
 

Presbytery of Lake Huron 
 

Personnel Handbook 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This handbook sets forth guidelines for personnel policies and practices of the Presbytery of Lake Huron 
relating to all persons employed by the Presbytery.  

Approved 
December 1990 

Revised 
September 17, 1991 

Revised 
September 19 and October 24, 1995 

Revised 
March 3, 1998 

Revised 
December 2, 2003 

Revised 
October 3, 2006 

Revised 
June 7, 2016 

Revised and Retitled 
September 15, 2020 

 
 
 
 
 
 



 
 

Personnel Handbook 
 

TABLE OF CONTENTS 
 

I.    INTRODUCTION ............................................................................................................... 1 

II. EMPLOYMENT CATEGORIES AND TERMINOLOGY ........................................... 1 

III. RIGHTS AND RESPONSIBILITIES ............................................................................... 2 

IV. EMPLOYMENT POLICIES ............................................................................................. 4 

V.      SALARY ADMINISTRATION ..........................................................................................5 

VI. BENEFITS AND LEAVES OF ABSENCE ...................................................................... 6 

VII. TERMINATIONS AND DISCIPLINARY PROCEDURES ........................................ 10 

VIII. GRIEVANCES .................................................................................................................. 11 

IX. EMAIL, INTERNET,  AND SOCIAL MEDIA POLICY ............................................. 12 

X. REVIEW AND REVISION OF PERSONNEL HANDBOOK ..................................... 15 

XI.  APPENDIX ........................................................................................................................ 16 

SEXUAL MISCONDUCT POLICY AND APPENDIX TO POLICY ......... ERROR! BOOKMARK NOT 

DEFINED. 

SEXUAL HARASSMENT COMPLAINT FORM ................................................................... 299 

ACKNOWLEDGEMENT OF RECEIPT OF POLICIES HANDBOOK ........................................ 30 

SYSTEMS POLICY EMPLOYEE ACKNOWLEDGEMENT ..................................................... 31 

XIII. INDEX [PENDING REVISION] ...................................................................................... 32 



 

 1 

PERSONNEL HANDBOOK 1 

I. Introduction 2 

 3 
A. These personnel policies express the goals, standards, values, attitudes, beliefs and benefits 4 

that the Presbytery of Lake Huron considers to be important for the functioning of its staff 5 
in implementing the mission of the Presbytery. These standards of conduct govern all 6 
employees and are intended to enable us to work together in a friendly and productive 7 
atmosphere. These personnel policies serve only as a general guide for reasonable 8 
expectations of employment. Therefore, neither these personnel policies nor any of their 9 
provisions constitute an employment agreement or contract of any kind, nor are they a 10 
guarantee to continued employment. Personnel policies may be amended or changed as 11 
necessary. Employees will be notified when changes are approved. 12 

 13 
Employment with the Presbytery of Lake Huron is governed by the legal concept of at-will 14 
employment. This means that neither the employee nor the Presbytery of Lake Huron is 15 
bound to continue the employment relationship if either chooses, and may end the 16 
relationship at any time, for any reason or no reason, with or without notice, and with or 17 
without cause. The only way this can be changed is by a writing directed specifically to the 18 
employee and signed by both the employee and the chairperson of the Personnel Team or 19 
the Moderator of the Presbytery Council. 20 

 21 
 22 

II. Employment Categories and Terminology 23 

 24 
 A. Employer: The legal corporate employer of all Presbytery staff is the Presbytery of Lake 25 

Huron (A Michigan Corporation) located in Saginaw, Michigan. 26 
 27 
 B. Employee: Any Person who provides services for compensation on behalf of the 28 

Presbytery of Lake Huron is considered an employee unless hired as an independent 29 
contractor. 30 

 31 
 C. Coordinating Team: Is responsible for developing and administering operating policies and 32 

procedures as outlined in the by-laws of the Presbytery of Lake Huron. The personnel 33 
policies are developed and administered by the Personnel Team. 34 

 35 
D. Call: Teaching Elders employed by the presbytery may be employed as a call to a validated 36 

ministry (G-2.0503) and enrolled as a member of presbytery. The terms of call shall be 37 
specified in a form designated for that purpose. 38 

 39 
E. Temporary: A temporary employee is employed for a short period, usually less than three 40 

months and is not entitled to benefits. The category of temporary employee will be 41 
established at the time of hire. 42 

 43 
F. Full Time/Part Time: A full-time employee is employed to work at least 35 hours weekly. 44 

A part-time employee is to work less than 35 hours weekly and is not entitled to regular 45 
employee benefits.  46 

 47 
G. Salary/Hourly employee: Hourly employees are paid based upon reported hours worked. 48 

Salaried employees are not paid based on reported hours. 49 
 50 
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H. Provisional Employment: The first three months of employment for hourly employees. 51 
 52 

I. Consultative/Contractual Services: Consultative-contract persons are not employees of the 53 
Presbytery.  54 

 55 
J. Grievance: A formal written complaint filed by an employee in response to an alleged 56 

violation of an approved Personnel Policy, or unfair application of stated policy. 57 
 58 

K. Executive Presbyter: The chief administrative officer of the Presbytery and head of staff 59 
 60 

III. Rights and Responsibilities 61 

 62 
A. Employer Rights 63 

 64 
  1. Establish basic work goals consistent with the purpose of the Presbytery. 65 
 66 
  2. Establish an over-all structure designed to best accomplish the basic goals. 67 
 68 

3. Establish and administer operating policies and procedures which meet 69 
requirements of the Presbytery. 70 

 71 
4. Establish and administer processes for recruiting, selection, compensation, career 72 

development, benefits, working conditions, promotions, transfers, dismissals, and 73 
other phases of employment. 74 

 75 
5. Expect employees to be productive in their assigned functions. 76 

 77 
6. Exercise oversight. 78 

 79 
B. Employer Responsibilities  80 

 81 
1. Be faithful to the purpose of the organization. 82 

 83 
2. Provide open communication and opportunity for employee participation, which 84 

will allow input for decisions that affect them. 85 
 86 

3. Assure policy administration is supportive of employees in setting and meeting 87 
objectives and career goals. 88 

 89 
4. Provide equal opportunity for employees in all aspects of employment.  90 

 91 
5. Provide adequate and equitable compensation to employees. 92 

 93 
6. Establish position descriptions and qualifications for particular job functions and 94 

determine who is qualified and/or capable to perform such functions. 95 
 96 

7. Conduct regular employee performance reviews and evaluations which relate their 97 
work objectives to goals of Presbytery, and which give them an opportunity to 98 
participate in evaluating their own performance in relation to these objectives. 99 

 100 
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8. Provide equitable benefits and working conditions for the general welfare and well-101 
being of all employees in an equitable manner, including providing a work 102 
environment free of harassment. 103 

 104 
9. Establish and administer a process which provides for the hearing and resolution of 105 

complaints and grievances. 106 
 107 

C. Employee Rights  108 
 109 

1. Receive adequate information in the form of this personnel handbook and a written 110 
job description, from which to develop an understanding of their role and function 111 
in the total structure of the Presbytery 112 

 113 
2. Receive annual written performance reviews 114 

 115 
3. Be kept informed of proposed changes in personnel policies and procedures 116 

 117 
4. Have working conditions which promote the general welfare and encourage 118 

productivity 119 
 120 

5. Receive adequate, equitable compensation and benefits appropriate to assigned 121 
responsibilities 122 

 123 
D. Employee Responsibilities  124 

 125 
1. Give the best possible performance in assigned functions 126 

 127 
2. Provide input when sought and present it to any appropriate Presbytery entity. 128 

 129 
3. Understand their role and function in achieving the vision, mission and goals of 130 

Presbytery 131 
 132 

4. Honor commitment to performance goals and objectives agreed upon as employees 133 
of the Presbytery 134 

 135 
E. Employer and Employee Responsibilities 136 

 137 
1. The employer will recognize, affirm and use the full potential of each employee to 138 

develop the full range of the employee's resource potential. 139 
 140 
2. The employee will devote talent, attention and energy to the performance of their 141 

assigned work and the goals of the Presbytery. 142 
 143 

3. The commitments named in (1) and (2) above reflect an open partnership in which  144 
objectives are shared and in which both employer and employee acknowledge their 145 
responsibilities to each other.  146 

 147 
4. Whenever there is a dispute between the employee and the employer in the  148 
 interpretation of rights and responsibilities, the decision of the employer shall  149 
 prevail. 150 

 151 
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IV. Employment Policies 152 

 153 
 A. Basic Employment Policies 154 
 155 

1. Determination of Personnel Guidelines and Policy: Personnel policies are 156 
determined by the Presbytery upon recommendation by the Personnel Team in 157 
accordance with the Book of Order. 158 

 159 
2. Employment Practices: The Presbytery is committed to Fair Employment Practices 160 

and Equal Employment Opportunity for all employees in accordance with the 161 
guidelines established by the Presbytery of Lake Huron, the Book of Order, policies 162 
of the Executive Assembly, and is guided by the Civil Rights, Equal Employment, 163 
and Equal Pay Acts of the state and federal governments. 164 

 165 
  3. Provisional Employment Period: The first three months of employment for hourly 166 

employees is a provisional or trial period giving the employee and his/her 167 
supervisor an opportunity to evaluate interest and qualifications for the position 168 
under actual working conditions. At the conclusion of this period, a performance 169 
appraisal is to be prepared and discussed with the employee by his/her supervisor. 170 
Successful completion of the provisional period does not change the at-will nature 171 
of the employment. 172 

 173 
4. Sexual Misconduct: The sexual misconduct policy adopted by the Presbytery of 174 

Lake Huron applies to the employer and all employees including consultants and 175 
contractors.  176 

 177 
 178 

B. Employee Review Process  179 
 180 

All new employees will be reviewed provisionally at the end of three months. A 181 
comprehensive review and evaluation will be conducted at least annually for all 182 
employees. Annual reviews will be conducted by the Personnel Team and the 183 
Executive Presbyter. The Personnel Team will be responsible for the review of the 184 
Executive Presbyter.  185 

 186 
 187 

C. Position Descriptions  188 
 189 
 Position descriptions shall be prepared by the Personnel Team. Position 190 

descriptions for Executive Presbyter, Stated Clerk, and Treasurer shall be submitted 191 
by the Personnel Team through the Presbytery Council to the Presbytery for 192 
approval. 193 

  194 
D. Recruitment and Selection  195 
 196 

1. Officers: shall be elected in accordance with the provisions of the Book of Order 197 
and the by-laws of the Presbytery.  198 

 199 
2. Employees:  200 
 201 
 a.  The Executive Presbyter position shall be filled in the following manner: 202 

• A search is conducted by a team whose names are to be submitted through  203 
 the nominating committee for election by the Presbytery. 204 
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• The search team will present to the Presbytery a candidate for election. 205 
 206 

b. All other employees shall be sought and hired by the Personnel Team. 207 
 208 

 209 
E. Staffing Pattern  210 
 211 

The staffing pattern of the Presbytery shall be the responsibility of the Personnel Team in 212 
consultation with the Presbytery Council. The staffing pattern for full-time employees shall 213 
be submitted through the Presbytery Council to the Presbytery for approval. 214 

 215 

V. Salary Administration  216 
 217 

A. Salary Principles 218 
 219 

The Presbytery is committed to salary administration principles which will provide: fair 220 
pay for the work performed; incentive for personal achievement and growth; equity of 221 
payment for positions of relative value; flexibility to meet the many changes in 222 
organization, functions, position, and personnel over a period of time. Salary levels will be 223 
maintained in a manner which ensures consistent and equitable salaries when compared to 224 
Pastors, Christian Educators and other administrative positions in keeping with the 225 
Presbytery's philosophy and local community competitive data. 226 

 227 
Salary scales for staff will also be considered in relation to salary information for staff in 228 
other presbyteries of the Synod. 229 

 230 
B. Salary Review and Increases 231 
 232 

Any cost of living increases authorized by the Presbytery will be given to all employees at 233 
the same time. Salary increases, if granted, commence on January 1 of the year for which 234 
they are granted. 235 

 236 
At the time of the annual salary review, any changes in duties or responsibilities will be 237 
noted and the salary may be re-evaluated on the basis of such changes. 238 

 239 
Changes in terms of employment for the Executive Presbyter, Treasurer, and Clerk must be 240 
reported to and approved by the Presbytery before implementation. 241 

 242 
C. Withholding Taxes 243 
 244 

In keeping with the established policy of the Presbyterian Church (USA) and in 245 
compliance with Federal statutes, all ordained clergy are considered employees engaged in 246 
the exercise of their ministry, and are responsible for the payment of federal, state, and 247 
local taxes from their wages. Ordained clergy are considered self-employed for social 248 
security purposes. Lay employees of the Presbytery are subject to the normal withholding 249 
of federal, state, and local taxes from their wages. Independent contractors are considered 250 
self-employed and are not subject to the withholding of taxes from income. Independent 251 
contractors are responsible for paying all taxes on their wages. 252 

 253 
D. Housing Allowance 254 
 255 
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The Internal Revenue Code provides that a minister shall exclude from gross income for 256 
income tax purposes any housing allowance paid as part of his/her compensation to the 257 
extent that he/she used it for renting or providing a home.  258 

 259 
To satisfy this requirement, the amount to be designated as housing allowance shall be 260 
recommended by the employee and designated by the employer as a housing allowance in 261 
the initial terms of call, or for changes subsequent to employment prior to January 1 of the 262 
year it takes effect. 263 

 264 
If the total amount, which is designated for housing allowance, is not fully used, it is the 265 
recipient's responsibility to report the balance to the Internal Revenue Service as taxable 266 
income. 267 

 268 
E. Career Opportunities 269 

 270 
    1. Career development - All employees will be given an annual opportunity to 271 

review and determine their short- and long-term career goals and objectives as a 272 
part of the annual performance review. Goals and objectives shall be consistent 273 
with the Presbytery mission statement needs. 274 

 275 
2. Extended study leave/job training - In order to enable all Presbytery employees 276 

with specific needs or opportunities to give extended study to subject areas which 277 
will contribute to the work of the Presbytery, an extended study leave may be 278 
granted by the Personnel Team upon recommendation of the Executive Presbyter. 279 

 280 
3. Continuing Education Policy – Continuing Education/Study Leave dollars may 281 

accumulate up to three years in designated use accounts for each employee 282 
receiving such an allowance. Continuing Education/Study Leave Time is written 283 
into the memoranda of employment for all employees receiving such an allowance. 284 

 That Continuing Education time of eight (8) working days is established for the 285 
Business Manager and four (4) working days for the Communications 286 
Manager/Recording Clerk. All other office staff will be approved as needed.  287 

   288 
 Executive Presbyter and Stated Clerk Continuing Education time will be part of 289 

their compensation packages.  290 
  291 
 All Study Leave is to be approved by the Personnel Team through the Head of 292 

Staff. This will be time paid at regular compensation. This time will not accumulate 293 
year to year without the expressed consent of the Personnel Team. 294 

 295 

VI. Benefits and Leaves of Absence 296 

 297 
A. Benefits 298 

 299 
1. Worker's compensation insurance  300 

All employees of the Presbytery shall be covered by the Worker's Compensation 301 
law of the state. 302 

 303 
2. Holidays 304 

The Presbytery shall grant the following paid holidays to all full-time staff, in 305 
accordance with local customs and laws: 306 

 307 
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New Year's Day, Martin Luther King's Birthday, Good Friday, 308 
Memorial Day, Independence Day, Labor Day, Thanksgiving Day 309 
and the Friday after Thanksgiving, and Christmas Day. 310 

 311 
Those holidays, which occasionally fall on a weekend, shall be scheduled each 312 
year, as it is necessary. Holidays falling on Saturday will be observed on Friday, 313 
and holidays on Sunday will be observed on Monday. 314 
 315 
In addition, paid holiday will include the week between Christmas and New Year’s 316 
when the Presbytery office is closed. 317 
 318 
The same provisions shall apply to part-time staff employed 20 or more hours per 319 
week, with the following conditions: 320 

a. If a holiday is scheduled for a scheduled work-day, pay shall be 321 
prorated according to the percentage of full-time employment.  322 

b. If a holiday is scheduled for a day that is not part of the employee’s 323 
works schedule, the Head of Staff may designate another day, or 324 
portion of a day as a compensatory day off, with pay prorated to the 325 
percentage of full-time employment. 326 

c. The Head of Staff may make adjustments to an employee’s work hours 327 
to provide for equitable holiday pay and employment of part-time staff. 328 

 329 
        330 

3. Vacation 331 
A vacation with pay is provided for all employees. Vacations are not cumulative 332 
and must be used within the calendar year, except when special provision has been 333 
made with the Personnel Team. Vacation days for provisional employees will be 334 
prorated per calendar year based upon number of days worked. Full-time 335 
employees are entitled to annual paid vacation according to the following schedule. 336 
Vacation entitlement during the first year of employment will be pro-rated 337 
accordingly.  338 

    For Employees hired before June 7, 2016 339 
Service from 0 through 5 years = 10 working days 340 
Service from 6 through l0 years = 15 working days 341 
Service from 11 years and over = 20 working days 342 
Called staff is according to terms of call or employment. 343 
 344 
For Employees hired after June 7, 2016 345 
Service from 0-1 year   =  2 weeks 346 
Service from 2-9 years   =  3 weeks 347 
Service from 10 years and over  =  4 weeks 348 
One week of vacation shall be considered the week between Christmas and 349 

New Year’s when the office is closed. 350 
 351 

Vacation for part-time employees will be pro-rated according to the vacation 352 
entitlement of full-time employees. 353 
 354 
Except where noted below, accrued but unused vacation time is not compensable. 355 

 356 
Employees who submit their resignation, give two weeks’ notice, and work every 357 
regularly scheduled day during that two-week period, will be paid for any accrued 358 
and unused vacation time. Failure to give the notice and work each day will result 359 
in denial of pay for accrued and unused vacation pay. Employees who are 360 
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terminated for cause by the Presbytery are not eligible to receive payment for 361 
accrued and unused vacation time. 362 
 363 

 364 
4. Health Insurance 365 

Called staff benefits are according to the terms of call. Teaching Elders in full-time 366 
employment shall be eligible for participation in the pension and benefits plan of 367 
the Board of Pensions. The Personnel Team shall consult with the employee 368 
regarding whether it is advisable to enroll in the traditional or alternative plan. 369 

 370 
Other full-time staff shall be covered by the Board of Pensions Major Medical Plan 371 
provisions or another plan of equal or lesser cost acceptable to the Presbytery 372 
through the Personnel Team. Full-time employees covered under alternate plans 373 
may petition for compensatory benefits in consideration for savings to the 374 
presbytery. Decisions will be made by the Personnel Team on a case-by-case basis 375 
at their sole discretion. 376 

 377 
The Board of Pension's Major Medical dues for all qualifying enrolled employees 378 
will be paid by the Presbytery of Lake Huron. 379 

 380 
5. Pension benefits  381 

Clergy will be members of the Board of Pensions plan according to their call. Full-382 
time lay employees shall be covered by the Board of Pensions plan or its 383 
equivalent. 384 

 385 
6. Social Security 386 

All non-clergy employees covered by the Federal Old Age Survivors Benefits Act 387 
(Social Security) shall have their share of the tax withheld from their wages. Clergy 388 
are considered self-employed and taxes are not withheld, nor paid for them. 389 

 390 
7. Temporary benefits 391 

Persons employed for a temporary period, usually less than three months, are not 392 
paid for holidays, sick leave, or other leaves, and do not earn vacation leave during 393 
their temporary employment. Such employees are not eligible for the pension plans 394 
or other health benefit entitlement. If such employees work more than the normal 395 
weekly work schedule, they will be paid at the regular rate for hours up to 40 per 396 
week, and time-and-a-half for above 40 hours in the case of non-exempt employees, 397 
as defined by the U.S. Department of Labor 398 

     399 
8. Provisional employees  400 

Benefits for provisional employees shall begin upon successful completion of the 401 
provisional period of employment when they become regular employees. 402 

 403 
B. Leave of Absence, With Pay 404 

 405 
1. Sick and Personal leave  406 

Full-time, hourly employees are eligible for five (5) working days of sick leave 407 
each calendar year, Part-time employees, after five (5) years of employment, are 408 
eligible for five (5) working days of sick leave each calendar year. Sick Leave will 409 
be credited on January 1 of each year to all eligible employees. The Personnel 410 
Team may grant additional sick leave as deemed necessary and appropriate at either 411 
full or partial payment. 412 

 413 
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Sick leave for new employees will be pro-rated according to the total length of 414 
service until they have completed one (1) year service. New employees will not be 415 
eligible for sick leave until after the end of the provisional employment period. 416 

 417 
When an illness or injury causes an employee to be absent from work for more than 418 
five consecutive (5) days, the employee shall present written verification from a 419 
physician before sick pay will continue. The Presbytery may, at its own expense, 420 
require a second opinion from a physician of its choice for sick pay to continue. 421 

 422 
An employee shall have no claim for pay in lieu of unused sick leave at any time. 423 
 424 
No employee will be paid for Sick Leave if they are employed or capable of 425 
working in any other job, whether self-employed or as an employee/owner/director, 426 
etc. 427 

 428 
2. Bereavement leave  429 

In the event of a death in the immediate family (spouse, child, sibling, parent, 430 
parent-in-law, grandparent, grandparent in-law, or relative in the same household), 431 
three (3) working days will be given, without loss of pay. In the event of the death 432 
of an extended family member or friend, bereavement leave may be granted at the 433 
discretion of the Executive Presbyter or the Personnel Team. The Head of Staff 434 
may grant up to one-half work day leave for full or part-time employees to attend 435 
funerals. Any additional bereavement time not covered by this policy may be 436 
granted by the Personnel Team.  437 

 438 
3. Study leave – see Continuing Education Policy above 439 

            440 
4. Jury duty/Reserve Military duty 441 

Any employee called upon to serve jury duty/Reserve Military duty will be granted 442 
leave and paid the difference between their jury duty/Reserve Military duty pay and 443 
their regular pay for a period up to and including ten working days. If called as a 444 
witness, leave will be handled in the same way. An employee will not be granted 445 
leave for serving as a witness in a civil matter in which they have a personal or 446 
financial interest or for pursuing or defending their own court case. 447 
 448 

5. Personal leave  449 
Two (2) non-accumulative personal days of paid leave may be granted each year. 450 
Personal Leave is available for employees who need time off for reasons not 451 
otherwise provided for in this handbook. 452 

    453 
6. Parental leave  454 

Parental leave may include birth, adoption, and assuming guardianship of a child. 455 
This leave of absence shall not exceed 13 weeks. The pay shall be at 2/3 of the 456 
employee's normal salary. The employee may choose to substitute accumulated sick 457 
days and/or vacation time for Parental Leave pay. Full pension dues, if applicable, 458 
will be paid by the Presbytery for those 13 weeks. 459 
 460 

7. Sabbatical Leave  461 
Leaves of absence with pay will be granted to the Executive Presbyter for 462 
sabbatical leave. Such sabbatical leave shall have the approval of the Presbytery 463 
Council and the Presbytery. The Executive Presbyter will be eligible for a 464 
sabbatical leave with pay every seven years for a period of up to twelve (12) weeks. 465 
A sabbatical proposal will be developed by the Executive Presbyter stating the 466 
reasons, goals and objectives for the sabbatical leave. This will become the 467 



 

 10 

sabbatical contract upon approval by the Personnel Team. Current or accumulated 468 
study leave will be subsumed within the sabbatical leave. The Executive Presbyter 469 
shall not relocate or retire for at least 12 months following the completion of a 470 
Sabbatical without the approval of the Presbytery Council. 471 

 472 
8. Administrative Leave 473 

Leave of absence with pay may be granted for administrative purposes at the 474 
discretion of the Executive Presbyter with concurrence of the Personnel Team 475 
and/or by the Personnel Team. 476 
 477 

C. Leave of Absence, Without Pay  478 
 479 
Leave of absence without pay is provided under the following conditions, with the 480 
approval of the Executive Presbyter and the Personnel Team. 481 

 482 
1. Military Service  483 

For military service performed by an employee with credited service of three 484 
months or more. Upon return, the Presbytery will comply with the requirements of 485 
Uniformed Services Employment and Reemployment Rights Act, if any, and if 486 
USERRA is not applicable, will attempt to place the employee in an open position, 487 
similar to their prior position, in conjunction with the Board of Chaplains and 488 
Military Personnel. 489 

 490 
2. Other Personal Reasons 491 

Leaves of absence for other personal reasons such as extended parental leave, 492 
family responsibilities, etc. These leaves of absence will be for a minimum of one 493 
month and a maximum of six months subject to renewal no more than once. 494 

 495 
In extraordinary circumstances, other leaves of absence without pay may be granted upon 496 
recommendation of the Executive Presbyter with concurrence of the Personnel Team. 497 

 498 
Approval of a leave of absence will be based upon the reason an employee is requesting a 499 
leave of absence, the amount of time requested, the employee's performance and the need 500 
to retain the employee on the job. A Leave of Absence will not be granted if the employee 501 
will be working at another job for another employer, or working in a self-employed or 502 
independent contractor capacity. 503 

 504 
Pension dues and health insurance will not be paid by the employer for any leave of 505 
absence without pay, which exceeds four weeks, but these payments may be made by the 506 
employee in accordance with the terms of the applicable plans. 507 

 508 

VII. Terminations and Disciplinary Procedures 509 

 510 
Causes for termination or discipline shall include but not be limited to: 511 

 512 
A. Unsatisfactory Performance  513 

Examples of unsatisfactory job performance include, but are not limited to:  514 
1. Poor job performance 515 
2. Misconduct 516 
3. Insubordination 517 
4. Neglect in care or use of Presbytery property or funds 518 
5. Habitual unexcused absences or tardiness 519 
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6. Discourteous treatment of public or employees, including but not limited to 520 
behavior that is racist, sexist, or hostile. 521 

7. Falsification of employment application or work record 522 
8. Violation of these policies, including the social media policy 523 
9. Any reason as determined by the employer 524 

 525 
The following progressive procedures shall normally be followed, unless as otherwise 526 
provided in the Book of Order.  527 

 528 
1. Verbal discussion of the problem area with a recap in writing signed by the 529 

employee and the supervisor. 530 
 531 

2. Chronic problems or second offenses 532 
 533 

a. Probation - any employee may be subject to probationary action for a period 534 
of three months but not to exceed six months when there is a question as to 535 
the employee's ability or willingness to perform his/her work in a 536 
satisfactory and professional manner. 537 

 538 
b. Discharge - the next and final step in the process. 539 

 540 
3. Serious violations may lead directly to termination.  541 

 542 
However, at the discretion of the Presbytery, any of the above steps may be 543 
extended, or skipped, in order to deal with whatever problem is being addressed. 544 

 545 
B. Budget Reduction or Reallocation  546 

Termination because of reduction in the budget, or for other circumstances arising due to 547 
no fault of the employee, is at the discretion of the Presbytery. In order to receive the 548 
following severance payment, an employee will be required to execute a full and complete 549 
severance agreement and release.  550 
 551 
1. For called staff: at least six months’ notice shall be given unless otherwise provided 552 

by the individual contract with pay during continuing employment. 553 
 554 

2. For all other employees: at least ninety days’ notice will be given with pay during 555 
continuing employment. 556 

        557 
C. Voluntary Termination  558 

An employee is requested to give at least two weeks’ notice of voluntary termination and 559 
to work each regularly scheduled workday. Any days that are missed during that two-week 560 
notice period are not counted for purposes of determining whether an employee is eligible 561 
to receive accrued and unused vacation pay. An exit interview will be conducted by the 562 
Personnel Team. 563 
 564 

VIII. Grievances 565 

   566 
For the purpose of this policy, a complaint or grievance is an alleged violation of an approved 567 
Personnel Policy or practice, or an unfair application of stated policy, or of an applicable state or 568 
federal law not adequately dealt with in these policies or practices. In order to deal promptly and 569 
fairly with all complaints or grievances, the following steps are to be taken: 570 
 571 
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A. Preliminary Complaint Procedure  572 
Within 3 to 5 working days following an event giving rise to a grievance, prior to filing a 573 
formal written grievance, several preliminary steps are to be taken: 574 

 575 
1. Discuss the matter with the immediate supervisor. 576 

 577 
2. Discuss the matter with the Executive Presbyter if he/she is not the immediate 578 

supervisor. 579 
 580 

B. Formal Grievance Procedure  581 
If informal efforts to resolve a grievance have failed, a formal grievance may be filed 582 
within 10 to 15 working days by submitting a written statement to the chairperson of the 583 
Personnel Team, and a copy to the Executive Presbyter and/or the person's supervisor. 584 
Formal grievances must be filed within sixty days of the alleged grievance. 585 

 586 
1.  The Chairperson of the Personnel Team shall call a meeting of the sub-team to  587 
  review the grievance with all parties concerned. The Personnel Team shall make a 588 

determination of the grievance. 589 
 590 

2.  If the complainant is dissatisfied with the decision of the Personnel Team, they 591 
 can submit an appeal within fifteen days to the Presbytery Council. The 592 
 Presbytery Council, in consultation with all parties concerned, shall make the 593 
 final determination. All parties concerned will be provided a written copy of the 594 
 Presbytery Council’s decision. 595 

 596 
C. Right to Have Advocates Present  597 

It is understood that the complaining party may arrange to have an advocate with him/her 598 
at all steps in the formal process. 599 

 600 
D. Written Record  601 

A written record of all decisions arrived at in all meetings shall be kept. Letters of decision 602 
from the Personnel Team and/or the Presbytery Council shall contain provision for the 603 
complainant to indicate his/her acceptance or rejection of the decision. 604 

 605 
E. Probation/Suspension  606 

Probation and/or suspension may be employed during the grievance procedure. 607 
 608 

IX. Email, Internet, and Social Media Policy  609 

Every Presbytery of Lake Huron employee is provided access to an electronic mail (email) system and 610 
access to the internet. The email address(es) which are used will be decided on an individual basis.  611 

These resources have been provided by the Presbytery of Lake Huron for use in conducting presbytery 612 
business. All communications and information transmitted by, received from, or stored in this system are 613 
presbytery records and property of the Presbytery of Lake Huron. These files are subject to the 614 
ecclesiastical discovery process.  615 
 616 

A.  Email and Internet Policies 617 

1. Employees have no right of personal privacy in any matter stored in, created, received, or 618 
sent over the Presbytery of Lake Huron’s email system or internet. Even if employees use 619 
a password to access email or internet, the confidentiality of any message or file stored 620 
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in, created, received, or sent from the Presbytery of Lake Huron email system or internet 621 
is not guaranteed nor does this diminish the right of the presbytery to access information. 622 
No privacy right is established by the use of a password on presbytery systems. Deletion 623 
of any content, including email messages or files, will not truly eliminate the content 624 
from the system. All content is stored in a central back-up system in the normal course of 625 
data management.  626 

2. The email system and internet may not be used to solicit for religious or political causes 627 
outside the interests of the presbytery.  628 

3. The Presbytery of Lake Huron’s policies against sexual or other harassment apply fully to 629 
the email system and internet, and any violation of those policies is grounds for 630 
disciplinary action up to and including termination. No messages should be created or 631 
sent if they contain intimidating, hostile, or offensive materials concerning race, color, 632 
religion, sex, age, national origin, disability, veteran status or any other classification 633 
protected by law.  634 

4. Internet, laptops, computers, and organization-provided cellular telephones or other 635 
devices may not be used for transmitting, retrieving or storing any communications of a 636 
defamatory, discriminatory, harassing or pornographic nature.  637 

5. Employees are not authorized to retrieve or read any email messages that are not sent to 638 
them without prior approval from the Executive Presbyter or Chair of Personnel Team.  639 

6. Employees shall not transmit or forward Presbytery confidential information or 640 
privileged communications to outside individuals or companies not authorized to receive 641 
the information; 642 

7. Employees shall not disclose passwords to anyone outside of the Presbytery and only on 643 
a “need to know” basis within the Presbytery and its technology vendors; 644 

8. Employees shall take appropriate precautions to protect sensitive and confidential 645 
information within the system, including using password-protected folders and 646 
applications as needed; 647 

9. The following actions are expressly prohibited: using disparaging, abusive, profane, or 648 
offensive language; creating, viewing or displaying materials that might adversely or 649 
negatively reflect upon The Presbytery of Lake Huron or be contrary to The Presbytery of 650 
Lake Huron’s values or best interests; operating a business, seizing business 651 
opportunities, soliciting money for personal gain, or searching for jobs outside the 652 
Presbyterian Church (U.S.A.); and engaging in any illegal activities, including piracy, 653 
extortion, blackmail, copyright infringement, and unauthorized access of any computers 654 
and organization-provided equipment such as laptops.  655 

10. Users should write email communications or internet communications with no less care, 656 
judgment and responsibility than they would use for letters or internal memoranda written 657 
on the Presbytery of Lake Huron’s letterhead.  658 

11. The Presbytery has the right, but not the duty, to monitor any and all of the aspects of its 659 
computer system, including, but not limited to, monitoring sites visited by employees on 660 
the internet, monitoring chat groups and news groups, reviewing material downloaded or 661 
uploaded by users to the internet, and reviewing e-mail sent and received by users.  662 

12. The Presbytery may use software to identify inappropriate or sexually explicit internet 663 
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sites. Such sites may be blocked from access by the Presbytery networks. In the event an 664 
employee nonetheless encounters inappropriate or sexually explicit material while 665 
browsing on the Internet in the conduct of presbytery business, the employee should 666 
immediately disconnect from the site, regardless of whether the site was subject to 667 
blocking software.  668 

13. Any employee who discovers misuse of the email or internet systems should immediately 669 
contact the Executive Presbyter or Chair of the Personnel Team. Violations of this policy 670 
may result in disciplinary action up to and including termination.  671 

14. Use of the Presbytery of Lake Huron’s email system and internet constitutes consent by 672 
the user to all of the terms and conditions of this policy.  673 

Disclaimer of Liability 674 

The Presbytery of Lake Huron is not responsible for material viewed or downloaded by users 675 
from via Email or the internet. The internet is a worldwide network of computers that 676 
contains millions of pages of information. Users are cautioned that many of these pages 677 
include offensive, sexually explicit, and inappropriate material. In general, it is difficult to 678 
avoid at least some contact with this material while using the internet. Even innocuous search 679 
requests may lead to sites with highly offensive content. In addition, having an email address 680 
on the internet may lead to receipt of unsolicited e-mail containing offensive content. Users 681 
accessing the internet do so at their own risk.  682 

Email Disclaimer  683 

This email and internet network is a private information system of The Presbytery of Lake 684 
Huron. Individuals using this system expressly consent to the monitoring of their activities. 685 
Anyone using this system in violation of the Presbytery of Lake Huron’s Email, Internet, and 686 
Social Media Policy may be subject to disciplinary action, up to and including termination.  687 

B.  Social Media Policy 688 

Social media are an integral part of personal, social, professional and business communications 689 
and networks. Social media can enhance the relationships and the conduct of the ministry of the 690 
Presbytery of Lake Huron. However, the use of social media also presents certain risks and 691 
carries with it certain responsibilities. To assist in making responsible decisions about the use of 692 
social media, use the following guidelines. This policy applies to all employees who work for the 693 
Presbytery of Lake Huron.  694 

Social media include all means of communicating or posting information or content of any sort 695 
on the internet, including web logs or blogs, tweets, journals or diaries, personal web sites, social 696 
networking or affinity web sites, web bulletin boards or chat rooms whether or not associated or 697 
affiliated with the Presbytery of Lake Huron, as well as any other form of electronic 698 
communication.  699 

An employee is solely responsible for what he/she posts online. Any conduct contrary to the 700 
Presbytery’s policies and guiding principles may result in disciplinary action up to and including 701 
termination.  702 

 703 
 Guidelines 704 

1. Know and follow the rules: Read the guidelines on Email and Internet Policies (above) 705 
and the Sexual Misconduct Policy (below) to ensure postings are consistent with these 706 
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policies. Inappropriate postings that may include discriminatory remarks, harassment, and 707 
threats of violence or similar inappropriate or unlawful conduct will not be tolerated and 708 
may be subject to disciplinary action up to and including termination.  709 

2. Be respectful. Always be fair and courteous to fellow employees, customers, members, 710 
suppliers or people who work on behalf of The Presbytery of Lake Huron. Examples of 711 
disrespectful conduct might include offensive posts meant to intentionally harm 712 
someone’s reputation or posts that could contribute to a hostile work environment on the 713 
basis of race, sex, disability, religion or any other status protected by law or presbytery 714 
policy.  715 

3. Be honest and accurate. Be honest and accurate when posting information or news on 716 
behalf of the presbytery; acknowledge and correct any mistakes as soon as they are 717 
discovered.  718 

4. Post only appropriate content.  719 
 720 
 Employee Obligations 721 

1. Employees must identify themselves as presbytery employees when creating a link from 722 
personal blogs, websites or other social networking media to the presbytery website.  723 

2. Employees should express only personal opinions when posting to any media, and should 724 
never represent themselves as spokespersons of the presbytery. If the Presbytery is a 725 
subject of a post, it is best to include a disclaimer such as “The postings on this site are 726 
my own and do not necessarily reflect the views of my Employer. 727 

3. Employees shall maintain the confidentiality of the Presbytery of Lake Huron. Do not 728 
post internal reports, policies, procedures, or other internal business-related 729 
communications. Privileged documents (e.g., lawyer-client or therapist-client) shall not 730 
be shared in any form. 731 

4. Excessive social media engagement while on work time is to be avoided. Violations will 732 
be addressed with the Executive Presbyter and/or the Personnel Team. Do not use the 733 
Presbytery of Lake Huron email addresses to register on social networks, blogs, or other 734 
online tools utilized for personal use.  735 

5. Retaliation is prohibited. The presbytery prohibits taking negative action against any staff 736 
member for reporting a possible deviation from this policy or for cooperating in an 737 
investigation. Any employee who retaliates against another staff member for reporting a 738 
possible deviation from this policy or for cooperating in an investigation will be subject 739 
to disciplinary action, up to and including termination. 740 

 741 

X. Review and Revision of Personnel Policies Handbook 742 

The Personnel Team shall review the Personnel Policies Handbook of the Presbytery at least every three 743 
years and may recommend changes or amendments through the Presbytery Council to the Presbytery. 744 

 745 

  746 
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XI.  Appendix 747 

 748 
PRESBYTERY OF LAKE HURON 749 
SEXUAL MISCONDUCT POLICY 750 

Adopted August 7, 2001 751 
Amended June 4, 2002 752 

Amended September 15, 2020 753 
 754 
INTRODUCTION 755 
 756 
The ethical conduct of all who follow Jesus Christ is of vital importance because their lives 757 
should demonstrate an understanding of God and the gospel. Sexual misconduct is both a 758 
violation of principles set forth in Scripture and a violation of relationships of trust. Sexual 759 
misconduct is never permissible or acceptable. This policy is subject to the laws of the State of 760 
Michigan and the Constitution of the Presbyterian Church (U.S.A.), which shall take precedence 761 
over this policy wherever they may conflict with it. 762 
 763 
STATEMENT OF PURPOSE 764 
 765 
The purpose of this policy is to ensure that the Presbytery of Lake Huron responds promptly and 766 
accountably to allegations of sexual misconduct by persons covered by this policy. The policy 767 
expresses the Presbytery’s commitment to seek justice in such situations and to minister to all 768 
those affected, but particularly to possible victim(s) of the alleged misconduct. This policy 769 
guides actions which are compassionate while promoting goals of truth, responsibility, and 770 
accountability. The policy further provides opportunity for education and training to help prevent 771 
acts of sexual misconduct and serves as a model for use in the personnel policies of the churches 772 
in our Presbytery. 773 
  774 
PERSONS COVERED BY THIS POLICY 775 
 776 
Persons covered by this policy and who are expected by the Presbytery to adhere to this policy 777 
are those persons who are under the immediate jurisdiction of the Presbytery, or under the 778 
oversight of the Presbytery, or serving the Presbytery in any way. Persons covered by this policy 779 
therefore include: 780 

• Ministers of the Word and Sacrament who are members of the Presbytery, 781 

• Commissioned Pastors (also known as Commissioned Ruling Elders) serving in a work 782 
commissioned by the Presbytery,  783 

• Pastors of immigrant fellowships recognized by the Presbytery,  784 

• Inquirers and Candidates in covenant relationship to the Presbytery,  785 

• Certified Christian Educators and Certified Associate Christian Educators on the rolls of 786 
the Presbytery,  787 

• Presbytery officers and staff, and  788 

• all persons elected or appointed to serve the Presbytery whether or not those persons are 789 
members of a Presbyterian Church. 790 

 791 
All persons covered by this policy shall submit to and successfully complete a criminal 792 
background check performed by the Presbytery before being hired, enrolled, commissioned, 793 
appointed, or otherwise placed in a position of trust under the immediate jurisdiction or oversight 794 
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of the Presbytery. The policy does not cover members, employees, or volunteers of 795 
congregations except as noted above. The session of each congregation shall adopt a sexual 796 
misconduct policy as required by the Presbyterian Church (U.S.A.) Book of Order. 797 
 798 
BASIC PRINCIPLES OF CONDUCT 799 
 800 
The basic principles of conduct guiding this policy are as follows: 801 
 802 
1. Sexual misconduct is a violation of the role of pastors, employees, volunteers, counselors, 803 

supervisors, teachers, and advisors in a position of authority who are called upon to exercise 804 
integrity, sensitivity, and caring in a trust relationship. 805 

 806 
2. Sexual misconduct is a misuse of authority and power which breaches Christian ethical 807 

principles by misusing a trust relationship to gain advantage over another for personal 808 
pleasure in an abusive, exploitative, or unjust manner. Even if the church member, student, 809 
client, or employee initiates or invites sexual content in the relationship, the pastor, 810 
counselor, officer, or supervisor is always responsible to maintain the appropriate role and to 811 
prohibit a sexual relationship. 812 

 813 
3. Sexual misconduct against children, adults without the capacity to consent, and other 814 

vulnerable persons takes advantage of their lack of power to protect themselves. 815 
 816 
4. Sexual misconduct as outlined in these principles always occurs without meaningful consent 817 

since equality of power does not exist in these relationships.  818 
 819 
5. Whenever a ministerial or professional relationship exists, it is always the responsibility of 820 

the minister or professional to maintain appropriate boundaries and to decline to engage in a 821 
sexual relationship 822 

 823 
DEFINITIONS 824 
 825 

Term Definition 
Sexual Misconduct The comprehensive term used in this policy and its procedures to 

include: 
• Rape or sexual assault. 
• Sexual abuse of children or adults. 
• Viewing, storing, or transmitting pornographic material for 

any purpose on church or Presbytery property and/or with 
church or Presbytery-owned devices such as, but not 
limited to computers, tablets, or cellular telephones. 

• Inappropriate sexualized behavior. 
 
Sexual misconduct does not include non-abusive relationships 
between spouses, and this policy is not intended to restrict church 
professionals from having normal, mutual, intimate relationships 
outside of the ministerial or professional context. 
 

Sexual Abuse Any offense involving sexual conduct in relation to any person 
under the age of eighteen years, or anyone without the capacity to 
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consent, or any person when the conduct includes force, threat, 
coercion, intimidation, or misuse of office or position. It occurs: 

• Whenever a person in a position of trust engages in a 
sexual act, has sexual contact, or creates a sexualized 
environment with any person to whom that person owes a 
professional responsibility. 

• When a person in a position of trust ignores a request to 
cease sexualized behavior by any person to whom that 
person owes a professional responsibility. 

 
Examples of Sexual 
Abuse 

Examples of sexual abuse may include, but are not limited to: 
• Sexual touch and repeated “accidental” touch of sexual 

areas of the body. 
• Tickling or playful aggression that seems uncomfortable to 

the recipient. 
• A prolonged hug when a brief hug is customary behavior 
• Kissing on or near the lips when a kiss on the cheek (or no 

kiss) would be appropriate. 
• Pressing up against the body when hugging. 
• A gift of a sexually inappropriate nature. 
• Sexual intercourse in a relationship of trust.  
• Verbal or non-verbal behavior, in person or by 

technological means, initiated by a person in a position of 
trust when such behavior sexualizes a relationship, 
including but not limited to: 

o Innuendo or sexual talk: 
o Sexually suggestive comments, including tales of 

one’s sexual experiences: 
o Questions about the intimate details of another’s 

relationships: 
o Currying sympathy about one’s or one’s partner’s 

sexual inadequacies: 
o Sexually explicit or suggestive texts, emails, or 

social media posts. 
 

Sexual Abuse of a 
Minor or One Lacking 
Mental Capacity to 
Consent 

Sexual abuse of a minor or one lacking mental capacity to 
consent: 

• Consists of any sexual contact between an adult and an 
individual under the age of eighteen or one who lacks the 
mental capacity to consent, including accessing, 
promoting, or pandering of child pornography on church or 
Presbytery property and/or with church or Presbytery-
owned devices such as computers, tablets, or cellular 
telephones. 

• Includes but is not limited to, any contact or interaction 
between a child or person lacking capacity to consent and 
an adult when the child is being used for the sexual 
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stimulation of the adult person or a third party. The 
behavior may or may not include touching. 

• Is a crime in all states and must be reported to civil 
authorities. Anyone who knows or has reason to suspect 
that child abuse has occurred or is occurring may be a 
mandated reporter. Detailed explanations and definitions 
may be found in the Presbytery Child and Youth 
Protection Policy. 

 
Sexual Harassment Sexual harassment: 

• Includes behavior in the workplace which may affect an 
individual’s employment, unreasonably interfere with an 
individual’s work performance, or creates an intimidating, 
hostile, or offensive work environment. 

• Includes any sexual conduct that is made either explicitly 
or implicitly a condition of an individual’s employment or 
their continued status in the church or Presbytery, or when 
submission to or rejection of such conduct by an individual 
is used as the basis for employment decisions affecting the 
individual. 

• Includes sexualized behavior which may affect a 
congregant or counseling client’s ability to feel safe in the 
worship environment and/or pastoral relationship. 

 
Examples of Sexual 
Harassment 

Examples of sexual harassment may include, but are not limited to: 
• Unwelcome sexual advances. 
• Requests for sexual favors. 
• Sexually oriented jokes or humor. 
• Sexually demeaning comments. 
• Verbal suggestions of sexual involvement or sexual 

activity. 
• Questions or comments about sexual behavior. 
• Unwelcome or inappropriate physical contact. 
• Graphic or degrading comments about an individual’s 

physical appearance. 
• Any verbal or physical conduct of a sexual nature. 
• Display or transmission of sexually suggestive objects or 

pictures. 
• Repeated requests for social engagements after an 

individual refuses. 
• Stalking behavior. 

 
Meaningful Consent Meaningful consent: 

• Requires both parties be adults over 18 years of age. 
• Cannot occur within a professional relationship of trust or 

where one person exercises unequal power over the other. 
• Cannot occur when the judgment of one or both parties is 

impaired or incapacitated temporarily due to the influence 



 

 20 

of a narcotic or intoxicating substance, or due to 
psychological, emotional, or spiritual vulnerability (such 
as grief). 

 
An unmarried person in a position of trust in a congregation 
seeking a romantic relationship may do so outside their own 
congregation or staff. If a person in a pastoral or professional role 
becomes interested in a dating or romantic relationship with a 
member of his or her congregation or staff, the pastoral or 
professional relationship between the two must be severed before 
ethically pursuing such a relationship. 
 

 826 
DEFINITIONS USED IN REPORTING AND RESPONSE PROCEDURES 827 
 828 

Term Definition 
Accused  
 

The person covered by this policy against whom a claim of sexual 
misconduct is made. 
 

Reporter A person claiming knowledge of sexual misconduct by a person 
covered by this policy. The Reporter may or may not be a Victim 
of the alleged sexual misconduct. 
 

Victim A person (whether or not a member of a Presbyterian Church) 
who allegedly has been directly injured or harmed by the alleged 
sexual misconduct of a person covered by this policy. 
 

Response Team A team of persons designated by the Presbytery of Lake Huron to 
coordinate the non-judicial response to allegations of sexual 
misconduct under this policy. 
 

Mandated Reporter • According to the statutes of the State of Michigan, mandated 
reporters include: 

o Any person exercising a pastoral role, including 
ministers, commissioned pastors (CREs), and other 
spiritual leaders who learn of abuse of a minor under 
18 years of age, or of an adult lacking mental capacity 
to consent, except when such information is obtained 
in the context of confidential ministerial service such 
as spiritual confession or under attorney-client 
privilege. 

o Any person, paid or unpaid, who on the basis of the 
individual’s role as an integral part of a regularly 
scheduled program, activity or service, accepts 
responsibility for a child. This includes persons serving 
at youth camps or programs, sports or athletic 
programs, outreach programs, enrichment programs, 
troops, clubs or similar organizations. 
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• The Book of Order identifies all persons engaged in ordered 
ministry (i.e., deacons, ruling elders, ministers of the Word 
and Sacrament) and any certified Christian educator employed 
by the church as mandated reporters.  

• All suspected child abuse must be reported to civil authorities 
and shall be reported to the Stated Clerk of the Presbytery. The 
only exceptions are when a minister of the Word or Sacrament 
or commissioned pastor (CRE) obtains the information in a 
confidential communication as defined in the Book of Order, 
or the person is bound by an obligation of privileged 
communication under the law. The exceptions do not apply 
when there is a reasonable belief that there is a risk of future 
harm or abuse. 

• Rape or sexual assault is a crime in every state and shall be 
reported to civil authorities and to the Stated Clerk of the 
Presbytery. 

 
 829 
PROCEDURES IN SITUATIONS OF POSSIBLE SEXUAL MISCONDUCT 830 
 831 
PROCESS 832 
 833 
All allegations of sexual misconduct will be investigated through the appropriate process. 834 

• For members of the PC(USA) who are under the jurisdiction of the Presbytery of Lake 835 
Huron: The Rules of Discipline as found in the most recent version of the Book of Order 836 
of the Presbyterian Church (U.S.A.) and its judicial process shall apply. 837 

• For Presbytery employees: Presbytery Personnel Policy will apply. 838 

• Employees who are Presbytery members: both the Rules of Discipline and Personnel 839 
Policy will apply, with the Rules of Discipline taking precedence. 840 

• Non-member volunteers: Supervisor of volunteer will consult with the or the Stated Clerk 841 
on the appropriate process to use. 842 

 843 
REPORTING SEXUAL ABUSE 844 
 845 
Any member of this church engaged in ordered ministry and any certified Christian educator 846 
employed by this church or its congregations, shall report to ecclesiastical and civil legal 847 
authorities knowledge of harm, or the risk of harm, related to the physical abuse, neglect, 848 
and/or sexual molestation or abuse of a minor or an adult who lacks mental capacity when (1) 849 
such information is gained outside of a confidential communication as defined in G-4.0301, 850 
(2) she or he is not bound by an obligation of privileged communication under law, or (3) she 851 
or he reasonably believes that there is risk of future physical harm or abuse. (Book of Order, 852 
G-4.0302). 853 
 854 
In this Presbytery, all reports of sexual abuse shall be directed to the Stated Clerk, or if the 855 
Accused is the Stated Clerk, to the Executive Presbyter. 856 
 857 
REPORTING OTHER FORMS OF SEXUAL MISCONDUCT 858 
 859 
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Reports of sexual misconduct are serious and must be acted upon promptly by those who receive 860 
them. All suspected cases of sexual misconduct of a child or of an adult lacking capacity for 861 
consent must be reported. All persons covered by this policy have a duty to report sexual abuse 862 
as soon as possible to the proper legal authorities in the jurisdiction where the abuse occurred. 863 
Anyone receiving a report of sexual misconduct committed by anyone covered by this policy 864 
must direct the Reporter to the Executive Presbyter, the Stated Clerk, or the moderator of the 865 
Commission on Ministry. When any of these persons receives a report of sexual misconduct, 866 
they shall inform the others that a report has been received. No one who receives or has a 867 
knowledge of a report of sexual misconduct should undertake an inquiry. If the Reporter is 868 
unwilling to go further, persons receiving the report shall themselves report to the Executive 869 
Presbyter, the Stated Clerk, or the moderator of the Commission on Ministry. 870 
 871 
RESPONSE 872 
 873 
The Presbytery of Lake Huron is committed to providing a safe space for those who have been 874 
subjected to sexual abuse, sexual misconduct, and/or sexual harassment. Confidentiality and 875 
safeguards against retaliation will be provided in all circumstances. 876 
 877 
When there is a written statement of alleged offense of sexual misconduct or abuse toward any 878 
person has been received by the Stated Clerk against a Minister of the Word and Sacrament or 879 
Commissioned Pastor, the procedures provided in the most current edition of the Book of Order, 880 
through its Rules of Discipline, shall be followed. 881 
 882 
In addition, when a report of an alleged offense involving rape or sexual assault, sexual abuse of 883 
a child under the age of 18, or sexual abuse of someone who lacks the capacity to consent, the 884 
Stated Clerk shall immediately transmit the report to civil authorities. This is mandated reporting 885 
under the laws of the State of Michigan and the Book of Order. 886 
 887 
In addition to the procedures mandated in the Book of Order, the Executive Presbyter, the Stated 888 
Clerk, and the moderator of the Commission on Ministry shall appoint a Response Team of no 889 
more than five members. The RT shall be as diverse as possible in gender, clergy/lay, and ethnic 890 
background as needed. No member of a RT shall be a member of or be an employee of the 891 
congregation in which the allegation of misconduct arises. The Stated Clerk shall maintain a list 892 
of potential Response Team members. 893 
 894 
The responsibilities of the Response Team are to provide pastoral care to Reporter(s) and alleged 895 
Victim(s) of the alleged misconduct; to assess the needs Reporter(s), alleged Victims, and 896 
congregations affected by the alleged misconduct; and to coordinate efforts to provide resources 897 
to meet those needs. At the appropriate time, the Response Team shall offer pastoral care to the 898 
Accused. The Response Team shall neither conduct an investigation nor be a finder of fact. 899 
 900 
Once formed, the Response Team will be trained by and responsible to the Presbytery through 901 
the Stated Clerk, unless the Stated Clerk is the object of the investigation. The Response Team 902 
may report as needed to the Commission on Ministry.   903 
 904 
The Response Team shall not initiate any contact with persons other than the Reporter or the 905 
alleged Victim(s) until the Investigating Committee of the Presbytery required by the Rules of 906 
Discipline shall have informed the Stated Clerk that they may do so.  907 
 908 
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The Presbytery of Lake Huron will respect the rights of all parties involved: Reporters, Victims, 909 
the Accused, and involved congregation(s). These parties have the right: 910 

• To be heard and taken seriously. From the time of reporting, all persons shall receive 911 
prompt attention and serious consideration from those representing the Presbytery.  912 

• To be informed about the progress of procedures regarding the accusation to the greatest 913 
degree possible without compromising any investigation. 914 

• To obtain legal counsel. 915 

• To be offered an advocate. It is part of the Presbytery’s response to provide each party 916 
involved moral support from a separate individual for each party involved. An advocate 917 
may serve more than one person but not more than one type of party (Reporter, Victim, 918 
Accused). 919 

• To be assured that justice will be pursued through the procedures set forth in the Book of 920 
Order, this policy, and appropriate additional policies and guidelines of the Commission 921 
on Ministry and the Presbytery. 922 

 923 
If, following contact with the Accused, the Response Team believes that pastoral care or 924 
advocacy should be extended to the family of the Accused, the Response Team may provide this. 925 
The Advocate should not be the same as for the Accused. Care shall be taken to protect the 926 
confidentiality of the family, the Accused, and the investigation. 927 
 928 
TRAINING 929 

 930 
All Ministers of the Word and Sacrament who are members of the Presbytery, or who have 931 
permission to labor within its bounds; Certified Christian Educators and Certified Associate 932 
Christian Educators; Commissioned Pastors (CREs) commissioned to serve by the Presbytery; 933 
all employees of the Presbytery; elected members of the Commission on Ministry, the Permanent 934 
Judicial Commission, and the Commission on Preparation for Ministry; all officers of the 935 
Presbytery; and all volunteers who have supervisory responsibility shall attend a sexual 936 
misconduct prevention workshop within one year of the adoption of this Policy or within one 937 
year of beginning service in one of the above positions, and once every three years thereafter.  938 
 939 
Failure to participate in training as required in this Policy shall have the following consequences:  940 

• Ministers of the Word and Sacrament: withdrawal of good standing for the purpose of 941 
seeking a new call. Repeated failure to do so following notification of delinquency may 942 
subject the pastor to discipline for persisting in a disapproved work.  943 

• Employees of the Presbytery: Personnel disciplinary action up to and including dismissal.  944 

• Commissioned Pastors or other persons covered by the policy: removal from positions of 945 
trust, and from elected or appointed office. 946 

 947 
The mandated training requirement may be met by certification of completion of equivalent 948 
alternative training. Equivalent training must be approved by the Commission on Ministry in 949 
advance. 950 
 951 
The Commission on Ministry is charged with the responsibility of scheduling such prevention 952 
workshops and approving alternative training requests. These workshops will provide 953 
opportunities for discussion and reflection on such topics as clergy self-care, ministry and power, 954 
temptations of sexual misconduct, recognizing and reporting forms of sexual misconduct, and 955 
other issues such as the theological, emotional, legal, and insurance dimensions to the problem of 956 
sexual misconduct. 957 
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 958 
These prevention workshops may be open to other persons from congregations and the 959 
Presbytery who may benefit by participation, e.g., an elder or youth worker, or church personnel 960 
committee members on a space-available basis. 961 
 962 
The Commission on Preparation for Ministry is charged with the responsibility to ensure that 963 
Inquirers and Candidates for the Ministry of Word and Sacrament, those seeking Commissioning 964 
as Commissioned Pastors (CREs), and those seeking certification as Christian Educators and 965 
Certified Associate Christian Educators who are enrolled with this Presbytery receive training in 966 
regard to sexual misconduct. 967 
 968 
Persons responsible for recruiting and supervising volunteers shall inform their volunteers of the 969 
existence of this policy and their responsibilities under it.   970 
 971 
RISK MANAGEMENT/INSURANCE 972 
 973 
The Board of Trustees shall ensure that the Presbytery maintains adequate liability insurance to 974 
cover sexual misconduct liability for its programs and activities and shall ascertain the 975 
procedures which the Insurance Company would follow in case of either a report or claim of 976 
sexual misconduct. The Board of Trustees shall convey to the Insurance Company a copy of this 977 
policy upon request.  978 
 979 
THE ROLE OF THE EXECUTIVE PRESBYTER 980 
 981 
The role of the Executive Presbyter in sexual misconduct cases shall be:  982 

• to receive reports of alleged sexual misconduct.  983 

• to inform the Stated Clerk, and the moderator of the Commission on Ministry that a 984 
report has been received. 985 

• to contact the Presbytery’s Insurance Company when it becomes necessary to inform the 986 
Insurance Company of a report or claim.  987 

• to consult the Presbytery’s attorney when such consultation is necessary, and  988 

• to deal with inquiries from the media if inquiries are received.  989 
 990 
If the Executive Presbyter receives a report of alleged sexual misconduct by a minister member 991 
of the Presbytery or a Commissioned Pastor (CRE), the Executive Presbyter shall immediately 992 
file the report as an allegation of offense with the Stated Clerk. If the report alleges sexual 993 
misconduct by a member of a congregation, a ruling elder, or an inquirer or candidate, the report 994 
shall be filed immediately as an allegation of offense with the Clerk of Session of the 995 
congregation of membership of the Accused. Any investigation must be done by the 996 
Investigating Committee formed under the Rules of Discipline and not by administrative means. 997 
 998 
Other involvement of the Executive Presbyter in a particular situation shall be determined in 999 
consultation with the Response Team.  1000 
 1001 
MEDIA CONTACT 1002 
 1003 
Any inquiries from the media regarding an incident of sexual misconduct must be directed to the 1004 
Executive Presbyter and should be addressed only by the Executive Presbyter or the Executive 1005 
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Presbyter’s designee. Members of the Response Team shall not respond to questions from the 1006 
media except to refer the questioner to the Executive Presbyter. 1007 
 1008 
DISTRIBUTION OF POLICY 1009 
 1010 
This policy shall be distributed as follows: 1011 

• Through the Commission on Ministry and its subordinate parts: to Inquirers; Candidates 1012 
for Ministry of Word and Sacrament; Certified Christian Educators and those seeking 1013 
certification; Ministers of the Word and Sacrament – both members and those with 1014 
permission to labor within the Presbytery’s bounds; and Commissioned Pastors of the 1015 
Presbytery. 1016 

• Through the Presbytery Personnel Team: to the employees of the Presbytery.  1017 
 1018 
Each of the above-mentioned persons who receives a copy of this policy will be required to sign 1019 
a written acknowledgment indicating s/he has received the policy and agrees to conduct 1020 
her/himself in accordance with this policy. The signed acknowledgements shall be retained in the 1021 
office of the Stated Clerk. 1022 
 1023 
This policy shall be given to all Reporters and alleged Victims of alleged sexual misconduct and 1024 
to all person against whom allegations are made. 1025 
 1026 
REVIEW 1027 
 1028 
he Presbytery Council and/or the Commission on Ministry shall review this policy periodically 1029 
to determine whether changes need to be made in light of experience and recommend changes to 1030 
the Presbytery. 1031 

 1032 
 1033 

APPENDIX 1034 
 1035 

GUIDELINES FOR THE WORK OF THE RESPONSE TEAM 1036 
 1037 
The responsibilities of the Response Team are to provide pastoral care to Reporter(s) and alleged 1038 
Victim(s) of the alleged misconduct; to assess the needs Reporter(s), alleged Victims, and 1039 
congregations affected by the alleged misconduct; and to coordinate efforts to provide resources 1040 
to meet those needs. At the appropriate time, the Response Team shall offer pastoral care to the 1041 
Accused. The Response Team shall neither conduct an investigation nor be a finder of fact.  1042 
 1043 
The following procedures are provided to guide the Response Team in carrying out its 1044 
responsibilities under this policy. Because the fact patterns may vary considerably, it is 1045 
impossible to list all of the steps a Response Team should take. Also, it is acknowledged that the 1046 
ability to assess needs and provide resources to care for persons affected is dependent on the 1047 
cooperation of the individuals involved. In all cases, the Response Team should use its best 1048 
efforts to help the Presbytery provide an objective, effective, expeditious, and caring response to 1049 
an allegation of sexual misconduct. 1050 
 1051 
ORGANIZATION, TRAINING, AND PRELIMINARY COMMUNICATIONS 1052 
 1053 
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Upon appointment of the Response Team, the Response Team will establish, and continue to 1054 
maintain, communication with the Stated Clerk, the Executive Presbyter, and the moderator of 1055 
the Commission on Ministry or that moderator’s designated representative, consistent with the 1056 
confidential nature of the work of the Response Team and the Commission on Ministry. There 1057 
may be some situations where the Commission on Ministry is not the Presbytery entity directly 1058 
working with the misconduct allegations, e.g., a situation involving a non-clergy employee of 1059 
Presbytery which would be handled by the Personnel Team. In those cases, the Response Team 1060 
should work directly with that entity. 1061 
 1062 
When there is both a Response Team and an Investigating Committee responding to the same 1063 
allegation, the Stated Clerk shall inform each of them of the other’s existence. It is recognized 1064 
that the Rules of Discipline restrict communication between the Response Team and the 1065 
Investigating Committee. It is understood the Response Team will not undertake any of the 1066 
responsibilities of the Investigating Committee and that the work of the Response Team will be 1067 
done in a way that will not interfere with the work of the Investigating Committee. 1068 
 1069 
Within seven (7) days of its appointment and before it meets with the Reporter, the alleged 1070 
Victim(s), or the Accused, the Response Team will hold an organizational meeting. The 1071 
Executive Presbyter and the Stated Clerk will normally be part of this organizational meeting. 1072 
The organizational meeting may include boundary training and an orientation to the Presbytery’s 1073 
Sexual Misconduct Policy, the disciplinary process of the Rules of Discipline, and the 1074 
Presbytery’s Personnel Policy, if applicable. 1075 
 1076 
CONTACT WITH THE REPORTER, THE VICTIM, AND THE ACCUSED 1077 
 1078 
The Response Team shall subsequently contact the following parties for the purposes stated. It 1079 
shall not conduct any investigation into the alleged misconduct. 1080 
 1081 

• The Reporter: If possible, on the same day as the Response Team holds its 1082 
organizational meeting, the Response Team will meet with the Reporter to hear the report 1083 
of the alleged sexual misconduct, to advise the Reporter of this Policy, and to review with 1084 
the Reporter what non-disciplinary responses and disciplinary procedures may or must be 1085 
utilized. Following the meeting with the Reporter the Response Team will plan how best 1086 
to assess the needs of the persons involved and to secure resources. 1087 

 1088 

• Alleged Victim(s): The Response Team will meet with the alleged Victim(s) or make 1089 
every possible effort to make contact with them to advise them of this Policy, review both 1090 
the non-disciplinary responses and the disciplinary procedures which may be used by the 1091 
alleged Victim(s), assess support needs, and offer resources of support and care for them 1092 
and their family. If the Response Team is unable to meet with the alleged Victim(s) the 1093 
Response Team must determine what steps it will take. 1094 

 1095 

• The Accused: When the Investigating Committee has notified the Stated Clerk that it 1096 
may do so, and with the alleged Victim’s knowledge and in coordination with the work of 1097 
the Commission on Ministry in this matter, the Response Team will make sure that the 1098 
appropriate persons or groups meet with the Accused to advise the Accused of this 1099 
Policy, to review both the non-disciplinary responses and the disciplinary procedures 1100 
which may or must be used, to assess support needs, and to offer resources of support and 1101 
care for the Accused and family. At the start of this and all subsequent meetings with the 1102 
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Accused, the Response Team shall inform the Accused that while this is not for the 1103 
purpose of investigation, any information shared with the Response Team may not be 1104 
protected by the privilege of confidentiality, and that the Accused has both a right to 1105 
remain silent and to have counsel present. 1106 

 1107 
OTHER STEPS 1108 
 1109 
When the Investigating Committee has notified the Stated Clerk that it may do so, the Response 1110 
Team may work with the Session, congregation, employer, staff, volunteers, or others that may 1111 
be affected by the alleged misconduct, with the permission of the Commission on Ministry. 1112 
In carrying out its responsibilities, the Response Team may consult with the Executive Presbyter 1113 
and/or Stated Clerk and may enlist the assistance of other presbyters to meet specific needs.  1114 
 1115 
The Response Team shall keep appropriate records of its meetings, contacts with the individuals 1116 
involved, and arrangements made with resource persons providing support. The Response Team 1117 
shall forward to the Stated Clerk all records of its meetings, contacts with the individuals 1118 
involved and arrangements made with those providing support. The records shall be maintained 1119 
in the same manner and for the same duration as records of disciplinary cases. The Stated Clerk 1120 
shall share appropriate information with the Commission on Ministry. 1121 

1122 
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ACKNOWLEDGEMENT 1123 
 1124 
 1125 

 I acknowledge that on _______________, I received a copy of the Sexual Misconduct Policy 1126 
of the Presbytery of Lake Huron dated September 15, 2020, and that I agree to conduct myself in 1127 
accordance with the policy in any involvement with or service to the Presbytery. I understand 1128 
that this acknowledgement will be retained in a file in the office of the Stated Clerk. 1129 
 1130 
 1131 
 1132 
 ______________________________  _____________________________ 1133 
    (signature)      (date) 1134 
 1135 
 ______________________________  _____________________________ 1136 
      (name)      1137 
 1138 
 ______________________________  _____________________________ 1139 
      (email)        (home address) 1140 
 1141 
 ______________________________ 1142 
      (phone) 1143 
 1144 
 1145 
Relationship to Presbytery (check all that apply): 1146 
 1147 
___Inquirer 1148 
___Candidate 1149 
___Minister member 1150 
___Minister with permission to labor within the Presbytery 1151 
___Commissioned Lay Pastor 1152 
___Certified Christian Educator or Certified Associate Christian Educator 1153 
___Presbytery Employee 1154 
___Presbytery Officer (moderator, vice-moderator, treasurer, Stated Clerk) 1155 
___Volunteer 1156 
___Elder/Deacon of _____________________ Presbyterian Church, __________________ 1157 
___Member of _________________________ Presbyterian Church, ___________________ 1158 
___Other (specify)_________________________________________________ 1159 
 1160 
 1161 
 1162 
 1163 
 1164 
 1165 
9/15/20 1166 

 1167 
 1168 
 1169 
  1170 
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Sexual Harassment Complaint Form 1171 

Presbytery of Lake Huron 1172 

 1173 
 1174 
 1175 
Date of Offense ____________________________ Time of Day _________________________ 1176 
 1177 
Place _________________________________________________________________________ 1178 
 1179 
By Whom ___________________________________ 1180 
 1181 
What happened? 1182 

______________________________________________________________________________1183 

______________________________________________________________________________1184 

______________________________________________________________________________1185 

______________________________________________________________________________1186 

______________________________________________________________________________ 1187 

 1188 

Any witnesses? _________________________________________________________________ 1189 

______________________________________________________________________________ 1190 

 1191 
Name of person submitting this form _______________________________________________ 1192 
 1193 
 1194 
Signature: ______________________________________  Date: __________________ 1195 
 1196 
 1197 
 1198 
Give to at least one of the following: Your Supervisor, Executive Presbyter, or a member of the 1199 
Personnel Team. 1200 
 1201 
 1202 
 1203 
 1204 
 1205 
 1206 
 1207 
Name of person receiving this form: _____________________________________________ 1208 
 1209 
Signature _________________________________  Date _______________________ 1210 
 1211 
  1212 



 

 30 

Acknowledgement of Receipt of Personnel Handbook 1213 
 1214 

 1215 

I acknowledge receipt of the Presbytery of Lake Huron Personnel Handbook dated 1216 

_______________. I understand that the handbook is prepared to familiarize all employees with 1217 

the policies adopted by the Presbytery. I understand that the handbook should be consulted when 1218 

questions arise concerning the responsibilities of the Presbytery to its employees and the 1219 

responsibilities of the employee to the Presbytery and its members. 1220 

 1221 

I further understand that from time to time, conditions or circumstances may require the 1222 

Presbytery to make exceptions to these policies, or to change, modify, amend or delete policies 1223 

in this handbook. I further understand that the handbook is not a contract, express or implied, 1224 

guaranteeing employment for any specific duration and that I am an at-will employee. 1225 

 1226 

I agree that any action or suit against the Presbytery arising out of my employment or 1227 

termination of employment, including, but not limited to, claims arising under State or Federal 1228 

civil rights statutes, must be brought within 180 days of the event giving rise to the claims or be 1229 

forever barred. I waive any limitation periods to the contrary. 1230 

 1231 

 1232 

 1233 
Dated ________________________________ 1234 

 1235 

 1236 

_____________________________________ 1237 

Employee Signature 1238 

 1239 

_____________________________________ 1240 

Print Name 1241 
 1242 
 1243 
 1244 
 1245 
 1246 
 1247 
 1248 
 1249 
 1250 
 1251 
 1252 
 1253 
 1254 
 1255 
 1256 
 1257 
 1258 
 1259 
 1260 
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 1261 
 1262 
 1263 

Systems Policy Employee Acknowledgement 1264 
 1265 
I understand that all electronic and telephonic communications systems and all information 1266 

transmitted by, received from, or stored in these systems are the property of the Presbytery of 1267 

Lake Huron. I also understand that these systems are to be used within the guidelines stated in 1268 

the Personnel Handbook, and that I have no expectation of privacy in connection with the use of 1269 

this equipment or with the transmission, receipt, or storage of information in this equipment. 1270 

 1271 

I agree not to use a code, access a file, or retrieve any stored communication unless authorized. I 1272 

acknowledge and consent to the Presbytery of Lake Huron monitoring my use of this equipment 1273 

at any time at its discretion. Such monitoring may include reviewing all messages and files 1274 

stored in these systems. I further agree to provide the Presbytery of Lake Huron with all pass 1275 

codes and passwords used by me upon request. 1276 

 1277 

 1278 
Dated ____________________________ 1279 

 1280 

 1281 

_________________________________ 1282 

Employee Signature 1283 

 1284 

 1285 

_________________________________ 1286 

Print name 1287 
 1288 
 1289 
 1290 
 1291 
 1292 
 1293 
 1294 
 1295 
 1296 
 1297 
 1298 
 1299 
 1300 
 1301 
 1302 
 1303 
 1304 
 1305 
 1306 
  1307 
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 1308 
 1309 
 1310 

 1311 
 1312 
 1313 
 1314 

THE PRESBYTERY PERSONNEL POLICIES 1315 
ADOPTED BY THE PRESBYTERY OF LAKE HURON: 1316 

December 4, 1990 1317 
 1318 

AMENDED BY THE PRESBYTERY OF LAKE HURON: 1319 
September 17, 1991 1320 
September 19, 1995 1321 

      October 24, 1995 1322 
March 3, 1998 1323 

December 2, 2003 1324 
October 3, 2006 1325 

June 7, 2016 1326 
 1327 

AMENDED AND RETITLED “PERSONNEL HANDBOOK” 1328 
September 15, 2020 1329 

 1330 
 1331 
 1332 
 1333 
 1334 
 1335 
 1336 
 1337 
 1338 
 1339 
 1340 
 1341 
 1342 
 1343 
 1344 
 1345 
 1346 
 1347 
 1348 
 1349 
 1350 
 1351 
 1352 
 1353 
 1354 
 1355 
 1356 
 1357 
 1358 
 1359 
 1360 
 1361 
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XIII. INDEX [pending revision] 1362 
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Parental Leave  ........................................................................................................................................ 9 1388 
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Personal Leave  ........................................................................................................................................ 9 1390 
Position Descriptions .............................................................................................................................. 4 1391 

 Preliminary Complaint Procedure ......................................................................................................... 11 1392 
Probation/Suspension ............................................................................................................................ 12 1393 
Provisional Employees ........................................................................................................................... 8 1394 
Recruitment and Selection ...................................................................................................................... 4 1395 
Retirement  ...................................................................................................................................... 14 1396 
Review and Revision ............................................................................................................................ 16 1397 
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