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Dear Employee, 
 
Whether you have just joined our staff or have been at the Diocese for a while, we are 
confident you will find our organization to be a dynamic and rewarding place in which to 
work.  We are committed to the mission of the Catholic Church in northern Alabama.  As 
a Diocese employee, you have the opportunity to make a difference every day by 
providing superior services and ensuring excellence at all levels.   
 
The Diocese is built on the foundation of strong personal integrity and the values of 
Christian service.  Whether you work in a school, parish, or another location, you 
represent the Catholic Church and our Diocese.  It is through your caring heart that you 
speak of God’s love to the people and share in the work of Jesus Christ. 
 
As part of the Diocese, we hope you will discover that the pursuit of excellence is its own 
reward.  Our employees strive to live and work by a code of ethics.  We keep our word 
and are accountable for our actions.  Others know that we will be honest and forth-coming 
in all instances.  Your job is essential to fulfilling our daily mission to the community that 
trusts and depends on us. 
 
Employees are the single most important resource of the Diocese of Birmingham.  We 
make every effort to take care of our employees by offering excellent pay and benefits.  
We will keep employee safety as a top priority.  We devote our best effort to providing an 
atmosphere of harmony and opportunity for all.  
 
In order to have a successful work environment, it’s essential to have a clear 
understanding of the rights, responsibilities, policies, and benefits that govern the 
workplace.  This Manual provides a framework for success.  It’s important for you to be 
familiar with the information in the Diocese Employee Resource Manual, so please review 
it carefully.   
 
It is our greatest hope that you will enjoy a long and rewarding career with the Diocese.   
 
 
Sincerely, 
                   
The Diocese of Birmingham in Alabama.   
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INTRODUCTION 
 
 
Purpose of the Employee Resource Manual 
 
This Employee Resource Manual is designed to acquaint you with general information 
about the Diocese, and is applicable to all Diocesan Employees. These policies and 
procedures may be changed in whole or in part by the Diocese, at any time, with or without 
notice when in its opinion circumstances so require. 
 
This Employee Resource Manual does not constitute an offer of employment to anyone 
not in the employ of the Diocese, and does not constitute a contract of employment.   
  
Mission Statement 
 
Established in 1969 under the patronage of St. Paul, the Roman Catholic Diocese of 
Birmingham in Alabama is missionary in nature.  We are a community of disciples, 
representatives of many races and cultures - priests, deacons, women, and men 
religious and laity.  As the Church, our ministries and outreach programs encompass 
families, parishes, schools, associations, and a myriad of programs.  We are spread 
through 39 counties over a geographic area of 28,902 square miles, in the northern part 
of Alabama. 
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We are a pilgrim-people, called to evangelize and to be evangelized.  We are a Church 
committed to responsible stewardship of God’s many gifts.  Our vision is to be a Church  
renewed and renewing the face of the earth as a baptized community, empowered by 
the Spirit, faithful to the Gospel, and committed to building a Kingdom of peace and 
justice. 
 
We are committed to empower one another to the fullness of our sacramental life. 
 
• Experience the love of the Triune God, and share that love with all peoples, 

especially the poor and those apart from the Church. 
• Help heal our sisters and brothers in their brokenness with the compassion and 

peace of Jesus, regardless of religion, race, gender, age, or social status. 
• Promote a God-centered society that respects the dignity of each person, especially 

the unborn, the elderly, and the marginalized. 
• Work ecumenically with other religious traditions in an effort to reach out to our 

sisters and brothers who are separated from the Church. 
• Appreciate God’s gift of cultural diversity that expresses itself in worship, in 

leadership, and in service. 
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BENEFITS  
	

General 
 
This section describes the benefits provided by the Diocese of Birmingham and 
information on your eligibility for benefits. Details regarding each benefit plan are 
contained in the Employee’s Benefit Guide.   
 
 The following benefits are available to benefit eligible employees:  
 
MEDICAL (INLCUDES VISION AND 
PRESCRIPTION COVERAGE) RETIREMENT 403(b) PLAN 

 

DENTAL EMPLOYEE ASSISTANCE PROGRAM 
(EAP) 

 
BASIC LIFE AND ACCIDENTAL DEATH 
& DISMEMBERMENT (AD&D) FLEXIBLE SPENDING ACCOUNT (FSA) 

 

VOLUNTARY LIFE PAID TIME OFF (PTO), 
BEREAVEMENT, HOLIDAYS 

 
SHORT-TERM DISABILITY LONG-TERM DISABILITY 

 
  

 

LARGER Ibenefits
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Full details of the benefits can be obtained from your supervisor or the Human 
Resource Manager. Every year during an “Open enrollment period” employees may 
make changes to insurance coverage. 
 
	
Eligibility for Benefits 
   
Benefit eligible employees are provided an opportunity to participate in the Diocese of 
Birmingham benefit programs after satisfying the new hire waiting period and annually 
during open enrollment.  
 
To be considered a benefit eligible employee, you must work a minimum of 30 hours 
per week.  The benefits will begin the first of the following month after your date of hire. 
 
**Benefits may be different for contract employees** 
 
Please	note	that	the	Diocese	of	Birmingham’s	Benefits	Plan	Year	is	July	1st	through	June	30th.	
You	may	make	or	change	your	elections	during	each	open	enrollment	prior	to	the	start	of	each	
plan	year.		You	may	not	make	any	changes	to	your	elections	until	the	next	open	enrollment,	
unless	you	experience	a	qualifying	event.			
	
If	you	wish	to	change	your	elections	due	to	a	qualifying	event,	you	must	contact	Human	
Resources	within	30	days	of	the	event	to	make	changes	to	your	benefit	elections.	
Documentation	is	required	to	add	or	remove	any	dependents.	
 
Description of Benefits 
 
The following benefits are applicable to all eligible lay employees.  Benefits marked with 
an asterisk are not applicable to school employees under a contract. The application 
and scope of such limitations are set forth in a bold face paragraph following the 
description of the benefit. 
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Family Status Change 
	
Eligible dependents of employees are entitled to benefit coverage at the option of the 
employee and are enrolled in the benefits program selected by the employee, at the 
time of initial employment. To make a change after the initial enrollment, an employee 
must complete a Family Status Change form and a Benefits Enrollment form and send 
to the Diocesan Human Resource Manager within 30 days of the Family Status 
Change.   
	
Worker’s Compensation 

Worker’s Compensation Insurance is provided by the Diocese to cover on-the-job 
injuries.  Injuries must be reported to the employee’s supervisor within 24 hours of the 
accident.  
 
The Diocese believes that when practical, workers recovering from injuries should 
continue to be included in the work force, subject to such limitations as shall be set by 
the physician. 
	
MEDICAL, DENTAL, VISION, AND PRESCRIPTION INSURANCE* 
 
Medical, hospital, dental, prescription drugs, and vision insurance coverage is available 
to our benefit eligible employees. A summary of these programs will be provided upon 
request. 
 
Non-contract school employees not paid during the summer must make 
arrangements with their location to make insurance payments. School employees 
are not permitted to drop insurance in the summer and sign up again in the fall.  
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Medical Insurance 
 
The Diocese offers a traditional plan and a High Deductible Health Plan (HDHP). An 
HDHP is paired with a Health Savings Account (HSA) which allows you to put away 
money to pay for your medical expenses. To open an HSA, you must have an HDHP 
and meet other qualifying requirements. Details of the plans may be found in the 
Employee Benefits Guide.  The Diocese offers medical and dental coverage for eligible 
employees and their eligible dependents. These programs are administered by a major 
medical insurance carrier.  An employee contribution for coverage will be deducted from 
your salary based on your benefit elections. Your Summary Plan Description (SPD) 
contains more details about these plans. For more details, please refer to the specific 
SPD that governs each of the plans. In the event of any conflict between the information 
contained in this Employee Resource Manual and in the Diocese’s SPDs, the SPDs 
shall govern. These plans are subject to change at the Diocese’s discretion. 
Additionally, the amount that you may be required to contribute towards the premiums 
for any of these plans may change at the Diocese’s discretion. 

Employee Contributions 
 
The Diocese’s benefit package is contributory; that is, you are responsible for a portion 
of the premium for your benefits. A portion of the premium, up to a maximum per month, 
is contributed by the Diocese. Your contributory cost is deducted from your paycheck. 
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Late Applicants  
 
At the time you are hired, you are given an opportunity to elect certain benefits. If you 
waive participation in any of these programs for either yourself or your eligible 
dependents, you will generally be allowed to apply for entry into the various plans until  
Open Enrollment.  

Open Enrollment 
 
The Open Enrollment period allows employees to add or change their benefits 
coverage.  Changes, additions, and other elections made during Open Enrollment will 
take effect on the effective date of the Open Enrollment period. Once you have made a 
change, you generally cannot change that selection until the next Open Enrollment 
(except in the case of certain life events; see Special Enrollment).  

Special Enrollment 
 
Special enrollment allows individuals who previously declined coverage to enroll in the 
plan upon loss of eligibility for other coverage and upon certain life events, such as 
marriage and the birth, adoption, or placement for adoption of a child. Employees must 
generally request enrollment within 30 days of the loss of coverage or life event. For 
specific details regarding special enrollment, please refer to the Human Resource 
Department. 
 
Dental Insurance 
 
The Diocese offers a dental plan for eligible employees. Please refer to the Dental 
Summary Plan Description for an explanation of the plan benefits and limitations. 
 
Vision Insurance 
 
We have a voluntary vision program through VSP, a premier vision care provider, to 
supplement your vision care needs.  This is ideal for those electing the High Deductible 
Health Plan as there is no vision benefit included in that medical plan.  
 
Health Savings Account (HSA) 
 
A Health Savings Account (HSA) is a bank account you can use to pay for current and 
future   medical expenses (even medical expenses during retirement).   An HSA has 
triple tax benefits:  the money goes into an HSA is tax-free; the money grows tax free; 
and your withdrawals for qualified medical expenses, including any earnings, are tax-
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free.  You’re eligible to open an HSA if: you enroll in the high-deductible health plan 
(HDHP); your only coverage is a high-deductible health plan and you have not signed 
up for Medicare coverage. If you’re covered under your spouse’s plan and that plan is 
not a high deductible plan, or your spouse contributes to a Health Care FSA, or you 
participate in a medical plan with a Health Reimbursement Account (HRA), then you are 
not eligible to contribute to an HSA. 
 
Flexible Spending Account (FSA) 
 
Flexible Spending Accounts (FSA) offer you a convenient, pre-tax way to pay for eligible 
health and dependent care expenses. Participation and enrollment are based on 
calendar year and are processed through payroll deductions. It is important to carefully 
estimate your annual out-of-pocket expenses before enrolling in a spending account, as 
you will not receive a refund of unused dollars. Any money left in your account will be 
forfeited, in accordance with IRS rules. This program is regulated by the IRS and may 
be subject to change. Under current federal tax law, unless the person qualifies as a 
dependent as defined by the IRS, expenses for that dependent cannot be claimed.  See 
your Human Resources Manager for details about this plan. 

Life Insurance 
 
The Diocese provides Basic Life Insurance and Accidental Death & Dismemberment 
(AD&D) at no cost to you. Your beneficiary will receive a benefit equal to $15,000 if you 
should pass away while employed with the Diocese.  Benefit reductions apply starting at 
age 65.  
 
Short-Term Disability 
 
The Diocese provides their employees with short-term disability (STD) insurance that 
will pay a percentage of your salary (after a 7-day elimination period) if you become 
temporarily disabled and are not able to work for a short period of time (up to 90 days), 
due to injury or illness. 
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SHORT TERM DISABILITY 
  

  Up to 5 Years 5 Years-10 
Years Over 10 Years 

Short-term Disability earnings rate 
8 hrs. per 

month 
8 hrs. per 

month 
8 hrs. per 

month 
Max. annual carryover 720 hrs. 720 hrs. 720 hrs. 
        
Coverage Payable for roll-over as of 
12/31/17 

100% of wkly. 
rate 

100% of wkly. 
rate 

100% of wkly. 
rate 

Coverage Payable for accruals after 
12/31/17 

60% of wkly. 
rate 

60% of wkly. 
rate 

60% of wkly. 
rate 

        
Elimination Period 7 days 7 days 7 days 
Benefit Period 18 weeks 18 weeks 18 weeks 
NOTE:      

v	Contract	teachers	are	exempt	from	this	policy	    
v	Short-term/Long-term	disability	managed	by	Lincoln	Services	   

 
 
Long-Term Disability 
 
The Diocese provides their employees with Long Term Disability (LTD) insurance in the 
event  you become fully disabled. LTD pays you in the event of a loss of income due to 
disability either by sickness or injury, after a 90-day elimination period, up to maximum 
period of 5 years (depending on your age at disability). The LTD program provides a 
maximum benefit of 60% of your income, up to $6,000 per month.  
 
Employment Retirement Program 
 
The Lay Retirement Fund (403b) was established on January 1, 1992. Employees are 
eligible to make their own voluntary pre-tax contributions at any time. Benefit eligible 
employees are to receive matching contributions from the Diocese into the fund.  
Eligibility begins the first of the following month after six months of service. The Diocese 
will match up to 7% of what the employee contributes.  The employee becomes fully 
vested after five years of service.  
 
Wellness Information 

We are committed to promoting a culture of good physical, mental and spiritual health 
for our employees. Please visit the Blue Cross website www.bcbsal.com for further 
information on medical resources. 

 



 
 

 
11 

 

Paid Time Off (PTO) 
 
Paid Time Off (PTO) provides you with the flexibility to use your time off to meet your 
personal needs, while recognizing your individual responsibility to manage your paid 
time off.  
 
You will accumulate a specified amount of PTO each pay period worked and it is up to 
you to allocate how you will use it – for vacation, illness, caring for children, school 
activities, medical/dental appointments, leave, personal business or emergencies. The 
amount of PTO earned will depend on your length of your service with the Diocese.  
PTO does not replace the Diocese’s holiday schedule. We will continue to have 
designated paid holidays each year. 
 
ELIGIBILITY 
You are eligible to receive PTO if you are a regular status employee. Employees 
working less than 40 hours per week accrue PTO on a prorated basis, depending on the 
number of hours worked. 
 
DEPOSITS INTO YOUR LEAVE ACCOUNT 
The amount of PTO you accrue each year is based on your length of service and 
accrues according to the Accrual Schedule for full time employees chart below. PTO is 
accrued as you work. You will not accrue PTO time while you are on leave of absence 
or suspension by the Diocese. 
 
ACCRUAL SCHEDULE FOR FULL TIME EMPLOYEES 
Years of Service 
  

Days Accrued  Hours Accrued  Maximum Annual 
Carryover (Hours)  

0 – 5    20   160    80 
6-10    25   200   120 
10+    30   240   160 
 
TERMINATION 
You will be paid for all accrued but unused PTO when you leave the Diocese. 
 
MANAGEMENT OF PTO 
You are responsible for managing your PTO account. It is important that you plan ahead 
for how you will use it. This means developing a plan for taking your vacations, as well 
as doctor's appointments and personal business. It also means holding some time in 
"reserve" for the unexpected, such as emergencies and illnesses. 
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MINIMUM INCREMENTS OF PTO 
The minimum amount of PTO you can use at one time is not less than one hour. 
 
NOTICE AND SCHEDULING 
You are required to provide your supervisor with reasonable advance notice and obtain 
approval prior to using PTO. This allows for you and your supervisor to prepare for your 
time off and assure that all staffing needs are met.  
 
There may be occasions, such as sudden illness, when you cannot notify your 
supervisor in advance. In those situations, you must inform your supervisor of your 
circumstances as soon as possible. 
 
RECORDING PAID TIME OFF 
You must report all PTO time used on the bi-weekly payroll time sheet.  
 
TRANSITION PROVISIONS 
Most employees will start the new PTO banking system with an account balance 
consisting of all accrued old vacation time. You will not lose any days.  
 

 
 

 
  

 

Larger
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Holidays 
 
It is recognized that some locations, because of unique schedules, will have different 
holidays, due to religious holidays, teacher contracts, school closing, and other 
circumstances. 
  
 
The Diocese’s office employees receive twelve paid holidays per year which include:  
 

• New Year’s Eve 
• New Year’s Day 
• Martin Luther King, Jr. Day 
• Good Friday 
• Easter Monday 
• Memorial Day 
• Independence Day 
• Labor Day 
• Thanksgiving Day 
• Day after Thanksgiving 
• Christmas Eve 
• Christmas Day  

 
If a holiday falls on Saturday, it normally will be observed on the preceding Friday.  If it 
falls on Sunday, it normally will be observed on the following Monday.  
 
Bereavement  

Full-time employees of the Diocese are eligible for up to three days paid leave in the 
event of the death of an immediate family member (spouse, spouse’s parents, child, 
mother, father, sister, brother, or grandparent). 
 
If the deceased is an in-law or relative other than immediate family (spouse’s 
grandparents, aunts, uncles, nieces, nephews), time off with pay is allowed for the day 
of burial. 
 
In special situations where the particular relative lived in the home with the employee or 
lived a great distance from the employee, special consideration for additional leave can 
be obtained from his/her immediate supervisor.  Additional leave, when granted, may be 
taken from accumulated PTO up to a maximum of five working days. 
 
Employees not eligible for bereavement leave may be granted time off, for such 
purposes and may use accrued PTO if available. 
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Jury Duty  

The Diocese understands the responsibility of a citizen regarding jury duty.  Time 
required to serve on jury duty will be granted with pay.  If the employee is excused from 
jury with three or more hours remaining in the workday, the employee is expected to 
report to work that day.  The employee must present documentation of time served on 
jury duty to the supervisor.  Compensation received from jury duty may be kept by the 
employee to offset related expenses. 
 
Family and Medical Leave Act   

The Family Medical Leave Act (FMLA) is a benefit (Appendix A) enacted to protect 
employees for covered reasons. The fact that you request or take FMLA leave will not 
be counted against you in any way.  If you are eligible and are missing work for a 
FMLA-covered reason, the Diocese will count that time away (and protect your job) for 
up to 12 weeks. Anytime that you are not able to come to work, you must let your 
supervisor know as soon as you are able.  
 
1. Eligibility. The Diocese allows eligible employees to take up to 12 weeks (or up 
to 26 weeks in the case of Military Caregiver Leave) of unpaid Family and Medical 
Leave (“FMLA Leave”) in a 12-month period.  You are eligible for FMLA Leave if: (a) 
you have worked for the Diocese for at least 12 months, (b) you have worked at least 
1250 hours for the Diocese in the past 12 months, (c) you work at a diocesan location 
with at least 50 employees or within 75 miles of another diocesan location that, when 
combined, has at least 50 employees, (d) you provide the proper notice to the Diocese, 
and (e) you provide any required certification. 
 

2. Types of Leave.  You may take FMLA Leave for the following reasons: 
 

a. New Child Leave: You may take leave for the birth of your child, to care for 
your newborn child, and/or for the placement of a new child for adoption or 
foster care. You must take all of your New Child Leave at once; you do not 
have the option of taking this leave intermittently (a few weeks now and the 
rest later) or as part of a reduced schedule. Finally, there is a time limit on this 
type of leave-- you must take this leave within 12 months after the birth, 
adoption, or placement of the child.   
 

b. Serious Health Condition Leave: You may take leave if you have a serious 
health condition that prevents you from performing the duties of your job or 
because you are needed to provide care for your parent, child1, or spouse 

                                                             
1Child includes biological, step, adopted, or foster children, as well as a legal ward or person for whom you stand in loco parentis, 
who is either under 18 years of age OR is 18 years or older and incapable of self-care because of a mental or physical disability. 



 
 

 
15 

 

because of their serious health condition. Examples of this type of leave could 
include a condition that makes you unable to come to work for more than 3 
days, in-patient surgery, medical treatments for cancer that require periodic 
absences, or doctor ordered bed-rest during a pregnancy.  

 
c. Injured Servicemember Family Leave: You may take up to 26 weeks of leave 

during a 12-month period if your parent, child (including adult children), 
spouse, or next of kin is a covered servicemember and you are needed to 
care for him or her.  Unlike other kinds of FMLA leave, this is available only 
once per covered servicemember per injury.  A covered servicemember 
means a member of the Armed Forces, including a member of the National 
Guard or Reserves, who is undergoing medical treatment, recuperation, or 
therapy, is otherwise in outpatient status, or is otherwise on the temporary 
disability retired list, for a serious injury or illness.  For purposes of this type of 
leave, outpatient status means the covered servicemember is assigned to a 
military medical treatment facility as an outpatient, or to a unit established for 
the purpose of providing command and control of members of the Armed 
Forces receiving medical care as outpatients.  A serious injury or illness is an 
injury or illness incurred by the covered servicemember in the line of active 
duty in the Armed Forces that may render the covered servicemember 
medically unfit to perform the duties of his or her office, grade, rank, or rating. 
 

d. Qualifying Exigency Leave.  You may take up to 12 weeks of leave if your 
parent, child (including adult children), or spouse is called to active duty (or 
has been notified of an impending call or order to active duty) in the Armed 
Forces in support of a contingency operation.  To qualify for this leave, your 
family member must be in a reserve status (not in the regular armed forces) 
and there must be a “qualifying exigency” arising out of your family member’s 
call to duty.  Examples of circumstances that may qualify you for this type of 
leave include military duties,	arranging	for	alternative	childcare,	making,	or	
updating financial or legal arrangements, and counseling, all of which must be 
related to the call to active duty. 

 
3. Computing the Amount of Your Leave and Limits on Leave 

 
a. Calculating the Leave Year: The Diocese uses the “rolling” 12-month period 

method to calculate your leave year. The first time you take FMLA leave, your 
leave year begins. After you take your first FMLA leave, each time you 
request additional FMLA leave, the Diocese will look backward 12 months 
and determine how much FMLA leave you have used during that time and 
how much FMLA leave you have left. For Injured Servicemember Family 
Leave, your leave year is different and begins when you take your first day of 
leave and expires in 12 months. 

 



 
 

 
16 

 

  
b. Married Couples Who Work for the Diocese: Married Couples Who Work for 

the Diocese: If you and your spouse are both employed by the Diocese, your 
combined FMLA leave for a New Child or for a parent’s Serious Health 
Condition is limited to 12 weeks in a 12-month period. That means, for 
example, if you take 12 weeks of FMLA leave to care for your newborn child 
or to care for your sick parent, your spouse is not eligible for FMLA leave for 
those purposes in that 12-month period. Spouses interested in taking time off 
with their new child are encouraged to talk to their supervisor about options. 
Your spouse would be eligible for FMLA leave for another FMLA reason (like 
a personal or a child’s serious health condition).  
 
Married couples who both want to take time off with a new child are 
encouraged to talk to their supervisor (Clergy, Principal, Religious, Director, 
etc.).  If the supervisor approves, both parents can take up to 12 weeks within 
the first calendar year as New Child leave. However, only six weeks can 
overlap with the spouse’s time off.  
 

 
c. Relationship to Paid Leave: You must use up any accrued PTO before using 

unpaid leave. For example, if you request 12 weeks of leave for the birth of 
your child and you have one-week PTO time accrued, you will take the first 
week of your FMLA leave as paid PTO. All paid PTO must be used in 
conjunction with FMLA. However, any PTO for which you receive pay will still 
count as part of your 12 weeks of FMLA leave. 

 
4. Intermittent or Reduced Schedule Leave: In some cases, you may take Serious 

Health Condition Leave, Qualifying Exigency Leave, or Injured Servicemember 
Family Leave intermittently, or on a reduced schedule, rather than taking 12 or 26 
consecutive weeks of leave.  You may be eligible for intermittent leave or reduced 
schedule leave, if the doctor says that type of leave is medically necessary.  If you 
request intermittent leave or leave on a reduced schedule, the Diocese may transfer 
you to a temporary, alternative job for which you are qualified and that better 
accommodates your requested leave schedule.  The temporary position will have 
pay and benefits equivalent to your regular job.  While taking intermittent leave, you 
must comply with all call-in requirements. 

 
5. Notice Requirements:  So that we can prepare for your absence during FMLA 
leave, you must give us as much notice as possible that you plan to take FMLA leave. 
You must submit to the Diocese written notice of your intention to take leave at least 30 
days prior to the day you expect your leave to begin. You may obtain the proper form 
from your location pastor, principal, or administrator. Complete the leave form and 
submit a copy to your location pastor, principal, or administrator, and the supervisor will 
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mail a copy to the Diocesan Human Resource Manager. If for some reason you cannot 
provide 30 days’ notice before taking leave, you must give us notice as soon as it is 
possible and practicable.  
 
In some cases, the need for leave arises unexpectedly and you cannot give any 
advance notice.  If that happens, you must follow the call-in procedures for your location 
and notify your location pastor, principal, or administrator that you will not be at work 
and the reason. When you return to work, if your absence was for a FMLA-qualifying 
event, you must submit the appropriate certification. We will conditionally approve your 
leave until you submit the certification.  
 
If you are requesting leave for planned medical treatment (either for you, a family 
member, or an injured servicemember), after consulting with the treating physician, you 
must make a reasonable effort to schedule the treatment so as not to unduly disrupt 
diocesan operations. 
 
6. Medical or Other Certification: When requesting leave because of a serious 
health condition (yours or a family member’s) or to care for an injured servicemember, 
you must provide medical certification of the need for leave from the doctor or health care 
provider.  In some limited cases, the Diocese may require a second medical opinion (at 
the expense of the Diocese). 
 
While you are on FMLA leave, unless your original certification provided that your leave 
would be longer than 30 days, you must submit a recertification from your treating doctor 
or health care provider every 30 days. The recertification should indicate whether you 
continue to need FMLA leave, as well as any changes in your circumstances (for example, 
a change in the anticipated duration of your illness).  In addition to the medical 
certification, you should let us know about any changes in circumstances as soon as 
possible. 
 
For those employees seeking intermittent leave that is not predictable, you generally must 
submit a recertification regarding your need for leave each year. 
 
The Diocese may require certification of the “qualifying exigency” in connection with 
approving a Qualifying Exigency Leave request. 
 
7. Continuation of Health Benefits:   Your health benefits will continue during 
your leave, as long as you continue to pay your normal portion of the premium. If you do 
not return to work at the end of your FMLA leave, the Diocese may require you to repay 
health insurance premiums that the Diocese paid on your behalf during the leave 
period. 
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8. At the End of Your Leave:  When you return from FMLA leave, unless you have 
been notified that you are a “key employee,” the Diocese will return you to the job you 
had when you started your leave or an equivalent one. However, if your job was 
eliminated during your FMLA leave, the Diocese has no obligation to reinstate you and 
may discontinue your FMLA leave. In addition, you will not be entitled to any right, 
benefit, or position of employment other than any right, benefit, or position to which you 
would have been entitled had you not taken leave. Also, in the rare case that your 
reinstatement would cause substantial and grievous economic injury to the Diocese, we 
reserve the right to deny your reinstatement. 

 
If you took leave for your own serious health condition, you cannot return to work unless 
you provide a medical release from your doctor. 
 
If you are unable to return to work at the end of your FMLA leave, your employment may 
be terminated, and you may be eligible for continuation of health benefits as provided by 
law. 
 
9. You will not be retaliated against for taking FMLA leave:  The fact that you 
requested or took FMLA leave will not be counted against you in any way. If you believe 
that the Diocese is counting your FMLA leave against you in any way, notify your 
supervisor immediately. 
 
Information regarding FMLA leave is posted in your location and is attached to this 
policy as Appendix A. If you have any questions regarding FMLA leave, contact your 
pastor, principal, administrator, or the Human Resources Manager at (205-838-8321).  
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Military Leave  

Leave for military purposes will be granted in accordance with state and Federal law, 
upon presentation of a copy of official orders, to THE IMMEDIATE SUPERVISOR. 
Questions regarding military leave should be directed to the Human Resource Manager. 
 
Note: The federal Uniformed Services Employment and Reemployment Rights Act 
(USERRA) prohibits employment discrimination against a person of past military 
service, current military obligations, or intent to serve. USERRA provides that returning 
servicemembers are to be reemployed in the job they would have attained had they not 
been absent for military service, with the same seniority, status and pay, as well as 
other rights and benefits determined by seniority. Health and pension plan coverage for 
servicemembers is also provided by USERRA. Many states have enacted their own 
mandatory military leave laws, so it is important to consult your state law for your 
obligations in relation to military leave. 
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GENERAL EMPLOYMENT POLICIES AND PRACTICES 
	
	
Expectations of Diocesan Employees 
 
To ensure that the Diocese provides the highest quality of service to others, each 
employee should exercise responsible stewardship to preserve and protect the assets 
and effective use of resources. Suggestions intended to make the Diocese a better 
place to work are welcomed and should be submitted to your supervisor for review.      
 
   Diocesan employees are expected to: 

• Read and follow the guidelines established in this Manual and other diocesan 
manuals or management memos. 

• Perform duties as assigned by your supervisor.  
• Always conduct yourself in a polite, professional manner.  
• Moderation and good taste must be observed in regard to clothing and 

appearance, and appropriate for the job. 
•  Be punctual for meetings and appointments; deliver work projects by assigned 

deadlines. 
• Immediately report any work-related problems to your supervisor. 
• Perform all job duties safely, and produce quality work with minimal errors. 
• Meet goals or standards set by your supervisor. 

 

 
 

 
20 

 

 
 
 
GENERAL EMPLOYMENT POLICIES AND PRACTICES 
	
	
Expectations of Diocesan Employees 
 
To ensure that the Diocese provides the highest quality of service to others, each 
employee should exercise responsible stewardship to preserve and protect the assets 
and effective use of resources. Suggestions intended to make the Diocese a better 
place to work are welcomed and should be submitted to your supervisor for review.      
 
   Diocesan employees are expected to: 

• Read and follow the guidelines established in this Manual and other diocesan 
manuals or management memos. 

• Perform duties as assigned by your supervisor.  
• Always conduct yourself in a polite, professional manner.  
• Moderation and good taste must be observed in regard to clothing and 

appearance, and appropriate for the job. 
•  Be punctual for meetings and appointments; deliver work projects by assigned 

deadlines. 
• Immediately report any work-related problems to your supervisor. 
• Perform all job duties safely, and produce quality work with minimal errors. 
• Meet goals or standards set by your supervisor. 

 



 
 

 
21 

 

• Provide honest, truthful, and accurate information in writing, regarding your work 
history, education, training, time worked, expenses, and other work-related 
matters on the appropriate records.  

Equal Employment Opportunity 
 
The Diocese is an equal opportunity employer. We will extend equal opportunity to all 
individuals without regard to race, religion, color, sex (including pregnancy), national 
origin, disability, age, genetic information, or any other status protected under applicable 
federal, state, or local laws. Our policy reflects and affirms the Diocese’s commitment to 
the principles of fair employment and the elimination of all discriminatory practices.  
 

 

 

Your Employment Relationship with the Diocese 
 
Like most American companies, the Diocese generally does not offer individual 
employees a formal employment contract with the Diocese. Employment is “at will,” 
meaning that you or the Diocese may end your employment at any time for any lawful 
reason. 
 
All employees who are not subject to written contracts for a definite term are 
“employees at will” as defined below.   
 

 “AT WILL” EMPLOYMENT 
 
ALABAMA IS AN “AT WILL” STATE.  “AT WILL” IS A LEGAL CONCEPT THAT 
HOLDS THAT AN EMPLOYMENT RELATIONSHIP INDEFINITE IN TERM IS “AT 
THE WILL” OF BOTH THE EMPLOYER AND EMPLOYEE.  AN EMPLOYMENT AT 
WILL RELATIONSHIP CAN BE TERMINATED BY EITHER PARTY WITHOUT 
CAUSE, WITH OR WITHOUT NOTICE, AT ANY TIME.  EMPLOYEES OF THE 

 

 



 
 

 
22 

 

DIOCESE NOT UNDER WRITTEN CONTRACT FOR A SPECIFIC TERM OR A 
SPECIFIC PROJECT ARE EMPLOYEES “AT WILL”. 
 
 
This Employee Resource Manual is not a contract. It does not create any 
agreement, express or implied, guaranteeing you any specific terms or conditions of 
employment. Nothing contained in this Resource Manual should be construed as 
creating a contract guaranteeing employment for any specific duration, nor does the 
Resource Manual obligate you to continue your employment for a specific period of 
time. Unless you have entered into an employment agreement that supersedes this 
document, either you or the Diocese may terminate the employment relationship at any 
time. This Manual does not guarantee any prescribed process for discipline and 
discharge. 

Recruitment and Hiring  
 
The Diocese’s primary goal when recruiting new employees is to fill vacancies with 
persons who have the best available skills, abilities and experience needed to perform 
the work. Decisions regarding the recruitment, selection and placement of employees 
are made on the basis of job-related criteria. 
 
When positions become available, qualified current employees are encouraged and are 
welcome to apply for the position. As openings occur, notices relating general 
information about the position are posted. The manager of the department with the 
opening will arrange interviews with employees who apply. 
 
We encourage current employees to recruit new talent for our Diocese. 
 

Drug Testing 

Diocese Drug-Free Workplace Policy. The  Diocese reserves the right to test on the 
following occasions: 
 

a. Pre-hire, as a condition of employment (post job offer) 

b. After the occurrence of any work-related injury or accident. 
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Testing Procedure 
 
All testing will be performed by a laboratory which has been certified by the National Institute on Drug 
Abuse as qualified to perform drug testing under federal workplace testing programs.  All positive test 
results will be subject to confirmation testing and verification by a qualified Medical Review Officer. 
 
Employment Classifications 
 
The following terms will be used to describe employment classifications and status: 
 

Exempt Employees 
 
Exempt employees are not subject to the overtime pay provisions of the federal Fair 
Labor Standards Act (FLSA). An exempt employee is one whose specific job duties and 
salary meet all of the requirements of the U.S. Department of Labor’s regulations. In 
general, an exempt employee is one who is paid on a salary basis at not less than $455 
per week who holds an administrative, professional, or management position.  
 

Non-Exempt Employees 

Salaried employees who are not administrative, professional, or managerial employees 
(as defined by the U.S. Department of Labor) and many hourly employees are generally 
not exempt from the FLSA’s overtime provisions. 

Full-Time Employees 

Full-time employees are those who are regularly scheduled to work at least 30 hours 
per week that are not hired on a temporary basis. 
 

Part-Time Employees 
 
Part-time employees are those who are regularly scheduled to work fewer than 30 
hours per week that are not hired on a temporary basis. Part-time employees are not 
eligible for Diocese paid benefits. 
 
Contract Employees 
  
Teachers and other contract employees work schedules attuned to the school year, and 
are subject to established past practices which may differ from some of the policies in 
the current Employee Resource Manual. Benefit eligibility requirements, described in 
the Employee Resource Manual are applicable to contract employees except as 
otherwise stated in the Employee Resource Manual for a particular benefit. Where 
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benefit eligibility requirements are not stated in the Employee Resource Manual, please 
check with your supervisor or Human Resources Manager for further information. 
 
Temporary Employees 
 
Employees hired for an interim period of time, usually to fill in for vacations, leaves of 
absence, or projects of a limited duration. Temporary employees are not eligible for 
Diocese paid benefits, except as required by law.  
 
Should you have a question regarding your non-exempt status under the Wage and 
Hour laws, feel free to contact the Human Resource Manager for relevant information. 
 
Immigration Law Applicable to All Employees 
 
The Diocese complies with the Immigration Reform and Control Act of 1986 by 
employing only U.S. citizens and non-citizens who are authorized to work in the United 
States. All employees are asked on their first day of work to provide original documents 
verifying the right to work in the United States and to sign a verification form required by 
federal law (Form I-9). If you cannot verify your right to work in the United States within 
three (3) days of hire, the Diocese is required by law to terminate your employment. 
 
Employment of Relatives 
 
No immediate family members of, or persons living in the same household with, 
managers, supervisors, or principals, may work for the Diocese in the same school, unit, 
or department with the employee, or in related areas that might affect accounting or 
operational controls. 
  
Orientation and Training 
 
To help you become familiar with the Diocese, the location where you are employed  
will provide an orientation and training session within the first few days after you begin 
work. Some of the content of the session will depend in large part on the nature of your 
responsibilities, while other parts will be applicable to all employees. In addition, the 
Diocese may periodically offer additional training or educational programs. Some 
programs may be voluntary, while others will be required. 

Hours of Work 
Work schedules, shifts, breaks, meal periods, and work assignments are determined 
individually by management, in accordance with business needs and available qualified 
personnel at the location or unit of the Diocese. 
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Any work outside of a non-exempt employee’s scheduled work hours must be 
approved, in advance, by the supervisor. 
	
Non-exempt (hourly paid or salaried) employees must keep time records based on 
actual hours worked from the beginning of the workweek on Saturday through the 
following Friday using the form provided for that purpose. Exempt employees should 
keep a signed record of days worked and time taken off. 
 
Meals and Breaks 

Meal periods are scheduled as close to the normal meal period as possible.  Employees 
should take regular meal periods outside work areas and away from duty stations. 
 
Contract employees and other school employees need to check with their 
principal about meals and breaks. 
 
Overtime 
 
All employees are classified as either exempt or non-exempt.  Overtime must be 
approved by the supervisor in advance of overtime work by non-exempt employees 
before the work begins. Absences due to sickness, vacation, lunch, holiday time (hours 
if paid) are not used in the calculation of overtime.  
 
Note: Under the federal Fair Labor Standards Act, time spent doing work not requested 
by the employer, but still allowed, is generally “hours worked” entitling employees to 
compensation, since the employer knows or has reason to believe that the employees 
are continuing to work, and the employer is benefiting from the work being done. 
Employers should be especially careful when it comes to allowing non-exempt 
employees to read and respond to work-related emails after hours through the use of 
smart phones or similar devices. Remember—it is the employer's responsibility to 
exercise control and see that work it does not want performed is not done. Merely 
making a rule against “off the clock” work is not enough. The employer has the power to 
enforce the rule and must make every effort to do so. 
 
Although you may voluntarily pay overtime compensation to exempt employees, you are 
not required to do so under federal law. Non-exempt employees are entitled to overtime 
pay.  Check your state laws as well, as they may impact both overtime compensation 
and minimum wages.  
 
Initial Employment Period move title to next page
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All new employees are in trial period for the first six months of employment.  
 
Attendance and Punctuality 
 
It is important for you to report to work on time and to avoid unnecessary absences. The 
Diocese recognizes that illness or other circumstances beyond your control may cause 
you to be absent from work from time to time. However, frequent absenteeism or 
tardiness may result in disciplinary action up to and including discharge. Excessive 
absenteeism or frequent tardiness puts an unnecessary strain on your co-workers and 
can have a negative impact on the success of the Diocese. 
 
You are expected to report to work when scheduled. Whenever you know in advance 
that you are going to be absent, you should notify your immediate supervisor or the 
designated manager.  If your absence is unexpected, you should attempt to reach your 
immediate supervisor as soon as possible, but in no event later than one hour before 
you are scheduled to work.  In the event your immediate supervisor is unavailable, you 
must speak with a manager. If you must leave a voicemail, you must provide a number 
where your supervisor may reach you.  
   
You are expected to be at your workstation at the beginning of each business day. If 
you are delayed, you must call your immediate supervisor to state the reason for the 
delay. As with absences, you must make every effort to speak directly with a manager. 
Regular delays in reporting to work will result in disciplinary action up to and including 
discharge. 

Inclement Weather 
 
The Diocese is open for business unless there is a government-declared state of 
emergency or unless you are advised otherwise by your supervisor. There may be 
times when we will delay opening, and on rare occasions, we may have to close. Use 
common sense and your best judgment when traveling to work in inclement weather.  
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In the event that the Diocese’s facilities are closed by the Diocese or the government, 
employees will be paid for the day. If the Diocese’s facilities are open and you are 
delayed getting to work or cannot get to work at all because of inclement weather, the 
absence will be charged to PTO time. You should always use your judgment about your 
own safety in getting to work.   
 
If severe weather develops or is anticipated to develop during the day and a decision is 
made by the Diocese to close for the remainder of the work day, you will be paid for 
your regularly scheduled hours for that day. If you elect to leave prior to the time the 
Diocese closes, you will be required to use PTO time in an amount equal to the number 
of hours between the time you left and the time the office closed. 
 
Note: Generally, exempt employees must be paid if they work at all during the week 
(however, an employer that remains open for business during a period of bad weather 
may generally make deductions, for full-day absences only, from the salary of an 
exempt employee who chooses not to report to work because of the weather and 
performs no work). You may wish to charge non-exempt employees’ PTO in the event 
of tardiness or absence due to inclement weather. We have suggested here that 
employees be paid if they are unable to work because of a Diocese decision or 
government mandate. However, except for rules requiring payment with respect to 
exempt employees, there is no legal requirement to compensate employees in this 
manner. 
 
Dress Code and Public Image 
 
As an employee of the Diocese, we expect you to present a clean and professional 
appearance, whether you are in or outside of the office. You are, therefore, required to 
dress in appropriate business attire and to behave in a professional, businesslike 
manner. It is essential that you act in a professional manner and extend the highest 
courtesy at all times to co-workers, visitors, customers, vendors, and clients. A cheerful 
and positive attitude is essential to our commitment to extraordinary customer service 
and exceptional quality.  
 
The current Diocese dress code is business-casual.  Generally, clean, neat clothing is 
acceptable. However, torn jeans or other torn clothing and tee shirts with inappropriate 
verbiage or pictures are not appropriate casual attire. As always, please use common 
sense in your choice of business attire. 
 
It is the intent of this policy to comply with applicable state, local and federal laws 
prohibiting discrimination on the basis of color, race, religion, sex (including pregnancy), 
national origin, disability, age, genetic information, and any other status protected under 
such laws. 
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Work Space 
 
Employees are responsible for maintaining the workspace assigned to them. A clean, 
orderly workspace provides an environment conducive to working efficiently. Employees 
should keep in mind that their workspace is part of a professional environment that 
portrays the Diocese’s overall dedication to providing quality service to its clients. 
Therefore, your workspace should be clean and organized.   
 
Office Equipment 
 
Certain equipment is assigned to staff depending on the needs of the job, such as a 
calculator, personal computer, printer and access to our central computers and servers. 
This equipment is the property of the Diocese and cannot be removed from the office 
without prior approval from your supervisor. It is expected that you will treat this 
equipment with care and report any malfunctions immediately to staff members equipped 
to diagnose the problem and take corrective action.  

Confidential Information (Includes computer and electronic 
information restrictions) 

Much of the information that Diocesan employees deal with in the performance of their 
jobs is of a private nature and must be kept confidential, to protect the rights of others 
and the interests of the Diocese.  To accomplish the work effectively, the Diocese has 
provided a variety of tools to the employees; including various forms of electronic media 
and services (computers, e-mail, telephone, voice mail, fax machines, wire services, 
online services, intranet, internet, and the world wide web, etc.) The Diocese has 
promulgated a computer use policy, which contains restrictions on both business and 
personal use of the computer and electronic data, in the interests of confidentiality, and 
to protect the interests of the Diocese in the appropriate generation and use of 
electronic data. 
 
Personal Use of Diocesan Funds  

The use of Diocesan funds for the personal benefit of any employee is strictly 
prohibited.  This includes; misappropriation of Diocesan funds, the improper use of 
funds, and/or the improper supervision of Diocesan finances. 
 
Standards of Conduct 

In every organization there must be rules of conduct to protect the overall work force 
and facilitate the efficient and effective conduct of the work, in an atmosphere conducive 
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to work performance. Where appropriate, disciplinary actions, up to and including 
termination may apply. The following represents a partial list of unacceptable behaviors 
which could result in disciplinary action. 
 
 
Examples of infractions where corrective discipline may be applied: 
 
• Unexcused absenteeism 
• Unexcused tardiness 
• Excessive absenteeism (excused and/or unexcused) 
• Excessive tardiness (excused and/or unexcused) 
• Unauthorized use of work time for personal purposes 
• Falsifying employment application, time card, personnel records, other diocesan 
 documents or records, or providing false information during diocesan investigations 
• Unauthorized use or possession of diocesan or employee property, gambling,     
carrying of weapons or explosives, or violating criminal laws on diocesan premises or 
while on Diocesan business 
• Fighting, throwing things, horseplay, practical jokes, or other disorderly conduct 
which  may endanger the well-being of any employee or diocesan operation 
• Engaging in acts of dishonesty, fraud, theft, or sabotage 
• Threatening, intimidating, harassing, coercing, using abusive or vulgar language, or 
 interfering with the work performance of other employees 
• Insubordination, refusal to comply with instructions, or failure to perform reasonable 
 duties as assigned 
• Unauthorized use of diocesan material, time, equipment, or property 
• Damaging or destroying diocesan property through careless or willful acts 
• Conduct which the Diocese feels reflects adversely on the employee and the 
teaching of the Church 
• Performance which, in the Diocese’s opinion, does not meet the requirements of the 
position 
• Engaging in practices the Diocese deems inconsistent with ordinary and reasonable 
rules of conduct necessary to the welfare of the Diocese, its employees, and the people 
we serve 
• Negligence in observing fire prevention and safety rules 
• Circumstance for which the Diocese feels significant disciplinary action is warranted 
• Yelling – Bullying 
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The above list is representative of the types of activities which may result in a 
disciplinary action, up to and including termination. It is not intended to be 
comprehensive and does not alter the employment-at-will relationship between 
employees and the Diocese. 

 
Because of the variety of factual situations that could arise, the Diocese 
necessarily reserves the right to depart from the guidelines and make decisions 
other than those which are suggested by such guidelines. 
 

Grievance Procedure 
 
In a perfect world, every employment relationship would be smooth and harmonious. 
However, there are, unfortunately, times when employees and employers disagree. 
These disagreements often arise in the context of involuntary employment termination, 
but there may be disagreements regarding the right to a promotion, expense 
reimbursement, or a parade of other things.  All employees agree to first contact their 
immediate supervisor.  If there is not a resolution to the conflict, the employee should 
contact the Human Resource Manager. 
 
Personnel Files  

Each employee must promptly notify the Diocesan Human Resource Manager in 
writing of any change in name, address, telephone number, marital status, 
dependents, person to notify in case of emergency, insurance beneficiary, 
military status, or any other information affecting the employee’s record. 
 
A current employee may review his or her personnel records (except reference 
information) by appointment only. 
 
Smoking   

The Diocese respects the individual preferences of smoking and non-smoking at our 
parishes, schools, and apostolates.  In the interest of promoting good health and 
providing a quality work environment, employees are not allowed to smoke inside 
buildings. The Chancery office is a non- smoking facility.  

Telephones 

Access to the Diocese telephone system is given principally for work-related activities or 
approved educational / training activities. Incidental and occasional personal use is 
permitted. This privilege should not be abused and must not affect the employee’s 
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performance of employment-related activities.  Telephone usage should be based upon 
cost-effective practices that support the Diocese’s mission and should comply with 
applicable rules and regulations. 
 
You should use common sense and your best judgment when making or receiving 
personal cellular phone calls at work. To the extent possible, employees should make 
personal cell phone calls during their breaks or lunch times. The use of cameras on cell 
phones during work hours is prohibited to protect the privacy of the Diocese as well as 
of fellow employees. However, this restriction will not apply to any recordings made in 
the exercise of any rights granted to an employee by federal law. 
 
The Diocese telephone system is at all times the property of the Diocese. By accessing 
the telephone system through facilities provided by the Diocese, you acknowledge that 
the Diocese has the right to monitor its telephone system from time to time to ensure 
that employees are using the system for its intended purposes.  
 
Internet Access 
 
Access to the Internet is given principally for work-related activities or approved 
educational / training activities. Incidental and occasional personal use and study use is 
permitted. This privilege should not be abused and must not affect the employee’s 
performance of employment-related activities.  
 
Social Media 
 
The term “social media” includes all means of communicating or posting information or 
content of any sort on the Internet, including to your own or someone else’s web log or 
blog, journal or diary, personal website, social networking or affinity website, web 
bulletin board, or a chat room, whether or not associated or affiliated with the Diocese, 
as well as any other form of electronic communication. The same principles and 
guidelines found in the Diocese rules, policies and procedures apply to an employee’s 
social media activities online.  
 
Any conduct that adversely affects an employee’s job performance or the performance 
of fellow employees, or otherwise adversely affects the Diocese’s legitimate business 
interests, may result in disciplinary action, up to and including termination. Similarly, 
inappropriate postings, including but not limited to discriminatory remarks, harassment, 
and threats of violence or similar inappropriate or unlawful conduct will not be tolerated 
and may result in disciplinary action, up to and including termination. However, this 
restriction will not apply to any postings made in the exercise of any rights granted to an 
employee by federal law. 
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Right to Monitor 
 
The Diocese email and Internet system is at all times the property of the Diocese. By 
accessing the Internet, Intranet and electronic mail services through facilities provided 
by the Diocese, you acknowledge that the Diocese (by itself or through its Internet 
Service Provider) may from time to time monitor, log and gather statistics on employee 
Internet activity and may examine all individual connections and communications. 
Please note that the Diocese uses email filters to block spam and computer viruses. 
These filters may from time to time block legitimate email messages. 

Responsibilities and Obligations 
 
Employees may not access, download, or distribute material that is illegal, or which 
others may find offensive or objectionable, such as material that is pornographic, 
discriminatory, harassing, or an incitement to violence.  
 
You must respect and comply with copyright laws and intellectual property rights of both 
the Diocese and other parties at all times. When using web-based sources, you must 
provide appropriate attribution and citation of information to the websites. Software must 
not be downloaded from the Internet without the prior approval of qualified persons, i.e. 
Information Systems Manager, within the Diocese.  
  
Violation of this Policy  
 
In all circumstances, use of Internet access and email systems must be consistent with 
the law and Diocese policies. Violation of this policy is a serious offense and, subject to 
the requirements of the law, may result in a range of sanctions, from restriction of 
access to electronic communication facilities to disciplinary action, up to and including 
termination.  
 
Email 
 
The email system is the property of the Diocese. All emails are archived on the server in 
accordance with our records retention policy, and all emails are subject to review by the 
Diocese. You may make limited use of our email system for personal business matters, 
so long as such use is kept to a minimum and does not interfere with your work.  The 
Diocese email system is Diocese property, and as such, is subject to monitoring. 
System monitoring is done for your protection and the protection of the rights or 
property of the provider of these services. Please consider this when conducting 
personal business using Diocese hardware and software.  
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Electronic mail is like any other form of Diocese communication, and may not be used 
for harassment or other unlawful purposes. Your email account is a Diocese-provided 
privilege, and is Diocese property. Remember that when you send email from the 
Diocese domain, you represent the Diocese whether your message is business-related 
or personal. 

Confidentiality of Electronic Mail 
 
As noted above, electronic mail is subject at all times to monitoring, and the release of 
specific information is subject to applicable laws and Diocese rules, policies, and 
procedures on confidentiality. Existing rules, policies and procedures governing the 
sharing of confidential information also apply to the sharing of information via 
commercial software.  
 
Drug-Free Workplace 
 
The Diocese takes seriously the problem of drug abuse and is committed to providing a 
substance abuse-free workplace for its employees. Substance abuse of any kind is 
inconsistent with the behavior expected of our employees, subjects all employees and 
visitors to our facilities to unacceptable safety risks, and undermines our ability to 
operate effectively and efficiently. The Diocese has adopted a formal policy related to 
substance abuse. A copy of the complete policy is contained in this Employee Resource 
Manual.  
 
Substance Abuse 
 
The Diocese recognizes  drug abuse as potential health, safety, and security problem. 
The Diocese expects all employees to assist in maintaining a work environment free 
from the effects of  drugs. Compliance with this substance abuse policy is made a 
condition of employment, and violations of the policy may lead to discipline and/or 
discharge. 
 
All employees are prohibited from engaging in the unlawful manufacture, possession, 
use, distribution or purchase of illicit drugs, as well as the misuse of prescription drugs 
on Diocese premises or at any time and any place during working hours. While we 
cannot control your behavior off the premises on your own time, we certainly encourage 
you to behave responsibly and appropriately at all times.  All employees are required to 
report to their jobs in appropriate mental and physical condition, ready to work.  
Substance abuse is an illness that can be treated.  Employees who have a drug abuse 
problem are encouraged to seek appropriate professional assistance. You may inform 
your immediate supervisor, designated manager, or Human Resources for assistance in 
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seeking help to address substance abuse, and also help you determine coverage 
available under the Diocese’s medical insurance plan.   
 
When work performance is impaired, admission to or use of a treatment or other 
program does not preclude appropriate action by the Diocese. 
Any violator of this substance abuse policy will be subject to disciplinary action up to 
and including termination of employment. 
 
Note: With respect to drug testing, state or local law may mandate a particular protocol 
or procedure in order to protect employees against false positives and careless handling 
of blood and urine samples, as well as to protect employees’ privacy. Before 
implementing any drug testing program, check to determine whether your jurisdiction 
has any directives affecting your testing and the results of the testing. 
 
Employee substance abuse costs employers billions of dollars annually. It is, however, 
an illness that can be treated. You may wish to provide that the Diocese will provide 
support to employees who reveal their addiction and seek help, and such employees 
will not be subject to discipline, whereas if their addiction is discovered as a result of 
misuse of drugs at work, there will be no such clemency. If you have an employee 
assistance program (EAP), employees should be referred to that program rather than to 
the HR Department. Confidentiality is critical for employees to be willing to seek help. 
 
Employee Assistance Program  

The Diocese offers an Employee Counseling Service of therapeutic counseling for 
individual or family problems. Some of the counseling services available are parenting, 
child or spouse abuse, alcohol or drug dependency, emotional stress, depression, 
financial problems, and other difficulties.  The objective of the program is to meet the 
needs of employees and/or eligible dependents experiencing personal problems.  
Eligible dependents are defined as spouse and children living in the household through 
age 21 or full- time students through age 26.  The confidential nature of records of 
individuals utilizing EAP will be strictly preserved.  An employee may contact the 
Diocesan Human Resource Manager for more information. 
 
Conflict of Interest/Gratuities 

Integrity is part of the job: 
 

(1) Employees are to refrain from any private business or other activity which 
would place them in a position creating a conflict between the employee’s 
private interests and the interests of the Diocese.  
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(2) Under no circumstances will an employee seek, or accept a consideration, 
gratuity, or other benefit or favor for making a business decision or for 
attempting to influence the business decision of any other person. 

 

(3) Employees are not to seek, or to accept, gratuities, favors, or entertainment- 
directly or indirectly- from any person, firm, corporation, or other entity, when 
doing such could affect the performance of the employee’s duties in an 
objective manner.   

 

(4) All employees shall make timely disclosure of any situation which creates a 
conflict of interest or which could give the perception of a conflict of interest. 

 

(5) Failure to disclose or discuss with management information related to any of 
the above may lead to corrective action, up to and including discharge. 

 
Safety and Accident Rules 
 
Safety is a joint venture at the Diocese. We provide a clean, hazard-free, healthy, safe 
environment in which to work and make every effort to comply with all relevant federal, 
state, and local occupational health and safety laws, including the federal Occupational 
Safety and Health Act. As an employee, you have a duty to comply with the safety rules 
of the Diocese, and you are expected to take an active part in maintaining this hazard-
free environment. You should observe all posted safety rules, adhere to all safety 
instructions provided by your supervisor and use safety equipment where required. Your 
workspace should be kept neat, clean, and orderly. You are required to report any 
accidents or injuries – including any breaches of safety – and to promptly report any 
unsafe equipment, working condition, process, or procedure to a supervisor. In addition, 
if you become ill or get hurt while at work, you must notify your manager immediately. 
Failure to do so may result in a loss of benefits under the state workers’ compensation 
law.  
 
Failure to abide by the Diocese’s safety and accident rules may result in disciplinary 
action, up to and including termination.  

Workplace Violence Prevention Policy 
 
The Diocese is committed to the safety and security of our employees. Workplace 
violence presents a serious occupational safety hazard to our organization, staff, and 
clients. 
 
Workplace violence includes any physical assault or act of aggressive behavior 
occurring where an employee performs any work-related duty in the course of his or her 
employment including but not limited to an attempt or threat, whether verbal or physical, 
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to inflict physical injury upon an employee; any intentional display of force which would 
give an employee reason to fear or expect bodily harm; intentional and wrongful 
physical contact with a person without his or her consent that entails some injury; or 
stalking an employee with the intent of causing fear of material harm to the physical 
safety and health of such employee when such stalking has arisen through and in the 
course of employment. 
	
Acts of violence by or against any of our employees where any work-related duty is 
performed will be thoroughly investigated and appropriate action will be taken, including 
involving law enforcement authorities when warranted. All employees are responsible 
for helping to create an environment of mutual respect for each other as well as clients 
and visitors, following all policies, procedures, and practices, and for assisting in 
maintaining a safe and secure work environment. 
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ANTI-DISCRIMINATION & HARASSMENT 
	
Note: Note that Title VII of the Civil Rights Act of 1964, the Americans with Disabilities 
Act, and the Genetic Information Nondiscrimination Act apply to employers of 15 or 
more employees in 20 or more weeks of the calendar year. The Age Discrimination in 
Employment Act applies to employers with 20 or more employees. Some states also 
have similar statutes prohibiting discrimination that apply to smaller employers. 
 
Discrimination Is Prohibited 
 
The Diocese is an equal opportunity employer and makes all employment decisions 
without regard to race, religion, color, sex (including pregnancy), national origin, 
disability, age, genetic information, or any other status protected under applicable 
federal, state, or local laws. This policy applies to all terms and conditions of 
employment, including but not limited to, hiring, placement, promotion, termination, 
layoff, recall, transfer, leaves of absence, benefits, compensation, and training. We seek 
to comply with all applicable federal, state, and local laws related to discrimination and 
will not tolerate the interference with the ability of any of the Diocese’s employees to 
perform their job duties.  
 
The Diocese makes decisions concerning employment based strictly on an individual’s 
qualifications and ability to perform the job under consideration, the comparative 
qualifications and abilities of other applicants or employees, and the individual’s past 
performance within the organization.  
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If you believe that an employment decision has been made that does not conform with 
management’s commitment to equal opportunity, you should promptly bring the matter 
to the attention of your immediate supervisor, designated manager, or Human 
Resources. Your complaint will be promptly, thoroughly, and impartially investigated. 
There will be no retaliation against any employee who files a complaint in good faith, 
even if the result of the investigation produces insufficient evidence to support the 
complaint. 
 
Americans with Disabilities Act 
 
The federal Americans with Disabilities Act (ADA) prohibits discrimination against 
qualified individuals with disabilities in job application procedures, hiring, firing, 
advancement, compensation, benefits, job training and other terms, conditions, and 
privileges of employment. The ADA does not alter the Diocese’s right to hire the best-
qualified applicant, but it does prohibit discrimination against a qualified applicant or 
employee because of his or her disability, or because of a perceived disability. As a 
matter of Diocese policy, the Diocese prohibits discrimination of any kind against people 
with disabilities.    

Disabled Defined 
An applicant or employee is considered disabled if he or she (1) has a physical or 
mental impairment that substantially limits one or more major life activities; (2) has a 
record or past history of such an impairment; or (3) is regarded or perceived (correctly 
or incorrectly) as having such impairment. 
 
A qualified employee or applicant with a disability is an individual who satisfies the 
requisite skill, experience, education, and other job-related requirements of the position 
held or desired, and who, with or without reasonable accommodation, can perform the 
essential functions of that position. 

Reasonable Accommodation 
A reasonable accommodation is any change in the work environment (or in the way 
things are usually done) to help a person with a disability apply for a job, perform the 
duties of a job, or enjoy the benefits and privileges of employment.  
 
Qualified applicants or employees who are disabled should request reasonable 
accommodation from the Diocese in order to allow them to perform a particular job. If 
you are disabled and you desire such reasonable accommodation, contact your 
immediate supervisor, designated manager, or Human Resources. On receipt of your 
request we will meet with you to discuss your disability. We may ask for information 
from your health care provider(s) regarding the nature of your disability and the nature 
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of your limitations or take other steps necessary to help us determine viable options for 
reasonable accommodation. We will then work with you to determine whether your 
disability can be reasonably accommodated, and if it can be accommodated, we will 
explore alternatives with you and endeavor to implement a mutually agreeable 
accommodation.   
 
Reasonable accommodation may take many forms and it will vary from one employee 
to another. Please note that according to the ADA, the Diocese does not have to 
provide the exact accommodation you request, and if more than one accommodation 
works, we may choose which one to provide. Furthermore, the Diocese does not have 
to provide an accommodation if doing so would cause undue hardship to the Diocese. 

Sexual Harassment 
 
Sexual harassment is prohibited by federal, state, and local laws, and applies equally to 
men and women. Federal law defines sexual harassment as unwelcome sexual 
advances, requests for sexual favors and other verbal or physical conduct of a sexual 
nature when the conduct: (1) explicitly or implicitly affects a term or condition of an 
employee’s employment; (2) is used as the basis for employment decisions affecting the 
employee; or (3) unreasonably interferes with an employee’s work performance or 
creates an intimidating, hostile or offensive working environment.  

Procedures for Reporting and Investigating Harassment  
 
Employees should report incidents of inappropriate behavior or sexual harassment as 
soon as possible after the occurrence. Employees who believe they have been harassed, 
regardless of whether the offensive act was committed by a manager, co-worker, 
vendor, visitor, or client, should promptly notify their immediate supervisor, designated 
manager, or Human Resources. 
If the employee’s immediate supervisor is involved in the incident, the employee should 
report If incident to the Human Resources Manager. Every claim of harassment will be 
treated seriously, no matter how trivial it may appear. All complaints of harassment, 
sexual harassment, or other inappropriate sexual conduct will be promptly, thoroughly, 
and impartially investigated by the Diocese. 
 
There will be no retaliation for filing or pursuing a harassment claim. To the extent 
possible, all complaints and related information will remain confidential except to those 
individuals who need the information to investigate, educate, or take action in response 
to the complaint.  
 
All employees are expected to cooperate fully with any ongoing investigation regarding 
a harassment incident. Employees who believe they have been unjustly charged with 
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harassment can defend themselves verbally or in writing at any stage of the 
investigation.  
To protect the privacy of persons involved, confidentiality will be maintained throughout 
the investigatory process to the extent practicable and appropriate under the 
circumstances. Investigations may include interviews with the parties involved, and 
where necessary, individuals who may have observed the alleged conduct or who may 
have relevant knowledge. 
 
At the conclusion of a harassment investigation, the complainant and the “alleged 
harasser” shall be informed of the determination. Where appropriate, the “harasser” and 
the “victim” may be offered mediation or counseling through an employee assistance 
program (EAP).  

Penalties for Violation of Anti-Harassment Policy  
 
If it is determined that inappropriate conduct has occurred, the Diocese will act promptly 
to eliminate the offending conduct, and take such action as is appropriate under the 
circumstances.  Such action may range from counseling to termination of employment, 
and may include such other forms of disciplinary action, as the Diocese deems 
appropriate under the circumstances and in accordance with applicable law. 
 
Child and Youth Protection  

In our religious, custodial, educational, athletic, and other services, programs, and 
activities involving children of all ages, we have a sacred trust and obligation to assure 
that no child is abused, bullied, or otherwise mistreated physically, mentally, morally, or 
otherwise by any employee, volunteer, or other child; and upon witnessing any such 
incident, to take appropriate, immediate action (1) to stop such misconduct and (2) 
report it promptly to your immediate supervisor or other appropriate higher authority. 
 
More detail is contained in the Youth Protection Policy.   Ask your supervisor for a copy 
of the Child and Youth Protection Policy (or visit the diocesan website 
www.bhmdiocese.org) and carefully review the information in the Policy. 
 
Children In the Workplace  

Children in the workplace raise serious liability exposures that the Diocese is not in the 
position to mitigate. Productivity of the employee with the child and the productivity of 
their co-workers are impacted by the presence of children. Except for extenuating 
circumstances, children should not be brought into the workplace. In such cases, the 
parent of the child should be considerate of co-workers and must accompany the child 

 



 
 

 
41 

 

at all times. 

Time spent by an employee in caring for their child is not paid time unless taken as 
part of the employee's normally scheduled break period(s). 

SICK CHILDREN: Under no circumstances should sick children be brought to work 
because of the obvious exposure of their illness to others. Parents who cannot be 
accommodated by a daycare facility or another caregiver may use either their annual 
PTO time to stay home with their sick child. 

INFANTS: An employee may be approved to bring her infant to the workplace up to the 
age of one. The Diocese will not assume responsibility for the welfare of children 
brought into the work place. An employee who chooses to bring their child, with prior 
permission, must assume complete responsibility for his/her safety and well-being. 
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COMPENSATION AND JOB PERFORMANCE 
 
Salaries and Wages   

The Diocese endeavors to provide fair and competitive compensation consistent with 
available resources. 
 
Salary Deductions and Withholding 
The Diocese will withhold the following from your paycheck:  

Taxes 
Federal, state, and local taxes, as required by law, as well as the required FICA (Social 
Security and Medicare) payments. 

Insurance 
Your contribution to health insurance or other insurance premiums for yourself and any 
eligible family members or to other contributory benefit programs. 

Other Deductions 
Other deductions which you authorize, including [medical, dental, long-term disability 
insurance, voluntary life insurance, flexible spending account (FSA) contributions, 
retirement].  
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Pay Practices 

Pay is provided on a bi-weekly basis, resulting in 26 pay days per year.  Individuals may 
authorize, in writing, voluntary payroll deductions for qualified benefits and charitable 
contributions. Questions regarding the manner in which either pay or hours worked are 
calculated should be directed to their immediate supervisor. 

Direct Deposit 

Our system of processing employee pay is direct deposit. Therefore, pay checks are not 
issued. An employee’s pay is directly deposited into his/her bank account after 
completing the appropriate forms for the payroll department. 
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MISCELLANEOUS 
 
 
Bulletin Boards  

Designated bulletin boards are for personnel notes and employee information.  All 
material posted on these boards require prior approval from the appropriate location, 
supervisor, or director.  Employees may not post notices of a personal nature, e.g., 
party invitations, items for sale, invitations to meetings outside of work, etc., on the 
bulletin board or email. 
 
Public Relations and Media Contacts 

Public Relations is coordinated by the diocesan office.  Any contacts by the news 
media, ideas for news, or feature stories, and requests for programs or tours, should be 
referred to the diocesan spokesperson designated by the Bishop. 
 
Unemployment Insurance  

The Diocese is exempt from paying unemployment insurance.  
 
Parking 

Most Diocesan agencies provide free parking for employees in parking areas at their 
own risk.  The Diocese or location is not responsible for any losses. 
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Leaving the Diocese 
 
If you wish to resign your employment with the Diocese, you are requested to notify 
your manager of your anticipated departure date at least two (2) weeks in advance. This 
notice should be in the form of a written note or letter.   
 
You will be paid for accrued but unused PTO as part of your last paycheck.  
 
The Diocese asks all employees to participate in an exit interview with their immediate 
supervisor prior to leaving the Diocese. This provides an opportunity to return parking 
passes, keys, and other property and to tie up any loose ends.  
 
If you leave the Diocese in good standing, you may be considered for reemployment at 
a later date. However, in the case of rehiring, you may be considered a new employee 
with respect to vacation time, benefits, and seniority. 
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APPENDIX A 
 
 
The information contained herein is a summary of diocesan policies and procedures 
and does not constitute a contract. 
   
The Catholic Diocese of Birmingham in Alabama Resource Manual provides guidelines 
on the policies, procedures, and programs affecting employment with this organization. 
The diocese can, at its’ sole discretion, modify, eliminate, or revise the guidelines, 
benefits and other policies in this resource manual as circumstances or situations 
warrant. 
 
An employee accepts responsibility for knowing the information in this resource manual 
and will seek verification or clarification of its terms, and guidance when necessary. 
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APPENDIX B 
 

 
UNDER THE FAMILY AND MEDICAL LEAVE ACT POSTER (required by law) 
 

For additional information: 1-866-4US-WAGE (1-866-487-9243) TTY: 1-877-889-
5627 WWW.WAGEHOUR.DOL.GOV U.S. Department of Labor | Employment 

Standards Administration | Wage and Hour Division WHD Publication 1420 Revised 
January 2009  

 
EMPLOYEE RIGHTS AND RESPONSIBILITIES  

UNDER THE FAMILY AND MEDICAL LEAVE ACT  
 
Basic Leave Entitlement  
FMLA requires covered employers to provide up to 12 weeks of unpaid, job-protected 
leave to eligible employees for the following reasons:  
 
• For incapacity due to pregnancy, prenatal medical care, or child birth;  
 
• To care for the employee’s child after birth, or placement for adoption or foster care;  
 
• To care for the employee’s spouse, son or daughter, or parent, who has a serious 

health condition; or  
 
• For a serious health condition that makes the employee unable to perform the 

employee’s job.  
 
Military Family Leave Entitlements  
Eligible employees with a spouse, son, daughter, or parent on active duty or call to 
active duty status in the National Guard or Reserves in support of a contingency 
operation may use their 12-week leave entitlement to address certain qualifying 
exigencies. Qualifying exigencies may include attending certain military events, 
arranging for alternative childcare, addressing certain financial and legal arrangements, 
attending certain counseling sessions, and attending post-deployment reintegration 
briefings.  
FMLA also includes a special leave entitlement that permits eligible employees to take 
up to 26 weeks of leave to care for a covered servicemember during a single 12-month 
period. A covered servicemember is a current member of the Armed Forces, including a 
member of the National Guard or Reserves, who has a serious injury or illness incurred 
in the line of duty on active duty that may render the servicemember medically unfit to 
perform his or her duties for which the servicemember is undergoing medical treatment, 
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recuperation, or therapy; or is in outpatient status; or is on the temporary disability 
retired list.  
 
Benefits and Protections  
During FMLA leave, the employer must maintain the employee’s health coverage under 
any “group health plan” on the same terms as if the employee had continued to work. 
Upon return from FMLA leave, most employees must be restored to their original or 
equivalent positions with equivalent pay, benefits, and other employment terms.  
Use of FMLA leave cannot result in the loss of any employment benefit that accrued 
prior to the start of an employee’s leave.  
Eligibility Requirements  
Employees are eligible if they have worked for a covered employer for at least one year, 
for 1,250 hours over the previous 12 months, and if at least 50 employees are employed 
by the employer within 75 miles.  
 
Definition of Serious Health Condition  
A serious health condition is an illness, injury, impairment, or physical or mental 
condition that involves either an overnight stay in a medical care facility, or continuing 
treatment by a health care provider for a condition that either prevents the employee 
from performing the functions of the employee’s job, or prevents the qualified family 
member from participating in school or other daily activities.  
Subject to certain conditions, the continuing treatment requirement may be met by a 
period of incapacity of more than 3 consecutive calendar days combined with at least 
two visits to a health care provider or one visit and a regimen of continuing treatment, or 
incapacity due to pregnancy, or incapacity due to a chronic condition. Other conditions 
may meet the definition of continuing treatment.  
 
Use of Leave  
An employee does not need to use this leave entitlement in one block. Leave can be 
taken intermittently or on a reduced leave schedule when medically necessary. 
Employees must make reasonable efforts to schedule leave for planned medical 
treatment so as not to unduly disrupt the employer’s operations. Leave due to qualifying 
exigencies may also be taken on an intermittent basis.  
 
Substitution of Paid Leave for Unpaid Leave  
Employees may choose or employers may require use of accrued paid leave while 
taking FMLA leave. In order to use paid leave for FMLA leave, employees must comply 
with the employer’s normal paid leave policies.  
 
Employee Responsibilities  
Employees must provide 30 days advance notice of the need to take FMLA leave when 
the need is foreseeable. When 30-day notice is not possible, the employee must 
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provide notice as soon as practicable and generally must comply with an employer’s 
normal call-in procedures.  
Employees must provide sufficient information for the employer to determine if the leave 
may qualify for FMLA protection and the anticipated timing and duration of the leave. 
Sufficient information may include that the employee is unable to perform job functions, 
the family member is unable to perform daily activities, the need for hospitalization or 
continuing treatment by a health care provider, or circumstances supporting the need 
for military family leave. Employees also must inform the employer if the requested 
leave is for a reason for which FMLA leave was previously taken or certified. Employees 
also may be required to provide a certification and periodic recertification supporting the 
need for leave.  
 
Employer Responsibilities  
Covered employers must inform employees requesting leave whether they are eligible 
under FMLA. If they are, the notice must specify any additional information required as 
well as the employees’ rights and responsibilities. If they are not eligible, the employer 
must provide a reason for the ineligibility.  
Covered employers must inform employees if leave will be designated as FMLA-
protected and the amount of leave counted against the employee’s leave entitlement. If 
the employer determines that the leave is not FMLA-protected, the employer must notify 
the employee.  
 
Unlawful Acts by Employers  
FMLA makes it unlawful for any employer to:  
 
• Interfere with, restrain, or deny the exercise of any right provided under FMLA;  
 
• Discharge or discriminate against any person for opposing any practice made unlawful 

by FMLA or for involvement in any proceeding under or relating to FMLA.  
 
Enforcement  
An employee may file a complaint with the U.S. Department of Labor or may bring a 
private lawsuit against an employer.  
FMLA does not affect any Federal or State law prohibiting discrimination, or supersede 
any State or local law or collective bargaining agreement which provides greater family 
or medical leave rights.  
 
FMLA section 109 (29 U.S.C. § 2619) requires FMLA covered employers to post 
the text of this notice. Regulations 29 C.F.R. § 825.300(a) may require additional 
disclosures. 
For additional information: 1-866-4US-WAGE (1-866-487-9243) TTY: 1-877-889-
5627 WWW.WAGEHOUR.DOL.GOV U.S. Department of Labor | Employment 
Standards Administration | Wage and Hour Division 
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Dear Employee: 
 
After you have reviewed the policies and procedures in this Resource Manual, it is 
possible that you may have questions about the scope or application of some of them. If 
so, do not hesitate to ask your supervisor who will furnish for you the requested 
information. It is important to note that policies are not engraved in stone. Unforeseen 
situations and changes in applicable law are among the reasons why, in the opinion of 
the diocese, it may become necessary to amend existing policies or establish new ones. 
Accordingly, the diocese necessarily reserves the right, in its’ sole discretion, to (a) not 
to apply a policy in whole or in part where it believes it inappropriate to do so; (b) amend 
or revoke a policy whenever it believes such action to be in its’ best interest and (c) at 
any given time promulgate such new policies as it deems necessary or desirable to 
assure an effective and efficient operation.   
 
 Human Resources 
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