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Welcome To Manley Baptist Church 
As an employee of Manley Baptist Church, you have become part of a 

group dedicated to serving the Lord Jesus Christ.  We are happy to 
present you with this copy of our Personnel Policy Handbook.  This 
handbook is for the purpose of communicating and informing every 
employee of the policies and procedures of Manley Baptist Church. 

Each job at Manley Baptist Church is considered important and 
necessary.  Each employee who assumes the responsibility for each 
specific job is valued and appreciated for their contribution to the overall 
working of our church.  

Manley Baptist Church values cooperation, humility, dedication and 
loyalty. 

Manley Baptist Church does not intend for any ñruleò or ñpolicyò to 
cause an undue hardship for any employee.  We set them forth in this 
handbook simply to let you know what you can expect from Manley 
Baptist Church and what will be expected of you. 

The policies contained in this handbook are not conditions of 
employment and are subject to revision, in whole or in part, at any time, 
with or without notice.  

Please read your handbook carefully, and keep it for future reference.  If 
you should have any questions concerning the policies or benefits 
outlined in this handbook, please ask your supervisor about them.  Your 
supervisor will be glad to help you. 

It is a pleasure to welcome new employees.  It is our hope that you will 
find this to be a pleasant, friendly and excellent place to work, and you 
will contribute to make it the same for everyone else. 

History Of Church  
In September 1960, a meeting was held at Manley School for the purpose of 

discussing the need for a Baptist Church in the Manley area.  The need was 
recognized, and the Manley Mission was begun under the sponsorship of the 

First Baptist Church of Morristown.  Those involved in the beginning of Manley 

Mission had a vision of the church ministering to the needs of the Manley 

community and West Hamblen County.  The purchase of 8.3 acres of land for a 

new mission indicated that the people 

saw a vision of God working in a mighty 

way. 

The first phase of a multi-phase 

building, completed in November 1963, 

was an educational unit including both 

educational space and a temporary 

sanctuary.  In March 1964, the Reverend John Churchman was called as the first 
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full -time pastor.  On November 8 of that same year, Manley Mission was 

constituted into Manley Baptist Church. 

The church began construction on the second phase of the building program in 

October 1966.  This building which faces the Andrew Johnson Highway was 

designed for educational and office space.  Three years after the second phase of 

the building program was completed, the people found themselves crowded for 

space in the worship services.  The church completed the present church 

sanctuary in 1970.   

In March, 1979, Dr. Richard H. Emmert was called as our pastor.  At that 

time, the church could seat only a maximum of 400 in Sunday School.  In July, 

1981, Manley completed a new educational unit which included educational 

space for almost 400 people and a fellowship hall with a seating capacity of 

approximately 400 persons.  A new office complex was also completed at the 

time. 

In October, 1986, a Christian Activities Center was completed .   

The West Wing  property was purchased June, 1993.  The buildings have been 

remodeled to be used as a Student Center and provide Sunday School space for 

295 adults.  The West Wing gym is used for Student worship and activities.  
Presently, Manley has a membership in excess of 2000.  

Plans are currently underway to build a new worship center with a capacity of 

1800, fellowship hall with a capacity of 700 and additional administrative 

offices. 

Acknowledgement of Receipt 
(Copy to remain in booklet) 

 

I have received my copy of Manley Baptist Churchôs Employee Policy 

Handbook. I understand that this handbook is for informational purposes only 

and is not a contract of employment of any kind.  I also understand that both the 

church and I reserve the right to terminate my employment relationship at any 

time for any reason not prohibited by law.  I also understand that the church 

reserves the right to change, modify or eliminate any of its personnel policies or 
practices with or without advance notice and that I will be required to review 

this handbook on an annual basis. 
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Acknowledgement of Receipt 
I have received my copy of Manley Baptist Churchôs Employee Policy 

Handbook. I understand that this handbook is for informational purposes only 

and is not a contract of employment of any kind.  I also 

understand that both the church and I reserve the 

right to terminate my employment relationship at 

any time for any reason not prohibited by law.   

I also understand that the church reserves the right 
to change, modify or eliminate any of its personnel 

policies or practices with or without advance notice and 

that I will be required to review this handbook on an 

annual basis. 

 

 ______________________________________  

Print Employee Name 

 ______________________________________  _____________________  

Employee Signature  Date 

 

(Please return this signed óAcknowledgment of Receiptô to your Supervisor) 
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Our Purpose, Vision, Mission and Objectives 
Our Purpose: Why do we exist? 

To glorify God by who we are and what we do.  

 

Our Vision:  Who are we to be? 

To be the people of God, on mission with God, motivated by a love for God, 

and a love for others.  

 

Our Mission:   What are we to do? 

To help people in the Lakeway area become fully developing followers of 

Jesus Christ.  

 

Our Ministry Objectives:   How we 

accomplish our mission? 
To Exalt, Evangelize, Edify, Equip, and 

Encourage  

Exalt: Involve people in dynamic 

corporate worship.  

Evangelize: Lead people to a saving 

faith in Jesus Christ.  

Edify: Build people up in the faith toward Christian 

maturity.  

Equip: Train people for, and involve them in ministry.  

Encourage: Help people develop a sense of belonging through small groups 

and healthy personal relationships. 

Introduction ï purpose of handbook 
The policies and guidelines in this handbook have been prepared to furnish 

you with information about the church, the benefits you receive and what the 

church expects from you. The successful operation of Manley Baptist Church is 

built upon the principles of fair dealing and ethical conduct among our 

employees. 

Our reputation for integrity and excellence requires careful observance of the 

spirit and letter of all applicable laws and regulations, as well as a scrupulous 

regard for the highest standards of conduct and personal integrity.  Please review 

the employee handbook. Keep in mind that no handbook can answer all 

questions or set out all expectations. Please contact your supervisor or the 

Business Administrator if, after reading the information, you have any questions 

or need further clarification. 

Please note that this handbook supersedes any/all previous policy manual(s) or 

related materials.  While you are expected to follow the policies and guidelines 

in this handbook, it is not a contract or agreement between you and the church 

about your employment. This means that either you or the church can decide to 
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terminate your employment at any time, with or without cause, and with or 

without notice, for any reason not prohibited by law.  

Manley Baptist Church retains the sole right and sole discretion to change its 

organizational structure, compensation system, hours of work, job contents, 

benefits, employment practices, policies, procedures, and other terms and 

conditions of employment. Your supervisor and the Business Administrator are 

sources of information, but they are not authorized to make any verbal or written 

promises about any aspect of your employment. 
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Employment 

Employment at Will  

It is the policy of the church that all employees who do not have a written 

employment agreement are employed at the will of the church. Employees who 

resign from employment by the church are encouraged to give a proper notice of 
10 working days. Employees may be terminated by the church at any time, for 

any reason, and with or without notice. When a proper notice of 10 working 

days is not given by the church, pay in lieu of notice will be provided subject to 

the conditions specified in the policy governing terminations. 

Equal Employment Opportunity  

Manley Baptist Church does not discriminate against job applicants in any 

part of the application process or against employees in any aspect of 

employment on the basis of any person's sex, race, color, national origin, 

ancestry, age, disability, political beliefs, veteran status, or for any other reason 
not permitted by law. The church seeks employees who confess Jesus Christ as 

Lord and Savior and who are involved on a journey of discipleship. 

Reasonable accommodations will be made to enable a qualified person with a 

disability to perform the essential functions of a job. Persons with disabilities are 

invited to self identify and request accommodations needed to ensure equal 

opportunity in obtaining or maintaining employment at the church.  As an 

employee of the church, you are responsible for supporting a workplace free of 

discrimination for all employees. 

Categories & Classifications of Employees 

Employees ï All persons who receive wages or salaries from our ministry. 

Regular Fulltime Ministerial/Professional Staff ï Those employees who are   

called by the Church to serve in a pastoral role or 

management level position who are expected 

to work at least 40 hours per week and who 
maintain continuous regular employment 

status.  Eligible for fringe benefits 

authorized by church and/or determined by 

law ï Exempt classification. 

Regular Fulltime Employees (Support 

Staff) ï Those employees who work the 
customary number of hours weekly (at least 

37.5 hours) and who maintain continuous 

regular employment status.  Eligible for fringe 

benefits authorized by church and/or determined by 

law ï Non Exempt classification. 

Regular Part-time Ministerial/Professional/Staff ï Those employees who are 
called by the church to serve in a pastoral role who are expected to work less 
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than 40 hours average per week and who maintain continuous regular 

employment status.  Not eligible for fringe benefits other than defined by law or 

offered by Manley Baptist Church Personnel Committee ï Exempt 

classification. 

Regular Part-time Employees ï Those employees who work less than the 

customary number of full-time hours weekly, and who maintain continuous 

regular nonexempt employee status.  Not eligible for fringe benefits. 

Temporary Fulltime Employees ï Those employees whose service is intended 

to be of limited duration such as during summer months only, but who work the 

customary number or full-time hours.  Not eligible for fringe benefits.  A 

temporary employee may not work more than 980 hours in a calendar year. 

Temporary Part-time Employees ï Those employees who work less than the 
customary number of full-time hours weekly and who do not maintain 

continuous regular employment status.  Not eligible for fringe benefits. 

Non-exempt Employee ï An employee who is not exempt from minimum 

wage, overtime and timecard provisions of the Fair Labor Standards Act (Wage-

Hour Law) as amended. This employee receive overtime premium pay for over 

40 hours per week. 

Exempt Employee: An employee who is paid a fixed salary on a weekly, 

monthly, or annual basis rather than an hourly wage and meets the criteria for 

exclusion from the wage and hour laws (e.g., administrative/professional/ 

management/executive). An exempt employee does not receive overtime for 

hours worked over 40 hours per week. 

Orientation Employee ï An employee who has worked 90 or less consecutive 

calendar days. 

Intern: An employee governed by the Intern Program. The intern may not 

work more than 980 hours per calendar year and is not eligible for fringe 

benefits. 

Separation ï Voluntary  

Voluntary terminations will include any employee who resigns or requests 

retirement while actively employed. 

Employees who terminate voluntarily: 
 1. Will not receive payment in lieu of notice. 

 2. Will be paid for vacation hours accrued but not used if the employee 

has worked continuously for one year. 

Employees who are actively employed and who intend to terminate or retire 

are requested to notify their immediate supervisor of their intentions in 

accordance with the time requirement above. 

At the Pastorôs and Personnel Committeeôs discretion the employee may be 

asked to leave prior to the end of the period for which notice was given.  Some 

payment in lieu of notice may be given should this situation arise. 

When notified, the supervisor shall: 
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 1. Initiate a Notice of Voluntary Termination, completing all items.  The 

ministry supervisorôs signature or his/her designee must be obtained 

prior to having the employee sign the report. 

 2. Forward the completed Notice of Voluntary Termination to his/her 

supervisor and to the Business Administrator. 

 3. Conduct an Exit Interview (last working day).  All full -time staff and 
management employees will be asked to participate in an Exit 

Interview with the Business Administrator, Pastor and members of the 

Personnel Committee. 

  The exit interview shall consist of two phases.  The first phase is to 

instruct the employee on insurance conversion and COBRA rights, 

collect items checked out to the employee, etc.  The second phase shall 

be an exit survey.  Suggested questions for the exit survey are available 

from the Business Administratorsô office.  The results of the attitude 

survey are to be kept in a separate confidential file to protect the 

confidentiality of the information.  All exit interviews are to be 

reviewed by the Business Administrator. 

 4. Advise the employee that his/her insurances will remain in force until 
the end of the current month and advise the employee of the conversion 

and COBRA privileges available under the plans. 

 5. Insure that all items checked out to the employee will be returned, and 

inform the employee that the final paycheck will be prepared on the 

next regularly scheduled payday following termination.  The paycheck 

will be mailed to the employee unless otherwise requested. 

 6. Give the completed paperwork to Business Administrator.  After the 

termination paperwork has been cleared, it will be immediately 

forwarded to Payroll so that the final paycheck can be prepared. 

Hiring of Relatives 

Manley Baptist Church prefers not to hire immediate family members of any 

MBC employee.  ñImmediate family membersò is defined to include the 

following relationships: spouse, children, brother, sister, parents, grandparents, 

spouseôs parents, spouseôs siblings, and spouseôs grandparents.  These 

relationships include ñstepò relationship. Exceptions to this policy restricting the 

hiring of ñimmediate family membersò can be made only with consent of the 

Personnel Committee.  In the event an ñimmediate family memberò is hired, 

such personôs supervisor shall not be any employee who is included in any of 

the foregoing relationships nor shall any employee in any of the foregoing 

relationships prepare, conduct or influence any performance review of such 
ñimmediate family member.ò  If a family relationship occurs after employment 

is granted, the same rules apply.  Further, immediate family members may not 

be employed in the same department. 



Page 13 

Employment Relations and Communication 

You and Your Supervisor 

MBC maintains a ñChain of Commandò in which you are urged to 

communicate your problems or ideas with the appropriate management 

personnel.  You are encouraged to discuss 

your needs and concerns first with your 

immediate supervisor, then the Associate 

Pastor of Business Administration then the 

Personnel Committee if the issue is not 

resolved. 

Your immediate supervisor is the person on 

our management staff who is closest to you 

and your work.  Your day to day contact with your 

supervisor gives your supervisor a chance to provide 

guidance and counsel about your assignments and 

progress you  make on the job.  Get to know your 
supervisor--you will find your supervisor a helpful person.  

Your supervisor can show you how your work fits into the overall picture--teach 

you how to do it--explain the "hows" and "whys" and encourage you when 

things look a little tough.  Please discuss any questions you have regarding our 

personnel policies and programs as well as the details of your work with your 

supervisor. 

Probationary Period 

All employees will work on a probationary basis for the first ninety (90) days 

after their date of hire.  The period is intended to give new employees the 

opportunity to demonstrate their ability to achieve a satisfactory level of 

performance, determine whether the new position meets their expectations and 

complete required training.  It will also allow the church to evaluate capabilities, 

work habits and overall performance. 

The church reserves the right to terminate any employee, with or without 

notice at any time during or after the probationary period, for any reason.  

Employment with the church is at-will both during and after the probationary 

period.  An ñat-willò employment status is not altered in any way as a result of 

completion of the probationary period. 

Job Performance Reviews 

The Performance Appraisal Management System has been established to 

provide the Manley Baptist Church supervisors and employees a specific forum 
for planning, goal setting, and personal and professional development.  Second, 

it provides documentation and an objective reasoning for promotion, transfer, 

and merit salary recommendations.  
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Manley Baptist Church believes that all staff require 

interactions with their immediate supervisors if personal 

and professional development is to be accomplished.  

Therefore, each regular full-time and part-time 

employees shall receive, by October 31, a complete 

performance appraisal review. 

The Performance Appraisal Management System 

is designed to allow the supervisor and employee to: 

1. Discuss, establish and agree on performance 

objectives. 

2. Fairly review and assess the job performance and 

subsequent results. 

 3. Identify personal and professional development needs. 

 4. Establish appropriate actions which can be used to improve current job 

performance or prepare for career advancement. 

 5. Provide objectives, reasoning and documentation for promotion, 

transfer and/or merit salary recommendations. 

 

Before October 31, each supervisor shall: 

 1. Meet individually with each employee to discuss, establish, and agree 

upon performance objectives and development objectives for the 

performance review period. 

 2. Meet individually with each employee to provide at least one formal 
interim feedback session on progress and results of efforts to date. 

 3. Meet individually with each employee to review and assess job 

performance and demonstrated results, providing written 

documentation for the employee's review of the performance appraisal. 

 4. All completed appraisals shall be signed by the supervisor, and 

employee and then placed in the employee's personnel file for future 

reference. 

 5. The Personnel Committee will at their discretion, review the 

evaluations and/or receive recommendations from the supervisors as to 

salary adjustments or retention. 

Problem Resolution 

The church encourages prompt and fair resolution of employees' work-related 

issues/ problems and recognizes the value of open communications in which any 

problem, complaint, suggestion, or question receives a timely response. If 
employees disagree with established rules of conduct, policies, or practices, they 

are encouraged to express their concern through the problem resolution 

procedure. No employee will be penalized, formally or informally, for voicing a 

complaint with Manley Baptist Church in a reasonable, business-like manner, or 

for using the problem resolution procedure.  
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If an employee faces a work-related problem/issue, the employee is 

encouraged to raise the issue initially with the immediate supervisor. If the 

employee is unable to resolve the issue with the immediate supervisor, the 

employee may wish to raise the issue, in writing, with the Business 

Administrator. 

If the employee or the supervisor believes the problem or issue has not been 

effectively resolved, either the employee or supervisor may refer the situation in 

writing to the Personnel Committee.  

If an employee disagrees with or has a suggestion regarding employment 

policies at Manley Baptist Church, the employee is encouraged to discuss the 

issue with the supervisor, the Business Administrator and /or the Personnel 

Committee.  

Not every problem can be resolved to everyoneôs total satisfaction, but only 

through understanding and discussion of mutual problems can employees 

develop confidence in each other. This confidence is important to the operation 

of an efficient environment. 

Personal Data 

When you enter your employment with MBC you are to complete a form 

supplying us with the various facts we must know about you.  This information 

is maintained in a confidential file.  Keeping this information up to date is 

important to you.  It enables the church to reach you or others in an emergency, 

forward your mail, properly maintain your insurance and other benefits, 

compute your payroll deductions, etc. 

The church business office should be notified promptly of changes in: 

1. Address and telephone number 
2. Marital status 

3. Name 

4. Beneficiary or dependents listed on your insurance policy 

5. Number of dependents for withholding tax purposes 

6. Person to notify in case of accident, injury or 

emergency  

Emergency Closing and Inclement Weather 

In the case of inclement weather, employees are 

expected to use good judgment in getting safely to and from 

work, and to inform their supervisor if they canôt get to work 

at any time. Personnel may be allowed to leave early, 

without pay, at the discretion of the Business Administrator.  

If an emergency evacuation is necessary, employees will be 

notified and given instructions about where and how to 
evacuate the building. 

In case of tornado, severe weather or other 

emergency situations, employees may need to 
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take shelter within the building. Employees are to become familiar with the 

emergency procedure for their respective location of the building. 

Anniversaries 

Hourly Employees - Hourly employees will be recognized and honored at an 

annual employees dinner after each five years of continuous employment.  The 

Pastor will present a gift equal to one half of one weeks salary for each five 

years, on behalf of the church.  The church body will be made aware of the 

anniversary through the weekly newsletter. 

Pastoral Staff - Pastoral staff will be recognized and honored on a Sunday 

near their anniversary date after each five years of continuous service.  A church 

wide reception will be given in their honor and a love offering taken to be 

presented, on behalf of the church, by the Pastor.   

Christmas - the Pastor will present Christmas gifts at the annual staff 

Christmas fellowship to all employees, on behalf of the church.  The Personnel 

Committee will determine the amount of the gifts annually. 

At end of employment (unless terminated) a church wide reception will be 

given and a love offering taken for all full-time pastor staff and for full-time 

support staff with over 15 years of tenure.  For all other employees, a gift equal 

to $25 times the years of service will be presented by the Pastor on behalf of the 

church. 

Standard of Conduct 

Confidentiality  

All records, history and discussions about the people we serve must be 

considered private and kept in confidence at all times. Incoming requests for 

references (i.e., from credit agencies, prospective landlord, prospective 

employers, etc.,) are made to the Business Administrator. The church will only 

verify dates of employment, salary and the position(s) the employee is 

holding/held, provided it has a signed release from the employee.  Employees, 

depending on their specific job responsibilities, may encounter and be required 
to manage various church records and files that include personal information 

regarding congregational members at Manley Baptist Church and other 

individuals. It is of the utmost importance that the privacy and confidentiality of 

these files be maintained at all times and by all employees. 

Trust between the congregation, community and the staff of Manley Baptist 

Church is essential to our mission. This point cannot be over stressed.  Breaches 
of this trust will be addressed on an individual basis, depending upon the 

particular circumstances, and will involve the employee, supervisor, Business 

Administrator,  and the Senior Pastor. 
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Harassment 

The church is committed to providing a professional work environment that 

maintains employee dignity and respect. In keeping with this commitment and 

consistent with the church's Equal Employment Opportunity Policy: The church 

will not tolerate Sexual Harassment of employees, nor will it tolerate Prohibited 

Harassment, which is harassment of employees based upon race, color, 

disability, age, sex, national origin or any other status or basis protected by 

applicable federal, state or local law. 

Any employee who engages in Sexual Harassment, Prohibited Harassment or 

conduct prohibited under this policy or who permits employees under his or her 

supervision to engage in Sexual Harassment, Prohibited Harassment or conduct 

prohibited under this policy is subject to corrective action and/or progressive 

discipline up to and including possible discharge.  The church will not tolerate 

retaliation against any employee who reports Sexual Harassment or Prohibited 

Harassment or who provides information in connection with any such 

complaint, nor will the church tolerate any actions which interfere with its 

internal investigation procedure.   

Sexual Harassment has been defined by the Equal Employment Opportunity 

Commission as unwelcome sexual advances, requests for sexual favors, and 

other verbal or physical conduct of a sexual nature when: 

1. submission to such conduct is made either explicitly or implicitly a 

term or condition of an individualôs employment or advancement; 

2.  submission to or rejection of such conduct by an individual is used as 

the basis for employment decisions affecting such individual; or 

3.  such conduct has the purpose or effect of unreasonably interfering with 

an individualôs work performance or creating an intimidating, hostile or 

offensive working environment. 

Sexual Harassment can occur where one party has power over another (for 
example, supervisor-direct report), between or among any employees, and may 

also involve third parties such as contractors, members and vendors. Sexual 

Harassment includes harassment based upon sex whether the parties are of the 

opposite sex or the same sex. 

Prohibited Harassment includes verbal, visual, physical or other conduct 

that demeans or shows hostility or aversion to another person because of his or 

her race, color, disability, age, sex, national origin, or any other status or basis 

protected by applicable federal, state or local law where such conduct has the 

purpose or effect of: 

1.  creating an intimidating, hostile or offensive environment; 

2. unreasonably interfering with an individualôs work performance; or 

3.  otherwise adversely affecting an individualôs employment 

opportunities. 

The Business Administrator and the Personnel Committee are readily 
available and receptive to reports of Sexual Harassment and Prohibited 

Harassment. Your immediate notification to your supervisor, the Administrative 
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Coordinator or the Personnel Committee of improper behavior is essential. Your 

complaint will be investigated in a prompt, professional and unbiased manner.  

If your complaint is against a pastor, or any other personnel (i.e. assistant pastor, 

visiting pastor, lay minister) it should be reported to the Personnel Committee. 

The accused person should not be approached. 

Drug and Substance Abuse Free Work Place 

It is the policy of Manley Baptist Church to provide employees with a 

working environment that is free from the problems associated with the use and 
abuse of alcohol and illegal drugs (including abuse of prescription medication). 

The objective of this policy is to provide a safe and healthy work place for all 

employees.   

For the purpose of this policy, the term ódrugô includes inhalants, prescribed 

medications and all illegal drugs. The abuse, sale, unlawful possession, 

distribution, transfer or manufacture of drugs (herein ódrug related activitiesô) on 
church property or other work sites where employees may be assigned or 

elsewhere during working hours is strictly prohibited. It is also prohibited for an 

employee to engage in illegal drug related activities during non-working time. 

An employee voluntarily admitting alcohol and/or drug dependency may, at 

the churchôs discretion, be given a leave of absence for substance abuse 

assistance or to attend a rehabilitation program. 

Personal Demeanor/Dress 

Your appearance reflects not only you as an individual, but 

Manley Baptist Church as well. Manley expects each employee 

to take pride in their appearance.  Proper dress is a clear ñfirst 

impressionò of the quality of service we provide to our 

members. A professional and appropriate standard of 

appearance is expected. This means that the church expects all 

employees to use good judgment in selecting work attire. All 

areas have some exposure to our members and to the public 

and an employeeôs clothing should reflect this reality.   

Employees are expected to practice good hygiene and 

health habits and to use moderation in clothing, 

hairstyles and general appearance. Without unduly 

restricting individual tastes, the following personal 

appearance guidelines should be followed: 

1. Shoes should be worn at all times while in the 

church building 

2. Tank tops, tube or halter tops may not be worn 

3. Mustaches and beards must be clean, well trimmed 

and neat 

4. Hairstyles are expected to be in good taste 

5. Excessive makeup is not permitted 
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6. Offensive body odor and poor personal hygiene is not professionally 

acceptable 

7. Perfumes and colognes should be used in moderation 

8. Jewelry should not restrict work nor should it be excessive 

9. Facial jewelry, such as eyebrow, nose, lip, and tongue rings or studs, 

are not professionally appropriate and must not be worn while working. 
10. Torso body piercing with visible jewelry that can be seen through or 

under clothing must not be worn while working. 

11. Visible excessive tattoos and similar body art must be covered. 

Disciplinary Guidelines 

When people get together, some rules and regulations are needed to help 

everyone work together harmoniously.  This is especially true in our Church, for 

we need to have an efficient operation.  It is our sincere desire to help each 

Employee, in every way possible, to perform their job duties well.  However, the 

responsibility must be shared by everyone.  Employees have the responsibility to 

the Church and to fellow workers to conduct themselves according to certain 

rules of behavior and conduct.  Violation of these rules listed below will result 

in disciplinary action, up to and including discharge, depending upon the 

violation as stated.  The Churchôs intent is to provide a harmonious and pleasant 

relationship within our Church.  The following Rules of Conduct are not all 
inclusive of the Churchôs conduct expectations.  The following rules are 

administered in accordance with the stated guidelines. 

Rule 
1st  

Offense 
2

nd
 

Offense 
3

rd
 

Offense 

1.  
Unsatisfactory job 

performance. 
Verbal 

warning 

Written  

Correct-
ion 

If within 
six (6) 

months 
from 

receipt of 
written 

correction, 
from 

written 
correction 

to 
dismissal 
depending 

on the 
nature of 

the 
unsatis-

factory job 
perform-

ance 
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Rule 
1st  

Offense 
2

nd
 

Offense 
3

rd
 

Offense 

2.  

Willfully and 
deliberately 

misrepresenting or 
falsifying time worked. 

Dismissal   

3.  
Tardiness without 

acceptable excuse. 

From 
verbal 

warning to 
dismissal, 
depending 
on offense 

Written 
correct-
ion to 

dismissal 

Dismissal 

4.  
Absent from work 

without proper cause 
or acceptable excuse. 

From 
verbal 

warning to 
dismissal, 
depending 
on offense 

Written 
correct-
ion to 

dismiss-
al 

Dismissal 

5.  

Absent from work 
without notifying your 
Supervisor before the 

beginning of your 
regular working hours. 

Written 
correction 

Dismissal  

6.  

Absent from work for 
three consecutive 

days without notifying 
your Supervisor no-

call, no-show). 

Dismissal, 
Church 

considers 
the 

Employee 
has 

voluntarily 
resigned. 

  

7.  

Leaving work during 
working hours for any 

reason without 
authorization from 
your Supervisor 

except for lunch, break 
and going to the 

restroom. 

Written 
correction 

Written 
correct-

ion 
Dismissal 
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Rule 
1st  

Offense 
2

nd
 

Offense 
3

rd
 

Offense 

8.  

Use, possession, sell 
or transfer of 
intoxicants or 
narcotics, or 

consuming intoxicants 
or narcotics, or being 
under the influence on 

Church property, 
jobsite, during working 

hours or while 
operating or riding in 
Church vehicles in 

violation of Controlled 
Substance and 

Alcohol Abuse Policy. 

Dismissal   

9.  

Reporting to work 
under the influence of 

non-medically 
authorized drugs (not 

Employeeôs 
prescription) or 

alcohol. 

Dismissal   

10.  
Disorderly conduct on 
Church property or at 

jobsite. 

From 
verbal 

warning to 
dismissal, 
depending 
on nature 
of offense 

Written 
correct-
ion to 

dismissal 

Dismissal 

11.  

Dishonesty or removal 
of another Employeeôs 

property without 
permission. 

From 
written 

correction 
to dismissal 
depending 
on nature 
of offense 

Written 
correct-
ion to 

dismissal 

Dismissal 

12.  
Willful destruction of 
or defacing Church 

property. 
Dismissal   
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Rule 
1st  

Offense 
2

nd
 

Offense 
3

rd
 

Offense 

13.  

Immoral conduct or 
indecency on Church 
property, jobsite or 

during working hours. 

From 
written 

correction 
to dismissal 
depending 
on nature 
of offense 

Written 
correct-
ion to 

dismissal 

Dismissal 

14.  

Leaving work before 
end of work period or 
not ready to start work 
at the beginning of the 

work period. 

Verbal 
correction 

Written 
correct-

ion 
Dismissal 

15.  
Loafing or spending 
unnecessary time 

away from job. 

Written 
correction 

Written 
correct-

ion 

Repeated 
offenses 

could lead 
to term-
ination 

16.  
Smoking outside of 
designated areas. 

Verbal 
warning 

Verbal 
warning 

Dismissal 

17.  

Insubordination 
(refusal to perform any 

service or duty 
connected with an 
Employeeôs job as 
required by your 

Supervisor or other 
member of 

management of the 
Church or refusal to 
obey any reasonable 
instruction given by 
such management 
personnel of the 

Church unless it would 
endanger or harm a 
fellow Employee). 

Dismissal   
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Rule 
1st  

Offense 
2

nd
 

Offense 
3

rd
 

Offense 

18.  

Abusive language, 
threats of violence 

and/or use of profanity 
or obscene language 
to any Employee or 

visitor. 

From 
written 

correction 
to dismissal 
depending 
on nature 
of offense 

Written 
correct-
ion to 

dismissal 

Dismissal 

19.  

Misrepresentation of 
physical ability to 

perform essential job 
functions or other 
important facts in 

seeking employment. 

 

Dismissal   

20.  
Refusal to do work 

assigned. 
Dismissal   

21.  
Inefficiency and/or 

lack of application of 
effort on the job. 

From 
written 

correction 
to dismissal 
depending 
on nature 
of offense 

Written 
correct-
ion to 

dismissal 

Dismissal 

22.  
Theft from Church, 

Co-employee or 
Church member. 

Dismissal   

23.  
Stopping work before 
end of work period. 

Written 
correction 

Written 
correctio

n 
Dismissal 

24.  
Excessive 

absenteeism. 

From 
verbal 

warning to 
dismissalï
depending 
on offense 

Written 
correct-
ion to 

dismissal 

Dismissal 
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Rule 
1st  

Offense 
2

nd
 

Offense 
3

rd
 

Offense 

25.  

Fighting on Church 
property, jobsite or 
otherwise during 
working hours. 

Dismissal 
(the Church 

reserves 
the right to 
discharge 
one or all 

participants 
involved in 

a fight.  
The 

Churchôs 
judgment 
as to who 
started the 
fight shall 
be final) 

  

26.  
Malicious gossip 

and/or the spreading 
of rumors. 

Verbal 
warning 

Written 
correct-

ion 
Dismissal 

27.  

Possession of 
weapons on Church 
property, at jobsite or 
at any time while on 

duty. 

Dismissal   

28.  
Overstaying a leave of 
absence without the 
Churchôs approval. 

Written 
correction 
to taken as 
voluntary 

resignation 

  

29.  
Littering Church 

property or jobsite. 
Written 

correction 

Written 
correct-

ion 
Dismissal 

30.  
Harboring a disease 
that will endanger 
fellow Employees. 

Written 
correction 

 

Dismissal  
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Rule 
1st  

Offense 
2

nd
 

Offense 
3

rd
 

Offense 

31.  
Reckless or careless 

operation of 
equipment. 

From 
written 

correction 
to dismissal 
depending 
on nature 
of offense 

Written 
correct-
ion to 

dismissal 

Dismissal 

32.  

Habitual offenders of 
various Church rules 
will be dealt with by 
written correction to 
dismissal depending 

on frequency of 
violation. 

From 
written 

correction 
to dismissal 
depending 
on nature 
of offense 

Written 
correct-
ion to 

dismissal 

Dismissal 

33.  

Unauthorized 
individuals are 

prohibited from being 
in Church work areas 

at any time. 

From 
verbal 

warning to 
dismissal 
depending 
on nature 
of offense 

Written 
correct-
ion to 

dismissal 

Dismissal 

34.  

Violation of Churchôs 
telephone, computer 
and /or equipment 

policy. 

Disciplinary 
action up to 

and 
including 

termination 
depending 

on the 
nature of 

the offense 
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Rule 
1st  

Offense 
2

nd
 

Offense 
3

rd
 

Offense 

35.  

Violating any 
confidential 

information or 
knowledge received in 
the course and scope 
of job, including, but 
not limited to tasks 

associated with 
counseling, financial or 

salary matters, 
receiving and/or 

recording 
tithes/offerings, etc. 

From 
verbal 

warning to 
dismissal, 
depending 
on offense 

Written 
correct-
ion to 

dismissal 

Dismissal 

This chart serves as a guide for rules and their expected consequences only.  

The Church reserves the rights to modify, add to and change the rules and 

consequences as needed without prior notification.   

Unless otherwise noted above, employees may be terminated for failure to 

respond to corrective actions or progressive discipline.  A record of disciplinary 

action will be filed in the Employeeôs personnel file and retained for a period of 

twelve (12) months.  After twelve (12) months, should there be no ongoing 

disciplinary problems; the records will not count towards future disciplinary 

action. 

An Employee may file a rebuttal to the record of disciplinary action within 

five (5) days of receiving it.  A review of the record will be done by the Church 

Personnel Committee and the Employeeôs Supervisor to determine its validity.  

If the Church Personnel Committee and the Supervisor agree that the discipline 

was not appropriate, the record may be reduced, withdrawn or dismissed. 
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Work Place Violence 

Manley Baptist Church has a strong commitment to its Employees to provide 

a safe, healthy and secure work environment.  The presence of weapons and the 

occurrence of violence in the workplace during working hours or otherwise are 

inconsistent with the purpose and mission of the Church.  While the Church has 

no intention of intruding into the private lives of its present or potential 

Employees, it expects all Employees to report to work without possessing 

weapons and to perform their job without violence towards any other individual.  

Manley Baptist Church expects all of its Employees to work in a manner so that 

they can perform their duties in a safe and productive manner.  Therefore, 

Manley Baptist Church has adopted and maintains this Policy on Workplace 

Violence. 

The Church has the right to search any areas on Church premises for weapons 

including, but not limited to, lockers, furniture, containers, drawers, equipment 

or other facilities, lunch boxes, briefcases, personal bags, 

personal toolboxes or tool kits, parking lots, Church 

vehicles and personal vehicles parked on Church 

premises. 

If an Employee is injured while 

participating in a fight or after instigating 

a fight, then entitlement to workers' 

compensation benefits may be denied. 

Prohibited Activities of Current Employees 

Manley Baptist Church specifically prohibits the following and will routinely 

discipline an Employee up to and  including discharge for any of the following: 

1. Verbal or physical threats or intimidation, threatening gestures, or 

statements. 

2. Use, possession, or sale of any weapon as described below on the 

worksite. 

3. Illegal possession, use, or sale of a weapon off Church property that 

adversely affects his/her own or other's safety at work, or indicates a 
propensity for same. 

4. Refusing to submit to an inspection for the presence of a weapon that 

is requested by the Church. 

5. Conviction under any criminal statute for the illegal possession of a 

weapon or for committing a violent act against the person or property 

of another. 

6. Refusing to sign a statement to comply with the Church's Policy on 

Workplace Violence. 

7. Refusing to participate in an investigation pertaining to allegations or 

suspicion that violence has or is likely to occur, or an investigation 

pertaining to the carrying of a weapon by the Employee or a co 
employee. 

8. Fighting, assault, or battery. 
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9. Failure to adhere to the Security and Visitor Policies designed to 

implement the Policy re: Workplace Violence. 

The Church, in its discretion, may from time to time modify this policy.  

Procedures for Reporting and Investigating Workplace Violence 

Employees are expected to report incidents of workplace violence as soon as 

possible after their occurrence to their immediate Supervisor; or the Pastor. 

If the Employee's Supervisor is involved in the incident, 

the report should be made directly to the Senior Pastor. 

Charges of workplace violence shall be investigated by the 

immediate Supervisor (unless involved in the incident), in 

conjunction with the Associate Pastor of Business 

Administration. 

To the extent possible, the confidentiality of 

the individuals submitting or named by the 

complainant shall be maintained.  However, 

the Church has a responsibility to investigate 

charges of workplace violence, and such 

investigation may include interviewing the 

individual charged, and/or witnesses.  The Church 

will conduct such investigation upon receipt of a complaint. 

No Employee shall be subject to reprisal or retaliation for having filed a 

complaint of workplace violence consistent with the provisions contained below.  

Each Employee shall, without fear of reprisal or retaliation, cooperate in the 

investigation of a complaint of workplace violence, as defined above. 

Employees shall not knowingly provide or make an untrue statement of fact 

regarding a complaint of workplace violence or the investigation thereof. 

Employees filing false claims or falsifying information during an investigation 

of a workplace violence claim will be in violation of this policy and subject to 

disciplinary action, up to and including discharge from employment. 

Definitions Used in This Policy: 

Crime of Violence or Violence:  Includes any degree of bodily injury, and/or 

verbal or physical threats or intimidation. 

Weapon:  Any instrument made or adapted for the intent of bodily injury 
when possessed or used for infliction of bodily injury. 

On the Worksite:  Includes all property owned or occupied by Manley Baptist 

Church, or in a Church vehicle.   

Possession:  Shall include, but is not limited to, the presence of a weapon on 

the Employee, in his/her motor vehicle, lunch box, locker, tool kit, bag, purse, 

cabinets, office, etc. 
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This Policy covers all Employees of Manley Baptist Church, including 

Temporary Employees, independent contractors or their Employees hired or 

used by the Manley Baptist Church and visitors. 

Employment & Leave of Absence 

Operational Work Hours  

Work week begins on Saturday 12:01 a.m. and ends on Friday, 12:00 

midnight.  The normal office hours are from 8:30 a.m. to 5:00 p.m., Monday 

through Friday and it is important that each of the Education, Music, Pastoral 

and Administrative areas be staffed during these times.  Schedules may vary 

based on ministry needs on a case by case basis.  An employee may not deviate 
from the work schedule unless he or she has prior approval from the supervisor.  

Ongoing exceptions must be approved by the Associate Pastor of Business 

Administration.  

Overtime:  From time to time, Employees may be required to work overtime.  

All overtime hours must be approved in advance by employeeôs supervisor or 

Associate Pastor of Business Administration.  Failure to obtain prior approval 
for overtime work is a violation of Church policy, unless providing notice and 

obtaining notice and obtaining advance approval is impracticable, and in such 

case, notice shall be provided to employeeôs supervisor as is practicable.    

Non exempt employees are to be paid time and one half (1-1/2) for all hours 

worked that exceed forty (40) hours during the work week.  Exempt employees 
are not eligible for overtime pay.  A calculation of overtime hours will only 

include hours worked and not holiday, sick leave or vacation days taken during 

the work week.   

Time Clock  

Non-exempt employees shall accurately document their 

hours of work each day.  Failure to accurately document work 

time will result in inaccurate recording of hours 

as required by law.  If an employee inaccurately 

documents his or her hours of work, the 

employee must immediately notify his/her 

Supervisor.  An employee may not clock in or out 

for another employee.  Violation of any time recording 

procedures is a violation of Church policy and will result in 

disciplinary action. 

Employees are expected to clock out for meal breaks.  Breaks may not be 

combined and the time used together.  For a shift that exceeds 10 hours, the 

employee may take a second unpaid one hour meal break if they chose.   

Pay Periods 
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Paychecks are written bi-weekly for a pay period of two weeks beginning on 

Saturday and ending on Friday.  Paychecks are issued to employees by noon 

Wednesday following the last day of the pay period. 

Employees who qualify may request deductions from their checks for annuity, 

flexible benefit plan, etc.  See the Financial Administrative Assistant to 

complete the necessary forms. 

Before receiving the first paycheck, a new employee must complete and sign 

forms I9 and W4. 

A biweekly salary advance will not be permitted except in emergencies, in 

which case employees will explain the need and get approval from the Business 

Administrator. 

Absences 

 Attendance/Absence Defined & Returning To Work  

The Supervisor and Business Administrator will be 

responsible for approving request for leave. 

Regular attendance by all employees is absolutely 
necessary.  Absenteeism reduces the efficiency and 

quality of service and increases the workload of other 

employees and affects essential operations.  For these 

reasons, it is necessary to have guidelines by which 

all employees are measured fairly and consistently 

regarding attendance. 

Definitions: 

Scheduled Absence:  Any absence that is 

scheduled paid time off or scheduled time off 

without pay; and that has been approved at least seven (7) days in advance by an 

appropriate supervisor. 

Unscheduled Absence: Failure to work an assigned period of time without the 

advance approval of an appropriate supervisor. 

Authorized Absence: Scheduled work hours not worked because of low 

activity that may, with the approval of an appropriate supervisor, be taken as 

paid time off or as unpaid time off.  

Early Leave: Leaving work prior to the end of an assigned work period 
without obtaining advance approval from an appropriate supervisor. 

Tardy: Reporting for an assigned work period after the designated start time 

and/or returning late from a meal/rest period. 

Incidence of Absence: A single absence or period of consecutive absences not 

separated by one or more days of scheduled work (e.g., 2 consecutive days of 

absences would be considered as one ñincidence of absenceò).  Each employee 

is required to notify her/his immediate supervisor of any impending absence or 

tardiness as far in advance as possible.  It is the employeeôs responsibility to 
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ensure that proper notification is given.  Reasonable exceptions will be made to 

the advance notification requirement in situations such as personal accident or 

illness that renders the employee unable to communicate their situation; acts of 

nature such as fire, flood etc.  Failure by any employee to give proper 

notification may result in disciplinary action. 

In the case of any absence due to personal illness or injury of three 

consecutive days or more, the employee may be required to provide, prior to 

returning to work, a healthcare providerôs statement releasing the employee for 

return to work.  Failure to provide such statements upon returning to work may 

prevent the employee from being allowed to work and further may subject the 

employee to disciplinary action. 

When situations arise whereby an employee is unable to report for work, the 

employeeôs supervisor must be notified by at least one hour after the start of the 

scheduled shift.  If the supervisor cannot be reached, the business office may be 

called at 586-8665.  Employees should state the reason for the absence and how 

they may be contacted for details.  When emergencies arise which make 

advanced notice impossible, your supervisor must be contacted as soon as 

possible.  Any absence for (3) consecutive days without notification will be 
considered job abandonment and result in termination.   

If an emergency, personal business or pressing personal circumstances, which 

cannot be attended to outside working hours require leaving the job, permission 

must be obtained from an employeeôs supervisor.  Consideration will be given 

as to the urgency of the request as well  as the best time to leave the job with the 
least impact. 

An employeeôs immediate supervisor is responsible for: 

 1. Informing each employee of attendance, tardiness and reporting 

requirements; 

 2. Maintaining awareness of each supervised employeeôs record of 

attendance/tardiness for a consecutive twelve month period; 

 3. Furnishing or recommending assistance to each supervised employee as 

to how to reduce periods of unscheduled absences and or tardiness. 

 Vacation 

The calendar is defined as January through 

December.  New employees will accrue one 

vacation day bi-month up to 5 during their first 

year and will be eligible for vacation after six 

months employment.  Thereafter vacation time 
allowed will be: 

2-10 years ï 2 weekôs vacation 

After 10 years ï 3 weekôs vacation 

Accumulated vacation canôt be carried forward 

to the next year.  Vacation is to be requested at 
least one month in advance and be considered for approval based on work needs. 
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 Sick Leave 

Sick Leave for full-time employees is accrued at the rate of one working day 

per month.  Sick leave is accumulative at the rate of twelve working days per 

year to a maximum of 65 days.  Sickness shall be defined as such disability as 

prevents the employee from engaging in any gainful occupation, or which 

confines such employee to his home or hospital. Sick leave may not be used to 

care for a sick family member, routine dental work, optical work or physical 

check-ups.  Personal days may be used for these (see Personal Day policy) or 

they may be arranged on employeeôs time.  Sick days for hourly and salaried 

employees must be reported to the payroll secretary for necessary record 

keeping. 

Accumulated sick days at death or retirement (age 62 or older) will be paid at 

50% salary rate. 

 Personal Days 

Upon accumulation of twelve (12) sick days in a calendar year, each full time 

employee will earn two (2) personal days annually.  After 10 years of 

continuous employment three (3) personal days annually will be earned, and 

beginning the 15th year, 1 (one) additional personal day will be earned for every 

five (5) years.  Personal days may not be accumulated. 

 Unpaid Leave 

After one year of employment, full-time employees are eligible to request 
unpaid  personal leave not to exceed six months.  The employee must submit the 

request in writing to their immediate supervisor.  The period of leave must be 

considered by the Business Administrator and must be either approved or 

disapproved.  The approval or disapproval of any request is within the sole and 

exclusive discretion of the Business Administrator and review by Personnel 

Committee.  Employees who are on unpaid personal leave of absence will not 

accrue annual leave, or sick leave benefits. 

 Death/Bereavement 

Full time employees will be provided up to five (5) consecutive scheduled 

days paid bereavement leave following the death of an immediate family 

member.  ñImmediate familyò is defined as father, mother, spouse, child, 

brother, sister, grandchild, mother-in-law or father-in-law of the employee and 

any relative making his or her home with the employee. 

Full time employees will be provided up to three (3) consecutive scheduled 

days paid bereavement leave following the death of an extended family member. 

ñExtended Familyò is defined as step-sister, step-brother, step-mother, and step-

father. 

Employees, who require more than the above allotted days away from work, 

may request earned vacation or Personal Leave of Absence subject to Manley 

Baptist Church policies. 
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 Lunch/Rest Breaks 

Each full time employee will receive one (1) hour unpaid meal period each 

day.  Part-time employees will receive one (1) thirty 

minute meal period each day if they are scheduled 

for 6 hours or more.  This time is your own, 

and you are free to use it as you see fit.  

Please always take the full-allotted time 

for your meal period unless advised by 

your supervisor to do otherwise. 

Employees are allowed two (2) fifteen 

(15) minutes paid rest breaks per shift.  

The rest breaks are taken on an informal 

basis, when time permits.  These rest 

periods are for your relaxation and refreshment. The scheduling of meal and 

break times is at the discretion of the department supervisor or shift supervisor. 

 

 Military Duty  

Any employee who enters military service on a full-time basis is entitled to re-

employment upon discharge from such service to the extent required by the 

applicable federal laws and regulations.  Employees, who are members of the 

active duty reserves and have periodic training sessions and those employees 

who are called  to active duty for special situations, will be entitled to such 

benefits as required by applicable laws and regulations. 

 Family Medical Leave  

To be eligible for a leave of absence under the Family and Medical Leave Act 

(FMLA) employee must: 

1. Have worked for MBC for at least twelve (12) months, And 

2. Have worked at least 1250 hours during the last twelve (12) months. 

The FMLA specifies that an employee may request an absence for the 

following reasons: 

1. Birth of a Child and to care for such child. 

2. Upon placement of a child for adoption or foster care. 

3. Care for a spouse, child or parent with a ñserious health condition.ò 

4. A serious health condition which renders the employee unable to 

perform the function of her/his position. 

5. Hospital care: Inpatient care in a hospital, hospice or residential 

medical care facility, including any period of incapacity or subsequent 

treatment in connection with or consequent to such inpatient care. 

6. Absence plus treatment:  A period of incapacity of more than three 
consecutive calendar days (including any subsequent treatment or 

period of incapacity relating to the same condition), that also involves: 
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 (a) Treatment two or more times by a healthcare provider, by a nurse 

or physicianôs assistant under direct supervision of a healthcare 

provider, or by a provider of healthcare services (e.g. physical 

therapist) under orders of or on referral by, a healthcare provider, 

or 

 (b) Treatment by a healthcare provider on at least one occasion which 
results in a regiment of continuing treatment under the supervision 

of the healthcare provider.  Such planned treatment should be 

scheduled so as to create minimum disruption to the employeeôs 

work department. 

7. Pregnancy:  Any period of incapacity due to pregnancy or prenatal 

care. 

8. Chronic conditions requiring treatment:  A chronic condition is one 

which: 

(a) Requires periodic visits for treatment by a healthcare provider, or 

by a nurse or physicianôs assistant under direct supervision of a 

healthcare provider; 

(b) Continues over an extended period of time (including recurring 
episodes of a single underlying condition); and 

(c) May cause episodic rather than a continuing period of incapacity 

(e.g. asthma, diabetes, epilepsy, etc.). 

9. Permanent long term conditions requiring supervision:  A period of 

incapacity which is permanent or long term due to a condition for 
which treatment may not be effective.  The employee or family 

member must be under the continuing supervision of, but need not be 

receiving active treatment by, a healthcare provider.  Examples include 

Alzheimerôs, a severe stroke, or the terminal stages of a disease. 

10. Multiple treatments: Any period of absence to receive multiple 

treatments (including any periods of recovery) by a healthcare provider 
or by a provider of healthcare services under orders of, or on referral 

by, a healthcare provider, either for restorative surgery after an accident 

or other injury, or for a condition that would likely result in a period of 

incapacity of more than three consecutive calendar days in the absence 

of medical intervention or treatment, such as cancer (chemotherapy, 

radiation, etc.), severe arthritis (physical therapy), or kidney disease 

(dialysis). 

FMLA leaves for reasons ñ1ò and ñ2ò above must be completed within the 12 

month period beginning with the date of birth or placement.  In the event both 

parents are employed by MBC, they may only take a combined period of 12 

weeks during any 12 month period for reasons ñ1ò and ñ2ò above.  Periods of 

FMLA leave will be counted during any ñrollingò consecutive 12-month period.  

ñSerious health conditionò means an illness, injury, impairment, or mental 

condition that involves one of the following: 

If the employeeôs need for leave under this section is foreseeable, the 

employee must give MBC at least 30 days prior written notice.  If this is not 
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possible, notice must be given as soon as practical (within 1 to 2 business days 

of the employee learning of the need for leave).  Failure to provide such notice 

may be grounds for delaying the leave.  MBC has Request for Family/Medical 

Leave Act forms available.  Employees will find these forms to be helpful when 

they are preparing their request for leave. 

If an employee is requesting leave because of her/his own or a covered 

relativeôs serious health condition, the employee and the appropriate healthcare 

provider must supply proper medical certification.  When the employee requests 

leave, MBC will notify the employee of the 

requirement for medical certification and when 

such certification is due (at least 15 days 

after an employee requests the leave).  
Failure to provide requested proper 

medical certification in a timely manner 

may result in a denial of the leave until 

the certification is provided.  MBC, at its 

expense, may require an examination by a 

second healthcare provider designated by 

MBC, if MBC reasonably doubts the 

medical certification provided by the 

employee.  If the second healthcare providerôs opinion conflicts with the original 

medical certification, MBC, at it expense may require a third, mutually 

agreeable, healthcare provider to conduct an examination and provide a final and 
binding opinion. MBC may reasonably require subsequent certifications as to 

the continuing existence of the serious health condition during the leave period. 

FMLA leave is unpaid.  However, any accrued unused annual leave must first 

be used by the employee during any FLMA leave period before receiving unpaid 

leave.  Upon the exhaustion of the annual leave, the remaining period of the 

FMLA leave is unpaid.  Annual leave hours do not accrue during any period of 
unpaid FMLA leave. 

During any approved FMLA leave period, MBC will maintain the employeeôs 

medical plan benefits as if the employee were actively employed.  When annual 

leave time is substituted for unpaid FMLA leave, MBC will deduct the 

employee portion, if any, of the medical plan premium as a regular payroll 

deduction.  If the leave is unpaid, the employee must pay her/his portion of the 
premium. A personal check made payable a MBC should be submitted to MBC 

no later than the first day of each calendar month.  Medical plan coverage will 

cease if the employeeôs premium payment is more than 30 days late.  If the 

employee elects not to return to work for at least 30 days after the end of the 

FMLA leave period, the employee will be required to reimburse MBC for the 

cost of the premiums paid by MBC for maintaining coverage during the unpaid 

leave, unless the employee cannot return to work due to a serious health 

condition or other circumstances beyond the employeeôs control. 

At the end of the FMLA leave period, the returning employee is guaranteed 

restoration to the same or equivalent position.  An equivalent position is a 
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position that is virtually identical to the employeeôs position at the time the 

FMLA leave started in terms of pay benefits and working conditions. 

 Maternity Leave 

Female employees whose work absences are ordered by a medical doctor due 

to maternity care will be compensated according to the sick leave policy.  Any 

absence period in excess of those time periods will be unpaid as provided by 

either the Tennessee Maternity Leave Act or the Family and Medical Leave Act.   

The Tennessee Maternity Leave Act provides that employees who have been 

employed for at least twelve (12) consecutive months as a full time employee 

may apply for an unpaid leave of absence not to exceed four months for 

pregnancy, childbirth and nursing the infant.   

To be eligible for this leave, employee must give the 

supervisor at least three months advance notice 

prior to   anticipated date of departure for maternity 

leave and must express the intention to return to 

full time employment after the period of maternity 

leave.  The four-month period of absence 

includes any paid period of time, including any 

accrued, unused annual leave time, which must 

first be used.  During any unpaid portion of this 
leave, no benefits will accrue, i.e. additional annual 

leave hours, etc.  Continuation of medical plan coverage 

will be continued under the same terms and conditions 

that apply to the continuation of medical plan coverage when an employee elects 

FMLA leave.  Upon returning to work after an approved leave of absence under 

this section, the employee will be entitled to reemployment in an equivalent 

position but not necessarily the same position. 

 Paid Holidays 

Official holidays are shown in the schedule below: 

New Year's Day .................................................................................. January 1 

Memorial Day .................................................................... Last Monday in May 

Independence Day ..................................................................................... July 4 

Labor Day 1st Monday, September 

Thanksgiving Day ..................................................... 4th Thursday in November 

Day After Thanksgiving ................................................ 4th Friday in November 

Christmas Day ............................................................................ December 25th 

Day Before or Day After Christmas 

Good Friday ....................................................................... Friday Before Easter 


