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1. INTRODUCTION

1.1. Welcome

Welcome to the churchwide organization of the Evangelical Lutheran Church in America. We are
pleased that you have joined our staff. We hope you will find your job challenging, enjoyable,
and rewarding, and we wish you success. We believe each employee contributes to this church’s
ministry and mission, and we hope you will take pride in being a member of the churchwide
organization.

Please read these policies carefully. We have tried to anticipate questions you may have about
your benefits and opportunities as well as our policies and procedures. Do not hesitate to raise
any questions you may have.

1.2. Nature and Purpose of This Church

The Evangelical Lutheran Church in America is part of the universal Church of Christ. The
Church is a people created by God in Christ, empowered by the Holy Spirit, called and sent to
bear witness to God’s creative, redeeming, and sanctifying activity in the world. All power in the
Church belongs to our Lord Jesus Christ, its head. All actions of the Church are to be carried out
under his rule and authority.

1.3. About the Evangelical Lutheran Church in America

The Evangelical Lutheran Church in America is a nationwide church dedicated to the
propagation of the Christian faith in the Lutheran tradition. It began its existence on January 1,
1988, following the merger of three predecessor Lutheran bodies. The name “Evangelical
Lutheran Church in America” refers, in general references, to this whole church, including its
three expressions: congregations, synods, and the churchwide organization. The name
Evangelical Lutheran Church in America is also the name of the corporation of the churchwide
organization, which is the employer. The churchwide organization is a Minnesota nonprofit
corporation headquartered at 8765 W. Higgins Road, Chicago, Illinois. The 65 separately
incorporated synods of the church constitute the second expression. The thousands of
congregations that are separately incorporated constitute the third expression of this church.

The relationships between the three expressions of the ELCA are ecclesiastical in nature. Under
the civil law, the churchwide organization, each synod, and each congregation is separate and
distinct from the others. This separate legal status allows each entity to function in the secular
world by engaging in activities such as making contracts, hiring employees, and owning
property. While legally separate, the three expressions together constitute this church.

The ELCA is committed to fostering, cultivating and preserving a culture of diversity, equity and
inclusion.



1.4. Important Notice About the Personnel Policies of the Churchwide
Organization

These policies have been approved by the ELCA Church Council, which is the board of directors
of the churchwide organization. Included here are significant policies, practices, and procedures
followed by the churchwide organization with regard to the organization’s employees. Additional
specific policies and practices are provided to employees on the ELCA intranet. Employees who
have questions that are not answered in this document or on the intranet should address those
questions to their supervisor or People Solutions. Different policies may apply to some
employees serving as missionaries or to certain deployed staff. These policies do not apply to
employees of any of the ELCA’s synods or congregations, nor to other agencies or affiliated
organizations.

This document is designed to provide employees with information about working conditions,
employee benefits, and important policies affecting employment. These policies are published to
provide a convenient resource for all employees, to assist in the orientation of new employees,
and to promote consistency in the administration of the services provided by the ELCA.
Employees are expected to read, understand, and comply with all provisions in this document.

No set of personnel policies can anticipate every circumstance or question or summarize every
policy. Therefore, these policies are not intended to create, nor do they create, contract rights.
Notwithstanding any provision of these policies, the churchwide organization has the right to
make employment-related decisions on a case-by-case and at-will basis. Similarly, this church
has the right to revise, supplement, or rescind any policy or portion of these policies from time to
time as it deems appropriate, in its sole discretion and without advance notice. Any such changes
shall apply to both current and future employees. The ELCA will seek to make sure that a current
copy of the Personnel Policies is available to all employees. If any provision of these policies is
inconsistent with a third-party benefit plan, such as those of Portico Benefits Services or an
ELCA governing document, the applicable benefit plan or ELCA governing document will
ordinarily be controlling.

As a religious institution, the ELCA has certain protections and rights under the free exercise and
establishment clauses of the First Amendment to the United States Constitution and similar
provisions of state constitutions. Additional rights are granted religious organizations by certain
federal and state statutes. These protections are a key element of American law, and nothing in
these policies constitutes a waiver of such protections and rights.

The applicability of these policies to ministers rostered by the ELCA or another church body
depends on the particular circumstances. Churchwide employees, rostered or otherwise, whose
duties are ministerial in nature are not covered by employment discrimination laws or related
regulations. The same is true for applicants for employment in such ministerial positions.
Further, depending on the particular circumstances, such ministerial employees and applicants
for employment may not be covered by other employment-related laws.

In addition, a rostered minister is subject to the standards established and administered by the
ELCA and the appropriate synod in their respective governing documents. Because of the nature



of the ministerial office, the application of these policies to ministers generally is subject to the
following guidelines:

¢ To the extent that a rostered minister functions as a supervisor of other employees, that
minister is expected to follow the guidelines of the Personnel Policies relating to
supervision.

e This document describes certain benefits and practices—for example, paid vacation,
leave benefits, and holidays—available to all employees of the ELCA, and those benefits
will generally be available to rostered ministers as well.

e This document also describes certain policies—for example, no-smoking policies,
policies relating to computer and email usage and other electronic communications, and
policies describing on-the-job behavior and conduct— that are considered applicable to
all employees regardless of the ministerial nature of their work.

Nothing in these Personnel Policies, however, is intended to detract from a person’s obligations
and responsibilities as a rostered minister, including but not necessarily limited to rights and
responsibilities under a letter of call or imposed by reason of the governing documents of the
ELCA.

2. RECRUITMENT AND EMPLOYMENT

2.1. Nature of Employment

Employment with the ELCA is voluntarily entered into, and unless a specific written contract
containing different terms has been agreed upon, the employment relationship is “at will.” This
means that subject to applicable legal provisions and governing document requirements, the
employment relationship can be terminated at any time by

either party for any reason, with or without cause or notice. The employee is free to resign at any
time. Similarly, the church may terminate the employment relationship at any time.

Nothing in these Personnel Policies creates contractual obligations or rights on the part of the
churchwide organization. By way of illustration, the churchwide organization retains the
following rights:

e To determine the necessary qualifications for employment, and to recruit, select, and hire
employees;

e To determine both the extent and the type of work to be performed by all employees and
to establish and maintain efficient procedures, standards, and methods necessary to
achieve the work;

e To determine the design and size of the workforce, to assign work, and to transfer
employees from job to job;

e To classify, promote, and assign employees;

e To take disciplinary action when necessary or appropriate, which may include
termination of employment; and

e To determine work schedules, to implement layoffs, and to make all other management
decisions.



2.2. Application Form

All applicants for employment with the ELCA must complete the application procedure as
specified by People Solutions as well as all forms necessary to complete required
background/reference checks.

An applicant who is rostered must ensure that their Rostered Minister Profile is current.

2.3. Management Philosophy

Experience has shown that dealing openly and directly with employees enhances the work
environment. This church values and respects integrity, excellence, and interdependence, and
believes these values give a sense of shared purpose and help everyone focus on the needs of the
people and institutions we serve. Employees are encouraged to ask questions about their jobs and
to express any concerns about job-related issues directly to their supervisor.

2.4. Equal Employment Opportunity

The ELCA is an equal opportunity employer committed to employing individuals who are
qualified to meet the responsibilities of their jobs. Therefore, the church’s policy is to employ,
retain, promote, and terminate employees and applicants for employment on the basis of merit,
qualifications, and competence. Subject to Section 1.4 above and the following paragraph, this
policy of nondiscrimination governs all aspects of employment, including selection, job
assignment, compensation, discipline, termination, and access to benefits and training.

However, as discussed in Section 1.4, under the First Amendment to the U.S. Constitution and
similar provisions in state constitutions, federal, state, and municipal antidiscrimination laws and
regulations, as well as other employment laws, do not apply to ministerial positions or
employees, whether or not rostered. In addition, certain positions require ordination, Lutheran
theological training or experience, or membership in an ELCA congregation. The ELCA
expressly reserves the right to discriminate on these or similar grounds. Therefore, this equal
opportunity policy will be interpreted and applied in accordance with those constitutional and
statutory provisions applicable to churches and other religious organizations. Nothing in these
Personnel Policies waives any of this church’s constitutional or statutory rights.

Any employee with questions or concerns about discrimination in the workplace is encouraged
to bring these issues to the attention of their immediate supervisor, any other supervisor, or any
People Solutions employee. Employees can raise concerns and make good-faith reports without
fear of reprisal.

2.5. Accommodations

The Americans with Disabilities Act (ADA) requires employers to reasonably accommodate
qualified individuals with disabilities. It is the policy of the ELCA to comply with all federal and
state laws concerning the employment of persons with disabilities. As stated in Section 1.4,
however, these laws may not apply to churchwide organization employees, rostered or otherwise,
whose duties are ministerial in nature. This church aims to make reasonable accommodations for



known disabilities of qualified applicants or employees who can perform the essential functions
of a job. Generally, any such accommodation must permit applicants or employees to perform
the jobs held or applied for without causing an undue hardship for the church. All
accommodation decisions are made by People Solutions on a case-by-case basis, taking into
account applicable legal and constitutional requirements, the qualifications and particular
circumstances of the individual in relation to job-related criteria, and this church’s resources.

All employees are required to comply with safety standards. Applicants who pose a direct threat
to the health or safety of themselves or other individuals in the workplace, which threat cannot
be reduced to a level that eliminates the direct threat through reasonable accommodation, will
not be allowed to actively work and may not be hired. Current employees who pose a direct
threat to the health or safety of themselves or other individuals in the workplace will be placed
on appropriate leave until an organizational decision has been made in regard to the employee’s
immediate employment situation. Reasonable accommodations will be reviewed to determine
what, if anything, can be done to continue the employment relationship.

2.6. Hiring Procedures

2.6.1. Role of People Solutions

People Solutions must be notified in advance of all vacancies, transfers, promotions,
demotions, or terminations.

All discussions with prospective or current employees regarding pay, relocation, or
benefits require advance consultation with People Solutions.

People Solutions makes all offers of employment.

No commitments or representations that are inconsistent with these hiring procedures
may be made without the advance written approval of the executive for People and DEL.
In the absence of such advance written approval, any offer, commitment, or
representation inconsistent with these hiring procedures is null and void.

2.6.2. Letters of Call

Letters of call will be prepared and sent by the Office of the Secretary to rostered
ministers called to serve in positions in the churchwide organization. Such letters will be
prepared by the Office of the Secretary in conjunction with offer letters prepared by
People Solutions.

2.6.3. Restrictions Applicable to Certain Positions

Except for the salaried officers, employees of the churchwide organization may not serve
as voting members of the Churchwide Assembly, as voting or advisory members of the
Church Council, or as voting or advisory members of the boards of separately
incorporated ministries, the Committee on Appeals, the Committee on Discipline, the
Committee of Hearing Officers, or the Nominating Committee. Employees may serve as



advisors or staff support to any such board, however, or as advisory members of the
Churchwide Assembly, as provided in the Constitution, Bylaws, and Continuing
Resolutions of the ELCA. For purposes of this provision only, “employees of the
churchwide organization” includes employees of synods whose compensation is
provided, in whole or in part, and who are supervised, in whole or in part, by the
churchwide organization pursuant to a purchase of services agreement specific to that
employee. It does not include employees of congregations, synods, or other ministries
merely because their compensation may be paid, in whole or in part, from funds received
as grants from synods or the churchwide organization, nor does it include those under
short-term contracts (usually not to exceed six months) with the churchwide organization
for specific, limited purposes. (This provision, as it relates to advisory members and
employees under purchase of service agreements, is effective September 1, 20235.)

The churchwide organization will not hire a person for a position with financial oversight
responsibility if, during the previous three years, the person was directly or indirectly
involved in an independent audit of the organization or an affiliated entity or had a
financial interest in the firm performing the audit.

Vacancies in certain executive positions are filled in accordance with applicable
governing documents.

The eligibility of a candidate for remote or hybrid positions may also depend on the
residency of the candidate, and the budget for the role, including salary or pay, insurance
coverage, and/or tax burden. In general, candidates must reside within the United States
to qualify.

2.6.4. Work Authorization and E-Verify

Except for certain Mission Developer positions, eligible candidates for employment must
be authorized to work lawfully in the United States. In compliance with federal law, all
persons hired will be required to verify identity and eligibility to work in the United
States and to complete the required employment eligibility verification documents (Form
I-9) upon hire. Generally, the churchwide organization does not commence (“‘sponsor”)
an immigration case (for example, H-1B or other employment-based immigration case) in
order for a candidate to attain employment-based visa status.

The churchwide organization cannot lawfully retain an employee whom it knows to be
unauthorized to work in the United States or who does not fulfill Form I-9 documentary
requirements. This includes presenting required documentation for examination.
Employers are required to complete Form I-9 for all new hires, including the requirement
to physically examine identity and work authorization documents. An employee who is
unable or refuses to complete the employee portion of the Form I-9 before the end of the
first day of employment (but not before accepting a job offer), or to present the required
identity and employment authorization document(s) within three business days after the
first day of employment, will be placed on unpaid leave. If these requirements are not
met within two weeks of the start of this unpaid leave, the employee will be terminated.
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The churchwide organization participates in E-Verify, the federal program for electronic
verification of employment eligibility, and trained People Solutions personnel will
provide the federal government with a newly hired or re-hired employee’s Form I-9
information to confirm authorization to work in the United States. If E-Verify cannot
confirm that an employee is authorized to work, the churchwide organization is required
to provide the employee with written instructions and an opportunity to contact the
Department of Homeland Security (DHS) or Social Security Administration so the
employee can begin to resolve the issue before the churchwide organization can take any
action, including termination of employment. The churchwide organization may only use
E-Verify once a job offer is accepted and the Form 1-9 is complete. An employee who
believes that the churchwide organization has violated its E-Verify responsibilities may
contact DHS at 888-897-7781 or dhs.gov/e-verify.

2.7. Job Posting

The Evangelical Lutheran Church in America seeks to provide current and prospective
employees an opportunity to indicate their interest in open positions. While job openings are
normally posted, People Solutions may decide that a particular opening will not be posted.
Posted job openings will normally remain open until filled. Each job- posting notice will
normally include the dates of the posting period, job title, essential duties, salary range, benefits,
job location and hybrid/remote details, and required qualifications and skills.

Job posting is only one way to inform current and prospective employees of openings and to
identify qualified and interested applicants who might not otherwise be known. Other recruiting
sources may also be used to fill open positions.

2.8. Personal Relationships in the Workplace

A relative of a current employee may not occupy a position in which they will directly supervise
or be supervised by that employee. An individual involved in a dating relationship with a current
employee will not be permitted to supervise or be supervised by that employee. The church also
reserves the right to take appropriate action if an actual or potential conflict of interest arises
involving relatives or individuals in a dating relationship.

If a family relationship or dating relationship exists between employees who are in a supervisory
situation as described above, the supervisor and the supervised employee involved in the
relationship must disclose the existence of the relationship to People Solutions.

If a conflict or potential conflict arises because of a relationship between employees, even if
there is no supervisory relationship, the employees may be separated by reassignment or have
their employment terminated.

2.9. Allegations of Misconduct

Whenever there is any indication that a candidate being seriously considered for employment has
been the subject of allegations including criminal conduct, substance abuse, financial
misconduct, sexual misconduct, or sexual harassment, the executive for Administration and the
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general counsel will be notified before any offer of employment is extended to the candidate.
This requirement is in addition to, and not in lieu of, any other procedures applicable to the
hiring of an individual for the position to be filled. Being “seriously considered for employment
means that the candidate is the only individual or one of the finalists being considered for the
position.

2

The notice required under the previous paragraph must be given in all cases where the candidate,
if hired, will be an employee of the churchwide organization, and without regard to the home
area involved, the full-time or part- time nature of the position, and the persons involved in the
decision-making process. The procedure will also be followed if the particular individual would
be an independent contractor rather than an employee.

If the candidate is or was rostered, additional requirements apply:

A currently rostered candidate’s Rostered Minister Profile will be requested from the appropriate
synod bishop for dissemination, in accordance with established procedures, to the head of the
home area for which the candidate applied.

If the candidate experienced a break in service—any extended period of time when the candidate
was without a call or was not on the roster—all the relevant facts and circumstances must be
reviewed and a satisfactory explanation provided if the candidate is to be further considered.

2.10. Ethical Conduct

The ELCA’s reputation for integrity and excellence requires careful observance of the spirit and
letter of applicable laws and regulations, as well as due regard for ethical behavior, standards of
conduct, and personal integrity. The church expects its employees to conduct themselves in
accordance with the letter, spirit, and intent of relevant laws, regulations, and ELCA procedures
and to refrain from any illegal, dishonest, or unethical conduct.

The mission and ministry of the ELCA also depend on the trust and confidence of synods and
congregations. Employees are expected to act in a way that will merit the continuation of this
trust and confidence. All funds and property received and administered by the churchwide
organization are entrusted to the organization by God through the faithful financial support of
ELCA members and friends. All employees are held to high standards of stewardship and
fiduciary responsibility with regard to the receipt, reporting, and use of funds, property, and time.

All employees must sign an acknowledgement of personnel policies during the onboarding
process, which includes the matters detailed below.

2.10.1. Duties of Loyalty and Due Care

Each employee is responsible for acting in the best interests of the churchwide
organization. All employees are expected to make reasonable efforts to inform
themselves of the mission and ministry of the ELCA and to act as a reasonable employee
would act under the same or similar circumstances.
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2.10.2. Avoiding Conflicts of Interest

Employees are expected to perform their duties in a way that avoids actual or potential
conflicts of interest as well as the appearance of conflicts of interest. A “conflict of
interest” means any situation in which the employee may be influenced or appear to be
influenced in decision-making or business dealings by any motive or desire for personal
advantage other than the success and well-being of the churchwide organization.
“Personal advantage” means a financial interest or some other personal interest, whether
present or potential, direct or indirect. This standard applies to both actual and
contemplated transactions. All present and potential conflict-of-interest issues must be
disclosed.

Employees are required to disclose, in writing, matters and relationships that might
appear to conflict with business dealings of the churchwide organization. Examples
include, but are not limited to, financial interests or leadership roles with vendors or other
organizations doing business with the organization. The head of the employee’s home
area will evaluate disclosures and determine the appropriate action to be taken.

Business dealings with friends and family are particularly sensitive and are to be
disclosed and carefully evaluated because they can create the appearance of impropriety
or of tangible or intangible personal advantage. The mere existence of a family
relationship or friendship that may be considered an actual or potential conflict of interest
does not violate this policy if the employee involved promptly discloses that family
relationship or friendship to their supervisor and appropriate safeguards are followed.
Any doubts should be resolved in favor of disclosure.

If the actual or potential conflict of interest is known in advance of any meeting, business
transaction, contract, or other activity at which issues may be discussed or on which the
issues may have a bearing on the employee’s approach, whether directly or indirectly, the
conflict must be disclosed prior to the meeting. Normally disclosure is to be made in
writing to the employee’s supervisor. If the conflict is not known in advance, it must be
disclosed as soon as it becomes apparent.

When conflict-of-interest issues relate to a particular meeting, disclosure should be made
to the person in charge of the meeting and, at the discretion of that person, to all
participants in the meeting. The employee must leave the meeting room to avoid all
discussion, voting, and deliberation on the issue. Following full disclosure, the other
people attending the meeting may decide that no conflict of interest exists and invite the
employee to participate. All actions relating to the disclosure and action taken must be
recorded in the meeting minutes.

2.10.3. Gifts

To avoid the appearance of impropriety, any gifts, gratuities, or hospitality offered to an
employee—such as goods, free travel, or lodging—may be accepted and used only for
the benefit of the organization. All gifts must be reported to a supervisor. Minimal one-
time gifts having a value of less than $75 and given as part of a special event or seasonal
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holiday are exempt from this reporting requirement. Gifts that benefit the churchwide
organization primarily and not an individual, such as gifts of hospitality given to the
churchwide organization by hotels, conventions, and conferences in relation to official
churchwide organization business, are also exempt. Employees may also participate in
reasonable, normal relationship-building activities such as meals, entertainment events,
and similar activities. An employee must report such participation to their supervisor.

Employees may not accept gifts from outside vendors or members of ELCA
congregations. A gift from a vendor is defined as anything offered to any employee
directly by or on behalf of a vendor, other than the purchase of a business-related meal
and promotional materials of little value such as pens, pencils, calendars, and similar
items that are intended for wide distribution and bear the vendor’s brandmark. A gift from
a congregation member is anything of value other than a personal trinket or food item.
Questions about a gift’s propriety or appearance of impropriety should be directed to
People Solutions.

2.10.4. Confidentiality

Subject to applicable legal requirements, certain information must be held in confidence
by all employees, including allegations of misconduct under investigation; financial
matters; medical, psychological, and family matters pertaining to rostered ministers; and
other sensitive information. All such confidential information is not to be discussed with
or divulged to anyone, within or outside the churchwide organization, unless disclosure is
required by law or limited disclosure is made for a compelling reason.

2.10.5. Transactions and Reporting

Each employee is required to prepare, process, maintain, and report complete, accurate,
and timely records pertaining to their duties, including but not limited to journal entries,
expense reports, disbursement requests, and payroll transactions. All employees required
to record their working time must do so accurately, and all employees are required to
report all absences properly, regardless of the reason for the absence. Employees must
safeguard all physical, financial, informational, and other churchwide organization assets.
In addition, no undisclosed or unrecorded fund or asset will be established, and no
artificial or false entries will be made in the financial or other records of the ELCA. The
use of the ELCA’s funds for any unauthorized or unlawful purpose is prohibited.

Employees are required to report all violations of this policy by themselves or by others,
including misconduct, fraudulent transactions, errors related to overpayment, or any other
impropriety. Likewise, employees should factually and objectively report any concerns
about the appearance or possibility of violation of this policy. There will be no adverse
action for reports made in good faith or for an employee’s participation in a follow-up
investigation.

Employees may make required reports to their supervisor, the executive for People and
DE]I, the Internal Audit, the General Counsel, or an officer of the ELCA. All reports
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relating to accounting, internal accounting controls, or auditing matters should also be
forwarded to the Internal Audit for further action and reporting to the Audit Committee.

2.11. Introductory Period

Most employees work on an introductory basis during their initial employment with the
churchwide organization. The introductory period is 90 days.

The introductory period is intended to give employees the opportunity to demonstrate their
ability to achieve a satisfactory level of performance and to determine whether their position
meets their expectations. The organization uses this period to evaluate employees’ work habits
and overall performance. During the introductory period, an employee is expected to discuss
their progress with the appropriate supervisor and to ask questions about the duties they are
performing. Each employee should receive a performance review near the end of the
introductory period. At the discretion of the supervisor, a second review may be conducted upon
the completion of an additional 90 days of employment.

Either the employee or the organization may end the employment relationship at any time during
the introductory period without regard to other provisions of the policies that may apply once the
introductory period has been successfully completed.

If the designated introductory period does not allow sufficient time to evaluate the employee’s
performance, the introductory period may be extended with approval of People Solutions. Any
absence will automatically extend an introductory period by the length of the absence.
Employees who are promoted or transferred within the organization may be required to complete
an additional introductory period.

2.12. Performance Reviews

After the initial review(s) referred to above, employees generally have their performance
appraised on an annual basis. Performance appraisals are used in all aspects of the employment
relationship, including promotions, training or retraining, reassignments, pay adjustments, and
disciplinary and discharge decisions. Supervisors are therefore required to use the performance
appraisal process provided by People Solutions. There are no requirements as to the distribution
of ratings that would prevent a fair appraisal of performance in relation to established standards.

2.13. Employee Records

2.13.1. Access to Personnel Records

People Solutions maintains an employment record on each employee. The employment
record includes information such as the employee’s job application, résumé, records of
training, hours worked and pay information, and other pertinent employment information.

Home areas within the churchwide organization are required to forward all original
employment records to People Solutions.
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Employment records are stored electronically by People Solutions on a secure file server
and/or within the Human Resources Information System. All records are the property of
the churchwide organization, and access to the information they contain is restricted to
the employee and People Solutions. Records may be shared by People Solutions if legally
required.

Any employment records on paper are filed with People Solutions at the Lutheran Center
and may not be physically removed from the office. Employees may review and obtain
copies of their own personnel documents in accordance with applicable legal
requirements.

2.13.2. Personal Data Changes

Employees must promptly enter into the HR and payroll self-service portal any changes
to their legal name, home mailing address, email address, telephone numbers, emergency
contacts, and similar data.

2.13.3. Accuracy of Information

The churchwide organization relies on the accuracy of information contained in the
employment application, including the Rostered Minister Profile when applicable, and
additional information provided by the employee as part of the hiring process or during
the employment relationship. Any individual who falsifies, misrepresents, or omits
material information may be rejected from hiring consideration or, if already hired,
terminated from employment.

2.13.4. Employment Verification

Requests for verification of employment or income should be directed to People
Solutions.

2.14. Reimbursable Travel Expenses

Employees of the churchwide organization who are required to travel or expend funds in
connection with the performance of their work will be reimbursed for approved expenses,
including transportation, food, and lodging in accordance with the ELCA corporate travel policy
(available on the churchwide organization’s intranet). Travel expenses incurred by employees
whose positions are classified as remote or hybrid are covered under Personnel Policy 4.7.4,
People First Hybrid Workplace Model.

2.15. Children in the Workplace

Employees are welcome to have their children visit the office for such purposes as lunch, a brief
visit to a workstation, or a special occasion when children are specifically invited. The hosting
employee is responsible for the children during such visits and should remain with them at all
times. Children should not be brought to the work site as a substitute for childcare arrangements.
Temporary emergency situations may be addressed by supervisors on a case-by-case basis.
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Employees who work from home may modify their schedules to accommodate childcare needs
with supervisor approval, however, the focus of the arrangement must remain on job
performance and outcomes.

3. EMPLOYEE CLASSIFICATIONS

The churchwide organization defines employment classifications so that employees understand
their employment status and benefit eligibility. These classifications do not guarantee
employment for any specified period of time. Unless otherwise required by law, these
classifications are subject to change at the discretion of the organization.

As required by the Fair Labor Standards Act, all employees will be designated as either
nonexempt or exempt for purposes of overtime pay. Nonexempt employees will receive
overtime pay at the rate of one-and-one-half times their regular rate for hours worked in excess
of 40 during a single workweek. The workweek begins on Sunday at 12:01 a.m. and ends the
following Saturday at midnight. Exempt employees are not entitled to overtime pay.

All employees will also be classified in the employment categories described below:

Full-time regular employees are those not in a temporary status and regularly scheduled to
work at least 40 hours per week. Generally, they are eligible to participate in the church’s benefit
programs, subject to the terms, conditions, and limitations of each program.

Part-time regular employees are those regularly scheduled to work less than 40 hours per week.
Part-time regular employees regularly scheduled to work at least 20 hours per week are eligible
for paid vacation on a prorated basis and certain additional benefits. Other part-time regular
employees are not eligible for vacation but are eligible for certain other benefits, subject to the
terms, conditions, and limitations of each benefit program.

Specified-term employees are those employed by the church for a specified time under terms
and conditions set forth in a written agreement. The agreement normally covers the beginning
and ending dates of the employment term, the services to be performed, reporting relationships,
compensation, benefits (if any), expense reimbursement, exempt or nonexempt status, and
arrangements for performance review. Social Security withholding applies to specified-term
employees.

Temporary employees are individuals hired for temporary work. They may be full-time or part-
time, exempt or nonexempt. They are not eligible for any of the benefits summarized in this
document. However, the pay of temporary employees is subject to Social Security contributions.
All arrangements for the retention of temporary employees must be approved in advance by the
executive for People and DEI.

Independent contractors are not employees of the ELCA. Their compensation is not subject to
Social Security withholding, and they are not entitled to workers’ compensation or other benefits.
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As is the case with specified- term employees, all arrangements made with an independent
contractor must be set out in a written agreement.

4. WORKING HOURS

4.1. Core Hours

Employees are to organize their work schedules within the limits of specified hours, subject to
the approval of their home area. Full-time employees will normally work an eight-hour period
between the hours of 7 a.m. and 5:30 p.m. Central Time, Monday through Friday. The hours of
operation may change. Also, an employee’s hours may vary depending on particular assigned
duties or flexibility of schedule approved by their supervisor during any given day.

The needs of the job must be given appropriate priority. Staff members are expected to be
flexible in the accommodation of workplace needs and work earlier or later when necessary.

4.2. 'Working Hours for Nonexempt Employees

4.2.1. Work Schedule

Nonexempt employees working outside their normal hours must have their time approved
in advance by their immediate supervisor. Nonexempt employees will be paid for all
hours worked.

4.2.2. Meal and Rest Breaks

Nonexempt employees are entitled to an unpaid meal period of 30 minutes. Each
employee scheduled to work 7 2 continuous hours or longer must take an unpaid and
uninterrupted 30-minute meal period that begins no later than five hours after the start of
the work period. The churchwide organization will provide employees with an additional
30-minute unpaid meal break for every 4 %2 hours worked beyond an initial 7 %2 hours.
Thus, employees will be entitled to take a second 30-minute unpaid meal break at 12
hours of work and a third 30-minute unpaid meal break at 16 4 hours of work. The meal
break is not work time and is therefore not part of the eight-hour workday.

Nonexempt employees may also take a paid, 15-minute rest break each morning and
afternoon. These paid breaks are part of the eight-hour day. They may not be taken at the
beginning or end of the day but may be added to the lunch period. Each home area should
establish a schedule for meal breaks and rest breaks providing for the effective operation
of the home area. Nonexempt employees must review any deviation from the approved
schedule with the appropriate supervisor.

Nonexempt employees are to be completely relieved from duty during their meal break,

and should not perform any work during their unpaid meal break. If an employee is
required to perform any work duties while on his or her meal break period, the employee
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4.3.

must be compensated for the time spent performing work duties. The time spent working
during the meal break will be counted toward the total hours worked.

4.2.3. Overtime

At times, job responsibilities may require an employee to work additional hours.
Nonexempt employees who are required or permitted to work overtime will receive
overtime pay in accordance with the requirements of the Fair Labor Standards Act and
applicable state law. Overtime pay is based on one and one-half of the employee’s regular
rate for all hours worked in excess of 40 hours in each workweek (Sunday though
Saturday). “Hours worked” means time actually spent on the job and therefore does not
include vacation time, holiday time, sick time, or any other time spent on leave, whether
paid or unpaid.

Nonexempt employees may not work beyond t