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Employment At-Will
The Diocese & Mission are committed to ensuring fair treatment of all employees. This
means providing a workplace environment in which all persons are respected, encouraged
and supported in performing the tasks they have been assigned.
Employment relationships in the Diocese & Mission are based on a mutual covenant
between the individual worker and the Diocese & Mission. This is a voluntary
relationship entered into and continued between the individual and the Diocese &
Mission except where the employment at-will doctrine is modified for certain clergy by
internal Episcopal Church constitutions, canons, resolutions, policy or practice (whether
issued by General Convention or Diocesan Convention), the employment relationship is
of an indefinite duration, but it may be terminated by either the Diocese & Mission or by
at-will employees, at any time with or without cause for any reason (except an unlawful
reason) or no reason, at any time with or without prior notice. Additionally, the Diocese
& Mission reserves the right to modify employees’ employment, including demotion
(e.g., a change in title or a decrease in salary or number of hours worked), at any time
with or without cause for any reason (except an unlawful reason) or no reason, at any
time with or without prior notice. This relationship is defined as employment “at-will.”
Employees’ “at-will” employment status may only be altered or modified through a
written agreement, which specifically states the intention to alter or modify the at-will
employment status and is signed by the employee and the employer.

Approved 5/13/2011

The Episcopal Diocese of Arizona
Employee Policy Handbook
Policy 102

Background Checks & Required Screenings
Consistent with applicable law, the Diocese & Mission may, from time to time, require you to
submit to periodic criminal checks, background checks, reference checks, health screenings,
and/or other similar checks and/or screenings. It is a condition of your hire and/or continued
employment that you agree to grant to the Diocese & Mission (or its designee) the authority to
conduct such criminal checks, background checks, reference checks, health screenings, and/or
other similar checks and/or screenings, and that you agree to sign any consent forms or other
documents, as required in connection with such checks or screenings. Failure to provide any
such consent and/or failure to comply with any request in connection with any such check or
screening may subject you to disciplinary action, up to and including termination.
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Ending the Employment Relationship
As specified in Policy 101 (“Employment At-Will”), if you are employed “at-will,” you may
resign at any time for any reason (or for no reason), with or without notice, and the Diocese &
Mission may terminate you at any time for any legal reason or for no reason with or without
notice.
In general, the Diocese & Mission will strive to give to the employee its reason for ending the
employment relationship to help ensure the Diocese & Mission has acted in a fair, dignified and
just manner. The Diocese & Mission will not routinely end all employment relationships upon
the change of the bishop/priest-in-charge. Further, in accordance with resolutions of the General
Convention, when an employment relationship ends:
•

Whenever possible, if the Diocese & Mission or you seek to end the employment
relationship, the party seeking to end the relationship is encouraged (but not required) to
provide adequate notice (e.g. 2 weeks) to the other party of such termination;

•

Whenever possible, if the Diocese & Mission seeks to terminate your employment for
performance-related reasons, the Diocese & Mission shall provide you with a brief
written statement stating the performance-related employment reasons for such
termination;

•

Whenever possible, both the Diocese & Mission and you shall give the other party
appropriate assistance for continuing ministry;

•

The Diocese & Mission and you shall respect the dignity of all parties and, whenever
possible, should mutually agree upon the manner in which the affected community will
mark the end of the employment relationship; and

•

Upon the end of the employment relationship for any reason, the Diocese & Mission shall
pay the employee his/her final compensation on the next regularly-scheduled payday.

•

All property belonging to the Diocese & Mission must be returned as specified in Policy
805 (“Return of Employer Property”). This includes vacating Diocese & Mission owned
property in the same condition as when the employee moved in.

Updated 1/13/2011

The Episcopal Diocese of Arizona
Employee Policy Handbook
Policy 201

Protection of Children & Youth
The Diocese & Mission is committed to preventing abuse and neglect among children and youth
involved in church activities and services. Toward that end, you are required to comply with
Sexual Misconduct Prevention Policy of The Episcopal Diocese of Arizona.
Further, if you are a mandated child abuse reporter (i.e., your job position or credentials/license
requires you to report child abuse and/or neglect), you must make all such reports as required by
law.
If you have any questions concerning your duties and obligations under this policy, please
contact the bishop or priest in charge.
Failure to comply with this policy may subject you to disciplinary action, up to and including
immediate termination from employment.
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Tobacco-Free Environment
The Diocese & Mission is committed to providing a tobacco-free and smoke-free environment to
protect the health and comfort of all its employees and all people who use the Diocesan &
Mission facilities and/or services. Therefore, smoking and the use of tobacco products are not
permitted at any time in any Diocesan & Mission public or work areas (i.e., any indoor location
at which Diocesan & Mission employees perform services, including but not limited to vehicles,
parish halls, office space, Diocesan & Mission offices, camps and conference centers,
seminaries, and schools), or in any indoor premises owned by, leased by, operated by, borrowed
by, used by, or otherwise under the jurisdiction of the Diocese & Mission.
For pastoral reasons, however, the Diocese & Mission may, in its sole discretion, establish
certain “Designated Smoking Areas” (such as, for example, an outdoor location away from
building entrances, or an employee’s residential quarters not used for work purposes or
meetings) consistent with any applicable laws. If the Diocese & Mission establishes such areas,
all employees are required to restrict their smoking and tobacco use to such designated areas.
The Diocese & Mission shall not retaliate against any employee on the basis of that individual’s
good faith assertion of his/her right to a smoke-free or tobacco free workplace. The Diocese &
Mission shall not tolerate any retaliatory act by other individuals. Retaliation is a serious matter
and should be reported immediately to your supervisor who shall promptly and impartially
investigate whether such retaliation has occurred. The Diocese & Mission shall take appropriate
disciplinary action, up to and including termination from employment, against any employee
found to have retaliated against an employee (or applicant for employment) in violation of this
policy.

Approved 5/13/2011
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Vacation Leave, Sick Leave & Personal Leave

This policy describes The Episcopal Diocese of Arizona’s policy on vacation, sick and personal
leave. For purposes of this policy, the Leave Year is defined as the calendar year. Part-time
employees are eligible for leave based upon the number of hours they are scheduled to work.

A.

VACATION LEAVE

Eligibility for Vacation Leave
Upon completion of 90 days of continuous service (i.e., uninterrupted employment), full-time
employees who work at least 40 hours per week are eligible to accrue paid vacation leave as set
forth in this policy (such employees will be referred to as “Vacation Leave Eligible Employees”).

Accrual & Amount of Vacation Leave for Support Employees
Vacation Leave Eligible Employees will accrue vacation leave annually on January 1 as follows:
Years of Service
1-4 years
5 – 9 years
10+ years

Vacation Leave Per Leave Year
10 working days
15 working days
20 working days

During the initial year of employment, a Vacation Leave Eligible Employee’s vacation leave will
be prorated based on the remaining portion of the Leave Year.

Requesting Vacation Leave
Vacation Leave Eligible Employees may use accrued vacation leave upon completion of 90 days
of continuous service (i.e., uninterrupted employment).
To ensure proper staffing coverage is maintained at all times, Vacation Leave Eligible Employees
must submit their request for vacation leave to their supervisor at least 2 weeks in advance. The
Diocese & Mission will review and approve requests for vacation leave at its discretion in the
order received.
Due to the Diocese’s business needs, Diocesan Office Vacation Leave Eligible Employees may
not take vacation leave 2 weeks prior or the week following Diocesan Convention and following
major holidays.

Vacation Leave Remaining at the End of Leave Year
Vacation Leave Eligible Employees may not carry over vacation leave from one Leave Year to
another.

Updated July 2017
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Vacation Leave Upon Separation From Employment
Upon an employee’s separation from service, the Diocese & Mission will pay the employee for
accrued but unused vacation leave based on a pro rata portion of vacation leave reflecting the
portion of the Leave Year the employee was employed prior to the employee’s separation from
service, but only if: (1) the employee has been employed by the Diocese & Mission for at least 1
year; (2) in the event of resignation, the employee provides at least 2 weeks notice of resignation
and, if directed to do so by the Diocese & Mission, works during the notice period; (3) in the event
of termination by the Diocese & Mission, the employee’s termination was not for “cause”; and (4)
the employee has returned to the Diocese & Mission all Diocesan& Mission property and has
repaid all outstanding obligations to the Diocese & Mission.

Vacation Leave & Eligibility for Overtime
For non-exempt employees, paid vacation leave hours are not counted toward hours worked for
purposes of calculating overtime.

B.

SICK LEAVE

Eligibility for Sick Leave
Upon completion of 90 days of continuous service (i.e., uninterrupted employment), all employees
will accrue paid sick leave as set forth in this policy under Accrual & Amount of Sick Leave.

Purposes for Which Sick Leave May Be Used
Sick leave may be used for absences necessitated by personal illness, dependent family member
illness and visits to the doctor, dentist, or another health care provider.

Accrual & Amount of Sick Leave
Employees working 40 hours per week will accrue 96 hours of sick leave annually on January 1st.
Employees working 30 hours per week will accrue 72 hours of sick leave annually on January 1st.
Employees working 20 hours per week will accrue 48 hours of sick leave annually on January 1st.
Employees working 19 hours or less per week will accrue 1 hour of sick leave for every 30 hours
worked.
During the initial year of employment, a Sick Leave Eligible Employee’s Sick leave will be
prorated based on the remaining portion of the Leave Year.

Notification of Need for Sick Leave
Employees who need to use their sick leave must notify their supervisor by phone as soon as
practicable, in accordance with Policy No. 603 (“Attendance, Absenteeism & Tardiness”).
For all absences occasioned by illness or injury, the Diocese & Mission may require employees to
submit medical documentation to substantiate the illness or injury, and may also require
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documentation substantiating the employee’s ability to return to work. The Diocese & Mission
may require a physician’s or other health care provider’s note for absences of 5 days or more.

Sick Leave Remaining at Conclusion of Leave Year
Employees may carry over up to sick leave from one Leave Year to another not to exceed a total
of 30 days.
The Diocese & Mission will not pay an employee for any accrued and unused sick leave remaining
at the conclusion of the Leave Year.

Reporting of Sick leave
The employee must report, to the payroll department, the number of hours of sick leave taken for
each payroll period in 1 hour increments.

Sick Leave Upon Separation From Employment
The Diocese & Mission will not pay an employee for any accrued but unused sick leave upon the
employee’s separation from service.

Sick Leave & Eligibility for Overtime
For non-exempt employees, paid sick leave hours are not counted toward hours worked for
purposes of calculating overtime.

C.

PERSONAL LEAVE

Eligibility for Personal Leave
Upon completion of 90 days of continuous service (i.e., uninterrupted employment)], all full-time
employees who work at least 40 hours per week are eligible to accrue paid personal leave as set
forth in this policy (such employees will be referred to as “Personal Leave Eligible Employees”).

Purposes for Which Personal Leave May Be Used
Personal leave may be used for any reason but not used in conjunction with vacation leave or
paid holiday leave.

Accrual & Amount of Personal Leave
Personal Leave Eligible Employees will accrue 3 days of personal leave annually on January 1st.

Eligibility for Use of Personal Leave
Personal Leave Eligible Employees may use accrued personal leave upon completion of 90 days
of continuous service (i.e., uninterrupted employment).

Updated July 2017
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Notification of Need for Personal Leave
To ensure proper staffing coverage is maintained at all times, employees foreseeing the need to
use personal leave must submit their request for personal leave to their supervisor at least 2 days
in advance.
Employees needing to use personal leave on an emergency basis (i.e., the need for leave was not
foreseeable) must notify their supervisor as soon as practicable of the need for personal leave, in
accordance with Policy No. 603 (“Attendance, Absenteeism & Tardiness”).

Personal Leave Remaining at Conclusion of Leave Year
Employees may not carry over personal leave from one Leave Year to another.
The Diocese & Mission will not pay an employee for any accrued but unused personal leave
remaining at the conclusion of the Leave Year.

Personal Leave Upon Separation From Employment
The Diocese & Mission will not pay an employee for any accrued but unused personal leave upon
the employee’s separation from service.

Personal Leave & Eligibility for Overtime
For non-exempt employees, paid personal leave hours are not counted toward hours worked for
purposes of calculating overtime.

Updated July 2017
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Holidays
All employees are eligible for paid holidays.
On an annual basis, the Diocese & Mission will provide employees with a list of observed
holidays.
Although the list is subject to change, the Diocese & Mission observes the following holidays
each year:
•
•
•
•
•
•
•
•
•
•
•

Martin Luther King Day
President’s Day
Good Friday
Memorial Day
Fourth of July
Labor Day
Thanksgiving Day and day following
½ day on Christmas Eve
Christmas Day
New Year’s Eve
New Year’s Day

If an employee is on approved short-term or long-term paid leave (e.g., sick leave vacation
leave/PTO, etc.), as described in Section 5 of this Handbook (“Time Away from Work”) and
such leave time falls on a holiday, then the employee will receive the paid holiday and the
employee will not be required to charge other leave time for such day.
Because of the nature of the Diocese & Mission’s business, in some instances certain employees
may be required to work on certain holidays. Therefore, on a case-by-case basis, the Diocese &
Mission will decide the dates on which such employees will observe the holiday on which they
were required to work.
For non-exempt employees, paid holiday hours are not counted toward hours worked for
purposes of calculating overtime.

Approved 5/13/2011
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Bereavement Leave
The Diocese & Mission provides up to 5 days paid bereavement leave to all employees upon the
death of an immediate family member
The Diocese & Mission also will grant an employee paid bereavement leave, on a case-by-case
basis, for the death of persons whose association with the employee was similar to any of the
above-referenced relationships. In its discretion, the Diocese & Mission may provide additional
bereavement leave to an employee on a case-by-case basis.
All employees who have been employed at least may use accrued vacation or personal time if
they need additional time off due to the death of an immediate family member, or if they need
time off due to the death of an individual who is not an “immediate family member.”
If you need bereavement leave, you must notify your supervisor as soon as possible. At the time
of your request for bereavement leave, you must state your relationship to the deceased family
member.
For non-exempt employees, paid bereavement leave hours are not counted toward hours worked
for purposes of calculating overtime.

Approved 5/13/2011
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Jury Duty Leave

The Diocese & Mission encourages employees to fulfill their civic responsibilities by serving on
a jury when required. All employees are eligible for jury duty leave.
You must provide your supervisor with a copy of any jury summons within 5 days after receipt.
When you are excused from jury service or are placed on a call-in system, you are expected to
report to work during work hours. Similarly, if you are not required to report for jury duty at the
beginning of your work day, you must report to work. The Diocese & Mission will provide you
with a reasonable amount of time to travel from work to the courthouse. If you fail to report to
work as outlined in this policy, the time of absence will be charged against your vacation time.
The Diocese & Mission will pay employees their regular daily salary for each day while on jury
duty.
Upon return from jury duty, you must provide the staff member who performs human resources
functions with evidence of having served on a jury for the time claimed.
While on jury duty leave, an eligible employee’s benefits will continue as if the employee had
continued to be at work during the jury duty leave period.
For non-exempt employees, paid jury duty leave hours are not counted toward hours worked for
purposes of calculating overtime.

Updated 05/24/2011
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Court Appearance Leave
The Diocese & Mission encourages employees to fulfill their civic responsibilities by appearing
in court when required to do so. All employees are eligible for court appearance leave which
includes employee depositions.
You must provide the staff member who performs human resources functions with a copy of any
subpoena (or other notice of required court appearance) within 5 days after receipt. In addition,
you must provide the staff member who performs human resources functions with as much
advance notice as possible if you believe that you may need to be present at a court proceeding.
The Diocese & Mission will pay employees their regular daily salary for each day while on court
appearance leave for up to a maximum of 2 days per case.
Upon return from court appearance leave, you must provide the staff member who performs
human resources functions with written proof or other documentation evidencing your
appearance in court for the time claimed.
When you are excused from appearing in court, you are expected to report to work during work
hours. Similarly, if you are not required to appear in court at the beginning of your work day,
you must report to work. The Diocese & Mission will provide you with reasonable time to travel
from work to the court house. If you fail to report to work as outlined in this policy, the time of
absence will be charged against your vacation time.
While on court appearance leave, an eligible employee’s benefits will continue as if the
employee had continued to be at work during the court appearance leave period.
For non-exempt employees, paid court appearance leave hours are not counted toward hours
worked for purposes of calculating overtime.

Approved 5/13/2011
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Military Leave
The Diocese & Mission will comply with all applicable laws and regulations relating to military
leave for employees serving in the uniformed services or military services of the United States.
Therefore, an employee who serves in the uniformed services or military services of the United
States shall, in accordance with all applicable federal, state and local laws and regulations:
•

Be granted a leave of absence;

•

Be reinstated upon return from a qualified leave; and

•

Be provided with any other rights and/or benefits granted by applicable laws and
regulations.

Employees called for duty must provide a copy of their report orders to the Bishop or priest in
charge as soon as possible after receipt.

Approved 5/13/2011
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Voting Leave
The Diocese & Mission encourages all employees to register and vote in primary,
general, and special elections.
If the polls are not open at least 3 hours before or after your working hours, you may be
given sufficient time off with pay to vote.
Voting leave will be scheduled at a mutually agreed-upon time.

Approved 5/13/2011
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Family & Medical Leave Act
This policy provides an introduction to the rights and provisions of the federal Family and
Medical Leave Act (“FMLA”). Questions you may have about this law should be directed to the
Bishop/Church.

A.

ELIGIBILITY REQUIREMENTS FOR LEAVE UNDER THE
FAMILY AND MEDICAL LEAVE ACT (“FMLA”)

To qualify for leave under FMLA, you must:
(1) Have worked for the Diocese & Mission for at least 12 months;1
(2) Have worked at least 1,250 hours2 during the 12-month period immediately prior to
the date when leave would begin; and
(3) Be employed at a worksite where 50 or more employees are employed by the Diocese
& Mission within 75 miles of the worksite. Though not required to do so by law, the Diocese &
Mission, in its discretion, has chosen to extend the benefits provided under this FMLA policy to
all employees who meet the requirements of (1) and (2) above, regardless of whether such
employees are employed at a worksite where 50 or more employees are employed by the
Diocese & Mission within 75 miles of the worksite.

B.

FMLA LEAVE ENTITLEMENT

1.

Basic Leave Entitlement

FMLA requires covered employers to provide eligible employees with up to 12 weeks, during
any 12-month period, of unpaid, job-protected leave for the following family and medical
reasons (“Basic Leave”):
•

For incapacity due to pregnancy, prenatal medical care, or child birth;

•

To care for the employee’s child after birth,3 or placement4 for adoption or foster care;

1

The 12-month period need not be consecutive. In certain instances, time worked prior to a break in service may be
counted.
2
There are special rules regarding the crediting of hours for employees returning to work after fulfilling National
Guard or Reserve military obligations.
3
An employee’s right to such leave expires at the expiration of the 12-month period beginning with the date of birth.
4
An employee’s right to such leave expires at the expiration of the 12-month period beginning with the date of
placement.

Approved 5/13/2011
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•

To care for the employee’s spouse, son or daughter, or parent who has a serious health
condition; or

• For an employee’s own serious health condition that makes the employee unable to
perform his/her job.

2.

Military Family Leave Entitlements
a.

Qualifying Exigency Leave

FMLA requires covered employers to provide up to 12 weeks, during any 12-month period, of
unpaid, job-protected leave to allow an eligible employee with a spouse, son, daughter, or parent
on covered active duty or called to covered active duty status in the Armed Force (including a
member of the National Guard or Reserves) to address certain qualifying exigencies (“Qualifying
Exigency Leave”). Qualifying exigencies may include: attending certain military events;
arranging for alternative childcare; addressing certain financial and legal arrangements; attending
certain counseling sessions; spending time with a covered military member who is on short-term,
temporary rest and recuperation leave during the period of deployment; and attending postdeployment reintegration briefings.
Any Qualifying Exigency Leave counts towards an employee’s 12-week Basic Leave entitlement
described in Section B(1) above.
b.

Military Caregiver Leave

FMLA also includes a special leave entitlement that permits an eligible employee who is the
spouse, son, daughter, parent, or next of kin of a covered servicemember to take up to 26 weeks
of leave to care for a “covered servicemember” during a single 12-month period (“Military
Caregiver Leave”). A “covered servicemember” is (1) a member of the Armed Forces (including
a member of the National Guard or Reserves) who is undergoing medical treatment,
recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the temporary
disability retired list for a serious injury or illness, or (2) a veteran who is undergoing medical
treatment, recuperation, or therapy, for a serious injury or illness and who was a member of the
Armed Forces (including a member of the National Guard or Reserves) at any time during the
period of 5 years preceding the date on which the veteran undergoes that medical treatment,
recuperation, or therapy.

3.

Calculation of Amount of FMLA Leave
a.

For Basic Leave and/or Qualifying Exigency Leave

An eligible employee is entitled to take up to a total of 12 weeks of Basic Leave and/or
Qualifying Exigency Leave in a 12-month period. For purposes of calculating such 12-month
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period, the period shall be measured based on a 12-month period measured forward from the date
on which an employee first began Basic Leave or Qualifying Exigency Leave;
b.

For Military Caregiver Leave

An eligible employee is entitled to take up to a total of 26 weeks of Military Caregiver Leave
during a “single 12-month period.” The “single 12-month period” for Military Caregiver Leave
is measured forward from the date on which an employee first begins Military Caregiver Leave
and ends 12 months after that date, regardless of the method used by the Diocese & Mission to
determine leave entitlement for Basic Leave and Qualifying Exigency Leave.
c.

Limitations for Basic Leave, Qualifying Exigency Leave and Military Caregiver
Leave

During each single 12-month period, an eligible employee is limited to a combined total of 26
weeks of Basic Leave, Qualifying Exigency Leave and/or Military Family Leave, of which no
more than 12 weeks may be attributable to Basic Leave or Qualifying Exigency Leave.
In certain instances permitted by law, spouses working for the Diocese & Mission may be
entitled to only an aggregate total of 12 or 26 weeks of leave, as applicable.

C.

INTERMITTENT
LEAVE

LEAVE

OR

REDUCED

SCHEDULE

In certain circumstances, an employee may take his/her FMLA leave entitlement on an
intermittent or reduced schedule basis, rather than in one block. Intermittent leave is leave taken
in separate blocks of time due to a single qualifying reason. A reduced leave schedule is a leave
schedule that reduces an employee’s usual number of working hours per workweek, or hours per
workday.
An eligible employee may use intermittent leave or reduced schedule leave:
•

Because of one’s own serious health condition, to care for a parent, son, or daughter with
a serious health condition, or for Military Caregiver Leave if there is a medical need for
leave and such medical need can be best accommodated through leave on an intermittent
or reduced schedule basis.

•

For Qualifying Exigency Leave.

An eligible employee may use intermittent or reduced schedule leave after the birth or placement
of a healthy child only if the Diocese & Mission agrees.
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If an employee needs intermittent leave or reduced schedule leave for planned medical treatment,
then the employee must make a reasonable effort to schedule the treatment so as not to unduly
disrupt the Diocese & Mission’s operations.
In certain circumstances, the Diocese & Mission may require an employee to transfer
temporarily, during the period that the intermittent or reduced schedule leave is required, to an
available alternative position (with equivalent pay and benefits) for which the employee is
qualified and that better accommodates recurring periods of leave than the employee’s regular
position.

D.

BENEFITS AND PAY DURING FMLA LEAVE

1.

Health Insurance Benefits

While an employee is on any FMLA leave, the Diocese & Mission will continue the employee’s
health insurance coverage under any group health plan at the same level and under the same
conditions as if the employee had continued to be at work during the leave period. The
employee will be required to contribute the same portion of the premium(s) that the employee
would be required to contribute if he/she was not on FMLA leave.

2.

Pay

Under the law, FMLA leave is unpaid.

3.

Substitution of Paid Leave for Unpaid Leave & Use of Accrued

The FMLA permits employees to choose, to use accrued paid leave while taking FMLA leave.
To use accrued paid leave for FMLA leave, employees must comply with the Diocese &
Mission’s established paid leave policies.
The Diocese & Mission does not require its employees to substitute accrued vacation, sick and
personal leave/PTO for unpaid FMLA leave; however, employees may do so if they choose.
If an employee on FMLA leave is receiving a portion of his/her salary from disability or
workers’ compensation benefits, at the employee’s request, the Diocese & Mission and the
employee may agree that the employee’s accrued paid leave will be used to supplement the
employee’s compensation at any amount up to 100% of the employee’s regular compensation.

E.

PROCEDURE FOR REQUESTING LEAVE

For all types of FMLA leave except Qualifying Exigency Leave, employees must provide 30
days advance notice of the need to take FMLA leave when the need is foreseeable. When 30
days notice is not possible, the employee must provide notice as soon as practicable and
generally must comply with the Diocese & Mission’s procedures for reporting absences, in
accordance with Policy No. 603 (“Attendance, Absenteeism, & Tardiness”) Employees needing
Qualifying Exigency Leave must provide notice as soon as practicable, regardless of how far in
advance such leave is foreseeable.
Approved 5/13/2011
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To the extent practicable, employees must provide such notice in writing to the Bishop/staff
member who performs human resources functions.
Employees must provide sufficient information for the Diocese & Mission to determine if the
requested leave qualifies for FMLA and the anticipated timing and duration of the leave.
Sufficient information may include, for example, that the employee is unable to perform job
functions, the family member is unable to perform daily activities, the need for hospitalization or
continuing treatment by a health care provider, or circumstances supporting the need for Military
Family Leave. Employees also must inform the Diocese & Mission if the requested leave is for a
reason for which FMLA leave was previously taken or certified. Employees also may be
required to provide a certification and periodic recertification supporting the need for leave.

F.

EVALUATION OF REQUEST FOR FMLA LEAVE

1.

Notification of Eligibility & Designation of FMLA Leave

As required by law, absent extenuating circumstances, the Diocese & Mission will notify an
employee in writing of his/her eligibility for FMLA leave within 5 business days after the
employee submits his/her request for leave, or after the Diocese & Mission is otherwise aware of
the employee’s need for such leave. Such notice is required to specify any additional
information required (e.g., any certifications) as well as the employee’s rights and
responsibilities. For example, while on FMLA leave, the Diocese & Mission may require an
employee to periodically report to the Bishop/staff member who performs human resources
functions on the employee’s status and intent to return to work. If the Diocese & Mission
determines that an employee is not eligible for FMLA leave, the Diocese & Mission will notify
the employee and provide a reason for the ineligibility.
The Diocese & Mission also will inform an employee if his/her leave will be designated as
FMLA leave and the amount of leave counted against the employee’s FMLA leave entitlement.
If the Diocese & Mission determines that the leave is not FMLA leave, the Diocese & Mission
will notify the employee and provide a reason.

2.

Medical & Qualifying Exigency Certification

The Diocese & Mission will require medical certification to support a request for Military
Caregiver Leave and for Basic Leave because of a serious health condition. In addition, with
respect to requests for Basic Leave because of a serious health condition, the Diocese & Mission
may require a second or third opinion from a health care provider, at the Diocese & Mission’s
expense.
The Diocese & Mission may require certification to support a request for Qualifying Exigency
Leave.

Approved 5/13/2011

The Episcopal Diocese of Arizona
Employee Policy Handbook
Policy 508

G.

RETURN FROM LEAVE

Except as otherwise permitted by FMLA, an employee who takes FMLA leave will be restored
to the same job or a job with equivalent status, pay, benefits and other employment terms. The
taking of leave under FMLA will not result in the loss of any benefit that accrued prior to the
start of such leave.
The Diocese & Mission may require an employee to present a certification of fitness to return to
work when the absence was caused by the employee’s serious health condition. If the employee
fails to provide the requested fitness-for-duty certification to return to work, the Diocese &
Mission may delay restoring the employee to his/her position until he/she submits such
certification.
Failure to return from any leave may result in an employee’s termination.

H.

UNLAWFUL ACTS BY EMPLOYERS

In accordance with FMLA, it is unlawful for the Diocese & Mission to:

I.

•

Interfere with, restrain, or deny the exercise of any right provided under FMLA; or

•

Discharge or discriminate against any person for opposing any practice made unlawful by
FMLA or for involvement in any proceeding under or relating to FMLA.

ENFORCEMENT

An employee may file a complaint with the U.S. Department of Labor or may bring a private
lawsuit against the Diocese & Mission under FMLA.
FMLA does not affect any federal or state law prohibiting discrimination, or supersede any state
or local law which provides greater family or medical leave rights.

J.

DEFINITIONS

For the purposes of this policy, the following terms have the following meanings:
“Next of kin of a covered servicemember” means the nearest blood relative, other than the
covered servicemember’s spouse, parent, son, or daughter, in the following order of priority:
blood relatives who have been granted legal custody of the servicemember by court decree or
statutory provisions, brothers and sisters, grandparents, aunts and uncles, and first cousins, unless
the covered servicemember has specifically designated in writing another blood relative as his or
her nearest blood relative for purposes of military caregiver leave under the FMLA. When no
such designation is made, and there are multiple family members with the same level of
relationship to the covered servicemember, all such family members shall be considered the
covered servicemember’s next of kin and make take FMLA leave to provide care to the covered
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servicemember, either consecutively or simultaneously. When such designation has been made,
the designated individual shall be deemed to be the covered servicemember’s only next of kin.
“Outpatient status” means, with respect to a covered servicemember, the status of a member of
the Armed Forces assigned to (a) a military medical treatment facility as an outpatient; or (b) a
unit established for the purpose of providing command and control of members of the Armed
Forces receiving medical care as outpatients.
“Serious health condition” means an illness, injury, impairment or physical or mental condition
that involves either:
•

Inpatient care (i.e., an overnight stay) in a hospital or other medical care facility, including
any period during which the person is unable to work, attend school or perform other regular
daily activities due to the serious health condition, its treatment or recovery there from, and
any subsequent treatment in connection with such inpatient care; or

•

Continuing treatment by a health care provider for a condition that either prevents the
employee from performing the functions of the employee’s job, or prevents the qualified
family member from participating in school or other daily activities. Subject to certain
conditions, the continuing treatment requirement may be met by:
o A period of incapacity (i.e., inability to work, attend school or perform other regular daily
activities due to the serious health condition, its treatment or recovery) of 3 or more
consecutive, full calendar days combined with (1) treatment 2 or more times, within 30
days of the first day of incapacity, unless extenuating circumstances exist, by a health
care provider, by a nurse under direct supervision of a health care provider, or by a
provider of health care services (e.g., physical therapist) under orders of, or on referral
by, a health care provider; or (2) treatment by a health care provider on at least 1
occasion, which results in a regimen of continuing treatment under the supervision of the
health care provider.
o Any period of incapacity due to pregnancy, or prenatal care.
o Any period of incapacity or treatment for such incapacity due to a “chronic serious health
condition.” A “chronic serious health condition” is one which: (1) requires periodic
visits (at least twice a year) for treatment by a health care provider, or by a nurse under
direct supervision of a health care provider; (2) continues over an extended period of time
(including recurring episodes of a single underlying conditions); and (3) may cause
episodic rather than a continuing period of incapacity (e.g., diabetes, asthma, epilepsy,
etc.).
o A period of incapacity which is permanent or long-term due to a condition for which
treatment may not be effective (e.g., Alzheimer’s, a severe stroke, or the terminal stages
of a disease).
o Any period of absence to receive multiple treatments (including any period of recovery
there from) by a health care provider or by a provider of health care services under orders
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of, or on referred by, a health care provider, for: (1) restorative surgery after an accident
or other injury, or (2) for a condition that would likely result in a period of incapacity of
more than 3 consecutive, calendar days in the absence of medical intervention or
treatment (e.g., cancer (chemotherapy), severe arthritis (physical therapy), kidney disease
(dialysis)).
“Serious injury or illness,” (1) in the case of a member of the Armed Forces (including a member
of the National Guard or Reserves), means an injury or illness incurred by the member in the line
of duty on active duty in the Armed Forces (or that existed before the beginning of the member’s
active duty and was aggravated by service in line of duty on active duty in the Armed Forces)
and that may render the member medically unfit to perform the duties of the member’s office,
grade, rank or rating and (2) in the case of a veteran who was a member of the Armed Forces
(including a member of the National Guard or Reserves) at any time during a period of 5 years
preceding the date on which the veteran undergoes medical treatment, recuperation or therapy,
means a qualifying (as defined by the Secretary of Labor) injury or illness, that was incurred by
the member in line of duty on active duty in the Armed Forces (or that existed before the
beginning of the member’s active duty and was aggravated by service in line of duty on active
duty in the Armed Forces) and that manifested itself before or after the member became a
veteran.
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Educational Leave
All clergy/exempt full-time employees who work at least 40 hours per week who have completed
90 days of continuous service (i.e., uninterrupted employment) employees are eligible to apply
for educational leave as set forth in this policy (referred to in this policy as “Eligible
Employees”).
Eligible Employees may use educational leave to pursue studies related to their position and/or in
furtherance of the Diocese & Mission’s work. Such leave may be full-time or part-time,
depending upon the needs of the Diocese & Mission and the employee’s educational program.
To request educational leave, an Eligible Employee must submit a written request to the
bishop/vicar at least 45 days before the employee’s anticipated leave commences, stating, at a
minimum, the reason(s) for the request for educational leave, the anticipated date on which the
leave will commence, the anticipated return-to-work date, the name of the educational institution
in which the employees has enrolled, a description of the educational program the employee is
pursuing, and an explanation of how such program relates related to their position, and/or in
furtherance of the Diocese & Mission’s work. The Diocese & Mission will inform the employee
in writing whether the employee’s request is approved. Only the bishop/vicar in consultation
with wardens may approve or deny such requests.
The Diocese & Mission will evaluate each request for educational leave on a case-by-case basis.
The Diocese & Mission reserves the right to deny a request for educational leave for any reason.
If the Diocese & Mission approves a request for an educational leave, the Diocese & Mission
shall, on a case-by-case basis, set the length of such leave and applicable terms and conditions
(including, without limitation, whether the leave will be paid and whether benefits will be
provided). Except in unusual circumstances, educational leaves may not extend beyond 2 weeks.
The Diocese & Mission reserves the right to terminate an employee’s educational leave for any
reason at any time, upon notice to the employee.
If an employee fails to return to work at the end of his/her educational leave, or sooner if directed
to do so by the Diocese & Mission, he/she will be considered to have voluntarily terminated
his/her employment. Similarly, if an employee accepts employment with another employer,
without the prior written consent of the bishop, priest in charge and the warden of the vestry
during educational leave, the Diocese & Mission will consider the employee to have resigned
his/her employment effective on the date his/her new employment commences.
Any exceptions to this policy or extensions of educational leave must be agreed to in writing,
signed by the bishop/vicar and the wardens.
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Legally Required Miscellaneous Leave
The Diocese & Mission acknowledges that the provisions of this Handbook do not address all
situations in which an employee might be entitled to leave. Therefore, the Diocese & Mission
reaffirms its commitment to providing employees with all leaves to which they are entitled under
applicable federal, state, and/or local law.
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Administrative Leave
All lay/clergy/exempt/non-exempt/full-time who work at least 40 hours per week who have
completed 90 days of continuous service (i.e., uninterrupted employment) employees are eligible
to apply for administrative leave as set forth in this policy (referred to in this policy as “Eligible
Employees”). Administrative leave is not Family and Medical Leave Act (“FMLA”) leave. Any
administrative leave granted is in addition to any leave granted under FMLA for FMLAqualifying reasons. The Diocese & Mission is not legally required to offer employees
administrative leave. The administrative leave provided for under this policy shall be used in
compelling, urgent or unusual circumstances, when the employee needs time off from work and
no other paid or unpaid leave time is available.
To request administrative leave, an Eligible Employee must submit a written request to the
bishop/priest in charge at least 5 days before the employee’s leave commences or, in an
emergency, as soon as practicable after the need for leave is known, stating, at a minimum, the
reason(s) for the employee’s request for administrative leave, the anticipated date on which the
leave will commence, and the employee’s anticipated return date. The Diocese & Mission will
inform the employee in writing whether it has approved the request. Only the bishop/priest in
charge in consultation with the wardens may approve or deny such requests.
The Diocese & Mission will evaluate each request for administrative leave on a case-by-case
basis. The Diocese & Mission reserves the right to deny a request for administrative leave for
any reason. If the Diocese & Mission approves a request for administrative leave, the Diocese &
Mission shall, on a case-by-case basis, set the length of such leave and applicable terms and
conditions (including, without limitation, whether such leave is paid or unpaid and whether
benefits will be provided).
Unless otherwise prohibited by law the Diocese & Mission reserves the right to terminate an
employee’s administrative leave for any reason at any time, upon notice to the employee.
If an employee does not return to work at the end of an administrative leave or sooner if directed
to do so by the Diocese & Mission, the employee will be considered to have voluntarily
terminated employment. Similarly, if an employee accepts employment with another employer
during administrative leave, the Diocese & Mission will consider the employee to have resigned
employment effective on the date the employee’s new employment commences.
Any exceptions to this policy or extensions of administrative leave must be agreed to in writing,
signed by the bishop/priest in charge and the warden of the vestry.
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Standards of Conduct
To ensure a positive work environment and orderly operations consistent with the Diocese &
Mission’s mission, goals, and religious culture, the Diocese & Mission expects employees to
abide by its established standards of conduct. The Diocese & Mission retains exclusive discretion
to determine whether employees have abided by such standards.
In specific, the Diocese & Mission requires that all employees:
1. Respect the tenets of the Episcopal faith, including the doctrine, discipline, and worship
of The Episcopal Church, and conduct themselves professionally in a way that does not
undermine such tenets;
2. Refrain from behavior that embarrasses or discredits the Diocese & Mission and/or is
disruptive to the workplace; and
3. Abide by all Diocesan/Church policies and procedures, including but not limited to the
policies specified in this Handbook.
Employees who are unsure whether conduct is appropriate shall refrain from such conduct.
Employees who have questions about the applicable standards of conduct should contact their
supervisor.
Employees who violate this policy may be subject to disciplinary action, up to and including
immediate termination from employment.
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Confidentiality
All employees are responsible for safeguarding the confidentiality of information regarding the
Diocese & Mission, its operations, its employees, its parishioners, and any other individuals and
organizations who use the Diocese & Mission’s services, or are otherwise part of the Diocese &
Mission’s community.
For purposes of this policy, “confidential information” is any information designated by the
Diocese & Mission, orally or in writing, as confidential and any information that the Diocese &
Mission, in its sole and absolute discretion, determines a reasonable person would expect be kept
confidential. For example, “confidential information” may include, but is not limited to:
•

Records and non-public information concerning parishioners/individuals and
organizations that use the Diocese & Mission’s premises and/or services (e.g., health and
counseling information);

•

Information concerning the Diocese & Mission’s operations (e.g., financial information
and strategic plans);

•

Information concerning the Diocese & Mission’s employees;

•

Information concerning any pending or contemplated internal or external investigation,
audit or proceeding;

•

Any other information not generally known to the public which, if misused or disclosed,
could reasonably be expected to adversely affect the Diocese & Mission or a member of
the Diocesan/Church community; and

•

Mailing lists, email lists and phone contact information.

As a Diocesan/Church employee, you hold confidential information in a fiduciary capacity for
the benefit of the Diocese & Mission. Accordingly, during or after your employment with the
Diocese & Mission, you shall not use confidential information except in connection with your
job responsibilities and you are prohibited from disclosing confidential information to any person
or entity outside the Diocese & Mission except for authorized business reasons or as may be
required by law. Further, you should take care to safeguard confidential information within the
Diocese & Mission and not disclose such information to another employee and other
Diocesan/Church officials, except on a “need to know” basis.
Employees who are unsure whether information must be kept confidential shall refrain from
disclosing such information. Employees who have questions about confidentiality or privacy
should contact their supervisor.
Unless you receive prior authorization from the bishop/priest in charge you are not permitted to
remove from Diocesan/Church premises any confidential information.
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Employees who violate this policy may be subject to legal action, as well as disciplinary action,
up to and including immediate termination from employment.
Upon separation of employment for any reason, you will be required to return to the Diocese &
Mission all originals and copies (in any format including but not limited to electronic format) of
any confidential information.
Nothing contained in this policy is intended to prohibit any required reporting under applicable
federal, state and/or local laws.
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Attendance, Absenteeism & Tardiness
A.
EXPECTATIONS
Absenteeism and tardiness interfere with the Diocese & Mission’s operations and place a burden
on other employees. The Diocese & Mission expects that every employee will be at his or her
assigned workplace, ready to work at his or her starting time each day.

B.
REPORTING UNSCHEDULED ABSENCES OR TARDINESS
Except in cases of an emergency, if you will be absent or tardy for any reason, you must
personally notify your supervisor by telephone. Except in an emergency, you must report each
absence by 7:30 a.m. You must report each instance of tardiness directly to your supervisor
immediately after you arrive at your assigned workplace.
If your absence will extend beyond one (1) day, you must report each day of absence as set forth
above. Upon prior approval of your supervisor after providing the reason for your absence, your
expected return date and such other information as required by the Diocese & Mission, daily
reporting of each absence will not be required. The Diocese & Mission reserves the right to
require you to report periodically on your status and on your intent to return to work.
If you become ill at work or you must leave your assigned workplace unexpectedly before the
end of the workday, you must inform your supervisor of your early departure prior to leaving.
If you do not report for work and fail to notify the Diocese & Mission of your status, then after
five (5) consecutive days of absence, the Diocese & Mission will assume that you have resigned
and the Diocese & Mission will remove you from the payroll.
C.
EFFECT OF ABSENCES/TARDINESS ON LEAVE TIME & PAY
All absences or tardiness will be charged to the appropriate leave category as specified in Section
5 of this Handbook (“Time Away From Work”).
D.
DOCUMENTATION TO SUPPORT ABSENCES
The Diocese & Mission may require documentation to support absences occasioned by illness or
injury in accordance with Policy No. 501 (Vacation Leave, Personal Leave and Sick Leave). The
Diocese & Mission reserves the right to require documentation to support absences in other
instances.
E.
CONSEQUENCES
If an employee fails to comply with this policy, is excessively absent or tardy, or develops a
pattern of absences or tardiness (e.g., “calling in” every Friday before a holiday weekend), he or
she may be subject to disciplinary action, up to and including immediate termination from
employment.
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Information & Telecommunications
The Diocese & Mission is committed to having its “Information and/or Telecommunications
Systems” (including, but not limited to, computers, networks, Internet access, Intranet access, email accounts, telephones, voice mail, Diocese & Mission-issued or owned cellular phones,
PDA/Smartphone devices and/or any other means of communication known or hereafter
developed, and Diocese & Mission-provided cellular phone service, PDA/Smartphone service
and/or any other communication service known or hereafter developed) used in a responsible,
efficient, ethical, and legal manner, and to safeguarding its information assets. At the same time,
the Diocese & Mission is committed to making certain that, to the extent possible, confidential
information shared in a pastoral or similar communication is kept confidential. In furtherance of
these goals, the Diocese & Mission has adopted this Information & Telecommunications Policy,
which governs all employees’ use of the Diocese & Mission’s Information and/or
Telecommunication Systems.
Use of the Diocese & Mission’s Information and/or Telecommunications Systems constitutes
consent by the user to the terms and conditions of this policy. Any questions about this policy
should be directed to the Person responsible for IT oversight.
Violation of this policy may subject employees to civil and criminal liability and/or disciplinary
action, including loss of the privilege to use the Diocese & Mission’s Information and/or
Telecommunications Systems and/or immediate termination from employment.

A.

CONFIDENTIAL AND/OR PROPRIETARY INFORMATION
All data on the Diocese & Mission’s Information and/or Telecommunication Systems is
classified as confidential and/or proprietary information. (e.g. Mailing lists, email lists, phone
contact information).

B.

UNAUTHORIZED USE, DESTRUCTION & MODIFICATION PROHIBITED
Unauthorized use, destruction and/or modification of the Diocese & Mission’s Information
and/or Telecommunications Systems are strictly prohibited.

C.

DISCLAIMER OF LIABILITY FOR USE OF INTERNET
The Internet is a worldwide network of computers that contains millions of pages of information.
Users are cautioned that many of these pages contain offensive, sexually explicit, or otherwise
inappropriate material. In general, it is difficult to avoid at least some contact with this material
while using the Internet. Even innocuous search requests may lead to sites with offensive
content. In addition, having an e-mail address on the Internet may lead to receipt of unsolicited
e-mail containing offensive content. Users accessing the Internet do so at their own risk. The
Diocese & Mission is not responsible for material viewed or downloaded from the Internet by
employees.
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D.

PERSONAL USE OF INFORMATION AND/OR TELECOMMUNICATION
SYSTEMS
The Diocese & Mission’s Information and/or Telecommunications Systems are provided to
employees for official Diocesan/Church business. While these resources are to be used primarily
for business, employees may use these resources for incidental personal use, provided such use
does not interfere with employee productivity and/or the Diocese & Mission’s operations and is
consistent with the Diocese & Mission/Employer’s policies and all applicable laws. The
following activities are strictly prohibited by the Diocese & Mission/Employer:
1.
Employees may not download, upload, stream, or view video, audio, or
graphics files including but not limited to games or other entertainment software, unless
such activities are directly related to a business purpose. This prohibition extends to
music, movies, file-sharing software and/or software that permits users to search for other
users’ computers and download desired files, etc.
2.
Use caution when opening personal e-mail messages (whether sent or
received) which may contain file attachments as these may contain viruses.
3.
In general, employees may not use the Diocese & Mission Information
and/or Telecommunications Systems to conduct any business activities unrelated to the
Diocese & Mission’s business.
4.
The Diocese & Mission’s Information and/or Telecommunications
Systems may not be used for any solicitations, including but not limited to political
causes, commercial enterprises and/or outside organizations.
5.
Employees may not send non business-related, unsolicited e-mails
(commonly referred to as SPAM). This includes the forwarding of e-mails received from
outside, non-business-related sources, as well as e-mails initiated by Diocesan& Mission
employees. If an employee receives SPAM or other unsolicited e-mails, the employee
should contact the Person responsible for IT oversight.

E.

DUTY NOT TO WASTE COMPUTER RESOURCES
Employees must not deliberately perform acts that waste the Diocese & Mission’s Information
and/or Telecommunications Systems or unfairly monopolize such systems to the exclusion of
others. These acts include, but are not limited to, sending mass-mailings or chain letters,
spending excessive amounts of time on the Internet, playing games, engaging in online chat
groups, or otherwise creating unnecessary network traffic. Audio, video and graphics files
(including games or other entertainment software) may not be downloaded, uploaded, streamed,
or viewed unless they are directly related to Diocesan & Mission business.
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F.

NO EXPECTATION OF PRIVACY & MONITORING USAGE
Employees do not have an expectation of privacy in anything they create, store, access, send, or
receive on the Information and/or Telecommunications Systems (including, but not limited to,
documents, voicemail messages, text or video messages, e-mail messages, instant messages,
blogging, photo messaging, pod costs/videocasts/vlogs, social networking activities, and any
other means of communication known or hereafter developed, whether of a business or personal
nature) (collectively, referred to as “Electronic Communications”). The Diocese & Mission has
the right, but not the duty, to monitor any and all of the aspects of its Information and/or
Telecommunications Systems to the extent such monitoring is not inconsistent with applicable
laws. An employee’s use of the Diocese & Mission’s Information and/or Telecommunications
Systems is deemed consent to such monitoring by the Diocese & Mission, without further notice.
Failure to provide formal acknowledgement of this policy in the form required by the Diocese &
Mission will result in the employee being denied access to the Diocese & Mission’s Information
and/or Telecommunications Systems and may result in other disciplinary action, up to and
including immediate termination from employment. The Diocese & Mission’s Information
and/or Telecommunications Systems may create back up Electronic Communications and these
Electronic Communications may be retrieved and accessed by the Diocese & Mission.
Employees shall be responsible for their activities on the Diocese & Mission’s Information
and/or Telecommunications Systems.

G.

BLOCKING OF INAPPROPRIATE CONTENT
The Diocese & Mission reserves the right to use software to identify any Internet site(s) that it, in
its sole discretion, deems is (are) inappropriate, illegal, sexually explicit, or violates applicable
equal employment opportunity principles and any Diocese & Mission policies against
harassment and other discrimination. Such sites may be blocked from access by the Diocese &
Mission’s networks. If an employee encounters a blocked website that he/she needs to access for
legitimate business-related purposes, he/she shall contact the person responsible for IT oversight
for access. In the event an employee encounters any inappropriate material while browsing the
Internet that is not otherwise related to a legitimate business related purpose, then such employee
must immediately disconnect from the site, regardless of whether the site was subject to blocking
software. If an employee believes that a “cookie” or other “phishing” software has compromised
his/her computer, the employee should contact the person responsible for IT oversight.

H.

PROHIBITED ACTIVITIES
Material that is fraudulent, harassing, embarrassing, profane, obscene, sexually explicit,
intimidating, defamatory or otherwise unlawful, inappropriate, offensive (including offensive
material concerning race, color, religion and protected activity, age, sex, sexual orientation,
military status, national origin, disability, marital status, genetic predisposition or carrier status or
any other classification protected by federal, state, or local law), or in violation of the Diocese &
Mission’s policies against illegal harassment and other discrimination may not be downloaded
from the Internet or displayed or stored on the Diocese & Mission’s Information and/or
Telecommunications Systems.

Approved 5/13/2011

The Episcopal Diocese of Arizona
Employment Policy Handbook
Policy 604

I.

ILLEGAL COPYING AND DOWNLOADING
The Diocese & Mission prohibits the downloading of software from the Internet, without the
prior approval of the person responsible for IT oversight, because of significant risk of infecting
the Diocese & Mission’s Information and/or Telecommunications Systems with a virus, the
unreliability of such downloaded software, and the potential for copyright and/or licensing
violations. All the Diocese & Mission’s Information and/or Telecommunications Systems may
be subject to periodic inventory and inspection for compliance.

J.

USING PERSONAL COMPUTERS OR OTHER ELECTRONIC DEVICES FOR
WORK & ACCESSING THE INTERNET, INTRANET OR THE DIOCESE &
MISSION’S E-MAIL
To ensure security and to avoid the spread of viruses, employees need the approval of the person
responsible for IT oversight before using their personal computers or other electronic devices for
work purposes. In all instances, employees accessing the Internet or e-mail through a computer
or other electronic device attached to the Diocese & Mission’s network must do so through an
approved Internet firewall designed for their operating system and any other firewall required by
the Diocese & Mission. Employees using their personal computers or other electronic devices
for work are not permitted to download, use or permit to be used on such computers or other
electronic devices any program known to compromise security (e.g., file sharing software and/or
software that permits users to search for other users’ computers and download desired files) or
spread viruses. Any questions should be directed to the person responsible for IT oversight.

K.

VIRUS DETECTION
Files obtained from sources outside the Diocese & Mission, including (1) personal, non-Diocese
& Mission storage media (e.g., flash drives, portable hard drives, iPods or other music devices,
disks, or other storage media known or hereafter developed); (2) files downloaded from the
Internet, newsgroups, bulletin boards or other online services; (3) files attached to e-mail; and (4)
files provided by vendors may contain dangerous computer viruses that may damage the Diocese
& Mission’s Information and/or Telecommunications Systems. Employees should never
download files from the Internet, accept e-mail attachments from outsiders, or use Storage Media
from non-Diocesan/Mission sources without first scanning the material with Diocese & Missionapproved virus checking software. If an employee suspects that a virus has been introduced into
the Diocese & Mission’s Information and/or Telecommunications Systems, he/she must notify
the person responsible for IT oversight.

L.

SECURITY & PASSWORDS
Any attempt to circumvent the Diocese & Mission’s security procedures is prohibited.
Individual passwords and access codes must be kept strictly confidential. No employee should
give a username, password, or access code to another person, unless instructed to do so by the
person responsible for IT oversight, in which case the employee must immediately provide the
requested information.
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M.

COPYRIGHTED MATERIALS
Users of the Diocese & Mission’s Information and/or Telecommunications Systems may use
only legally obtained, licensed data or software and must comply with applicable licenses or
other contracts, as well as copyright, trademark, and other intellectual property laws. Much of
what appears on the Internet and/or is distributed via electronic communication is protected by
copyright law, regardless of whether the copyright is expressly noted. Users of the Diocese &
Mission’s Information and/or Telecommunications Systems should generally assume that
material is copyrighted unless they know otherwise, and not copy, download, or distribute
copyrighted material without permission unless the use does not exceed fair use as defined by the
federal Copyright Act of 1976. Protected material may include, among other things, text,
published articles, photographs, audio, visual, graphic illustrations, and computer software. If an
employee is uncertain about whether certain information is copyrighted, proprietary, or
otherwise inappropriate for transfer, he/she should resolve all doubts in favor of not transferring
the information and should consult the person responsible for IT oversight.

N.

PROTECTION OF THE DIOCESE & MISSION’S REPUTATION
The Diocese & Mission prohibits the use of any of the Diocese & Mission’s Information and/or
Telecommunications Systems or the dissemination of information in a manner bringing
disrepute, damage, or ill will against the Diocese & Mission. Employees are reminded to be
courteous to other users of the system and always to conduct themselves in a professional
manner. E-mails are sometimes misdirected or forwarded and may be viewed by persons other
than the intended recipient. Employees should write e-mail communications and publish/post to
blogs with no less care, judgment and responsibility than they would use for letters or internal
memoranda written on the Diocese & Mission’s letterhead.
Further, all personal
communications or postings must be free of any indication, whether explicit (e.g., “professional
signature”) or contextual, suggesting the statement and/or opinion is that of the Diocese &
Mission.

O.

USE OF INFORMATION AND/OR TELECOMMUNICATIONS SYSTEMS WHILE
DRIVING
Users of the Diocese & Mission’s Information and/or Telecommunications Systems must
comply with all laws regarding the use of such devices while driving. The Diocese & Mission
requires that a hands-free device be used whenever an individual: (1) is using a Diocese &
Mission-owned and/or Diocesan/Church-issued electronic device while driving; (2) is using
Diocesan/Church-provided cellular phone or other electronic service; and/or (3) is conducting
Diocesan/Church business while driving. Electronic devices should be used only when it is safe
to do so under the circumstances and users must be aware that, even with a hands-free device,
electronic devices should not be used during adverse weather or difficult traffic conditions.
***Under no circumstances may an individual send, receive, and/or review text or similar
messages while: (1) using a Diocese & Mission-owned and/or Diocesan/Church-issued
electronic device while driving; (2) using Diocesan/Church-provided cellular service while
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driving; and/or (3) using a personal electronic device for conducting Diocesan/Church business
while driving.***

P.

ADDITIONAL PROVISIONS APPLICABLE TO DIOCESE & MISSION-ISSUED
CELLULAR PHONES AND DIOCESE & MISSION-PROVIDED CELLULAR
PHONE SERVICE
Smartphone/PDA purchased by the Diocese & Mission and issued to employees are the property
of the Diocese & Mission. As set forth in sub-section F of this Policy No. 604, employees
should not have an expectation of privacy in anything they create, store, access, send, or receive
using a Diocese & Mission-issued cellular phone or Diocese & Mission-provided cellular phone
or other electronic service (including but not limited to voice-mail messages, text messages email messages, conversations, etc.).
Individuals assigned Smartphone/pdas are responsible for safeguarding them from damage and
misuse. Employees must report any damage, loss, unauthorized use or malfunction of a Diocese
& Mission-issued cellular phone to the person responsible for IT oversight.
The Diocese & Mission reserves absolute discretion and control over whether, and if so upon
what terms (e.g., minute allotment, personal use, cost to employees, etc.), to issue cellular phones
or other electronic devices and/or to provide cellular phone or other electronic service to
employees.

Q.

LIABILITY FOR OTHERS’ USE OF INFORMATION AND/OR
TELECOMMUNICATIONS SYSTEM
An employee shall be responsible for any Diocesan/Church Information and/or
Telecommunications Systems provided to the employee as well as the employee’s activities on
the Diocese & Mission’s Information and Telecommunications Systems.

R.

VIOLATIONS TO BE REPORTED
Any employee who discovers misuse of the e-mail system or Internet, or any violation of this
policy, should immediately notify his/her immediate supervisor or the person responsible for IT
oversight.
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Use of Personal Cellular Phones & Other Personal Electronic
Telecommunications Devices During Work Hours

The Diocese & Mission recognizes that employees may occasionally need to use personal
cellular phones or other personal electronic telecommunications devices during work hours for
non-business-related matters. In all cases, such incidental communications must not interfere
with employee productivity and/or the Diocese & Mission’s operations.
These requirements are, as applicable, in addition to the requirements specified in Policy Nos.
604 (“Information & Telecommunications”) and 803 (“Employer Vehicles”) for use of cellular
phones and other electronic telecommunications devices.
Violations of this policy may result in disciplinary action, up to and including immediate
termination from employment.
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Dress Code & Appearance
Dress, grooming, and personal cleanliness standards contribute to the morale of all employees
and affect the image the Diocese & Mission presents to the community. Appropriate attire,
hygiene, and grooming create a positive impression to others about the Diocese & Mission. The
Diocese & Mission recognizes that while people may express themselves through their clothing,
there are articles of clothing that are not considered acceptable attire in the workplace at any
time. Employees are expected to maintain a professional appearance while at work.
Except as stated in the next paragraph, business attire is expected at all times. Examples of
business attire for men include suits, dress slacks and sport coat, shirt and tie, loafers or tie shoes
and socks. For women this includes skirts, blouses, dresses, dress slacks, suits, sweaters or
blazers and shoes. Clergypersons are encouraged to wear clerical garb.
A day may be designated as casual dress days, meaning that less formal business attire is
acceptable. Additionally, the Diocese & Mission may designate other times during the year as
casual days. To maintain a professional business atmosphere, casual attire excludes such items
of clothing as:
•

Jeans with rips, holes or fraying;

•

Shorts or cut-offs;

•

Tank tops with spaghetti straps (bra straps must be covered);

•

Sweatpants;

•

Sheer or transparent clothing;

•

Micro-skirts, mini-skirts or shorts that are shorter than mid-thigh length;

•

Shirts with writing, pictures or drawings;

•

Tight clothing, including spandex leggings or muscle shirts;

•

Revealing or provocative clothing, including clothing that reveals bare backs,
midriffs or shoulders (cleavage must be covered);

•

Warm-up suits or gym clothing; and

•

Worn or dirty sneakers, slippers.

Please contact your supervisor if you have questions regarding what attire is appropriate for
work. An employee who reports to work improperly dressed will be instructed to leave and
return in appropriate attire, and, for non-exempt employees, such time will be unpaid or charged
to vacation or personal leave. Repeated and/or egregious violations may result in disciplinary
action, up to and including immediate termination from employment.
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Drug-Free Workplace

A.

PURPOSE AND GOAL OF POLICY

The Diocese & Mission is committed to protecting the safety, health and well-being of all
employees and other individuals in the Diocese & Mission’s workplace and, toward that end, the
Diocese & Mission is committed to maintaining a drug-free workplace. The Diocese & Mission
encourages employees to voluntarily seek help with drug and alcohol problems.
For purposes of this policy, the following terms shall have the following meanings.
1. The term “Diocesan & Mission Work or Activities” means:
a. Work for the Diocese & Mission at any location;
b. At any time on the Diocesan/Mission premises;
c. At any Diocesan/Mission function or sponsored event;
d. At any function or event attended by employees as representatives of the Diocese
& Mission or any other Episcopal or professional organization;
e. At any time traveling to and from any Diocesan & Mission location, event or
work specified in subparagraphs (c) & (d) above; and
f. At any time in Diocesan & Mission vehicles (whether owned, leased or rented).
2. The term “illegal drug” means drugs and controlled substances, the possession or use of
which is unlawful, pursuant to any federal, state and local laws and regulations in the
United States. Drugs and controlled substances that are not legally obtainable, or that are
legally obtainable but have not been legally obtained, are considered to be illegal drugs.
Examples include street drugs such as cocaine, heroin, marijuana, and other controlled
substances such as stimulants, depressants and hallucinogenic products.
All employees must comply with the Diocese & Mission’s drug-free workplace policy. As a
condition of continued employment with the Diocese & Mission, each employee must abide by
this policy.

B.

PROHIBITED BEHAVIOR

1.

Illegal Drugs

The Diocese & Mission strictly prohibits at any time (whether during or before or after working
hours) the manufacture, distribution, dispensation, use, sale, possession, purchase, trade, transfer,
and/or offer for sale of illegal drugs by employees.
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2.

Prescription & Over-the-Counter Drugs

Prescription and over-the-counter drugs are not prohibited when taken in standard dosage and/or
according to a physician’s prescription. Any employee taking prescribed or over-the-counter
medications will be responsible for consulting with the prescribing physician and/or pharmacist
to ascertain whether the medication may interfere with safe performance of his/her job. If the
use of a medication could compromise the safety of the employee, fellow employees or the
public, it is the employee’s responsibility to use appropriate personnel procedures (e.g., call in
sick, use leave, request change of duty, notify supervisor) to avoid unsafe workplace practices.
The illegal or unauthorized use of prescription drugs is prohibited. It is a violation of the
Diocese & Mission’s drug-free workplace policy to intentionally misuse and/or abuse
prescription medications.
3.

Alcohol

During Diocesan & Mission Work or Activities, all employees shall refrain from using alcohol
except for sacramental wine used as part of a religious service. The Diocese & Mission may,
however, permit the responsible use of alcohol at social events regardless of the location. For
purposes of this policy, “responsible use of alcohol” shall mean that, at all times, the employee:
•

Remains sober;

•

Does not operate a vehicle or other machinery while under the influence of any alcohol;

•

Conducts him/herself professionally, in accordance with general standards of decency
and, as applicable, Diocesan & Mission policies; and

•

Makes certain his/her behavior does not compromise his/her ability to perform his/her
job.

If an employee has any doubts about whether he/she can comply with these requirements if
he/she drinks socially, the employee must refrain from using alcohol.

C.

NOTIFICATION OF CONVICTIONS

Any employee who is convicted of a criminal drug or alcohol violation occurring in connection
with Diocesan & Mission Work or Activities must notify the rector/bishop in writing within 5
calendar days of the conviction.

D.

CONSEQUENCES

One of the goals of the Diocese & Mission’s drug-free workplace program is to encourage
employees to voluntarily seek help with alcohol and/or drug problems. If, however, an employee
violates the policy, the consequences are serious. If an employee violates the policy, he or she
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may be subject to disciplinary action in a manner consistent with applicable law, up to and
including immediate termination from employment.

E.

ASSISTANCE

The Diocese & Mission recognizes that early intervention and support improve the success of
rehabilitation for alcohol and drug abuse and addiction. Whenever feasible, and subject to the
limitations described in this policy, the Diocese & Mission will assist employees in overcoming
alcohol and drug abuse and addiction. To support its employees, the Diocese & Mission’s drugfree workplace policy encourages employees to seek help if they are concerned that they or their
family members may have a drug and/or alcohol problem.
Treatment for alcoholism and/or other drug use disorders may be covered by Diocesan &
Mission-provided health insurance.
However, the ultimate financial responsibility for
recommended treatment belongs to the employee.

F.

CONFIDENTIALITY

The Diocese & Mission will treat and maintain as confidential all information received by the
organization through the drug-free workplace program. Access to this information is limited to
those who have a legitimate need to know in compliance with relevant laws and Diocesan &
Mission policies.

G.

EMPLOYEES’ RESPONSIBILITY

All employees are prohibited from reporting to work or duty while their ability to perform job
duties is impaired due to on- or off-duty use of alcohol, illegal drugs, or other prescription or
over-the-counter drugs.
In addition, employees are encouraged to:

H.

•

Be concerned about working in a safe environment;

•

Support fellow employees in seeking help;

•

Report dangerous or unsafe behavior to the rector/bishop.
COMMUNICATION

Communicating the Diocese & Mission’s drug-free workplace policy to employees is critical to
the Diocese & Mission’s success. To ensure all employees are aware of their role in supporting
our drug-free workplace program, all employees will receive a written copy of the policy.
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Safe Workplace Practices & Rules
The importance of safety cannot be overemphasized. Using safe workplace practices is the
responsibility of every employee. Therefore, for the protection and well-being of all employees,
every employee must abide by the Diocese & Mission’s workplace safety rules. The following
are general safe workplace practices and rules:
1.
In accordance with Policy No. 202 (“Tobacco-Free Environment”): smoking and
the use of tobacco products are not permitted at any time in any Diocesan/Church public or work
areas (i.e., any indoor location at which Diocesan/Church employees perform services, including
but not limited to vehicles, parish halls, offices space Diocesan/Church offices, camps and
conference centers, seminaries, or schools), or in any indoor premises owned by, leased by,
operated by, borrowed by, used by, or otherwise under the jurisdiction of the Diocese & Mission.
If the Diocese & Mission establishes “Designated Smoking Areas” (such as, for example, an
outdoor location located away from building entrances or an employee’s residential quarters not
used for work purposes), all employees are required to restrict their smoking and tobacco use to
such designated areas.
2.
Materials or equipment must not block passageways, fire-fighting equipment, first
aid equipment or exits. Employees must not cover or hang anything on fire fighting or first aid
equipment.
3.
Employees must drive carefully on Diocesan/Church property, and all vehicles
must observe driving rules established by the Diocese & Mission as well as traffic laws (see also
Policy No. 803 (“Employer Vehicles”).
4.

No horseplay or practical jokes are permitted on Diocesan/Church property.

5.
Employees shall not run indoors on the premises in areas not specifically designed
for such physical activity.
6.

Employees shall keep their work area in a clean and orderly condition.

7.
Employees shall obey safety instructions, rules, policies and procedures.
Whenever required, employees shall use safety and personal protective equipment provided.
Employees shall make proper use of caution signs during housekeeping.
8.
Before using any equipment or materials, employees shall read carefully any
instructions or warnings labels. You should direct any questions to your supervisor.
9.
Employees shall immediately report any unsafe conditions or safety hazards to
your supervisor.
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10.
Employees must notify your supervisor immediately of any accident, injury or
illness, whether or not medical treatment is required.
11.
Employees must notify your supervisor immediately if you observe any
unfamiliar or suspicious person in working areas.
12.
Employees must use care when lifting and be sure to lift properly. Employees
should get their power from their legs, not their back. If special trucks or hoists are provided,
employees shall use them.
13.
Computer users should adjust their workspace, including keyboard, display,
seating, and lighting, in order to minimize the possibility of body and eye strains. Frequent users
should schedule other types of work during the day as a break from computer use.
14.
Employees must properly dispose of all hazardous materials in an acceptable and
lawful manner. Your supervisor can advise you of the required disposal method and practice.
Other safety practices and/or rules may apply to a particular job assignment or work area. You
are responsible for familiarizing yourself with any special safety requirements and you should
consult with your supervisor if you have any questions.
Violations of safe workplace practices and/or rules may result in disciplinary action, up to and
including immediate termination from employment.
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Personal Property
Since the Diocese & Mission is unable to provide secure storage facilities, you are
discouraged from bringing personal property to work if it has financial or sentimental
value. The Diocese & Mission does not assume responsibility for the loss or theft of
personal belongings. You are expected to exercise caution and common sense when
carrying cash or other personal valuables. You should never leave purses, cash or
valuables unattended and visible on desktops or in other public areas.
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Inquiries Regarding Use of Buildings & Other Facilities
Individuals or other organizations may contact Diocesan & Mission staff asking for
information concerning use of Diocesan & Mission buildings and/or other facilities. Any
employee contacted about use of Diocesan & Mission buildings and/or other facilities must
refer the individual or organization to the staff person responsible for building oversight and
scheduling or his/her designee, who shall evaluate such request in accordance with Diocesan &
Mission Use of Church Facilities policy, after taking into account legal, tax and liability
considerations. This responsibility normally belongs to the Bishop and Priest-in-Charge. Any
violations of this policy may result in disciplinary action, up to and including immediate
termination from employment.

Approved 5/13/2011

The Episcopal Diocese of Arizona
Employment Policy Handbook
Policy 706

Identification Cards, Keys, Security Cards & Security Codes
The Diocese & Mission will provide you with key and security codes/passcard to access your
work facility. These items are Diocese & Mission property. Upon separation from employment,
you must return all keys, security codes/passcards.
For security purposes, unless instructed to do so by your supervisor, you are prohibited from
allowing anyone else to use these items, including another employee. For the safety and security
of you and your co-workers, you must ensure that only you use or have access to keys and
security codes/passcards. If you lose your keys and/or security codes/passcards, you must
immediately notify your supervisor. Failure to comply with this policy may result in disciplinary
action, up to and including termination from employment.
It is recommended that the Diocese & Mission keep a record of keys/passcards/security codes to
Diocese & Mission property that have been distributed and review this list frequently.
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Works for Hire
It is Diocese & Mission policy that the Diocese & Mission shall be deemed the author and the
exclusive owner of the copyright in all works of authorship made by a Diocese & Mission
employee (a) within the scope of his or her employment, (b) at the Diocese & Mission’s
direction, (c) on Diocese & Mission time, (d) about or relating to the Diocese & Mission or its
work, or (e) using any Diocese & Mission equipment, supplies, facility, information or other
resources (including financial resources) unless otherwise agreed upon.
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Use of Employer Property & Letterhead

A.

EMPLOYER EQUIPMENT
The Diocese & Mission provides employees with certain equipment to assist them to carry out
their ministry and/or accomplish their job duties. Such equipment may include, for example:
telephones, cellular phones, PDA/Smartphones, fax machines, computers, copiers, and tools.
Diocese & Mission equipment is provided to employees for official Diocese & Mission business.
While this equipment is to be used primarily for business purposes, employees may use such
equipment for incidental personal use during non-business hours, provided such use does not
interfere with employee productivity and/or the Diocese & Mission’s operations, and is
consistent with the Diocese & Mission’s policies and all applicable laws. Notwithstanding the
foregoing, if you use Diocese & Mission equipment for personal use, the Diocese & Mission
policies concerning the use of such equipment continue to apply. No Diocese & Mission
equipment may be removed from the Diocese & Mission’s premises without prior approval of
the rector/bishop or their designee.
When using or operating Diocese & Mission equipment, you are expected to exercise care,
follow all operating instructions and safety standards, and perform required maintenance where
appropriate. Please promptly notify your supervisor if any Diocese & Mission equipment
appears to be damaged, defective or in need of repair. The prompt reporting of damage, defects,
and the need for repair may prevent possible injury to employees and others, and further
deterioration of the equipment. Your supervisor can answer any questions about your
responsibility for care and maintenance of equipment.
Employee use of Diocese & Mission vehicles is also governed by Policy No. 803 (“Employer
Vehicles”). Employee use of Diocese & Mission Information and/or Telecommunications
Systems is also governed by Policy No. 604 (“Information & Telecommunications Systems”).

B.

DIOCESE & MISSION LETTERHEAD
Bishop/Diocese & Mission letterhead is used only for official Diocese & Mission business. No
employee may use Diocese & Mission letterhead for any personal purpose.
Violation of Part A and/or Part B of this policy may result in disciplinary action, up to and
including, termination of employment.
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Employer Vehicles
In its discretion, the Diocese & Mission may permit an employee to use a Diocese & Mission
vehicle for business-related purposes. For purposes of this policy, the term “Diocese & Mission
vehicle” means any vehicle (including but not limited to cars, trucks, motorcycles, vans, buses,
airplanes, trains, boats, golf carts, helicopters, scooters, segways, bicycles, unicycles,
stagecoaches, covered wagons, carriages, and buckboards) owned by, leased by, operated by,
borrowed by, used by, or otherwise under the Diocese & Mission’s control.
Diocese & Mission vehicles should only be used in work-related activities and should not be
used for personal business and no Diocese & Mission vehicle may be taken home overnight
unless authorized by the bishop. Any personal mileage must be documented and reported as
income.
The use of Diocese & Mission vehicles is limited to employees, authorized by the bishop or
vicar. To be considered for authorization to drive a Diocese & Mission vehicle, at a minimum, a
person must be at least 20 years of age, possess a current driver’s license valid for the type of
vehicle he/she will be driving and meet the qualifications established by the Diocese & Mission’s
insurance carrier.
Every employee operating a Diocese & Mission vehicle shall:
•

Wear a seat belt at all times;

•

Require all other occupants to wear a seat belt, or other restraint (e.g., car seat) as
applicable, at all times, unless the individual presents an acceptable medical
exemption;

•

No smoking permitted in Diocese & Mission vehicles;

•

Drive safely and courteously;

•

Obey all traffic, vehicle safety and parking laws or regulations;

•

Practice defensive driving techniques;

•

Only permit on-the-job Diocese & Mission employees and/or other individuals
authorized by the rector/bishop/or their designee to ride in Diocese & Mission
vehicles and participating in a Diocese & Mission activity;

•

Maintain, at all times, an appropriate and valid driver’s license;

•

Report immediately to the [rector/bishop/or their designee:
o

Approved 5/13/2011

Any and all traffic infractions and accidents for which an employee is
ticketed during working or non-working hours;

The Episcopal Diocese of Arizona
Employment Policy Handbook
Policy 803

•

o

Any and all traffic infractions for which an employee is convicted or
pleads guilty or no contest;

o

Any change in driver’s license status, including suspension, revocation, or
restriction; and

o

Any incident involving the use of a vehicle while working, whether or not
it results in any injury to any person or damage to any vehicle or property,
and regardless of who is at fault or whether the employee was ticketed.
An employee may make an initial report orally, but all oral reports must be
followed promptly by a written report in the form specified by the Diocese
& Mission.

Comply with any other rules established by the Diocese & Mission. See Policy No.
604 (“Information & Telecommunications”).
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Employer Funds & Other Assets
The Diocese & Mission recognizes the importance of safeguarding its funds and other assets.
The Diocese & Mission shall adopt internal controls to prevent the theft and misuse of Diocese
& Mission funds and other assets, and to ensure that all financial transactions are accurately
documented and approved by authorized Diocese & Mission personnel in accordance with the
law and, to the extent consistent with applicable law, the standards set forth in the Manual of
Business Methods in Church Affairs.
Every employee who has access to or control over Diocese & Mission funds and other assets is
personally accountable for the safekeeping of such funds and assets. Employees shall comply
with any policies and/or procedures adopted by the Diocese & Mission concerning its funds and
other assets. Further, it is your obligation to promptly report any suspected violation of this
policy.
Any violation of this policy or any other policies and/or procedures adopted by the Diocese &
Mission with respect to the safeguarding of its funds and assets may subject an employee to
disciplinary action, up to and including termination from employment.
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Return of Employer Property
Upon separation from employment with the Diocese & Mission, you must return all Diocese &
Mission property in good working condition, including identification cards, keys, passcards,
security cards, credit cards, cellular phones, PDA/Smartphone devices, computers, equipment,
vehicles, Diocese & Mission records and other documentation (in paper and electronic format),
and any other Diocese & Mission/Employer property prior to receiving your final paycheck.
Diocese & Mission owned rectories/vicarages/other real property must be vacated and left in the
same condition as when occupied (less normal wear and tear) prior to receiving your final
paycheck.
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Performance Appraisals
The Diocese & Mission is committed to providing its employees with feedback about their job
performance, both formally and informally. Your supervisor shall provide employees with
informal performance feedback on an ongoing basis. The Diocese & Mission also will conduct
formal written performance appraisals after 90 days following hire, and at least annually.
You are encouraged to seek feedback about your job performance at any time. If you have
questions about your job performance or your job duties and responsibilities, you should
promptly bring them to the attention of your supervisor.
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Disciplinary Process
The Diocese & Mission reserves the right to discipline employees as it deems appropriate under
the circumstances. Disciplinary action, up to and including immediate termination from
employment, may result for poor performance (i.e.¸ deficiencies in the quality or quantity of
work performed or the inability to perform certain job functions), misconduct (i.e., deficiencies
in the manner in which an employee conducts himself/herself while at work or dealing with
others), and failure to adhere to Diocesan policies and procedures, Canons of the Episcopal
Church and standards of conduct.
Clergy are subject to discipline under The Constitution and Canons of The Episcopal Church and
The Episcopal Diocese of Arizona.
The Diocese & Mission will strive to treat each employee with dignity and respect during the
disciplinary process and requests the same from all employees. The rector/bishop, in his/her
discretion, shall make the final decision concerning discipline. The Diocese & Mission shall
keep a record of all discipline in the employees’ personnel files.
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Personnel File
Personnel records are highly confidential. The Diocese & Mission maintains a personnel file for
each employee. The Diocese & Mission maintains employees’ medical records in a separate,
confidential medical file pursuant to Policy No. 1002 (“Medical Records”). Employee personnel
(and medical record) files are the Diocese & Mission’s property.
Unless otherwise required by law, you may only review your personnel file while you are an
employee. Unless required by law, the Diocese & Mission will not permit employees access to
information confidentially submitted during the hiring process (e.g., references, interview notes,
etc.). To review your personnel file, contact the rector/bishop or their designee. The Diocese &
Mission will determine the terms and conditions upon which you may review your personnel file
(including, without limitation, any required notice, the location where you may review your file,
and whether you may copy portions of your file).
The Diocese & Mission will not disclose information from your personnel file to anyone outside
of the Diocese & Mission unless you or the bishop or priest in charge has authorized the release,
the release is to an authorized governmental agency, or the release is required by law.
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Medical Records
The Diocese & Mission maintains a separate, confidential file for each employee’s medical
information. Only employees with a genuine need shall be granted access to information in an
employee’s confidential medical file, and only to the minimum necessary to accomplish the
intended purpose. Employees have the same access to their confidential medical file as they
have to their personnel file. See Policy 1001 (“Personnel Records”).
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Recordkeeping & Retention
The Diocese & Mission’s recordkeeping and record retention policy, known as “Recordkeeping
Policy” of The Episcopal Diocese of Arizona, governs the maintenance or destruction of all
Diocese & Mission records. All employees are required to comply with such policy. If you have
any questions about recordkeeping or record retention requirements, you should contact the
bishop/priest in charge or their designee.
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