First Presbyterian Church of Napa, California

PERSONNEL POLICIES

CHURCH AND PRESBYTERIAN DAY SCHOOL STAFF

The First Presbyterian Church of Napa seeks to consistently attract, develop, motivate and retain the most competent staff possible to aid in the achievement of the objectives of the church.  This policy is established for the purpose of defining, regulating, and coordinating the personnel administration of this church.

The formulation and implementation of these policies are in accord with the Personnel Committee responsibilities, as approved by Session and described in the Session Handbook.  

These personnel policies apply to all staff/employees of Napa First Presbyterian Church except for the Pastor and Associate Pastor, whose terms of Call by the Congregation and Presbytery will apply.

The personnel policies shall be reviewed annually, at a special meeting of the Personnel Committee to be conducted by the head-of-staff.

These personnel policies were initially submitted to Session in April 1995, and approved by Session at its regular meeting held October 11, 1995.  This current revision was approved by Session on March 18, 2008.
ARTICLE I - EMPLOYMENT PROCEDURES

SELECTION OF APPLICANTS

All church applicants shall be screened and finalists interviewed by a Committee, which includes: the Head-of-Staff, the Session Committee Chair responsible for the services to be performed, and the Personnel Committee Chair.  The recommendations of the Committee will be forwarded to the Personnel Committee for review and compliance with the policies and procedures of Session.  The recommendations, when found in compliance, will be forwarded to Session for final approval and employment.

All Presbyterian Day School (PDS) applicants will submit an application to the director of the Day School by the date stipulated on the application form.  The director and 2 members of the PDS Board of Directors will interview candidates for employment.  The final candidate will be presented to the Board for their approval and then to the Personnel Committee for final approval.

Napa First Presbyterian Church is an Equal Opportunity Employer.  There will be no discrimination because of race, sex, color, marital status, nor will there be any maximum age restrictions for qualified applicants.

Either the employee or employer may terminate the employee’s employment for any lawful reason, or no reason, with or without advance notice, with or without cause, at any time.

All new employees are required to be fingerprinted and have a background check approved by the State Licensing Division of Health and Human Services and Community Care Licensing Division of the State of California.  All PDS employees must also have a current CPR and First Aid certification.
All employees working with children shall provide a current T.B. test.
All new PDS employees shall be required by the Personnel Committee to have a general physical examination to provide the Health Screening Report required for licensing.

Members employed by the church shall not serve on the Session of the church, nor participate in the determination of lay personnel policies and conditions of employment during the period of their employment.

Employee Classifications

Full Time Employees:  Full time employees are defined as those employees who are hired to work on a regular basis for 40 or more hours a week.  They are eligible for all benefits upon qualification.

Part Time Employees:  Part time employees are defined as those employees who are hired to work on a regular basis for less than 40 hours a week.  Those part time employees who work 25 hours a week or more are eligible for all benefits upon qualification.

Temporary Employees:

Temporary employees are hired for a definite time period and are not eligible for benefits. Temporary employees may work either part time or full time and are subject to the employment “at will” policy as are all employees.

Other Workers:

This handbook and all employee benefits do not apply to any other types of worker (i.e.: independent contractors, on call employees.)

Non-Exempt Employees:

Non-Exempt employees include all employees who are covered by the overtime provisions of the Federal Fair Labor Standards Act or state law.  Employees in this category are entitled to overtime pay in accordance with applicable law.  Such employees include, but are not limited to clerical and secretarial workers.

Exempt Employees: 

This category includes all employees who are not covered by the overtime provisions of the Federal Fair Labor Standards Act and state law.  Such employees include employees who qualify as executive, administrative or professional employees as defined under the law.

BENEFITS

All employees are entitled to the following benefits:

State Disability Insurance

California State Disability Insurance entitles you to collect income from the state when you are unable to work due to non-occupational illness or injury. If such circumstances arise, see the administrative coordinator or your doctor for SDI claim forms and information.

The State Law also requires that a percentage of your taxable wages be withheld from your paycheck and paid to California to finance the SDI fund.

Social Security

All non-clergy employees are covered under the provisions of the federal social security law (F.I.C.A.).  Social security benefits are intended to provide you with a portion of retirement income.  The church matches the amount of your wages deducted for Social Security taxes.  In addition, disability and survivor’s benefits are financed through social security deductions.

Unemployment Insurance

If your employment terminates, you may be eligible to receive unemployment insurance.  In most cases you must file a claim to collect this benefit.  

Workers Compensation

If you suffer a work related injury of illness, you may be eligible for benefits under the state’s worker compensation program.  If you are injured while working, please report it immediately to the Administrative Coordinator. You will complete a written report and will be contacted by the church’s insurer.

Severance Pay:  The Session of this church is not required to pay a severance allowance to a terminated employee.
Jury Duty:  An employee called for Jury Duty will receive their salary for up to two (2) weeks.  If the per diem is in excess of $25.00, the overage will be paid to the church.  Any Jury Duty longer than a two-week period will need prior approval by the Personnel Committee.

ADDITIONAL BENEFITS

Employees, who work a full-time or part-time schedule of twenty (25) hours per week and have satisfactorily completed a three (3) month orientation period, are then entitled to employee benefits.  Credit toward vacation and sick leave does accrue during the orientation period.  Employees who work less than twenty-five (25) hours per week shall not be eligible for employee benefits.

Health Insurance:  Health insurance benefits shall be offered to all eligible employees.

Presbyterian Day School Employees must reimburse the church for the cost of health insurance during the months the employee is not contracted to work in order to continue uninterrupted coverage.  Reimbursements must be remitted to the church office by the 1st of the each month for which the employee is being covered.
All employees are paid semi-monthly by check on the 15th and last day of the month.

EMPLOYEE LEAVE
Sick/Bereavement Leave:  The church will grant to all permanent employees a sickness allowance with pay of one working day per month.  There will be no cash payments for unused sick leave and sick leave may not be carried over into another year.  Sick leave may be used for doctor, dental, medical visits, and for family illness.  Church staff may take three (3) days of their accrued annual sick leave as personal time off. PDS Staff may take two (2) days of their accrued annual sick leave as personal time off.

Bereavement leave for up to three (3) days shall be given for death of immediate family members.  [Immediate family: mother, father, sister, brother, grandmother, grandfather, grandchild.]

Vacations:  Employees receiving benefits are given vacations with pay.  Vacation days may be accumulated up to one and one-half times an employee’s allotment of qualified days.  For example:  If an employee qualifies, by duration of employment, for ten (10) vacation days per year that employee may accumulate up to fifteen (15) days by carrying over five (5) unused days to the next year.  That employee’s maximum accumulation would be fifteen days (15) until they qualify for the next level of vacation allotment. 

Vacation plans for all employees by shall be approved by the Head-of-Staff with notice to the Personnel Committee.  Terminated personnel are paid for earned vacation time that has not been taken within the calendar year of termination.

The annual vacation allowance for service is:


6 months but less than 1 year ……………………
 5 working days


1 year but less than 5 years ……………………..
10 working days


5 years but less than 15 years …………………..
15 working days


Over 15 years  …………………………………….
20 working days

Employees hired prior to January 1, 1994, are not affected by the vacation allowance listed above.

Holidays for Church Staff:  When a holiday falls within the vacation week, an extra day may be added to the vacation period.  The salary for the vacation period will be based on the regular salary of the employee.

Employees receiving benefits will receive full pay for the following designated holidays, which are observed by this church.


New Year’s Eve  (1/2 day)
Independence Day


New Year’s Day
Labor Day


Martin Luther King, Jr. Birthday
Thanksgiving Day


President’s Day
Christmas Eve (1/2 day)


Memorial Day
Christmas Day

Holidays falling on Saturday will be observed the Friday prior to the holiday; holidays falling on Sunday will be observed on the Monday following the holiday.  If a staff member needs to work on a holiday (as arranged by the head-of-staff), then a “Make up” day may be taken at a later time agreed upon by the head-of-staff.

Holidays and Vacation Leave for Presbyterian Day School Staff:

All PDS staff members receive paid days off for all school vacation days/holidays as listed on the annual school calendar (based on the Napa Valley Unified School District holiday policy).  This includes 2 in-service days per school year.  PDS Staff are ineligible for additional vacation leave.
Sick Leave:  Although sick leave may not be accrued (carried over) from one year to the next; and although employees (including clergy staff) are allowed only twelve (12) paid sick leave days per year, these twelve (12) days may be taken at any time during a given calendar year.  If an employee terminates his/her employment for any reason before the end of the year, any sick days taken prior to approval will be deducted from the final paycheck.

By way of an extreme example:  If a person needed 12 days of sick leave during the first 12 working days of January, he/she would be paid for all 12 days.  In such a case, of course, the person would then have used all sick leave for the balance of the year.  It should also be noted that, in the example just given, should the person leave the employment of the church before the end of that calendar year, an adjustment in the person’s final paycheck would be made.  Thus, if the person had used all their 12 days of sick leave in January, and then left the church’s employment on June 30th, the final paycheck would be subject to a reduction for six (6) of the twelve (12) sick leave days taken in January, which could no longer be “earned back” during the balance of the year due to the termination of employment.

The reason for this is that sick leave is earned at the rate of one day for each calendar month during the year.  When more sick leave days are taken than have been earned by that time in the year (for example, eight (8) sick leave days taken by the end of May), then the days which have been taken in excess of the amount earned (3 days in the example just given) may be subject to reimbursement to the church if not “earned out” during the balance of the year  (such as the termination of employment in less than three months, as given in this example).

STANDARDS OF PERFORMANCE
Office Hours:  The church office hours are from 9:00 a.m. to 4:30 p.m., Monday through Friday.  Employees unable to report for work on time, or for the day because of illness or any other reason, should advise the church office in a timely manner.

Personal Phone Calls:  Employees are expected to hold all personal calls whether in the church line or on personal cell phones, to a minimum, consistent with appropriate courtesy and with due regard to the work that should be performed at the church.

Smoking:  Smoking is not allowed in the church in accordance with the Napa City No Smoking laws.

Time Off for Extra Hours Worked

An employee who works extra hours may take time off for all or part of the extra hours worked rather than receive additional pay, if the requirements listed below are met:

Approval for time off must be obtained from the employee’s supervisor, who will consider the Church’s needs.

The time worked and the time taken off must be within the same pay period. If the time worked is greater than eight hours in a day or 40 in a week, then overtime must be paid.

Working at Home:  Working at home is discouraged. Arrangements to work at home should be made in advance with the employee’s supervisor.

COMPUTERS AND OTHER OFFICE EQUIPMENT

The Church provides computers and other office equipment for the benefit of the Church’s employees.  The following policies apply to the Church’s computers and office equipment:

Access

Internet access is provided by the Church as a tool to improve communications, enhance research capabilities, and allow efficient access to information.  Full access to the Internet and World Wide Web is available in the office.  Misuse of these privileges will involve disciplinary action.

Proper Use

Internet access is owned by the Church.  Non-Church related use of the Internet access is restricted to the employee’s personal time (i.e., non-work hours).

Misuse

Misuse of Internet access, including but not limited to downloading inappropriate information or making any action deemed improper, may be considered misuse if handled inappropriately and/or privilege is abused and may result in discipline up to and including termination.

Adult Content

It is considered misuse of Church Internet privileges to search for or browse sites containing adult material.  It is against Church policy to download or distribute files containing adult or otherwise questionable material.

Security of Email

Internet messages are not encrypted after they leave the Church.  Although the probability of an Internet email being intercepted and subsequently disseminated publicly is small, sensitive documents should not be sent through the Internet without being labeled “confidential.”

FIREARM POLICY:  No firearms are permitted on the property of First Presbyterian Church except that of law enforcement officials.

PERFORMANCE REVIEW

New Employees
All new employees shall have a six (6) month performance review implemented in the same manner as the annual written performance review.

Regular Employee Evaluations

After completing the orientation period, regular employees are normally evaluated in the fourth quarter of each year.  More frequent reviews may be held at the discretion of the Personnel Committee or the Pastor.  An annual performance review will be held with the participation of the employee, designated supervisor, a member of the appropriate committee, and a member of the Personnel Committee.

Temporary Employee Evaluation

Temporary employees will not be evaluated under the orientation or regular employee evaluation cycles unless requested by the employee’s supervisor or by the Church. 

Presbyterian Day School Evaluation

An annual written performance review will be conducted between the employee, the PDS Director and 2 Board members in April or May.  A written performance evaluation and salary recommendation shall be forwarded to the Personnel Committee to be reviewed for conformity with the personnel policies of the church and for placement in the personnel files.

Pay Review

Along with a performance review, a pay review is held during the months of September and October, during the Church budget review process.  The Personnel Committee is responsible for recommending to the Session all proposed salary increases.

Any pay adjustment normally becomes effective the first day of January of the following year.

Self-Evaluation

During evaluations, each employee will complete a self-evaluation form.  The employees are requested to comment on work assignments, personal goals for the year and performance.  The completed self-evaluation is filed in the employee’s personnel file.

Employees are encouraged to discuss, at any time, problems or suggestions relating to their job assignments, office procedures, policies, or working relationships with their supervisors or the Pastor.  An employee should not wait until evaluation time to address these issues.

Resolving Disputes

Recognizing that differences may arise between the employee and the Church during the employment relationship, employees are encouraged to find an acceptable solution by first attempting to resolve the issue(s) with his or her supervisor.

If the issue(s) remain unresolved, employees are encouraged to present a clear and concise account of the unresolved issue(s) to the Pastor, within a reasonable period of time of the occurrence of the circumstances, and he or she will attempt to facilitate a resolution of the issue(s).

Employees are also encouraged to contact a member of the Personnel Committee to assist in a dispute. If the dispute involves the pastor a member of the Personnel Committee should be contacted.

Personnel File

A personnel file will be established for each employee.  Personnel files are confidential, with normal access only by the Pastor and the Personnel Committee.  However, each employee may review his or her own file during regular business hours, under supervision as designated by the Personnel Committee.  Employees are allowed to place any comments, suggestions, or criticisms in their personnel file.

The file should contain the following:

· Employment application and personal date.  Personal data should be kept to a minimum, e.g. name, address, telephone number, emergency contact, and employment date.

· Current job description.

· Work objectives set forth at most recent review.

· Copies of past performance reviews.

· Documentation and notices of unsatisfactory performance or items not yet resolved.

· Salary record; date and amount of increase.

· Vacation record; earned and used.

· Sick leave; earned and used.

· Study leave; earned and used.

ARTICLE II - SEXUAL HARASSMENT, MISCONDUCT, AND CRIMINAL SEXUAL ACTIONS
All employees and volunteers have a right to work in an environment free of sexual harassment.  The church is committed to creating and maintaining a work place free of sexual harassment, sexual misconduct, and/or criminal sexual behavior.  The church seeks to make every employee and volunteer aware that the church forbids sexual harassment and that such behavior is prohibited both by law and by church policy.  The church intends to take whatever action is needed to prevent, correct, and if necessary, discipline behavior that violates this policy.  This policy applies to all officers, employees and volunteers without exception.  Any employee who violates this policy is subject to discipline, including discharge.  A volunteer who violates this policy will be relieved of volunteer duties.

Unwelcome sexual advances, requests for sexual favors, and/or other verbal or physical conduct of a sexual nature constitute sexual harassment.  Such conduct is especially offensive when:

1.  Submission to such conduct is made either explicitly or implicitly a term or condition of an individual’s employment;

2.  Submission to or rejection of such conduct by an individual is used as the basis for decision-making surrounding employment or volunteer status; or,

3.  Such conduct has the purpose or effect of unreasonably interfering with an individual’s work or volunteer performance, or creating an intimidating, hostile, or offensive environment based on the declared judgment of the affected individual.

This policy prohibits harassment in any form, including verbal, physical, and visual harassment.

The Session strongly urges every employee and/or volunteer to report any incident, including work-related harassment by employees, officers, volunteers, or any other person, either to the head-of-staff or to the Chair of the Personnel Committee.

The Session emphasizes that an employee is not required to complain first to his/her supervisor if that person is the individual who is harassing the employee.  The Session will investigate all claims thoroughly and promptly, and will conduct its investigation in the strictest confidence.  In the case of employees, if harassment is established, the Session will discipline the offender.  Such discipline may include discharge, except in the case of ordained pastoral staff, which is subject to the jurisdiction of the Presbytery of the Redwoods in matters of sexual misconduct.  Timely notice will be given to the Presbytery following Session investigation.  Charges of criminal sexual misconduct will be immediately reported to the Presbytery and the appropriate Law-Enforcement agency, simultaneously.

All actions relative to charges will conform to the standards of the Rules of Discipline and other relevant portions of The Book of Order.

ARTICLE III - SAFETY:  INJURY AND ILLNESS-PREVENTION PROGRAM
1.  Safe Work Policy.  The safety policy of First Presbyterian Church of Napa is to:

a.  Provide for healthy and safe work conditions, practices, and procedures for all church employees.

b.  Initiate corrective action on all reported or observed unsafe/unhealthy work conditions, in a timely manner.

c.  Encourage employees to report hazardous conditions or operations without fear of reprisal.

d.  Cease facility operations when serious injury or illness could occur due to an un-safe/unhealthy work environment.

2.  Authority and Responsibility:

a.  Program Implementation.   The Session will ensure the implementation of the California Code of Regulation, Title 8, and provide for the initial inspection of the Injury and Illness Prevention Program of the First Presbyterian Church of Napa.

b.  Program Oversight.  The program will be overseen by the chairs of the Personnel Committee and the Buildings/Grounds Committee (Program Overseers), who will make quarterly reports to the Session on work place conditions.  The chairs will liaison with the head-of-staff and safety inspectors.

c.  Program Management.  The head-of-staff will manage the program on a daily basis.  Such management will include:

1.  On-site observation of safe working conditions and practices;

2.  Receiving complaints on unsafe or unhealthy working conditions;

3.  Initiating corrective action in a timely manner, and following-up to ensure correction;

4.  Immediately notifying the Program Overseers of conditions which could or have caused serious personnel injury or illness;

5.  Maintaining a Log of safety complaints, unsafe or unhealthy working conditions.  The Log will “what, where, when, who” and “why”.

6.  Investigating occupational injuries or illnesses.

7.  Conducting initial and periodic safety training and maintaining records of same.

Persons designated by the head-of-staff will be responsible for the establishment and the success of the church’s Injury and Illness Prevention program.  As such, it is very important that they maintain safe and healthful working conditions for the employees and volunteers.  They must be familiar with the safety and health hazards to which the employees/ volunteers may be exposed; know how to recognize hazards, the potential effects these hazards may have on employees, and the rules, procedures and work practices for controlling exposure to these hazards.  To do this, they must:

a)  Set good examples.

b)  Instruct employees/ volunteers and make sure they understand the following:

· The success of the church’s Injury and Illness Prevention program depends on their actions, as well as their supervisor’s actions;

· The safe work practices required for their jobs, and how these procedures protect them against exposure;

· When personal protective equipment is required or needed, how to use t, and how to maintain it in good condition;

· What to do if emergencies occur in the workplace.

c)  Investigate accidents and take corrective actions.

d)  Employee/ Volunteer Responsibility.  Employees and volunteer workers will comply with safe and healthy work practices.  They will report any hazardous work conditions to the church secretary.  Failure to do so could result in disciplinary action.

3.  Identification/Correction of Work Place Hazards:

a. The following are potential work place hazards; employees should exercise care and caution when using them or when around them:

Office Area:

Electric staplers; copy machine; folding machine; and flammable/combustible materials. (See Storage and Use).


Playground:

Children’s playground equipment.

Kitchen:

Stoves and other electrical appliances.  Cleaning solvents.

Furnace Room:

Furnace and flammable or combustible materials.  Ladders.


Chancel:

Lighted candles.

Material Safety Data sheets will be posted near hazardous material.  The head-of-staff will ensure that all employees/volunteers are aware of the safety and health hazards associated with their jobs.  A copy of the Material Safety Data sheets will be kept in the Safety files.

b.  Any employee or volunteer worker is urged to identify unsafe or unhealthy working conditions.  Such identification can be made orally or in writing, to the church secretary.  Life-threatening, serious injury, or illness-causing conditions must be reported immediately.

c.  The head-of-staff, who will be instructed in safety and health by the Program Overseers and the insurance carrier’s representative, is responsible for correcting work place hazards in a timely manner.  Hazards will be corrected with the most serious ones given priority.  Employees will be protected from serious or imminent hazards until the hazards are corrected. In the absence of the head-of-staff, the church sexton or the church secretary will notify the Chairs (Program Overseers) to initiate corrective action.

4.  Safety Inspections

a.  The head-of-staff will incorporate routine safety inspections during the daily course of operations, i.e. ensure that exits are not blocked; electrical outlets are not overloaded; combustible/flammable material is kept clear of appliances and office machines; coffee makers unplugged at the end of the day, etc.

b.  The head-of-staff will conduct walk-through inspections once a month, using the church’s Self-Inspection Check List.  This check list will serve as:

1.  Notice of safety deficiencies; and,

2.  A record of compliance for monitoring work place safety.

c.  Any reported unsafe or unhealthy work conditions will be inspected by the head-of-staff or his/her designee within 24 hours of notification of the safety deficiency.  Life-threatening/serious injury conditions will be inspected immediately.

5.  Occupational Injuries/ Illnesses

a.  Injuries -  Injuries or near-miss injuries will be thoroughly investigated by the head-of-staff.  Such investigation will be documented on the church’s Accident Investigation Report form.

b.  Illnesses -  All employees/volunteers are expected to observe good personal hygiene and to maintain healthy lifestyles.  Should an employee or volunteer become ill while on the job, he or she should advise the head-of-staff or, in his/her absence, the church secretary.  The employee or volunteer is expected to go home if the illness prevents him/her from performing the duties assigned, or if the illness is contagious, such as the flu, measles, etc.  If the employee or volunteer is diagnosed with a highly contagious disease, such as measles or hepatitis, the employee/volunteer will immediately notify the head-of-staff so that necessary notifications and actions can be done quickly.  Employees/volunteers who become ill before the start of their workday are expected to call the church secretary as soon as possible, so that appropriate substitutes or cancellations can be effected.

c.  Recognition -  Appropriate recognition may be made for those employees, volunteers or work groups that maintain exceptional safety records throughout the year.
ARTICLE IV - EMERGENCY PLANS

Specific actions need to be taken during the emergencies listed below.  The head-of-staff will ensure refresher training is conducted on each of these emergencies, and new employees will receive instruction on their first day of work.

Fire Emergency Plan:
1.  Always check for emergency exits when working or visiting a building, so you are better able to evacuate when necessary.

2.  When fire occurs, keep calm.  Remember what you learned in your fire drills.

3.  Assess the situation and call the Fire Department immediately.  If the fire is small, use the fire extinguisher to try to put it out.

4.  Alert others in the building and calmly move them to a safer area outside the building.  Remember, if you have time, to check bathrooms,  or any other area where people may be and not hear the warning.

5.  Evacuate the area if you are in immediate danger.  Be especially aware of small children and or handicapped persons (sic “in the area” … and assist them in evacuation.)  Once the area has been evacuated, be sure to check and account for all persons.

6.  If in a room filled with smoke, stay close to the floor for easier breathing.  Stay next to walls for direction.  Before opening a closed door, feel its surface or the doorknob.  If the door is warm, there is probably fire on the other side.  Do not open the door, but seek another escape exit.

7.  If you move from one room to another, close doors behind you to help contain the fire.  Do not lock doors in case you or someone else needs to re-enter or exit through it.

8.  Do not run down stairways.  Keep to the right so as not to run into fire/rescue workers.

9.  Do not re-enter the building or room unless authorized to do so by firefighters.

Earthquake Emergency Plan:
1.  Conduct earthquake drills periodically to help avoid panic and to familiarize people with actions they should take.

2.  Be aware of objects located up high so you can avoid them during an earthquake, if they cannot be relocated or secured prior to an earthquake.

3.  Be aware of sturdy furniture - desk, table, and pew benches - located away from windows, so that you can get under them quickly if an earthquake strikes.  Duck under the furniture, cover your head, and hold on to the furniture in case it moves during the earthquake.

4.  Identify permanent doorways or walls to stand under or brace you against during earthquakes.

5.  Stay inside the building, rather than run outside and risk the danger of flying objects.  If already outside when the earthquake hits, move to an open area, away from buildings and power lines.

6.  Stay away from glass windows.

7.  After the quake, check the area and people around you for more danger or injuries.  Do not touch electrical wires.  Do not smoke or light matches; there could be gas leaks.

8.  Listen for instructions from church officials or emergency workers. Keep phone lines open for emergency communication.

Bomb Threat Emergency Plan:
1.  Treat all bomb threats as serious danger.

2.  Remain calm; panic will cause others to panic.

3.  If a bomb threat is received in written form, handle it carefully for police examination and report it to your supervisor or the church office immediately.  Evacuate the premises if necessary.

4.  If a bomb threat is received via a phone call, listen carefully for descriptive traits of the caller and any background noises.  Keep the caller talking while, at the same time; try to let a co-worker know the nature of the call.  Try to get as much information as possible from the caller and take notes for police investigation.

Ask the following questions of the person making the threat:


WHERE IS THE BOMB LOCATED?


WHY HAS IT BEEN PLACED HERE?


WHAT TIME IS IT SET TO GO OFF?  (a.m. or p.m.?)


WHAT TYPE AND SIZE BOMB IS IT?


DID YOU MAKE THE BOMB?

5.  If you see a suspicious letter or package, do not touch it.  Report it to your supervisor or the church office.  Alert co-workers/church visitors to stay away from the area of the package.

6.  If evacuation is ordered by anyone, leave the area immediately, but orderly.  Do not touch any electrical switches.

7.   Stay alert for suspicious-look objects or people behaving suspiciously.

Civil Disturbance Plan:
1.  If a large gang or mob develops near or on the church property, remain calm and notify the church office immediately.

2.  Once notified, the head-of-staff - or in his/her absence, the secretary or sexton - will take immediate action to protect the staff and/or church visitors by:

a.  Calling the police, if they are not already at the scene.

b.  Getting the staff, church visitors, and preschool children into the building(s) and locking the doors.

c.  Directing the staff and visitors to stay away from windows in case objects are thrown from outside, and break the windows.

3.  DO NOT GET INVOLVED in the disturbance.  Remain detached so that demonstrators do not get more aggressive.  If demonstrators gain access to your area, avoid actions or verbal responses that could provoke the situation.

4.  If disturbances occur during preschool session hours, attempts should be made to advise parents by phone of the situation.  As the parents to stay near the phone until the civil authorities say it is safe to allow traffic near the church.

Severe Adverse Weather Conditions:

1.  If at the church when severe storms develop, stay indoors, away from glass windows.  Attempt to call home to advise family or friends of your whereabouts and intentions.  Do not attempt to use the telephone, watch television, or use electrical appliances during electrical storms.

2.  When it is safe to leave the building, travel to your home or to the nearest family or friends.  You should plan alternate routes home in case severe flooding or other disaster(s) has blocked your regularly traveled route.  Ensure that someone at the church or a family member or friend knows of your intended travel, so they can look for you if you do not reach your intended destination.

3.  Listen to local radio stations for specific information and instructions.

4.  If you notice any storm damage in or around the church building, advise your supervisor or the church office.  Stay away from the electrical fixtures or outlets if water is leaking around these areas.  Report the situation immediately to the church office.

PAGE  
12
Updated  March 2008

