Presbytery of Los Ranchos

Employee Handbook

DISCLAIMER

This Employee Handbook, used by the Presbytery of Loshre, is provided as a
MODEL ONLY for your church. It is not intended for direct applicatto any
particular local church. This model is for informationpases only.

We hope it may help your church as you develop and useoyauspecific policies for
the nurture and supervision of your employees. It mgyabicularly helpful as you
identify issues and areas which may not be coveredungurrent policies.

Labor laws change regularly. We suggest that any PexkBofficies or Employee
Handbooks developed by your church be approved by your l&boney.
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INTRODUCTION

This employee handbook is designed to summarize many efribi@yment
policies of The Presbytery of Los Ranchos (hereinafteR"P PLR reserves the right to modify,
delete, or add to the provisions of this handbook from tintieni in its sole discretion, with the
exception of the at will employment policy. PLR will providdification of such changes when
they occur.

I. EMPLOYMENT PROCESS

A. AT WILL EMPLOYMENT

PLR hopes that every employee will find the employnmelattionship
satisfying and rewarding in all respects. However, \aéze that employment
relationships are not always mutually satisfactory. Tatqut the interests of both the
employee and PLR, all employment with PLR is at.vAiltcordingly, employment can
be terminated at will with or without cause and witiwithout notice, at any time, either
at the option of the employee or PLR. No employerpresentative of PLR has the
authority to modify the at will employment policy extdor the Executive Presbyter of
PLR, and any such modification to the at will empleympolicy must be in a written
agreement signed by both the employee and the Execuéasby®er. This constitutes an
integrated agreement with respect to the at will naatitke employment relationship,
and there may be no implied or oral agreements tratyrway modify the at will
employment policy. With the sole exception of the Exyment at-will policies, the
contents of this handbook do not create an employmertitaco.

B. EQUAL EMPLOYMENT OPPORTUNITY

In order to provide equal employment and advancementinices to
all individuals, employment decisions at PLR will beséa on merit, performance,
qualifications, abilities, and attitude. PLR does not disicrate in employment
opportunities or practices on the basis of race, calaestry, national origin, age,
disability, medical condition, religion (except wheréona fide occupational
gualification exists), sex, marital status, sexual daigon, veteran status, political
affiliation, or any other characteristic protected hy.I[&LR will comply with all
applicable equal employment opportunity laws.

Employees with questions or concerns about any tygesafimination or
harassment in the work place should promptly reporinitident in writing to their
supervisor, the Administrative Assistant to the ExeeuBvesbyter, Executive Presbyter
and/or the Moderator of the Staff Relations CommitEgaployees can raise concerns
and make truthful reports without fear of retaliatiobRRwill investigate claims of
discrimination, and will take appropriate corrective actiaoluding disciplinary action,
up to and including termination.
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C. MINIMUM AGE REQUIREMENTS

All employees must be at least 18 years of age. Breetomay be asked
to provide proof that they are at least 18 years of ageydirae.

D. RIGHT TO WORK

The law requires all employers to verify each newpleyee's identity and
legal authority to work in the United States. All offefsemployment are conditioned
upon the receipt of satisfactory evidence of an emplsyeentity and legal authority to
work in the United States.

E. POST-OFFER MEDICAL EXAMINATIONS

Employees may be required to take a post-offer meeeli@amination after
receiving an offer of employment and before work magdoiamenced. This examination
is provided by PLR at its sole expense, and there is stda@the employee. Offers of
employment may be contingent upon an employee's suatessipletion of the medical
examination.

PLR is committed to providing a safe, efficient, anaidoictive workplace.
To achieve this objective, we want to prevent drug or alca$e from adversely
affecting the workplace. Accordingly, as part of the ydftr medical examination,
applicants who receive offers of employment will bguired to complete a drug and
alcohol screening examination before work may be comndesodject to any applicable
legal requirements. All offers of employment are ctioded upon the successful
completion of the post-offer medical examination.

F. INTRODUCTORY PERIOD

All new employees shall serve an introductory perio@0ocalendar days
commencing with their first day of employment. During {hesiod, PLR and the
employee will have an opportunity to determine whethehé&remployment is
appropriate. PLR reserves the right to extend the darafithe introductory period one
or more times if it is determined that such an extenisi@ppropriate. The completion of
the introductory period does not alter the at will natfremployment with PLR.

G. MODIFICATION OF EMPLOYMENT

PLR reserves the right to modify an employee's congpems benefits,
schedule, status position, and/or duties at PLR'sedisor unless otherwise prohibited
by law.
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H. EMPLOYEE STATUS

"Full-time employees" are defined as those employd®sare regularly
scheduled to work and who regularly work 37.5 or more hpersveek. Full-time
employees are eligible for most employer sponsoredfits.

"Part-time employees" are defined as those employkesare regularly
scheduled to work and who regularly work less than 37.5 pekwRegular part-time
employees are entitled to pro rata benefits and aigdgsarof these benefits is to be
included in the terms of employment.

"Temporary employees" are defined as those empldyddmg jobs of
limited duration arising out of special projects, abnornmakwoads, or emergencies. An
employee will not change from temporary status to dahgrostatus unless specifically
informed of such a change in writing by PLR. Temporarplegees are not eligible for
any employer sponsored benefits.

"Exempt employees" include all regular employees argoclassified by
PLR as exempt from the overtime provisions of the Feédeia Labor Standards Act and
any applicable state laws. Such employees include engdayko qualify as exempt
executive, administrative or professional employees.

"Non-exempt employees" include all regular employeles are covered
by the overtime provisions of the Federal Fair Labor Staisdact or any applicable
state laws. Employees in this category are entitlgnt@émium pay for work in excess of
40 hours in a workweek or eight hours in a workday. SucHaym@es include, but are not
limited to, hourly, clerical, and secretarial workers

l. EMPLOYMENT OF RELATIVES

PLR does not maintain a strict policy that prohibdies ¢émployment of
relatives of employees. However, there are sigmtficastrictions on the employment of
relatives in situations where potential problems may aoseerning supervision,
morale, and/or conflicts of interest. For example, P&/ refuse to hire a relative, allow
one relative to supervise another relative, or alloatneds to work together, in PLR's
sole and absolute discretion. Employees must notify ®bhen a relative becomes
employed by PLR. Relatives include an employee's spousntpgrandparent, child,
sibling, cousin, uncle, aunt, niece, nephew, in-law, arglép-relation.

J. CHANGE OF NAME AND/OR ADDRESS

It is the responsibility of each employee to imnagelly advise PLR of any
change in name, address, telephone number, or statusahaffect employer-sponsored
benefits.
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1. PAY

A. WORK WEEK

PLR's work week begins at 12:00 midnight on Sunday and ernds s
days later. PLR's normal business hours are 8:00 a.n8@gp4n. Monday through
Friday. However, the work schedule may vary dejpgy upon the needs of the
business. Occasionally, a Non-exempt employee is requoirgitiend an outside
scheduled PLR meeting or event in which case the supemigchange the normal
work day hours by so advising the employee in writingdwveace of the meeting or
event.

B. TIME SHEETS

Non-exempt employees are required to record their wiokk at the
beginning and end of every work shift and lunch break by atsyddling out time
sheets. Any disruption in the regular workday, includingesirwhen it is necessary for a
Non-exempt employee to leave PLR premises during workshauust be pre-approved
and initialed on the time sheet by the employee’s sumgrpisor to this event, unless the
absence is directed by the supervisor as part of thegponsibility. Employees are
responsible to ensure that their time sheets areatecand complete. Falsification of
time sheets will result in discipline, up to and inchgdtermination.

C. OVERTIME

Exempt employees are not entitled to overtime. Nawgxt employees are
entitled to overtime. PLR complies with both statd &ederal law concerning the
payment of overtime. PLR may be required to schedutEnigloyees to work overtime
hours from time to time. When overtime is scheduled, RilRmake every effort to give
advance notice to its employees and assign the sched@@ddre in as consistent a
manner as possible. All overtime must be pre-authorizeétidogmployee's supervisor or
designated alternate. Although PLR will pay non-exempileyees for all overtime
worked, failure to obtain pre-authorization for overtimié result in discipline, up to and
including termination.

D. MAKE UP TIME

Non-exempt employees who miss scheduled work asith oépersonal
obligations may request the opportunity to make up the anadtinbie missed on another
day in the same workweek. In order to qualify, the makenug@ must not cause the
employee to exceed 11 hours in any workday or 40 hours indHeveek. The
employee must also submit a signed request to make up thedniisie at straight time
for each occasion that make-up work is requested. Tinyebeanade up only if the
employee's written request is approved in advance by thieyee{s supervisor. The
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supervisor has sole and absolute discretion to appraeuast, in writing, as a courtesy
to an employee when circumstances make such approvalajape. Time that is made
up under this policy will be compensated at a straight-tatee PLR cannot encourage
employees to make up time under this policy.

E. PAYDAY
Employees will normally be paid by direct depositevrry other
Wednesday. If a regular payday falls on a holiday, eng@syvill normally be paid on
the preceding business day.

F. ADVANCES

PLR does not provide any payroll advances to its emeplay

G. EXPENSE REIMBURSEMENT

With prior approval, out-of-pocket expenses incurred dralbef PLR
will be reimbursed following submission of an expense aectiemization form and
acceptable documentation, such as original receiptsxpdrese reports for the preceding
month are due by the 15th day of the next month. Pergenad or expenses are not
reimbursable by PLR. Falsification of documentation coring expense reimbursement
will be grounds for discipline, up to and including terminatBailure to comply with
this policy may result in the denial of the request &mbursement.

V. WORK ENVIRONMENT

A. ATTENDANCE

Attendance and punctuality are important to the efftogperation of any
business. All employees are expected to contact PLédst 1 hours before their
scheduled starting time on the first day and each subsedag of an unscheduled
absence and they must indicate the reason and probablerofahe absence.
Excessive absenteeism, or any absence without notiteesuilt in disciplinary action,
up to and including termination.

B. REST AND MEAL PERIODS

Non-exempt employees are required to take one 10 miestt@eriod for
each 4 hour period worked. PLR will advise employeeb@fégular rest period length
and schedule. To the extent possible, rest periodsevgrtvided in the middle of work
periods. This time is counted and paid as time worked.

Non-exempt employees who are scheduled to work fiveshtamumore in a
day are requiretb take a 1 hour meal period each workday. Employelébavielieved
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of all active responsibilities and restrictions dunngal periods, and will not be
compensated for that time. PLR will schedule meabplerto accommodate operating
requirements.

C. OPEN DOOR POLICY

PLR believes in an open door policy. Employees atewaged to see
their supervisor and/or the Administrative Assistant éoEkecutive Presbyter of PLR
with questions relating to their employment. Employeag aiso exercise their privilege
of requesting a meeting with the Staff Relations ConemitEmployees may use this
open door policy without fear of retaliation. (See Gaigse Procedure page 8).

D. PROHIBITION AGAINST SMOKING

PLR has determined that the creation of a smokeafogke environment is
in the best interests of its employees. Based ord#termination, smoking is absolutely
prohibited inside the work place.

E. DRUG AND ALCOHOL POLICY

Drug and alcohol use is highly detrimental to the workpéaxeto the
efficiency and productivity of PLR. The use, possessiatridution, and/or sale of drugs
or alcohol, or being under the influence of drugs or algafistrictly prohibited while on
duty, while on PLR's premises, or while operating a velmaleed or leased by PLR.
Violation of this policy will result in disciplinaryaion, up to and including termination.
Employees have the responsibility to report any drughalcor controlled substance
situation which affects the workplace.

If there are reasonable grounds for suspecting that alogeepis in violation of
this policy, PLR has the right to require a drug and alctds at its own expense. In
addition, any employee involved in an on-the-job acdidemjury may be required to
submit to a drug and alcohol test. The employee mauydgeaded pending the
availability of the test results. PLR will notify tleenployee of the results of any tests that
are positive for any substance included in the procedureeApjoyee in violation of
this policy will be subject to discipline, up to and includiegmination. An employee
who refuses to cooperate in the testing process desanibieid policy will be subject to
disciplinary action, up to and including termination

F. HOUSEKEEPING

Employees are expected to keep their work areas @lehnrganized.
Employees must immediately clean up any liquid or delwis the floor. Common areas
such as lunch rooms and rest rooms shall be kept clegrloffees must clean up after
meals and dispose of trash properly, including stale fooeffiigerators.
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G. PARKING

Employee vehicles must be parked in designated afspsice permits.
PLR is not responsible for any loss or damage to emeleghicles or contents while
parked or while on PLR business.

H. SAFETY

Every employee is responsible for safety. To aéh@w goal of providing
a completely safe work place, everyone must be safetgcious. Employees should
report any unsafe or hazardous condition to the ExecBtisbyter or his/her designate.
Every effort will be made to remedy problems as quied possible. In case of an
accident involving a personal injury, employees should ndi#gy supervisor
immediately.

l. NON-FRATERNIZATION

PLR desires to avoid misunderstandings, complainfesvofitism,
possible claims of sexual harassment and the emplogesarand dissension problems
that can result from romantic relationships betweepleyees. Accordingly, supervisors
and non-supervisors are prohibited from becoming romarticadblved with each
other. Further, PLR reserves the right to evaluatetmgloyment status of any two
employees who are involved in a romantic relationshigLiR believes the relationship
creates a potential conflict of interest, causes pligrn, creates a negative or
unprofessional work environment, or presents concernsdiagasupervision, safety,
security or morale.
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J. POLICY AGAINST HARASSMENT

PLR is committed to providing a work environment thdtds of
discrimination and harassment. In keeping with this cament, PLR maintains a strict
policy prohibiting all forms of unlawful harassment, inchglsexual harassment and
harassment based on race, color, natural origin, ipcage, gender, sexual orientation,
marital status, religion, disability, medical conadlitj pregnancy, political affiliation, or
any other characteristic protected by state or fedanalThis policy applies to all
employees, including supervisory and non-supervisory empoyee

Sexual harassment includes, but is not limited tofath@wing:

. Unwanted sexual advances or propositions;

. Offering employment benefits in exchange for sefanadrs;

. Making or threatening reprisals after a negative resptmsexual
advances;

. Visual sexual conduct: leering, making sexual gestdrgglaying
of suggestive objects or pictures, cartoon or posters;

. Verbal sexual conduct: making or using derogatory consnent

epithets, slurs, and jokes; graphic verbal commentaomstan
individual's body, sexually degrading words used to describe an

individual,

. Suggestive or obscene letters, notes or invitations;

. Physical conduct: touching, assault, impeding or blocking
movements.

Employees who believe that they have been hardssado-worker,
supervisor, agent of PLR, customer, client, vendor or etbe-employees providing
service to PLR should promptly report the incident inimgito their supervisor,
Executive Presbyter and/or the Moderator of the Stafitions Committee. Supervisors
should immediately report any incidents of unlawful harasgnmas well. PLR will
investigate claims of unlawful harassment, and will take@pyate corrective action,
including disciplinary action, up to and including terminati®ee Grievance Procedure
page 8)PLR will comply with all applicable laws prohibiting hasament.

K. ANTI-VIOLENCE POLICY

PLR is committed to providing a workplace that is fireen violence. In
keeping with this commitment, we have established @&yttiat provides "zero
tolerance" for actual or threatened violence against agews, visitors, and/or any other
persons who are on our premises or have contacbwitemployees in the course of
their duties. Security and safety in the workplace isye@mployee's responsibility. It is
essential that every employee understand the impe@r@neorkplace safety and
security. Compliance with this anti-violence policy iscadition of employment. Every
verbal or physical threat of violence must be treateds®ly and reported immediately
to a supervisor. PLR will investigate the matter and akktany and all appropriate
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corrective action. Employees who threaten, engagw® iopntribute to violent behavior
will be subject to disciplinary action, up to and includiagnination.

L. WHISTLEBLOWER PROTECTION

No employee is ever expected, encouraged or allowed l&tesany law
when conducting PLR business. Employees must promptlytrapgisuspected
violations of laws or violations of ethical standardshe Executive Presbyter. PLR will
not take any adverse employment action against any gegWwho engages in any such
legally protected "whistleblower activity."

M. LACTATION ACCOMMODATION

PLR will provide a reasonable amount of break timeasécure
environment to any female employee desiring to expressthmd&dor her infant child.
Wherever possible, the break time should run concurrerityany break time already
provided to the employee and in such circumstances wgdbime However, if such break
time does not run concurrently with the employee's nbbmeak times, such time may be
unpaid.

N. PERFORMANCE EVALUATIONS

The evaluation of an employee's performance is aniggoocess.
Written evaluations may occur from time to time as wheiteed appropriate. Employees
can ask their supervisors regarding their performanceyfhlve any questions.

An annual performance evaluation will be conducted thighstaff of
PLR. Our hope is to provide a consistent, on-going stgystem that establishes open
lines of communication with all PLR staff and Stafif@®ns Committee members. The
objectives of the performance evaluation are as fetlow

To provide an opportunity for Los Ranchos Staff Relat@mamittee to
assess, on a regular and systematic basis, the qualiguantity of responsibilities and
accomplishments of the PLR staff.

To provide a forum to openly discuss any concerns staffo@esmay
have in their area of responsibility.

To review performance from previous year, recognizingsaségrowth
and areas of concern, which will provide the basis feerdaning future compensation.

To engage PLR staff members in ongoing discussion andragnt on
expectations for future performance and goals for the yesax.

To provide guidance and suggest opportunities for continudiis sta
development in each position.
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O. GRIEVANCE PROCEDURE

PLR has established a formal grievance procedure i@ aflaployees an
opportunity to voice any concerns they may have. The gerpbthis policy is to provide
an avenue for the identification and solution of déferes between an employee and
PLR regarding wages, hours, working conditions, or othekineated issues. The
following steps are provided all employees for thdesment of a grievance:

Step One Employees should first raise any problem or grievameckally
with their immediate supervisor within 3 days of the inoid& occurrence that gives rise
to the problem. If the grievance is with the employeetsediate supervisor, the
employee may bypass this step of the grievance procedure.

Step Two If a grievance is still not settled, employees $thdile a
formal written grievance with the Executive Presbytéhin 3 days of the meeting with
their supervisor, or within 3 days of the incident if ¢gnevance is with the employee's
supervisor.

Step Three If a grievance is still not settled, employeesutidile a
formal written grievance with the Moderator of thaf6Relations Committee within 3
days of the meeting with their supervisor, or within 3-dafythe incident if the grievance
is with the employee's supervisor or the Executive Presbyt

PLR will review the grievance and provide the employék & prompt
response. PLR will take appropriate remedial actiordtbvess the problem when it is
warranted under the circumstances. Employees wilbaottaliated against in any way
for using this grievance procedure.

(See Open Door Policy page 5)

V. JOB REQUIREMENTS

A. PERSONAL APPEARANCE AND DRESS CODE

Dress, grooming and personal cleanliness standards comtiobilne
morale of all employees and affect PLR's image. Duringjness hours, employees are
expected to present a clean, neat, and modest appeaatid¢e dress according to the
requirements of their position. Clothing must not béagamns, graphics or other features
that could be considered offensive to others and/or cadadstile work environment.
Employees who appear for work inappropriately dressedeiient home and directed
to return to work in proper attire. Under such circumstgrea@ployees will not be
compensated for the time away from work.

B. STANDARDS OF CONDUCT
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PLR requires order and discipline to succeed and to progffatiency,
productivity, and cooperation among employees. For thisne&smay be helpful to
identify some examples of types of conduct that apemmissible and that may lead to
disciplinary action, up to and including termination. Altigb it is not possible to provide
an exhaustive list of all types of impermissible conduck performance, the following
are some examples:

1. Unsatisfactory performance.

2. Insubordination, including improper conduct toward any
supervisor, or refusal to perform tasks assigned by any supervis
in the appropriate manner.

3. Possession, distribution, sale, use or being undaenfinence of
alcoholic beverages or illegal drugs while on PLR properhyle
on duty, or while operating a vehicle or equipment leasexivned

by PLR.

4. Release of confidential information about PLR andsor
employees.

5. Theft or unauthorized removal or possession of profremy

PLR, fellow employees or anyone on PLR property.

6. Unauthorized personal use of PLR's electronic systems.
7. Altering or falsifying any time-keeping record.
8. Falsifying or making a material omission on an emplerytm

application, expense report, or any other PLR docunrergtcord.

9. Absence for three or more consecutive work days withotite to
the employee's supervisor, unless a reasonable excuteresio
and accepted by PLR.

10. Misusing, destroying or damaging property of PLR, an emeloye
or a visitor.

11. Fighting on PLR property or engaging in threatening anaéent
behavior.

12. Bringing dangerous or unauthorized materials, such dssesgs,
firearms, weapons, or other similar items on PLR ptgper

13. Violations of PLR policies.

C. PERMISSION TO LEAVE DURING WORK HOURS
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If it is necessary for an employee to leave PLRnses during work
hours, permission must be obtained from the employee'svisqre

D. INSPECTION OF PROPERTY

All PLR's desks, file cabinets, office equipment, vedscklectronic
systems, and the like are the sole property of PLIRsdlitems, as well as any contents,
effects, or articles contained therein, may be ingakby any supervisor and/or security
personnel designated by PLR, at any time and for any reagbror without advance
notice. Accordingly, employees should not have any &gpien of privacy in these
items. If employees have items of a personal natatehiey wish to keep private, do not
keep them at work. Any employee who fails to cooperasaninsuch inspection will be
subject to disciplinary action, up to and including terminatiitR is not responsible for
articles left on or in any PLR property that beconst, [damaged, stolen or destroyed.

Any supervisor, and/or security personnel designated bytRERhe
authority to inspect any packages, bags, knapsacks, or ofblsarh PLR's premises in
the possession of any employee. Employees who wiatdid such inspections should
refrain from bringing such articles onto PLR premises.

E. CONFLICT OF INTEREST POLICY

Employees are expected to devote their best effemesgies, and loyalty
to the business of PLR. Due to the importance of thisiregent, PLR prohibits any
outside employment or other activities or relationships theate any actual or potential
unlawful conflict of interest. Employees are encouragetise any questions regarding
specific activities or questions involving this policy withAPbefore engaging in outside
activities or relationships that could violate the ppli¢iolations of this policy will result
in discipline, up to and including termination.

F. CONFIDENTIALITY POLICY

There are many aspects of PLR's business operatidrescavities that are
confidential. To safeguard confidential and sensitive infelonaemployees must take
all necessary steps to protect PLR's interests and tle@serwe concerning any such
confidential and sensitive information. To protect such mfttion, employees may not
disclose any confidential information without prior authation from the Executive
Presbyter or his/her designate. Violation of this pohdyresult in discipline, up to and
including termination.

G. NO SOLICITATION

In order to avoid disruption of PLR's business operstitire following
rules shall apply to solicitations and distributioritgrature on PLR property.
Employees of PLR may not solicit during working time &ory purpose. Working time
includes the working time of both the employee doing theisaly and distributing and
the employee to whom the soliciting or distributing isngedirected. Working time does
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not include break periods, meal periods, or any other spe¢@ériods during the
workday when employees are properly not engaged in perfgriineir work tasks.
Persons who are not employed by PLR may not solidisbribute literature on PLR
property at any time for any purpose.

H. MOTOR VEHICLES

Employees whose work requires the operation of @mwathicle must
present and maintain a valid driver's license and a gowidglrnecord acceptable to our
insurer, and will be asked to submit a copy of their drivingres and proof of insurance
to PLR from time to time. These employees must regoytchanges in their driving
records to the Administrative Assistant to the ExeeuBvesbyter immediately.

VI. COMMUNICATIONS

A. TELEPHONES AND MAIL

PLR's telephone and mail systems are intended fandsssuse.
Emergency or necessary calls should be made during braadger the lunch break
whenever possible. Supervisors have the right to monitdreaency of personal calls
and advise the employee of inappropriate number or dur@tipersonal calls. No
personal long distance calls or personal mailingsabe ttharged to PLR.

B. ACCESS TO ELECTRONIC SYSTEMS

PLR's electronic systems, including computers, e-ned@phones,
facsimile machines, pagers, voice mail, and the likeaarenportant asset of PLR, and
have been installed at substantial expense to facibismess dealings and
communications. All such electronic systems, whethed estirely or partially on PLR's
premises or with the aid of PLR equipment or resourcast nemain fully accessible to
PLR and will remain the sole and exclusive property of PLR

As such, employees should not maintain any expentafiprivacy with
respect to information transmitted over, received bgtared in any electronic systems
owned, leased, or operated in whole or in part by, dredvalf of, PLR. PLR retains the
right to gain access to any information received by, trateshby, or stored in any such
electronic systems, by and through its agents, emplogeespresentatives, at any time,
either with or without an employee's or third party's kieolge, consent or approval.
Employees should advise non-employees about this pshey engaged in electronic
communications with non-employees.

C. INTERNET, E-MAIL, AND ELECTRONIC COMMUNICATIONS

PLR has established this Internet, e-mail, and eleicticommunications
policy in an effort to make certain that employeesagtielectronic communications
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devices in a legal, ethical, and appropriate manner. PLRéevased this policy in a
manner that addresses PLR's legal responsibilities an@icts regarding the fair and
proper use of all electronic communications devices witienotrganization.

This policy extends to all features of PLR's electropimmunications
systems, including but not limited to computers, e-maiineations to the Internet and
World Wide Web and other internal or external netwovkse mail, video
conferencing, facsimiles, pagers, and telephones. Any fahmarof electronic
communication used by employees currently or in the fusuaéso intended to be
encompassed under this policy.

PLR's policy against unlawful harassment, including selxaiEssment,
extends to the use of computers, the Internet, andanganent of the communications
systems. In keeping with that policy, employees shouldise any electronic
communications device in a manner that would violatepgblity. For example,
employees may not communicate messages that wouldtatssexual harassment, may
not use sexually suggestive screen savers, and may notretmige, or transmit
pornographic, obscene, or sexually offensive material ornmdtion. PLR's anti-
discrimination policies also extend to the use of thmroanications systems. Employees
who use electronic communication devices in any mannevitlates PLR's anti-
discrimination policies will be subject to disciplinaagtion, up to and including
termination.

Employees may not use any electronic communicatioviselér a
purpose that is found to constitute, in PLR's sole andlatiesdiscretion, a commercial
use that is not for the direct and immediate benéftldR. Employees may not use any
electronic communications device in a manner that vieldte trademark, copyright, or
license rights of any other person, entity, or orgarupat mployees may not use any
electronic communications device in a manner that infringes the rights of other
persons, entities or organizations to proprietary, afidential information. Employees
may not use any electronic communications device for any peitpasis contrary, either
directly or indirectly, to the interests of PLR or fany purpose that creates an actual,
potential or apparent conflict of interest with PLR.

Employees who violate any aspect of this policy or démonstrate poor
judgment in the manner in which they use any electramancunications device will be
subject to disciplinary action, up to and including terminatiémployees should advise
non-employees about this policy when engaged in electcommnunications with non-
employees.

VII.  BENEFITS

A. INSURANCE BENEFITS

Employees working at least 20 hours but less than 4G Ipenweek, and
who successfully complete their introductory period &iggde for certain benefits (i.e.
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medical, dental, pension) on a pro rata basis. Plegsthe Executive Presbyter if there
are any questions about these benefits. PLR reservaghh# rescind or change the
benefit plans or programs at any time, without notice.

B. HOLIDAYS

PLR employees receive the following twelve (12) paiddagyk each year:

New Year's Day Labor Day

Martin Luther King Day Thanksgiving Day

President’s Day Friday after Thanksgiving
Day

Good Friday Christmas Eve Day

Memorial Day Christmas Day

Independence Day New Year’'s Eve Day.

Temporary employees are not eligible to receive palidays. When a
scheduled holiday falls on a Sunday, it will be obsgiwe the following Monday. When
a scheduled holiday falls on a Saturday, it will be oleston the preceding Friday.
Full-time employees will receive a day off with payeach of these holidays. In order to
gualify for holiday pay, employees must work their regyladheduled hours on the
workday immediately before and after the holiday. Holglthat occur during an
employee's vacation will not be counted as a vacatayn Employees are not eligible for
holiday benefits that occur while they are on leavebsence. Employees will not be
paid for the holiday if they have an unauthorized alesemncthe day preceding or
following the holiday.

C. VACATION

Exempt employees receive paid vacation benefits dinanlin the Clergy
Policies of PLR.

Non-exempt full-time employees receive paid vacadbemefits on an
accrual basis throughout each year. Non-exempt full-émployees receive the paid
vacation benefits set forth below:

Completed Years of Service Vacation Days Per Year

0-2 completed years 10 vacation days per year
3-7 completed years 15 vacation days per year
8+ completed years 20 vacation days per year

Non-exempt part-time employees receive a pro rate slidhese benefits
based upon the average number of hours worked each wemkpaxison to a 40 hour
work week. For example, if a part-time employee works\gerage 20 hours per week,
the employee would receive 50% of the vacation benditsimed by full-time
employees (20 hrs / 40 hrs = 50%). All employees are prowidd a continuous
statement of their accrued vacation on each pay stub.
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The maximum benefits an employee may have at anystiak equal no
more than two times (2x) the employee's current anracdtion accrual rate. For
example, if the employee's annual vacation accrualisatO days, the maximum benefit
the employee could accrue would be 20 days (Z0D= 20 days). If an employee's earned
but unused vacation pay reaches the maximum, the employ@et accrue any
additional vacation benefits. If the employee lateswes®ugh vacation pay to fall below
the maximum, the employee will resume earning vacatigrirpan that date forward. In
such a case, no vacation accrual will be earned éopéhiod in which the employee's
vacation accrual is at maximum. Employees are encoutagest all earned vacation
pay each year.

Employees begin to accrue vacation credit on thegrdate. However,
employees are not eligible to take vacation untihptetion of 6 months of employment
with PLR. After this 6 month period has been completadation can be scheduled any
time with approval of the employee's supervisor. The abprocedure is to submit
written vacation requests to the Executive Presbytleaat 30 days prior to the vacation
start day, unless otherwise approved by the Executive Presioytesir supervisor. The
approved written request will then be given to the Adstirative Assistant to the
Executive Presbyter for recording and for inclusion enéimployee’s personnel file.
Vacations are to be taken in whole work weeks, withg@es only upon approval of
the Executive Presbyter or their supervisor.

Temporary employees are not eligible to receivd pacation. Employees
may not receive pay in lieu of taking vacation, exceptapaation of employment.
Accrued vacation benefits that have not been usedevilaid at the time of separation at
the employee's final base rate of pay at the tingepération. If the employee has taken
more vacation than he/she has accrued at the tisepafation, then PLR will deduct the
excess amount of vacation taken from the employe@bkdaycheck. By signing the
document entitled, "Acknowledgment of Receipt of Handbaadk At Will Employment
Agreement" at the end of this handbook, employee aad®RLR to deduct any excess
amount of vacation taken from the employee's finatpagk.

D. FAMILY TEMPORARY DISABILITY INSURANCE (FTDI

California law creates a benefit program that afl@hgible employees to
receive Family Temporary Disability Insurance BendfiisT DI Benefits") if they miss
work due to specified family responsibilities. Eligibleayees may receive up to six
weeks of FTDI benefits that replace a portion of an eygas wages, subject to state-
imposed limitations. Receipt of both FTDI benefits ang additional benefits provided
by PLR may not exceed 100% of the employee's regular wages.

Employees qualify for FTDI Benefits only if they areable to work and
miss work to care for a seriously-ill child, spouse, parer domestic partner, or to bond
with a new child within the first year after the birthplacement of the child. The
eligibility standards are not the same as those atpido qualify for leaves of absence
under PLR's family and medical leave policy. Employmest satisfy a seven day

Revised and Approved 9-21-05 16 W02-OC:3HMC1\41357603.1



waiting period before they qualify to receive FTDI Betsefemployees must provide a
medical certification to qualify for FTDI Benefits some instances and employees are
not eligible for FTDI Benefits if they are receiviother benefits from the state.

If employees miss work for any reason, including omevisich FTDI
Benefits may be available, they must provide at leastay8' advance notice to PLR
whenever the need for the absence is foreseeable. riedd for the absence is
unforeseeable, they must provide notice as soon as oafidal they learn of the need
for the absence.

If an employee is eligible for FTDI Benefits arldafor leave under a
policy of PLR, the time off will run concurrently viitime available under all applicable
leave of absence policies maintained by PLR. As a rehkeltime will be charged
against the maximum time allowable under the potentiall\icgige leave policy.

The costs of this program are paid by employees whegrgred to make
contributions through legally required payroll taxes. Bheses are automatically
withheld from each employee's wages each pay periodbElgmployees must apply
directly with the California Employment Developmentdaement to receive benefits.
PLR does not distribute FTDI Benefits to employees.

VIII. PAID / PARTIAL PAID LEAVES OF ABSENCE

A. SICK AND PERSONAL LEAVES OF ABSENCE

In establishing this policy, PLR has intended to provide thaaeof
furthering the health and general welfare of regularerempt employees, as well as
establishing standards to insure maximum and reasonablégadance. Eligible
employees receive a total of 12 days of paid Sick and/@oRalrLeave per year on a
prorated basis throughout each year. Therefore, PLR-pbpelsonal leave should not
be viewed as a right to be used at an employee’s ttreor as a permissive level of
absence. Rather, it is a privilege of time away fromkveluties where such absence is
necessary in the following two circumstances.

B. SICK LEAVE

PLR provides paid sick leave to full-time and part-timpleyees.
Temporary employees are not eligible to receive paidlsave. Paid sick leave is
available only in the case of actual iliness or injuryroéaployee or the employee's
immediate family members.

Where practicable, employees must notify their supervn advance
before they take sick leave, or they will not beiblgto receive paid sick leave. Sick
leave must be taken in increments of not less tharhatielay. Sick leave benefits will
be paid at the employee's regular pay rate, and shdienodunted as hours worked for
the purpose of computing overtime.
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PLR may request proof of illness or injury from a dotiiore providing
paid sick leave.

PLR does not advance un-accrued sick leave to emplodeeasied but
unused sick leave cannot be used as vacation. Accrued but sioksiEéive may be
carried over from year to year, as per the schedutevb@ee Personal Leave) and is not
paid upon separation of employment.

C. PERSONAL LEAVE

PLR provides personal necessity leave when requirgeefsonal/family
medical and legal matters and other similar urgent msaéigproved by the employee’s
immediate supervisor. Exempt Employees need to informdineinistrative Assistant to
the Executive Presbyter of leave taken, in writing.

Employees begin to accrue personal leave credhefirst day of the
month following their hire date. New employees aregligible to use personal leave,
but will be given credit for accrued personal leave dagse regular employment status
is achieved.

Personal leave accrues monthly for eligible empdey®©n the first day of

each successive month following completion of a mohttootinuous service, all regular
full-time employees will accrue personal leave credifollows:
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Annual Personal Leave Days Maximum Accumulation Days Length of Service

12 12 1 through 2 years
12 15 3 through 7 years
12 20 8 years and after

Regular part-time employees will accrue at a proratabased on their
full-time equivalent rate.

Employees may accumulate a portion of unused Pdrseage Days for
use in the event of serious disability or family netgs The accrual of personal leave
credit can be, and is encouraged to be, accumulated up éstdblished maximum
number of days. Use of Accumulated Personal Leave ddiise by request to the
employee’s supervisor for non-exempt staff and to thextiwe Presbyter for exempt
staff.

Upon separation from PLR employment, accrued, unused, na¢tsave
will not be paid.

Emergency Situations:

In an emergency situation, eligible non-exempt eggds are to notify
their supervisors promptly whenever the use of persona leacomes necessary.
Exempt Employees are to notify the Administrative Assisto the Executive.
Employees are expected to:

1. Notify the Presbytery office by 8:00 a.m.;

2. Advise their supervisors of the specific reason fomiggersonal
leave;

3. Advise their supervisors of the probable duration of absence

4. Seek their supervisor's verbal or written approval tqpassonal
leave and,;

5. Keep their supervisors informed of conditions during agoeis

leave of absence, including requested medical verifications

Accounting:
Personal leave shall be accounted for in theviatig manner.

1. Personal leave credits will be charged as follows:

2- 4 hours absence - % day
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over 4 hours absence - 1 day

2. Doctor or dentist appointments are authorized up to twoshour
any one workweek without personal leave credits being ctiarge
subject to review of his/her supervisor.

3. The use of any personal leave taken by non-exempt engsloye
must be so noted on the employee's time sheet by thevsgper
for each pay period in which time is taken.

4, The use of any personal leave applicable to an exempt geeplo
will be recorded by the Administrative Assistant to Eheecutive
Presbyter in the employee's personnel file.

5. At PLR'’s sole discretion, an employee using persom@aldenay
be required to produce evidence (attending physician's statemen
death certificate, employee's affidavit, etc.) to sultgtee the
reason for length of personal leave. Where persoaet ls taken
due to health reasons, PLR reserves the right to eethat the
employee be examined by a PLR-paid physician prior to retyurnin
to work, and/or within one month after returning to workgnder
to assure fairness for a resumption of duties, and thansedf
other employees. The Staff Relations Committee willan behalf
of PLR in these matters.

6. If a legitimately absent employee exhausts his/heruad personal
leave and any disability benefits, the employee wiltdgguired to
use accrued vacation leave. Thereafter, the employgeangaest
a leave of absence.

D. FAMILY AND MEDICAL LEAVE OF ABSENCE

Any employee may request a family and medical leaabsénce up to 4
months for any of the following reasons: (1) the biftthe employee's child; (2) the
placement of a child with the employee in connectidh an adoption or foster care; (3)
to care for a child, parent, or spouse who has a sdnealth condition; or (4) for the
serious health condition of the employee that preveé@ employee from performing one
or more of the essential functions of his/her job. fEmen "serious health condition” as
used in this policy includes pregnancy, childbirth and relatedical conditions (see
Pregnancy Disability Leave).

An employee who is granted a family and medicaldeavabsence must
utilize any accrued sick leave benefits and thereaftgrusa earned vacation benefits
during the period of the leave. Any portion of the leaw tdtcurs after all accrued sick
leave benefits have been exhausted will receive 75 gestdreir regular pay for up to
two months and any remaining portion of this leave shaNitie@ut pay. The total period
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of all absences after the leave commences shallrisdssed part of the same leave and
may not exceed 4 months. For purposes of this 4 monitlatiom, any paid and unpaid
portions of the leave shall be added together. Leaves duedaalicircumstances will

be at the discretion of the Executive Presbyter.

All benefit coverage and service credit (except vaoaind sick leave
accrual) will be continued during the authorized leavebséace with the cost of benefits
being paid by PLR. The cost of dependent coverage nornaihe by the employee will
remain the sole responsibility of the employee.

An employee must notify the Executive Presbyter iing of the need
for such a leave, the date it will commence, and thieipated duration of the leave. If
the employee knows of the event that necessitatdedkie more than 30 calendar days
in advance of the date the leave is needed, the engpioyst provide such notice in
writing a minimum of 30 days before the leave will bedirthe employee learns of the
event less than 30 days before the date the leave ngist thee employee must provide
as much advance notice as practicable, preferably asasaihe employee learns of the
need for the leave. A failure to comply with theseagotules may result in a denial of
postponement of the requested leave until the emplay@plies with these rules.
However, if the need for a family and medical leavailts from an emergency or is
otherwise unforeseeable, the leave will not be denieglgibecause an employee fails to
provide advance notice.

If an employee requests a leave due to a serious leealtlition of the
employee or a family member, the employee must supp®reguest with a certification
issued by the health care provider of the individual Withserious health condition. The
certification should include the following informatiof) the date, if known, on which
the serious health condition commenced; (2) the preldniation of the condition; (3)
an estimate of the amount of time that the healté peovider believes that the employee
needs to care for the individual requiring the care;(dh@ statement that the serious
health condition warrants the participation of a fgmrmember to provide care during a
period of the treatment or supervision of the individegliring care. If an employee
requests intermittent leave for planned medical treatriegit certification should
specify the dates on which such treatment is expectesl govbn and the duration of
such treatment. If the time estimated by the healtd geovider under (3) above expires,
the employee must submit a recertification if the lowyge desires additional leave. In
addition, an extension will not be granted that catisesotal period of the leave to
exceed the 4-month limitation identified above.

Except where the law authorized a different resnlgraployee who
complies with the provisions of this policy will be guateed reemployment upon
expiration of an approved leave, provided that the pEeabd of the leave does not
exceed 4 months. The employee will be reemployedarséime or an equivalent position
as that which he or she occupied when the leave conetieAa employee who takes a
leave because of his or her own serious health conditigst provide a medical
certification verifying that he or she is able to retiarnvork in the same manner as
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employees who return from other types of medicalde#van employee fails to return
for work immediately after the period of the approvediédeaxpires, the employee will be
considered to have voluntarily resigned.

E. NOTICE CONCERNING MEDICAL LEAVES

PLR reserves the right to require a satisfactorgstant of a qualified
health care provider whenever an employee misses work @dueiltoess, injury or
disability. The employee may be asked to provide a statewi@ch verifies that an
injury or disability existed, its beginning and ending daded/or the employee's ability
to return to work without presenting an immediate and sagnif risk to the employee’s
own health or safety or the health or safety oeghWhen requested, such verifications
and releases may be a condition to receive sick leanefits and returning to work.
Although a health care provider's statement normallyneil be requested for absences
of less than three working days, we may request suchesngtat in situations where it
determines that it is warranted. If employees arelddigand their leave is approved, they
may not be employed with any employer, other than PIURNng this leave of absence.
Outside employment during this leave will result in diBogy up to and including
termination.

F. STUDY LEAVE

PLR provides paid study leave to full-time, exempt eypés. Study
leave is cumulative up to 6 weeks maximum, accrued at Rsyee year, subject to prior
approval of a study leave by the Staff Relations Commi&terual study leave requests
are to be submitted in advance of the leave period t8ttdi€ Relations Committee for
time and cost review and approval. A report on learninglation to agreed goals must
be reviewed with the supervisor within one month afteictirapletion of the leave.
Study leave does not usually include attendance at conferspoaigars, or meetings
that are in line with the duties and responsibilitieghefgoverning bodies. PLR
encourages all exempt employees to utilize their steayel annually.

G. SABBATICAL LEAVE

Sabbatical leave may be granted to the Executivdbyrezsand full-time
Associate Executive Presbyters. Sabbatical leave shidl i@ more than 3 months with
pay in addition to the employee's annual vacation. &aeel will be for professional
development and related to the life of the Presbytdiyibte employees must have been
employed with PLR for a minimum of 5 consecutive yearg not interrupted by
prolonged personal paid leave or leave of absence. Atrepdgarning in relation to
agreed goals must be reviewed with the supervisor within emthnafter the completion
of the leave. A detailed written plan of study withaclg identified goals and expected
end-products must be approved by the Executive Presbyter &ydite Staff Relations
Committee, where appropriate, long enough in advandeasdtidget and staffing needs
may be met.

H. MILITARY LEAVE
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Military leave is granted to employees who enligha U.S. military, are
members of a Reserve or National Guard Unit who arecttdl active duty, or are
otherwise legally entitled to leaves to perform militdugies. Employees are required to
provide advance notice to the Executive Presbyter of tineainless giving notice is
precluded by military necessity, or is otherwise impossiblenreasonable. Leave of
absence with pay up to 2 weeks annually is provided duringetive | provided the
employee has worked for one full year. The employeerefits will also continue during
this leave.

l. BEREAVEMENT LEAVE

PLR provides up to 5 days off with pay for its full-tised part-time
employees to attend the funeral of immediate famiéymbers, as well as to take care of
any necessary arrangements during the bereavement pemoediate family is defined
as the employee's spouse, children, parents or stepp@ramdparents, parents-in-law,
grandchildren, brothers, sisters, brothers-in-law andrsigtdaw, sons-in-law,
daughters-in-law, and others for whom the employee hastie primary caregiver.
Payment for bereavement leave will be made only fod#ys the employee is normally
scheduled for work. No payment will be made for any Sayuri8anday, or holiday, or
any day within the employee's vacation period. Eligibleleyges are paid at their base
salary rate on the day of the absence, exclusiveetime or any other premiums.
Temporary employees are not eligible for paid bereanetaave.

J. OFFSETS CONCERNING LEAVES

PLR intends to administer its leave of absence jpslio accordance with
the requirements of all applicable state and federal lmgtances may exist where two
or more leave of absence policies provide overlapping giotsdor an eligible
employee. However, it is the general intention of BL®licies to limit employees to the
time available under the single most favorable leavabsénce policy and to prevent
employees from exceeding the limitations of that golccordingly, any leave of
absence that is taken by an employee under any policgdbkt have been taken under
any other PLR policy, if the employee had requested pperunity to do so, shall be
credited against the maximum limit on leaves estaldigheach of the policies that
provided the employee a basis to request a leave.

K. JURY DUTY AND COURT PROCEEDINGS

Employees may take a leave of absence to serve on jurprigtyappear in
court to comply with a subpoena or other court order to aggeamwitness. Employees should
provide reasonable notice to PLR of the need for this Idawployees must provide the
Administrative Assistant to the Executive Presbyter wibumentation that the employee
participated in jury duty or the court proceeding. Emplogeasequired to provide this
community service will receive their regular rate of faynormal hours worked up to a
maximum of 5 workdays for this occasion of absence, wimaih be extended 5 additional days
for residents of Los Angeles County, provided the empleyéenits evidence of the summons
and selection notice. Employees will be allowed toimeday compensation paid by the
respective court jurisdiction for mileage and meals.
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IX. UNPAID LEAVES OF ABSENCE

A. ALCOHOL AND DRUG REHABILITATION

PLR wishes to assist employees who recognize they &aavoblem with
alcohol or drugs that may interfere with their abitityperform their job in a satisfactory
manner. Employees who have a problem with alcohofuwgsdand who decide to enroll
voluntarily in a rehabilitation program will be givenpaid time off to participate in the
program unless it would result in an undue hardship on ¢k @f PLR to provide the
time off. If an employee requests time off to partitégpa such a program, the employer
will make reasonable efforts to keep that knowledgeidenfial. The employee may use
any accrued vacation and/or sick leave while on leavebewefits will be earned during
this leave of absence.

B. PREGNANCY DISABILITY LEAVE

When an employee is temporarily disabled due to pregnahighbirth,
and/or related medical conditions, employees will lzantgd a leave of absence upon
request without pay for the period of the employee's digabp to a maximum of 4
months in accordance with the law. Pregnancy Disgliiave may not be added to the
time period allowed for a Medical Leave. Some spedaialsrapply to pregnancy leave, as
set forth below.

Pregnancy Disability Leave does not need to be takena continuous
period of time, but can be taken on an as needed basis.ofimeeded for prenatal care,
severe morning sickness, doctor ordered bed rest, childémthrecovery from childbirth
are all covered by the employee's Pregnancy Disabiiiwe. The employee may use
any accrued vacation or sick leave as part of her pregrmbselyility leave before taking
the remainder of her leave as an unpaid leave.

Employees may be required to obtain a certificaftiom their health care
provider of their pregnancy disability. The certificat&hould include the following
information: (1) the date on which the employee becahssthled due to pregnancy or
the date of the medical advisability for the transf2);the probable duration of the
period or periods of disability or the period or periodsieradvisability of the transfer,
and (3) a statement that is due to the disability, th@@®ree is unable to work at all or to
perform any one or more of the essential functiornseofosition without undue risk to
herself, the successful completion of her pregnanty other persons, or a statement
that due to her pregnancy, the transfer is medicallysabis.

Subject to exceptions provided by law, employees who teuened from
a medical leave necessitated by a pregnancy related disalililibe reinstated to the
same position, unless either the job ceases to exiatibe of legitimate business reasons
or each means of preserving the job would substantiallyromide the ability to operate
PLR safely and efficiently. If the same position a available, the employee will be
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offered a comparable position for which the employepiaified, provided that a
comparable position exists. If any employee fails to refor work immediately after the
period of the approved leave expires, the employeébitlonsidered to have voluntarily
resigned.

In addition to any Pregnancy Disability Leave, empdsymay be eligible
for an additional 12 work weeks of leave in order to car¢hi® employee's newborn
child.

C. DOMESTIC VIOLENCE

Employees may take an unpaid leave of absence to agdobssms
directly related to domestic violence, such as seekiggical attention, obtaining
services from a domestic violence program, obtaining psygital counseling, or
participating in safety planning and other action to increagety, including temporary
and permanent relocation.

Employees must provide reasonable notice to PLR afdbd for this
leave and must provide PLR with documentation concernindetng.

D. SEXUAL ASSAULT

Employees may take an unpaid leave of absence to agdobsésms
directly related to being a victim of sexual assaubb&ing the parent of a victim of
sexual assault, such as time off for court proceedmgsjcal attention, crisis
counseling, psychological counseling, and safety planning.

Employees must provide reasonable notice to PLR ofehld for this leave and must
provide PLR with documentation concerning this leave.

E. CRIME VICTIMS

Employees who are victims of serious crimes or eggas whose
immediate family members are victims of serious crimay take an unpaid leave of
absence from work to participate in judicial proceedings.

Employees must provide reasonable notice to PLR afe¢bd for this

leave and must provide PLR with documentation concerningdeni®. Employees may
use their accrued sick leave and/or vacation to covegrdhed of the absence.

X. AUTHORIZED TIME AWAY

A. VOTING
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Employees who are unable to vote in a statewide efedtiong non-work hours
may arrange in advance to take up to 2 hours off fronk with pay to vote. In order to
qualify for paid time off to vote, employees must obtaior approval from their
supervisor if the employee knows or has reason toveelleat time off is necessary to
vote, and the employee submits a voter's receiptefirgt working day following the
election.

B. CHILD’S SCHOOL ACTIVITIES

Periodically employees with children may need to take bff from work to
attend their child’s school activities. An employee who ispdwent or legal guardian of a child
attending kindergarten through 12th grade, or attending adiderisld day care facility, may
take time off from work for the purpose of participatinghie child’s school activities. Such time
off will be charged to personal leave credits and n@yexceed 40 hours per calendar year and
may not exceed 8 hours in any calendar month. The employé¢eeqgusst the time off in
advance from his or her supervisor. Documentation from th@oses proof that the employee
participated in the child’s school activity may be reegdi

C. VOLUNTEER FIREFIGHTERS

Employees who are volunteer firefighters may take off without pay
as necessary to perform emergency duties. Employee giveldotice in advance, if
possible, or within a reasonable period of time after peifeg such duties.

XI. DISCIPLINE AND TERMINATION

A. REDUCTIONS IN WORK FORCE

Circumstances may arise which may cause PLR to deterthiat staff
reductions are warranted. PLR will attempt to avoid ltsyahd will normally consider
alternatives to layoffs first. However, PLR resertlesright to reduce staff when
circumstances warrant.

B. VOLUNTARY RESIGNATION

An employee who fails to report for work for 3 cong@eely scheduled
work days, without written notice to or approval by the leyge's supervisor, will be
considered to have voluntarily resigned from employmsettit PLR. If an employee
wishes to resign from employment with PLR, pleaseadm svriting. Although not
required, please try to provide PLR with advanced noticesanation whenever
possible as a courtesy to PLR. Providing such notice duesdtar the at will nature of
employment with PLR.

C. RETURN OF PROPERTY
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At the end of employment with PLR, all employees tnmmsnediately
return any property of PLR in their possession on torbdheir last day of work,
including but not limited to vehicles, keys, key cards, crealitls, pagers, cellular
telephones, computers, computer files, confidential angrigtary business information,
and any other company property.

D. SEVERANCE PAY

Although PLR does not ordinarily provide severance paniployees,
PLR reserves the right to make exceptions to this palyprovide employees with
severance pay in its sole and absolute discretion. Hoyeawe payment of severance
will be contingent upon an employee's execution @tsfctory settlement agreement
and release.

E. EMPLOYMENT REFERENCES

PLR prohibits employees from providing a response to esyast for an
employment reference for a current and/or former epggmf PLR, including any "off
the record" comments. Employees are directed to adifsuch requests to the Executive
Presbyter for references on Exempt staff and to thaiidtrative Assistant to the
Executive Presbyter for references on Non-exempt staff
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Xll.  SIGNATURE RECEIPT

A. ACKNOWLEDGMENT OF RECEIPT OF HANDBOOK AND AT
WILL EMPLOYMENT AGREEMENT

| acknowledge that | have received a copy of the 20@m editi
of PLR's employee handbook. | acknowledge that | gpe&ted to read, understand, and
adhere to the policies in the handbook, and that mysm@nt with PLR is governed by
the contents of the handbook. | also agree to confortime rules and standards of PLR.

| agree that my employment can be terminated atwutlh or without
cause, and with or without notice, at any time, eith@enyabption or at the option of
PLR. | agree that no employee or representative of RFiRhe authority to modify the at
will employment policy, except for the Executive Presbyif PLR, and that any
modification to the at will employment policy mustibea written agreement signed by
both the employee and the Executive Presbyter of PaBee that this constitutes an
integrated agreement with respect to the at will naatitke employment relationship,
and that there may not be any implied or oral agreesribat in any way modify the at
will employment policy.

In the event that my employment with PLR termisaad | have taken
more vacation than | have accrued at the time ofepgrstion, then | hereby authorize
PLR to deduct the excess amount of vacation taken frgrmiad paycheck.

DATE EMPLOYEE'S SIGNATURE

PRINT EMPLOYEE'S NAME

Signed original to Employee’s
Personnel File
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