posting, publishing and/or writing any comment about, relating to, concerning, directly or indirectly, any 
comment or reference to GSLC & Good Shepherd Christian Day Care, any Employee of GSLC & Good 
Shepherd Christian Day Care, and/or any parent or child enrolled at GSLC & Good Shepherd Christian 
Day Care in any “Social Networking Site.”  A “Social Networking Site” shall include, but is not limited to, 
any site that allows users to post and share information such as “YouTube”, “Facebook”, “LinkedIn” and 
“Twitter.”  Any posting or publication found to violate this policy shall be grounds for immediate 
termination. 
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It shall also be the policy of GSLC & Good Shepherd Christian Day Care that any posting and/or 
publication on any Social Media Site by any Employee that is deemed by GSLC & Good Shepherd 
Christian Day Care to be potentially detrimental to the business reputation of GSLC & Good Shepherd 
Christian Day Care shall be grounds for immediate termination.  Examples of postings and/or 
publications that would be detrimental to the business reputation of GSLC & Good Shepherd Christian 
Day Care include, but are not limited to,:  (1) photographs or movies picturing or depicting Employees or 
GSLC & Good Shepherd Christian Day Care in offensive activities or positions; (2) semi-nude or nude 
photographs or movies of Employees; (3) writings using profanity; (4) writings detrimental to or about 
GSLC & Good Shepherd Christian Day Care Inc.;(5) and any other conduct deemed by GSLC & Good 
Shepherd Christian Day Care to not meet the high standards of GSLC & Good Shepherd Christian Day Care. 

In implementing this Social Media Policy, GSLC & Good Shepherd Christian Day Care provides the 
following advice to assist Employees in avoiding any violation of this Policy: 

1. Know and follow the Staff Handbook. 
2. Activities in or outside of work that affect your GSLC & Good Shepherd Christian Day Care job 

performance as well as other employees, children and families are a proper focus for our 
company policy. 

3. Information published on social media sites should comply with the company’s confidentiality 
policies.  This also applies to comments posted on other blogs, forums and social networking 
sites. 

4. Be respectful to the company, other employees, children and families. 
5. Your online presence reflects the company.  Be aware that your actions captured via images, 

posts, or comments can reflect that of our company. 
6. Do not reference or site any other employees, children or families without their express 

consent. 
7. All employees are encouraged to report to the administration of GSLC & Good Shepherd 

Christian Day Care any items of concern they have.  Social media sites are not the place for such 
discussions. 

5.11  Visitors/Solicitors 
Soliciting is not permitted on Good Shepherd property.  This includes staff member’s personal business 
ventures, such as but not inclusive of:  babysitting, personal care products, toys, etc.   

Visitors to the Day Care are to be escorted at all times. 
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6.0  Performance Evaluation 

6.1  Basis of Yearly Evaluation Process 
It is the policy of Good Shepherd Lutheran Church (GSLC) to establish a yearly staff Performance 
Evaluation System that is consistent and responsive to the mission and goals of the Church (including 
the Daycare Ministry); that encourages development and support of individual employees; that fosters 
acceptance of responsibility; that recognizes the diversity of our gifts; that promotes joint participation 
of employees and supervisors; and is equitable and responsive to all personnel. 

The yearly review process seeks to: (a) promote effective communication of the individual’s 
performance directed toward fulfillment of the individual’s career goals within the job requirements and 
(b) provide guidance for salary development as appropriate for the particular job function. 

6.1.1  Performance Criteria 
In general the performance evaluation should be developed by identifying key duties that 

address particular goals and objectives of the job function as consistent with those of the Church. The 
goals/objectives should be identified with examples of expected performance to ensure clarity to the 
staff member.  No more than 3 to 5 key duties would be typical. This information should be 
documented so that progress or improvement needs can be addressed at the next evaluation.  (See 
Example Performance Documentation, Appendix A and Timing, Section 6.2) 

6.1.2  General Procedure 
Supervisors are strongly encouraged to discuss job goals/objectives and performance with staff 

members on an informal day-to-day basis to avoid building to conflict over critical issues. Formal 
discussions then provide both supervisor and staff member the opportunity to discuss purposeful 
approaches toward meeting job requirements; recognize strengths and weaknesses; and identify 
positive direction for advancing performance. If there is a difference of opinion about performance that 
cannot be reconciled between the two persons a procedure for further review is outlined in the 
Employee Dispute Resolution, Section 7.2 

Serious deficiencies should be brought to the immediate attention of the staff member, 
documented, and specific follow up procedure begun and documented as well. (See Progressive 
Corrective Action, Section 6.3) 

6.2 Timing 
The timeline associated with yearly Performance Evaluations follows in relation to the two defined 
Congregational Meetings–-Ministry Meeting (June) and Annual Report and Budget Meeting year-end 
(January) as explained below. 

6.2.1 New Personnel 
Upon hiring a new staff person the supervisor should explain the job function and 

goals/objectives and expectations. Consistent day-to-day communication and mentoring is suggested. 
At 3 months the supervisor may hold an informal verbal review. The first formal documented review 
should be held at 6 months. Here it is expected that key duties, goals/objectives will be discussed and 
agreed.  Probation could be set for another defined time.  

6.2.2  Ongoing Performance Evaluations 
The general timeline indicated below may be modified to suit activities as needed.  In general the 
performance period will be the twelve months commencing in July of the current year and concluding in 
June of the following year. 
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MAY/JUNE The staff member should prepare a self-evaluation based on the previous performance 
evaluation documentation and forwarded to the supervisor for a future discussion (timing to be 
specified).   

JULY/AUG.   New staff reflective of congregational goals may be developed in conjunction with 
Pastor, Council, Ministry Teams or others during this time and communicated to all during this time.   

AUG. The supervisor should prepare a Performance Evaluation for the staff person seeking input or 
evaluations from other supervisors or Ministry Teams involved. In reviewing and comparing the self –
evaluation and the performance review, discussion may be appropriate with higher levels or Council in 
some cases. 

SEPT. /OCT.  Conduct Performance Evaluation discussion with staff member. If disagreement exists 
address or advise employee of next steps. 

NOV. Salary or merit award recommendations based on performance evaluations should be 
developed and discussed with appropriate groups, i.e. Ministry Teams, Council, or other  

6.3 Progressive Corrective Action 
As also stated in Section 8.1, all employees of GSLC are employed on an at-will basis which means that 
both the church and the employee have the right to terminate employment at any time.  However, in 
certain cases the following Progressive Corrective Action can be utilized. 

In certain cases, an employee’s performance may not meet the standards or expectations necessary for 
acceptable performance on the job. In dealing with performance problems, which may reasonably be 
viewed as correctable, a progressive action policy can be followed to give congregation council and the 
employee a clear format for future action. Notice of shortcomings in the employee’s performance and 
expectations, whether oral or written, must be as clear and precise as possible.  The process is a follows. 

Step 1:  Oral Warning - The employee’s supervisor will orally call attention to the shortcomings in the 
on-the –job performance. This conversation must be documented to file. Follow up time should be set. 

Step 2: Written Warning - If performance continues to be unsatisfactory a representative of the 
respective Ministry Team along with the evaluating supervisor shall again counsel the employee. This 
time counseling shall be put in writing with a copy given to the employee. A reasonable time should be 
given to resolve the performance problem. 

Step 3: Probation – Second Written Warning - If the problem is not satisfactorily resolved, the 
employee should be placed on probation. This meeting should include all previous attendees and again 
fully documented including the course of corrective action and the amount of time in which the problem 
must be resolved, e.g. 30,60 days A copy should be given to the employee as well as a copy given to 
Council.  

Step 4: Right to Appeal - The employee does have the right to appeal a termination recommendation 
directly to the congregation council. 

Step 5: Termination - If the employee fails to correct the deficiencies and suitably perform the duties as 
outlined in the probationary period, termination may be recommended. Any termination decision must 
be made in conjunction with the congregation council as outlined by the constitution and by-laws. 
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7.0  Employee Relations 

7.1  Employee Dispute Resolution 
Good Shepherd strives to provide fair and equitable consideration of all disputes of performance, 
grievances, and appeals of such. In such cases where an employee may disagree with the performance 
evaluation given or disagree with a job situation a series of steps may be followed. 

Step 1. Such disputes should first be discussed with the individual involved making every attempt to 
equitably resolve the situation in a Christian manner. The guiding Ministry Team as appropriate should 
also be informed. 

Step 2. If the dispute cannot be resolved informally a written note from the employee describing details 
of the dispute should be sent to the supervisor and appropriate Ministry Team. A further attempt for 
informal resolution may be attempted. If unsuccessful in resolution, step 3 actions should be 
implemented immediately. 

Step 3. A further formal meeting should be arranged within two weeks with the guiding Ministry Team, 
the supervisor, and the individual involved. A written response should be prepared after the discussion 
with a copy sent to the congregation council. 

Step 4. If still unresolved, a written appeal may be made to the congregation council with a meeting 
arranged within two weeks.  The actions after deliberations of the council and Pastor will be written to 
the employee.  All determinations as a result of this step are final.    
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8.0  Separation/Termination 

8.1  General  
Termination of employment is an inevitable part of personnel activity within any organization, and many 
of the reasons for termination are routine.  The policies described herein are not conditions of 
employment and the language is not intended to create a contract of employment between GSLC and its 
employees.  All employees of GSLC are employed on an at-will basis which means that both the church 
and the employee have the right to terminate employment at any time. 

Below are examples of some of the most common circumstances under which employment is 
terminated: 

 Resignation – voluntary employment termination initiated by a staff member; 

 Discharge – involuntary employment termination initiated by the organization; 

 Termination of Employment Without Prejudice – involuntary employment termination initiated 
by the organization for non-disciplinary reasons; 

 Retirement – voluntary employment termination initiated by the staff member meeting age, 
length of service and any other criteria for retirement from the organization; 

Good Shepherd will generally schedule exit interviews at the time of employment termination.  A 
Ministry Team member may be present at the exit interviews.  The exit interview will afford an 
opportunity to discuss such issues as staff member benefits, conversion privileges, repayment of 
outstanding debts to Good Shepherd, or return of Good Shepherd-owned property.  Suggestions, 
complaints, and questions can also be voiced.  Staff members will receive their final pay and or benefits 
in accordance with applicable state and federal law. 

Staff member benefits will be affected by employment termination in the following manner.  All 
accrued, vested benefits that are due and payable at termination will be paid.  For additional clarity, 
unused Personal Days are forfeited at termination.  Some benefits may be continued at the staff 
member’s expense if the staff member so chooses.  The staff member will be notified in writing of the 
benefits that may be continued and of the terms, conditions, and limitations of such continuance.   

8.2  Voluntary Separation 
A voluntary written note of resignation is requested as early as possible, but not later than two weeks 
before the employee’s leave date.  Employees who resign will receive payment for the time they have 
worked since the last pay period and for their unused, accrued vacation time.  Accrued, unused vacation 
days may not be used to extend the resignation date. For clarity,  unused Personal Days are forfeited at 
resignation.   The last day of employment must be a day on which the employee is working.  An 
employee who resigns will not be eligible for separation pay. The final pay for days worked and 
accumulated paid time off will be paid on the next regularly scheduled pay day. 

8.3 Involuntary Separation 

8.3.1 Termination of Employment Without Prejudice 
 This phrase refers to the termination of employment by Good Shepherd at any time, for any 
reason other than a discharge for cause.  Employees will be given two weeks, paid notice.  The final pay 
for days worked and accumulated paid time off will be paid on the next regularly scheduled pay day. 
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8.3.2   After Progressive Discipline 
While the employment relationship is at will and Good Shepherd need not show cause for termination 
or non-renewal, Good Shepherd values employees and will make every effort, where possible, to avoid 
termination.  Supervisors are encouraged to address performance issues as they arise.  Moreover, Good 
Shepherd believes discipline generally should be corrective rather than punitive and should be 
appropriate to the performance issue in question.  Accordingly, Good Shepherd may inform employees 
whose performance falls below standard of their deficiencies and give those employees an opportunity 
to take corrective action in an effort to avoid termination or non-renewal.  (See Section 6.3)  Good 
Shepherd expressly reserves the right to terminate any staff employee for any reason.  Each disciplinary 
situation is different and Good Shepherd reserves the right to take whatever corrective action it feels 
appropriate in any given situation.  There is no guarantee that any particular corrective action will be 
taken prior to termination and no obligation on the part of Good Shepherd to follow any set procedure 
with regard to disciplinary decisions.  Good Shepherd reserves the right to take any particular corrective 
action as it deems appropriate to the circumstances. 

Good Shepherd further reserves the right to suspend an employee, without pay, pending investigation 
of an act of misconduct, which may result in immediate termination.  If the employee is re-instated to 
his/her position, the employee will be reinstated without break in service and with back pay for the 
period of suspension.   

Where an employee is terminated after progressive discipline, there will be no separation pay paid.  The 
employee, however, is subject to the same accumulated paid time off payment as those voluntarily 
separating from employment.  A departing employee will also be asked to clear their office and to 
complete the exit-processing procedure as is done for voluntarily separated employees. 

The final pay for days worked and accumulated paid time off will be paid on the next regularly scheduled 
pay day.  All unused Personal days are forfeited at termination. 

8.4 COBRA 
Upon termination, if the employee currently has coverage through a medical plan sponsored by Good 
Shepherd, health insurance benefits will cease as of the last day of the month in which the employee 
leave the employ of GSLC.   However, the employee may be able to extend their health insurance 
coverage at their own expense in accordance with the Consolidated Omnibus Budget Reconciliation Act 
(COBRA) regulations.  The terminating employee will be provided information within thirty (30) days of 
termination outlining COBRA information on eligibility and costs.   
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9.0 Day Care Staff Specific Policies 

9.1  Hiring Requirement 
All employees in positions servicing the Day Care must have proof of a Mantoux test and physical exam 
within the most recent six (6) month period.  All employees of the Day Care must also sign a copy of the 
documents “Information to Parents” and “Discipline Policy”. 

9.2  Snow Policy  
In the event of a major snow storm, the Daycare follows the Somerville School District closing 
schedule.  In extenuating circumstances, the Director & The Ministry Team will decide if the Day Care 
will remain open, open late or close.  Staff members will be called if a change in operating hours will 
affect their schedule.  Staff members will be paid for scheduled hours if the Day Care is closed.  If 
the Day Care is open, any staff member choosing not to come to the Day Care will NOT be paid.  
Substitutes will not get paid for snow days unless termed a Long Term Substitute.  If a staff person 
has a scheduled personal or vacation day and the Day Care is closed due to snow, the staff person 
will still be charged a personal or vacation day. 

9.3  Substitute Staff Arrangements 
Staff members will arrange for their own substitutes.  Substitute staff is paid on an hourly basis, the rate 
to be determined by the Director at the time of employment.  A Long-Term Substitute is defined as a 
teacher or person (who has the qualifications of a teacher) and teaches a classroom of children for six or 
more consecutive weeks.  After six consecutive weeks, their wage will be reviewed and potentially 
increased for the duration of the assignment.   

9.4  Illness (In accordance with New Jersey Administrative Code, Manual of Requirements for 
Child Care Centers 10:122-7.1) 
Any staff member who will not be attending work due to illness must notify the Director as soon as 
possible but not later than one hour prior to the scheduled start time.  A staff member with a 
communicable disease must take leave until no longer contagious.  Examples of communicable 
diseases are as follows: 

 Chicken Pox   Whooping Cough  German Measles 

 Giardia Lamblia  Hemophilus Influenze  Hepatitis A 

 Measles   Salmonella   Meningococcus 

 Impetigo   Mumps    Lice 

 Strep Throat   Scabies    Tuberculosis 

 Conjunctivitis (Pink eye) 

Staff members contracting a communicable disease will not be readmitted to the Day Care without 
a note from a licensed physician stating that he/she presents no risk to themselves or others.  Staff 
members must be symptom free for 24 hours in cases of a fever of 101.5 degrees or higher, 
diarrhea, or vomiting.  

9.5  Smoking  
Smoking is not permitted in the building, on the playground or in view of the children.  Smoking is 
permitted only during break times, outside the building, but not in view of the children. 
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9.6  Confidentiality 
Student records are open only to the particular child’s teacher, the Day Care Director or his/her 
designee, an authorized employee of the licensing agency and the child’s parent or legal guardian.  Staff 
personnel records are open only to that staff member, the supervisor or his/her designee, an authorized 
employee of the licensing agency and the Good Shepherd Ministry Team or Church Council.  Information 
is to be furnished to other parties only upon written permission from the person about whom (or about 
whose child) the information is requested.   

Confidentiality can and should be broken when a child is endangered, either in areas of health, neglect 
or abuse.  Certain, heretofore confidential facts may need to be reported without permission.  
Confidentiality can and should be broken when children impart information that implies abuse or 
neglect.  Such instances must, by law, be reported to the appropriate authorities.   

Avoid discussing one family with another.  Photographs and or videos should not be taken of children 
without prior parental permission. 

9.7  Discipline of Children (In accordance with New Jersey Administrative Code, Manual of 
Requirements for Child Care Centers 10:122-6.6) 
Acceptable behavior is encouraged by giving positive verbal rewards.  This reinforces a child’s good 
feeling about his/her behavior and serves as an example to other children to act in such a way as to 
receive this praise.   

If a child becomes disruptive, a staff member will redirect the child to a new activity if possible.  Asking a 
child to stop and think about his/her unpleasant behavior enables the child to work at self-control.  If 
necessary, the child will be removed from the group activity and supervised by a staff member who 
initiates a one on one activity.  A “break from the group” is a gift of time given to a child to calm down, 
think and re-group.  This will only be used if a child is extremely upset, or unable to control him/her self 
or to speak and listen to the staff member. 

Consistent unacceptable behavior will be documented by staff.  A note will be sent to parents if 
behavior continues or becomes hurtful or destructive.  When appropriate, the child and teacher will 
confer with the Day Care Director.  If the child continues inappropriate behavior in spite of the above 
efforts, a special parent-teacher conference may be requested in order to discuss the problem and 
implement a satisfactory discipline strategy. 

The New Jersey Administrative Code (10:122-6.7) specifies special requirements to prevent child abuse 
and/or neglect and inappropriate staff behaviors toward children as follows: 

 Staff members shall not use hitting, shaking or any other form of corporal punishment of 
children. 

 Staff members shall not use abusive language, ridicule, harsh, humiliating or frightening 
treatment or any other form of emotional punishment of children. 

 Staff members shall not engage in or inflict any form of child abuse and/or neglect. 

 Staff members shall not withhold from children food, emotional responses, stimulation or the 
opportunities for rest or sleep. 

 Staff members shall not require a child to remain silent or inactive for inappropriately longer 
periods of time for the child’s age. 

Children may not be disciplined for failing to eat, sleep, or soiling themselves.  Both the staff and child’s 
dignity and respect will be preserved during any disciplinary action.   
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Children will not be isolated without supervision.   

In extreme cases, the child will be released from the program.  Recommendations will be made for 
situations that may better serve the individual needs of the child. 

If a staff member is accused of abuse or neglect of a child in the Day Care: 

 The staff member will immediately be removed from the classroom situation until an 
investigation is complete. 

 The Ministry Team chair and church council will be immediately notified of the allegation(s) and 
pending investigation. 

 The Day Care Director will investigate the reported incident including gathering information 
from the accuser and the accused. 

 The Day Care Director will review the information gathered with the Ministry Team chair.  If 
they find that the accusation may be valid, the Day Care Director will immediately report the 
accusation to the Department of Children and Families (“DCF”) and the staff member will be put 
on indefinite, unpaid suspension until DCF completes its investigation. 

9.8  Dress Code and Personal Hygiene 
All staff members must dress neatly, modestly and appropriately in order to maintain a professional 
atmosphere.  The following is a list of guidelines: 

 Undergarments must be worn 

 No short skirts, shorts, halter tops or shirts that show midriff 

 No see through clothes 

 Fingernails should be no longer than ½ inch long 

 Appropriate shoes for performing duties 

 Dress professionally for the role 

All staff must wash hands as follows: 

 Upon arriving at the Day Care 

 Before preparing or serving food 

 After using the restroom 

 After assisting children in the restroom 

 After caring for a sick child 

 Before and after administering first aid 

 As often as necessary to maintain cleanliness 

 After changing a diaper 

All staff members must wear latex gloves when the potential to come into contact with bodily fluids 
exists. 

9.9 Job Requirements 
All Day Care staff members are required to keep current on their CPR and First Aid Certifications.  The 
Day Care will provide for certification classes on a bi-annual basis.  Staff are also required to attend end-
of-year clean-up sessions during the week before Labor Day and to attend regular staff meetings.  
Additionally staff must attend Center Open House,  Parent Night, and other events as requested. 
Teachers are required to have conferences as requested by parents within normal operating hours, 
which may fall outside their assigned teaching schedule. Each year all staff must complete state 
mandated continuing education requirements. .   
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9.10 Contacting Parents of Students Enrolled in The Daycare 
Staff members employed by the daycare should only contact parents for official school business 
involving their child.  Under no circumstances shall staff members contact parents of students currently 
enrolled in the daycare when no longer employed by the daycare and continuing for two years after 
their departure from employment at the daycare.  Good Shepherd Christian Daycare reserves the right 
to take legal action against those who are in breach of this policy. 

9.11 Maternity Leave 
Good Shepherd Lutheran Church’s policy is to treat women affected by pregnancy, childbirth or related 
medical conditions in the same manner as other employees unable to work because of their physical 
condition in all employment aspects, including recruitment, hiring, training, promotion and benefits.  
 

Pregnant employees may continue to work until they are certified as unable to work by their physician. 
At that point, pregnant employees are entitled to receive benefits according to Good Shepherd’s short-
term disability insurance plan.  
 

When the employee returns to work, she is entitled to return to the same or equivalent job with no loss 
of service or other rights or privileges. Should the employee not return to work when released by her 
physician, she will be considered to have voluntarily terminated her employment with Good Shepherd. 
 

Good Shepherd Lutheran Church provides maternity leave mothers as a benefit of employment.   
 

To be eligible for these benefits: 

 An employee must have worked for Good Shepherd for a minimum of 6 months 

 An employee must be in good employment standing with Good Shepherd Lutheran Church and 
its daycare (i.e. not on probation). 

 An employee must request leave a minimum 30 days in advance if possible.  If this is not 
possible, requests should be placed  as soon as  an employee becomes aware of it.  

 Benefits are paid under the short-term disability policy provided by Good Shepherd Lutheran 
Church .   

 

Additionally: 

 An employee may use their accrued  paid time off and sick leave time, which will be paid at their 
then current, hourly rate over the ensuing payroll periods after the disability period. 

 Total leave time for each maternity leave may not exceed 16 weeks. 

 If prior to commencing leave, the employee notifies Good Shepherd of their intent to return to 
work on a date certain after the leave period, Good Shepherd will continue to pay the employer 
portion of your company sponsored insurance premiums for up to 8 calendar weeks during the 
employee leave. 

 

9.11 Cell Phone Policy 
 
The safety and care of the children at Good Shepherd Christian Daycare and Preschool is our utmost 
responsibility. To better enable us to be focused on our daily commitment to children and their families, 
we are initiating the following policy: 

 

 Cell Phones will be kept in the classroom closets at all times that you are signed in and working. 
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 Mornings in the Playground/Luther Hall: Phones are to be kept in the Emergency bags for 

Emergency Use Only. 

 Afternoons in the Playground/Luther Hall: Only the two closing people should have cell phones 

on the playground for use in case of emergency. Cell Phones are to be kept in the Emergency 

bag. 

 Cell phone use in the classroom is limited to taking pictures of classroom activities only. 

 If Director or Supervisor observes any part of this policy not being followed, disciplinary 

procedure will be: 

1st - Warning and documentation of incident. 

2nd - During work hours Cell Phones must remain in the office for a 30 day probationary period.  

3rd - Multiple infractions will jeopardize your employment at the center. 
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APPENDIX A – Performance Evaluation Form 
 

Pages as needed: 

  

Review Period: 

 

Name: 

 

Statement of Goals/Objectives for this position: 

 

 

 

 

State Key Duties Priority (%) Rating 

 
 
 

  

 
 
 

  

 
 
 

  

 
 
 

  

 
 
 

  

                Total = 100%        From Detail Evaluation 

 

Overall Assessment (Per Key Duty): 

__ Meets Standards  (Explain)  

__ Does Not Meet Standards  (Explain) 
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Summary of Evaluation: 
(Summary of successes as well as recommendations for areas of improvement) 
 

 

 

 

 

 

Signatures: 

Supervisor:    _________________________________              Date:______________________ 

 
Staff Member:  _______________________________               Date:______________________ 

 

Note:  A staff member’s signature does not necessarily indicate full agreement with the appraisal.  
Employee comments and/or further request for review may be written here: 

_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________  

Performance Evaluation Guidance: 
Examples of General Performance Standards: 
The following are some examples of performance standards that could apply to various job functions. 
Many more examples can be identified under each category. 

Accountability.  Demonstrates a sense of responsibility for completing tasks. 

Ethical Behavior.  Demonstrates integrity, honesty, a sense of responsibility, and loyalty in performing 
duties. 

Teamwork. Demonstrates commitment to co-workers, sharing information, offering assistance to other 
functions as appropriate.  

Effective Communication.  Conveys information to all individuals 

Effective Time Management.  Completes work on timely basis able to set priorities. 

Excellence in Service.  Demonstrates friendly, welcoming and responsive environment. 

Focus on Outcomes.  Recognizes goals and timeliness. 

Professionalism.  Handles himself or herself in a manner that demonstrates expertise. 

Creativity.  Provides creative solutions to complex problems. Finds ways to use existing resources to 
solve problems. 
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APPENDIX B - Staff Acknowledgement Form 

Good Shepherd Lutheran Church Staff Member Handbook 

 

STAFF MEMBER ACKNOWLEDGMENT FORM 

The staff member handbook describes important information about Good Shepherd Lutheran Church, 

and I understand that I should consult my supervisor regarding any questions not answered in the 

handbook. 

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

acknowledge that revisions to the handbook may occur.  All such changes will be communicated 

through official notices and I understand that revised information may supersede, modify or eliminate 

existing policies.  Only the Congregational Council of GSLC has the ability to adopt any revisions to the 

policies in this handbook. 

Furthermore, I acknowledge that this handbook is neither a contract of employment nor a legal 

document.  I have received the handbook and I understand that it is my responsibility to read and 

comply with the policies contained in this handbook and any revisions made to it. 

 

STAFF MEMBER’S NAME (printed): ___________________________________________ 

STAFF MEMBER’S SIGNATURE: _______________________________________________  

DATE: ___________________________________________________________________ 

 

  

 

 

 

 

 


