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PERSONNEL HANDBOOKS

 Communication Tool
 Congregation Information
 Fair treatment 
 Expectations
 Clarity



PERSONNEL HANDBOOKS

 Summary statements
 Easy to read
 No legal verbiage



PERSONNEL HANDBOOKS

Topics to include:
 Mission statement
 Background information
 Contractual disclaimer & at-will employment 

statement
 Purpose of the handbook
 Additional topics 
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Legal mandates:
 Federal & State laws
 Paid Family & Medical Leave (PFML)
 Equal Employment Opportunity Statement
 Americans with Disabilities (ADA)
 Fair Labor Standards Act (FLSA)
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Things for Vestry (V) / Bishop’s Committee (BC) to consider: 

1. Establish a point person 

2. Discussion points: 
• Do we need a separate committee?
• Could the V/BC act as the Personnel Committee?
• What do we want the committee to do? 
• Who can we recruit to the committee?
• Why is it important for us to have a committee? 
• What is the relationship between the committee and the 

V/BC?
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Things for Vestry (V) / Bishop’s Committee (BC) to consider: 

3. What is the role of the V/BC in personnel management?

4. Periodic handbook review

5. Updates from the Office of the Bishop & Personnel 
Commission 

6. Final language review



 Provides paid time off. 
 Managed by the State. 
 Employees apply for paid leave directly with 

the Employment Security Department (ESD). 



Eligibility:
 820 hours in Washington during qualifying 

period
 One job or combined from multiple jobs



Qualifying event:
 Serious illness or injury of employee
 Serious illness or injury of family member
 New baby or child joining family



Employer role & responsibilities:
 Notify employees
 Calculate & collect premiums
 Quarterly pay premiums and report hours & wages



Vestry / Bishop’s Committee determine:
 Waiver of employer premiums
 Payment or deduction of employee premium
 Parity between lay and clergy employees



For more information: 

https://paidleave.wa.gov/

https://paidleave.wa.gov/


Washington State adopts new salary thresholds 

What you need to know.
1. Exemptions for executive, administrative 

and professional employees. 
1. The state salary thresholds for exempt Washington 

employees increased on January 1, 2021. 
2. In addition to meeting the salary requirements, 

employees must also meet the job duties test in order 
to be exempt from overtime and other Minimum 
Wage Act protections. 



1. FLSA (Fair Labor Standards Act)
2. WMWA (Washington Minimum Wage Act) 
3. Establish minimum standards that may be 

exceeded but cannot be waived or reduced.

When state laws differ from federal, an 
employer must comply with the standard most 
generous to the employee. 

January 2021: State salary for overtime 
exemption is more generous than the FLSA. 



1. 2021 salary threshold: $42,713 
• $821 per week
• $3,559 per month

2. Exempt or Non-exempt (overtime eligible)

3. Part-time employees

4. Clergy or lay employees



5. LOA language 
Annualized salary $_______; part-time, overtime eligible (non-exempt). 
As a part time salaried employee, employee is paid a salary for all 
hours worked in a week. Although employee is a salaried employee, 
employee will need to track hours. A variance in hours from week to 
week is not compensable for extra hours, nor will any amount be 
deducted for working less than the hours expected. 

5. Continuing increases through 2028

6. Exemption criteria and check lists
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