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Paid vacation time can be used in minimum increments of one-half day. To take
vacation, employees should request advance approval in writing from their supervisors.
Requests will be reviewed based on a number of factors, including church scheduling
needs and staffing requirements.

Vacation time off is paid at the employee's base pay rate at the time of vacation. It does
not include overtime.

As stated above, employees are encouraged to use available paid vacation time for rest,
relaxation, and personal pursuits. In the event that available vacation is not used by the
end of the benefit year, employees may carry up to one week (5 days) of unused time
forward to the next benefit year. If the total amount of unused vacation time reaches a
"cap" equal to the employee's annual accrual plus one week, further vacation accrual will
stop. When the employee uses paid vacation time and brings the available amount below
the cap, vacation accrual will begin again.

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

"#$$%&'()*+,%
BC will grant holiday time off to all employees on the holidays listed below.

New Year's Day
Good Friday
Memorial Day
Independence Day
Labor Day
Thanksgiving (2 days)
Christmas (2 days)

BC will grant paid holiday time off to all eligible employees immediately upon
assignment to an eligible employment classification. Holiday pay will be calculated
based on the employee's straight-time pay rate (as of the date of the holiday) times the
number of hours the employee would otherwise have worked on that day. Eligible
employee classification(s):

Regular full-time employees
Regular part-time employees

If a recognized holiday falls during an eligible employee's paid absence (such as vacation
or sick leave), holiday pay will be provided instead of the paid time off benefit that would
otherwise have applied.
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Relocation benefits may be available to any newly hired leadership staff member who
must relocate.

For specific information regarding the terms and extent of relocation benefits, please
contact the Personnel Committee.

Employees must request relocation assistance for specific items in advance of the date the
expenses are incurred. BC will reimburse expenses only if the employee has received
advance approval, incurs reasonable expenses, and submits satisfactory proof of the
expense within 30 calendar days of the date the expense was incurred.

1" S8 H(Y0) H

BC encourages employees to fulfill their civic responsibilities by serving jury duty when
required. Employees who have completed a minimum of 90 calendar days of service in
an eligible classification may request up to five days of paid jury duty leave over any two
year period.

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

Regular full-time employees
Regular part-time employees

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

Employees must show the jury duty summons to their supervisor as soon as possible so
that the supervisor may make arrangements to accommodate their absence. Of course,
employees are expected to report for work whenever the court schedule permits.

Either BC or the employee may request an excuse from jury duty if, in BC's judgment,
the employee's absence would create serious operational difficulties.

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

Vacation, sick leave, and holiday benefits, will continue to accrue during unpaid jury
duty leave.
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It is the employees' responsibility to sign their time records to certify the accuracy of all
time recorded. The supervisor will review and then initial the time record before
submitting it for payroll processing. In addition, if corrections or modifications are made
to the time record, both the employee and the supervisor must verify the accuracy of the
changes by initialing the time record.

"#$$%&'(&")$

All employees are paid biweekly on every other Friday. Each paycheck will include
earnings for all work performed through the end of the previous payroll period.

In the event that a regularly scheduled payday falls on a day off such as a weekend or
holiday, employees will receive pay on the last day of work before the regularly

scheduled payday.

If a regular payday falls during an employee's vacation, the employee's paycheck will be
available upon his or her return from vacation.

Employees may have pay directly deposited into their bank accounts if they provide

advance written authorization to BC. Employees will receive an itemized statement of
wages when BC makes direct deposits.

I"*$$+,%-.",+/0$0+1,2/&02./$

Termination of employment is an inevitable part of personnel activity within any
organization, and many of the reasons for termination are routine. Below are examples of
some of the most common circumstances under which employment is terminated:
RESIGNATION - voluntary employment termination initiated by an employee.
DISCHARGE - involuntary employment termination initiated by the organization.

LAYOFF - involuntary employment termination initiated by the organization for
nondisciplinary reasons.

RETIREMENT - voluntary employment termination initiated by the employee meeting

age, length of service, and any other criteria for retirement from the organization.

Since employment with BC is based on mutual consent, both the employee and BC have
the right to terminate employment at will, with or without cause, at any time.
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408 PAY ADVANCES

BC does not provide pay advances on unearned wages to employees.

409 ADMINISTRATIVE PAY CORRECTIONS

BC takes all reasonable steps to ensure that employees receive the correct amount of pay
in each paycheck and that employees are paid promptly on the scheduled payday.

In the unlikely event that there is an error in the amount of pay, the employee should
promptly bring the discrepancy to the attention of the Payroll Manager so that corrections
can be made as quickly as possible.

410 PAY DEDUCTIONS

The law requires that BC make certain deductions from every employee's compensation.
Among these are applicable federal, state, and local income taxes. BC also must deduct
Social Security taxes on each employee's earnings up to a specified limit that is called the
Social Security "wage base." BC matches the amount of Social Security taxes paid by
each employee.

Ordained members of the Leadership Staff may be considered self- employed. In such
case, the staff member must pay his/her own Social Security taxes, with no matching
amount from the church.

BC offers programs and benefits beyond those required by law. Eligible employees may
voluntarily authorize deductions from their pay checks to cover the costs of participation

in these programs.

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

502 WORK SCHEDULES
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504 USE OF PHONE AND MAIL SYSTEMS

&
G25>"*+&7)>>&@*&$*HH)$*083'&$Y) 2 @HS+*&II&('$8,8:8%", $:*+&$*+#>3)8:&($'2&3")$&5*$+8
#+*8/(&3"+&3*>*5"B*1&

&

JH&H#+*&!(&IIKS,)9&5'+3, *&('$&5*$+8,>&% ' $$*+5'89+8%*&) +&8'385*$2)33*91&

&

J&*BHHS*&*((*%3) B*&3*>*5"B* &' 2248) %, 3)'8+B&* 25>+ &+ #>08, >, +&H &3 &
55$'B*0&:$%*3)8:&,898+5% D&)8&, &Y' #$3* #+8&,89&5F (*++)'8,>&2,88*$18&L>* +*&%'8()$2&
)8('$2,3)'88$*%6*)B*0&($'2&3" &%, >>*$6&,89&",8:&#58'8>:&, (3*$&3 &%, >>*$&" +&9I'B*&+'1&

&

&

505 SMOKING
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506 REST PERIODS
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Employees will be required to first use any accrued paid leave time before taking unpaid
family leave. Married employee couples may be restricted to a combined total of 12
weeks leave within any 12 month period for childbirth, adoption, or placement of a foster
child; or to care for a parent with a serious health condition.

Subject to the terms, conditions, and limitations of the applicable plans, BC will continue
to provide health insurance benefits for the full period of the approved family leave.

Benefit accruals, such as vacation, sick leave, or holiday benefits, will be suspended
during the leave and will resume upon return to active employment.

So that an employee's return to work can be properly scheduled, an employee on family
leave is requested to provide BC with at least two weeks advance notice of the date the
employee intends to return to work. When a family leave ends, the employee will be
reinstated to the same position, if it is available, or to an equivalent position for which the
employee is qualified.

If an employee fails to report to work promptly at the end of the approved leave period,
BC will assume that the employee has resigned.

"#$$%&'()*+,$,&+-&$

BC provides leaves of absence without pay to eligible employees who wish to take time
off from work duties to fulfill personal obligations. Employees in the following
employment classification(s) are eligible to request personal leave as described in this
policy:

Regular full-time employees
Regular part-time employees

Eligible employees may request personal leave only after having completed 365 calendar
days of service. As soon as eligible employees become aware of the need for a personal
leave of absence, they should request a leave from their supervisor.

Personal leave may be granted for a period of up to 60 calendar days every two years. If
this initial period of absence proves insufficient, consideration will be given to a written
request for a single extension of no more than 30 calendar days. With the supervisor's
approval, an employee may take any available sick leave or vacation leave as part of the
approved period of leave.

Requests for personal leave will be evaluated based on a number of factors, including
anticipated work load requirements and staffing considerations during the proposed
period of absence.
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So that an employee's return to work can be properly scheduled, an employee on
pregnancy disability leave is requested to provide BC with at least two weeks advance
notice of the date she intends to return to work.

When a pregnancy disability leave ends, the employee will be reinstated to the same
position, unless either the job ceased to exist because of legitimate business reasons or
each means of preserving the job would substantially undermine the ability to operate BC
safely and efficiently. If the same position is not available, the employee will be offered
a comparable position in terms of such issues as pay, location, job content, and
promotional opportunities.

If an employee fails to report to work promptly at the end of the pregnancy disability
leave, BC will assume that the employee has resigned.

I"HSSU6&'()*%%$+),-.+/$0,-$1)23$2.(%4$

To ensure orderly operations and provide the best possible work environment, BC
expects employees to follow rules of conduct that will protect the interests and safety of
all employees and the organization.
It is not possible to list all the forms of behavior that are considered unacceptable in the
workplace. The following are examples of infractions of rules of conduct that may result
in disciplinary action, up to and including termination of employment:
I Theft or inappropriate removal or possession of property
I Falsification of timekeeping records
I Working under the influence of alcohol or illegal drugs
I Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the
workplace, while on duty, or while operating employer-owned vehicles or
equipment
I Fighting or threatening violence in the workplace
I Boisterous or disruptive activity in the workplace
I Negligence or improper conduct leading to damage of property

I Insubordination or other disrespectful conduct

' Smoking in prohibited areas
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702 DRUG AND ALCOHOL USE
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penalized, formally or informally, for voicing a complaint with BC in a reasonable,
business-like manner, or for using the problem resolution procedure.

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

1. Employee presents problem to immediate supervisor after incident occurs. If
supervisor is unavailable or employee believes it would be inappropriate to contact that
person, employee may present problem to the Office Manager.

2. Supervisor responds to problem during discussion or after consulting with appropriate
management, when necessary. Supervisor documents discussion.

3. Employee presents problem to Pastor if problem is unresolved.

4. Pastor counsels and advises employee, assists in putting problem in writing, visits
with employee's manager(s), if necessary, and directs employee to Personnel Committee
for review of problem.

5. Employee presents problem to Personnel Committee in writing.

6. Personnel Committee reviews and considers problem. Personnel Committee informs
employee of decision and forwards copy of written response to Pastor for employee's file.
The Personnel Committee has full authority to make any adjustment deemed appropriate
to resolve the problem.

Not every problem can be resolved to everyone's total satisfaction, but only through
understanding and discussion of mutual problems can employees and management
develop confidence in each other. This confidence is important to the operation of an
efficient and harmonious work environment, and helps to ensure everyone's job security.
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