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List of policies and sample language for employee handbooks


NOTE:  
· This information is not legal advice – the handbook list of policies and sample language are being offered by the Minneapolis Area Synod to assist with creating or updating your organization’s employee handbook.
· Handbook topics are in BOLD CAPS
· Sample language is offered where possible.
· Replace ORGANIZATION with name of church/organization throughout  
· Information in [  ] should be reviewed and either personalized or deleted if not applicable.
· Minnesota and federal employment laws can change at any time – you should regularly review and update of your employee handbook.
· Please consult with a trusted employment attorney or Human Resources professional when creating or updating your organization’s handbook.


WELCOME 
Usually a letter from the Lead Pastor/President/head of the organization welcoming employees to the workplace.

INTRODUCTION
Include mission, vision, values, organizational background and history. Consider adding the following statements:

· ORGANIZATION retains the right to terminate its employees at any time for any reason not prohibited by law and that an employee has the right to resign at any time for any reason (subject to the ORGANIZATION’S notice request or requirement, if any); these mutual rights constitute the ORGANIZATION’S at-will employment policy.

· Any understandings and agreements between the ORGANIZATION and any employee to the contrary must be in writing and signed by the proper officer of ORGANIZATION.

· The application and employee handbook does not constitute an employment contract for a term of employment and may be revised or discarded at the ORGANIZATION’S discretion.

· This employee handbook supersedes all prior handbooks and previously issued policies.

EQUAL EMPLOYMENT OPPORTUNITY 
ORGANIZATION will comply with all applicable laws governing equal employment opportunity for applicants and employees, extending to all aspects of the employment relationship including, but not limited to, recruiting, hiring, promotion, transfer and compensation.
ORGANIZATION will provide equal employment and advancement opportunity on the basis of merit within the context of its unique [business/service] environment, and without regard to race, color, creed, religion, national origin, sex, gender identity, marital status, status with regard to public assistance, familial status, disability, sexual orientation, or age.

HARASSMENT/OFFENSIVE BEHAVIOR
Employees who engage in harassment on the basis of race, color, creed, religion, national origin, sex, gender identity, marital status, status with regard to public assistance, familial status, disability, sexual orientation, or age; who permit employees under their supervision to engage in such harassment; or who retaliate or permit retaliation against an employee who reports such harassment are guilty of misconduct and shall be subject to discipline or termination of employment.

Sexual harassment is prohibited and includes any unwelcome sexual advance, request for sexual favor and other verbal or physical conduct of a sexual nature when:

· Submission to such conduct is made, either explicitly or implicitly, as a term or condition of employment;

· Submission to or rejection of such conduct is used as a factor in any employment decision affecting any individual; or

· Such conduct has the purpose or effect of unreasonably interfering with any employee’s work performance or creating an intimidating, hostile or offensive work environment.

Although the intent of the person engaging in the conduct may be harmless or even friendly, it is the welcomeness of the conduct by the recipient that is relevant to whether the conduct is harassment. Given the difficulty of judging whether the conduct is welcome or unwelcome in particular situations, ORGANIZATION prohibits all employees from engaging in any conduct of a sexual nature or amounting to harassment based on any protected category in the work setting.

This policy applies to everyone, including managers and supervisors. No retaliation or intimidation directed towards anyone who makes a complaint will be tolerated.

If you believe you have been a victim of harassment, take the following steps:
1. [Discuss the matter with your supervisor or manager.]
2. [If you believe your supervisor to be the source of or a party to the harassment, talk to any other member of management or the Human Resources Department.]

ORGANIZATION will investigate and attempt to resolve your complaint promptly. If, for any reason, you believe this has not occurred within a reasonable period of time, refer the problem to any other manager at ORGANIZATION, up to and including the [lead pastor/president/etc.]

CONFIDENTIALITY
As a result of your employment at ORGANIZATION, you will have access to confidential information belonging to ORGANIZATION of a special and unique nature and value, relating to such matters as ORGANIZATION’s personnel and compensation information; [include as appropriate: accounts; trade secrets; procedures, manuals; financial cost and sales data; contracts; price information; business opportunities; confidential reports; customer lists and contracts; litigation and other legal matters, as well as information specific to the organization’s services.]

As a condition of employment, you must agree that all such information is the exclusive property of ORGANIZATION and that you will not at any time divulge or disclose to anyone, except in the responsible exercise of your job, any such information, whether or not it has been designated specifically as “confidential.”

WAGE NONDISCLOSURE
ORGANIZATION complies with Minnesota law prohibiting restriction of any employee’s ability to disclose their wages or retaliating against any employee for disclosing their wages or discussing another employee’s wages that were disclosed voluntarily. However, ORGANIZATION will discipline, up to and including termination of employment, any employee who gains unauthorized access to another employee’s private financial data.

MANDATORY MEETINGS
ORGANIZATION may require employees to attend mandatory meetings based on business needs and in the interest of productivity and collaboration. However, ORGANIZATION will not take adverse action against any employee for refusing to attend mandatory meetings or participate in ORGANIZATION-sponsored communications that have the purpose of communicating its religious or political views.

EMPLOYEE STATUS
[Describe and define classifications of employees here [full-time, part-time, exempt, non-exempt, temporary, etc.], that help employees understand handbook sections and eligibility for benefits.]

HOURS OF WORK
ORGANIZATION requires flexibility to schedule people when needed. ORGANIZATION accommodates individual needs as much as possible, while still meeting its business needs. However, it sometimes may be necessary to ask employees to work at times other than their regularly scheduled hours.

ORGANIZATION’S regular work week is a 7-day period beginning each [Monday at 12:01am and ending each Sunday at midnight]. Normal working hours are from [8am to 5pm], 40 hours per week. Should it be necessary for you to be absent from or late for work for any reason, please notify your supervisor as soon as possible, but no later than 8am of the day you will be absent or late. Unreported or excessive tardiness or absences may, at ORGANIZATION’S discretion, affect your pay or result in discipline.

Lunch breaks, which are unpaid time off when you do not work at all when working 6 or more consecutive hours, are no more than [30 minutes] in length and should be scheduled at a time that will not inconvenience your co-workers or ORGANIZATION. In addition, a paid 15-minute break is allowed within each 4 consecutive hours worked.

Overtime is work in excess of 40 hours per week. Overtime requires PRIOR authorization by your supervisor. Nonexempt employees will be compensated for these approved hours at one and one-half times their normal hourly rate.  Exempt employees are not paid for overtime. You will be notified by your supervisor if your status is nonexempt or exempt, and the procedures for obtaining prior authorization for overtime.

ORGANIZATION is required by law to maintain accurate employee time records, especially detailed records of time worked by nonexempt employees to be sure pay is computed correctly. Therefore, ORGANZATION requires that you follow all policies and procedures related to timekeeping.

ATTENDANCE AND PUNCTUALITY
All employees are expected to maintain satisfactory attendance and report to work on time every day. Absences, late arrivals and early departures must be kept to a minimum. Absences and tardiness create an unfair burden to co-workers and should be avoided.

Unapproved absences, late arrivals and early departures will result in discipline as follows:
[Add terms of discipline here]

PERSONNEL FILES
Employees have the right to review their personnel files once every six (6) months while employed. If you choose to exercise this right, you must submit a written request to your supervisor. Within seven (7) working days of receiving your request, ORGANIZATION will make available for your review either your original file or an accurate copy of your file during normal business hours at ORGANIZATION’S office.  When the original file is reviewed, ORGANIZATION may require that this review take place in the presence of your supervisor.

After you have had an opportunity to review your file, you may make a written request for a copy of the file, and ORGANIZATION will provide you a copy at no charge.

After your separation from employment, you may review your file once annually for as long as ORGANIZATION maintains your file. If you make a good faith written request to review your file after you employment has ended, ORGANIZATION will provide you a copy of your file at no cost.

If, after reviewing your file, you dispute specific information, ORGANIZATION may agree to remove or revise the disputed information.  If no such agreement is reached, you are entitled to submit a written statement of no more than five (5) pages explaining your position. This position statement will be included in your file along with the disputed information, for as long as ORGANIZATION maintains the record.

The rights of Minnesota employees are protected by the Minnesota Personnel Record Review and Access statutes (See Minn. Stat. sections 181.960-181.965). Upon request, ORGANIZATION will make  the full text of this statute available for review.

PROMPT REPORTING OF WORKPLACE INJURIES

PERFORMANCE EVALUATIONS [if performance reviews are conducted]
The primary objective of performance evaluation is to provide information to employees concerning their success in accomplishing the responsibilities of their jobs.  To meet this objective, ORGANIZATION needs open and ongoing communication between supervisors and employees. In general, our goals are to conduct a performance evaluation of each new employee during the [x] month of employment, after one year of service, and annually thereafter.

DISCIPLINE

TERMINATION OF EMPLOYMENT
ORGANIZATION realizes you may choose to terminate your employment with us. If you elect to resign, please make every effort to give ORGANIZATION at least two (2) weeks’ advance written notice. At the discretion of ORGANIZATION, we may ask you to leave before the expiration of this notice period. [In this event, you will be paid as if you had worked during the entire notice period, and the effective date of termination will be on the last paid day.] Final pay will [include/exclude] any earned and unused paid time off. Accrued but unused Minnesota Employee Sick and Safe Time (ESST) is not paid out upon termination of employment.

In accordance with the “at-will” status of all employees at ORGANIZATION, we retain the right to discharge any employee at any time with or without notice. Upon termination, you [will/will not] be paid any earned and unused paid time off. Accrued but unused Minnesota Employee Sick and Safe Time (ESST) is not paid out upon termination of employment.

EARNED SICK AND SAFE TIME (ESST)
Note: This sample policy should be carefully reviewed and modified to reflect how the employer has implemented ESST and should also coordinate with the employer’s PTO and other paid time off provisions.
This ESST policy applies to all employees who are anticipated to work at least 80 hours a year in Minnesota and complies with state-mandated earned sick and safe time (ESST) law. 

Definitions:
· Leave Year – Under this policy, the Leave Year is defined as January 1 to December 31.
· Regular Rate of Pay – An employee’s regular base rate of pay.
· Earned Sick and Safe Time (ESST) usage – In accordance with Minnesota law, employees may use ESST for any of the following reasons:
· the employee’s or a family member’s (family member as defined in the ESST statute) mental or physical illness, treatment or preventive care;  
· the employee’s need to make arrangements for or attend funeral services or a memorial, or address financial or legal matters that arise after the death of a family member; 
· absence due to domestic abuse, sexual assault or stalking of the employee or a family member;
· closure of the employee’s workplace due to weather or public emergency or closure of a family member’s school or care facility due to weather or public emergency; and
· when determined by a health authority or health care professional that the employee or a family member is at risk of infecting others with a communicable disease.

ESST Accrual:
ESST accruals will begin on the first day of employment. ESST cannot be used before it is earned unless unforeseeable circumstances occur, and then only with written approval from the employee’s manager. One (1) hour of ESST will be earned for every thirty (30) hours worked, with an accrual of up to forty-eight (48) hours in a Leave Year.  ESST is not earned during periods of unpaid leave, while using accrued PTO, on paid holidays not worked, or while on workers compensation leave (unless required by law).

Carryover of unused ESST and cap on accrual:
Employees are encouraged to use ESST when necessary. An employee may accrue and carry over up to a maximum of eighty (80) hours of unused ESST into future Leave Years. Any accrued ESST hours over eighty (80) will be forfeited at the end of each calendar year.

Notice of ESST usage:
An employee is responsible for completing and submitting an ESST request to their manager at least 7 days (but preferably 2 weeks) in advance of the planned ESST usage whenever possible so workloads and staffing levels can be managed effectively. If the need for ESST is unforeseeable, an employee must email their manager about their absence as soon as practicable, but no later than the start of the workday for which they will be absent. 



ESST usage documentation:
The employer may require reasonable documentation if an employee is absent for more than two consecutive scheduled workdays when using ESST. 

Interaction with other leaves:
Depending on the reason, an employee’s use of ESST may also qualify for leave under federal, state or local laws. If an employee’s absence qualifies as a protected leave under federal, state or local law, the employer should inform their manager immediately. Any leaves will run concurrently to the extent possible. An employee will be required to exhaust any ESST before being permitted to take unpaid leave.

Compensation:
ESST will be paid at the employee’s Regular Rate of Pay. The employer will not pay overtime when an employee uses ESST, even for hours that would have been overtime hours if worked.

No ESST payout upon termination of employment:
Employees will not be paid for accrued but unused ESST time upon termination of employment. 

No discrimination or retaliation:
The employer strictly prohibits retaliation or discrimination against employees who request or use ESST. Any employee who believes they have been wrongfully denied ESST, retaliated, or discriminated against for requesting or using ESST must immediately notify their manager and such complaint will be promptly investigated.

MINNESOTA PAID LEAVE
The handbook should address how employer-provided paid and unpaid leaves interact with the state-mandated and administered paid leave program going into effect in 2026.

PAID LEAVES
· HOLIDAYS 
· VACATION/PAID TIME OFF (PTO)
[Explain whether accrued but unused vacation/PTO can be carried over into the next year, and if it will be paid out upon termination of employment. The organization can decide whether to pay out for a voluntary resignation with at least 2 weeks’ notice,  not pay upon termination for cause (poor performance, theft, violation of company policy, etc.), or other reasons.]
· BEREAVEMENT LEAVE
· TIME OFF TO VOTE
· BONE MARROW DONATION LEAVE
· MINNESOTA PAID LEAVE/SICK LEAVE/ESST 
· OTHER PAID LEAVES

UNPAID LEAVES
· PREGNANCY AND PARENTING LEAVE
· SCHOOL CONFERENCES AND ACTIVITIES
· FMLA LEAVE [applies to organizations with at least 50 employees]
· JURY DUTY/WITNESS/CRIME VICTIMS LEAVE
· MILITARY LEAVE
· OTHER UNPAID LEAVES


ACCOMMODATION FOR PREGNANCY AND NURSING MOTHERS
ORGANIZATION will provide reasonable accommodation for pregnant employees, including, for example, more frequent or longer breaks, seating, limits to heavy lifting, temporary transfer to another position, temporary leave of absence, or modification in work schedule or tasks.

For employees wishing to express breast milk at work, ORGANIZATION will provide a clean, private and secure room that is not a bathroom near the work area with access to an electrical outlet. Reasonable paid break time will be made available for this purpose.

The following notice is required by Minnesota’s Nursing Mothers, Lactating Employees, and Pregnancy Accommodations law to inform employees of their rights:

Pregnant employees have the right to request and receive reasonable accommodations, which may include, but are not limited to, more frequent or longer breaks, seating, limits to heavy lifting, temporary transfer to another position, temporary leave of absence or modification in work schedule or tasks. An employer cannot require an employee to take a leave or accept an accommodation.

Lactating employees have the right to reasonable paid break times to express milk at work unless they are expressing milk during a break that is not usually paid, such as a meal break. Employers should provide a clean, private and secure room that is not a bathroom near the work area that includes access to an electrical outlet for employees to express milk.

It is against the law for an employer to retaliate, or to take negative action, against a pregnant or lactating employee for exercising their rights under this law.

Employees who believe their rights have been violated under this law can contact the Minnesota Department of Labor and Industry’s Labor Standards Division at dli.laborstandards@state.mn.us or 651-284-5075 for help. Employees also have the right to file a civil lawsuit for relief. For more information about this law, visit dli.mn.gov/newparents.

OTHER POLICIES TO CONSIDER INCLUDING:
· PROHIBITED SUBSTANCES/DRUGS AND ALCOLHOL
· DRUG TESTING
· NO SMOKING
· USE OF ELECTRONIC DEVICES - Voicemail, email, computer policies
· SOCIAL MEDIA
· REMOTE/HYBRID WORK
· BACKGROUND CHECKS
· DRESS CODE/PUBLIC IMAGE
· GUNS IN THE WORKPLACE
· COMPENSATION/PAY PERIOD INFORMATION
· RETURN OF PROPERTY UPON TERMINATION OF EMPLOYMENT
· EMPLOYMENT OF RELATIVES
· AMERICANS WITH DISABILITIES ACT COMPLIANCE  [For employers with 15 or more employees]
· EMPLOYEE BENEFITS/INSURANCE 

ACKNOWLEDGMENT
By signing below, I acknowledge that it is my responsibility to have read and understood the policies outlined in this handbook, and that I should talk with my supervisor to gain clarification on policies that I have questions on.  I understand the handbook is intended only as a general reference and not as a full statement of company procedure or a legal contract.

I agree to keep this handbook in my possession during my employment and to update it whenever provided with materials to do so. I understand this handbook supersedes any and all manuals, handbooks and other policies which have previously been provided to me.

I further understand that the handbook is the property of ORGANIZATION and agree to return it upon termination of my employment.


							________________________________
							Employee Signature

							_____________________________
							Printed Name

							_________________________
							Date
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