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Mission Statement

We are God'’s people doing God’s work in our community.

We believe that God created Lakewood Presbyterian to invite and include all people to participate in
the worship and ministry of the church.

Worship, which includes the sacraments, is central to the life of each individual and is expressed best
by fully incorporating the diversity of the community.

We believe we have a responsibility to encourage and provide for life-long learning throughout our
individual and shared faith journey.

As Christians, we are obedient to Christ and, therefore, reach out and serve others.

We value our relationships with one another. We believe that, through our experiences within the
church, we grow in our ability to share God’s truth in our everyday lives.

LPC’s personnel policies are grounded in the beliefs of the Christian community, in our denomination
and our sense of mission here in Lakewood.

Forward

The statements contained in this manual give general information pertaining to policies and certain
benefits that are in effect at Lakewood Presbyterian Church, hereafter referred to as the Church. These
policies are intended to provide guidance to the Personnel Committee and Church employees,
including clergy, lay staff and any other support staff members in the performance of their duties.
Although this Church intends to continue to utilize the attached policies, it reserves the right to make
any revisions from time to time as, in its judgement, may be advisable.

Such changes will be made, however, only after due consideration of the mutual advantages, benefits
and responsibilities of the Church to its employees and its members. Employees will, of course, be
notified of such changes in this handbook as they occur.

Basic Policies

The Church will consider the following basic principles as guides in the administration of its personnel

program.

1. For employees other than ordained ministers, employment with this Church is purely voluntary
based on the consent of both the Church and the employee. Both the employee and the Church
have the freedom to terminate the employment relationship with or without cause at any time.
This handbook does not constitute an implied or expressed contract. Guidelines for ministers
are determined by their “Terms of Call,” which are subject to the approval of the Olympia
Presbytery.

2. The needs of the Church shall be primary in all considerations relating to the assignment,

promotion, or dismissal of an employee.

Every effort will be made to pay employees fairly and equitably for the work they perform.

4. Salary increases are not to be considered automatic, but will be reviewed annually by the
Personnel Committee.

5. At the beginning of employment, the employee shall be given information regarding the general
policies and purposes of the Church, the duties and the responsibilities of the position, and
information on pay policies. Background checks will be done on all employees prior to their
employment.
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Each employee is expected to demonstrate characteristics of caring, cooperation, and desire to
serve the church in its mission to be faithful witnesses to Jesus.
Outside Employment (not applicable to ordained ministers): If Church employees engage in
outside work or hold other jobs, they are subject to certain restrictions.
a. a. The outside work should not adversely affect job performance or be disruptive to the
work environment.
b. Employees may not solicit or conduct outside business during Church work time or use
Church equipment or facilities in the other employment.
Nepotism/Fraternization: Family members employed at the Church may not work together in
any direct supervisory relationship or one that involves a conflict of interest.

Code of Conduct

Proper stewardship of the physical property and resources of the Church must be paramount in
the minds of employees at all times.

The Church promotes a productive work environment and does not tolerate any verbal or
physical conduct that harasses, disrupts or otherwise inappropriately interferes with another’s
work performance or that creates an intimidating, threatening, offensive, or hostile
environment.

The Church expects the highest standard of conduct with respect to the management of its own
affairs and in offering services to its members.

The Church does not discriminate against employees or members because of their age, race,
gender, nationality, or medical condition.

Drugs and Alcohol- It is the policy of the Church to maintain a workplace that is free from the
effects of drug and alcohol use.

Smoking— It is the policy of the Church to provide a smoke free environment. Smoking inside its
facility is prohibited at all times.

Appropriate dress and cleanliness shall be maintained at all times.

It is the policy of the Church to prohibit the possession, use or display of any kind of weapon,
including concealed weapons, in or on the grounds of the Church.

If the above code of conduct is not followed, the employee is subject to a verbal warning from their
supervisor. If there are repeated breaches of the code of conduct, the employee will be subject to a PIP
(Personnel Improvement Plan) and/or termination.

Administrative Organization

1.

3.

Session: The Session is responsible for the overall management of the church ministries. The
Personnel Committee is a permanent committee of Session and has been delegated by Session
to work with the Head of Staff on matters pertaining to employees of the church. Refer to Book
of Order page G- 3.02 for listing of specific areas of responsibility.
Head of Staff: The Pastor serves as the Head of Staff and is responsible for the day-to-day
activities of the staff, the day-to-day operation of the church and the overall ministry of the
church. In the absence of the Pastor, the Personnel Chair shall temporarily serve this role.
Staffing Categories and Accountability:

a. Ordained staff are accountable to Session and to the Presbytery.

b. All non-ordained staff are accountable to the Head of Staff and supported by the

Personnel Committee.



c. Ordained Staff: The Pastor(s) are ordained by the PCUSA and are called to serve the
church in accordance with the Book of Order. Ordained staff may be responsible for
specific ministries of the church. These employees are ordinarily exempt and their wage
and benefits will be determined by their “Terms of Call” as approved by Olympia
Presbytery.

d. Exempt Employees: These employees have regularly scheduled hours, but also may have
irregular working hours. Exempt employees are paid a salary and are not paid overtime
for hours worked in excess of the weekly hours scheduled. Exempt full time employees
are eligible to receive benefits.

e. Non-exempt Employees: These employees have regularly scheduled hours, and pay is
based on actual time worked. Overtime will be paid at 1.5 times the base wage for time
worked in excess of 40 hours per week (Overtime hours must be approved by the Head
of Staff prior to the instance).

e Probationary Period: For employees other than Pastors and others with specific documented
agreements, employment will be contingent on successful completion of a 90 day probationary
period. Employment may be terminated at any time during this time. At the end of the
probationary period performance will be reviewed, and, if satisfactory, the employee will
become a regular employee, at which time he/she will become eligible for the appropriate
benefits.

Grievance Procedure

If any employee has what he or she considers a grievance, the issue should be resolved with that
employee’s immediate supervisor. If the employee has an issue they consider personal in nature or one
that cannot be settled by their immediate supervisor, then the employee may refer the matter, formally
in writing, to the Chairperson of the Personnel Committee. Further recourse is the Clerk of Session

Termination of Employment

Non-ordained employees shall at all times remain an employee-at-will and, as such, shall be free to
voluntarily leave their employment at any time or likewise be subject to termination at any time with or
without cause. An employee’s employment rights with the Church cease with their termination for any
reason. A voluntary resignation is effective as of the last day worked or the date of notification by the
employee, whichever is later. A 30 day written notice of intent to resign is requested if at all possible.
Vacation benefits due, if any, will be paid according to the Church’s vacation policy. Pay for vacation
does not serve to extend the date of termination. Upon separation, employees shall not receive pay for
unused accrued sick leave.

Authority to dismiss a non-ordained employee for unsatisfactory work performance or for cause shall
rest with the Head of Staff, in consultation with the Personnel Committee and the notification of
Session. Employees discharged for disciplinary reasons receive no accrued benefits. A discharge is
effective as of the date of notification to the employee by the Church. A written Separation Notice will
be given to the non-ordained employee upon termination. If employment is terminated, the employee
will receive a final paycheck which includes all pay due since the last pay period. Prior to receiving such
check, the employee may be requested by the Head of Staff or designee to participate in an exit
interview, with appropriate compensation being paid for their time. An exit interview is not mandatory
on the employee’s part.



A layoff occurs when it becomes necessary to reduce positions in certain classifications in the
workforce due to lack of funds or lack of work. Decisions regarding positions to be eliminated will be
made jointly by the Head of Staff and the Personnel Committee with notification of Session. Employees
subject to a layoff, whenever possible, will be given at least 10 days notice and will receive all eligible
accrued benefits.

Personnel Records

The Church will maintain digital personnel files on each employee, including work and performance
evaluations records and attendance and sickness. The personnel folder of all employees, with the
exception of the Head of Staff, shall be maintained by the Head of staff and treated as confidential. The
personnel folder of the Head of Staff shall be maintained by the Chair of the Personnel Committee.
Actively serving Personnel Committee members will also have access to personnel records. Staff
members may review their personnel folder upon request to the Head of Staff or the Chair of the
Personnel Committee at a mutually agreed upon time.

Employment Procedures

1. Working Hours/Office Hours: Expected working hours for non-exempt staff are listed in their
job descriptions.

2. Job Descriptions: A written description identifying the duties and responsibilities of each staff
position will be kept up-to-date by the Head of Staff and are listed in the appendix. Official
volunteer positions are also included to provide clarity on role requirements and expectations
for members filling those positions.

3. Performance Reviews: Every staff member’s job performance is continuously monitored by
their supervisor, with commendation or correction given as appropriate at any time. For all
employees other than the Head of Staff, a formal performance review should be conducted on
an annual basis by the Head of Staff and Personnel Committee. Should a non-ordained staff
member’s performance become unsatisfactory, despite counseling, the staff member will then
be advised of such in writing and will be placed on probationary status. Following reviews will
be the basis for continued employment or termination.

a. An evaluation of the work of the Head of Staff will be made annually by the Session and
may be facilitated by the Personnel Committee. Evaluations will be reviewed with the
Head of Staff, with the Head of Staff being encouraged to provide input regarding job
description and personal development opportunities.

4. Employment of Church Members:

a. If church members are employed as staff members, they are only to be paid for work
that they have been assigned by their supervisor in accordance with their job

description. Unassigned work, even in the same field, is considered volunteer service to
the church.

Annual Reviews

Lakewood Presbyterian Church aims to conduct Personnel Reviews on an annual basis. Annual reviews
of staff members will be done by the Pastor and one member of the Personnel Committee. Records of
annual reviews are kept in the employee’s personnel records. The Pastor’s annual review will be done
by the Session. The Personnel Committee may help facilitate the pastor’s annual review.



Employee Benefits
Paid Holidays

Regular employees working 20 or more hours per week shall have the following paid holidays:

New Year’s Day

Martin Luther King Day
Easter Monday
Memorial Day
Independence Day
Labor Day
Thanksgiving Day
Christmas Day

If the holiday falls on a Sunday, the employees regularly scheduled to work on that day are expected to
fulfill their usual duties and take a day off in the preceding or succeeding week. For full time
employees, if the holiday falls on a regularly scheduled day off, the employee is entitled to a day off in
the preceding or succeeding week.

Sick Leave

Employees shall accrue one hour of sick leave for every 40 hours worked (does not include time paid
when not working, such as annual leave, paid holidays or educational leave). Accrued sick leave may be
used once the employee has completed 90 calendar days of employment. Sick leave may be accrued
for up to five (5) years. Unused sick leave is not eligible for payout upon separation of employment.
Requests for usage of sick leave (for planned time off) must be made in advance of the date worked.
Should be submitted in writing to the supervisor two weeks in advance, when possible.

Family/ Medical Leave

Eligibility: It is LPC’s intent to provide a family/medical leave benefit that is consistent with applicable
federal and state law, and PC(USA) requirements. All ministers of Word and Sacrament serving in an
installed relationship with a congregation are required to be offered a minimum of twelve weeks paid
family/medical leave if needed (G-2.0804). Washington State provides up to 12 weeks of partially paid
leave if the employee has worked a certain minimum number of hours in the previous year. LPC will pay
the difference between the state or BOP benefits and the employee’s full salary. Other employees may
be eligible for unpaid family/medical leave under the federal FMLA. Family/medical leave may be
granted for birth, adoption, foster care placement, certain military related events, or serious health
conditions of the employee or their spouse, child or parent. Employees who qualify for more than 12
weeks of partially paid leave by Washington State may take the additional leave, but LPC will not be
required to pay the difference between the state benefits and the employee’s full salary.

Notification: Eligible employees who wish to take family/medical leave must give notification as soon
as practicable, and provide reasonable advance notice of their intention to return to work.
Communication of mutual needs and planning is vital to minimize disruption for the congregation.
Pastors are encouraged to anticipate leave with sensitivity around the needs of the congregation,
including but not limited to temporary replacement and fulfillment of duties.



Bereavement/ Jury Duty

Regular employees are entitled to three days (five if traveling out of state) of paid bereavement leave in
the event of the death of a family member. Regular employees who are called for jury duty will be
granted paid leave commensurate with the hours they would have normally worked during their jury
service, minus the amount of pay received from the court.

Unpaid Time Off

Employees who do not have available sick leave may request unpaid time off from their scheduled
duties. Notice of unpaid absences should be submitted in writing to the supervisor two weeks in
advance, when possible. All requests for unpaid time off must be documented in writing.

Finance

Time Records
All employees submit electronic timesheets each day of work, which are reviewed by the Head of Staff
and treasurer. Hours are reported in quarter hours (i.e., 5.25 represents 5 hours and 15 minutes) and
employees are to round to the closest quarter hour.
e Hourly Employees — Actual hours to be paid are recorded for each day. Hours are reported as
Hours Worked, Paid Time Off, Sick Leave, or Other Hours (such as Jury Duty or Bereavement).
There is a column on the timesheet to record comments.
e Exempt Employees — Only exceptions to time work are recorded (Paid Time Off, Study Leave, or
Other).
Instructions for electronic timesheets can be found in the binder in the pastor’s office.

Pay Periods

Exempt employees have a consistent pay amount for each pay period, while Hourly employees are
paid based on actual hours recorded on their timesheets. Pay periods are from the 25th of one month
to the 24th of the next month, with the payday being the last business day of the month. The preferred
payment method is Direct Deposit into the employee’s bank account.

Pay stubs can be found in employee’s accounts at https://mypatriot.com/.

Pulpit Supply/ Coverage Pianists

Individuals serving as Pulpit Supply or as a coverage Pianist will be paid as individuals. If an individual
fills in one Sunday a month, they will be paid by the following Friday by mailed check or by Direct
Deposit, which can be set-up with the Church Treasurer. If an individual fills in more than one Sunday a
month, they will be paid via direct deposit at the regular employee pay date.

Compensation for coverage is as following:

Pulpit supply is paid $200 per Sunday.

Coverage pianists are paid $125 per service.

Mileage is not included, unless individually discussed in advance.
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Sexual Misconduct and Harassment Policy

We firmly believe that God intends all human life to have worth and dignity in all relationships. Through
these relationships, we are bound to serve and respect the dignity of every human being (F-1.0301).
This respect and dignity afforded to all of God’s creation is through the creation and maintenance of a
safe environment within our community, free of harassment.

This policy applies to staff, volunteers, and members of the congregation.

Verbal Harassment: Verbal harassment is harassment established by a pattern of conduct of
unwelcome or unwanted spoken or written comments. Those comments can include, without
limitation, insults, jokes, slurs, false and misleading information and threats. This could also
include and is not limited to stereotyping based on a person's nationality, origin, race, color,
religion, gender, sexual orientation, age, body, medical conditions, disability, and appearance.
Nonverbal Harassment: Nonverbal Harassment includes, without limitations, distribution,
display, or discussion of any graphic material that ridicules, denigrates, insults, or belittles. This
may also include and is not limited to a show of hostility, aversion, or disrespect toward an
individual or group because of nationality, origin, race, color, religion, gender, sexual orientation,
age, body, medical conditions, disability, and appearance.

Both Verbal and Nonverbal Harassment include, without limitation, persistent unwanted
contact (verbal or nonverbal), bullying, intimidation, and interference in the ministry of the
church or organization.

Sexual Harassment: Sexual Harassment is the behavior characterized by the making of
unwelcome and/or inappropriate sexual remarks, physical advances, requests for sexual favors,
and/or other verbal and/or physical conduct of a sexual nature. Sexual harassment may take
many different forms including, but not limited to, verbal, nonverbal, and physical sexual
harassment. See more definitions under Sexual Misconduct.

Electronic Harassment: Electronic Harassment is the use of electronic communication to harass
a targeted person or group, including, but not limited to, emails, blogs, social networking
websites, online games, forums, instant messaging, Zoom, and other virtual conferencing
modalities, text messaging, and mobile phone pictures and videos. Harassment perpetrated
through these online media have come to be known as "cyber bullying."

Retaliation: Retaliation is any hardship, loss of benefit, or penalty imposed on any person in
response to filing or responding to a bona fide complaint or discrimination or harassment.

Definition of Sexual Misconduct
Sexual misconduct includes, but is not limited to:

Sexual Harassment: Unwelcome sexual advances, requests for sexual favors, or other verbal or
physical conduct of a sexual nature that creates a hostile or intimidating environment.

Sexual Abuse: Any sexual activity, contact, or behavior involving a minor, a non-consenting
adult, or someone unable to give consent.

Exploitation: Using a position of authority or trust to engage in or coerce sexual activity.

In our efforts to create a church where all persons are treated with respect and dignity, Lakewood
Presbyterian Church commits to:



® Provide anti-harassment training for our staff and leaders to encourage education,
understanding, and growth;

e Acknowledge and thoroughly investigate all allegations of harassment, providing support
through the use of Book of Order defined processes and procedures outlined in LPC’s Safe
Conduct Policy .

e Strive to create a church where harassment of all kinds is not tolerated or accepted, where all
people of God are welcome and safe.

REPORTING AN ALLEGED VIOLATION OF THIS POLICY

Any person who feels that he or she has been subject to any type of harassment, including sexual
misconduct, is encouraged (but not required) to firmly and promptly notify the offender that the
behavior is inappropriate and violates this Policy. Moreover, an individual who believes he or she has
been the victim of or who has witnessed harassment, including sexual misconduct, should promptly
bring such conduct to the attention of their supervisor; the Personnel Chair; and/or our Pastor/Head of
Staff.

If a member becomes aware that harassment or discrimination is occurring, either from personal
observation or as a result of an individual coming forward, the member should immediately report it to
the Personnel Chair; and/or our Pastor/Head of Staff or Clerk of Session, as appropriate. Failure to
promptly report incidents of harassment will hinder our ability to initiate investigation of a complaint of
harassment and may limit our ability to stop and prevent further harassment. Cooperation in reporting
acts of harassment is essential to an anti-harassment policy.

Any person who believes that a filed report has not been satisfactorily resolved should promptly report
the matter to the Pastor/Head of Staff or, if the Head of Staff is unavailable or is the alleged harasser, to
the Clerk of Session.

Lodging a complaint will in no way be used against the complainant, nor shall it have an adverse effect
on such an individual’s status. Retaliation is a serious violation of this Policy and should be reported
immediately.

ADDRESSING COMPLAINTS OF HARASSMENT, INCLUDING SEXUAL MISCONDUCT
The following general procedures and potential consequences are applicable when addressing a
complaint of harassment, including sexual misconduct.

Investigations will be conducted by either the Presbytery (if the accused is a member of the ordained
staff or is a ruling elder commissioned to pastoral service in congregations of the presbytery), the
Session (if the accused is a Church member) or the Personnel Committee (if the accused is a
non-member employee, volunteer or independent contractor).

Such investigation shall be carried out with due regard for the personal dignity and privacy of all parties
involved.

Regardless of who conducts the investigation, we will take preliminary measures reasonably designed
to ensure that no harassment occurs while such an investigation is in progress.

Following the conclusion of the investigation, appropriate corrective action will be taken as follows:



e fitis determined that a person has violated this Policy, such person will be subject to appropriate
corrective measures commensurate with the seriousness of the particular offense or other relevant
circumstances;

e ifitis determined that no violation of this Policy has occurred, or that the investigation was
inconclusive, we reserve the right to take appropriate corrective measures;

e ifitis determined that the complaining party falsely accused another of harassment, knowingly or
in a malicious manner, the complaining party will be subject to appropriate corrective measures. In
all cases, the person who made the complaint and the alleged harasser will be advised of the
outcome of the investigation.

POTENTIAL CONSEQUENCES FOR VIOLATION OF THIS POLICY

Allegations Against a Person Subject to the Book of Order

Based on the seriousness of the offense, disciplinary action involving a person subject to the Book of
Order may include any of the forms of censure specified in the Book of Order (see Section D-12.0101).

In the event a person subject to the Book of Order is serving as an employee, volunteer or independent
contractor, a violation of this Policy could also result in one or more of the consequences listed below.

Allegations Against a Person not Subject to the Book of Order

Depending upon the status of the person being disciplined, consequences for violation of this Policy
could include verbal or written reprimand, suspension or termination of employment, removal from a
position of leadership or other responsibility and/or contract termination.
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Safe Conduct Policy

for Children, Youth, and Adults with Vulnerabilities

Purpose

1.

Recognizing God’s tender love and concern for the most vulnerable among us, we believe it is
our responsibility to do all that is reasonably possible to protect children and vulnerable adults
from being physically or sexually abused while they are under our care.

2. The first and most important priority of the Safe Conduct Policy is to provide a caring, safe, and
secure environment to the children, youth, and vulnerable adults of Lakewood Presbyterian
Church by limiting risk for abuse and harm.

3. The second purpose is to help Lakewood Presbyterian Church reduce risk and liability by doing
our due diligence to keep all minors, staff and volunteers safe.

Definitions

A. Children: Infants—5"grade

1. Nursery: Ages 0-5 (not yet in Kindergarten)
2. Preschool: 3—Pre-K
3. Elementary: K-5"grades
Youth: 6-12"grade
1. Middle school: 6-8"
2. High School: 9-12*
Adult: 18+ or has graduated from high school
Adult With Vulnerabilities: Any person 18+ or older with intellectual and developmental
disabilities who may be unable to protect themselves and/or who may require adult
supervision. From here forward, children/youth/persons with physical and/or intellectual
disabilities, will be referred to simply as “youth” or “child” and is intended to refer to all of these
individuals who are in need of special protections.
Volunteer: refers to people who are engaged and involved in activities at the church that are
not paid.
1. Long-term volunteers
i. Any adult who will have greater than normal contact with children and youth
that places them in a position of responsibility, authority or supervision. This
includes regular Sunday School teachers, Nursery volunteers, Godly Play
volunteers, and volunteers for trips, retreats, and fellowship activities both
inside the church building and out.
2. Short-term volunteers
i. These are “auxiliary service” volunteers who will have contact with children or
youth but do not regularly have direct responsibility for children. This includes,
but is not limited to coffee hosts, VBS station leaders, other task oriented jobs
around children and youth, and temporary volunteers (such as filling in to teach
Sunday School). Short term volunteers do not need to fill out background checks
or attend volunteer orientation. If a short-term volunteer begins regularly
volunteering, they will need to be background checked and attend volunteer
training.
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F. Staff: refers to people who are employed and paid by Lakewood Presbyterian Church in
Lakewood, WA

Requirements of staff and long-term volunteers working with Minors at Lakewood Presbyterian
Church
A. Adults will be permitted to volunteer with children only after they have been a member or
constituent of the church for six months, or by special permission by Session if attending for less
than six months.
B. A background check will be required for:
a. All Paid Staff
b. Long-term volunteers who work directly with children and youth this includes but is not
limited to nursery volunteers and Sunday School Teachers
C. Signed code of conduct on file

Disqualification for working with Children at Lakewood Presbyterian Church

It is not our intention to cause anxiety about small infractions that may appear on a background check,
the purpose of the background check is simply to ensure that there are no criminal behaviors that
would put children and youth at risk. The only people who will directly see the results of the background
check will be the Pastor and Personnel chair. We are not expecting anyone to have a perfect history,
listed below are what would disqualify someone from working with children. The Session and Pastor
reserve the right to use their discretion in special cases.

Disqualification from working with youth:
1. Violent Crimes in the past 10 years
2. Any criminal history of abuse
3. Any criminal history that involves a minor

Training and Education
1. Because all church volunteers and church officers are mandatory reporters, and to ensure this

policy is known and followed, all volunteers must complete an initial Volunteer Training
covering:

a. the contents of this policy,

b. mandated abused reporting rules, and

c. appropriate behavior and boundaries.
Volunteers must be re-trained at least every three years. If one is unable to attend the safety
briefing, they will be assigned an online course through Praesidium University and should make
plans to review the meeting minutes and sign the codes of conduct.

Expected Codes of Conducts for all volunteers and staff working directly with
children and youth
A. Two Adults Rule: It is our goal that a minimum of two unrelated adults* (see exceptions)
will be in attendance at all times when children are being supervised during our
programs and activities. Youth classes may have only one adult teacher in attendance
during the class session.
i. When there is only one adult present in the classroom, the program must take
place while other adults are present on the premises AND another church
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volunteer or staff member shall be allowed to periodically check in on the class.
Doors or windows to the classroom must remain open and there must be no
fewer than three students with the adult teacher. We do not allow minors to be
alone with one adult on our premises or in any sponsored activity unless in a
counseling situation.

ii. Short-term volunteers are never to be the sole caregiver to children. A fully
screened and trained long-term volunteer will always be present with a
short-term volunteer.

B. Ratios: The following ratios of children to adults should be maintained at all church
activities, while also maintaining the Two Adults Rule.

i. Nursery: 4:1

ii. Elementary and Youth: 10:1

Open Classrooms: Children should never be in an enclosed space with adults where there
are no windows to see in. There will never be a time that parents and guardians are not
allowed to visit or sit in on a children or youth program, including in the nursery.

. Discipline: It is the policy of LPC not to administer corporal punishment, even if parents have
suggested or given permission for it. There should be no spanking, grabbing, hitting, or
other physical discipline of children. Staff or volunteers should consult with the pastor or an
elder if assistance is needed with disciplinary issues.

Bathrooms: Parents should encourage their children to use the restroom before
programming begins. Adults should never be alone with a child in a restroom. Adults may
escort children to the bathroom but should not assist a child in using the restroom without
permission from parents. The door to the hallway should be open while the adult volunteer
stands outside the stall. Children in the nursery who need assistance going to the bathroom
can be assisted with written consent from their parents on their child’s nursery intake form.
Social Media: Lakewood Presbyterian Church will not post photos of children or youth
without the verbal permission of a parent/guardian. In regards to the Sunday Service which
is live-streamed a notice will be in the bulletin to inform parents/ guardians that their
children may appear on the livestream.

. Youth helpers: Teenage members of the congregation may be volunteers in the children’s
program or nursery starting at age 15. They will be held to the same accountability
standards as adult helpers, and will need to go through volunteer training. Background
checks are not needed for teenagers. Teenage volunteers or nursery staff are never to be
the sole caregiver to children. An adult will always be present with a youth helper.

. Nursery:

i. Only approved staff and screened volunteers shall be responsible for children in
the nursery during programming. Parents of nursery children may be in the
nursery with the permission of the Nursery Attendant.

ii. If needed, diaper changes will be done by Nursery staff or volunteers in full view
of the rest of the nursery.

Youth: All one-on-one conversation, mentoring, tutoring and instruction must take place in a
public setting where two or more persons are within view. Adults may not be alone with
youth or in any location that is not in full public view—including the home of the adult,
youth or child; secluded office or classroom locations; bathrooms or workrooms; secluded
parks, trails or recreation areas; and any other areas not in public view. Staff or regular
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volunteers must have permission from parents to drive children or youth for church
programming purposes.

J. Medical Release: Children must always have a signed permission slip/medical release form

in order to participate in all activities outside the building. A permission slip/medical release
form may grant permission for the entire year.
K. Exceptions
i. Inthe case when the two leaders are related, the program must take place within
the building while other adults are present AND another church volunteer shall
be allowed to periodically check in on the class.

Reporting Abuse

It is our job as people who have committed to nurturing youth to do our best to protect

them from abuse and neglect. If a situation were to arise where a child or youth confided in you that
they were experiencing abuse or if you were to suspect abuse/neglect it is the policy of Lakewood
Presbyterian Church that all staff and volunteers act as if they are mandated reporters.

If you observe a volunteer or staff not adhering to the codes of conduct as listed in this document, but
their actions do not meet the definitions of abuse listed below, notify the Pastor or Personnel Chair so
we can review the codes of conduct with them and take further action if necessary.

Definitions of Abuse

Children: make a report when you have reasonable cause to believe that physical abuse, sexual abuse,
sexual exploitation, negligent treatment or maltreatment, or abandonment occurred to a child.
Vulnerable Adults: make a report when you have reasonable cause to believe that abuse,
abandonment, neglect, or financial exploitation occurred to a vulnerable adult.

1.

"Reasonable cause to believe" means it is probable that an incident of abuse, abandonment,
neglect, or financial exploitation happened. Probable means that, based on evidence or
information readily obtained from various sources, it is likely the incident occurred.

"Reason to suspect" means it is possible that an incident of sexual or physical assault occurred.
Possible means that, based on information readily obtained from various sources, the incident
could have happened.

When to report abuse:

1.

If a staff member or volunteer has reasonable cause to believe that a child or vulnerable adult is
undergoing abuse, they must immediately report it to the Washington State Department of
Children, Youth, and Families. Staff members are required to notify their supervisor.

a. The Pierce County reporting line is: 1-888-713-6115. You can also call the Washington

State 24 Child Abuse Hotline: 1-866-363-4276

b. More information can be found at: https://dcyf.wa.gov/safety/report-abuse
If you need assistance reporting abuse, you may contact the pastor of Lakewood Presbyterian
Church or an elder and they will assist you.
If a volunteer files a report based on information that they have obtained while volunteering at
Lakewood Presbyterian Church, they are required to notify the pastor or member of Session
within 24 hours of reporting.

How Lakewood Presbyterian Church will respond:
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1. If suspected abuse is reported Lakewood Presbyterian Church will assist the individual who
observed the suspected abuse in filing a report to the proper authorities within 24 hours of
when the suspected abuse is reported.

[ have read the Lakewood Presbyterian Church Safe Conduct Policy and
promise to adhere to the policies.

Signature Date

Reporting Procedures — Additional Information for Session & Staff

Washington State law requires the mandatory reporting of all suspected child abuse or neglect within
24 hours. In our desire to protect and serve children and youth, LPC fully supports and cooperates with
this mandatory reporting requirement. LPC and its staff and volunteers are not required to investigate
or prove abuse; however, they are required to report all suspicions of abuse.

Washington statute defines child abuse or neglect:
Abuse or neglect’ means sexual abuse, sexual exploitation, or injury of a child by any person under
circumstances which cause harm to the child’s health, welfare, or safety... or the negligent
treatment or maltreatment of a child by a person responsible for or providing care to the child.
(RCW 26.44.020).

Negligence is further defined as:
‘Negligent treatment or maltreatment’ means an act or a failure to act, or the cumulative effects of
a pattern of conduct, behavior, or inaction, that evidences a serious disregard of consequences of
such magnitude as to constitute a clear and present danger to a child’s health, welfare, or safety,
including but not limited to conduct prohibited under RCW 9A.42.100. When considering whether a
clear and present danger exists, evidence of a parent’s substance abuse as a contributing factor to
negligent treatment or maltreatment shall be given great weight. The fact that siblings share a
bedroom is not, in and of itself, negligent treatment or maltreatment. Poverty, homelessness, or
exposure to domestic violence as defined in RCW 26.50.010 that is perpetrated against someone
other than the child does not constitute negligent treatment or maltreatment in and of itself. (RCW
26.44.020).

If volunteers or employees see indications of suspected abuse or a child shares such information with
them, they are required to report to their supervisor or staff contact immediately. Indicators may
include the following:

- Unusual or frequent - Injuries to genital or - Injuries that are not
bruises or cuts anal areas consistent with the child’s

- Welts explanation

— Fractures - Injuries inconsistent with

- Burns the child's age and

- Internal injuries developmental phase
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Presence of multiple - Age inappropriate sexually
injuries in various stages of explicit conversations,

healing

drawings and/or
descriptions

- Sophisticated or unusual
sexual knowledge or
interest in sexual activity

- Comments from the child
indicating physical or sexual
harm

For the Reporter:

o Even suspected abuse must be reported to the state. This information should be considered
sensitive and extremely confidential. Do not discuss your observations with other teachers,
the child or the parents. Any person who in good faith makes a report or gives testimony in
regard to possible child abuse or neglect is immune from civil or criminal liability.

o In addition to reporting to the state, the volunteer or staff member should also report their
suspicions to the pastor. If the volunteer or staff member is uncomfortable reporting
suspicions to the pastor, they may also report to an elder.

o If a child shares information with a volunteer or staff member, they should be aware that they
may not promise confidentiality due to the mandatory reporting requirements, although they
should use discretion when a child or youth reports an incident of abuse.

For the Elder/Staff:
o When an elder/ staff member makes a report to the state or is made aware that a report has
been made by a volunteer based on information received at Lakewood Presbyterian Church,
this person should:

Write a written description of what was observed or reported and submit a copy to the
Session within 24 hours of receiving the initial facts. All information is confidential and
should not be shared with anyone outside of Session until Session has met. If a
member of Session is involved in the report in any way, they shall be temporarily
excused from Session deliberations and decisions until allegations are substantiated or
cleared.

1. If the senior clergy is involved in any way in the abuse, the Presbytery should be
immediately notified to provide a temporary moderator for the Session until
allegations are substantiated or cleared.

After receiving the written report, Session will:

1. Immediately review together the information on the Report Form (they will not
investigate or question those involved).

2. Staff and volunteers should not attempt to investigate the situation or interview
the possible victim—in-depth questioning of suspected victims of child abuse
can hinder the legal process and may be considered interference with the
child’s testimony.

Immediately contact the Insurance Carrier as necessary.

4. If the abuse happened by a church staff member or volunteer while on church
property or during church programming, the Session should immediately obtain
legal counsel.

5. Adequate care should be shown for the well-being of alleged victims.

w
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6. Session should appoint a qualified spokesperson and develop a prepared public
statement that can be used to communicate to the congregation and, if
necessary, the media. Be careful to safeguard the privacy of those involved. Try
to remain neutral, avoid spelling out details of the accusation in public. Make
no statements about the incident to anyone without prior consultation with the
Church’s legal representative.

7. Treat the accused with dignity and support. If the accused is a volunteer, that
person should be relieved of their duties until the investigation is complete. If
the person is a paid employee, arrangements should be made to relieve the
person of their duties until the investigation is complete. Decisions to maintain
or suspend his or her income until the allegation is substantiated or dismissed
will be determined in the sole discretion of the church leadership.

8. Law enforcement agencies must present identification before interviewing
anyone involved with the incident. If possible, a neutral party and church
representative should be present during questioning. No church representative
should speak with law enforcement agencies without first consulting with the
church’s legal representative.

Anti-Racism Policy

Racism and all forms of discrimination and marginalization are sins against humanity and God,
inconsistent with our Christian and corporate values and unacceptable within the church and this
congregation.

Racism is contrary to the Gospel mandate to love God and our neighbor as ourselves. Scriptures teach
us that though we are individually unique, we are collectively, as children of God, one in God’s eyes,
equally beloved by God. As disciples of Jesus Christ, our congregation will engage in the transformative
work to build the beloved community of Christ where there is neither “Jew nor Greek...no longer slave
or free...no longer male or female, for all of you are one in Christ Jesus.” Galatians 3:28.

We lament that racism is often a barrier to forming the kind of Beloved Community that Christ calls us
too. Racism is more than individual acts of bigotry or prejudice. Racism is any system, institution, or
cultural practice or tradition, which protects or prefers the lives, property, and status of one race over
another. Itis any system, institution, or cultural practice or tradition which gives power to one race
over another.

The leadership of Lakewood Presbyterian Church, including the pastor, elders, deacons, and staff, are
committed to modeling anti-racist behavior and upholding the principles of this policy. As a
congregation, we will seek to gain a deeper awareness of the sin of racism and its corrosive effects and
discern how we may become agents of racial justice and reconciliation.

We acknowledge that this work will not be easy. But, as our church wide antiracism policy affirms:

“Because of our biblical understanding of who God is and what God intends for humanity, the PC(USA)
must stand against, speak against, and work against racism. Antiracist effort is not optional for

17



Christians. It is an essential aspect of Christian discipleship, without which we fail to proclaim the Good
News of Jesus Christ.”*

COMMITMENTS
As we strive to be an antiracist congregation, we commit to:
1. Repenting of the role we collectively and individually have played and continue to play in
creating and maintaining white supremacy and systemic racism;
2. providing antiracism and cultural humility training for pastors, officers, employees, and
members as directed by the church wide antiracism policy;
3. using financial resources to support projects and organizations to disrupt and dismantle racism
and oppression in the church, our community, and the world; and
4. seeking to act as faithful disciples of Christ in ministering and caring for the marginalized in our
congregation, our community, our world, and as a witness of God'’s love for all creation.

! “Facing Racism: A Vision of the Intercultural Community” PC(USA), 2016.
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Appendix 1: Staff Job Descriptions

Pastor

Updated: June 2025

Compensation: Refer to Terms of Call

Work Schedule: % Time — Approximately 34 hours per week and an additional 5 weeks off
FSLA Status: Exempt

We need a pastor that can see our potential, discern how to proceed and help us follow through in
creating and establishing a plan of action.

Worship:

Work with congregation members to organize, prepare, and lead weekly, seasonal, and special
services.

Prepare and deliver sermons that are biblically grounded and relevant to our changing world.

Help us understand scripture and theology in gender inclusive, non-nationalistic perspectives.
Help members, congregants, and visitors deepen their faith.

Pastoral Care:

Make home visits to members, visit hospitalized members, and provide pastoral care to
members and non members.

Welcome visitors and teach new members class

Teach classes and bible studies to adults, youth, and children.

Administration:

Moderate the Session and support the elders on Session. Confer with Session frequently on the
subject of progress toward reaching our mission study goals.

Serve as Head of Staff and supervise paid staff members in collaboration with the Personnel
Committee

Attend Deacons and other committee meetings as needed.

e Be an active participant with Presbytery.
e Be open and responsive to other duties as they arise.
Community:
® Help assess and update our vision goals and objectives as stated in our mission study. Assist and
inspire the congregation to develop new programs and ministry opportunities.
e Cooperate and participate with community organizations and mission partners for the purpose

of improving community awareness and growth of our church.
Be visible at community events and in community venues.
Advocate for, promote, and participate in ecumenical relationships.
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Custodian/ Groundskeeper

Updated: July 2025

General Responsibilities: Maintain clean church facilities by performing weekly duties and spot
cleaning in all public areas of the building. Perform routine groundskeeping and yard maintenance on a
seasonal basis. Communicate with the Pastor and Building & Grounds Team when there are any
building or property issues.

Custodial Responsibilities:

e Perform weekly cleaning duties: dust furniture, straighten pew books, wipe down the tables in
the Fellowship Hall, wipe down counters, stove tops and sinks in the kitchen, clean bathrooms,
vacuum/ sweep all the floors, mop hard floors, empty all trash and recyclables.

e Onan as needed basis: deep clean the church kitchen, spot clean walls, spot clean carpets, clear
high cobwebs

e Ensure that all areas are cleaned and stocked with necessary items. Oversee purchasing and
restocking cleaning items and consumables products when running low.

e Perform routine maintenance, such as changing light bulbs, unclogging drains, and making small
repairs. Wax the tile floors on a yearly basis.

e Perform other duties as assigned

Groundskeeping Responsibilities:
e Perform scheduled lawn mowing, trimming, weeding, and fertilizing, occasional tree and shrub
pruning.
e Keep grounds free from trash, litter, and debris.

Physical Requirements:
e Employees must be able to lift and move heavy objects, stand for extended periods of time, and
perform repetitive motions.
e The position may require bending, stooping, and reaching.

Accountability and Evaluation: The Custodian/ Groundskeeper is directly supervised by the Pastor and
accountable to and supported by the Personnel Chair. There is a 90-day probationary period for all new
employees. Employees receive an annual performance evaluation. Compensation is reviewed annually.

Note: This is a shared position between 2 employees. Each employee is responsible for reporting the
hours they worked, up to a combined maximum of 50 hours per month for both custodial and
groundskeeping work. Work can be done anytime that the church is not occupied by church or outside
groups. The church calendar can be found on the church website. The church should be cleaned by
Saturday night for the next day’s worship service, unless otherwise directed by the Supervisor.
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Pianist

Updated: November 2023

General Responsibilities: Accompanies worship services on a weekly basis; selects, rehearses, and
performs service music for Sunday worship and occasional services as needed; Organizes special
musicians throughout the year for special services; attends worship team meetings.

Specific Responsibilities:
1. Practice and accompany hymns that are selected for the Sunday worship service. Lakewood
Presbyterian Church uses the “Glory to God” hymnal.
2. Select, rehearse, and perform service music (including, but not limited to: prelude, introit,
offertory, and postlude) for every worship service.
Select and coordinate rehearsals with paid special musicians approximately six times per year.
Consults with the Worship Committee in purchase of music for worship.
5. Work in collaboration with volunteer musicians in the church for special music on Sundays and
other services.
6. Attend worship team meetings on a monthly basis to participate in worship planning and share
your perspective on music for services.
7. Ensure all music used and kept follows all copyright and licensing laws.
Maintain peak functionality for piano including regular maintenance (schedule tuning, etc.)
9. Holds right of refusal for weddings and funerals on the LPC campus.

W

0o

Accountability: Directly supervised by the Pastor and accountable to and supported by the Personnel
Chair. There is a 90 day probationary period for all new employees.

Schedule: Arrive no later than 10:15 am. Worship service is from 10:30-11:30 am. Special services,
such as Christmas Eve or Ash Wednesday, will also be requested and will be paid as an additional
service. Attend monthly Worship Team meetings when scheduled.

Compensation: $125 per service; FLSA Exempt

Qualifications:

e Experience accompanying church worship services, including accompanying congregational
singing
Ability to independently select and perform liturgically appropriate service music
Proficiency in piano performance
Knowledge of liturgical practices and traditional Presbyterian worship services preferred
Collaborative attitude toward worship planning and the ability to receive
High school education or equivalent
Completion of satisfactory background check
Provide two references
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Lead Nursery Attendant

Updated: March 2025

General Responsibilities: Oversees nursery operations on Sunday mornings by setting up the nursery
space, supervising the nursery attendant, and providing age-appropriate care and spiritual nurture for
children (birth to age 4/ pre-K).

Specific Responsibilities:
1. Creates a warm and safe environment with children and among staff, volunteers and parents as
an example of God’s unconditional love and church community for children.
2. Sets up the nursery on Sunday mornings with toys and materials belonging to LPC.

3. Follows the curriculum, decided in consultation with the Pastor, and leads a brief time of story
and song for children each week.

4. Trains and supervises the nursery attendant or volunteer.

5. Maintains clear and consistent communication with the Pastor.

6. Keeps accurate records of children, parents and visitor information.

7. Provides snacks or bottles to children and performs diaper changes, as needed.

Physical Requirements:
e Able to sit on the floor or in a low chair.
e Able to pick up and hold infants and toddlers
e Able to do light cleaning, including vacuuming, wiping tables, and putting away toys.

Accountability: Directly supervised by the Pastor and accountable to and supported by the Personnel
Team. There is a 90 day probationary period for all new employees.

Schedule: 10:00 am-12:00 pm Sunday mornings. 2 hours guaranteed, even if there are no children
present. 30 minutes per week for planning and preparation outside of Sundays, and 1 monthly meeting
with Supervisor. Special services, such as Christmas Eve, may also be requested.

Compensation: $20.66/ hour

Qualifications:
e At least one year of experience in caring for children between the ages of 0 to 4 with the
ability to adapt and interact with a variety of personalities.
Child First Aid and CPR preferred, or willing to complete certification
At least 18 years of age
High school education or equivalent
Completion of satisfactory background check
Must adhere to the Lakewood Presbyterian Child Protection Policy.
Must provide two references
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Nursery Assistant

Updated: November 2023

General Responsibilities: Assists with nursery operations on Sunday mornings by setting up the nursery
space and providing age-appropriate care and spiritual nurture for children (birth to age 4/ pre-K).

Specific Responsibilities:
1. Creates a warm and safe environment with children and among staff, volunteers and parents as
an example of God’s unconditional love and church community for children.
2. Assists in leading a brief time of song or reads a story for children each week.
3. Assists with setting up the nursery on Sunday mornings with toys and materials belonging to
LPC.
4. Maintains clear and consistent communication with the Pastor and Lead Nursery Attendant.
Keeps accurate records of children, parents and visitor information.
6. Provides snacks or bottles to children and performs diaper changes, as needed.

b

Physical Requirements:
e Able to sit on the floor or in a low chair.
e Able to pick up and hold infants and toddlers
e Able to do light cleaning, including vacuuming, wiping tables, and putting away toys.

Accountability: Directly supervised by the Nursery Attendant, who is overseen by the Pastor.
Accountable to and supported by the Personnel Chair. There is a 90 day probationary period for all new
employees.

Schedule: 10:00 am-12:00 pm Sunday mornings. 2 hours guaranteed, even if there are no children
present. Special services, such as Christmas Eve, may also be requested.

Compensation: $16.90/ hour

Qualifications:

e Demonstrated experience in caring for children between the ages of 0 to 4 with the ability
to adapt and interact with a variety of personalities.

e At least 15 years of age

o Completion of satisfactory background check

e Must adhere to the Lakewood Presbyterian Child Protection Policy.

e Must provide one reference.

e Recommend: receive an annual flu shot and COVID booster. You will be asked but not
required to receive yearly boosters for the protection of children and yourself.
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