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WELCOME TO THE DIOCESE OF GARY!

As disciples of Jesus Christ, we are called to share the love of God and the message
of the Gospel with others. We do this first in the way we honor each other in the
workplace, and secondly, in how we serve others through our ministries.

The Diocese of Gary and all its entities are committed to interacting with all dioc-
esan, parish and school employees in a consistent, just and respectful manner. The
Diocese of Gary encourages an inclusive workplace that honors and values all. It is
expected that all employees actively endorse this core value and follow the policies,
procedures and guidelines included in the employee handbook.

The employee handbook is available for review at each parish, school and dioce-
san office. Every employee, lay minister, teacher and volunteer is encouraged to
read this handbook (Appendix A) and discuss questions with their supervisor or
with someone from the diocesan human resources office. Those who teach in our
schools have additional employment guidelines through school faculty handbooks.
For these employees, the guidelines in the faculty handbook have primacy over the
employee handbook.

The employee handbook is not an employment contract nor a legal document. If
any law contradicts any of the terms or conditions contained in this handbook, then
the applicable law shall supersede conflicting terms or conditions. The employee
handbook is not intended to be all-inclusive but is designed to provide employees
with a substantial overview personnel policies, procedures and benefits. Personnel
and policy practices are under constant review, so benefits, policies and forms can
be added, changed or deleted at any time with or without notice, although it is the
practice of the Diocese of Gary to communicate these changes through supervisors
to employees.

The Diocese of Gary serves a diverse local Church and understands the importance
of exploring multi-cultural approaches to fulfill our mission. The Diocese of Gary is
committed to embracing and recruiting a diverse workforce, including race, gen-
der, nationality, native language, religion (and more) to help the diocese best serve
and share the love of the Father with the many different people who reside in the
Northwest Indiana “region.” Let us build each other up as we work together to fulfill
our call to be missionary disciples and build up the Kingdom of God.

- Diocese of Gary
fal dcgary.org
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101 EQUAL EMPLOYMENT OPPORTUNITY POLICY

The Diocese of Gary and all its entities is an Equal Opportunity Employer with the guide-
lines established for religious organizations in Federal and State law. We are committed to
providing equal employment opportunity in all employment policies and practices. Con-
sequently, it is the constant goal of the Diocese of Gary to administer its policies without
regard to race, color, religion, national origin, age, gender, marital status, veteran status,
service membership, sexual orientation, amnesty, or physical disabilities (not affecting
one’s ability to perform the essential functions of one’s job with or without accommoda-
tion). This policy applies to all terms and conditions of employment, including, but not
limited to, hiring, placement, promotion, termination, layoff, recall, transfer, benefits, leaves
of absence, compensation, and training.

There are certain ministerial positions in the Diocese of Gary for which it is necessary for
the employee to be Catholic, and some positions for which preference in hiring shall be
given to people who are practicing Catholics and who have a full understanding of the
Catholic faith. Since the unique and distinctive mission of the Diocese of Gary is primarily
religious, the diocese, whenever possible, will retain a Catholic in good standing to per-
form work for the diocese. Such preference is allowed under state and federal law as a
bona fide job qualification and does not constitute an act of discrimination.

It is the goal of the Diocese of Gary to offer employment opportunities to the most quali-
fied candidate. It is also the goal of the Diocese of Gary to offer employment opportunities
to women at all levels, except those positions precluded by canon law.

An employee understands that as an employee of a Catholic Institution, an employee is
expected to abide by Catholic Church teachings, both within and outside their employ-
ment duties, and regardless of his/her religious affiliation. As such, the employee agrees
to refrain from conduct of lifestyle which would be in contradiction to Catholic doctrine
or morals. Employees understand and agree that the Employer has the right to dismiss an
employee for violation of these

standards, thereby terminating any and all rights the employee may have to continued
employment.

102 GENERAL AND SEXUAL HARASSMENT POLICY

In an inclusive Christian work environment, there cannot be accommodations for behavior
that preys on our differences. When individuals feel intimidated and threatened because of
such factors as sex, race, color, national origin, age, religion, service membership, disability
or sexual orientation, the entire work environment is diminished, and individuals may feel
harassed. It is for this reason that the Diocese of Gary has established its harassment poli-

cy.

“Harassment” is defined as any act, pattern of actions, attitudes, or behavior whose pur-
pose or effect creates a hostile, offensive or intimidating work environment. Harassment
can also result from an unintentional but negligent act, pattern of actions, attitudes, or
behavior whose effect creates a hostile, offensive or intimidating work environment which
continues after it is brought to the individual’s attention.



Practically, harassment can occur whenever one employee or group of employees engages
in:

* Verbal abuse

*  Physical abuse

* Racial insult or inappropriate humor

* Derogatory ethnic slurs

* Unwelcome sexual advances or touching

* Inappropriate Internet usage or any other means of electronic communication relat-
ed to any of the above.

The Diocese of Gary and all its entities cannot and will not tolerate harassment of any kind
that is inconsistent with our understanding of the Gospel message. All employees are re-
sponsible to report any appearance of harassment to their pastor, immediate supervisor, or
the Diocesan Chief Human Resources Officer immediately after the occurrence. Failure to
report harassment in a timely manner may make it difficult for the Diocese to adequately
investigate and justly resolve the matter. Upon notification of potential harassment, all re-
ports will be investigated immediately. False or malicious reports will result in discipline up
to and including termination. At no time will an employee be retaliated against for bringing
forth harassment concerns in the workplace.

The Diocese of Gary is committed to providing a work environment that is free from all
forms of discrimination and conduct that can be considered harassing, coercive or disrup-
tive, including sexual harassment. Actions, words, jokes, or comments based on an indi-
vidual’s sex, race, color, national origin, age, religion, service membership, disability, sexual
orientation, or any other legally protected characteristic will not be tolerated.

Sexual harassment is defined as unwanted sexual advances or visual, verbal, or physical
conduct of a sexual nature. This definition includes many forms of offensive behavior and
includes gender-based harassment of a person of the same sex as the harasser. The fol-
lowing is a partial list of sexual harassment examples:

* Unwanted sexual advances

* Sexual comments

* Sexual jokes

* Offering employment benefits in exchange for sexual favors

* Making or threatening reprisals after a negative response to sexual advances

e Visual conduct includes leering, making sexual gestures or displaying sexually sug-
gestive objects or pictures, cartoons, or posters

* Verbal conduct that includes making or using derogatory comments, epithets, slurs,
or jokes

* Verbal sexual advances or propositions

* Verbal abuse of a sexual nature, graphic verbal commentaries about an individual’s
body, sexually degrading words used to describe an individual, or suggestive or ob-
scene letters, notes, or invitations

e Physical conduct includes touching, assaulting, or impeding or blocking movements.

Unwelcome sexual advances (either verbal or physical), requests for sexual favors and
other verbal or physical conduct of a sexual nature constitute sexual harassment when: (1)
submission to such conduct is made either explicitly or implicitly a term of condition of



employment; (2) submission or rejection of the conduct is used as a basis for making em-
ployment decision; or (3) the conduct has the purpose or effect of interfering with work
performance or creating an intimidating, hostile, or offensive work environment.

If an employee experiences or witnesses sexual or other unlawful harassment in the work-
place, he or she is to report it as soon as possible to the employee’s immediate supervisor
or the Diocesan Chief Human Resources Officer. An employee may raise concerns and
make reports without fear of reprisal or retaliation. All reports and allegations of harass-
ment much be reported to the Diocesan Chief Human Resources Officer for immediate
investigation.

All allegations of harassment will be quickly and discreetly investigated. To the extent
possible, confidentiality of the complainant, any witnesses and the alleged harasser will be
protected against unnecessary disclosure. You will be informed when the investigation is
completed.

Any Parish Coordinator who becomes aware of possible sexual or other unlawful harass-
ment must immediately advise the Diocesan Chief Human Resources Officer or any mem-
ber of management so it can be investigated in a timely and confidential manner. Anyone
engaging in sexual or other unlawful harassment will be subject to disciplinary action, up
to and including termination of employment.

The Sexual harassment policy will be disseminated to all employees on an annual basis or
upon any changes in the policy. Training on policy will be offered to all employees on a
periodic basis and evidence will be placed in employees’ personal file.

No management or other employees may retaliate or discriminate against any employee
for filing a complaint. Anyone acting in such a manner will be subject to disciplinary action
up to and including termination of employment.

103 CHILD ABUSE AND SEXUAL MISCONDUCT POLICY

The Diocese of Gary and all its entities are committed to the careful enforcement of our
sexual misconduct policies (see Appendix C). It is a sad reality of our society that children
are victimized in this manner. The Diocese upholds the mandated reporter standard set by
the State of Indiana in mandatory reporting the “suspicion” of any appearance of abuse of
a minor to the proper authorities.

In addition to our stringent policy on child abuse, the Diocese of Gary also maintains a
zero tolerance of any type of sexual misconduct among the priests, deacons, religious and
laity serving or employed by the Diocese of Gary.

104 DRUG AND ALCOHOL USE POLICY

The Diocese of Gary desires to provide a drug-free, healthful, and safe workplace. To pro-
mote this goal, employees are required to report to work in an appropriate mental and
physical condition to perform their jobs in a satisfactory manner.



While on the premises of all diocesan facilities and while conducting business- related
activities off diocesan premises, no employee may use, possess, distribute, sell or be under
the influence of alcohol or illegal drugs. Occasionally, employees may be invited guests to
diocesan functions where alcohol is served such as dinners or programmatic events. As
long as the employee is not working at the event or operating in an official capacity, alco-
hol may be consumed in a moderate and legal manner. The legal use of prescribed drugs
is permitted on the job only if it does not impair an employee’s ability to perform the es-
sential functions of the job effectively and in a safe manner that does not endanger other
individuals in the workplace. The Diocese of Gary reserves the right to conduct reasonable
suspicion drug testing when an employee appears under the influence of drugs or alcohol
and requires drug testing after an employee sustains a workplace injury.

Violations of this policy may lead to disciplinary action, up to and including immediate ter-
mination of employment, and/or required participation in an approved treatment program.
Such violations may also have legal consequences.

Employees with questions or concerns about substance dependency or abuse are en-
couraged to discuss these matters with their immediate supervisor or the Diocesan Chief
Human Resources Officer to receive assistance or referrals to appropriate resources in the
community.

Employees with drug or alcohol problems that have not resulted in, and are not the im-
mediate subject of, disciplinary action may request approval to take unpaid time off to
participate in a rehabilitation or treatment program through the diocesan health insurance
benefit coverage if eligible. Leave may be granted if the employee agrees to participate in
approved treatment program; abides by all diocesan policies, rules and prohibitions re-
lating to conduct in the workplace; and if granting the leave will not cause the Diocese of
Gary or any of its entities any undue hardship.

Under the Drug-Free Workplace Act, an employee who performs work for a government
contract or grant must notify the Diocese of a criminal conviction for drug-related activity
occurring in the workplace. The report must be made within five days of the conviction.

Employees with questions on this policy or issues related to drug or alcohol use in the
workplace should raise their concerns with their immediate supervisor or the Diocesan
Chief Human Resources Officer without fear of reprisal.

105 ETHICS AND CONDUCT

The successful operation and reputation of the Diocese of Gary and all its entities is built
upon the Christian principles of fair dealing and ethical conduct of our employees. Our
reputation for integrity requires careful observance of the spirit and letter of all applicable
laws and regulations, as well as a scrupulous regard for the highest standards of conduct
and personal integrity.

The continued success of the diocesan mission is dependent upon the trust of those we
serve and the professionalism of those we work with. As employees and volunteers, we are
called to be stewards and maintain high ethical standards. To preserve that principle, em-
ployees owe a duty to the Diocese to act in a way that will merit the continued trust and
confidence in all those we encounter.



The Diocese of Gary will comply with all applicable laws and regulations. In general, the
use of good judgment, based on high ethical principles, will guide all employees and vol-
unteers to conduct all diocesan business in accordance with the letter, spirit, and intent of
all relevant laws and to refrain from any illegal, dishonest, or unethical conduct.

An employee understands that as an employee of a Catholic Institution, an employee is
expected to abide by Catholic Church teachings, both within and outside their employ-
ment duties, and regardless of his/her religious affiliation. As such, the employee agrees
to refrain from conduct of lifestyle which would be in contradiction to Catholic doctrine
or morals. Employees understand and agree that the Employer has the right to dismiss an
employee for violation of these standards, thereby terminating any and all rights the em-
ployee may have to continued employment.

Acceptable conduct includes assuming a friendly, cordial, and cooperative Christian atti-
tude with our colleagues. This means discord and rancor within our own ranks cannot be
tolerated. In seeking a healthy, trusting environment, consistent with the message of Jesus,
it is expected that all differences of opinion, conflicts and/or misunderstandings be dealt
with promptly by addressing the issue(s) to whoever is the source of the issue. To assume
a posture of resentment, resistance and/or a critical negativity, notwithstanding the satis-
factory fulfillment of one’s other duties, is a violation of this policy. Employees who violate
this policy will be subject to disciplinary action, up to and including termination of employ-
ment. (See Section 706)

If matters between colleagues cannot be resolved by open dialogue, then either side to
the dispute may approach their immediate supervisor or the Diocesan Chief Human Re-
sources Officer to discuss a mutually acceptable approach of mediating the problem.

Compliance with this policy of ethics and conduct is the responsibility of every diocesan
employee. Disregarding or failing to comply with this standard of business ethics and con-
duct could lead to disciplinary action, up to and including possible termination of employ-
ment.

106 CONFLICT OF INTEREST POLICY

Employees have an obligation to conduct business within guidelines that prohibit actual or
potential conflicts of interest. The purpose of these guidelines is to provide general direc-
tion if an employee is uncertain whether a potential conflict of interest exists. If an employ-
ee is uncertain if a conflict of interest exists, the employee can seek further clarification on
issues from the Diocesan Chief Human Resources Officer.

A conflict of interest is defined as a situation in which financial or personal considerations
may compromise or have the appearance of compromising the judgment and objectivity
of an employee or volunteer.

An actual or potential conflict of interest occurs when an employee is in a position to
influence a decision that may result in a personal gain for that employee or for a relative
as a result of diocesan business dealings. For the purposes of this policy, a relative is any
person who is related by blood or marriage, or whose relationship with the employee is
similar to that of persons who are related by blood or marriage.



If employees have any influence or relationships that influence transactions involving pur-
chases, contracts, or leases, it is imperative that they disclose to the Diocesan Chief Hu-
man Resources Officer, as soon as possible, the existence of any actual or potential con-
flict of interest so that safeguards can be established to protect all parties.

Personal gain may result not only in cases where an employee or relative has a significant
ownership in a firm or business with which the Diocese does business, but also when an
employee or relative receives any kickback, substantial gift, or special consideration as a
result of any transaction or business dealings involving the Diocese.

As employees and volunteers, we are called to be good stewards and maintain high ethi-
cal standards. This policy is intended to set forth standards for behavior to avoid potential
conflicts of interest that could compromise the objectivity that is essential for effective
decision-making and damage the reputation of the individuals involved and the Diocese.
Each employee and volunteer will be required to sign a conflict-of-interest disclosure at
the time of hire and is encouraged to update as needed.

This policy applies to all lay employees and volunteers of the Diocese of Gary, its entities,
and agencies, including Catholic Charities. It also applies to members of the Diocesan Fi-
nance Council, Advisory Boards of all diocesan agencies, and their various subcommittees
and advisors.

There are four basic types of conflicts of interest, each of which will be explained in the
sections that follow:

1. Business interests or investments

2. Gifts, payments, or favors

3. Employment of relatives

4. Confidential information

Employees and volunteers must disclose:
e Any business, investment or ownership interest in any entity with which the Dio-
cese has (or is negotiating) any transactions or arrangements.
e Any compensation received (or offer of compensation) from any entity with which
the Diocese has (or is negotiating) any transaction or arrangements.

Employees and volunteers must also disclose if their family memlbers have any business
interests or compensation as described above.

Disclosure must:
e QOccur as soon as possible.
* Include all relevant information.
* Be made in writing on the attached form.
* Be submitted to the Human Resources Office.

The Diocesan Chief Human Resources Officer, in consultation with appropriate parties, will
determine if the disclosed situation is permissible or not with respect to diocesan policies
and recommend a plan to either manage, reduce, or eliminate the conflict.



Employees and volunteers must disclose Gifts, Payments, and Favors:

No employee or volunteer may offer, exchange, or accept gifts, payments, or favors, either
directly or indirectly, from any individual or organization which is conducting or solicit-
ing business with the diocese. “Gifts, payments and favors” include, but are not limited to,
gifts of objects or money, vacations, and loans. The term “indirect” includes the offering
or acceptance of gifts, payments and favors by a relative, a person acting on behalf of the
employee, or a business entity in which the employee or volunteer has an interest.

This policy does not preclude the offering or accepting of Christmas remembrances, thank
you gifts, business meals, or occasional gifts of nominal value, the sum total of which may
not exceed $50.00 from any organization in a calendar year. Any exceptions to this policy
require the prior knowledge and consent of the employee’s immediate supervisor or the
Diocesan Chief Human Resources Officer.

Employees and volunteers must disclose employment of relatives:

In order to retain the objectivity that is essential to effective decision-making, relatives are
not to hire or supervise one another or check, review, and/or process work of one another.
Supervisors may further restrict the employment of relatives where close proximity might
disrupt optimal performance of functions.

A relative, for this purpose, is defined as: husband, wife, father, mother, stepfather, step-
mother, child, stepchild, grandparent, grandchild, in-law, brother, sister, niece, nephew,
aunt, or uncle.

The purpose is to prevent situations in which an employee’s family situation may create a
conflict of interest with his or her job duties. Any exceptions to this policy require the prior
approval of immediate supervisor or the Diocesan Chief Human Resources Officer.

Employees and volunteers must not disclose confidential information:

Employees and volunteers often become aware of confidential information concerning
diocesan matters, other employees or volunteers, and persons who are served by the var-
ious programs of the Diocese. Such information should be kept private and should not be
used for personal gain or in a manner that would harm the Diocese or any employee, vol-
unteer, or person served by the Diocese.

107 PERSONAL RELATIONSHIP POLICY

The employment of relatives or individuals involved in a dating relationship in the diocesan
office may cause serious conflicts and problems with favoritism and employee morale. In
addition to claims of partiality in treatment at work, personal conflicts from outside the
work environment can be carried over into the day-to- day relationships.

For purposes of this policy, a relative is any person who is related by blood or marriage,
or whose relationship with the employee is similar to that of persons who are related by
blood or marriage. A dating relationship is defined as a relationship that may be reason-



ably expected to lead to the formation of a consensual “romantic” relationship. This policy
applies to all employees without regard to the gender or sexual orientation of the individu-
als involved.

Generally, relatives of current employees may not occupy a position that will be working
directly for or supervising their relative. Individuals involved in a dating relationship with a
current employee may also not occupy a position that will be working directly for or su-
pervising the employee with whom they are involved in a dating relationship. The Diocese
of Gary also reserves the right to take prompt action if an actual or potential conflict of
interest arises involving relatives or individuals involved in a dating relationship who occu-
py positions at any level (higher or lower) in the same diocesan office that may affect the
review of employment decisions.

It is the responsibility of those involved in such a relationship to disclose the existence of
the relationship to the immediate supervisor or the Diocesan Chief Human Resources Offi-
cer. The individuals concerned will be given the opportunity to decide who is to be trans-
ferred to another available position. If that decision is not made within 30 calendar days,
the Diocese will decide who is to be transferred or, if necessary, terminated from employ-
ment.

Employees in a close personal relationship should refrain from public workplace displays
of affection or excessive personal conversation.

108 WHISTLEBLOWER POLICY

The purpose of this policy is to protect those individuals who want to raise issues of illegal,
dishonest, or unethical behavior with the assurance of not becoming a target of subse-
qguent recrimination. This formal policy has been implemented in the spirit of the initiatives
of the Sarbanes-Oxley Act that was signed into law in July 2002. This law prohibits pub-
licly traded companies from taking any adverse employment action against an employ-

ee because of his/her protected whistleblowing activities, but some of the concepts are
appropriate for non-profit organizations as well.

A whistleblower is defined by this policy as an employee of a parish, school, or other dioc-
esan-associated entity who reports an activity that he/she reasonably believes to be illegal
or dishonest or reports unethical behavior to one or more of the parties specified in this
policy. The whistleblower is not responsible for investigating the activity or for determin-
ing fault or corrective measures; appropriate management officials are charged with these
responsibilities.

“Dishonest” or “unethical” is defined as violating some objective and publicly identifiable
standard of conduct, not merely the reporter’s subjective opinion. Examples of illegal or
dishonest activities are violations of federal, state, or local laws; billing for services not
performed or for goods not delivered; or other fraudulent financial reporting. Examples of
dishonest and unethical behavior include violations of employer policies in the respective
Employee Personnel Manual, Code of Personal and Ethical Conduct, or similar published
policies.
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If an employee has knowledge of or a concern of illegal, dishonest, or fraudulent activity
or of unethical behavior, the employee is to contact: his/her immediate supervisor, Pas-
tor, Dean or the Diocesan Chief Human Resources Officer An employee who intentionally
files a false report of wrongdoing will be subject to discipline up to and including termina-
tion. Whistleblower protections are provided in two important areas - confidentiality and
against retaliation.

To the extent practical under the circumstances, the confidentiality of the whistleblower
will be maintained. However, identity may have to be disclosed to conduct a thorough in-
vestigation, to comply with the law and employer policy and to provide accused individu-
als with their legal rights of defense. The employer and associated entities will not retaliate
against a whistleblower. This includes, but is not limited to, protection from retaliation in
the form of an adverse employment action such as termination, compensation decreases,
poor work assignments and threats of physical harm for making a report.

Any whistleblower who believes he/she is being retaliated against must contact their im-
mediate supervisor or the Diocesan Chief Human Resources Officer immediately either
through written or verbal communication, i.e., signed written letter, in-person visit, etc. The
right of a whistleblower for protection against retaliation does not include immunity from
personal complicity in wrongdoing or any other misconduct.

109 MEDIA COMMUNICATION

The Diocese of Gary receives inquiries from the media regarding diocesan matters from
time to time. At the bishop’s request, all contact between diocesan offices and the media
are coordinated through the Office of Communications. This office also coordinates calls
to and from the media in collaboration with diocesan offices.

Employees should not offer any comments if contacted by a reporter, but in a timely man-
ner refer all media inquiries to the Office of Communications. Provide the name of the re-
porter, who he/she represents, and contact information. Communications office personnel
will contact the reporter for more details about the inquiry and subsequently coordinate
media contact with appropriate diocesan personnel.

After consulting with the Office of Communications, employees should follow outlined
instructions for responding to the media. A word of caution: there is no such thing as “off
the record” so be careful to limit conversations with the media. Failure to adhere to this
policy may result in disciplinary action. Diocesan parishes and priests should follow these
best practices.
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201 HIRING PROCEDURE POLICY - See PARISH ADMINISTRATOR AND/OR
PASTOR FOR PARISH HIRING POLICIES

When a staff position is opened, through resignation, transfer, retirement or dismissal, or
newly created, the Office Coordinator will complete and file with the Office of Human Re-
sources a “Position Request Form” (See Appendix D). This form is to provide the following
information:

1. Title of Position
...Position Description (See Section 302)
...State whether position is to be considered exempt or non-exempt (See Sec
tion 307)
...State whether position is to be considered part-time or full-time
..Salary Classification
...Recommended starting salary
...Benefits to be offered
..Whether the position requires a ministerial prerequisite to be a Practicing
Catholic in good standing

2. Jobs will be posted via job boards such as Indeed, placed on employee bulletin
boards or through the diocesan website describing position and requirements. A
position will be posted for a minimum of five days. Supervisors can consider internal
and external candidates simultaneously.

3. Employment Justification
..A brief description why the particular office has this particular employment
need at this particular time.

4. Employment Authorization
..Signed by Office Coordinator
..Signed by Chief Human Resources Officer
..Signed by Chief Financial Officer
..Submitted to the Bishop or Bishop’s designee for signed authoriza
tion.

No employment postings, interviews, etc. may take place until the “Position Request
Form” is returned and the Chief Human Resources Officer declares the position “open.”
Once the “Position Request Form” is properly authorized and returned to the Office Co-
ordinator, the Chief Human Resources Officer will begin the search for the most qualified
candidate.

202 PRE-EMPLOYMENT PROCEDURE POLICY

All applicants are required to complete a written “Employment Application” (See Appen-
dix F). In doing so, all potential employees are responsible for making available to the
Diocese of Gary employment related facts about themselves with regard to their qualifi-
cations, experience, related skills and abilities and any other factors which may affect job
assignments or continued performance. Applicants will also provide a list of references.

13



203 EMPLOYMENT APPLICATION POLICY

The Diocese of Gary relies upon the accuracy of information contained in the employment
application, as well as the accuracy of other data presented throughout the hiring process
and employment. Any misrepresentations, falsifications, or misleading responses, material
omissions in any of this information or data may result in the exclusion of the individual
from further consideration for employment or, if the person has been hired, termination of
employment.

204 EMPLOYMENT REFERENCE CHECK POLICY

To ensure that individuals who join the diocesan staff are well qualified and have a strong
potential to be productive and successful, it is the policy of the Diocese of Gary to check
at least two employment references (See Appendix C) for eligible applicants. The Office
of Human Resources will check at least two professional references during the interview
process.

205 SEARCH PROCESS POLICY

The Chief Human Resources Officer will assist the Office Coordinator with:

« Facilitating inter-office applications

* Placing employment ads (cost will be charged to the Office with the opening)
* Screening of internal and external candidates

 Scheduling interviews, checking references, etc.

206 HIRING PROCESS POLICY

The Office Coordinator will select the candidate that is, in his/her opinion, the best quali-
fied for the position. The Office Coordinator makes the selection based on the individual’s
competence for the position as determined through evaluation of written applications and
resumes, personal interviews and written references. All appointments are confirmed in
writing when an “Offer Letter” is issued by the Chief Human Resources Officer.

207 OFFICE TRANSFER POLICY

When a job opening has been declared “open,” the position will be posted through elec-
tronic mail as well as employee bulletin boards. It is the policy of the Diocese of Gary to,
whenever possible, promote or transfer qualified staff members. (See Appendix A)

If a Pastoral Center staff person wishes to apply for an open position, they are to notify, in
writing, the Chief Human Resources Officer of their intention to apply within ten working
days of the posting. The Chief Human Resources Officer will contact both the Office Co-
ordinator who is seeking applicants and the applicant’s current Office Coordinator. Office

14



Coordinators should always seek to work collaboratively in such matters, keeping regular
communication on the matter. Staff members should not be deprived of other employ-
ment opportunities with the Diocese, even if their departure from one office will leave an
employment gap in that office.

208 EMPLOYMENT COMPLIANCE POSTINGS AND REPORTING

The Diocese of Gary and all its related entities will comply with all federally and state
mandated laws regarding employment posters and mandated reporting. Annually, no
later than January 31, the Diocese of Gary and all its entities will report and mail W-2s and
1099s to reporting agencies, employees and contractors.

If you are unable to locate this information, please ask your supervisor.

15
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301 EMPLOYMENT CATEGORY POLICY

It is the intent of the Diocese of Gary and all its entities to clarify the definitions of employ-
ment classifications so that employees understand their employment status and benefit
eligibility. These classifications do not guarantee employment for any specified period of
time. Accordingly, the right to terminate the employment relationship at-will at any time is
retained by both the employee and the Diocese of Gary.

Each employee is designated as either NON-EXEMPT or EXEMPT according to federal and
state wage and hour laws. All employees are paid at least the federal minimum wage.

* NON-EXEMPT employees are usually paid an hourly rate and entitled to time and a
half overtime pay for all hours worked over 40 hours in a work week under the pro-
visions of federal and state laws. Most positions will fall under this category.

o EXEMPT employees are usually paid a salary and are employed as bona fide admin-
istrative, executives, professionals, outside sales, certain computer positions and
others defined by the government. In order for someone to be paid on a salary ba-
sis, they must meet all the requirements of the FLSA regulations. To qualify for ex-
emption, employees generally must meet certain tests regarding their job duties and
be paid on a salary basis no less than $684 per week. Job titles do not determine
exempt status. In order for an exemption to apply, an employee’s specific job duties
and salary must meet all the requirements of the Department’s regulations.

If an employee is uncertain of their employment status, they should direct their questions
to the Office of Human Resources.

In addition to the above categories, each employee will belong to one other employment
category.

REGULAR FULL-TIME employees are those who are not in a temporary or introductory
status and who are regularly scheduled to work a full-time schedule of 30 hours a week
for at least 40 weeks per year. Generally, they are eligible for the diocesan benefit pack-
age, subject to the terms, conditions, and limitations of each benefit program.

REGULAR PART-TIME employees are those who are not assigned to a temporary or intro-
ductory status and who are regularly scheduled to work 29 hours per week or less. While
they do receive all legally mandated benefits (such as Social Security and Workers’ Com-
pensation Insurance), they are ineligible for other diocesan benefits except for employ-
ee only contributions to the company sponsored 403(b) retirement savings plan if they
choose to participate.

INTRODUCTORY all employees are categorized as introductory during the first 90 days

of employment. This time gives employees and supervisors the opportunity to evaluate
performance and position fit and determine whether further employment in a specific po-
sition or with the Diocese is appropriate. Employees who satisfactorily complete the intro-
ductory period of three months (90 days) will then be classified in their new employment
classification (i.e. regular full time, part time etc. ).
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CONTRACTOR Contractors are often retained to perform a specific job or project for a
specified amount of time. They are self-directed, invoice for their services and are issued a
tax form 1099 for services rendered.

INTERNSHIP Interns are utilized occasionally for project-based work and are subject to
applicable rules and regulations.

CONTRACTED EMPLOYEES (Teachers and Principals only) Employees who are given em-
ployment contracts are teachers and principals only. For more information, please contact
the Office of Catholic Schools.

TEMPORARY employees are those who are hired as interim replacements or seasonal
employees to temporarily supplement the work force, or to assist in the completion of a
specific project. Employment assignments in this category are of a limited duration. Em-
ployment beyond any initially stated period does not in any way imply a change in em-
ployment status. Temporary and seasonal employees retain that status unless and until
notified in writing of a change. While temporary and seasonal employees receive all le-
gally mandated benefits (such as Workers’ Compensation Insurance and Social Security),
they are ineligible for all of the diocesan benefit programs.

302 POSITION DESCRIPTION POLICY

All roles within the Pastoral Center are to have a “position description.” These descriptions
are kept in the Office of Human Resources and describe their ministerial function within
the Church.

The position descriptions are to specify or indicate:

* The title of the role which accurately conveys its function

 To what extent, if any, is Catholicity (i.e., a knowledge and practice of the Roman
Catholic faith) a necessity for ministry

* The FLSA exemption status: Exempt or Non-Exempt

* The essential functions of the role for purposes of complying with the Americans
with Disabilities Act

«  The minimum requirements and qualifications for the role

* The preferred requirements and qualifications for the role

* The duties and responsibilities of the role and how the rolecontributes to the overall
diocesan mission of the Catholic Church

 The Office Coordinator to whom the role is accountable and direct reports if appli-
cable.

303 PERSONNEL DATA CHANGES

Every employee will fill out an “Employment Information Sheet” (See Appendix E). ltis
the responsibility of each employee to promptly notify the Diocese of Gary of any changes
in personnel data. Personal mailing addresses, telephone numbers, number and names of
dependents, individuals to be contacted in the event of an emergency, educational ac-
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complishments, and other such status reports should be accurate and current at all times.
If any personal data has changed, please present a modified “Employment Information
Sheet” to the Office of Human Resources.

304 PERSONNEL FILE POLICY

The Diocese of Gary maintains a personnel file on each employee. The personnel file in-
cludes such information as the employee’s job application, resume, records of training and
salary increases along with other employment records.

Personnel files are the property of the Diocese of Gary and access to the information they
contain is restricted on a need-to-know basis only. Generally, only the Bishop and the Of-
fice of Human Resources have access to an employee’s personnel file.

Within the first two weeks of employment the Office Coordinator, along with the Chief Hu-
man Resource Officer, will review the diocesan personnel manual with the new staff mem-
ber. Upon reviewing the manual, the new staff person will execute the “Acknowledgment
and Acceptance” form verifying that the policies have been reviewed, explained and ac-
cepted and will be kept in the personnel file (see last page of Policy Manual). The Benefits
Coordinator will also explain the benefits available to the new staff member and the steps
necessary for enrollment.

An employee who wishes to review his or her own personnel file should contact the Office
of Human Resources and complete a Personnel File Request Form (appendix E). With rea-
sonable advance notice, employees may review their own personnel files in the presence
of Human Resources personnel or an individual appointed by the Bishop.

305 NEW EMPLOYEE ORIENTATION

Recognizing the importance of starting out the employment relationship correctly, the Di-
ocese of Gary offers a new employee orientation for all newly hired employees. The initial
orientation with the Office of Human Resources or Business Manager will include new hire
paperwork, benefits enrollment, employee handbook and job description review.

The department supervisor will provide ministry orientation to include:

¢ Orientation to Office and Office Mission

e Orientation to purpose of Diocesan Services

e Process for 90 day check in

« Office tour

* Expectations

* Timekeeping requirements

e Purchasing office supplies

+ General office operations such as mileage/business reimbursements etc.
 Other
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306 PERFORMANCE EVALUATION POLICY

Office Coordinators and employees are strongly encouraged to discuss job performance
and goals on an ongoing, informal, day-to-day basis. Formal performance evaluations are
conducted at least annually to provide both supervisors and employees the opportunity to
give feedback and discuss goals.

307 EMPLOYEE ENGAGEMENT

The Diocese of Gary fosters work environments where everyone’s contributions make a
difference and matter. Cultural centers on working together to be and to make missionary
disciples. To enhance the work experience, there is an Employee Engagement Commit-
tee who seeks new ways to foster this vision in the Pastoral Center. This rotating team of
employees works to promote collaborative relationships by encouraging employee inter-
actions, communications, and opportunities for prayer and spirituality in the workplace. If
you are interested in being a part of this committee, let your supervisor or HR know.
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EMPLOYEE BENEFIT POLICY

Eligible employees of the Diocese of Gary are provided a wide range of benefits. Several
of the programs (such as Social Security, Workers’ Compensation, State Disability, and Un-
employment Insurance) cover all employees in the manner prescribed by law.

Eligibility for benefits is dependent upon a variety of factors, including employee classi-
fication status. The Benefits Office can identify the programs for which you are eligible.
Details of many of these programs can be found elsewhere in the employee handbook.

The following benefit programs are available to eligible employees:

* 401 - Payroll Deductions

e 402 - Direct Deposit

e 403 - Vacation Policy

e 404 - Personal Days

e 405 - Holiday Policy

e 406 - Sick Leave Policy

e 407 - Bereavement Leave Policy

e 408 - Jury Duty Policy

e 409 - Family Medical Leave Act (FMLA)
e 410 - Workers’ Compensation Insurance
* 4711 - Flextime Scheduling

e 412 - Remote Work

* 413 -* Health Insurance Policy

* 414 - Life Insurance Policy

e 415 -* Dental Insurance Policy

* 416 -* Vision Insurance Policy

* 417 -* Disability Insurance Plan

e 418 - Voluntary Life Insurance Plan

* 419 - 403(b) Retirement Savings Plan

e 420 - Employee Assistance Program (EAP)

*Some benefits programs require contributions from employees, but most are fully paid

by the Diocese of Gary. The benefits package for regular full-time employees represents a
substantial benefit, effectively increasing your total compensation by thousands of dollars.

401 PAYROLL DEDUCTIONS

Such programs include:
* Dependent Health Coverage

e Voluntary Insurance Coverage
* Approved Pre-Tax Deductions such as 403(b)

402 DIRECT DEPOSIT

22



Employees of the Pastoral Center are required to have their earned wages deposited di-
rectly into their individual bank checking and/or savings account. Electronic pay stubs
are available through our payroll processing company either online or on the app. If your
account needs to altered in anyway, please notify the Payroll Department immediately to
complete the necessary forms, electronic requests will not be honored.

403 VACATION POLICY - THIS POLICY DOES NOT APPLY TO TEACHERS OR
PRINCIPALS

Vacation time off with pay is available to eligible employees to provide opportunities for
rest, relaxation, and personal pursuits. Employees in the following classifications are eligi-
ble to earn and use vacation time as described in this policy:

* Regular full-time employees
* Regular part-time employees (Pro-rated vacation)

Vacation time is awarded at the beginning of the calendar year for use from January 1to
December 31 that same calendar year. New employees are eligible to use earned vacation
time after the first 30 days of service.

An employee’s annual vacation time is awarded based on years of service. At the begin-
ning of the year following an employee’s first, fifth and 15th anniversary date, the annual
accrual rate increases for the upcoming calendar year.

The following schedule shows an employee’s annual award the year after reaching these
service milestones:

SERVICE YEARS COMPLETED |ANNUAL ENTITLEMENT

During 1st Year 5 days

2 years thru 5 Years 10 days
6 years - 15 Years 15 days
16 + Years 20 days

Vacation accruals are available online through our payroll vendor. Vacation inquiries
should be made to their Office Coordinator or Payroll Coordinator.

Annual earned vacation must be used before the end of each calendar year. During the
fourth quarter of the current calendar year, employees will be notified of their vacation
balances. Due to business necessity, employees may only use up to five days of paid time
off during the month of December. If available vacation is not used before the end of the
calendar year, employees will forfeit any unused vacation time.

In the event of employment termination and re-hire within a 12-month period, credit will
be given for past service for purposes of vacation accrual only. If a terminated employee
returns after a 12-month period, credit for past service will not be given.
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To take vacations, an employee should request advance approval from their supervisor
through the electronic payroll system. Requests will be reviewed based on a number

of factors, including business needs, staffing requirements and seniority. An employee
should not assume that the needs of a particular office would be able to accommodate
their request for time off. Granting vacation leave is at the discretion of the Office Coordi-
nator.

Paid vacation time can be taken in minimum increments of one-half day. All paid vacation
time must be exhausted before unpaid time will be granted in cases of emergency or a
leave of absence.

Vacation time off is paid at the employee’s base pay rate at the time of vacation. It does
not include overtime or any special forms of compensation such as incentives, commis-
sions, bonuses, or shift differentials.

Upon termination of employment, employees will be paid for unused vacation time that
has been earned through the last day of work.

404 PERSONAL DAYS

All employees are entitled to take two personal business days each year. Anyone who be-
gins employment before July 1Ist will receive two days of personal business leave for that
calendar year, and anyone who begins employment after July 1st will receive one day of
personal business leave for that calendar year. Personal days are non-cumulative and wiill
not be paid upon termination of employment.

405 HOLIDAY POLICY - THIS SECTION DOES NOT APPLY TO PRINCIPALS OR
TEACHERS

Federal law does not require employers in the private sector such as the Diocese of Gary
to have a holiday policy or to observe federally recognized holidays. Notwithstanding this
fact, the Diocese of Gary gives its employees 13 paid days off for the following holidays.

e New Year’s Day (January Ist)

e Martin Luther King, Jr. Day (Third Monday in January)
 Good Friday (Friday before Easter)

» Easter Monday

* Memorial Day (Last Monday in May)

* Independence Day (July 4th)

 Labor Day (First Monday in September)

* Day before Thanksgiving

* Thanksgiving Day (Fourth Thursday in November)
* Day After Thanksgiving

e Christmas Eve (December 24th)

e Christmas Day (December 25th)

* Day After Christmas (December 26th)



The Diocese of Gary will grant paid holiday time off to all eligible employees immediately
upon hire. Holiday pay will be calculated based on the employee’s straight-time pay rate
(as of the date of the holiday) times the number of hours the employee would otherwise
have worked on that day. If a holiday falls on a normally scheduled day for part time em-
ployees, it will be paid. If it does not, the part time employee will not receive holiday pay.
Holiday pay hours are not counted towards overtime eligibility. Eligible employee classifi-
cation(s) are:

e Regular full-time employees
* Regular part-time employees

If a recognized holiday falls during an eligible employee’s paid absence (e.g., vacation and
sick leave), the employee will be ineligible for holiday pay resulting in double pay. Howev-
er, scheduled vacation leave may bookend a paid holiday when approved by their supervi-
Ssof.

If eligible non-exempt employees work on a recognized holiday, flextime will be provided.

If a recognized holiday falls on a Saturday, eligible employees are scheduled for time off
with pay on the Friday prior to the holiday if they are scheduled to work that day.

If a recognized holiday falls on a Sunday, eligible employees are scheduled for time off
with pay on the Monday following the holiday if they are scheduled to work that day.

406 SICK LEAVE POLICY - THIS SECTION DOES NOT APPLY TO PRINCIPALS OR
TEACHERS

The Diocese of Gary provides paid sick leave benefits to all eligible employees for periods
of temporary absence due to illnesses or injuries. Eligible employee classification is:

e Regular full-time employees

Eligible employees accrue sick leave benefits at the rate of 10 days per year (.83 of a day
for every full month of service). Sick leave benefits are calculated on the basis of a “ben-
efit year,” the 12-month period that begins when the employee starts to earn sick leave
benefits.

Employees become eligible to accrue sick leave benefits upon hire. Paid sick leave can be
used in minimum increments of one-half day. Employees may use sick leave benefits for
an absence due to their own illness or injury or that of a family member.

Employees who are unable to report to work due to illness or injury should notify their su-
pervisor and receptionist before the scheduled start of their workday, if possible. The Co-
ordinator must also be contacted on each workplace injury; a physician’s statement must
be provided verifying the disability and its beginning and expected ending dates. Such
verification may be requested for other sick leave absences as well and may be required
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as a condition to receiving sick leave benefits. Before returning to work from a sick leave
absence of five calendar days or more, an employee must provide a physician’s verification
that he or she may safely return to work.

Sick leave benefits will be calculated based on the employee’s base pay rate at the time of
absence and will not include any special forms of compensation, such as incentives, com-
missions, or bonuses.

If an employee receives an injury or becomes ill during a vacation or holiday, they may not
transfer one of their sick days for a vacation day or a holiday.

A lifetime total of 30 sick days may be accumulated into a sick bank and used only for cat-
astrophic medical conditions such as major surgery or life-threatening disease of the em-
ployee or an immediate family member. Once the maximum of 30 sick days is reached, no
further sick days may accrue unless and until some or all of the previously accrued 30 sick
days are used for a catastrophic medical condition. Unused lifetime accrued sick days are
not to be calculated in any benefit settlement as a result of the employee’s resignation or
discharge as they are not compensable. The Diocese of Gary reserves the right to deter-
mine what constitutes a “catastrophic medical condition.” All accumulated but unused sick
days will be paid out automatically during an approved Family Medial Leave.

Sick leave benefits are intended solely to provide income protection in the event of illness
or injury and may not be used for any other absence. Unused sick leave benefits will not

be paid to employees at the time of their departure from their employment with the Dio-

cese of Gary.

407 BEREAVEMENT LEAVE POLICY

Employees who wish to take time off due to the death of an immediate family member
should notify their Office Coordinator immediately.

All regularly scheduled employees receive up to three days time off with pay for the death
of an immediate family member, including parent, brother, sister, spouse, child, grand-
parent, grandchild, mother/father-in-law, daughter/son-in-law, brother/sister-in-law, or
step-relative. In the case of other relatives or close friends, employees are allowed one
day off without pay at the supervisor’s discretion. If additional time off is needed, employ-
ees should use vacation time or personal time (if available) or unpaid personal day. Un-
less the Bishop sends you to a funeral as a representative of the Diocese of Gary, employ-
ees will not be paid regular wages. In the case of attendance at funerals of colleagues,
peers or professional acquaintances, obtain your supervisor’s approval in advance.

408 JURY DUTY POLICY

The Diocese of Gary encourages employees to fulfill their civic responsibilities by serving
jury duty when required. Employees may request up to two weeks of paid jury duty leave
over any one-year period. Pay for time spent serving as a juror will be the difference be-
tween the per diem the court pays and the regular daily salary of the employee. In oth-
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er words, if an employee regularly earns $50.00 a day from the Diocese of Gary, and the
court pays the employee for serving as a juror $30.00 a day, then for up to two weeks, the
Diocese of Gary will pay the employee $20.00 a day. To qualify for this benefit the em-
ployee must present proof of court payment and employee is expected to forgo the por-
tion of regular pay that is compensated by the court.

Jury duty pay will be calculated on the employee’s base pay rate times the number of
hours the employee would otherwise have worked on the day of absence. Employee clas-
sifications that qualify for paid jury duty leave are:

e Regular full-time employees
* Regular part-time employees

If employees are required to serve jury duty beyond the period of paid jury duty leave,
they may use any available paid time off (for example, vacation benefits) or may request
an unpaid jury duty leave of absence.

Employees must show the jury duty summons to their supervisor as early as possible be-
fore beginning jury duty so that the supervisor may make arrangements to accommodate
their absence. Of course, employees are expected to report for work whenever the court
schedule permits and provide proof of attendance afterwards.

Either the Diocese of Gary or the employee may request an excuse from jury duty if, in
judgment of the Diocese of Gary, the employee’s absence would create serious operational
difficulties.

The Diocese of Gary will continue to provide health insurance benefits for the full term of
the jury duty absence.

Vacation, sick leave and holiday benefits will continue to accrue during unpaid jury duty
leave.

A supervisor on an as needed basis will review circumstances outside the above parame-
ters.

409 FAMILY MEDICAL LEAVE ACT (FMLA)

The Family Medical Leave Act of 1993 (FMLA) provides an entitlement of up to 12 weeks of
leave during a 12-month period.

The leave period commences with the date the leave begins.
FMLA leave is available for the following reason(s):

1. the birth of a child

2. the placement of a child for adoption

3. the need to care for a family member (child, spouse, or parent) with a serious health
condition as defined under the FMLA

4. an employee’s own serious health condition
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The Diocese of Gary provides an unpaid leave of absence, in accordance with the require-
ments of FMLA, to eligible employees. This leave may be paid, or a combination of paid
and unpaid, depending on the amount of vacation time, personal days and/or applicable
sick pay the employee has earned.

Employees are eligible if they have worked for at least one year and for 1,250 hours over
the previous 12 months.

The Diocese of Gary maintains health care coverage for the duration of the leave. Howev-
er, the employee must pay any applicable dependent contributions during the leave. Pay-
ment is by payroll deduction for the paid portion of the leave. The employee and their Of-
fice Coordinator should make written arrangements for payment of premiums during the

unpaid portion of FMLA leave and notify the Coordinator of Benefits of the arrangements.

Employees will not earn seniority or employment benefits, such as vacation, personal and
sick days during an FMLA leave period. All accumulated, unused sick days, vacation days
and personal days will be paid out during an approved family medical leave of absence.

When possible, employees are restored to their original or an equivalent position upon
their return from FMLA leave.

Request for leave must be in writing to your Office Coordinator and a copy forwarded to
the Coordinator of Benefits and Chief Human Resources Officer. A 30-day advance writ-
ten notice is required when the leave is foreseeable, and as soon as possible when the
leave is unforeseeable. This notice should include the approximate ending date of the
leave.

The Diocese of Gary requires medical certification to support a request for leave because
of a serious health condition. The Diocese of Gary, at its own expense, may require an
employee requesting a leave to obtain a second opinion from a physician designated or
approved by the Diocese. If the second opinion differs from the original certification, the
Diocese of Gary may require, at the expense of the Diocese, a third opinion to be obtained
from a physician that is jointly approved by the employee seeking the leave and the Dio-
cese of Gary. The opinion of the third physician is final and binding.

The Diocese of Gary may request periodic progress reports from the employee’s physician,
and a fitness report to return to work release from the employee’s physician upon their
return to work.

In the event that an employee does not return to work after FMLA leave for at least 30
days, the Diocese of Gary may collect from the employee any health and life insurance
premiums that were made on the employee’s behalf during the leave.

The Diocese of Gary will also provide up to 26 weeks of FMLA leave during a single
12-month period to permit a spouse, son, daughter, parent or next of kin to care for 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 sta-
tus, or is otherwise on the temporary disability retired list, for a serious injury or illness.
The Diocese of Gary will also provide 12 weeks of FMLA leave to the immediate family
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members (spouses, children or parents) of soldiers, reservists and members of the Nation-
al Guard who have a “qualifying exigency,” such as an overseas assignment, recall to active
duty or troop mobilization.
Personal Leave of Absence

The Bishop or his designee, office coordinator, supervisor or pastor may grant personal
leave in blocks of 30 days for reasons other than those listed above at their discretion and
consistently applied only to employees that have passed the introductory period. An em-
ployee must exhaust all vacation time prior to the unpaid personal leave.

Military Leave of Absence

Employees who are inducted into the U.S. Armed Forces or who are reserve members of
the U.S. Armed Forces or state militia groups will be granted leaves of absence for military
service, training or other obligations in compliance with state and federal laws. These em-
ployees may use accrued vacation leave but are not required to do so. At the conclusion of
the leave, employees generally have the right to return to the same position held prior to
the leave if possible or to a position with equivalent seniority, pay and benefits. The Dio-
cese of Gary will pay the difference between military pay and regular wages/salary for up
to one month. Employees must return to work no later than one week after an active duty.

Employees are requested to notify their supervisors as soon as they are aware of the mili-
tary obligation.

Questions regarding the company’s military leave policy, applicable state and federal laws
and continuation of benefits should be directed to contact the office of Human Resourc-
es.

410 WORKERS’ COMPENSATION INSURANCE

The Diocese of Gary provides a comprehensive Workers’ Compensation Insurance pro-
gram at no cost to employees. This program covers any injury or illness sustained in the
course of employment that requires medical, surgical or hospital treatment. Subject to
applicable legal requirements, Workers’ Compensation Insurance provides benefits after a
short waiting period or, if the employee is hospitalized, immediately.

Employees who sustain work-related injuries or illnesses shall inform their immediate su-
pervisor. No matter how minor an on-the-job injury may appear, it is important that the
injury be reported immediately. This will enable an eligible employee to qualify for cover-
age as quickly as possible. Parishes will report the

“First Report of Injury” form directly to Gallagher Bassett Insurance Company.

Neither the Diocese of Gary nor its self-insurance carrier will be liable for the payment of
workers’ compensation benefits for injuries that occur during an employee’s voluntary par-
ticipation in any off-duty recreational, social or athletic activity sponsored by the Diocese
of Gary.



411 FLEXTIME SCHEDULING

Flextime allows employees the opportunity to adjust the hours of their daily schedule in
order to accommodate their needs within a work week. For example, a supervisor may
authorize an employee to come in late or leave early one day, and work longer on anoth-
er day, or days in the same work week. The intention of flextime is to allow for schedule
modifications on an occasional basis, not to allow tardiness, entire or half days off work.
Flextime is not used to avoid paying overtime, but to allow scheduling flexibility. In min-
istry positions, work often occurs during evenings and weekends. In those occasional
circumstances, accommodations can be made with the supervisor on scheduling options.
Flextime will not be paid out upon termination of employment.

412 REMOTE WORKING

Remote work allows employees to work at home, on the road or in a satellite location for
part of their workweek. The Diocese of Gary considers remote work to be a viable, accom-
modating work option when both the employee and the job are suited to such an arrange-
ment. Remote work may be appropriate for some employees and jobs but not for others.

Remote work can be informal, such as working from home for a short-term project or on

the road during business travel, or a formal, set schedule of working away from the office.
Any remote work arrangement should be made and agreed upon between the employee

and supervisor in advance.

When working remotely employees will be expected to ensure the protection of confiden-
tial work materials accessible from their home office. Steps could include the use of locked
file cabinets and desks, regular password maintenance, and any other measures appropri-

ate for the job and the environment.

Temporary remote work arrangements may be approved for circumstances such as in-
clement weather, special projects, or business travel. These arrangements are approved on
an as-needed basis only, with no expectation of ongoing continuance.

Other informal, short-term arrangements may be made for employees on family or medi-
cal leave to the extent practical for the employee and the organization and with the con-
sent of the employee’s health care provider, if appropriate.

All informal remote work arrangements are made on a case-by-case basis, focusing first
on the business needs of the Diocese of Gary.

413 HEALTH INSURANCE POLICY

The Diocese of Gary’s health insurance plan -- Preferred Provider Organization (PPO) --
provides employees and their dependents access to medical insurance benefits. Employ-
ees in the following employment classification(s) are eligible to participate in the health
insurance plan:

* Regular full-time employees working 30 + hours per week and at least 40 weeks per
year
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Eligible employees may participate in the health insurance plan subject to all terms and
conditions as contained in the summary plan description. The details of our plan are ex-
plained in the plan booklet which is available from the Benefits Office. It is every employ-
ee’s responsibility to carefully read the plan information and direct any questions to the
Benefits Office. It is important that eligible employees wishing to participate in the health
insurance sign up within the first 30 days of employment without being subject to late
enrollee penalties. If an eligible employee does not want to participate in the health in-
surance, they must complete a medical insurance waiver form. An employee who waives
health insurance is not paid at a higher rate.

414 LIFE INSURANCE POLICY

Life insurance offers you and your family important financial protection. The Diocese of
Gary provides a basic life insurance plan for eligible employees.

Employees in the following employment classification(s) are eligible to participate in the
life insurance plan:

* Regular full-time employees working 30 + hours per week and at least 40 weeks per
year

Eligible employees may participate in the life insurance plan subject to all terms and con-
ditions of the agreement in the Group/Life Handbook.

Details of the basic life insurance plan, including benefit amounts, are described in the plan
information provided to eligible employees. Conversion of this policy is available upon
separation of employment. Contact the Benefits Office for more information about the life
insurance benefits.

415 DENTAL INSURANCE POLICY

The Diocese of Gary’s voluntary dental insurance plan -- Preferred Provider Organization
(PPO) and Health Maintenance Organization (HMO) provides employees and their de-
pendents access to dental insurance benefits. The premium cost is 100% employee paid.
Employees in the following employment classification(s) are eligible to participate in the
dental insurance plan:

* Regular full-time employees working 30 + hours per week and at least 40 weeks per
year

Eligible employees may participate in the dental insurance plan subject to all terms and
conditions as contained in the plan booklet which is available from the Benefits Office. It
is every employee’s responsibility to carefully read the plan information and direct any
questions to the Benefits Office. It is also important that eligible employees wishing to
participate in the dental insurance sign up within the first 30 days of employment without
being subject to late enrollee penalties.

31



416 VISION INSURANCE POLICY

The Diocese of Gary’s voluntary vision insurance plan provides employees and their de-

pendents access to vision insurance benefits. The premium cost is 100% employee paid.
Employees in the following employment classification(s) are eligible to participate in the
vision insurance plan:

* Regular full-time employees working 30 + hours per week and at least 40 weeks per
year

Eligible employees may participate in the vision insurance plan subject to all terms and
conditions as contained in the plan booklet which is available from the Benefits Office. It
is every employee’s responsibility to carefully read the plan information and direct any
guestions to the Benefits Office. It is important that eligible employees wishing to partic-
ipate in the vision insurance sign up within the first 30 days of employment without being
subject to late enrollee penalties.

417 DISABILITY INSURANCE POLICY

The Diocese of Gary’s voluntary disability insurance plan provides access to disability
insurance benefits. Both Short-Term and Long-Term Disability policies are available. The
premium cost is 100% employee paid. Employees in the following employment classifica-
tion(s) are eligible to participate in the disability insurance plan:

* Regular full-time employees working 30 + hours per week and at least 40 weeks per
year

Eligible employees may participate in the disability insurance plan subject to all terms and
conditions as contained in the plan booklet which is available from the Human Resources
Office. It is every employee’s responsibility to carefully read the plan information and di-
rect any questions to the Human Resources Office. It is important that eligible employees
wishing to participate in the disability insurance sign up within the first 31 days of employ-
ment.

418 VOLUNTARY LIFE INSURANCE POLICY

The Diocese of Gary’s voluntary life insurance plan provides employees and their depen-
dents access to life insurance benefits. The premium cost is 100% employee paid. Em-
ployees in the following employment classification(s) are eligible to participate in the
voluntary life insurance plan:

* Regular full-time employees working 30 + hours per week and at least 40 weeks per
year

Eligible employees may participate in the voluntary life insurance plan subject to all terms

and conditions as contained in the plan booklet which is available from the Human Re-
sources Office. It is every employee’s responsibility to carefully read the plan information
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and direct any questions to the Human Resources Office. It is important that eligible em-
ployees wishing to participate in the voluntary life insurance sign up within the first 30
days of employment without being subject to late enrollee penalties.

419 403(B) RETIREMENT SAVINGS PLAN

The purpose of the 403(b) Thrift Plan is to enable you to accumulate long term savings for
your retirement while benefiting from contributions from your pre-tax salary. Participation
in this 403(b)-retirement savings program is voluntary. You are eligible to participate in
the plan on the first day of the month coinciding with or immediately following your date
of hire.

Employee contributions are always 100% vested. Full-time employees are eligible to re-
ceive employer matching contributions on the first of the month following one year of
service. Employer matching contributions are 100% vested after 3 years of service.

Contact the Benefits Office for more information on the 403(b) Thrift Plan, including eligi-
bility and enrollment.

420 EMPLOYEE ASSISTANCE PROGRAM (EAP)

The Employee Assistance Program provides support, counseling, and resources for a va-
riety of life issues, such as, emotional well-being, family and care giving, health and well-
ness, financial and legal, and work related. Resources are provided to you and your de-
pendents at no cost, and any services provided are strictly confidential between you and
the EAP provider.

Convenient online assistance is available and is also confidential. Online resources include
access to a vast number of articles, self-guided assessments, and informational links.
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501 TIMEKEEPING POLICY

Full-time employees of the Diocese of Gary are paid for a 35-hour work week. The typ-
ical building hours of Pastoral Center will be open from 8:30 a.m. to 4:30 p.m., Monday

through Friday. Employees may come in before or after building hours with supervisory
approval.

All regular full-time employees are given a one-hour lunch period. Non-exempt employees
are entitled to one 15-minute paid rest period or “break.” Regular part-time employees
who work five or more hours in any given day are entitled to a one- hour lunch period and
a 15-minute break.

The time of the lunch and rest periods shall be arranged to cause minimum disruption in
work routine. It is the responsibility of each Supervisor to authorize the lunch and break
times for those they supervise. The lunch break should be free from interruption and in-
terference as this time is unpaid.

Accurately recording time worked is the responsibility of every employee. Federal and
State laws require the Diocese of Gary to keep an accurate record of time worked in order
to calculate employee pay and benefits.

Non-exempt employees should accurately record the time they work each day. Any em-
ployee who works over 35 hours must have the approval of his or her supervisor. All over-
time work must always be approved before it is performed.

It is the employee’s responsibility to sign into the payroll system to certify the accuracy of
all time recorded. The supervisor will review time records before payroll processing. All
electric timecards will be retained in accordance to State and Federal law.

Altering, falsifying, tampering with time records or recording time on either one’s own or
on another employee’s time record may result in disciplinary action, up to and including
termination of employment.

502 PAY POLICY

The Diocese of Gary issues paychecks for employees on a bi-weekly basis every other
Friday. Each paycheck will include earnings for all work performed through the end of the
previous payroll period.

In the event that a regularly scheduled payday falls on a day off, such as a weekend or hol-
iday, employees will receive paychecks on the last day of work before the regularly sched-
uled payday.

If a regular payday falls during an employee’s vacation, the employee may receive his or
her earned wages before departing for vacation, if a written request is submitted at least
one week prior to departing for vacation.
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Employees of the Diocese of Gary are provided the optional benefit of having their earned
wages deposited directly into their bank’s checking and/or savings account at no addi-
tional cost.

503 PAY DEDUCTION POLICY

The law requires that the Diocese of Gary make certain deductions from every employee’s
compensation. Among these are applicable federal, state, and local income taxes. The
Diocese also must deduct Social Security taxes on each employee’s earnings up to a spec-
ified limit that is called the Social Security “wage base.” The Diocese matches the amount
of Social Security taxes paid by each employee.

The Diocese of Gary offers programs and benefits beyond those required by law. Eligible
employees may voluntarily authorize deductions from their paychecks to cover the costs
of participation in these programs.

If you have any questions concerning why deductions were made from your paycheck or
how they were calculated, your supervisor can assist in having your questions answered.

With regards to wage garnishment, the Diocese of Gary will follow all court orders, in ac-
cordance with the Consumer Credit Protection Act (CCPA), and any other applicable laws.

Upon receiving a court order, the payroll department will notify the employee immediately
and begin withholding wages. The employee is responsible for protesting the garnishment
in court.

In compliance with the CCPA, the Diocese of Gary will not terminate any employees who
have been subject to garnishments in compliance with CCPA. In addition, the CCPA pro-
tects employees from termination related to wage garnishments due to child support,
regardless of the number of garnishments. The CCPA s anti-retribution statutes do not,
however, prohibit firing for just cause.

504 EMPLOYMENT TERMINATION POLICY

Termination of employment is an inevitable part of personnel activity within any organiza-
tion, and many of the reasons for termination are routine. Below are examples of some of
the most common circumstances under which employment is terminated:

* Resignation - voluntary employment termination initiated by an employee

» Discharge - involuntary employment termination initiated by the organization

* Layoff - involuntary employment termination initiated by the organization for
non-disciplinary reasons

* Retirement - voluntary employment termination initiated by the employee meeting
age, length of service, and any other criteria for retirement from the organization.

* Disability - Voluntary employment termination due to the inability to perform the
job with or without reasonable accommodation
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All involuntary terminations should be reviewed by the Chief Human Resources Officer pri-
or to the event taking place.

The Chief Human Resources Officer will generally schedule exit interviews at the time of
employment termination. The exit interview will afford an opportunity to discuss such
issues as employee benefits, final compensation, or return of diocesan-owned property.
Suggestions, complaints and questions can also be voiced.

Since employment with the Diocese of Gary is based on mutual consent, both the employ-
ee and the Diocese have the right to terminate employment at-will, with or without cause,
at any time. Employees will receive their final pay in accordance with applicable state law.

Employee benefits will be affected by employment termination in the following manner.
All accrued, vested benefits that are due and payable at termination will be paid.
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601 SMOKING POLICY

The Diocese of Gary desires to provide a safe and healthful work environment; therefore,
smoking is prohibited within eight feet of any public entrance in accordance with State of
Indiana statutes.

This policy applies equally to all employees and visitors.

602 USE OF PHONE AND MAIL SYSTEMS POLICY

Personal use of the business telephone for long-distance and toll calls is not permitted,
personal cell phones should be used for this purpose and are only to be used in emergen-
cies or during designated break times.

To ensure effective telephone communications, employees should always speak in a cour-
teous and professional manner.

Employees are expected to maintain their voice mail box and check it regularly insuring
an appropriate greeting, and a password for security purposes.

603 COMPUTER AND E-MAIL USAGE POLICY

Computers, data files, the e-mail system and software applications provided to employees
are the sole property of the Diocese of Gary and are to be used primarily for business pur-
poses. The Diocese of Gary reserves the right to monitor communication and data at any
time, with or without notice, to ensure compliance with this policy. Use of computers and
e-mail system constitutes acceptance of such monitoring.

In order to protect the security of the network, protect data integrity, and protect comput-
er systems, employees must have an assigned user id and password to access the Diocese
of Gary computer and subsequent resources. The Diocese of Gary reserves the right to
override any employee-selected passwords. Employees are required to provide the Tech-
nology Manager and/or Office Coordinator with any such passwords to facilitate access as
needed.

External people who are determined to be strategically important to the Diocese of Gary,
such as temporary staff, volunteers, or contractors, will be assigned a guest user id and
password. At no time should a Diocese of Gary employee allow external people use of
their login. In the case where an employee does provide another person access using their
login, they will be held responsible for the actions of the individual using their account.

For security purposes, when employees leave unattended for an extended period any
secure, controlled-access computer or other form of electronic data system to which they
are assigned, they are required to log off or lock the system. Personal computers and/or
devices are prohibited, unless authorized by Technology Manager.
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As previously stated, the use of the e-mail system is primarily for business purposes. Brief
and occasional personal use of the e-mail system is acceptable as long as it is not exces-
sive or inappropriate, occurs only during personal time (lunch or other breaks), and does
not interfere with the person’s job responsibilities. Employees should be aware that e-mail
is not considered private and is the property of the Diocese of Gary.

The Diocese of Gary strives to maintain a workplace free of harassment and sensitive to
the diversity of its employees. Therefore, the Diocese of Gary prohibits the use of com-
puters and the e-mail system in ways which are disruptive, offensive to others, or harmful
to morale.

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

E-mail may not be used to solicit others for commercial ventures, political causes, outside
organizations, or other non-business matters.

Employees should not open e-mail attachments if he/she is not expecting an attachment
from someone he/she knows or trusts.

The Diocese of Gary purchases and licenses the use of various computer software for busi-
ness purposes and does not own the copyright to this software or its related documenta-
tion. Unless authorized by the software developer, the Diocese does not have the right to
reproduce such software for use on any other computer outside its network.

Employees may only use software on local area networks or on multiple machines accord-
ing to the software license agreement. The Diocese of Gary prohibits the illegal duplica-
tion of software and its related documentation.

Employees are not permitted to download and/or install software applications, demos or
upgrades without the approval or involvement of the Technology Manager and/or the
Technical Services Manager.

Upon separation of employment, employees agree not to delete computer files or down-
load company information for personal use.

Employees are to notify their Office Coordinator or the Technology Manager upon learning
of violations of this policy. Employees who violate this policy will be subject to disciplinary
action, up to and including termination of employment.

604 INTERNET USAGE POLICY

The Diocese of Gary recognizes that use of the Internet has many benefits for the Diocese
of Gary and its employees. The Diocese of Gary provides Internet access to further its
Mission and to assist employees in obtaining work related data and technology. Unaccept-
able usage of the Internet can place the Diocese of Gary and others at risk. The follow-
ing guidelines have been established to help ensure responsible and productive Internet
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usage. Internet usage is primarily for business purposes. Personal use of the Internet is
acceptable if it is not excessive or inappropriate, occurs only during personal time (lunch
or other breaks), and does not interfere with the person’s job responsibilities.

All Internet, e-mail and digital information composed, transmitted or received via our
technology devices and platforms are considered to be part of the official records of the
Diocese of Gary. Consequently, employees should always ensure the business information
contained in Internet e-mail messages and other transmissions is accurate, appropriate,
ethical and lawful.

The equipment, services and technology provided to access the Internet remain at all
times the property of the Diocese of Gary. As such, the Diocese of Gary may authorize the
Technology Manager to monitor Internet traffic, and retrieve and read any digital informa-
tion composed, transmitted, or received through our online connections and stored in our
system(s).

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

The unauthorized use, installation, copying or distribution of copyrighted, trademarked, or
patented material on the Internet is expressly prohibited. As a general rule, if an employee
did not create material, does not own the rights, or has not received authorization for its
use, it should not be posted to the Internet. Employees are also responsible for ensuring a
person sending any material over the Internet has the appropriate distribution rights.

Internet users are urged to use caution when visiting unknown Internet sites and should
take extreme caution when downloading software or files from the Internet. All download-
ed and copied files are scanned for viruses prior to use; all compressed files are scanned
before and after decompression.

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

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

* Using the Diocese of Gary’s time and resources for personal gain

e Stealing, using, or disclosing someone else’s code or password without authorization

* Copying, pirating or downloading software and electronic files without permission

* Sending or posting confidential material, trade secrets, or proprietary information
outside of the Diocese of Gary

* Violating copyright law

* Failing to observe licensing agreements



* Engaging in unauthorized transactions that may incur a cost to the Diocese of Gary
or initiate unwanted Internet services and transmissions

* Sending or posting messages or material that could damage the Diocese of Gary’s
image or reputation

* Participating in the viewing or exchange of pornography or obscene materials

* Sending or posting messages that defame or slander other individuals

* Attempting to break into the computer system of another organization or person

* Refusing to cooperate with a security investigation

* Sending or posting of chain letters, solicitations or advertisements not related to
business purposes or activities

* Using the Internet for political causes or activities, or any sort of gambling

* Jeopardizing the security of the Diocese of Gary’s electronic communications sys-
tems

* Passing off personal views as representing those of the Diocese of Gary

* Sending anonymous e-mail messages

* Engaging in any other illegal activities

* Installing other online services to access the Internet on the Diocese of Gary-owned
computers.

This list is not all-inclusive, and the Diocese of Gary retains the right to hold employees
accountable for unacceptable online activity and behavior within the workplace.

605 SOCIAL MEDIA

The Diocese of Gary respects the right of employees/volunteers to use both professional
and personal websites, social networks, wikis, weblogs and other emerging digital technol-
ogies not only as a form of self-expression, in their individual capacity, but also as a means
to further the work of the church. As Pope Benedict XVI noted in his message for the 44th
World Day of Communication, this new form of media “can offer priests and all pastoral
workers a wealth of information and content that was difficult to access before, and facil-
itate forms of collaboration and greater communion in ways that were unthinkable in the
past.”

The United States Conference of Catholic Bishops (the “USCCB”) embraces the message
of the Holy Father and states in their June 2010 Social Media Guidelines, “social media
provides a tool for building community.” The USCCB guidelines immediately caution us of
our responsibilities, however, by saying, “membership in communities also requires ac-
countability and responsibility.”

Thus, the same rules that apply to our messaging and communications in traditional media
still apply in the online and all digital social media space. Simply because the development
and implementation of an online social media program can be fast, easy, and inexpensive
does not mean that different rules apply. Employees/volunteers should bear in mind that
posting of certain comments, photos, links or references to third party websites, social
networks and weblogs may have a harmful effect on the church, its people, its reputation,
and its employees/volunteers. If this is the case, employees may be subject to disciplinary
action up to and including termination.
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606 USE OF EQUIPMENT POLICY

Equipment is essential in accomplishing job duties which is often expensive and may be
difficult to replace. When using property of the Diocese of Gary, employees are expected
to exercise care, perform required maintenance, and follow all operating instructions, safe-
ty standards and guidelines. Equipment is for business purposes only and personal com-
puters and prohibited unless approved by the Technology Manager.

Please notify the Technology Manager / IT if any equipment, machines or tools appear to
be damaged, defective or in need of repair. Prompt reporting of damages, defects and the
need for repairs could prevent deterioration of equipment and possible injury to employ-
ees or others. The Technology Manager can answer any questions about an employee’s
responsibility for maintenance and care of equipment used on the job. The Technology
Manager will issue all equipment and coordinate the return of any company property upon
termination of employment.

The improper, careless, negligent, destructive or unsafe use or operation of equipment can
result in disciplinary action, up to and including termination of employment.

607 BUSINESS TRAVEL EXPENSES POLICY

The Diocese of Gary will reimburse employees for reasonable business travel expenses in-
curred while on assignments away from the normal work location. All business travel must
be approved in advance by the Office Coordinator.

Employees whose travel plans have been approved should make all travel arrangements
practicing good stewardship.

When approved, the actual costs of travel, reasonably priced meals excluding alcohol,
lodging and other expenses directly related to accomplishing business travel objectives
will be reimbursed by the Diocese of Gary. Employees are expected to limit expenses to
reasonable amounts.

Employees who are involved in an accident while traveling on business must promptly re-
port the incident to their immediate supervisor.

With prior approval, a family member or friend may accompany employees on business
travel, when the presence of a companion will not interfere with the successful completion
of business objectives. Generally, employees are also permitted to combine personal trav-
el with business travel, as long as time away from work is approved. Additional expenses
arising from such non-business travel/family travel are the responsibility of the employee.

When travel is completed, employees should submit completed travel expense reports
along with check requests to their immediate supervisor within 30 days. Reports should
be accompanied by receipts for all individual expenses.

Employees should contact their Office Coordinator for guidance and assistance on proce-
dures related to travel arrangements, expense reports, reimbursement for specific expens-
es or any other business travel issues.
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Abuse of this business travel expenses policy, including falsifying expense reports to re-
flect costs not incurred by the employee, can be grounds for disciplinary action, up to and
including termination of employment.

608 VISITORS IN THE WORKPLACE POLICY

To provide for the safety and security of employees and the facilities at the Pastoral Cen-
ter, only authorized visitors are allowed in the workplace. Restricting unauthorized visitors
helps maintain safety standards, protects against theft, ensures security of equipment,
protects confidential information, safeguards employee welfare and avoids potential dis-
tractions and disturbances.

All visitors should enter the Pastoral Center through the Main Entrance. Authorized visi-
tors will receive a nametag and directions or be escorted to their destination. Employees
are responsible for the conduct and safety of their visitors. Visitors are asked to return the
nametag upon leaving the building.

If an unauthorized individual is observed on the Pastoral Center premises, employees
should immediately notify the Bishop’s Office or, if necessary, direct the individual to the
Main Entrance.

609 EMERGENCY CLOSINGS

At times, emergencies such as severe weather or power failures can disrupt the operations
of the Pastoral Center. In extreme cases, such circumstances may require the closing of
the Pastoral Center. This decision will be made by the Bishop or his designee and commu-
nicated via Flocknote.

When the Pastoral Center is officially closed due to emergency conditions and the em-
ployee is unable to work remotely, the time off from scheduled work will be paid. Employ-
ees may make an effort to make up the missed time within the same pay period. Remote
work should be discussed between the supervisor and employee.

In cases where an emergency closing is not authorized, employees who choose not to
report for work will not be paid for the time off unless they request the use of vacation
or personal days from their immediate supervisor. Additionally, if an employee comes to
work late or chooses to leave work early for weather-related reasons and the building is
still open, they will need to use paid time off for the time they are out.

610 CELL PHONE USAGE IN THE WORKPLACE

This policy outlines the use of personal cell phones at work, including special issues relat-
ed to texting while at work, camera phones and the safe use of cell phones by employees
while driving.
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While at work employees are expected to exercise the same discretion in using personal
cellular phones as is expected for the use of company phones. Excessive personal calls
and non-business related texting during the workday, regardless of the phone used, can in-
terfere with employee productivity and be distracting to others. Employees are, therefore,
asked to make any other personal calls during non-working hours and to ensure friends
and family members are aware of the company’s policy. Flexibility will be provided in cir-
cumstances demanding immediate attention as determined by the supervisor.

The Diocese of Gary will not be liable for the loss of personal cellular phones brought into
the workplace.

The Diocese of Gary prohibits employee use of cameras in the workplace, including cam-
era phones, as a preventative step believed necessary to secure employee privacy, trade
secrets and other business information.

Employees whose job responsibilities include regular or occasional driving are directed

to refrain from using their phone while driving on company time. Safety must come be-
fore all other concerns. Regardless of the circumstances, including slow or stopped traffic,
employees are strongly encouraged to pull off to the side of the road and safely stop the
vehicle before placing or accepting a call. If acceptance of a call is unavoidable and pulling
over is not an option, employees are expected to keep the call short, use hands-free op-
tions (which are mandated by law in some jurisdictions), refrain from discussion of com-
plicated or emotional discussions and keep their eyes on the road. Special care should be
taken in situations where there is traffic, inclement weather or the employee is driving in
an unfamiliar area.

Under no circumstances can employees text while driving for work related purposes as
this places themselves and others at risk. A violation may result in discipline up to and in-
cluding termination.

Employees who are charged with traffic violations while driving during business travel will
be solely responsible for all liabilities that result from such actions.

611 CENTRALIZED DATABASE SAFEGUARDS

Securing our databases is our top priority; we have implemented several safeguards on

all Diocesan devices as well as servers and authentication methods. Diocesan databases
will have 2-Factor Authentication implemented on workstations, financial & statistical web
applications and mobile devices. Prior authorization to utilize any applications will require
approval from department supervisor and the Technology Manager.

612 CELEBRATIONS IN THE WORKPLACE

Camaraderie is important in the workplace; however, staff are asked to be mindful of
co-workers, the environment and inclusivity. Whenever possible, celebrations in the work-
place should be extended to all pastoral center employees. Alcohol is prohibited to be
present during workplace celebrations during working hours. When alcohol is present
during non-working hours, consumption should be limited or not consumed.
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613 OFFICE HOUSEKEEPING

The Diocese of Gary is committed to ensuring, so far as is reasonably practicable, the
health, safety and welfare of all individuals while at work. An important component of
protecting the health, safety and welfare of all individuals while at work includes actively
encouraging good housekeeping practices.

Please be respectful of each other and leave public areas, such as the conference rooms,
restrooms and kitchens in a clean and orderly condition for guests and other employees.

614 DANGEROUS OR EMERGENCY SITUATIONS

The Diocese of Gary makes every effort to insure a safe workplace. If a situation ever ap-
pears dangerous, local law enforcement should be contacted immediately by dialing 911
describing the nature of the threat.

615 BUILDING USE AND SECURITY

To provide for the safety and security of employees and to avoid distractions, only autho-
rized visitors are allowed on diocesan property. The Pastoral Center is open from 8:30-
4:30 Monday through Friday, with exception of holidays. Arrangements may be made

to access the building during non-working times through the Chief of Staff or designee.
When utilizing the building after hours or on weekends, it is imperative that safety precau-
tions be taken to maintain safety of the building. This includes locking all doors, not prop-
ping doors open and setting the appropriate security alarm.
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701 EMPLOYEE CONDUCT EXPECTATIONS

To ensure orderly operations and provide the best possible work environment, the Diocese
of Gary expects employees to follow rules of conduct that will protect the health and safe-
ty of all employees and the Catholic Church.

It is not possible to list all the forms of behavior that are considered unacceptable in the
workplace. The following are examples of infractions of rules of conduct that may result in
the disciplinary action, up to and including termination of employment:

« Demonstrating an attitude not consistent with the Mission of the Diocese of Gary

* Theft or inappropriate removal or possession of property

* Falsification of timekeeping or employment records

*  Working under the influence of alcohol or illegal drugs in the workplace, while on
duty or while operating employer-owned vehicles or

* equipment, bringing alcohol or drugs to the workplace,

* Fighting or threatening violence in the workplace

* Boisterous or disruptive activity in the workplace

* Negligence or improper conduct leading to damage of employer or employer’s rep-
utation

¢ Insubordination or other disrespectful conduct

* Smoking in unauthorized areas

e Sexual or other unlawful or unwelcome harassment

* Possession of dangerous or unauthorized materials, such as explosives or firearms,
in the workplace

» Excessive absenteeism or any absence without notice and/or without valid reason

* Unauthorized absence from workstations during the workday

* Unauthorized use of telephones, mail system, computer, or other employer-owned
equipment

* Unauthorized disclosure of business or confidential information

* Violation of personnel policies

* Unsatisfactory performance or conduct.

Employment with the Diocese of Gary at the Pastoral Center is with the mutual consent of
the Diocese of Gary and the employee, and either party may terminate that relationship at
any time, with or without cause, and with or without advance notice.

702 ATTENDANCE AND PUNCTUALITY POLICY

In order to fulfill the Mission of the Church, the Diocese of Gary expects employees to be
reliable and to be punctual in reporting for scheduled work. Absenteeism and tardiness
place a burden on other employees and on our ability to collaborate effectively. Inin-
stances when employees cannot avoid being late to work or are unable to work as sched-
uled, they should notify their supervisor as soon as possible in advance of the anticipated
tardiness or absence.

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

A healthy attitude about oneself is demonstrated in one’s personal appearance. Dress,
grooming, and personal cleanliness standards contribute to the morale of all employees
and leave visitors with a positive feeling about the Mission of the Diocese of Gary.

During business hours or when representing the Diocese of Gary, employees are expected
to present a clean, neat, tasteful, and professional appearance according to the standards

of the Church. You should dress and groom yourself according to the requirements of your
position and accepted social standards.

If the supervisor feels your personal appearance is inappropriate, you may be asked to
leave the workplace until you are properly dressed or groomed. Under such circumstances,
you will not be compensated for the time away from work. Consult your Office Coordina-
tor if you have questions as to what constitutes an appropriate appearance. Where neces-
sary, reasonable accommodation may be provided for a person with a disability.

Without unduly restricting individual tastes, the following personal appearance guidelines
should be followed:

* Professional settings require professional dress

* Canvas or athletic type shoes are not appropriate professional attire

* Tank tops, tube or halter tops or shorts may not be worn under any circumstances

* Mustaches and beards must be clean, well-trimmed and neat

* Hairstyles are expected to be in good taste; unnaturally colored hair and extreme
hairstyles, do not present an appropriate professional appearance

 Excessive makeup is not permitted

* Offensive body odor and poor personal hygiene is not professionally acceptable.
Perfume, cologne, and after-shave lotion should be used in moderation or avoided
altogether, as some individuals may be sensitive to strong fragrances

* Facial jewelry, such as eyebrow rings, nose rings, lip rings, tongue studs, and ear
gauges is not professionally appropriate and must not be worn during business
hours

* Torso body piercing with visible jewelry or jewelry that can be seen through or un-
der clothing must not be worn during business hours

* Blue jeans or denim-type pants are not appropriate

* Visible body art and tattoos that are in good taste are acceptable at work, however,
body art that may be considered excessive, depicting illegal activities or are offen-
sive must be covered during business hours. The employer reserves the right to
determine what is in good taste and what is considered unacceptable.

« Tight-fitting or provocative clothing is not appropriate

704 RETURN OF DIOCESAN PROPERTY POLICY

Employees are responsible for all diocesan property, materials or written information is-
sued to them or in their possession or control. Employees must return all diocesan prop-
erty, (i.e., keys, computer and phone passwords, etc.), immediately upon request or upon
termination of employment. The Diocese of Gary may also take all action deemed appro-
priate to recover or protect all of its property.
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705 RESIGNATION POLICY

Resignation is a voluntary act initiated by the employee to terminate employment with the
Diocese of Gary. Although advance notice is not required, the Diocese of Gary requests at
least two weeks written notice of resignation from all employees.

Prior to an employee’s departure, an exit interview will be scheduled to discuss among
other things, the reasons for resignation and the effect of the resignation on benefits.

706 DISCIPLINE POLICY

The purpose of this policy is to state the diocesan position on administering equitable and
consistent discipline for unsatisfactory conduct and/or performance in the workplace. The
best disciplinary measure is one that does not have to be enforced and comes from good
leadership and fair supervision at all employment levels.

The best interest of the Diocese of Gary lies in ensuring fair treatment of all employees
and in making certain that disciplinary actions are prompt, uniform and impartial. The
major purpose of any disciplinary action is to correct the problem, prevent recurrence and
prepare the employee for satisfactory service in the future.

Although employment with the Diocese of Gary is based on mutual consent and both the
employee and the Diocese have the right to terminate employment at-will, with or without
cause or advance notice, the Diocese of Gary may use progressive discipline at its discre-
tion.

Disciplinary action may call for any of four steps: (1) verbal warning; (2) written warning;
(3) second written warning including suspension with or without pay, and (4) termination
of employment - depending on the severity of the problem and the number of occurrenc-
es. There may be circumstances when one or more steps are bypassed. There may also
be instances that call for the implementation of an Action Plan to correct the problem.
Disciplinary concerns will be documented using the Diocese of Gary Progressive Discipline
Form (Appendix).

Action plans give supervisors an opportunity to allow an employee to correct ongoing
workplace concerns. There are many strategies and methods that can be applied in an
Action Plan. Generally, failure to successfully complete an action plan will result in termi-
nation.

The Diocese of Gary recognizes that there are certain types of employee problems that
are serious enough to justify either a suspension, or, in extreme situations, termination of
employment, without going through the usual progressive discipline steps. At other times
non-disciplinary leave (Administrative Leave of Absence) may be appropriate with or with-
out pay at the discretion of the Chief Human Resources Officer.

By using a corrective discipline process, we hope that most employee problems can be
corrected at an early stage, benefiting both the employee and the Diocese of Gary.
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707 EMPLOYMENT LAYOFF POLICY

Full-time and benefits eligible part-time employees who are terminated as a result of clos-
ing, consolidation, elimination of their positions or other staff reduction programs will be
eligible for continued health insurance coverage under the same conditions as before they
were terminated through the month in which the event happens. Non-contractual employ-
ees having at least one full year of service will also be eligible for severance compensation
equal to the greater of two weeks or one week for every whole year of service, up to a
maximum of six weeks. Employee layoffs, elimination of positions and downsizing will be
done for business necessity only and will be done based on objective criteria such as job
performance, length of service and overall business needs of the parish, school or other
Diocese of Gary entity. If you have any questions about this process, employees should
discuss with Office of Human Resources or their immediate supervisor.

708 CONFLICT RESOLUTION POLICY

The Diocese of Gary is committed to providing the best possible working conditions for
its employees. Part of this commitment is encouraging an open and frank atmosphere in
which any problem, complaint, suggestion, or question receives a timely response from
the employee’s Office Coordinator or the Chief Human Resources Officer.

The Diocese of Gary strives to ensure fair and honest treatment of all employees. Office
Coordinators and all staff members are expected to treat each other with mutual respect.
Employees are encouraged to offer positive and constructive criticism.

If employees disagree with the application of established rules of conduct, policies or
practices, they can express their concern through the problem resolution procedure. No
employee will be penalized, formally or informally solely for privately voicing a complaint
with the Diocese of Gary in a reasonable, business-like manner, or for using the problem
resolution procedure.

If a situation occurs when employees believe that a condition of employment or a decision
affecting them is unjust or inequitable, they are encouraged to make use of the following
steps. The employee may discontinue the procedure at any step.

The employee presents the problem to his or her Office Coordinator within 14 calendar
days after the incident occurs.

The Office Coordinator generally will respond to the problem during discussion or within
14 calendar days from the time the employee presented the problem to the Office Coordi-
nator.

If the problem is not resolved after the time period set forth in step two, then the employ-
ee may present the problem to the Chief Human Resource Officer who will attempt to
facilitate a solution within 10 calendar days from the time that the employee presented the
matter to the Chief Human Resource Officer’ attention.
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3a) The Director Chief Human Resources Officer counsels and advises the employee.

3b) The Chief Human Resource Officer discusses the matter with the appropriate Office
Coordinator.

3c) The Chief Human Resource Officer presents a written opinion to the supervisor of the
objective issues involved in the dispute.

The employee presents the problem to the Bishop or his designee in writing if it is not re-
solved.

The Bishop or his designee reviews and considers the problem. The Chief Human Re-
source Officer informs the employee of any decision within 14 calendar days upon receipt
of the written complaint and place the copy of the response in the employee’s personnel
file and any other personnel files deemed appropriate. The Bishop or his designee has full
authority to make any adjustment deemed appropriate to resolve the problem.

Participation in this Conflict Resolution Policy is optional.
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OFFICE OF HUMAN RESOURCES

EMPLOYEE HANDBOOK ACKNOWLEDGEMENT

The employee handbook describes important information about the Diocesan
Pastoral Center, and | understand that | should consult the Chief Human Resources
Officer or my supervisor regarding any questions not answered in the handbook. |
have entered my employment relationship with the Diocese of Gary voluntarily and
acknowledge that there is no specified length of employment. Accordingly, either |
or the Diocese of Gary can terminate the relationship at-will, with or without cause,
at any time, so long as there is no violation or applicable federal or state law.

Since the information, policies and benefits described here are necessarily subject to
change, | acknowledge that revisions to the handbook may occur, except to the
policy of employment-at-will. All such changes will be communicated through
official notices, and | understand that revised information may supersede, modify, or
eliminate existing policies. Only the Bishop, Vicar General and Chief Human
Resources Officer can adopt any revisions to the policies on this handbook.

Furthermore, | acknowledge that this handbook is neither a contract of employment
nor a legal document. | have electronically received the handbook, always have
access to it, and | understand that it is my responsibility to read and comply policies
and procedures contained in this handbook and any revisions made to is.

Employee Name
(printed):

Employee
Signature:

Date:

® Diocese of Gary
dcgary.org ‘

Diocese of Gary Pastoral Center 9292 Broadway, Merrillville, IN 46410 (219) 769-9292



OFFICE OF HUMAN RESOURCES

EMPLOYEE PERFORMANCE EVALUATION

Instructions: On a separate piece of paper, please compose a narrative response to each
of these questions and submit to your supervisor no later than Friday, June 16, 2023.
Your supervisor will document their feedback and discuss with you during your
performance evaluation meeting.

Where have you made the greatest growth in your ministry at the Diocese of Gary this
year? Describe the progress of achieving your goals since your last evaluation.

What additional improvements would you like to see in your ministry for the Diocese of Gary and
how will you achieve these improvements? What are your frustrations in ministry and how can they
be addressed? What resources, guidance or assistance do you need to fulfill your ministry goals?

How do you envision your department’s role in the Synod 2022 of the Diocese of Gary, especially
considering bishop’s call to missionary discipleship? How might you support parishes and other
Catholic institutions in their evangelization and renewal efforts throughout Northwest Indiana?

Please develop 3 specific goals that you are committed to achieving during the next year. Ensure
that your goals are specific, measurable, attainable, relevant and trackable.

Supervisor’s Narrative (Commendations and Areas for Improvement):

Signature* Date

Staff Member

Supervisor
*Signing verifies the acceptance of the evaluation and supports that both parties have reviewed.

Diocese of Gary
dcgary.org

Diocese of Gary Pastoral Center 9292 Broadway, Merrillville, IN 46410 (219) 769-9292



OFFICE OF HUMAN RESOURCES

EMPLOYEE EXIT INTERVIEW

We would appreciate your taking the time to answer the following questions as honestly as possible. Your
individual responses are treated as confidential and will not become part of your personnel file.

We believe that the information is of vital importance and will assist in analyzing the factors contributing to
turnover. Thank you for your cooperation.

NAME:
EMPLOYMENT DATE:
MANAGER:
TERMINATION DATE:
DEPARTMENT:
OFFICE:

What type of work did you do?

What prompted you to seek alternative employment?

___Type of work __Quality of supervision
___Compensation __Work conditions
__Lack of recognition ___Family circumstances
__Self-employment ___Health reasons
___Career opportunity (Please describe): ___Other (Please specify):

Diocese of Gary
dcgary.org
Diocese of Gary Pastoral Center | 9292 Broadway, Merrillville, IN 46410 | (219) 769-9292 | Page 1




What did you think of your supervision regarding the following?

\ | Almost Always \ Sometimes \ Never

‘ Demonstrated fair and equal treatment | . ‘

COMMENTS:

‘ Provided recognition on the job |

COMMENTS:

\ Developed cooperation and teamwork |

COMMENTS:

‘ Encouraged/listened to suggestions |

COMMENTS:

‘ Resolved complaints and problems |

COMMENTS:

Followed policies and practices |

COMMENTS:

How would you rate the following in relation to your job?

| ITEM | EXCELLENT | GOOD | FAIR | POOR

\ Cooperation within your department

COMMENTS:
ITEM | EXCELLENT | GOOD | FAIR | POOR
\ Communications within the company as a whole | _ \ _ | _ \ _
COMMENTS:

| ITEM | EXCELLENT | GOOD | FAIR | POOR

\ The training you received

COMMENTS:

| ITEM | EXCELLENT | GOOD | FAIR | POOR

\ Potential for career growth

COMMENTS:

Diocese of Gary

dcgary.org
Diocese of Gary Pastoral Center | 9292 Broadway, Merrillville, IN 46410 | (219) 769-9292 | Page 2
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Was your workload usually:

About right Too light
Too great Varied, but all right
COMMENTS:

How did you feel about your salary and the employee benefits provided by the company?

ITEM EXCELLENT | GOOD FAIR POOR
Base salary

COMMENTS:
Medical / Dental Plan

COMMENTS:

Holidays / Personal Days/Vacation Days

COMMENTS:
STD/LTD/ADDT'L LIFE

COMMENTS:

Are there any other benefits you feel should have been offered? _ Yes _ No If "Yes,” what?

How frequently did you get feedback and / or performance reviews? What were your feelings about
them?

Do you remember when you first decided you wanted to move on? What were the primary reasons
that impacted that decision?

Did you speak with your supervisor before making that decision?

Could we have done anything to change your decision?

Diocese of Gary
dcgary.org
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Do you feel like the Pastoral Center leadership cared about your well-being?

Do you have any suggestions for improving employee morale?

What did you like most about your job in the Diocese of Gary?

What did you like least about your job in the Diocese of Gary?

What should we start doing? Stop doing? Continue doing?

What should we look for in your replacement?

If you could tell your replacement one thing, what would it be?

What does your new job offer that your job with us does not?

Were you able to have a healthy work/life balance while working at the Pastoral Center?

Would you recommend working at the Diocese of Gary to a friend?

__ Yes, without reservations __ Yes, with reservations
No

Thank you for taking the time to provide honest and confidential feedback. By doing so, you are
helping the Diocese of Gary become a better employer for future missionary disciples.

Diocese of Gary
dcgary.org
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