Employee Code of Professional Conduct

POSITIVE WORKPLACE ENVIRONMENT

Trinity strives to create a positive workplace environment that is conducive to the development
of positive relationships and to doing the Lord's work. Trinity wants every employee to be
successful and to enjoy their work. Trinity's success depends upon its people and their ability
and willingness to be held to the highest ethical and moral standards.

Employees have the following responsibilities:

Maintain respectful behavior at all times;
Be familiar with and comply with all aspects of this policy and related policies;
Be alert to violations of the policy and report violations immediately; and,
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Say "no" to inappropriate behavior.
Managers have the following responsibilities:

1. Listen seriously to all complaints from employees and document carefully;
Report all complaints to the HR Director immediately;

3. Report any observation of inappropriate conduct or action to the HR Director
immediately; and,

4. Ensure Trinity's workplace environment is free of any form of harassment,
discrimination, retaliation, or other inappropriate behavior.

HARASSMENT

In accordance with applicable law, Trinity prohibits harassment because of race, national origin,
religion, physical or mental disability, age, gender, marital status, or any other basis protected by
federal, state, or local law. Trinity is committed to taking all reasonable steps to prevent
harassment. Report all harassment complaints to the HR Director immediately

What is harassment? Harassment is an offensive verbal or physical action that interferes with an
employee's working conditions or performance, or creates a hostile or intimidating work
environment. prohibited harassment is not necessarily limited to a loss of a job or other
tangible employment action. Prohibited harassment that impairs your working ability or
emotional well-being at work violates this policy and will not be tolerated.

Harassment can be verbal, visual, or physical. It can occur in different forms. If you become
aware of, or involved in, a possible harassment or discrimination situation, follow the
procedures below:

1. Contact you manager, if you are comfortable doing so, to discuss the situation;
2. If you are not comfortable speaking with your manager, please reach out to the HR
Director to discuss the situation;



Be specific, factual, and honest--describe the situation and who was involved as clearly
as possible;

This is a confidential procedure so please do not discuss your complaint with anyone
else.

Some examples of harassment are:
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Making fun of someone's age, disability, or sexual orientation

Making inappropriate comments that could be taken as having a racial, ethnic, sexual, or
religious meaning or tone

Telling jokes with racial, ethnic, sexual, or religious meaning or tone

Using offensive words or names, even if the speaker is someone from the racial, ethnic,
or religious group

Visual conduct such as derogatory posters, drawings, cartoons, photographs, or gestures
Physical conduct such as unwanted touching, blocking someone's movement, or
interfering with their work

Threats or demands to submit to sexual requests, or offers of job benefits in exchange
for sexual favors

Retaliation for opposing, reporting, or threatening to report harassment, or for
participating in and internal or external investigation or hearing concerning suspected
harassment.

If an action is perceived to be offensive and unwelcome, it may be considered harassment, even

if the actor does not intend it to be offensive.

SEXUAL HARASSMENT
Sexual harassment is unwanted sexual attention of a persistent or offensive nature made by a

person who knows, or reasonably should know, that such attention is unwanted. Sexual
harassment can be physical and/or psychological in nature. A combination of incidents can be

harassment even if one of the incidents on its own would not be harassing.

Some examples of sexual harassment are:

Displaying, storing, or transmitting pornographic or sexually oriented materials using
Trinity's equipment or facilities;

Engaging in indecent exposure;

Promising directly or indirectly to reward an employee for complying with a sexually
oriented request;

Denying, directly or indirectly, an employment related opportunity to an employee who
refuses to comply with a sexually oriented request; and,



5. Engaging in sexually suggestive physical contact or touching another employee in a way
that is unwelcome.

If an action is perceived to be offensive and unwelcome, it may be considered sexual
harassment, even if the actor does not intend it to be offensive. Report all sexual harassment
complaints to the HR Director immediately

PERSONAL ELECTRONIC DEVICE USAGE

Employees should not use their personal electronic devices ("PEDs"), of any type, during
working hours. Use of PEDs, unless in the case of an emergency, should be limited to work
breaks and lunch breaks. The "use" of PEDs includes, but is not limited to, texting, accessing the
Internet, accessing social network sites, accessing personal email accounts, or speaking on the
telephone.

DRESS CODE

Trinity is committed to maintaining a positive and professional workplace environment, and it is
each employee's responsibility to dress appropriately at all times. Likewise, employees are to
maintain a well-groomed appearance.

If the employee's dress is not appropriate, at his/her manager's discretion, the employee can be
sent home, possibly without pay for the time gone from the building, and/or subject to
corrective action up to and including termination for repeat offenders.

MORAL EXPECTATIONS

The command of Christ is that His mission for the Church should be carried out according to His
will, and that in doing so, we maintain decency and order in our personal and professional lives.
No practice or behavior inconsistent with or in conflict with individual moral and ethical conduct
required by Scripture shall be tolerated from employees.

Persons who hold positions of responsibility or positions that put them and Trinity in the public
eye are often regarded as role models and exemplars of Christian leadership. These persons
may be held to a stricter standard of behavior and practice than other employees in both their
work and their personal lives. Counseling may be required, and/or these employees may face
dismissal for behavior and practices deemed by Trinity to be inappropriate to fulfilling their
function as role model and leader in carrying out Christ's mission on Earth.

WORKPLACE SAFETY

Trinity is committed to providing a safe environment for employees, students, and visitors. In
order to provide a safe environment, access to all work areas must be limited to those with a
legitimate church or school interest.



Trinity has a zero tolerance for violence, and all employees are instead expected to facilitate a
positive workplace environment. "Violence" includes joking and/or talking about carrying out an
act of destruction, intimidation, or force; or actually performing, or assisting in the performance
of, and act of destruction, intimidation, or force. If violence in the workplace is displayed or
threatened, the person responsible for such conduct will be subject to immediate disciplinary
action. In addition to the appropriate disciplinary action, the employee and/or other parties
involved may be subject to criminal proceedings as appropriate.

In general, displays of violence include physically harming, or threatening to harm another;
shoving; pushing; intimidation; throwing or slamming items; or, coercion.

Trinity reserves the right to review incidents and expand on what may constitute violent
behavior, in violation of this policy. No weapons are allowed on the premises and no threats or
talk of violence will be tolerated, even if meant as a joke.

All employees are to assist in preventing violence in the workplace. You can help by reporting,
to your manager, any incidents that could indicate a coworker is in trouble, immediately. All
reports will be investigated. If you are witnessing a workplace violence situation that has
escalated to a point where damage to persons or physical property is eminent, and is already
occurring, do not intervene, rather call 911 immediately and ask for police assistance. The
primary concern is the safety of the children, staff, and Congregation members.

FIREARM POSSESSION
Employees are prohibited from having any firearms on the premises.

DRUGS AND ALCOHOL

Trinity is concerned with the well-being of its employees and is committed to creating a positive
workplace environment for all employees. Trinity believes that a working environment free of
the problems stemming from the abuse of alcohol and drugs enhances our working
environment and benefits all employees.

Trinity does not allow illegal drugs or alcohol (except wine used during Holy Communion):

1. At work, or at a work function when school children are in your care;
2. In acar while on business; or,
3. On Trinity's property.

Employees are subject to disciplinary action up to and including termination for violating this
policy. For example, the following actions during working time or on Trinity's property would
constitute a violation of this policy:

1. Come to work under the influence of alcohol,;



2. Come to work under the influence of drugs;
3. Drink alcohol or take illegal drugs; or,
4. Sell or purchase illegal drugs or regulated medication.

Trinity supports any employee who voluntarily agrees to seek treatment for a substance abuse
problem. Employees should contact their insurance provider to inform the provider of their
intent to seek treatment. Subject to Trinity's needs, employees who seek treatment for a
substance abuse problem will be granted their same or equivalent position when they return to
work, if their condition permits.

Nothing under this policy requires Trinity to reinstate an employee whose behavior while under
the influence of alcohol or drugs violated Trinity's policies. An employee who further violates
this policy and/or has additional performance issues following treatment will be subject to
disciplinary action up to and including termination.

Employees must notify their manager of any drug statute criminal conviction, or any other
criminal conviction, for a violation occurring while employed by Trinity within 5 days of
conviction.



