6. PERSONNEL POLICY AND PROCEDURES

6.1. PREFACE
This organization shall be known as the Tar River Baptist Association.  It shall be the purpose of the Association to promote the Kingdom of God on earth in compliance with New Testament principles; to encourage cooperation with the Baptist State Convention of North Carolina and the Southern Baptist Convention; to promote unity, growth, and fellowship among the member churches; and, to carry out properly these purposes and other necessary purposes and activities of the Association.

We are glad that you are one of us, and we believe you will find great satisfaction in the work you do and the service you render.  The work of the Tar River Baptist Association is a witness to the world to the glory of Christ through missions, evangelism, ministry, and training.  

The Association is committed to and engaged in the important business of assisting churches to fulfill their mission by providing opportunities for individual and collective participation in missions, evangelism, ministry, and training to the glory of God.

It is the desire of the Tar River Baptist Association to provide fair, equitable treatment and reasonable conditions of employment for all its employees.  The following Policy and Procedures concerning personnel are set forth for use by the Associational Missionary, Personnel Committee and the Executive Board.

6.2. PURPOSE
The Personnel Committee shall act as the official agent of the Association in the overall administration of the personnel program which shall apply to all its employees.  The Personnel Committee shall be responsible for recommending to the Executive Board the official personnel policy, changes and/or revisions in policy, whenever it is deemed necessary for the betterment of employee/Association relationships.

6.2.1. Selection and employment of Personnel
6.2.1.1. The election of an Associational Missionary shall be in accordance with the provisions set forth in the By-Laws, Articles XIV, Section 4.b.
6.2.1.2. All other personnel shall be selected and employed as follows:

When a vacancy occurs the Personnel Committee will interview and screen applicants.  The Personnel Committee, working with the Associational Missionary, will make a recommendation to the Executive Board as to qualifications of the applicant and proposed salary and fringe benefits.  Upon approval by the Executive Board, employment will be offered to the applicant.

6.2.2. The Associational Missionary shall be the chief administrative officer of the Associational Staff.  He is responsible for defining all duties and responsibilities, and for providing overall supervision of all staff and volunteers. 

6.2.3. The Personnel Committee shall be responsible for the maintenance of Personnel Policy and Procedures.  Its members shall be responsible for reviewing job descriptions annually and recommending changes as necessary to the Executive Board.

6.3. STANDARDS OF CONDUCT
We believe the Scriptures establish basic principles to guide the actions and attitudes of a Christian and that it is the responsibility of each Christian to glorify God through the application of these principles.

We believe the life of a Christian, empowered by the Holy Spirit, is characterized by love for and dependence upon God and love toward all people. A Christian loves others by sharing their burdens, forgiving their personal offenses and seeking to restore them to fellowship with the Lord, demonstrating the fruit of the Spirit – love, joy, peace, patience, kindness, goodness, faithfulness, gentleness and self control.

We believe that a Christian must strive to live a life in which Christ is Lord of all thoughts, actions and words. A Christian must recognize that there are actions and attitudes that are inconsistent and inappropriate. A Christian led by the Holy Spirit will, after prayer and studying the Scriptures, exercise freedom responsibly with loving regard for the sensitivities and weaknesses of others. We believe that, based on the Scriptures, we must refrain from such practices as sexual impurity and marital infidelity, as well as gossiping, drunkenness and other excesses.

In addition, many believe that certain activities, though not specifically prohibited in Scripture, are detrimental to our individual and corporate lives and the witness of our Association in our community. These activities include selling and using all forms of habituating drugs, tobacco, alcohol, and narcotics except those used for medicinal purposes; viewing and participating in the activities of organizations which are inconsistent with the Gospel of Christ.

6.4. GENERAL PRINCIPLES
6.4.1. The Associational Missionary is the “chief of staff” to whom all staff, salaried workers, and volunteers are responsible.  If an employee has a grievance (complaint) they must follow the grievance procedure in filing their complaint (See Section 6.6.6.) The entire program shall be planned and correlated under the supervision and leadership of the Associational Missionary.  
6.4.2. Conduct Expectations - All employees are expected to conduct their personal lives outside of work in accordance with the high standards of biblical teaching. The personal life of an Association employee not only affects the employee's ability to command respect and do his or her job, it also reflects upon and affects the entire ministry of the Association. For this reason, personal conduct by an employee that is immoral, unethical, or otherwise not in accordance with Scripture may be grounds for disciplinary action, including dismissal.

6.4.3. Harassment - Tar River Baptist Association is an employer covered by Title VII of the Civil Rights Act and is committed to providing a work environment in keeping with Christian principles and free of unlawful harassment.  Tar River Baptist Association policy prohibits sexual harassment and harassment because of race, color, national origin, ancestry, physical or mental disability, medical condition, marital status, age or any other basis protected by federal, state, or local law, ordinance, or regulation. Tar River Baptist Association anti-harassment policy applies to all persons involved in the operation of Tar River Baptist Association and prohibits unlawful harassment by any employee or volunteer worker of the Association, including supervisors and co-workers.  Tar River Baptist Association is committed to taking seriously any allegations of harassment and all claims will be investigated by the Personnel Committee.  An employee may file a complaint directly with the Equal Employment Opportunity Commission which will investigate the allegations.  The Federal Equal Employment Opportunity Commission investigates and prosecutes complaints of prohibited harassment in employment. Any employee who believes that prohibited harassment has occurred or who believes that retaliation for resisting or filing a complaint has occurred may file a complaint with the appropriate federal agency. The nearest offices for the federal agencies are listed in the telephone book.  

6.5. GENERAL REQUIREMENTS
6.5.1. Staff members are expected to know how to maintain confidences, refrain from discussing confidential matters relating to the work of the Association, and sign a statement of confidentiality. 
6.5.2. Staff members are expected to work together in a harmonious and cooperative spirit.  Christian leaders should set a worthy example of friendly working relationships.
6.5.3. It is the responsibility of all staff to maintain a cooperative attitude and support any decisions made by the Association.
6.5.4. Staff member must be an active supportive member of a Tar River Baptist Association church.
6.5.5. The failure of any salaried employee to adhere to the principles set forth in Section C and D of these General Employment Policies shall be considered sufficient cause for the termination of services.

6.6. GENERAL PROVISIONS

6.6.1. General Duties - The general duties of the Associational staff, the amount of salary, and other employment consideration shall be agreed upon at the time of employment.  Because of the nature of Associational events, the work schedule may be adjusted by the Associational Missionary or Executive Board.

6.6.2. New Employees - All new employees are subject to a 90-day probationary period.  During this time the overall performance of the employee will be evaluated by the Associational Missionary and the Personnel Committee.  A probationary employee may be terminated at any time during the 90 days probation if performance is deemed unsatisfactory with no separation pay.  At the end of 90 days the employee will become a regular employee.  All employees shall be subject to an annual review by the Personnel Committee.
6.6.3. Working Schedule - The following working schedule shall be followed:

6.6.3.1. Office Hours – Actual working hours will be 8:00 a.m. to 4:30 p.m.  Office hours shall be 8:30 a.m. – 4:30 p.m., Monday through Friday.  A thirty minute lunch will be from 12:00 – 12:30 p.m., daily.  Each employee is entitled to a 10 minute break in the morning and a 10 minute break in the afternoon, not to be combined with lunch.  In the case of inclement weather, the Associational Missionary will make a decision on the safety of driving and will contact staff as to closing the office or delaying office hours.  If a staff person chooses not to work that day if the office is open, the hours will be deducted from vacation.  In the event a vacation day is not applicable, arrangements may be made with the Associational Missionary to make up that day.
6.6.3.2. Work Week - The work week of the Associational Missionary/Ministerial Staff, exempt under the Fair Labor Standards Act (FLSA), shall be whatever hours are necessary to do the job.  The work week of other full time staff, not exempt under the FLSA, shall be a five day work week with a minimum of 40 hours.  The work week of part-time employees shall be set by the Associational Missionary, and/or the Personnel Committee.

6.6.3.3. Holidays - The following nine days will be allowed as paid holidays.  If the holiday falls on Saturday, the preceding Friday will be taken off and if on Sunday, the following Monday.
6.6.3.3.1. New Year’s Day; Easter Monday; Memorial Day; Independence Day; Labor Day; Thanksgiving (Thursday and Friday); and Christmas Eve and Christmas Day.

6.6.3.4. Vacations
6.6.3.4.1. Full time Associational staff members shall be entitled to receive vacation with pay on the following basis:
After six months of continuous service; one (1) week.
After the first year of continuous service and up to a total of five years of continuous service; two (2) weeks vacation per year.
After five years of continuous service; three (3) weeks vacation per year.
6.6.3.4.2. Associational Missionary shall be entitled to receive vacation with pay on the following basis:
Three weeks per year for the first five years of service.
After five years; four weeks annually.
6.6.3.4.3. Guidelines for Vacations
Vacations must be taken in the year earned.
Vacations must be scheduled with approval of the Associational Missionary.
Vacations will be scheduled so that the program of the Association is least interrupted.
Two or more weeks of consecutive vacation time must be approved by the Associational Missionary and/or the Personnel Committee.
Vacations shall be taken as actual time off with no provisions for working a vacation week and receiving regular salary plus vacation salary.
Any vacation earned, but not taken as of termination of employment, will be paid for by the Association.
6.6.3.5. Sick Leave - Full time Associational staff members will be granted sick leave in accordance with the provisions of this section. 
6.6.3.5.1. Staff members will be allowed up to twelve days of sick leave per year.  Sick leave is earned at a rate of one day per month.
6.6.3.5.2. Accrued Sick Leave – Unused accrued sick leave may be carried from one year to the next, up to a maximum of 90 days.
6.6.3.5.3. Sick leave may be granted by the Associational Missionary or the Personnel Committee for instances of personal illness or necessary medical and dental appointments.
6.6.3.5.4. Unused sick days are not payable in cash or in any other form of compensation.  Unused sick days shall not be compensated in any manner should the staff member leave the Association either through termination or resignation.
6.6.3.5.5. Sick leave may be granted only for absences which occur on a scheduled work day.  Sick leave shall not be granted in lieu of a holiday or scheduled vacation day unless all sick leave has been exhausted.
6.6.3.5.6. Necessary absences because of illness and/or medical appointments in the family (mother, father, brother, sister, wife, husband, or child) will be considered the same as sick leave.
6.6.3.5.7. Extraordinary illnesses that involve the need for further consideration than the guidelines given here will be dealt with through recommendation of the Associational Missionary, Personnel Committee and presented to the Executive Board for approval.
6.6.3.6. Other considerations for Associational Full Time Staff members
6.6.3.6.1. Deaths – Time off with pay up to three days in the event of the death of their own immediate family members (Husband, wife child, brother, sister, parent, Grandparent)
6.6.3.6.2. Civic Duties- All full time staff members are to be paid for jury or witness duty.  Any funds received by the employee will be transferred to the Association or if the employee chooses to keep the reimbursement the time spent equal to the compensation will be counted as vacation days.
6.6.3.6.3. Revivals, Self-Improvement, and Denominational Service
All ministerial staff members are entitled to two weeks per year for revivals, assisting other churches, or leading conferences outside the Association.

Reasonable participation is encouraged in conferences, conventions, and other types of events that inform the staff members of developments in their fields and to provide leadership in denominational activities.  When possible, these absences should not conflict with the program of the Association and performance of regular duties.

The time the Associational Missionary spends attending conventions, conferences, seminars etc. will not be classified as vacation or unpaid leave.
6.6.4. Termination and Resignation of Ministerial Staff – The Executive Board of the Association shall review and act on any recommendation, from the Personnel Committee, to discipline or dismiss ministerial staff.
6.6.4.1. Such proceedings shall be bathed in prayer.
6.6.4.2. A concern to be loving, fair, and true to our faith and witness shall permeate this process.
6.6.4.3. The advisability of bringing in an outside mediator may be considered.
6.6.4.4. Decisions to discipline or dismiss ministerial staff shall be made by two-thirds vote of member’s present and voting in a special called meeting of the Executive Board.
6.6.4.5. When a decision to dismiss is made, thirty days salary and benefits shall be given to departing staff.  In the case of moral or ethical failure, no salary or benefits will be given beyond the dismissal date.  No separation packages or benefits may be given beyond the pre-approved written policy.  The departing staff will discontinue work performance on the official date of dismissal.
6.6.4.6. Termination of Other Members – Other staff members can be dismissed at the direction of the Executive Board after consultation with the Personnel Committee and the Associational Missionary.  At least one week’s salary and benefits shall be given to terminated staff with the exception that if termination is due to some ethical or moral failure, no separation benefits will be given.
6.6.4.7. Voluntary Separations of Staff – Associational Missionary shall give at least 30 days notice.  All other staff members shall give at least two weeks notice.

6.6.4.8.  Upon separation of any employee, by resignation or termination the employee will be compensated for any unused accrued vacation time.  No sick days or other benefits will be compensated beyond the last day of employment.  Before receiving the final paycheck the employee and the Associational Missionary will sign a finalization of separation agreement.
6.6.5. Insurance – The insurance program for the Associational Full Time Staff Members will be provided at a rate recommended by the Personnel and Finance Committees and as approved by the Association in the annual budget.  The Personnel Committee will recommend to the Finance Committee the amount of a reasonable policy.  Should the employee desire a policy with higher benefits and or less deductible, the employee may pay the additional cost.
6.6.6. Grievances - If an employee has a grievance (complaint), the employee should share the concern with the Associational Missionary.  If the employee is not satisfied with the decision of the Associational Missionary, the employee may appeal to the Personnel Committee in writing after notifying the Associational Missionary of the intention to ask for an appeal.  The Personnel Committee shall not hear grievances from employees who cannot verify that they have talked with the Associational Missionary and that they have made the Associational Missionary aware of their appeal.  If the employee feels that the Personnel Committee has not responded appropriately to their grievance an appeal may be made to a called or regular meeting of the Executive Board.  The employee must furnish documented evidence of the grievance in advance.  The Executive Board will not receive grievances from any employee who has not followed the aforementioned process.
6.7. OFFICE STANDARDS AND PROCEDURES
6.7.1. Punctuality and Attendance - Because you are an essential member of our team and teamwork is important, the Association expects you to be prompt and regular in attendance. You are expected to be ready to begin work at the time your work schedule begins. If you are unable to report to work at the assigned time for any reason, you are expected to call the Associational office or contact the Associational Missionary as soon as possible.
6.7.2. Dress Standards - Personal appearance should be a matter of concern for each employee. Your personal appearance reflects not only on you as an individual, but on the Association as well.  We expect you to take pride in your appearance and strive to achieve a positive, business-like image when representing the Association.  Dress for all employees should be professional, modest and appropriate for the type work you perform.  Anyone who violates this standard will be subject to disciplinary action.
6.7.3. Reports and Records - Staff, both support and Associational Missionary, may be requested to file periodic reports on their activities and projects to the Personnel Committee.  All non-exempt staff must complete monthly time sheets as developed by the Personnel Committee.
6.7.4. Bonding - The Personnel Committee may require the bonding of certain employees who handle substantial Association funds.
6.7.5. Keys - You will be issued keys necessary for your work area(s). Keys are to be carefully guarded. You should exercise care in allowing individuals into the Association facilities. Do not duplicate the keys. Immediately report any lost key to the Associational Missionary.
6.7.6. Telephones - You will be assigned a telephone, a telephone extension, and if appropriate a long distance authorization/accounting code. Personal use of telephones is discouraged.  Personal long-distance calls from office phones should be charged to your personal phone or credit card.
6.7.7. Security - The security of facilities as well as the welfare of our members, regular attendees, employees, and visitors requires that every individual be constantly aware of potential security risks. You should immediately notify the Associational Missionary when unknown persons are acting in a suspicious manner in or around the facility. Files, desk drawers and other places where confidential or valuable materials are kept should be locked when no one is in the office. Access to another person's office is not permitted without prior permission and approval of the office occupant.
6.7.8. Health and Safety - Every employee is responsible for the safety of her- or himself as well as others in the workplace. To achieve our goal of maintaining a safe workplace, everyone must be safety conscious at all times.  The Associational Missionary is the designated Tar River Baptist Association Office building Safety Officer.  The Safety Officer is responsible to ensure all safety checks are conducted in accordance to local, state and federal code.
6.7.9. Children in the Office - Children should not normally be brought to the office by employees during the times when they are working. The work environment is not suited for the care or safety of children, and children should not be placed in other facilities in the Association while their parent is at work. On those special circumstances when an emergency arises, with the prior approval of the Associational Missionary, employees may be permitted to bring their children to work.  Children who are volunteers are the exception to this rule as long as adult supervision is present.
6.7.10. Confidentiality - As an employee, you may have access to confidential information regarding the finances, operations, vision, and future of the Association. You may also know or be informed of personal information about an Association member, visitor, job applicant or fellow employee. The ability to keep information confidential is a required element of employment. Any violation of confidentiality seriously injures the Association's reputation and effectiveness. Discussion of information relating to Association business will be limited to those officially concerned. These matters should never be discussed outside official/professional channels including family and fellow employees. If you are questioned by someone, and you are concerned about the appropriateness of giving them certain information, remember that you are not required to answer. Instead, as politely as possible, refer the request to the Associational Missionary or other Association leadership.  No one is permitted to remove or make copies of any Association records, reports or documents for other than official Association business without prior approval of the Associational Missionary or the Executive Board.
6.7.11. Use of Association Property, Equipment and Supplies - The Association retains the right of access at all times to any Association property including employee offices, work stations, filing cabinets, desks, credenzas, and any other Association property at its discretion, with or without advance notice or consent. Such access would also include records, documents, files, schedules, ledgers, etc.  Association supplies, copying machines, A/V equipment, tools, and other equipment are for use in the ministry of the Association and not for personal use by members, attendees and employees. Use of any Association equipment must be approved by those responsible for the equipment or the Associational Missionary.
6.7.12.   Smoking Policy - Smoking is not allowed on any of the Association's property.
6.7.13. Copyright Policy - The Association is committed to respecting all copyrights and prohibits staff or volunteers from any forms of copyright infringements. Association-owned copy machines; computers, tape duplicators, sound-recording devices or any other forms of duplicating or reproducing equipment should not be used to copy or reproduce any forms of copyrighted materials for ministry or personal use. If any questions arise regarding appropriate copying, employees and others may seek direction from the Associational Missionary.
6.7.14. Employee Personal Business Promotion and/or Sales - Employees, immediate family members of employees, or businesses operated by employees or family members may not directly sell merchandise to employees, Association members or visitors during normal working hours. Furthermore, sales may not be made at Association-related functions. Any purchases of merchandise by the Association for the Association’s ministry from employees or their family must be handled through the normal purchasing procedures of the Association.
6.7.15. Personnel Files and Access - The Association maintains current and accurate information about each employee. Employees are expected to keep the Association informed of changes to their name, address, phone number, marital status, person to notify in case of emergency, etc. Personnel files will include the following types of employee information (list is not all inclusive):
6.7.15.1. Position description
6.7.15.2. Employment application and other forms completed by applicant
6.7.15.3. Authorization of Association or its agent to conduct a background check of the individual

6.7.15.4. Background checks
6.7.15.5. Offer of employment
6.7.15.6. Personal information form including emergency-notification information
6.7.15.7. IRS Form W-4 and other withholding forms or authorizations
6.7.15.8. Acknowledged receipt of employee handbook
6.7.15.9. Acknowledgement of At-Will Employment
6.7.15.10. Appropriate materials regarding any disability accommodation
6.7.15.11. Sign-up forms for employee benefits and any benefit elections
6.7.15.12. Periodic performance evaluations
6.7.15.13. Memos on commendations for excellent performance
6.7.15.14. Warnings and disciplinary actions
6.7.15.15. Any retirement election forms
6.7.15.16. Hospital insurance election forms
6.7.15.17. Beneficiary designation forms
6.7.15.18. Other personnel-related items
6.7.16. Works Made for Hire - All work prepared by any employee within the scope of his or her employment, whether on or off the premises and whether or not prepared during normal working hours, will be owned by Tar River Baptist Association. Examples of such work would be: books written, music composed and software developed on the Association premises during normal working hours, or for the Association, or in furtherance of the ministry of the Association. Section 201 of the Copyright Act specifies that the employer . . . is considered the author of a work made for hire, and owns all the rights comprised in the copyright unless the employer and the employee have expressly agreed otherwise in a written instrument signed by them. Therefore, in the absence of such an executed instrument, all works prepared by an employee in the scope of his or her employment are owned by the Association. Employees engaged in such creative work who believe it should fall outside the “work for hire” principle should seek any clarification or enter into a written agreement with the Association affirming any exception or otherwise negotiated agreement.
6.7.17. Life-threatening, Infectious and Communicable Diseases - We recognize that employees with a potentially life-threatening and/or infectious illness may wish to continue to engage in as many of their normal pursuits as their condition allows, including their employment. As long as these employees are able to meet acceptable performance standards and medical evidence indicates that their conditions are not a threat to them or others, the Associational Missionary should be sensitive to the employee's condition and ensure that they are treated consistently with other employees. Reasonable precautions should be taken to ensure that an employee's medical condition does not present a health and/or safety threat to other employees.  Employees with highly communicable diseases that do threaten others with infection in the normal course of contact in the normal course of the employee’s activities should notify the Associational Missionary and either take sick days, or where it is possible, work under some accommodation that minimizes the risk of infecting others. The Association will seek to work with the preferences of the employee but retains the right to make decisions that preserve the health and safety of others.
6.8. COMPUTER AND OFFICE EQUIPMENT POLICY
The Association makes computers and office equipment available to certain of its employees and others for the furtherance of its ministry. The Association wants its equipment to be used in a way that is not inconsistent with the ministry of the Association and that will not create a risk of legal liability to the Association or the users. Therefore, the Association has created this policy regarding Association computers and office equipment and it requires compliance with it by each user.

All users, employees or non-employees, are required to read this policy carefully and to sign the form attached to the policy at the time of their employment by the Association (for employees) or, when they first use the computer equipment (for other users). The signature acknowledges that they have read and understand the policy and will comply with it. The policy may be revised by the Association at any time and upon each user's receipt of the revisions or the policy as revised; he or she assumes the responsibility to carefully note the revisions and to comply with the policy as revised.
6.8.1. Ownership and Access - The information created on, stored in, sent from, or received by the computer equipment owned or used in the Association’s ministry belongs to the Association and the Association reserves the right to review, audit, intercept, access, monitor, sample, and disclose all such information. The Association intends to exercise that right when it considers it useful to further its ministry or for other Association purposes. Any information it obtains may be disclosed to any person, either within or outside of the Association without the permission of the employee. Thus, the confidentiality of any information should not be expected or assumed. Even when information is deleted, it is still possible to retrieve and read it. Further, the use of passwords for security does not guarantee confidentiality. No user shall create or use any password that has not been approved by the Associational Missionary or delegated supervisor and any users who give anyone their passwords or permit any person to use the computer equipment assigned to them are responsible for that person's use of the computer equipment.
6.8.2. Data Back-up - All data must be backed up on the Disaster Recovery site.  All Association computer data and information belongs to the Association and should not be copied or given to any person or loaded onto any other computer.
6.8.3. Confidentiality - Notwithstanding the Association's right to retrieve and use all information, all information should be treated as confidential by all users and accessed only by individuals authorized to do so. Users are not authorized to retrieve or read any information stored by another user without prior approval by that user or the Association. Users should not use a password, access a file, or retrieve any stored information, unless authorized to do so. Users should not attempt to gain access to another user's computer files without the latter's permission.
6.8.4. Personal Use - All computer and office equipment provided by the Association (whether in office or home use) exists for the sole purpose of helping the Association to better accomplish its ministry objectives and is to be used for that purpose. The Association is aware that there are times when users would like to use computer equipment for personal purposes and, provided that such use is minimal and in compliance with all other provisions of this policy, such personal use will be permitted. Like personal use of the Association telephones, however, use of office equipment for personal purposes must be minimal and, except in unusual circumstances, should be during breaks, after hours, or otherwise on the user's own time and at no cost to the Association. Users must be aware that the authorization of minimal personal use of Association computer equipment does not change the Association's right to access, review, intercept, audit, monitor, sample and disclose all information created, sent or received on, or stored in, all computer equipment, as provided above, and does not give rise to any expectation of privacy.  The personal use of office equipment that expends budget resources such as paper, toner, DVDs, CDs, etc. is prohibited.  Such equipment includes, but is not limited to printers, photocopiers, etc.
6.8.5. Prohibitions - The computer equipment available to users is to be used for the purpose of enhancing the ministry of the Association and should not be used in any way which would detract from that ministry or create the risk of any legal liability to the user or the Association. Specifically, computer equipment may NOT be used to create, store, transmit, or otherwise communicate or access:
6.8.5.1. Live streaming sites (internet sites which broadcast real time radio, music, and/or television media) dramatically reduce the bandwidth and could potentially crash the office network.  Therefore, live streaming is prohibited.
6.8.5.2. Pornography or images, text or other information that contains pornographic or other sexually explicit materials (which terms, because of the nature of the Association and its ministry, will be broadly construed), which prohibition shall include, but shall not be limited to, the creation, transmission, receipt, retrieval, viewing, or storage, of e-mail containing such materials, and accessing, retrieving, downloading, uploading, copying or viewing of such text, images or other information from the internet, World Wide Web, or any on-line service;
6.8.5.3.  Information that creates an atmosphere that is sexually or racially abusive;
6.8.5.4.  Information that is libelous, defamatory or abusive; 
6.8.5.5. Any message or other information that would violate any applicable federal or state laws, Association rules or regulations, or any Association policy; any message or other information that is unlawful or for an unlawful purpose; 
6.8.5.6. Any copyrighted materials or other information, or any trade secrets or other proprietary information or similar materials, in violation of law; 
6.8.5.7. Any e-mail or other information which the user knows or should know contains, or is likely to contain, a computer virus (e.g., a self-executing program) which corrupts the integrity of data or causes the loss of information to the recipient;
6.8.5.8. By definition, “inappropriate site” does not merely include pornographic, sexually explicit, and racial/hate sites, etc.  They could also include sites deemed legitimate/appropriate but used by the staff person inappropriately (i.e. personal shopping continually done on Association time).
6.8.5.9. Any message or other information which constitutes or is used for the purpose of spreading chain mail or other frivolous communications.
In general, users should be aware that, despite the simplicity of creating and communicating information by e-mail, e-mail is no less significant than letters, memoranda and other communications and that they should use the same care in creating and sending e-mail communications that they use in creating and sending such other communications on behalf of the Association.

6.8.6. Personal Software - The use of personal software on Associational computer equipment is permitted only with the written approval of the Associational Missionary and the Tar River Baptist Association Office and Technology Committee. Loading personal software is the number one means of introducing viruses into a computer network. Valid software licenses are required for all software loaded onto the Association-computer network.
6.8.7. Home Computer Use - Computer software purchased by the Association is owned by the Association and cannot be copied or installed on employees or volunteer’s personal home computers. Associational documents, spreadsheets, or data cannot be loaded on any other computer not owned by the Association without prior approval of the Associational Missionary and the Tar River Baptist Association Office and Technology Committee.  However, all data must be backed up on the Disaster Recovery site.
6.8.8.  Violations - Each user who violates this policy or uses Associational office equipment for improper purposes shall be subject to the limitation or termination of his or her right to use the computer equipment. Any employee who violates this policy or uses computer equipment for improper purposes shall be subject to discipline, up to and including discharge. Members of the Association who violate the policy may also be subject to other Association discipline. Any user who discovers a violation of this policy is required to notify the Associational Missionary or other designated representative.
6.8.9. Computer-Use Policy Agreement - (See signature page at end of document).
6.9. EMPLOYEE REVIEW
Corrective Counsel and Discipline - We want to commend you when your performance is outstanding. You will also be counseled if your job performance is below acceptable standards. If improvement is not shown immediately, you may be disciplined up to and including involuntary termination. The basic principle underlying any disciplinary action is that it be corrective in intent. The system is not formal and the Association, in its sole discretion, may utilize whatever form of discipline is deemed appropriate under the circumstances. The Association's policy of discipline in no way limits or alters the at-will- employment relationship.

6.10. AMENDMENTS 

Amendments to these policies are to be recommended by the Personnel Committee to the Executive Board for their approval.  No amendment may be made without a 30 day written notice to the Executive Board.

Acknowledgment of Receipt 

I have received my copy of the Tar River Baptist Association Personnel Policy and Procedures Manual.  I understand and agree that it is my responsibility to read and familiarize myself with the policies and procedures contained in the manual. I understand that except for the employment at-will status, any and all policies or practices can be changed at any time by the Association.   Tar River Baptist Association reserves the right to change my hours, wages and working conditions at any time. I understand and agree that, other than the Associational Missionary, no supervisor or representative of Tar River Baptist Association has authority to enter into any agreement, expressed or implied, for employment for any specific period of time or to make any agreement for employment other than at-will.  I understand and agree to the policy and procedures contained in this manual.

Employee Name (print)









Signature
 
Date


Acknowledgement of Employment-at-Will

I understand that I am free to resign at any time with or without cause and with or without prior notice.   Tar River Baptist Association reserves the right to terminate my employment at any time, with or without cause and without prior notice. Nothing in this manual constitutes an agreement or contract of any kind.  I understand that no supervisor or representative of Tar River Baptist Association is authorized to make any assurances inconsistent with the provisions of this paragraph, and that no implied, oral or written agreements contrary to the foregoing express language are valid unless they are in writing and approved by a resolution of the Association or the body to whom in its bylaws it has designated such authority. 

Signature
 
Date


Computer and Office Equipment - Use Policy Agreement

Before signing, please read carefully the Computer and Office Equipment Policy of the Tar River Baptist Association Personnel Policy and Procedures Manual. Your signature will identify you have read that policy, understand and agree to be bound by it.

I have read, understand, and agree to be bound by and comply with, the Association policy regarding the use of computer and office equipment as set forth in the Tar River Baptist Association Personnel Policy and Procedures Manual.

Signature
 Date 
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