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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.

Manl ey Baptist Church does not i
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

nt

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 Churg 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 peopfe
saw a vsion of God working in a might
way.

The first phase of a mulphase
building, completed in November 196
was an educational unit including bo
educational space and a tempor

sanctuary. In March 1964, the Reverend John Churchman was called ast the fi
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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 Johnsonvidighwas
designed for educational and office space. Three years after the second phase c
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 peopledaa 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. Thergsltiave been
remodeled to be used as a Student Center and provide Sunday School space fc
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 toilua 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 Manl ey
Handbook. | understand that this handbook isifiédormational purposes only
and is not a&ontract of employmerdf any kind. | also understand that both the
church and | reserve the rigttt terminate my employment relationship at any
time for any reason not prohibited by law. | 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 andtthwill be required to review
this handbook on an annual basis.
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Acknowledgementof Receipt

I have received my <copy of Manl ey
Handbook. | understand that this handbook is for informational purposes only
and is not aontract of employment of any kind. | also

understand that both the church and | reserve the
right to terminate my employment relationship at
any time for any reason not prohibited by law.

| 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 | will be required to review this handbook on an
annual basis.

Print Employe Name

Employee Signature Date

(Please return this signédAc k nowl edgment of Receipt
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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, mo&gdty 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 Obijectives: How we
accomplish our mission?

To Exalt, Evangelize, Edify, Rdp, 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 T purpose of handbook

The policies and guidelines in this handbook have been prepared to furnish
you with information about the churckthe 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 requiraseful 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 al
guestions or set out all expectatiofease contact your supervisor the
BusinessAdministratorif, after reading the information, you have any questions
or need further clarification.

Please note #t this handbook supersedes aflygrevious policynanual(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, ho@irg/ork, job contents,
benefits, employment practices, policies, procedures, and other terms and
conditions of employment. Yowsupervisorand 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
daysis not given by the chur¢lpay 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 @ 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 confass Qéarist 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.

Categaies & Classificationsof Employees
Employeed All persons who receive wages or salariesfiaur ministry.

Regular Fullime Ministerial/Professional Staff Those employees who are

called by the Church to serve in a pastoral role or
management levelgsition 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
lawi Exempt classification.

Regular Fuliime Employees (Support
Staf) i 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
lawi Non Exempt classification.

RegularParttime Ministerial/Professional/Staff Those employees who are
called by the church to serve in a pastoral role wieoexpected to work less
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than 40 hours average per week and who maintain continuous regular
employment status. Not eligible for friadenefits other than defined by law or
offered by Manley Baptist Church Personnel Committee Exempt
classification.

Regular Parttime Employeesi Those employees who work less than the
customary number of fulime hours weekly, and who maintain contiogo
regular nonexempt employee status. Not eligible for fringe benefits.

Temporary Fuliime Employee$ Those employees whose service is intended
to be of limited duration such as during summer months only, but who work the
customary number or futime hairs. Not eligible for fringe benefits. A
temporary employee may not work more than 980 hours in a calendar year.

TemporaryParttime Employees Those employees who work less than the
customary number of fulime hours weekly and who do not maintain
cortinuous regular employment status. Not eligible for fringe benefits.

Non-exempt Employeé An employee who isiot exempt from minimum
wage, overtime and timecard provisions of the Fair Labor Standardsvage(
Hour Law) as amended. This employeeeiveovertime premium pay for over
40 hours per week.

Exempt Employee: An employee who paid a fixed salary on aeekly,
monthly, or annual basis rather than an hourly wage and meets the criteria for
exclusion from the wage and hour laws (e.g., administr/ativtessional/
management/executive). An exempt employee does not receive overtime for
hours worked over 40 hours per week.

Orientation Employeé An employe who has worked 90 or lesensecutive
calendar days.

Intern: An employee governed by the Interrog?am. The intern may not
work more than 980 hours per calendar year and is not eligible for fringe
benefits.

Separationi Voluntary

Voluntary terminations will include any employee who resigns or requests
retirement while actively employed.
Employees whaoerminate 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 continusly 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.

AtthePast or 6s and P& discretomted emoyea maytbe e e
asked to leave prior to the end of the period for which note® 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 supervisoro6s si gobahedr e
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 dayAll full -time staff and
managementemployees 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 conwersand 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 Busi ness TAdrasults dfshe atdtude r s
survey are to bedpt 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 curremhonth 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 sheduled 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
forwardedto Payroll so that the final paycheck can be prepared.

Hiring of Relatives
Manley Baptist Church prefers not to hire immediate family mensof any

MBC empl oyee. Al mmedi ate family me 1
following relationships: spouse, chitdr, brother, sister, parents, grandparents,
spouseds parent s, spouseds sibling:
relationships include Astepod relatio
hiring of Ai mmedi at e f ami thgorseneahthes r s ¢
Personnel Committee. In the event

such per son 6 shotdbagnemployes who is ;tluadd lin any of

the foregoing relationships na@hall anyemployee in any of the foregoing
relationshig prepare, conduct or influenceyaperformance review of such

i mmedi ate family member. 0 I f a fam
is granted, the same rules apply. Further, immediate family members may not
be employed in the same department.
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Employment Relations and Communication

You and Your Supervisor

MBC maintains a AChain of Command
communicate your problems or ideas with the appropriate management
personnel. You arencouragedo discuss
your needs and concernfirst with your
@ AR A immediate supersbr, then the Associate

8 e Pastor of Business Administraticthen the

V2 Peismnel Committeeif the issue is not
resolved.

Your immediate supervisor is the person on

our management staff who is closest to you
and your work. Yar day to day contact with your

supervisor gives your supervisor a chance to provide

/1_//«,\ 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 supervisr can show you how your work fits into the overall pictteach
you how to do #-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 adlwas 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 demonstratendir 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 churb reserves the right tterminateany employee, with or without
notice at any time durin@r after the probationaryperiod, for any reason.
Employmentwith the church is awvill both during and after the probationary
period-wi |l Am feanp |sdsynonaltered insahyamayuas 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

( A - interactions with their immediate supervisors if personal
. Y and professional developmentts be accomplished.
( L ) Therefore, each regular fitime and partime
employees shall receive, by October 31 omplete
N \\\,:'—’—-U(/(‘ performance appraisal review.
(\l o \‘ The Performance Appraisal Management System

— ~ 2 is designed to allow the supervisor and employee to:
p—— \) 1. Discuss, establish and agree on performance

e ) Objectives.

\

__———— 2. Fairly review and assess the job performance and

I subsequentesults.
Identify personal and professional development needs.
Establish appropriate actions which can be used to improve current job
performance or prepare for career advancement.
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.

Meet individually with each employee to provide at least one formal
interim feedback session on progress and results of efforts to date.
Meet individually with each employee to review and assess job
performance and demonstrated results, providing ittemr
documentation for the employee's review of the performance appraisal.
All completed appraisals shall be signed by the supervisor, and
employee and then placed in the employee's personnel file for future
reference.

The Personnel Committee wilkt 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 resoluticengfloyees' workelated
issuesproblems and regmizes 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 tirothe problem resolution
procedure. No employee will be penalized, formally or informally, for voicing a
complaint with Manley Baptist Church in a reasonable, busililessnanner, or
for using the problem resolution procedure.
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If an employee faces a worelated problemissue, 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, witle Bus$ness
Administrator

If the employee or the supervisor believes the problem or issue has not been
effectively resolved, either th@mployee or supervisonay refer the situatiom
writing to the Personh€ommittee

If an employee disagrees with or hassuaggestion regarding employment
policies at Manley Baptist Church, the employee is encouraged to discuss the
issue with the supervisor, tHeusinessAdministrator and /or the Personnel
Committee.

Not every problem can besfactionslout onlg d t
through understanding and discussion of mutual problems can employees
develop confidence in each other. This confidence is important to the operati
of an efficient environment.

Personal Data

When you enter your employment with MBC yawe to complete a form
supplyingus 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 eryergen
forward your mail, properly maintain your insurance andenthenefits,
compute your payrolieductions, etc.

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

Address and telephone number

Marital status

Name

Beneficiary or depenas listed on your insurance policy
Number of dependents for withholding tax purposes
Person to notify in case of accident, injury or:’\)
emergency

ok wnE

O

Emergency Closing and Inclement Weather \

In the case of inclement weather, employees are iy
expected to use gogddgment in getting safely to and from{

wor k, and to inform their
at any time. Personnel may be allowed to leave ea
without pay, at the discretion of the Business Administratq
If an emergency evacuation is necegsamployees will be k

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

o AN
In case of tornado, severe weather or other 2 ,S,
emergency situations, employessmy need to 4 §
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take shelter within the building. Employees are to become familidy thve
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 preset 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 Christmagfts 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 feering taken for all fulltime pastor staff and for futime
support staff with over 15 years of tenure. For all other employees, a gift equal
to $25times 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 empldye®loyees,
depending on their specific job responsttab, 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 confalintof
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 addresdeon 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
maintans 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 harassnt 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 undehis policy or who permits employees under his or her
supervision to engage in Sexual Harassment, Prohibited Harassment or conduc
prohibited under this policy is subject to corrective action and/or progressive
discipline up to and including possible chigrge. 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 wgh i
internal investigation procedure.

Sexual Harassmenhas been defined by the Equal Employment Opportunity
Commission as unwelcome sexual advances, requests for sexual favors, anc
other verbal or physical conduct of a sexual hature when:

1. submission @ such conduct is made either explicitly or implicitly a
term or condition of an individuc:

2. submission to or rejection of such conduct by an individual is used as
thebasis for employment decisions affecting such individoal

3. such conduct has the purpose or effect of unreasonably interfering with
an individual 6s work performance
offensive working environment.

Sexual Harassment can occur where one party has power over another (for
example, supervisetirect 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 th
opposite sex or the samexs

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 pplicable 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

3. otherwise adversely affecting na individual &8s
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 Adminigrativ
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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 personeeb§sistanpastor,
visiting pastor, lay ministerjt should be reported to the Personnel Committee.
The accused person should not be approached.

Drug and Substance Abusé-ree Work Place

It is the policy of Manley Baptist Church to provide employees with a
working environment that igdée 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, he term édrugdé includ
medications and all illegal drugs. The abuse, sale, unlawful possession,
di stribution, transfer or manufactur

church property or other work sites where empleyegay be assigned or
elsewhere during working hours is strictly prohibited. It is also prohibited for an
employee to engage in illegal drug related activities duringwamking time.

An employee voluntarily admitting alcohol and/or drug dependency may, at
the churchdés discretion, be given
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 expedste employee
to take pride in their appear
i mpr essi onadlity aof fserviceh we pipuide toour
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 edothihgshoal@réflect this reality.

Employees are expected to practice good hygiene and

(g health habits and to use moderation in clothing,
hairstyles and general appearance. Without unduly

L restricting individual tastes, the following personal
appearancguidelines 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 madup 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, 8pd 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 baiy 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 seacsire to help each
Employeein every way possiblgo performtheir 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 toncert
rules of behavior and conduct. Violation of these rules listed below will result
in disciplinary action, up to and including discharge, depending upon the
vi ol ation as stated. The Churchdés i
relationship \ithin our Church. The following Rules of Conduct are not all
inclusive of the Churchos conduct
administered in accordance with the stated guidelines.

1st 2" 3™
Offense Offense Offense

If within
Six (6)
months
from
receipt of
written
correction,
from
- - Written written
Unsatisfactory job Verbal correction
performance. warning qurect- to
1on dismissal
depending
on the
nature of
the
unsatis-
factory job
perform-
ance

Rule
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Rule 1st 2" 3"
Offense Offense Offense
Willfully and
. dellberate_ly Dismissal
misrepresenting or
falsifying time worked.
From
verbal Written
Tardiness without warning to correct- Dismissal
acceptable excuse. dismissal, ion to
depending | dismissal
on offense
vFerrobrgl Written
Absent from work : correct-
. warning to . -
without proper cause A ion to Dismissal
dismissal, L
or acceptable excuse. : dismiss-
depending al
on offense
Absent from work
Wlthout' notifying your Written o
Supervisor before the . Dismissal
o correction
beginning of your
regular working hours.
Dismissal,
Absent from work for Chu_rch
; considers
three consecutive
A A the
days without notifying
. Employee
your Supervisor no- has
call, no-show). voluntarily
resigned.
Leaving work during
working hours for any
reason without Written
authorization from Written L
. . correct- | Dismissal
your Supervisor correction ion

except for lunch, break
and going to the
restroom.
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Rule 1st 2" 3"
Offense Offense Offense
Use, possession, sell
or transfer of
intoxicants or
narcotics, or
consuming intoxicants
or narcotics, or being
under the influence on
8. Church property, Dismissal
jobsite, during working
hours or while
operating or riding in
Church vehicles in
violation of Controlled
Substance and
Alcohol Abuse Policy.
Reporting to work
under the influence of
non-medically
9. authorized drugs (not Dismissal
Empl oyee
prescription) or
alcohol.
From
. ver_bal Written
Disorderly conduct on | warning to t
10. Church property or at dismissal, cprretc " | Dismissal
jobsite. depending d.'on. 0
ismissal
on nature
of offense
From
Dishonesty or removal wrltte_n Written
ofanotherEmp | oy correction correct- L
11. : to dismissal : Dismissal
property without d ; ion to
> epending L
permission. dismissal
on nature
of offense
Willful destruction of
12. or defacing Church Dismissal

property.
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Rule 1st 2" 3"
Offense Offense Offense
From
Immoral conduct or written Written
; correction
indecency on Church . correct- .
13. o to dismissal . Dismissal
property, jobsite or d . ion to
: : epending o
during working hours. dismissal
on nature
of offense
Leaving work before
end of work period or Verbal Written
14. | not ready to start work . correct- | Dismissal
- correction .
at the beginning of the ion
work period.
Repeated
Loafing or spending Wri Written offenses
. ritten
15. unnecessary time . correct- | could lead
. correction .
away from job. ion to term-
ination
Smoking outside of Verbal Verbal L
16. : ! X Dismissal
designated areas. warning warning
Insubordination
(refusal to perform any
service or duty
connected with an
Empl oyeeds
required by your
Supervisor or other
member of
17. management of the Dismissal

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).
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Rule 1st 2" 3"
Offense Offense Offense
Abusive language, V\I/:r:?tg]n
threats of violence . Written
and/or use of profanity correction correct- .
18. to dismissal . Dismissal
or obscene language . ion to
depending L
to any Employee or dismissal
- on nature
visitor.
of offense
Misrepresentation of
physical ability to
perform essential job
19. functions or other Dismissal
important facts in
seeking employment.
0. Refusal 'to do work Dismissal
assigned.
From
- wrltte_n Written
Inefficiency and/or correction
7 L correct- N
21. lack of application of | to dismissal ; Dismissal
. ; ion to
effort on the job. depending L
dismissal
on nature
of offense
Theft from Church,
22. Co-employee or Dismissal
Church member.
. . Written
23. Stopping work b(_afore Written correctio | Dismissal
end of work period. correction n
From
verbal Written
Excessive warning to correct- L
24, : N N ) Dismissal
absenteeism. dismissali ion to
depending | dismissal
on offense
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Rule 1st 2" 3"
Offense Offense Offense
Dismissal
(the Church
reserves
the right to
discharge
one or all
Fighting on Church participants
o5 property, jobsite or involved in
' otherwise during a fight.
working hours. The
Churché s
judgment
as to who
started the
fight shall
be final)
Malicious gossip Verbal Written
26. and/or the spreading . correct- | Dismissal
warning .
of rumors. ion
Possession of
weapons on Church
27. property, at jobsite or Dismissal
at any time while on
duty.
Written
Overstaying a leave of | correction
28. absence without the to taken as
Churché s appr| voluntary
resignation
Littering Church Written Written L
29, L : correct- | Dismissal
property or jobsite. correction ion
Harboring a disease Written
30. that will endanger correction | Dismissal

fellow Employees.
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Rule 1st 2" 3™
Offense Offense Offense
From
written .
Reckless or careless correction ::/g?rtéi?
31. operation of to dismissal ion to Dismissal
equipment. depending dismissal
on nature
of offense
Habitual offenders of From
various Church rules written Written
will be dealt with by correction correct-
32. written correction to to dismissal ion to Dismissal
dismissal depending depending dismissal
on frequency of on nature
violation. of offense
From
Unauthorized verbal Written
individuals are warning to correct-
33. prohibited from being dismissal ion to Dismissal
in Church work areas | depending dismissal
at any time. on nature
of offense
Disciplinary
action up to
Violation of Churché s| . and_
including
34, telephone, cgmputer termination
and /or equipment d di
policy. epending
on the
nature of

the offense
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1st 2" 3

Rule Offense Offense Offense

Violating any
confidential
information or
knowledge received in

the course and scope From
. . . P verbal Written

of job, including, but warning to correct-
35. not limited to tasks armning ) Dismissal

— dismissal, ion to

associated with . o
X . . depending | dismissal
counseling, financial or
on offense

salary matters,
receiving and/or
recording
tithes/offerings, etc.

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 abovemployees may be teiimated forfailure to
respond to corrective actios progressive digpline. A record of disciplinary
actionwi | | be filed in the Employeebs p
twelve (12) months. After twelve (12) months, should there be moiog

disciplinary problems; the records will not count towarfigure disciplinary
action.

An Employee may file a reltial to the record of disciplinary actiomithin
five (5) days of receiving it. A xéew of the recorawill be done by the Church
Persom e | Commi ttee and the Employeeds
If the Church Personnel Committee and the Super agree that the discipline
was not apprajate, the record may be reduced, withdrawdismissed.
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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 amission 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 towargsodiner 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 weapon:
including, but not limited to, lockers, furniture, containers, drawers, equipment
or other facilities, lunch boxes, briefcases, personal bagss
personal toolboxes or tool kits,agking lots, Church

vehicles and personal vehicles parked on Church ’.-\‘\
premises.

If an Employee is injured while
participating in a fight or after instigatin \‘Q
a fight, then entitlement to worker
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 aitluding discharge for any of the following:

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

2. Use, possession, or sabé any weapon as described below the
worksite.

3. lllegal 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 subniito 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 s@ment 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 dtoyee 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 forReporting 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 ircit
Qh the report should be made directly to SeniorPastor.
B N Charges of workplace violence shall be investigated by the

immediate Supervisor (unless involved in the incident), in
conjuncton with the Associate Pastor of Business
Administration

To the exent possible, the confidentiality of
the individuals submitting or named by the

A complainant shall be maintained. However,
)l the Church has a responsibility to investigate
charges of workplace violence, and such
N investigation may include interviewing the
individual charged, and/or withesses. 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 contieledv.
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 eforkplace 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 inclindy disctarge 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 far ihtent of bodily injury
whenpossessed 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 lsiher motor vehicle, lunch box, locker, tool kit, bag, purse,
cabinets, office, etc.

Page28



This Policy covers all Employees of Manley Baptist Church, including
Temporary Employees, independent contractors or their Employees hired or
used by the Manley Baptist Gith 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 baof the Education, Music, Pastoral
and Administrative areale staffed during these timesSchedules may vary
based on ministrmeeds on a case by case bagis employee may not deviate
from the work schedule unless he or she has prior approval fesugiervisor.
Ongoing exceptions must be approved by the Associate Pastor of Business
Administration.

Overtime: From time to time, Eployees may be required to work overtime.
All overtime hoursmu s t be approved i nupaviserarn c e
Associate Pastor of Business Administratidrailure to obtain prior gpoval
for overtime work is a violation of Church policy, unless providing notice and
obtaining notice and obtaining advance approval is impracticable, and in such
ca®, noticeshall®é pr ovi ded upervisermpdpagtiecabldd s s

Non exempt mployees are to be paid time and one half/@) for all hours
worked that exceed forty (40) houwtaring the work week. Exemptrployees
are not eligible for overtime pay. A calcutat of overtime hours willonly
include hours worked and nbbliday, sick leave or vacation days taken during
the work week.

Time Clock

Non-exempt employees shall accurately document thej
hours of work each day. Failure to accurately document wd
time will result in inaccurate recording of hours 9‘,
as required by law. If an employee inaccuratef} &
documents his or her hours of work, th§ & 5
employee must immediately notify his/hen *é&
Supervisor. An employee may not clock in or out
for another employee. Viation of any time recording \'
procedures is a violation of Church policy and will result i
disciplinary action.
Employees are expected to clock out for meal breaks. Breaks may not be
combired and the time used togethefFor a shift that exceeds 10 houtise
employee may take a second unpaid one hour meal break if they chose.
Pay Periods
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Paychecks are written-aieekly for a pay period of two weeks beginning on
Saturday and ending on Friday. Paychecks are issued to employees by noor
Wednesday followinghe last day of the pay period.

Employees who qualify may request deductions fronr ttheecks for annuity,
flexible benefit plan, etc. See the Financial Administrative Assistant to
complete the necessary forms.

Before receiving the first paycheck, a nemployee must complete and sign
forms 19 and W4.

A biweekly salary advanceill 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 Supervisorand Business Administratowill be
‘L‘ responsible for appravg request foteave
A\

Regular attendance by all employees is absolutely

necessary. Absenteeism reduces the efficiency and
— quality of service and increases the wodd of other
employees and affects essential operations. For these
P 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

scheduledpaid time off or scheduled time off
without pay; and that has been approved at least seven (7) days in advance by al
appropriate supervisor.

Unscheduled Absence: Failure to work an assigned period of time without the
advance approval of an appropriateeswjsor.

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 vpankod
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 cotise@absences not
separated by one or more days of scheduled work (e.g., 2 consecutive days of
absences would be considered as one
is required to notify her/his immediate supervisor of any impending absence or
tadness as far in advance as possi bl
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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 renderthe employee unable to communicate their situation; acts of
nature such as fireflood etc. Failure by any employee to give proper
notification may result in disciplinary action.

In the case of any absence due personal illness or injuryof three
congecutive days or more, the employee may be required to provide, prior to
returning to wor k, a healthcare prov
return to work. Failure to provide such statements upon returning to work may
prevent the employee frotmeing 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
empl oyeeb6s supervisor must be noti fi
scheduled sffti If the supervisor cannot be reached, the business office may be
called at 588665. 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 swpsor 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, whict
cannot be ttended to outside working hours require leaving the job, permission
mu st be obtained from an e myllbegvene 6 s
as to the urgency of the request as well as the best time to leave the job with the
least impact.

Anemployeés i mmedi ate supervisor is res

1. Informing each employee of attendance, tardiness and reporting
requirements;

2. Maintaining awareness of each S
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 daybi-month upto 5 during their first
year and will be lggible for vacation after six
months employment. Thereafter vacation time
allowed will be:

210years 2 weekds
After 10yearsi3 week ds

Accumul ated vacation
to thenext year. Vacationis 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 fulltime employees is accrued at the rate of one working day
per month. Sick leave is accumulative at thee of twelve working days per
year to a maxnum of 65days 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 noedbéous
care for a sick family member, routine dental work, optical work or physical
checkups. Personal days may be used for these (see Personal Day policy) or
they may be arranged on empl oyeeds
employees must be perted 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
emploee 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 magt be accumulated.

Unpaid Leave

After one yearof employment, fultime employees are eligible t@quest
unpaid personal leave not to exceed six months. The employee must submit the
request in writing to their immediate supervisor. The period afeleaust 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. Emploges who are onnpaidpersonal leave of absence will not
accrueannual leave, or sick leave benefits.

Death/Bereavement

Full time employees will be provided up to five (5) consecutive scheduled
days paidbereavementeave following thedeath of an immedia family
me mber . Al mmedi at e fatfies mbtthey, Gpouseaghild,d e f i
brother, sister, grandchild, mothierlaw or fatherin-law of the employeand
any relative making his or her home with the employee.

Full time employees will be provideduo three (3)consecutive scheduled
days paidbereavemeneave following thedeath of an extended family member.
AExt ended F a mistepsiéter,stepbratherfstepmettter aadsstep
father.

Employees, who require more than the above allatted 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 receivene (1) hou unpaid meal period each
day. Parttime employees will receive one (1) thirty
minute meal period each day if they are schedule
for 6 hours or moreThis time is your own,
and you are free to use it as you see fit. =
Please always take the falllotted time t
for your meal period unlesadvised by Out o
your supervisor to do otherwise.

Employees are allowed two (2) fifteen L“N CH‘
(15) minutespaid rest breaks per shift. =
The rest breaks are taken on an informal
basis, when time permits. These re

periods are for your relaxation and refreshmdite 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-fifie basis is entitled to re
employment upon discharge from such service to ttiene 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 fopecial situations, will beentitled to such
benefits as requirebdy applicable laws and regulations.

Family Medical Leave

To be eligible for a leave of absence under the FamiyNaedical Leave Act
(FMLA) employee must:

1. Have worked for MBC for at least twelve (12) months, And
2. Have worked at leadt250 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. Careforaspmps e, child or parent with a
4

A serious health condition whichenders the employee unable to
perform the function of her/his position.

5. Hospital care: Inpatient care in a hospital, hospice or residential
medical care facilit, 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
peiod 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 physiciands assistant under
provider, or by a provider of healthcaservices (e.g. physical
therapist) under orders of or on referral by, a healthcare provider,
or

(b) Treatment by a healthcare provider on at leastameasion which
results in a regiment of continuing treatment under the supervision
of the healthcare pwider. Such planned treatment should be
schedlled so as to create minimuchi sr upti on t o t
work department.

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

8. Chronic conditions requiring treatment: A chronic coioditis one
which:

(a) Requires periodic visits for treatment by a healthcare provider, or
by a nurse or physicianbés assi
healthcare provider;

(b) Continues over ra extended period of time (including recurring
episodes oé 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 longnedue 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

Al zhei mer 8 s,, orthe terminabstages of & diseakee

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, ahealthcare provider, eithenrfrestorative surgery after 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 treatmentich as cancer (chemotherapy,
radiation, etc.), severe arthritis (physical therapy), or kidney disease
(dialysis).

FMLA | eaves for reasons fAl0 and fA20
month period beginning with the date of birth or placement. Iretleatboth
parents are employed by MBC, they may only take a combined period of 12
weeks during any 12 month period fot

FMLA | eave wil/ be count ed -nmbnthrperiody an
AfSerious dhéealbbnkd wmemans an illness, [
condition that involves one of the following:

| f the employeeds need for |l eave

employee must give MBC at least 30 days prior written notice. If this is not
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possble, 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 delmg the leave. MBC has Request for Family/Medli
Leave Act forms availableEmployees 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

relativebds serious heal tagpropiaienhdalthcareo n ,
provider must supply proper medical certification. When the empl®geests
leave MBC will notify the employee of the
requirement for medical certification and when A\
such certification is due (at least 15 days
after an employee eguests 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 b (

second healthcare provider dgsated by

MBC, if MBC reasonably doubts the&

medical certification provided by the N 1

empl oyee. I f the second healthcare
medical certification, MBC, at it expense may require a third, mutually
agreeable, health@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, amgcuued unused annual leave mfistt
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 danrygperiod of
unpaid FMLA leave.

During any approved FMLA | eave peri
medical plan benefits as if the employee were actively employed. When annual
leave time is substituted for unpaid FMLA leave, MBC will deduct the
empbyee 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 subnoitté8G
no later than the first day ofaeh calendar month. Medical plan coverage will
cease if the employéepremium 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 émburse 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 bey
At the end of the FMLAeave 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 identica
FMLA leave started in terms of pay benefits avatking conditions.

Maternity Leave

Female employees whose work absences are ordered by a medical doctor dut
to maternity care will be compensated according to the sick leave policy. Any
absence period in excess of those time periods will be unpgicbaisled by
either the Tennessee Maternity Leave Act or the Family and Medical Leave Act.

The Tennessee Matemiteave Act provides thamployees 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
supervier at least three months advance notice
prior to anticipated date of departure for mataity
leave and must g@xessthe intention to return to
full time employment after the period of maternity
leave. The foumonth period of alkence
includes any paigeriod 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 continuel 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 reemploymenar equivalent
position but not necessarily the same position.

Paid Holidays
Official holidays are shown in the schedule below:

NEW YEAI'S DAY, ettt aes January 1
MemMOrial DaY.........cuoeeeiiiiiiiie e e eeens Last Monday in May
INAEPENTENCE DAY......ccvviiiiiiiii i July 4
Labor Daylst Monday, September
ThanksgivingDay.............ccceevvvveevvvvivnnennnnnnnn..... Ath Thursday in November
Day After Thanksgiving..............ccccevvvvvvvvvnnennnnn..... Ath Friday in November
ChrStMAS DAY....uuuuiiiiieeiiiiiieeiiiii e December 25th
Day Before or Dayfter Christmas

L€ ToToo [l = g0 F- | Friday Before Easter
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