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Section 1 - Overview 
 

1.1 Introduction and Welcome 

 
Welcome to the staff of the Savannah Presbytery! Every employee is important to the success 
of our ministry and we want you to know that you are valued and appreciated. Our hope is to 
provide an environment where you can be your very best for our staff team, our colleagues, our 
congregations and their members and visitors, and the area of southeast Georgia that we serve.   

 
 

1.2 General Provisions, Scope and Coverage 

 
This Employee Handbook has been compiled to provide you with information about the 
Savannah Presbytery’s practices, policies, benefits, and your responsibilities as a paid member 
of the staff. This Handbook cannot anticipate every circumstance or question about a policy or 
practice. The need may arise and the Employer (Presbytery) reserves the right to revise, 
supplement or rescind any policies or portion of the Handbook as it deems appropriate.  This 
Handbook is intended to serve as a guide for consistency in our work. In the event of a 
discrepancy or question, please ask your supervisor or the Director of Administration. Changes 
in our policies will be communicated to you by your supervisor or through official notices. You 
are responsible for staying informed of these changes.  
 
This Handbook is neither a contract of continued employment nor a contract to provide specific 
compensation or benefits nor a guarantee of continued employment. Should any provision of 
the Handbook be found unenforceable or invalid, such a finding does not invalidate the entire 
Handbook but only the subject provision. 
 
Your employment is at-will and can be terminated at any time for any reason (except for an 
illegal reason), with or without notice, with or without cause. This Handbook does not alter the 
nature of your at-will employment status.   
 
These policies apply to all staff. However, if a topic covered in this Handbook is in conflict with 
a provision of an employee’s contract, the contract will be controlling.  

 

 

1.3 Standards of Ethical Conduct and Confidentiality 
 
1.3.1 - In 1998 the 201st General Assembly of the PC (U.S.A.) adopted Standards of Ethical 
Conduct for employees and volunteers of the PCUSA. Staff of Savannah Presbytery are 
expected to honor these Standards.  These standards provide that staff and volunteers of the 
Presbytery be supportive of the mission of the PC (U.S.A.) and abide by the following:  
 
1.  Be honest and truthful in my relationships with others; 
2.  Treat all persons with equal respect and concern;  
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3.  Maintain a healthy balance among the responsibilities of my position, my commitments 
 to family and other primary relationships, and my need for spiritual, physical, emotional, 
 and intellectual renewal;  
4.  Refrain from abusive, addictive, or exploitative behavior and seek help to overcome such 
 behavior if it occurs; and 
5.  Refrain from gossip and abusive speech. 
 
1.3.2 - I will conduct myself at my workplace in a manner that will support its ministry. 
Therefore I will:  
 
1.  Honor relationships within the workplace and observe appropriate boundaries;  
2.  Be judicious in the exercise of the power and privileges of my position;  
3.  Avoid conflicts of interest that might compromise the effectiveness of my work;  
4.  Refrain from exploiting relationships within the workplace for personal gain or           
 gratification, including sexual harassment and misconduct as defined by Presbyterian 
 Church (U.S.A.) policy; Also see Appendix 1. 
5.  Respect the privacy of individuals and not divulge information obtained in 
 confidence without express permission unless an individual is a danger to self or others;  
6.  Recognize the limits of my own gifts and training, and refer persons and tasks to 
 others as appropriate;  
7.  Claim only those qualifications actually attained, give appropriate credit for all 
 sources used in papers, music, and presentations, and observe copyrights;  
8.  Observe limits set by the appropriate governing body for honoraria;  
9.  Deal honorably with the record of my predecessor and, upon leaving a position, speak 
 and act in ways that support the work of my successor; 
10.  Be a faithful steward of and fully account for funds and property entrusted to me;  
11.  Accept the appropriate guidance of those to whom I am accountable;  
12.  Participate in continuing education and seek the counsel of mentors and professional 
 advisors;   
13.  Show respect and provide encouragement for colleagues; and  
14.  Cooperate with persons of other faith traditions. 
 
1.3.3 - Confidentiality is absolutely essential in building and respecting relationships with others. 
In the course of our work, staff will gain knowledge of confidential and private information 
about co-workers, volunteers, parishioners, and other members of our community. Such 
information could include personal, medical or financial information. While the essence of 
relationship lies in supporting one another and often involves confidential information, staff 
must be mindful that such information must not be shared without express permission. To do 
otherwise risks violation of trust and can cause irreparable damage. If in doubt about whether 
such information should be shared, staff are encouraged to err on the side of caution and 
silence. Questions should be referred to the Director of Administration. 
 

 
Section 2 - Employment Foundations 
 

2.1 At Will Employment 
 
Employment with the Presbytery is “at will”. Unless a staff member’s/employee’s contract or 
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terms of call states otherwise, employees are not hired for any definite or specified period of 
time even though employee wages are paid regularly. Employment can be terminated at any 
time, with or without cause and with or without prior notice. At-will employment cannot be 
changed by any oral modifications. There are no implied or verbal agreements or promises to 
an employee that s/he will be discharged only under certain circumstances or after certain 
procedures are followed. There is no implied employment contract created by this Handbook or 
any other Presbytery document or written or verbal statement or policy.  An employee may 
terminate employment at any time and the Presbytery maintains the same right.  

 
2.2 Equal Employment Opportunity 
 
The Presbytery strives to provide equal employment opportunities in all aspects of employment. 
 
Employment policies and practices, including recruiting, selection, benefits, compensation 
performance reviews, promotions, transfers, corrective action, training and separation will be 
administered without discrimination based upon race, color, national origin, gender, age, marital 
status, sexual orientation, gender identity/expression, transgender status, creed, protected 
disability status, citizenship status, genetic information, uniformed service (e.g. U. S. Armed 
Forces or National Guard) or status as a Vietnam Era or special disabled veteran in accordance 
with applicable federal, state and local laws, or veteran status, or any other characteristic 
protected by law. 
 
The Presbytery will strive to comply with the Americans with Disabilities Act (ADA) to ensure 
equal opportunity in employment for qualified persons with disabilities where possible. 
Reasonable accommodation may be available to qualified applicants, candidates, and 
employees with known physical or mental impairments, where the disability impacts the 
application or interview process or affects the performance of job functions unless to do so 
would impose an undue hardship or a direct threat to the Employer. An employee or candidate 
seeking an accommodation shall notify the Supervisor or Director of Administration, providing 
adequate information about the disability and requested accommodation, including medical 
documentation necessary to properly respond to the request. Appropriate administrative staff 
will manage the process of responding to the request 
 
Such applicant and employee medical information shall be stored separately from the employee 
personnel file and recruiting records, and are maintained as confidential records available only 
on a strict “need to know” basis.  

 
2.3 Discrimination, Harassment and Bullying 
  
The Presbytery will not tolerate discrimination or harassment on the basis of race, gender, age, 
or any other protected class described in the Equal Employment Opportunity Section of this 
Handbook or described by law. Bullying is also prohibited whether based on a protected class or 
other personal characteristic.  
 
Examples of harassing behavior may include, but are not limited to: insulting, obscene or 
profane language; unwelcome disparaging comments about physical appearance, manner of 
dress, attire, unwelcome jokes, innuendo; displaying inappropriate cartoons, photographs, 
computer screen savers or wallpaper; unwelcome and/or inappropriate touching of another 
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employee’s body; and any other harassing behavior that is abusive or offensive to another 
reasonable person and which creates an intimidating, hostile or offensive working environment. 
 
The scope of this policy is not limited to the physical location of the employee’s workplace and 
relationships with other employees at this location. It includes contacts anywhere in connection 
with carrying out employee responsibilities and relationships with employees, volunteers, and 
members of any church whether on church or Presbytery property or off.  

 
2.4 Sexual Harassment and Misconduct 
 
Sexual Harassment is a form of harassment and misconduct. The Presbytery strives to provide a 
workplace free from any form of sexual misconduct or harassment by any employee, member 
of the congregation, or visitor. This policy is based on the “Presbyterian Church (U.S.A.) Sexual 
Misconduct Policy and its Procedures.” This topic is covered in great detail in the Sexual 
Harassment Policy of Savannah Presbytery -  sexual-harassment-policy.pdf 
(savannahpresbytery.org).  Staff members are required to follow the guidelines, prohibitions 
and procedures outlined in this policy. The scope of this policy is not limited to incidents that 
occur on the property of the Presbytery or its churches. Any form of sexual misconduct is 
unacceptable behavior, wherever it occurs. All allegations will be taken seriously, investigated, 
and appropriate corrective or disciplinary action taken as outlined in the policy. Any employee 
who feels that s/he has been the victim of or witnessed illegal harassment or sexual harassment 
should immediately report the incident following the Report of Possible Sexual Harassment 
or Bullying (Appendix 1).  

 
2.5 Workplace Violence 
 
The Presbytery is committed to preventing workplace violence and to maintaining a safe work 
environment. Given the increasing violence in society in general, the following guidelines deal with 
intimidation, harassment, or other threats of (or actual) violence that may occur during work hours or 
on the Employer’s premises or on a church property being served by staff. 
 
All employees and volunteers, including supervisors and temporary employees, should be treated with 
courtesy and respect at all times. Employees must refrain from fighting, “horseplay,” disorderly 
conduct, acts of violence, physical abuse, verbal abuse, threats or any type of behavior that may or 
does endanger the health, welfare or safety of any person or that disrupts business activities on the 
premises at which we work. 
 
No one may threaten, intimidate, or coerce an employee, supervisor or third party at places of 
work, at any time, while carrying out Presbytery business. All threats of (or actual) violence, both 
direct and indirect, should be reported as soon as possible to your immediate supervisor or the 
Director of Administration. This includes threats by employees, as well as threats by customers, 
vendors, solicitors, or visitors. When reporting a threat of violence, you should be as specific and 
detailed as possible. Appropriate persons will promptly and thoroughly investigate all reports of threats 
of violence or actual violence. 
 
All suspicious individuals or activities should also be reported as soon as possible to a supervisor or the 

https://www.savannahpresbytery.org/wp-content/uploads/sexual-harassment-policy.pdf
https://www.savannahpresbytery.org/wp-content/uploads/sexual-harassment-policy.pdf
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Director of Administration. 
 
Anyone found to be responsible for threats of or acts of violence or other conduct that is in 
violation of provisions of this Employee Handbook will be subject to prompt corrective action, up to 
and including termination of employment or charge under local laws. 
 
Threats or violent behavior off Presbytery or church premises should be reported to local law 
enforcement authorities. 
 
2.6 Reporting Complaints 
 
Employees who, in their work for Savannah Presbytery, believe they have been discriminated 
against or bullied or threatened with violence, or have witnessed such behavior, should report 
the event to the Director of Administration immediately. If the Director is not available, the 
employee should report to the Chair of the Personnel Committee.  Employees should report the 
event in writing, however, this should not be a barrier to reporting verbally.  The matter will be 
investigated promptly and appropriate corrective action taken. 
 
Individuals reporting such action must understand that the Presbytery cannot provide complete 
confidentiality. While those persons receiving/sharing information about the complaint will be 
strictly limited to those who have a need to know, the Presbytery must have the ability to 
investigate freely and thoroughly and all named parties must be made aware of the details of 
the complaint in order to respond. 

 
2.7 No Retaliation 
 
Employees who have made a complaint of discrimination, harassment, threat of violence or 
bullying shall not be treated differently because they have made a complaint.  Retaliation or 
reprisal of any type is strictly prohibited. Retaliation against a person who submits a report, 
complains, or asks a question, or gives information about discrimination or harassment, 
whether that person is a victim or a witness, is a violation of this policy and will be treated as a 
separate and distinct cause for corrective action. Any acts of retaliation must be reported 
immediately.  All persons must be able to report concerns in good faith without fear of 
retaliation. 

 
2.8 Drug Free Work Environment 
 
The Presbytery strives to provide a safe, drug-free work environment. To promote this goal, 
employees are prohibited from conducting presbytery work under the influence of intoxicants or 
drugs or having any detectable amount of illegal drugs in the employee’s system.  Exceptions to 
this may be made when social functions allow the consumption of alcohol. However, in such an 
environment, employees should use good judgment and exercise respect for one another. 
 
The legal and proper (according to dosage instructions) use of prescribed or over-the-counter 
medications is permitted on the job only when such use does not impair the employee’s ability 
to perform the essential function of the job effectively and safely.  Of primary concern is the 
employee’s ability to perform in a manner that does not endanger the employee or others in the 
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work environment. 
 
Employees shall be aware that “reasonable suspicion” drug testing may be conducted where 
circumstances warrant. This means when supervisors have evidence or reasonable cause to 
suspect an employee of drug use. Evidence is based upon direct observation, either by a 
supervisor or another employee or presbytery officer. (See Appendix #2 Behavioral 
Checklist for Reasonable Suspicion Drug Testing.)  
 
 

Section 3 – Conditions of Employment and the Work Environment 
 
3.1 Employment  
 
Regular Full-time - Works an average of 35 hours per workweek and is paid by the Presbytery. 
This employee has been employed for 90 days or longer.  
 
Regular Part-time – Works an average of less than 35 hours per workweek and is paid by the 
Presbytery. This employee has been employed for 90 days or longer.  
 
Temporary – Works for a limited predefined period of time (full-time or part-time) to fill a 
seasonal or other extraordinary work need. Temporary employees do not accrue paid time off 
or participate in any other standard benefits. 
 
Exempt –Performs work that is defined by the Fair Labor Standards Act as “Exempt” from 
overtime payment. Exempt employees are paid a “salary” that is not affected by the number of 
hours worked in a 40 hour work week. 
 
Non-exempt–Performs work that is defined by the Fair Labor Standards Act as “not exempt” 
from overtime payment. Non-exempt employees are paid on an hourly basis. 
 
Introductory Employee – A part-time or full-time employee who has not completed the 90-day 
introductory work period. 
 
As Needed –Employees who may be available for work “as needed”. These could be current 
employees who occasionally work in a secondary role and are paid a stipend. 

 
3.2 Recruitment and Selection 
 
3.2.1 Employment Process 
Written Job Descriptions are maintained for all regular positions within the organization. Job 
descriptions are reviewed each time a position is vacated or when the assigned work changes. 
Recruitment may be done in a variety of ways including outreach, advertisements, and 
referrals. Interviews are conducted using job-related questions. The employment process 
includes a criminal background check, certification in a child/youth protection training, and 
submission of a 7-year motor vehicle record for positions where driving is job-related.   
 
The Savannah Presbytery, an Equal Opportunity Employer, chooses its staff based on a 
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combination of knowledge, skills, abilities, experience, training, education and other job-related 
characteristics. 

 
3.2.2 Introductory Employment Period. 
The employee’s first 90 calendar days of employment with the Presbytery are considered an 
introductory employment period. This period is a time for the new employee to get to know our 
organization, fellow employees, managers and the tasks involved in the position. 
 
This period is an extension of the selection process for the employee and the Presbytery during 
which the supervisors will evaluate the employee’s suitability for employment and employee can 
evaluate the Presbytery as a suitable position/employer. If, during this period, employee work 
habits, attitude, attendance, performance or other relevant factors do not meet the Presbytery’s 
standards, or if the employee finds the job a less than optimum fit, either party may terminate 
employment.  
 
Completion of the introductory work period does not guarantee continued employment for any 
specified period of time (unless otherwise stated by contract), nor does it require that an 
employee be dismissed only for cause. Successful completion of the introductory period does 
not alter the at-will employment relationship. 

 
3.3 Volunteers  
 
Volunteers are valuable contributors to the work of our organization. While volunteers are not 
considered “employees” of the organization, we do invite volunteers to embrace the policies, 
work rules, and guidelines for smooth and consistent operation of Presbytery programs and 
activities.  Volunteers do not receive any pay or benefits accorded to paid employees. 
 

3.4 Attendance and Hours Worked 
 
Work within a “virtual” presbytery operation requires regular communication and accessibility by 
email and phone.  Actual work schedules of individual staff members will be flexible and varied, 
depending upon the work to be done. The “virtual team” concept works best when each 
member of the team recognizes the needs of the others. To honor that sense of “team”, staff 
members who are unable to be in communication for more than 48 consecutive hours during 
the work week should notify the appropriate supervisor (or co-worker in the case of Directors).   
 
Unavailability due to personal time away for more than 48 hours in a work week requires 
sufficient prior notice to the Director of Administration to allow for coverage of responsibilities.   
 
When a staff member is unavailable for more than 48 hours in a work week, they should 
program their email response to indicate their unavailability and provide an alternate staff 
contact.  
  

3.5 Outside Employment, Volunteer Work and Conflicts of Interest   
 
Employees shall be guided by the “Ethical Standards of Conduct” when performing work outside 
the Presbytery whether paid or volunteer.  
 



Approved by the Presbytery Council 4.23.24. Updated 9.17.24, 3.26.26. 
 

11 
 

Employees who are engaged in other paid work outside the Presbytery should inform the 
appropriate supervisor. The reason for this is so that the Presbytery can assure there is no 
conflict of interest or scheduling. 

 
3.6 Gifts and Gratuities 

 
Any gifts or gratuities (other than standard honorariums or stipends) received by employees 
shall be reported to the Director of Administration. Care must be taken such that any gifts 
received by individual staff members do not result in favored treatment or the appearance of 
favored treatment of the giver. 

 
3.7 Safety 

 
While the Presbytery does not have a physical workspace, the Presbytery strives for its 

employees to work in environments free of obvious dangers that could cause physical harm. 
Employees are required to observe basic safety and security procedures and to call attention to 
any dangerous conditions. Employees should: 
 
1.  Report any accident or injury received by a staff member or visitor immediately 
 to the appropriate supervisor. 
2.  Not operate any machinery or equipment without proper training and only in  
 accordance with manufacturer’s instructions. 
3.  Use care in lifting heavy objects. Get Help! 
4.  Be mindful of wet floors or spills. Wipe up spills immediately. 
5.  Pick up loose or inappropriate objects on a floor surface that could cause trips, falls, 
 or other injury. Be mindful of extension cords that are potential hazards. Move them to a 
 safe location or mark them with appropriate warnings or covers. 
6.  Use appropriate ladders to reach high places or ask for help. 
7.  Report any unsafe condition to the appropriate person or supervisor so that it can be  
 remedied. 
8.  Maintain all work areas to be free of conditions that could cause injury. 
9.  Stow personal property in a secure location and keep personally owned vehicles locked 
 while on church or Presbytery properties. 
10.  Become familiar with the locations of fire extinguishers in each location where you work.  
11.  Maintain awareness of safe places in case of tornadoes. Be prepared to guide any 
 visitors to safe places. 
 

3.8 Dress Code 

 
Staff members are expected to dress in an appropriate and professional manner and to be 
neatly groomed when engaged in Presbytery work. The Director of Administration may call the 
employee’s attention to any dress or grooming not deemed appropriate.  

 
 
3.9 Equipment Use, Care and Maintenance (including tools, materials and 
supplies) 
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Staff are expected to be good stewards in the care and use of Presbytery and church 
equipment, tools and supplies. Equipment should only be used by persons who are trained in 
proper use and in accordance with the manufacturer’s instructions.  Equipment maintenance 
should be performed when needed by qualified persons. Such equipment shall be used for 
work-related purposes and for the benefit of the churches and members. Equipment, tools, 
materials and supplies shall not be removed from the appropriate property or building without 
the express approval of the Director of Administration.  
 
All equipment, materials, tools and supplies shall be maintained in a secure manner to prevent 
unauthorized use or theft. 
 
Persons using such equipment/materials/supplies may be required to reimburse the Presbytery 
or appropriate church for damage/loss due to negligence.  

 
3.10 Facilities Use, Care and Maintenance  
 
Church buildings within Savannah Presbytery are available, under certain conditions, for 
meetings and gatherings of the Presbytery. The primary use of the facilities is to support the 
official functions of the church, and, therefore, church functions may preempt use by the 
Presbytery. 
 
When the staff or entities of the presbytery use Church facilities, they must adhere to 
established policies and, where applicable, pay any fees. The Presbytery may be asked to 
reimburse the Church for any damage caused during use. 
 

3.11 No Smoking 
 
No smoking is allowed by Presbytery staff in the Presbytery Records Room or while engaged in 
work for the Presbytery within member churches.   

 
3.12 Use of Electronic Communications, Social Media, and Internet 
 
It is the policy of the Presbytery that all employees (full/part-time employees, volunteers, and 
temporary workers, and those who represent themselves as being connected with the 
Presbytery) will adhere to the standards and procedures set forth in this policy. Electronic mail 
refers to both the email and voicemail systems. The word “system” is intended to include all 
types of electronic media and the internet. 
 

3.12.1 Purpose 
The purpose of the policy is to communicate the rules regarding access to and disclosure of 
email or voicemail messages created, sent, or received by Presbytery employees using the 
Presbytery’s electronic communication systems.  It is further intended to provide guidance to 
staff in their personal use of social media as it might affect the Presbytery, our churches, our 
mission, members, and reputation. 
 

3.12.2 Social Media and Appropriate Use Defined 
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Social media includes all means of communicating or posting information or content of any sort 
on the internet, including to an employee’s own or someone else’s web log or blog, journal or 
diary, personal web site, social networking site, web bulletin board, or a chat room, whether or 
not associated or affiliated with the Presbytery, as well as any other form of electronic 
communication. Employees are expected to be fair and courteous to fellow employees, 
members, visitors, suppliers, or people who work on behalf of the Presbytery.  
 
Employees are encouraged to resolve work-related complaints internally and not on social 
media sites.   
 
Appropriate use is that which is respectful, honest and accurate, and that which will not harm 
the reputation or mission of the Presbytery or those we serve. 
 
Employees are reminded that conduct on social media reflects upon the Presbytery whether the 
employee is engaged in Presbytery work or on personal time. 

 
3.12.3 No expectation of Privacy  
All Presbytery or church-supplied technology including computer systems and Presbytery-related 
work records belong to the Presbytery and not the employee/staff.  However, if a laptop has 
been provided for a staff member, the computer becomes the property of the staff member 
after 4 years of service to the Presbytery but the records continue to belong to the Presbytery.  
The Presbytery routinely monitors usage patterns for its email and internet communications. 
There shall be no expectation of privacy regarding the use of Presbytery-supplied technology 
and work-related records. 
 

3.12.4 Terms of Use of Electronic Communications/Computer Systems  
a.  Our systems will be used for appropriate purposes only. Questions should be referred to 
 the Director of Administration. 
b. Our systems are the property of the Presbytery or local churches. 
c.  Our systems will be used to post notices of general interest. 
d.  Our systems will not be used to create any offensive or disruptive messages. 
e.  Our systems will not be used to transmit confidential information without authorization.  
f.  The Presbytery reserves the right to review, audit, and access all messages on the email 
 system. 
g.  The confidentially of any message should not be assumed. 
 h.  When using our systems, always evaluate the message and the proper 
 communication channel to use. 
i. Any employee/staff member who discovers a violation of the policy should report 
 it to the Director of Administration. 
j. Employees/staff members may not establish Internet web pages that mention the  
 Presbytery or our churches unless doing so is included in the employee’s job duties. 
k. Posting any unauthorized information relating to the Presbytery or our churches on any 
 publicly accessible Internet site is prohibited. 
l. Presbytery internet and email access may not be used for transmitting, retrieving, or 
 storing of any communications of a defamatory, discriminatory or harassing nature, or 
 materials that are obscene or X-rated. No messages with derogatory or inflammatory 
 remarks about an individual’s race, age, disability, religion, national origin, physical 
 attributes, sexual preference, or any other federal or state protected status may be 
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 transmitted. Harassment of any kind is prohibited. 
m. Disparaging, abusive, profane, or offensive language (materials that would 
 adversely or negatively reflect upon the Presbytery or our churches or be contrary to the 
 the best interests of our entities) or any illegal activities including piracy, hacking, 
 extortion, blackmail, copyright infringement, and unauthorized access to any computers 
 on the internet or email are forbidden. 
n. Copyrighted materials belonging to entities other than the Presbytery may not be 

transmitted by employees on the Presbytery’s network. All employees obtaining access 
to another company’s or individual’s materials must respect all copyrights and may not 
copy, retrieve, modify, or forward copyrighted materials except with permission or as a 
single copy to  reference only. If employees find something on the internet that may be 
interesting to others, they should not copy or download it. Instead, they can give the 
URL (uniform resource locator or “address”) to the  person who may be interested in the 
information and have that person look at it on their own. 

o. Employees should not use our systems in a way that disrupts its use by others. This 
 includes but is not limited to streaming of any video, unless work-related, streaming of 
 music unless approved by management, sending or receiving many large files, and 
 sending email messages to an excessive number of users or sending emails that are not 
 work-related in content. 
p. The internet is full of useful programs that can be downloaded, but some of them may 
 contain computer viruses or spyware that can extensively damage our computers and 
 compromise security of our information. Be sure to virus-check downloaded files 
 immediately. Also, many browser add-on packages  (called “plug-ins”) are available to 
 download. There is no guarantee that such will be compatible with other programs on 
 the network and such may cause problems; therefore, please refrain from downloading 
 such plug-ins. 
q. Each employee/staff member is responsible for the content of all text, audio, or images 

that s/he places on the appropriate drives or sends using the Presbytery’s internet and 
email system. No email or other electronic communications may be sent which hides the 
identity of the sender or represents the sender as someone else. Also, be aware that the 
Presbytery’s name is embedded in the Presbytery email addresses provided to staff 
members so staff must use discretion in formulating messages.  

3.12.5 Media Contacts 
Employees should not speak to the media on the Presbytery’s behalf without contacting the 
Director of Administration. All media inquiries should be directed to the Director of 
Administration. 
 

3.13 Travel and Expense Reimbursement  
 
Employees who travel on behalf of the Presbytery or in the course of work will be compensated 
for expenses upon return. Travel and related expenses must be preapproved. The IRS Business 
Rate will be applied for staff. 
 
The Presbytery’s credit card is overseen by the Treasurer who must preauthorize its use which 
is for business/work-related purposes only. 
 
Staff members who must purchase work-related items or supplies without a credit card must 
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have preapproval to do so and must provide receipts and documentation of work-relatedness of 
the purchase. See Appendix #3 Travel and Expense Guidelines or Savannah-Presbytery-
Travel-and-Expense-Guidelines.pdf (savannahpresbytery.org) . 

 
3.14 Compensation and Payroll 

 
The Savannah Presbytery strives to provide reasonable compensation packages to all 
employees. Periodically, surveys will be conducted to determine pay equity. Job descriptions 
and performance evaluations will also be reviewed periodically to ensure compensation is 
reflective of responsibilities and level of performance.  Increases in compensation will also be 
dependent on budget conditions. 
 
Rates of pay are based on a variety of job-related factors including the level of responsibility of 
each position, the knowledge, skill, ability, training and education required for the position, level 
of experience of each applicant/employee, level of discretion and independent judgment, 
consequence of error and other job-related characteristics.  
 
Presbytery employees will be paid monthly. All authorized payroll deductions will be made by 
payroll before an employee receives his/her paycheck. Deductions include all applicable taxes, 
Social Security (FICA) and other mandatory or authorized deductions.  
 

Payroll records will reflect hours worked for non-exempt hourly staff. 
 
3.15 Emergency Conditions 

 
Working conditions within the Presbytery may be challenging during periods of inclement 
weather or other natural or man-made conditions that may create dangerous working 
conditions or require travel. The Presbytery will strive to honor the employment relationship by 
continuing pay for salaried employees for short periods of closure. In the event of an extended 
period of closure (such as a catastrophic hurricane), the Presbytery reserves the right to limit 
continued compensation.  
 

3.16 Pandemic Policy 

 
Employees may be required to adjust work schedules, locations, and conditions due to a 
pandemic or other occurrence involving the spread of communicable or contagious diseases. 
The Presbytery will strive to meet the needs of employees, members, and visitors while 
balancing the need to keep everyone safe and minimize risk. 
 
Employees who are sick or who show signs of illness are encouraged to stay home and work 
remotely if possible. It may become necessary to request information from your health care 
provider. In general, we would request medical information to confirm your need to be absent 
from the work commitments outside of the home, and to show that it is safe for you to return 
to the work environment. Such medical information will be kept confidential. 
 
Employees may be required to take time away from work or work remotely if they test positive 
or have been exposed to someone who tested positive for a highly contagious medical 

https://www.savannahpresbytery.org/wp-content/uploads/Savannah-Presbytery-Travel-and-Expense-Guidelines.pdf
https://www.savannahpresbytery.org/wp-content/uploads/Savannah-Presbytery-Travel-and-Expense-Guidelines.pdf
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condition, such as COVID-19. 
The Presbytery may require preventative measures such as social distancing and wearing a 
mask. All staff are asked to help keep work areas disinfected as much as possible. Staff are also 
encouraged to take personal safety precautions during an outbreak such as avoiding crowds in 
poorly ventilated areas, avoiding face-to-face meetings and using technology as a means of 
communication. 
 
Travel may be limited during periods of contagious disease outbreak. Some services and 
programs may be suspended or conducted/delivered via electronic technology. 

 
3.17 Leaving the Organization 
 
3.17.1 Resignation- Employees are expected to provide a minimum of two weeks to 30 days 
notice of intent to resign, depending on the nature of the position.  This provides time for 
ensuring continuity of programs and services, training replacements, and/or reassigning work. 
 
3.17.2 Dismissal- Should an employee be involuntarily separated from employment, advance 
notice may not be given. Each situation will be considered on its own merit. 
 
3.17.3 Layoff – Should it become necessary to eliminate positions, employees will be given as 
much notice as possible. Every effort will be made to reassign employees whose positions are to 
be eliminated. Reassignment will be dependent on required knowledge, skills, and abilities. 
 
 

Section 4 – Managing Performance 
 

4.1 Job Descriptions and Performance Expectations 
 
Job descriptions will be maintained for each regular position and reviewed periodically for 
currency.  Job descriptions may not be all inclusive but will contain a list of essential functions 
of the job, duties and responsibilities, and desired qualifications. Job descriptions will be 
reviewed with each vacancy in order to provide for current recruiting needs. 
 
Job descriptions are used to recruit new employees, to orient and train new employees, to 
compensate employees and as a basis for performance evaluation and management. 
 

4.2 Performance Evaluations 
 
Supervisors and employees are encouraged to discuss performance-related issues on an 
informal, continuing, day-to-day basis. This will help to ensure shared expectations and prevent 
the element of surprise. Performance will be reviewed at least annually and will be based on the 
job description. See Appendix #4 Performance Evaluation Format/Personnel Visit.   
 
Employees are encouraged to set goals and accomplishments for each evaluation period.  If 
additional training or development is desired or needed, employees and supervisors should 
discuss these together and establish plans and resources needed for successful completion.  
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4.3 Performance Improvement Plans 
 
Should performance fall short of expectations, written plans shall be developed by the 
supervisor and the employee together to identify specific areas of concern. Such plans shall 
include specific, measurable, achievable, reasonable, and time-bound benchmarks for 
improvement.  The plan shall also include consequences for failure to meet expectations.  See 
Appendix #5 Performance Improvement Plan.   
 

4.4 Code of Conduct and Corrective Action 
 
4.4.1 General Conduct Guidelines 
Orderly and efficient operation of the Presbytery requires that employees maintain proper 
standards of conduct and observe certain procedures. These guidelines are provided for 
informational purposes only and are not intended to be all-inclusive. Nothing here is intended or 
will be construed to change or replace, in any manner, the "at-will" employment relationship 
between the Presbytery and the employee.  
 
The following actions will result in corrective/disciplinary action. They do not form a complete 
listing of all behaviors which are unacceptable but provide guidance. These guidelines are 
intended for safe, efficient operation and are not absolute, inflexible rules, but must be 
tempered with common sense on the part of our employees.  In the absence of a reasonable 
basis for departure from the guidelines, failure to perform and behave according to the Code of 
Conduct will result in corrective action, disciplinary action, up to and including dismissal from 
employment with or without warning. 

 

The Presbytery views the following as inappropriate behavior: 
 

1.  Failure to follow the policies and procedures outlined in this handbook. 

2. Negligence, carelessness or inconsiderate treatment of co-workers, 
individuals in our member congregations, ministers in our Presbytery, and 

others we serve to support. 

3. Theft, misappropriation or unauthorized possession or use of property, 
documents, records or funds belonging to the Presbytery, or any member or 
employee; removal of same from appropriate premises without authorization. 

4. Divulging confidential information to any unauthorized person(s) or to others 
without an official need to know. 

5. Obtaining unauthorized confidential information pertaining to members or employees. 

6. Making unauthorized changes to Presbytery records or falsifying Presbytery 

records, personnel or pay records. 

7. Willfully or carelessly damaging, defacing or mishandling property of the 
Presbytery, a member church, or other employees. 

8. Taking or giving bribes of any nature, or anything of value, as an inducement to 
obtain special treatment, to provide confidential information or to obtain a 
position. Acceptance of any gratuities or gifts must be reported to the Director of 
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Administration. 

9. Willfully or carelessly violating security, safety, or fire prevention equipment or 
regulations. 

10. Conduct that is illegal under federal, state, or local law. 

11. Conviction of a felony or serious misdemeanor. 

12. Creating a disturbance on premises where we serve. 

13. Use of abusive language. 

14. Any rude, discourteous or un-businesslike behavior, on or off Presbytery or 
church premises, and which adversely affects the Presbytery or its churches’ 
services, operations, property, reputation or goodwill in the community or 
interferes with work. 

15. Insubordination or refusing to follow instructions from a supervisor or manage 
refusal or unwillingness to accept a job assignment or to perform job 
requirements. 

16. Failure to be available when scheduled, to give notice of a planned period of 

unavailability, or abuse of leave or any other leave of absence. 

17. Taking other unauthorized employment while on a leave of absence.  

18. Violation of the drug and alcohol policies. 

19. Falsification of one's employment application or employment history. 

 
4.4.2 Corrective Action 
Corrective Action is intended to call attention to a deficiency in conduct or performance and to 
provide an opportunity for immediate and sustained improvement.  It is the intent of the 
Presbytery to provide the support, guidance, and resources to help all employees perform at 
the best and most productive levels. It is in such an environment that all employees can find joy 
and share their gifts with our members and constituents.  The following are guidelines to help 
supervisors and employees correct any deficiencies. These steps need not be taken one after 
the other, but can be used in any order necessary, or may be skipped entirely.  There may be 
times when behavior is so serious that no reasonable person would expect to be warned before 
employment is ended. See Appendix #6 Employee Corrective Action Report. 

 

Oral conference.  This is the first opportunity for the supervisor to call attention to an 

area of deficiency. The discussion should include specific information about what needs 
to be corrected, why, and when. The supervisor should document this discussion but 
need not include this documentation in the employee’s personnel file.  Employees are 
encouraged to make notes about the discussion for further reference. The job description 
and performance evaluation form should be used as a reference for the topic/area of 
deficiency. 

Retraining or extended orientation period. When an employee is unable to master a 

skill set or job responsibility, and where retraining or extended training may be useful, a 
new employee may need additional time before becoming a “regular” employee. 
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Written Warning.  This is an opportunity to emphasize the seriousness of an incident. It 

can also be used as a follow up to previous discussions which have failed to produce 
adequate improvement. 
 

Suspension with or without pay. An employee may be removed from the workplace 

when further investigation is necessary, and in cases where further liability may accrue 
by keeping the employee at work. 
 
Provisional Employment Status. When an employee is under corrective action, 
improvement is expected to be immediate and sustained. In the event that such 
improvement is not demonstrated to the degree expected, the employee may be placed 
in a provisional employment status indicating that employment is in jeopardy. (This does 
not mean that employment cannot be in jeopardy without Provisional Status. There are 
times when behavior is so serious that no reasonable person would expect to be 
warned.) 
 

Demotion or reassignment. An employee who has not been able to master a skill set 

for a given job may be reassigned to another position if one exists. Compensation will be 
adjusted to reflect the change in job duties. 

 

4.5 Conflict Resolution and Problem Solving  
 
Any problems arising from employment or conditions of employment are to be directed to the 
person’s immediate supervisor, and if not resolved, to the Director of Administration. If the 
Director is unable to resolve the issue, a member of the Personnel Committee may be invited to 
assist in resolution. 
 
 

Section 5 – Benefits  
 

5.1 Social Security 
 
All employees are covered by the Social Security Act. The employee’s share of the tax is 
withheld in the form of FICA from the payroll check. 
 

5.2 Pension and Health Insurance 
 
Some employees may elect pension benefits and health insurance coverage as a part of their 
total compensation package.  The details of these benefits are outlined in the PCUSA Board of 
Pensions coverage documents. 
 

5.3 Workers Compensation Insurance 
 
Employees are covered by the Georgia State Board of Worker’s Compensation Insurance. Any 
injuries must be reported immediately or within 24 hours of the injury if immediate injury is not 
known. Reports must be submitted to the supervisor and the Director of Administration using 
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the standard form for Employer’s First Report of Injury or Occupational Illness 
(Appendix #7). 

5.4 Holidays 
 
The Presbytery recognizes the following holidays as paid days off for all of its employees.  
During these days, communication on Presbytery matters is not expected: 
 
 New Year’s Eve and Day 
 Martin Luther King Day 
 President’s Day 

Maundy Thursday through Easter Monday 
 Memorial Day 
 Juneteenth 
 Fourth of July  
 Labor Day  
 Thanksgiving Day and the Friday after Thanksgiving 
 Christmas Eve and Day 
 
When established holidays fall on a Saturday, they will ordinarily be celebrated on the preceding 
Friday. Holidays which occur on Sunday will ordinarily be celebrated on the following Monday. 
Exceptions may occur and will be announced prior to the holiday.  Additional holiday time may 
be granted, at the discretion of the Director of Administration.  

 
5.5 Leave  
 
5.5.1 Family Leave of Absence – Hourly and salaried employees are considered “church 
professionals” so that the Guidelines for Family Leave Savannah Presbytery (Appendix 
#8) applies to all presbytery employees.  For hourly paid employees, continued compensation 
would be calculated based on the average weekly pay for the previous 6 months. 
 
5.5.2 Military Leave – Military leave shall be granted in accordance with applicable state and 
federal laws. 
 
5.5.3 Jury Duty – The Presbytery encourages our employees to perform their civic 
responsibilities as they are called.  Staff called to jury duty should notify the Director of 
Administration by email. 
 
5.5.4 Medical Leave – Employees may request leaves of absence due to a serious medical 
condition which requires continued medical treatment by a healthcare provider. A serious 
medical condition is defined as one that can involve some or all of the following: 

 
1. Conditions that require inpatient care in a hospital, hospice, or residential medical care 

facility 
2. Conditions that incapacitate an employee for more than 3 consecutive days and require 

ongoing medical treatment 
3. Chronic conditions that cause occasional periods of incapacity and requires treatment by 

a healthcare provider. 
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This definition includes conditions such as cancer, heart attacks, strokes and severe injuries. A 
serious health condition is not intended to cover short-term illness such as the cold or flu unless 
complications arise. 

 
Provisions would include: 
 
1. The employee must have completed 90 days of employment; 
2. Leave may be granted for up to 91 consecutive days or the equivalent of 13 weeks with 

continued compensation and health care coverage; 
3. Medical Certification from the health care provider will be required; 
4. The employee will be required to maintain contact with the employer during the period 

of absence. 
 
Medical certification will be required by the treating physician. See Appendix #9 Certification 
of Health Care Provider for Employee’s Serious Health Condition under the Family 
and Medical Leave Act.   

 
Section 6 – Record Keeping 
 
All personnel records will be kept confidential with limitations based on a strict need to know. 
Employees are to notify the Director of Administration, in writing, of any changes in the 
following: Name, Address, Telephone Number, Emergency Contacts, W-4 or G-4 elections, 
Benefit status changes. 
 
All requests for information from outside sources concerning current or former employees must 
be handled through the Director of Administration. 
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Appendix 1 

Savannah Presbytery 

Report of Possible Sexual Harassment or Bullying 

 

Please describe in as much detail as possible what happened and submit this report to the 

Director of Administration. 

 

Name and title of Person Reporting suspect behavior: 

Name and title of the Victim, if someone other than the Person Reporting: 

Your Address, City, State, Zip Code, and Telephone: 

Date of Report:  

Name and title of the Person Suspected of misconduct:  

Contact information of the Person Suspected, if known: 

Report of Suspected Sexual Misconduct or Bullying: 

What happened? 

When? 

Where?  

If the behavior occurred more than once, please explain: 

Were there any witnesses? If so, please name and provide contact information. 

Do you have any evidence that may be helpful? If so, please describe or attach. 
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Appendix 2 

Savannah Presbytery 

Behavioral Checklist for Reasonable Suspicion Drug Testing 

Employee Name:________________________________________________________________ 

Supervisor/Manager Name:_______________________________________________________ 

Indicate information and observations that have caused you to be concerned about the 

employee. Please be specific and include dates, times, and actions taken. Attach additional 

documentation or record as needed. 

Appearance 
_________________________________________ Changes in or unusual personal appearance 

(dress, hygiene, increase/decreased pupil) 
_________________________________________ Changes in or unusual speech (incoherent, 

stuttering, loud) 
_________________________________________ Changes in or unusual physical mannerisms 

(gestures/posture) 
_________________________________________ Changes in making eye contact 
_________________________________________ Excessive fatigue (red, swollen eyes) 
_________________________________________ Changes in physical health (major & 

unexplained weight loss or gain) 
_________________________________________ Physical signs of violence/injury 
 
 
Absenteeism/ Lack of Availability 
 
_________________________________________ Frequent, unauthorized or unexplained 

absences 
_________________________________________ Frequent, unexplained disappearance 
_________________________________________ Constant sniffing or coughing 
_________________________________________ Frequent colds, flu or other vaguely defined 

ailments 
 
Behavior 
 
_________________________________________ Behavior that disrupts work flow 
_________________________________________ Interferes with or ignores established 

procedures 
_________________________________________ Procrastination on significant 

decisions/tasks 
_________________________________________ Unsupported excuses for poor 

performance/errors 
_________________________________________ Difficulty in concentration 
_________________________________________ Frequent/intense arguments 
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Appendix 2 (cont.)  
 

________________________________________ Verbal and/or physical abusiveness 
________________________________________ More than usual supervision necessary 
________________________________________ Unpredictable response to supervision 
 
 
Job Performance 
________________________________________ Significant increase in errors/poor judgment 
_________________________________________ Inconsistent or sudden change in 

quality/quantity of work or productivity 
_________________________________________ Missed deadlines 
_________________________________________ Difficulty recalling instructions, details 
 
 
General Behavioral Indicators (changes) 
_________________________________________ Refusal to perform assigned tasks 
_________________________________________ Suspicious behavior; resentment toward 

others 
_________________________________________ Cynical or distrustful comments 
_________________________________________ Making unfounded accusations toward 

others 
_________________________________________ Making unreliable or false statements 
_________________________________________ Unusual sensitivity toward critiques or 

advice 
_________________________________________ Blaming others 
_________________________________________ Extreme mood shifts 
_________________________________________ Loud or disruptive behavior 
_________________________________________ Displays of emotion that are out of context 
_________________________________________ Increasingly irritable 
_________________________________________ Unusually demanding, rigid or inflexible 

behavior 
_________________________________________ Specific concerns or complaints from co-

workers 
 
Other Signs 
_________________________________________ Odor of alcohol or marijuana apparent 
_________________________________________ Signs of possible intoxication (slurring, 

coordination, and/or balance impaired) 
_________________________________________ Frequent conversations about alcohol use, 

drug use and/or hangovers 
_________________________________________ Engages in discussion about obtaining or 

using drugs and/or alcohol 
 
 
Observers must consider that there may be other explanations for varied behaviors. Note that 
this checklist provides general guidance only and is not intended to be used in isolation of other 
indicators or considerations. 
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Appendix 4  

Savannah Presbytery 

Performance Evaluation Format/Personnel Visit  

This form is to be used as a companion to the job description. 

 

Employee Name: 

Position Title:  

FLSA classification:  

Reports to: (Name and Title) 

Date written:     Period of review:  

_____________________________________________________________________________ 

After reviewing the job description, determine whether any changes should be 

made, followed by a general discussion of how the year has gone: 

 

1. What has been particularly energizing/invigorating about your work? 

 

 

 

 

2. What has been particularly draining/frustrating/concerning? 

 

 

 

 

3. Goals for the future? 

 

 

 

 

4. Other. 

 



Approved by the Presbytery Council 4.23.24. Updated 9.17.24, 3.26.26. 
 

28 
 

Appendix 5 
 

Savannah Presbytery 
Performance Improvement Plan 

 
Employee Name:___________________________________________   
Position:__________________________________________________ 
 
Area of Job Function & Responsibility: Describe in detail, with examples, the Performance 
Deficiency (what is employee not doing that s/he should be doing?): 
 
 
 
 
Summary of prior discussion and/or action related to this or other performance deficiency: 
 
Date:________Written_____ Oral____ Action:________________________________________ 
Date:________Written______Oral____Action:________________________________________ 
 
Plan to Bring Performance to Standard: What action will employee take to meet the standard 
and when? (Actions should be specific, measurable, attainable, reasonable, and time bound.)   
 
 
 
 
 
What action will supervisor or others take to help employee meet the standard and when? 
Include follow up date(s). 
 
 
 
 

Failure to achieve immediate and sustained improvement or recurrence of substandard 
performance may result in further corrective action, up to and including termination of 
employment.  

 
Employee comments:  
 
 
 

Signatures 

Employee*:_______________Date:_____ Supervisor:________________________ Date:_____ 
 
*Employee’s signature indicates that employee participated in this discussion and agrees to take 
the action planned.  If employee disagrees with any part of this plan, employee should write 
concerns on the back of this page or additional page.  
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Appendix 6 
 

Savannah Presbytery 
Employee Corrective Action Report 

 
 

Employee Name: __________________________  Position: ______________________  
  

Date Issued: ____________________   
 
Type of Action (circle one) Consultation/ Counseling/ Warning/ Reassignment/ 
Demotion/ Suspension/ Termination of Employment  
 
 
1. Incident/event which forms the basis for this report: (What happened?) 

 
 
 
 
2. In what way did this incident affect business operations? (What was the impact? 

Why is this discussion important?) 
 
 
 
 
3. Were there any prior incidents of this or any other type? 
 
 
 
 
4. What action must the employee take to improve performance? (Include time frame) 
 
 
 
 
4. Follow up date and results: 
 

 

My signature below acknowledges that I participated in this discussion and that I 
understand that improvement must be immediate and sustained. My failure to 
improve performance/behavior may result in further corrective action up to and 
including termination of employment. I understand that it is my responsibility to ask 
questions for clarification. 

 
_______________________________________________________________________ 
Employee signature       Date 
_______________________________________________________________________ 
Supervisors signature       Date 
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Appendix 7 (cont.) 
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Acknowledgement of Receipt for Employee Handbook  
(Employee Copy – Keep this page with your handbook) 

 
I acknowledge that I have received a copy of the Employee Handbook. I understand 
that I am responsible for reading the information contained in the Handbook.   
 
 I understand that the handbook is intended to provide me with a general overview 
of the organization’s policies and procedures. I acknowledge that nothing in this 
handbook is to be interpreted as a contract, expressed or implied, or an inducement 
for employment, nor does it guarantee my employment for any period of time.   
 
I understand and accept that my employment with the Savannah Presbytery is at-
will. I have the right to resign at any time with or without cause, just as the 
Presbytery may terminate my employment at any time with or without cause or 
notice, subject to applicable laws.  I understand that nothing in the handbook or in 
any oral or written statement alters the at-will relationship, except by written 
agreement signed by the employee and the Director of Administration.  
 
I acknowledge that my employer may revise, suspend, revoke, terminate, change or 
remove, prospectively or retroactively, any of the policies or procedures outlined in 
this handbook or elsewhere, in whole or in part, with or without notice at any time, 
at the company’s sole discretion.   
 
I understand that it is my responsibility to maintain current knowledge about the 
information in this Handbook. If I have any questions, I am to ask my supervisor or 
Director of Administration. 
 
  
_________________________________ (Signature of Employee)  
  
_________________________________ (Employer Representative)  
 
__________ (Date)  
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Acknowledgement of Receipt for Employee Handbook  

(Employer Copy – Keep in the Employee’s Personnel File) 
 

I acknowledge that I have received a copy of the Employee Handbook. I understand 
that I am responsible for reading the information contained in the Handbook.   
 
 I understand that the handbook is intended to provide me with a general overview 
of the organization’s policies and procedures. I acknowledge that nothing in this 
handbook is to be interpreted as a contract, expressed or implied, or an inducement 
for employment, nor does it guarantee my employment for any period of time.   
 
I understand and accept that my employment with the Savannah Presbytery is at-
will. I have the right to resign at any time with or without cause, just as the 
Presbytery may terminate my employment at any time with or without cause or 
notice, subject to applicable laws.  I understand that nothing in the handbook or in 
any oral or written statement alters the at-will relationship, except by written 
agreement signed by the employee and Director of Administration.  
 
I acknowledge that  my employer may revise, suspend, revoke, terminate, change 
or remove, prospectively or retroactively, any of the policies or procedures outlined in 
this handbook or elsewhere, in whole or in part, with or without notice at any time, 
at the company’s sole discretion.   
 
I understand that it is my responsibility to maintain current knowledge about the 
information in this Handbook. If I have any questions, I am to ask the Director of  
Administration. 
 
  
_________________________________ (Signature of Employee)  
   
_________________________________ (Employer Representative)  
 
__________ (Date)  
 
 
 

 


