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Employment Policies for Catechetical Parish Employees

REO 100 EMPLOYMENT POLICIES
110.  
EQUAL EMPLOYMENT OPPORTUNITY
The Diocese is an equal opportunity employer and hires individuals solely upon the basis of their qualifications for the position to be filled. 

The Diocese complies with all federal, state and local nondiscrimination laws, including, but not limited to those prohibiting discrimination on the basis of age, race, color, national origin, veteran status, disability or religion, except where religion or ordination is a bona fide occupational qualification. Because of its mission to proclaim Christ’s message through His Church, the Diocese may seek to employ and retain personnel who share this vision.

120.  
EMPLOYMENT-AT-WILL
All employees who do not have a written contract with the Parish for a specific, fixed term of employment are employed for an indefinite period. The relationship between the Parish and employee is at will, which means that the employment relationship can be terminated by either the Parish or the employee at any time and for any reason. (See #711, Resignation)

REO 200 EMPLOYMENT CLASSIFICATIONS AND CATEGORIES
210.  
CLASSIFICATIONS
Employees are classified as either exempt or non-exempt.

211.  EXEMPT EMPLOYEES
Exempt employees are those who hold executive, administrative or professional positions and who spend over eighty percent (80%) of their time on duties, which require exercise of independent judgment and discretion. Exempt employees are generally under written contract. Catechetical Leaders (Directors of Religious Education, High School Youth Ministers, Junior High Youth Ministers and Adult Education Professionals) are included in this classification due to their professional background and training unless the position is clearly categorized as non-exempt.  

212.  NON-EXEMPT EMPLOYEES
Non-exempt employees are those who perform work other than executive, administrative or professional as defined above. There are no written contracts, except in the case where a religious congregation would require a contract.

220.  
CATEGORIES
Exempt and non-exempt employees are placed in the following categories.

221.  FULL-TIME EMPLOYEES
Full-time employees are those who work thirty-seven and one half (37.5) hours per week.  Full time employees normally receive benefits.

222.  PART-TIME EMPLOYEES WITH BENEFITS
Part-time employees with benefits are those who are hired for and have agreed to a fixed number of hours per day and days per week exceeding 25 hours per week. They are not full-time employees, but they regularly work at least 100 hours but not more than 150 hours in a four-week period.

223.  PART-TIME EMPLOYEES WITHOUT BENEFITS


Part-time employees without benefits are those who regularly work fewer than one hundred (100) hours per four-week period. They are not entitled to benefits, except those provided by federal and state statutes.

224.  TEMPORARY/SEASONAL EMPLOYEES



Temporary/seasonal employees are those who have been hired to perform a specific task or hired for a limited length of time, not intended to exceed five (5) months. They are not entitled to benefits, except those provided by federal and state statutes.

REO 300 HIRING PRACTICES
310.  
VACANT POSITIONS
Job openings for parish Catechetical Leaders, such as the Director of Religious Education, Youth Minister, Junior High Youth Minister, and Adult Education Director, are posted by the Diocese with the job description, salary range and qualifications. Any qualified professional may obtain the current listings from the Diocesan Religious Education Office.

320.
APPLICATION PROCEDURE

1. Application forms for parish catechetical leadership positions are obtained from the Diocese of Joliet Religious Education Office 

2. The applicant is expected to complete all forms and send them, with required credentials and references, to the Religious Education Office for the establishment of an official diocesan file. All Catechetical Leaders must establish an official diocesan file.

3. An appropriate member of the Religious Education Office staff will meet with the applicant.

4. Information about potential candidates for parish catechetical leadership positions will be shared with pastors and/or their delegates.
330.  
INTRODUCTORY EMPLOYMENT PERIOD FOR NON-EXEMPT EMPLOYEES
The introductory period of employment is intended to give new non-exempt employees the opportunity to demonstrate their ability to achieve a satisfactory level of performance and to determine whether the new position meets their expectations. The Parish uses this period to evaluate non-exempt employee capabilities, work habits, and overall performance. Either the non-exempt employee or the Parish may end the employment relationship at will at any time during or after the introductory period of employment, with or without cause or advance notice. 

All new and rehired non-exempt employees work on an introductory basis for the first 90 calendar days after their date of hire. Any significant absence will automatically extend the introductory period in relation to the length of the absence. If the Parish determines that the designated introductory period of employment does not allow sufficient time to thoroughly evaluate the employee's performance, the introductory period of employment may be extended for a specified length of time up to an additional 30 calendar days. 

Upon satisfactory completion of the introductory period of employment, non-exempt employees enter the regular employment classification. 

During the introductory period of employment, new non-exempt employees are eligible for those benefits that are required by law, such as workers' compensation insurance and Social Security. After becoming regular employees, they may also be eligible for other diocesan provided benefits, subject to the terms and conditions of each benefits program. Employees should read the information for each specific benefits program for the details on eligibility requirements. 

340.  
JOB DESCRIPTIONS
Job descriptions are developed for each catechetical leadership position in a parish. They summarize each position’s basic purpose, organizational reporting relationships, principal functions, duties and other information. It is impossible for these descriptions to cover every task or responsibility assigned and, hence, they do not limit the Pastor’s and/or his delegate’s right to assign additional duties as needed. 

Job descriptions are reviewed for accuracy when positions are filled or contracts are renewed. Employees are encouraged to review and suggest changes to their job descriptions. Pastors and/or their delegates, however, determine what duties are assigned each specific position. The parish may also consult an appropriate advisory body, such as a Religious Education Board or an Education Commission or a Search Committee for help in defining and assigning duties. The Parish reserves the right to transfer duties from one position to another, as well as to transfer employees to other positions to preserve the effectiveness of the organization.

Each written job description, which is reviewed annually, contains the following:

· Job title

· Title of immediate supervisor

· Job summary

· Duties and responsibilities

· Administrative tasks and expectations

· Areas in which collaboration is required with other members of the parish leadership

· Expectations for consultative tasks

· Supervisory responsibilities

· Qualifications

· Working conditions

· Indication of the person to whom the Catechetical Leader is responsible

Each new employee is given a copy of the proper job description. As needs arise an employee may be asked to cooperate in some mutual project involving other parish ministries. (Appendix 4: Job Description Development Form)

350.  
PERSONNEL FILE
A basic personnel file is maintained in the Diocesan Religious Education Office and the Parish Office for each employee. This file is a permanent, confidential record of the employee. Information in the file includes, but is not limited to, the following:

· Job application, resume, letters of recommendation

· Employee information form

· Employee eligibility verification (Form I-9)

· Special letters of importance, special requests

· Letter of resignation or memos regarding reasons for dismissal

· Termination forms

360.  
REVIEW OF EMPLOYEE RECORDS

An employee or, where appropriate, his or her representative, may see his or her personnel records in accordance with Illinois laws.

370.
ANNUAL REVIEW/RENEWAL OF CONTRACT

The Pastor is responsible for providing an annual review for Catechetical Leaders.  This normally occurs prior to the contract renewal process, except when Catechetical Leaders are signed to a multi-year contract.  In this case, the parish is still responsible for providing an annual review for each year of the contract period.   

Working collaboratively with the Diocese of Joliet Religious Education Office, Pastors should use the following timeline:

February:  
The Diocese of Joliet Religious Education Office will send the Appraisal Instrument/Compensation Plan Guidelines (Annotated Bibliography) packet to the parish.  This packet contains the following information:

· Performance Review with Pastor

· Compensation Worksheets

· Salary Recommendations

· The Diocesan Norms and Benefits

· The diocesan contracts for catechetical leaders

· Professional Growth Plan form

March: 
The parish will engage in a review process on or about March 15th wherein:

1. the catechetical leader meets with the pastor and/or his delegate(s)

2. the job performance of the catechetical leader is measured and evaluated in light of the job description

3. the job description is reviewed for possible redevelopment

4. clear and measurable goals are set for catechetical ministry in the coming year

5. a professional growth plan is developed for the catechetical leader.

The parish shall offer a renewal of contract by the last day of March. If the parish wishes an extension, the catechetical leader will receive written notice that the determination of renewal will be delayed. The parish shall, no later than April 15th, advise the catechetical leader of the status of the contract’s renewal.

April:
Parishes are to submit to the Religious Education Office one copy of the signed contract for each catechetical leader, along with the completed Appraisal Instrument and Professional Growth Plan (Annotated Bibliography) for each minister. Additional copies of the Appraisal Instrument and Professional Growth Plan are available from the Religious Education Office upon request.  In the event that a catechetical leader signs his/her contract outside of this recommended timeline, the parish should submit the appropriate paperwork to the diocesan Religious Education Office as soon as possible.

REO 400 WORKING CONDITIONS
410.  
WORKING ENVIRONMENT
The Parish upholds the right of all employees to work in an atmosphere that affirms their dignity and self worth. All personnel, administrators and staff, shall strive to promote a work setting that fosters dialogue and collaboration.

The Parish does not tolerate verbal or physical conduct of an employee that disrupts or interferes with anther’s work performance.

The Parish will not tolerate sexual harassment of any employee. (Appendix 1 - Sexual Harassment Policy)

Inappropriate conduct with minors is subject to the Pastoral Policy on Allegations of Sexual Misconduct. (Appendix 2 - Pastoral Policy on Allegations of Sexual Misconduct)

411.  PERSONAL APPEARANCE
Dress, grooming and personal cleanliness standards contribute to the morale of all                           employees and affect the professional image the Parish offers to those it serves.

During business hours or when representing the Parish, employees are expected to present a clean, neat and tasteful appearance. This is especially true if the job involves dealing with the public.

The Pastor is responsible for establishing a reasonable dress code appropriate to the job performed. If the Pastor or supervisor feels the employee’s personal appearance is inappropriate, the employee may be asked to leave the workplace until properly dressed. Under such circumstance, the employee will not be compensated for the time away from work. Employees should consult their supervisor if they have questions as to what constitutes appropriate appearance. Where necessary, reasonable accommodation may be made to a person with a disability. 

413.  COMPUTER AND E-MAIL USAGE
Computers, computer files, the e-mail system and software are property of the Parish furnished to employees and intended for ministry use. Software, other than that on the approved software list, may not be installed without the express permission of the Pastor and/or his delegate. Employees should not use a password, access a file or retrieve any stored communication without authorization. Computer and e-mail usage may be monitored.

The Diocese strives to maintain a workplace free of harassment and one that is sensitive to the diversity of its employees. Therefore, the Parish prohibits the use of computers and the e-mail system in ways that are disruptive, offensive to others or harmful to morale.

The display or transmission of sexually explicit images, messages and cartoons is not allowed. Other such misuse includes, but is not limited to, ethnic slurs, racial comments, off-color jokes or anything that may be construed as harassment or showing disrespect for others. 

The Parish purchases and licenses the use of various computer software for ministry purposes and does not own the copyright to this software or its related documentation. Unless authorized by the software developer, such software may not be reproduced for use on more than one computer.

Employees may only use software on local area networks or on multiple machines according to the software license agreement. The Parish prohibits the illegal duplication of software and its related documentation.

Employees should notify their immediate supervisor upon learning of violations of this policy. Employees who violate this policy will be subject to disciplinary action, up to and including termination of employment.

415.  INTERNET USAGE
Internet access to global electronic information resources on the World Wide Web should be provided by the Parish to assist employees in obtaining work related data and technology. The following guidelines have been established to help ensure responsible and productive Internet usage. While Internet usage is intended for job related activities, personal use may be permitted with prior authorization.

All Internet data that is composed, transmitted, or received via parish or diocesan computer communications systems is considered to be part of the official records of the Parish and, as such, is subject to disclosure to law enforcement or other third parties. Consequently, employees should always ensure that the ministry information contained in Internet e-mail messages and other transmissions is accurate, appropriate, ethical and lawful. 

The equipment, services and technology provided to access the Internet remain at all times the property of the Parish. As such, the Parish reserves the right to monitor Internet traffic and retrieve and read any data composed, sent or received through parish online connections and stored in its computer systems.

Data that is composed, transmitted, accessed or received via the Internet must not contain content that could be considered discriminatory, offensive, obscene, threatening, harassing, intimidating or disruptive to any employee or other person. Examples of unacceptable content may include, but are not limited to, sexual comments or images, racial slurs, gender-specific comments or any other comments or images that could reasonably offend someone on the basis of race, age, sex, religious or political beliefs, national origin, disability, sexual orientation or any other characteristic protected by law. 

The unauthorized use, installation, copying or distribution of copyrighted, trademarked or patented material on the Internet is expressly prohibited. As a general rule, if an employee did not create material, does not own the rights to it, nor has received or procured authorization for its use, that material may not be put on the Internet. Employees are also responsible for ensuring that the person sending any material over the Internet has the appropriate distribution rights. 

Abuse of Internet access provided by the Parish in violation of law or Parish policies will result in disciplinary action, up to and including termination of employment. Employees may also be held personally liable for any policy violations. The following behaviors are examples of previously stated or additional actions and activities that are prohibited and may result in disciplinary action:

· Sending or posting discriminatory, harassing or threatening messages or images 

· Using the parish time and resources for personal gain 

· Stealing, using or disclosing someone else's code or password without authorization 

· Copying, pirating or downloading software and electronic files without permission of the manufacturer or developer

· Sending or posting confidential material, trade secrets or proprietary information outside of the organization 

· Violating copyright law 

· Failing to observe licensing agreements 

· Engaging in unauthorized transactions that may incur a cost to the organization or initiating unwanted Internet services and transmissions 

· Sending or posting messages or material that could damage the organization's image or reputation 

· Viewing or exchange of pornography or obscene materials 

· Sending or posting messages that defame or slander other individuals 

· Using the Internet for unauthorized political causes or activities, religious activities or personally engaging in any sort of gambling 

· Jeopardizing the security of the organization's electronic communications systems 

· Engaging in any other illegal activities

416.  
MORAL BEHAVIOR
Also prohibited are any private acts that could cause scandal if they became public knowledge and private acts which become public and are contrary to the teaching and philosophy of the Roman Catholic Church or which cause scandal.

Likewise prohibited is any public act or conduct that causes scandal and any public act that is not consistent with the religious and moral teachings of the Church.

When such action or conduct becomes public and is contrary to the philosophy of the Roman Catholic Church or which causes scandal for the Church membership, the Diocesan Bishop will be the final interpreter of what constitutes religious moral teaching and philosophy and what causes scandal to or for the Church membership.

420.  
WORKING HOURS

421.  HOURS
Catechetical Leaders require a flexible schedule to accommodate the needs of particular ministries.  It is expected that normative office hours are set and kept.  Calendaring and time-away opportunities are negotiated with the Pastor or supervisor.

422.  REST BREAKS
One fifteen minute break may be taken every three hours by hourly employees. Employees who choose to remain at work during coffee breaks are not entitled to leave before the normal end of office hours and will not receive compensatory time for the time worked.

423.  LUNCH BREAK
Full-time employees receive a lunch period of thirty minutes near the middle of the workday. Part-time employees and temporary/seasonal employees scheduled to work more than five consecutive hours during any workday receive a lunch break of the same duration. The lunch period is not compensated.

430.  FLEXIBLE TIME
Flex time is approved by the Pastor and/or his delegate based on the individual needs of each ministry.

441.  COMPENSATORY TIME FOR NON-EXEMPT EMPLOYEES/TIME CARDS
Work should be scheduled in such a way that it is completed during regular work hours. In rare circumstances when additional work is required in order to meet a particular deadline or to fulfill a particular emergency need, the immediate supervisor authorizes an employee to work overtime. The overtime hours will be reported on the weekly time card of the week in which they occur and will be at time and a half in the pay period covering that week. As a general policy, overtime should be seldom needed.

Each non-exempt employee will complete a time card on a daily basis. This card is signed by the immediate supervisor.

442.  SCHEDULE SHIFT FOR EXEMPT EMPLOYEES
Exempt employees are hired to fulfill services that are not linked to time limitations. Their compensation is based upon an annual salary. 

450. PERSONAL RECORDS
To insure the accuracy of accrued days at the time of need each exempt employee will keep a personal record of vacation days and sick/personal days used during the fiscal year on a form prescribed by the Pastor and/or his delegate. The record will be reviewed and signed by the Pastor and/or his delegate annually in June. The signed record is filed in the employee’s personal file in July. (See 626 Record of Leave/Vacation)

460.  ABSENCES
461.  SHORT TERM ABSENCES
Employees unable to report to work for a bona fide reason are expected to notify their Pastor or supervisor on the day of the absence. 

In the case that the absence exceeds five (5) working days, the employee may be required to provide a doctor’s certificate in order to establish eligibility to receive further payment of sick leave.

All absences must be charged either to sick leave, personal leave or vacation time, whichever is appropriate. Only after appropriate paid leave has been used may unpaid leave be granted.

The penalty for unexcused absence of a non-exempt employee will be loss of pay for the time involved. An absence is unexcused if not approved by the Pastor or supervisor.

Absence for three (3) consecutive working days without notifying the Pastor or supervisor is considered voluntary termination. (See 622 Sick/Personal Leave Days) 

462.  LONG TERM ABSENCES
In the case of an absence of thirty (30) or more calendar days, for illness or any other reason, please see 630 Unpaid Leave of Absence.

465.  ATTENDANCE AND PUNCTUALITY
To maintain a safe and productive work environment the Parish expects employees to be reliable and to be punctual in reporting for scheduled work. Absenteeism and tardiness place a burden on other employees and on the Parish. In the rare instances when employees cannot avoid being late for work or are unable to work as scheduled, they should notify their Pastor or supervisor as soon as possible in advance of the anticipated tardiness or absence.

Poor attendance and excessive tardiness are disruptive. Either may lead to disciplinary action, up to and including termination of employment.

REO 500 WAGE AND SALARY ADMINISTRATION
510.  
PAY POLICY
The Parish is committed to providing just wages and benefits in accordance with Church teaching. Parish employees receive equal pay for equal work. To achieve these commitments, it is the policy of the Parish to strive to pay wages and salaries that are internally equitable and comparable to pay rates paid for like positions in appropriate job markets.

Internal equity is established by comparing current position descriptions with job factors to determine the relative value of each position in the organization. As a result of such analysis, pay levels for positions are determined by the Appraisal Instrument/Compensation Plan Guidelines (Annotated Bibliography).
Job market comparability is determined by comparing certain positions in each job classification grade with similar jobs of similar local or regional non-profit employers. Such comparisons for non-exempt positions are made up using available wage and salary survey data. For exempt positions the comparison is made by the Diocese with regional Church-related and non-profit salary survey data.

520.  PAY LEVELS AND PAY ELIGIBILITY DATE
Positions are assigned pay levels by the Appraisal Instrument/Compensation Plan Guidelines (Annotated Bibliography).  

Catechetical Leaders are eligible to receive pay from the first day of employment.

521.  FULL-TIME EMPLOYEES 

Full-time employees are paid in accordance with the approved salary ranges for their job point level. Full-time employees are to be paid at or above the minimum of the job classification in which that employee is placed. An employee’s pay rate may be negotiated with the Pastor and/or his delegate to exceed the maximum of the salary range.

522.  PART-TIME EMPLOYEES

Part-time employees receive a salary or hourly wage rate for the predominant job level grade in which their duties fall.

530.  
PAY CHANGES WHEN MOVING TO A DIFFERENT LEVEL OR POSITION

531.  MOVEMENT TO A HIGHER LEVEL

a) If an employee moves to a higher point level and the employee’s current pay rate is below the minimum of the new level, the pay rate will be adjusted upward by the greater of 5% or the minimum of the new level.

b) If an employee moves to a higher job classification level and the employee’s current pay rate is within the new range the employee’s pay rate will be adjusted upward by 5 percent, not to exceed, however, the maximum of the level unless negotiated with the Pastor and/or his delegate.

532.  MOVEMENT WITHIN THE SAME LEVEL

If an employee moves to a different position within the same point range, no adjustment will be made in the employee’s pay rate

533.  MOVEMENT TO A LOWER LEVEL
a) If an employee moves to a position in a lower pay range at the direction of the Pastor and/or his delegate, and the move was caused by the employee’s inability to perform adequately the duties of his or her job, the employee’s pay rate will be reduced to a rate at the same level placement as the level placement of the employee’s pay rate in the current grade. This will take place at the end of ninety (90) calendar days after the effective date of the change in grade classification. 

b) If an employee moves to a position in a lower point range at the employee’s request and with the approval of the Pastor and/or his delegate, the employee’s pay rate will be reduced to a rate in the lower range with the same level placement in the grade as the level placement of the employee’s pay rate in the current pay level.

c) If an employee moves to a position in a lower job classification level due to re- trenchment, no adjustment will be made to the employee’s pay rate.

540.  
ANNUAL SALARY ADJUSTMENT
After an annual review of inflationary trends and job market conditions reflecting the Chicago Metropolitan Area and regional non-profit job markets, as well as review of the Diocese’s financial condition, the Salary Review Committee will make a recommendation for salary adjustments to be effective with the beginning of the diocesan fiscal year (July 1st). The Committee’s recommendation will be directed to the Diocesan Bishop for approval in whole or in part. Employees with acceptable performance will receive approved adjustments in accordance with the provisions that follow. Employees exhibiting less than acceptable performance may receive a lesser increase or no adjustment.

541.  FULL YEAR EMPLOYMENT

If the employee started work with the Parish before the beginning of the prior fiscal year, he or she will receive one hundred (100) percent of the adjustment.

542.  PARTIAL YEAR OF EMPLOYMENT
a) If an employee started work with the Parish during the current fiscal year the adjustment will be determined as follows. Initial employment date between:

b) July 1st and December 31st: the greater of the minimum of the job level or one hundred (100) percent of the adjustment;

c) January 1st and March 31st: the greater of the minimum of the job level or seventy five (75) percent of the adjustment;

d) April 1st and June 30th: the greater of the minimum of the job level or twenty five (25) percent of the adjustment.

550.  
JOB CLASSIFICATION SYSTEM
The Religious Education Compensation Plan and Performance Appraisal Instrument (Annotated Bibliography). has been developed to determine internal equity in the relative ranking of positions within the organization through analysis of factors including but not limited to education and experience level required, scope of the position, decision making and supervisory responsibilities. Such analysis begins with the development of the job position description. 

551.  JOB CLASSIFICATION PROCESS
The job classification process uses a point factor system designed to evaluate the relative value of the unique kinds of positions that exist for Catechetical Leaders. Positions are evaluated by the same system and methods to ensure a consistent result.

A position’s job level is determined by the total point value of the position. Positions having approximately similar total point values will likely be in the same level even though the values of specific factors may vary.

552.  ANNUAL SALARY/LEVEL REVIEW
The Catechetical Leader and Pastor and/or his delegate are to engage in a review of job classification level on or about March 15th, particularly in the event of a change in a job description or in the Catechetical Leader’s credentials.  (See 370.)
553.  INTERIM NEED TO DETERMINE A JOB CLASSIFICATION LEVEL
If a position is created during the year or other needs arise for determining the job classification of a position, the level will be determined on an interim basis by mutual agreement by the Pastor and/or his delegate and Catechetical Leader. The final determination of the position’s point value and job classification level will be made during the annual evaluation by Appraisal Instrument/Compensation Plan Guidelines (Annotated Bibliography).

560.  PAYROLL
561.  PAY PERIODS
There are twenty-six (26) pay periods during the fiscal year (July 1st through June 30th) for lay employees. Payroll checks are distributed on Friday, one week after the pay period. If a payday falls on a holiday and the offices are closed, the date of the check distribution will be at the discretion of the Finance Office of the parish 

562.  PAYROLL DEDUCTIONS
Compulsory deductions include federal withholding tax, state income tax and social security tax. Employees may designate in writing additional withholding from their salaries as they deem appropriate.

570.  WORK RELATED EXPENSES
Expenses incurred during the course of performing one’s job are reimbursed on a monthly basis, subject to the approval of the Pastor and/or his delegate. Expense accounts shall be submitted to the Pastor and/or his delegate for approval before payment shall be made. A mileage and toll allowance shall be paid for the use of privately owned automobiles on parish business, but shall not include travel from home to the office or return home. The rate of allowance shall be reviewed annually. This includes but is not limited to, required Professional days, Cluster meetings and events, RELIGIOUS EDUCATION OFFICE functions, and Board ex-officio committee meetings.

580.  
SERVICES OF EMPLOYEES TO PARISHES
 581.  SERVICES WITHOUT PAYMENT/STIPEND

Individual employees of parishes do not receive stipends for:

a) Services directly stated in their job descriptions;

b) Services that make use of parish time, clearly stated by the job description.

582.  SERVICES WITH PAYMENT/STIPEND

Outside of office time and job responsibilities to their parish, individuals employed by a parish may contract independently with other parishes or institutions for specific functions.

REO 600 BENEFITS
610.  
BENEFIT PROGRAMS
611.  INSURANCE
The Diocese provides medical, dental, vision, life, long-term disability, and professional liability benefits. Information and summary communications intended to explain these benefit plans are furnished to all plan participants on signing of the contract or date of hire and on a continuing basis by the parish. The parish reserves the right to modify, amend or terminate these benefits. For specific benefits and eligibility requirements, employees should refer to the proper benefit program booklet.

These benefits apply to full-time employees and part-time employees with benefits. They begin on the first day of the first full month of employment.  

There is a death benefit for retired employees.

612.  EMPLOYEES’ RETIREMENT PLAN

The Diocese has established a retirement plan for its full-time lay employees and part-time lay employees with benefits. For further details, employees should refer to the plan booklet.

613.  DEFERRED COMPENSATION PLANS

Lay employees may participate in deferred compensation plan (tax deferred annuity) of their choice, specific details are available from the plan sponsor or the Diocesan Finance Office.

620.  
PAID LEAVE
621.  VACATION

The Parish grants annual vacations with pay to full-time employees and part-time employees with benefits in accordance with the guidelines established below. The vacation policy should be set and clearly stated by the Pastor and/or his delegate before the signing of a contract.

a.  VACATION YEAR

The established vacation year is the fiscal year, July 1st through June 30th, each year. Vacation days are accrued based on the employee’s length of service and time worked during the preceding year.

b. ACCRUAL PERIOD



Fiscal Year

Earn Rate for Next Year
Available Time
In Fiscal Year

1st 


5/6 (.83) days per month
     0 days

        1st 

2nd 


5/6 (.83) days per month
up to 10 days
        2nd 

3rd 


5/6 (.83) days per month
    10 days

        3rd 

4th 


5/4 (1.25) days per month
    10 days

        4th 

5th/12th 


5/4 (1.25) days per month
    15 days

   5th / 12th  

13th


5/3 (1.67) days per month
    15 days

       13th 

14th on


5/3 (1.67) days per month
    20 days

       14th on
c.  SCHEDULING VACATION TIME

The employee and the Pastor or supervisor must agree on an appropriate time for the employee to schedule his/her vacation.

d.  HOLIDAY DURING VACATION

If an observed holiday occurs during an employee’s scheduled vacation period, the employee will be credited with an additional day’s vacation.

e.  VACATION PAY

Vacation pay is not given in lieu of vacation except when employment ceases.

622.  
SICK/PERSONAL LEAVE DAYS
EXEMPT EMPLOYEES:  Ten paid days per year are authorized for illness or personal business of such a nature that it cannot be handled at a time other than a workday. Personal days must be scheduled in advance in consultation with and with the approval of the Pastor or supervisor.

NON-EXEMPT:  Full-time employees accrue sick/personal leave days on the basis of 10 paid days per year. The number of days to which an employee is entitled will be prorated to the nearest half day. These days may not be taken until after non-exempt employees have worked ninety (90) calendar days.

Part-time employees with benefits accrue sick/personal leave days on the basis of five-sixths (.83) day for every month worked, based on the employee’s average number of part-time hours per two week pay period during the last accrual period. The number of days to which an employee is entitled will be prorated to the nearest half day. These days may not be taken until after non-exempt employees have worked ninety (90) calendar days.

Unused sick/personal days will be accumulated as sick/personal leave to a maximum of one hundred twenty (120) days and are not transferable for another employee’s use. Accumulated sick/personal leave will not be paid at the time an employee ceases employment, resigns or retires (see paragraph 752).

The Parish reserves the right to require an employee to have a medical evaluation to document the need for prolonged or chronic absence due to illness. (See 461, Short Term Absences)

623.  
HOLIDAYS/HOLY DAYS
Certain days each year are designated as holidays/holy days (hereinafter called holidays). Eligible employees will be given the day off with pay for each day observed.

HOLIDAYS OBSERVED

The following are paid holidays for benefited employees:

	New Year’s Day
	Federal Martin Luther King Day

	Good Friday
	Easter Break (or Spring Break, as observed in the Parish or as negotiated with the Pastor.)

	Federal Memorial Day
	Fourth of July

	Labor Day
	Federal Columbus Day

	Thanksgiving and Friday after
	Christmas Eve, Christmas Day, and Days through New Year


If any of these aforementioned days, with the exception of Christmas, fall on a weekend, the offices will be closed either the preceding Friday or subsequent Monday, depending on the day on which the holiday falls.

Full-time employees are eligible to receive their regular rate of pay for each observed holiday.

Part-time employees with benefits are eligible to receive holiday-only pay for holidays on which they would normally be scheduled to work, and only for their regularly scheduled number of hours. 

Part-time employees without benefits and temporary/seasonal employees do not receive paid holidays.

624.  
BEREAVEMENT LEAVE
Employees who wish to take time off due to the death of an immediate family member should notify their Pastor or supervisor immediately. 

Up to three days of paid bereavement leave will be provided to eligible employees in the following classification(s): 

· Regular full-time employees

· Benefited part-time employees 

Bereavement days are not to be taken from regular sick/personal time or accrued sick time.

Bereavement pay is calculated based on the base pay rate at the time of absence.

Bereavement leave will normally be granted unless there are unusual needs or staff requirements. Employees may, with their Pastor’s or supervisor's approval, use any available paid leave for additional time off as necessary. 

Diocese defines "immediate family" as the employee's spouse, parent, child, child's spouse, sibling, grandparents or grandchildren; the employee's spouse's parent, child, child's spouse, sibling, grandparents or grandchildren

625.  
JURY DUTY
An employee who is required to serve on a jury or who is subpoenaed as a witness, shall receive his or her regular compensation for the actual number of days required to be served as juror, or required for a court appearance as the result of being subpoenaed as a witness. If a juror or witness is excused for a portion of a day, he or she is expected to return to work for the balance of the day if there are more than two hours remaining in the workday. But in no event shall this compensation be paid for more than a total of ten (10) days in any fiscal year except in the case of extended duty.

Before receiving regular compensation, the employee must deliver to the pastor or supervisor a copy of the notice for jury duty or subpoena as a witness.

626.  
RECORD OF LEAVE/VACATION
A record of vacation and sick leave time accumulated under these policies is kept by the Pastor or supervisor and filed in the employee’s permanent personnel file.

627.  
PORTABILITY OF BENEFITS
Parishes are expected to follow the Appraisal Instrument/Compensation Plan Guidelines (Annotated Bibliography) in determining the compensation for parish Catechetical Leaders.   Catechetical Leaders (Director of Religious Education / Youth Minister / Junior High Youth Minister / Adult Education) are to retain their years of service as a Catechetical Leader within the Diocese of Joliet, for the purpose of determining available vacation time, when transferring to another parish within the Diocese of Joliet, as long as there was no break in service within the Diocese longer than the length of prior service.  

This would not hold true if the employee has been dismissed from the previous parish for any of the reasons enumerated in Policy 732.  

Length of service years for retirement purpose may be restored to a former employee if that employee returns to employment in the Diocese of Joliet. However, the break in service must be less than the length of prior service.

630.  
UNPAID LEAVE OF ABSENCE


Time off, with permission and without pay, may be granted to full-time employees and part-time employees with benefits, under conditions and for reasons described and set forth in the provisions of this section. No service credit is given for the time on leave toward accruals for vacation, sick leave or length of service. If an employee fails to return to work at the conclusion of an approved unpaid leave of absence, including any extension of such leave, the employee will be considered to have voluntarily terminated employment.

631.
FAMILY MEDICAL LEAVE OF ABSENCE
The following employees are eligible to request and take, “Family and Medical Leave of Absence,” provided that:

· He or she has worked for the Parish/Diocese for the previous twelve (12) consecutive months prior to the start of the leave of absence, and

· He or she has worked for at least 1,200 hours during that period of time.

For the above-said employees to be eligible for Family and Medical Leave, there must be one or more of the following reasons:

1) Birth of a child;



2) Placement of an adopted or foster child;



3) A serious health condition of the employee, whereby the employee is unable to perform the functions of his or her position; or



4) A serious health condition of a spouse, child or parent, and the employee is needed to care for them.

Employees fulfilling the above mentioned requirements are entitled to take up to a maximum of twelve (12) weeks of unpaid leave and to do so within a twelve (12) month period.

Medical certification is necessary in the case of a serious illness of the employee or the need to care for the serious illness of a child, parent or spouse.

If the employee’s need for Family Medical Leave is foreseeable, the employee must give at least thirty (30) days notice. Otherwise, employees must notify their employer as soon as possible.

Employees taking leave under Family Medical Leave will be restricted to their positions or to an equivalent position when they return to work.

Coverage of health insurance for the employee continues during the unpaid Family Medical Leave.

632.  
LEAVE OF ABSENCE FOR REASONS OTHER THAN FML

The Pastor has discretion to grant an unpaid leave of absence for certain qualified employees for reasons other than those set forth under Family Medical Leave Act.

The purpose of permitting said unpaid leave is to encourage the return of qualified employees to service in the parish when they may have to interrupt their employment by a leave of absence to attend to urgent family business (unrelated to a serious health condition of a family member) or to pursue and seek educational requirements on a full-time basis. In order for employees to be able to obtain this type of leave of absence, the following conditions must occur:

1) The employee must have completed at least three (3) consecutive years of service with the Parish/Diocese during which time there was no medical leave of absence in excess of thirty (30) days.

2) The employee must intend to return to work at the parish offices and sign a written statement to that effect.

The purpose for the leave of absence must be the pursuit of a full-time education or urgent family business.

The Pastor has the discretion to deny the request due to staffing needs or to grant the request in part, or deny it in part. 

Leave may be granted for up to six months, with one possible renewal for an additional six months, for a combined maximum total of one year.

A request for this leave must be made at least sixty (60) calendar days in advance.
640.  
ENRICHMENT BENEFITS

641.  CONTINUING EDUCATION

The Parish provides financial assistance for continuing education course credit for employees and part-time employees with benefits. Continuing Education should be beneficial for the individual’s parish ministry and must receive prior approval from the Pastor or supervisor. The Parish will provide each employee with the amount of $500.00 for tuition and one half of any tuition charge above that amount, with a maximum of $1,000.00 annually. The funding is provided in the budget of the appropriate ministry. 

642.  CONFERENCES, SEMINARS AND INSTITUTES

A minimum of $350.00 will be budgeted for each Catechetical Leader to be used for the purpose of attending relevant conferences, seminars and formational opportunities.
643.  CONTINUED PROFESSIONAL FORMATION/SABBATICAL


After each ten years of completed service in a parish, an employee may request and a parish may grant two weeks and $1,000.00 for continued professional formation. In addition to these two weeks, the employee may use some portion of vacation time. However, the total length of time off for professional formation plus vacation time is not to exceed one month. This time of continued formation and its educational focus will be negotiated with the Pastor or supervisor.  

644.  SPIRITUAL RETREAT

Catechetical Leaders are allowed up to five consecutive days per year for a spiritual retreat. The specific days are to be mutually agreed upon by the employee and his or her Pastor or supervisor. Unused days may not be accrued and used in subsequent years. The parish will provide no less than $150 toward a retreat with funding allocated in the budget of the appropriate ministry.

650.  
STATUTORY BENEFITS
All employees (full-or part-time, temporary or seasonal, with or without benefits) are covered by the following statutory benefits, which may be changed from time to time by the state or federal governments:

· Unemployment Compensation (Religious excepted)

· Workers’ Compensation

· Federal Insurance Compensation Act (FICA)

REO 700 CESSATION OF EMPLOYMENT

There are two types of termination: voluntary and involuntary. Voluntary termination refers to cases involving resignation or retirement. Involuntary termination refers to retrenchment due to financial reasons, to reorganization, and to dismissal.

To assure consistency in the handling of personnel related matters, the following procedures are to be followed in administering the various types of termination situations.

710.  
VOLUNTARY TERMINATION
711.  RESIGNATION
Employees who intend to resign are expected to give their Pastor or supervisor a written notice in advance. Normally two (2) week’s notice is required for non-exempt personnel and a four (4) week’s notice for exempt personnel. Accrued sick leave, vacation leave or compensatory time does not fulfill the notice requirement.

Employees who have a contract for a fixed term cannot resign without the consent of the Pastor except for reason of health.

712.  RETIREMENT
The Diocese does not have a mandatory retirement age. For the normal retirement age with full benefits, refer to the current Plan booklet. The arrangements for termination are handled as above for resignation and as prescribed in the Employees’ Retirement Plan and/or the Long Term Disability Plan.

720.  
INVOLUNTARY TERMINATION
721.  RETRENCHMENT
The Parish will make all reasonable efforts, including transfers where feasible, to prevent reduction in the total work force. However, it retains the right to reduce its work force, either temporarily or permanently.

Those being terminated for reasons of retrenchment will receive separation allowances equal to one week’s pay for each year of completed service. They will also receive advance notice of two (2) weeks for non-exempt personnel and four (4) weeks for exempt personnel, where possible, or pay in lieu thereof. In addition they will receive unused and accumulated vacation time as of the last day of employment.


730.  
DISMISSAL/DISCIPLINE

The Pastor is responsible for the discipline of employees, which may involve temporary suspension from duties.

Contracted parish employees can only be terminated during the term of their contract for “good cause” as defined by Illinois law, which shall include, but is not limited to the following: unsatisfactory work performance, excessive tardiness, excessive absence unrelated to health, absence from work for three days without notifying the employer, violation of parish/diocesan policies or other inappropriate behavior.

Employees with no contract for a specific fixed term are employees at will, and can voluntarily terminate their employment relationship at any time, for any reason.  These employees can be terminated by the employer at any time, for any reason.

Whenever possible, the parish will attempt to give a minimum of two (2) week’s notice of the intent to terminate an employee “at will” or any employee with a contract for a fixed term. However, in some cases, immediate dismissal may be required.

731.  PROGRESSIVE DISCIPLINE

Disciplinary action may call for any of four steps: verbal warning, written warning, suspension with or without pay, or termination of employment, depending on the severity of the problem and the number of occurrences. There may be circumstances when one or more steps are bypassed. All disciplinary actions are to be documented and maintained in the employee’s personnel file.

Progressive discipline means that, with respect to most disciplinary problems, these steps will normally be followed: a first offense may call for a verbal warning; a next offense may be followed by a written warning; another offense may lead to a suspension; and another offense may then lead to termination of employment. 

The Parish recognizes that there are certain types of employee problems that are serious enough to justify either a suspension, or, in extreme situations, termination of employment, without the usual progressive discipline steps. 

732.  IMMEDIATE DISMISSAL

In some situations immediate dismissal may be appropriate. The reasons for immediate dismissal may include, but are not limited to, one or more of the following:

· refusal to accept treatment for a drug or alcohol problem;

· theft or misappropriation of property or funds belonging to the Parish, to employees or to clients;

· conduct contrary to or detrimental to the religious and professional character of the parish offices or policies (e.g. accepting gifts or bribes for services rendered; altering, removing or destroying records; failure to respect confidentiality of records and information; insubordination or intimidation);

· any private acts or conduct which could cause scandal if they become public knowledge and private acts which become public and are contrary to the teachings and philosophy of the Roman Catholic Church or which cause scandal, as well as any public act not consistent with the religious and moral teachings of the Church. The Diocesan Bishop will be the final interpreter of what constitutes such religious moral teaching and philosophy and what constitutes scandal to or for the Church membership. 

Employees being dismissed may appeal through the established Grievance Procedure. (See 800 Grievance Procedure)

740.  
EXIT INTERVIEW
Those terminating their employment, for whatever reasons, may be interviewed by the Diocesan Director of Religious Education before their departure.  The information obtained in the exit interview becomes part of the employee’s basic personnel file.

750.  
FINAL COMPENSATION/BENEFITS

751.  COMPENSATION
Employees will be paid up to the date of termination, plus any accrued vacation leave and any unpaid work from the original starting date and the beginning of their first pay period. When an employee terminates during a pay period, final payment will be determined according to the days the employee worked out of the total number of workdays in the pay period including any applicable holidays.

When employment ceases the Parish is not obligated to furnish any prospective employer with more than the verification of the existence of the prior employment, and the date thereof, but may furnish additional information consistent with Illinois law.


752.  SICK/PERSONAL LEAVE

Accumulated sick/personal leave will not be paid at the time an employee ceases employment, resigns or retires.

753.  INSURANCE
Any employee, whether resigned, released or dismissed, who wishes to continue on the diocesan insurance plan beyond the date of termination may do so for eighteen (18) months by paying his or her own premiums as per COBRA regulations.

REO 800 GRIEVANCE PROCEDURE

The right to resolve grievances and the right to appeal certain decisions is approached by the Diocese as an exercise of Christian justice, which is broader and more basic than the rights granted under civil law. Therefore, the Diocese has established procedures for all Diocesan and parish employees to follow in an attempt to resolve grievances and also to allow employees to appeal decisions of termination.

810.  
MISCELLANEOUS ISSUES
If an employee believes that an employment condition (other than termination) has created a problem, or is an issue, or that a provision of the Personnel Policy Handbook has been improperly, unjustly or inequitably applied (other than termination), a grievance procedure may be initiated.

820.  
TERMINATION APPEAL

An employee with a contract for a fixed term may appeal his or her termination on the basis that it was not for “good cause,” or that the termination was in violation of Federal or State discrimination law.

An employee without a written contract, who is “at will,” may appeal his or her termination only on the basis that he or she, in fact, was an employee for a specific term, or that the termination was in violation of Federal or State discrimination law.

Employees appealing termination decisions are to begin at “Step 4" of the grievance procedure.

822.  
GRIEVANCE PROCEDURE PROCESS

STEP 1 - PARISH LEVEL

Parishes are expected to establish their own set of grievance procedures.  Parish Catechetical Leaders are obligated to follow established Parish procedures in an attempt to solve grievances.  After following the parish grievances procedure, if the final decision is unacceptable to the Parish Catechetical Leader, he/she may choose to appeal the decision at the diocesan level.

STEP 2 - APPEAL OF PARISH DECISION  

If the employee still believes that the grievance has not been satisfied, he or she may appeal the decision to the Diocesan Director of Religious Education and the Secretary of Education to request a meeting. To proceed to STEP 2 the grievance must be in writing and must contain a brief statement of the facts of the grievance, the steps followed thus far and a suggested solution. If the grievant is the Diocesan Director and/or Secretary of Education, the appeal is made to the Moderator of the Curia in STEP 3 (STEP 2 omitted).

The written grievance and request for a meeting must be submitted within five (5) working days of the final decision made at the parish level. The requested meeting will occur within five (5) working days of the receipt of the signed statement. The Diocesan Director of Religious Education and the Secretary of Education or delegate will investigate the grievance and respond to the parish Catechetical Leader in writing within ten (10) days after the meeting. If the response does not solve the grievance or if the Secretary / Director fails to respond within the required days, STEP 3 may be implemented.

STEP 3 - MODERATOR OF THE CURIA

If the grievance was not resolved on STEP 2 within the proper working days, the grievance is to be presented to the Moderator of the Curia by the grievant in writing, giving the facts of the grievance and the suggested solution. The Moderator will request a memorandum from the Secretary of Education / Diocesan Director of Religious Education describing the steps taken thus far to resolve the grievances in STEPS 1 and 2. The Moderator will schedule a meeting to occur within ten (10) working days of the receipt of the grievant’s request. It is not the role of the Moderator to assist the parties in coming to a remedy or a solution but to encourage conciliation. The Moderator will submit to the aggrieved party, the Secretary of Education / Diocesan Director of Religious Education and the Pastor, the results of the meeting within five (5) working days. If the response does not resolve the grievance or the Moderator fails to respond, STEP 4 may be implemented.

STEP 4 - PERSONNEL REVIEW COMMITTEE

Within five (5) working days of the receipt of the response in STEP 3, the grievant is to send a memorandum to the Moderator of the Curia requesting the formation of a Personnel Review Committee. No grievance may proceed to this review unless both parties have stipulated in writing the issue(s) to be addressed by the Committee. If a joint stipulation cannot be formulated, then each party shall submit its own presentation of the issue(s) to be submitted to the Committee. The Committee shall be the final judge of which issues are grievable.

If an employee is appealing a termination decision, he or she begins at this STEP 4 and must send the above memorandum to the Moderator of the Curia within 14 days of being notified of termination.

The Personnel Review Committee is made up of three (3) persons chosen from a pool consisting of members of the Secretariat and of the Personnel Policies and Procedures Review Committee. One is chosen by the aggrieved party, one is chosen by the other party and the third is chosen by the Moderator of the Curia. The choice of the Committee members is to be made within ten (10) working days after the submission of STEP 4 memorandum and written stipulations.

The Moderator of the Curia will serve as a resource person and staff to the Committee. In the event the grievance involves the Moderator, the Personnel Director will serve in this capacity. The Committee will hear both sides of the dispute in closed session within four (4) weeks of the date of the STEP 4 memorandum and stipulations. The Committee’s consideration shall be limited solely to the issues raised in the memorandum. No other issue shall be raised or contention made at the hearing. The Committee shall reach its conclusion solely on the basis of its interpretation of the Personnel Policies and Illinois law. The Committee shall have no authority to add to, subtract from or modify any personnel policy. It shall have no power to award a monetary settlement beyond back pay. The Committee will give its conclusion in writing to the Moderator of the Curia and the Personnel Director. Copies will be sent to the grievant, to the Catechetical Leader, and to the Secretary of Education. The decision of the Committee may be appealed to the Diocesan Bishop, whose decision is final.

REO 900 REVIEW OF POLICIES
The Policy Committee is composed of appointed members from the Diocesan Religious Education Board.  The Secretary of Education and Diocesan Director of Religious Education serve as ex officio members. 

The ordinary responsibilities of the Policy Committee are:

a) beginning on January 31, 2004, and annually thereafter, review the policies contained in Faith Formation in the Diocese of Joliet in collaboration with the Religious Education Office Staff, and make recommendations to the Diocesan Religious Education Board and then to the Bishop for additions, revisions, and updates.

b) to review and make recommendations to the Diocesan Bishop regarding extraordinary requests for exemptions from any policy stated in Faith Formation in the Diocese of Joliet.

In addition, the Diocesan Bishop or the Secretary of Education may assign ad hoc responsibilities to this committee.
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