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Introduction 

Since its restoration, The Church of Jesus Christ of Latter-day Saints (the “Church”) has 
been governed by the Savior’s command to take the message of the restored Gospel to all 
nations. (Matthew 28:19). Wards and branches of the Church now exist in more than 150 
countries. World wide membership requires a world wide support organization. Employees, 
Church service missionaries, and volunteers represent a multitude of cultures and 
customs, speak many languages, and operate under different local laws. Yet, they are 
united in their obligation to use wisely the sacred tithing funds contributed by faithful 
Church members from around the world. 

Every employee, Church service missionary and volunteer is obligated to conduct himself 
or herself in a manner above reproach. We must set a standard higher than required by 
the laws of any single country in which we labor. “In our own standards of personal 
conduct, we must remember that the laws of men are the lesser law.”  President James E. 
Faust (28 Feb 2003) 

To assist in meeting this standard, the Human Resource Department has prepared these 
Policies and Code of Business Conduct for all employees of Church operating entities. 
(Corporation of the President of The Church of Jesus Christ of Latter-day Saints, 
Corporation of the Presiding Bishop of The Church of Jesus Christ of Latter-day Saints, 
LDS Family Services, and related entities). These same principles guide volunteers and 
Church service missionaries. These Policies and Code of Business Conduct represent 
minimum standards of behavior.  No written code of conduct or set of policies can 
anticipate and give direction for every situation which may arise. Indeed, the Savior himself 
declared that “it is not meet that [He] should command [us] in all things. . . .” (D&C 58:26) 
Employees whose pay comes from consecrated donations must act consistently with 
standards of behavior expected from those who labor within the Lord’s kingdom. 

Each employee of the Church’s operating entities  should receive a copy of these Policies 
and Code of Business Conduct, as modified for their particular country. Each employee is 
expected to read the Policies and to discuss any questions with his/her supervisor or 
Human Resource representative. Each employee should complete the Acknowledgement 
Form distributed with these Policies and Code of Business Conduct, verifying that he/she 
has been instructed regarding the Policies and Code of Business Conduct, knows where to 
find them, is familiar with their contents, and agrees to act in conformity with and be bound 
by its terms. 

These Policies and Code of Business Conduct may be changed from time to time in the 
discretion of the Human Resource Department.  They do not give rise to any contractual 
rights.  Rather, this document sets out principles to be followed by all employees, including 
managers and supervisors. 

iii 



 

TABLE OF CONTENTS 


1 THE CHURCH AS AN EMPLOYER................................................................ 1


1.1
     EEO Statement................................................................................................. 1


1.2
     Highest Level of Integrity and Performance..................................................... 1

After-hours conduct ................................................................................................... 1


1.3
     Temple Worthiness .......................................................................................... 2


1.4
     Discrimination and Harassment ....................................................................... 3


1.5
     Anti-Retaliation Statement................................................................................ 4


1.6 
 Applicants and Employees with Disabilities ..................................................... 4


1.7
     Work Place Violence ........................................................................................ 5


2 ESTABLISHING THE EMPLOYMENT RELATIONSHIP ................................ 6


2.1
     At–Will Employment ......................................................................................... 6


2.2
     Advertising for and Recruiting Applicants ........................................................ 6

Definition of an Applicant ........................................................................................... 6

Interviews................................................................................................................... 7

Applicant Reimbursement.......................................................................................... 7

Worthiness and Employment Checks........................................................................ 7

Extending the Job Offer ............................................................................................. 7


2.3
     General Conditions of Employment ................................................................. 7

Misrepresentations or Omission of Information ......................................................... 7

Verifying Authorization to Work ................................................................................. 8

Hiring Individuals under Sixteen (16) Years of Age ................................................... 8

Hiring or Transferring Ecclesiastical Leaders ............................................................ 8

Re-employment after Retirement............................................................................... 8

Exit Interviews............................................................................................................ 8


2.4
     Employment of Relatives.................................................................................. 9

Spouses..................................................................................................................... 9

Other Relatives .......................................................................................................... 9

Family Members at the Work Site.............................................................................. 9


iv 



 

3 MAINTAINING THE EMPLOYMENT RELATIONSHIP................................. 10


3.1
     Dress and grooming standards ...................................................................... 10

Safety Clothing ........................................................................................................ 11
Uniforms .................................................................................................................. 11


3.2
     Conflict of Interest .......................................................................................... 11

Second employment ................................................................................................ 11

Boards, associations or committees ........................................................................ 12


3.3
     Ownership of Work Product ........................................................................... 12


3.4
     Confidential Information ................................................................................. 13


3.5
     Use of Employer Provided Computer and E-mail Network............................ 13


3.6
     Work Schedules ............................................................................................. 13

Standard Work Week and Workday ........................................................................ 13

Lunch Breaks........................................................................................................... 13

Work Breaks ............................................................................................................ 14

Van or Car Pools ..................................................................................................... 14


3.7
     Work-at-Home ................................................................................................ 14


3.8
 Travel.............................................................................................................. 14


3.9
     Job Descriptions............................................................................................. 14


3.10
   Compensation ................................................................................................ 14

Salary Basis Policy .................................................................................................. 15

Salary Basis Requirement ....................................................................................... 15

Circumstances in Which the Employer May Make  Deductions from Pay ............... 16


3.11
   Overtime, Call-back Pay, and Shift Differentials ............................................ 17

Overtime .................................................................................................................. 17

Call Back Pay .......................................................................................................... 18

Shift Differential ....................................................................................................... 18


3.12
   Employee Benefits ......................................................................................... 19

Benefits Available to All Employees ........................................................................ 19

Additional Benefits Available to Designated Employees ......................................... 19

Benefits at Termination............................................................................................ 20


3.13
   Leave Policy and Absentee Policy ................................................................. 21

Leave Accrual .......................................................................................................... 21

Use with Long Term Disability ................................................................................. 21

Use with Workers’ Compensation Benefits.............................................................. 21

Use in Calculating Overtime Pay ............................................................................. 22

Annual Leave........................................................................................................... 22


v 



 

Sick Leave ............................................................................................................... 23

Leave Share ............................................................................................................ 25

Disability Benefits and Leave................................................................................... 25

Family and Medical Leave ....................................................................................... 25

Leaves of Absence .................................................................................................. 27

Other Leaves ........................................................................................................... 30


3.14 
 Military Leave ................................................................................................. 34


3.15   Holidays.......................................................................................................... 34

3.16
   Transfers and Promotions .............................................................................. 35

Transferring Employees Serving as Ecclesiastical Leaders .................................... 35

Transferring from Other Organizations Covered by Deseret Mutual Programs....... 35

Relocation of Employees ......................................................................................... 36


3.17
   Corrective Action and Termination................................................................. 36

Probation and Suspension....................................................................................... 37

Termination.............................................................................................................. 38

Records of Corrective Action ................................................................................... 38

Behavior Prompting Corrective Action..................................................................... 38

3.18
   Employee Appeal Process ............................................................................. 40

Review of Significant Adverse Employment  Actions .............................................. 40

Other Workplace Related Concerns ........................................................................ 41


3.19
   Workers’ Compensation ................................................................................. 41


3.20
   Letters of Recommendation ........................................................................... 44


3.21
   Courses, Seminars, Licenses, etc.................................................................. 45

Courses and Seminars ............................................................................................ 45

Licenses and/or Certificates .................................................................................... 45

Educational Reimbursement.................................................................................... 45


3.22
   Protection of Employee Privacy ..................................................................... 47

Personnel Files ........................................................................................................ 47

Employee’s Expectation of Privacy.......................................................................... 47


3.23
   Reductions in Force ....................................................................................... 48


3.24
   Severance Pay ............................................................................................... 48


3.25
   Retirement ...................................................................................................... 49


3.26
   Employee Activities ........................................................................................ 50


3.27
   Use of Copyrighted Material........................................................................... 50


3.28
   Compliance with the laws of the local jurisdiction .......................................... 51


vi 



 

APPENDIX 


4.1
     Vehicle Use Policy.......................................................................................... 52

Motor Pool Use ........................................................................................................ 52

Assigned Vehicles ................................................................................................... 52

Vehicles Authorized for Commuting Only ................................................................ 53

Church Service Missionary Vehicle Use.................................................................. 53

Other Rules for the Use of Church-owned Fleet Vehicles ....................................... 53

Expenses for Assigned Vehicles and Commuting Vehicles .................................... 53

Income Tax Reporting of Personal Use of Fleet Vehicles ....................................... 54

Reimbursement of Employee for Use of Personal Vehicles on Official Business.... 54

Safe Driving Practices .............................................................................................53

Full Size Van Guidelines.......................................................................................... 55


4.2
     Travel Policy ................................................................................................... 56

Key Employee Group Travel.................................................................................... 56

Advance Approval.................................................................................................... 56

Travel Arrangements ............................................................................................... 56

Travel Advances ...................................................................................................... 56

Travel at Vendor’s Expense..................................................................................... 57

Credit Cards............................................................................................................. 57

Authorized Travel Expenses.................................................................................... 57

Personal Automobile Expenses............................................................................... 57

Vehicle Insurance .................................................................................................... 58

Meals for Business Guests ...................................................................................... 58

Expenses Which Are Not Reimbursable.................................................................. 58

Combined Business and Personal Travel................................................................ 58

Bumped Tickets ....................................................................................................... 58

Personal Property .................................................................................................... 59

Insurance Coverage ................................................................................................ 59

Procedures .............................................................................................................. 59

Expense Reports ..................................................................................................... 59

Non-Airline Air Travel............................................................................................... 59

Vendor Travel .......................................................................................................... 60


4.3
     Access/Identification Cards ............................................................................ 61

Color Coding of Access Cards:................................................................................ 61

Parking Areas Access.............................................................................................. 61


4.4
     Church Service Missionaries.......................................................................... 62

Requirements for Church-Service Missionaries ...................................................... 62

Length of Calls......................................................................................................... 62

Church-Service Missionary Coordinators ................................................................ 63

Financial Considerations ......................................................................................... 63

Ecclesiastical Jurisdiction ........................................................................................ 63

Requests for and Recruiting Church-Service Missionaries ..................................... 63

Recommendation and Interview Process ................................................................ 64

Calls and Releases.................................................................................................. 64


vii 



 

4.5 Military Leave ................................................................................................ 64

Salary/Pay During Leave ......................................................................................... 65

Benefits During Leave ............................................................................................. 65

Reinstatement.......................................................................................................... 66

Accruals ................................................................................................................... 70


viii 











































 

3.13 Leave Policy and Absentee Policy 

Regular attendance is an essential function of each of Employer's jobs. In 
most circumstances, if an employee is absent, co-workers must fill in for the 
missing employee. Employees who are absent, tardy, or leave before 
completing their regularly scheduled work day are responsible for notifying 
their supervisors as soon as possible. Normally notice must be given within 
two hours of the employee's usual report time or the employee's early 
departure from work. Employees who are absent from work and fail to notify 
their supervisors will be subject to corrective action. Employees who have 
been absent three consecutive days without notifying their supervisor will be 
considered to have voluntarily resigned. 

Fully benefited employees are eligible for various types of paid leave. New 
employees begin accruing annual and sick leave on their first day of work. If 
an employee works less than 80 hours during a pay period, leave amounts 
accrue on a pro-rated basis for that pay period. 

Leave Accrual 

Annual leave and sick leave hours are accrued each pay period as the 
employee works throughout the year. Individual increments of annual or sick 
leave cannot be used in the pay period in which they are accrued. Annual 
and sick leave hours accrue while the employee is using paid leave, but do 
not accrue while the employee is on leave without pay. Employees on an 
approved leave of absence will have their unused sick leave balance and 
annual leave earning rate restored when they return to work. Time spent on 
an approved leave of absence will be counted in determining annual leave 
accrual rate. 

Use with Long Term Disability 

Employees who are placed on long term disability leave (LTD) may use 
annual or sick leave to supplement their disability leave payments. The 
amount of sick leave pay, when added to the LTD benefits and any other 
offsets considered by Deseret Mutual, may not exceed 100% of the 
employees normal pay. In such cases, employees accrue a pro-rated 
amount of annual and sick leave. 

Use with Workers' Compensation Benefits 

Employees who are receiving workers' compensation Temporary Total 
Disability (TIO) benefits may not use annual or sick leave to supplement 
such payments. In addition, they do not accrue leave while on TTD. 
Employees receiving Temporary Partial Disability benefits accrue leave at 
pro-rated amounts. Employees who are participating in transitional work 
accrue leave at their usual rates, unless they are working less than full-time, 
in which case leave hours are accrued on a re-rated basis. 
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4
APPENDIX 


4.1 Vehicle Use Policy 

Employer provides fleet vehicles for use by its employees under specific circumstances 
so they may more effectively carry out their assigned tasks.  The following is a summary 
of Employer’s Vehicle Use Policy. 

Motor Pool Use 

a. 
Motor Pool vehicles should be used as the primary vehicles for business needs, 
unless the business miles driven by an individual are in excess of the level justifying 
an assigned vehicle. 

b. Motor pool and/or department vehicles are not to be used for any personal purposes. 
(The only exception permitted is for authorized commuting, see below.) 

Employee use of a motor pool vehicle for official business requires authorization from 
either the employee's department head, division director, area welfare services 
director, temple recorder, or area physical facilities manager.   

Assigned Vehicles 

Assignment of a vehicle must be approved in writing by the employee’s headquarters 
functional department head.  Fleet vehicles may be assigned if any of the following 
conditions are met: 

a. Position-justified
    When normal job requirements cannot be accomplished with the 
use of a motor pool vehicle due to special equipment requirements or significant 
geographical separation from the office location, a vehicle may be “position-justified.” 

b. Mileage-justified
   A vehicle assigned to an employee when his/her normal job duties 
require sufficient travel to justify the employer buying a vehicle rather than 
reimbursing an employee for using a personal vehicle or renting a vehicle periodically.  

c. Benefit-justified
    A vehicle assigned to an employee as a benefit based on common 
practice.  A benefit-justified vehicle must be approved by the Benefits Committee.   

d. Expatriate    Personally-assigned vehicles are provided to expatriate employees. 

Non-business use of assigned vehicles is governed by the following: 

a. Position and mileage-justified vehicles may be driven by the employee only. 
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Employees who use these assigned vehicles for personal purposes must reimburse 
the employer, based on the distance traveled at the approved “vehicle usage rate”. 

b. Expatriate and benefit-justified vehicles may be used for personal use and may be 
driven by all immediate family members who have a driver’s license that is valid in the 
country where the vehicle is being driven.  Expatriate Employees must pay for 
gasoline and oil consumed when driving the vehicle for personal use.   

c. 
Personal use of motor pool vehicles that are assigned on a temporary, short-term 
basis is not authorized. 

     Fleet Vehicles Authorized for Commuting Only 

A vehicle will be authorized for commuting only in unusual circumstances where there is a 
danger of vandalism to a fleet vehicle if it is stored overnight on business premises, or there 
are no facilities for safe storage on or immediately near the premises. A headquarters 
functional department head, with the approval of Church Fleet Administration, may ask an 
employee to use a fleet vehicle to commute between the employee's home and place of 
employment. However, in such circumstances, no other personal use of the vehicle is 
permitted.  The employee will be required to keep a written record of the number of 
employee commutes so that the value of these may be reported on the employee's W-2 tax 
form. 

     Church Service Missionary Vehicle Use     

Church-service missionaries will provide their own transportation to and from their places of 
assignment each day. If a vehicle is necessary to do the assigned work, a motor pool 
vehicle may be made available upon proper authorization. 

     Other Rules for the Use of Church-owned Fleet Vehicles    

All drivers of fleet vehicles must have a driver’s license valid in the location where the vehicle 
is being driven. All vehicle occupants are required to use the safety restraint equipment. The 
maintenance instructions outlined in the owner’s manual found in the vehicle should be 
followed in conjunction with the direction from Church Fleet Administration personnel.  

     Expenses for Assigned Vehicles and Commuting Vehicles  

Employer will pay for the purchase, licensing, title, insurance, maintenance, repair, and 
servicing of all fleet vehicles.  Gasoline and oil costs are handled as follows: 

a. 
Position and mileage-justified vehicles   The employee will be reimbursed for gasoline 
purchases.   

b. Expatriate and benefit-justified vehicles
  The employee will purchase the gasoline. If 
the vehicle is used for business use, the employee will be reimbursed by the 
Employer according to the distance traveled, as shown on the daily business mileage 
log, at the approved “gasoline reimbursement rate”. 
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c. Commuting Vehicles    The Employer will purchase the gasoline and oil.

 Income Tax Reporting of Personal Use of Fleet Vehicles 

a. 
IRS regulations require the Employer to report the value of the employee’s personal 
use of an employer-provided vehicle as taxable compensation to the employee. 
Information on calculation of the reportable compensation may be obtained from the 
Fleet Administration Office.  Driving from home to the office and back in a fleet vehicle 
is deemed personal use by the Internal Revenue Service, and the value of the 
commute is taxable under the commute use rule.  An employee who qualifies for a 
"commuting only" vehicle, and who agrees to have a vehicle, must accept the 
imputation of $3.00 for each round trip as income (see Paragraph below). The 
employee must keep a log of the number of trips the employee makes to and from 
work so that Employer can comply with the government tax requirements.  Employer 
reports this taxable compensation on a fiscal year basis (November 1 to October 31). 
Accordingly, each employee must report to the Employer the number of personal 
miles and total miles for trips made to and from work in a fleet vehicle during the same 
fiscal basis year. The report is due no later than December 1st of each year. 

b. While the amount of imputed income taxable compensation from the personal use of 
a fleet vehicle will be included on the employee’s W-2 form, no income taxes will be 
withheld to cover this. Any applicable Social Security taxes will be deducted from the 
employee's final paycheck at year end.  If an employee terminates before the end of 
the year, it may be necessary to withhold Social Security taxes from the employee's 
final check. 

     Reimbursement of Employee for Use of Personal Vehicles on Official 

Business


If required to use a private vehicle on Employer business, an employee may be reimbursed 

for the distance traveled at the approved “vehicle usage rate”. The Vehicle Review 

committee establishes the reimbursement rate for the use of personal vehicles for business. 

Each employee who uses his/her vehicle for business use should maintain vehicle liability

insurance limits of $100,000 per person, $300,000 per occurrence, bodily injury, and 

$50,000 property damage per occurrence.  The personal insurance provides primary 

protection. In international areas comparable liability insurance limits should be maintained.

If additional insurance must be obtained to meet this insurance requirement the cost will be 

born by the traveler since such costs are included in the mileage reimbursement rate.”  Use

of a motorcycle for employer business is strictly prohibited.


 Safe Driving Practices 

The primary responsibility for operating any vehicle in a safe manner lies with the individual 

driver. It is recommended that all employees, volunteers, and missionaries abide by the

following guidelines while driving. 


a. All vehicle operators and passengers must wear safety (shoulder and lap safety belts) 
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when the vehicle is in operation. 

b. Be aware of potential distractions and be prudent while driving. Distractions may take 
many forms, including: 

�
 eating and drinking 
� reading and writing
�
 grooming
�
 driving unfamiliar vehicles 
�
 attending to passengers 
�
 talking on a wireless phone or using other in-vehicle electronics 
� carrying unsecured objects 

c. 
Obey all applicable laws concerning the operation of the vehicle. 

d. Use a wireless phone only when it is reasonably safe to do so, in accord with  
the 
following recommended practices: 

�
 Become familiar with the wireless phone features, such as speed dial, redial and 
voice activated functions. 

�
 When available, use a hand’s free device. Ensure that the hands’ free device is in 
place before operating the vehicle. 

�
 Advise the person to whom you are speaking that you are driving and, if 
necessary, suspend the call or safely turn off the road into a safe area (parking lot 
or rest stop) to continue your conversation. 

�
 Allow your voice mail to answer a call if traffic is heavy or driving conditions are 
poor.

�
 Unless exceptional circumstances exist, avoid using wireless devices while driving 
in poor traffic, road, or weather conditions.  

�
 Program frequently dialed numbers into your phone. 
�
 Never take notes, type on a laptop, or use your personal data assistant (PDA) 

while driving.

 Full Size Van Guidelines 

a. Seatbelts must be worn by all occupants. 

b. No racks or loads of any kind on top of Van. 

c. 
Driver must check the working reliability of: seatbelts, brakes, lights, horn, wiper 
blades, and tires (tire inspection must include visually checking each tire for wear and 
making sure each tire is inflated according to manufacturer’s recommendation.) 

d. Only an experienced or certified driver may drive. 

�
 All drivers must review the “driving” section of the owners’ manual before driving 
for the first time and at least quarterly thereafter. 

�
 Driver must never exceed the posted speed limit. 
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�
 Driver must receive training and certification through the Risk Management 
Division. 

When towing a trailer, all of the above guidelines apply and require even greater 
commitment and consideration. 

4.2 Travel Policy 

Employer’s funds come from sacred donations of members.  Employer will pay appropriate 
travel costs for employees traveling on Employer’s business.  Travelers should be 
conservative and spend travel funds prudently. 

     Key Employee Group Travel     

When making travel plans, employees should consider the impact on the employer if an 
accident were to occur.  Therefore, whenever a group of key personnel, i.e., managing 
directors, key department or division personnel performing unique or essential functions, etc. 
are required to travel to the same destination, it is recommended that they all not travel 
together in the same aircraft, vehicle, or other means of conveyance. 

Advance Approval 

Employees should get advance approval from their supervisors before making reservations, 
etc. Supervisors should approve travel requests only when the trip is required to conduct the 
business or training needs of the employer; when the business cannot be completed by 
telephone; written communication; or other less expensive options.  Before approving travel, 
the supervisor should be sure there are funds available to cover the cost of the trip. 
Supervisors should not approve a trip until the employee’s previous expense reports have 
been completed and submitted. 

Travel Arrangements 

The Church Travel Office/Area Administration Office will make air, lodging, and rental car 
arrangements at negotiated or lowest reasonable rates.  With the approval of the Church 
Travel Office, employees working away from headquarters or area offices may make their 
own arrangements within Employer’s expenditure guidelines.  Airfare will be booked in coach 
class using the lowest reasonable rates.  Business class bookings may be made on trips 
outside the continental United States when any particular segment has a flight time 
exceeding five hours. When only one employee is traveling with a General Authority, that 
employee may travel in the same class of service as the General Authority. 

Travel Advances 

Employees are not expected to use personal funds for authorized business travel.  Adequate 
travel advances and/or church credit cards will be available to business travelers.  To keep 
travel advances to a minimum, employees should use church credit cards whenever possible 
to pay travel costs. 
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Travel at Vendor’s Expense 

Employees must not travel at the expense of any vendor. This does not include training trips 

specifically contained in the price of purchased or contracted equipment. 


Credit Cards 

Frequent travelers should get a church issued credit card (at no cost to the traveler) for use

on business trips.  These credit cards are to be used only for business travel expenditures.

Charges are billed directly to the employee. Personal use is not allowed.  Cards must be 

returned to the employer when the employee terminates or as directed by the Church Travel

Office/Area Administration Office.  


Authorized Travel Expenses 

The employer will pay employees for travel costs as follows: 

a. 
Airfare, Hotel, Car Rental Expenses The employer will either pay directly or reimburse 
the employee for actual (reasonable) expenses for airfare, hotel, and car rental costs. 

b. Meal Expenses
   The employer will pay employees for the actual (reasonable) cost of 
meals. Employer will provide travelers with a guide showing the average meal cost for 
the cities to which they are traveling. 

c. Incidental Expenses
  Employer will pay the employee for actual (reasonable), costs 
for authorized incidental items required for business purposes, including: 

�
 Ground transportation, taxi, airport shuttle, etc., paid at the most economical rate 
�
 Transportation to and from the airport, paid at the employer-approved mileage 

reimbursement rate 
�
 Parking expenses 
�
 Toll expenses 
�
 Business telephone calls 
�
 Personal telephone calls – To the employee’s home. Normally, employees should 

limit these calls to five (5) to ten (10) minutes. 
�
 Laundry – Actual (reasonable) laundry costs when required on trips lasting over six 

(6) days.  Dry cleaning costs are excluded. 
�
 Tips – Appropriate tips at the customary rate. 
�
 Passports, visas, and immunizations – If required for international business trips. 

Personal Automobile Expenses 

Employer will pay the employee for personal car use at the approved employer mileage 
reimbursement rate or the equivalent lowest reasonable airfare rate, whichever is less.  The 
employer will not pay for accident damage, mechanical repair or service, or insurance of 
personally owned vehicles used for employer business. The employer mileage 
reimbursement rate includes incremental costs for these types of expenses; therefore, the 
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traveler is responsible for all such expenses. 

Vehicle Insurance 

Employees using personal cars on employer business are responsible for assuring the cars

are adequately insured. Car owners are responsible for the type of insurance, limits, and

payment of the premiums. 


Meals for Business Guests 

Occasionally, an employee may have to pay for meals of business guests.  When this is 

necessary, department management should approve the reimbursement.  In such cases the

employee will be paid for the actual (reasonable) meal costs for the business guests.  The 

employee must get a receipt and write on it the name of the guest and the business purpose.

Generally it is not appropriate to buy meals for Church ecclesiastical leaders or other 

employees. 


     Expenses Which Are Not Reimbursable     

The employer will not pay costs for personal items.  These include: 

�
 Newspapers, magazines, or other reading materials 
�
 Movies, events, or other personal entertainment 
� Haircuts or other personal grooming items 
� Clothing 
� Luggage
�
 Additional travel insurance 
� Parking tickets or moving violations 
�
 Baby sitting, caretaking 
�
 Membership fees for frequent traveler bonus programs 
� Exercise facilities 
�
 Credit card late payments or interest expense 
�
 Lodging and meal reimbursement when staying in a relative's or friend's home 
�
 Other personal costs 

Combined Business and Personal Travel 

The employer pays only for the employee's portion of authorized and required trip costs.

The employer does not pay for the costs of the spouse or other family members.  The 

employer will not pay lodging, meals, and other costs incurred during the additional time 

required because transportation other than air was chosen by the traveler.  The employee

must take annual leave for any additional time away from work. 


Bumped Tickets 

When employees get airline ticket(s) for being "bumped" involuntarily they should use these 
tickets for other employer business.  However, if this is not feasible, the employee may use 
the ticket(s) for personal benefit. 
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Personal Property 

Travelers are responsible for the safekeeping of personal property (clothing, jewelry, money,

camera, etc.).  The employer assumes no liability for these items.


 Insurance Coverage 

While traveling for the employer, a travel agency and/or credit card company may provide 

employees with air common carrier accidental death and dismemberment insurance or

baggage insurance at no cost.  Employees should obtain information concerning the 

insurance from the Church Travel Office/Area Administration Office.


 Procedures 

Travel procedures are in the Finance Department Procedure Manual (see Procedure 440:1-

6). 


Expense Reports 

Expense reports are due within one week after the trip ends.  Frequent travelers and 

travelers working away from the Church Travel Office/Area Administration Office may get 

special permission from the Church Travel Office/Area Administration Office to submit the

report on a monthly basis. The Travel Office/Administrative Office will pay travelers for

authorized travel expenses as soon as possible after receiving the expense report. 
Employees should provide receipts for all reimbursable expenses, except those where

receipts are not typically provided. 


Non-Airline Air Travel 

Under the circumstances set forth in this policy the managing director of a department may 

authorize air transportation for employees other than on scheduled airlines or on charter

flights with companies possessing certification from the Department of Transportation (DOT)

or a comparable governmental agency.  Advance written approval should be received and 

should be limited to specific flights for specific employees, or it is to be limited to a specified 

type or purpose of transportation for an identified group of employees. Such flights must be 

necessary in order to successfully conduct official business, and not for employee

convenience only. Only authorized passengers should accompany the employee. 


Prior to the trip, when feasible, the employee should obtain the necessary information about 

the private aircraft, trip, etc., to show that the air travel complies with all provisions of this 

policy. The information should be submitted to the managing director of the appropriate 

department for approval. 


When travel by private aircraft is the only practical way for the employee to accomplish the 
assignment and when the details concerning specific times, aircraft, etc., may not be 
available until the individual has arrived at the place of rendezvous with the private aircraft, 
the managing director may give advance approval for the flight. 
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a. 
Flight Standards - All flights must be made within applicable rules and regulations set 
by the Federal Aviation Administration and the Department of Transportation or a 
comparable governmental agency in international areas. 

b. Proper Licensing and Training - All pilots and crew members must be properly 
licensed and trained for their particular assignments.  The crew members should 
consist of the following: 

1) 
 A commercially licensed pilot who is instrument rated to fly under IFR rules in 
case of unexpected inclement weather. 

2) 
A second licensed pilot with the same license(s) and rating as listed in the 
previous paragraph. 

c.
  Employee as Crew Member - An employee will not serve as a pilot or member of the 
flight crew for any scheduled airline, charter flight, or private flight while on the 
employer’s business. 

d. 
Proof of Certification - No aircraft will be used unless the operator can present proof 
that it is certified under current airworthiness standards of the Federal Aviation 
Administration (FAA) and Department of Transportation (DOT) or standards of a 
comparable governmental agency for the country in which the aircraft is being 
operated. 

e. 
Poor Weather Conditions - All private flights during known marginal or poor weather 
are absolutely prohibited. 

Vendor Travel 

Employees must not travel in the private aircraft of any vendor. 
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department card access representative will take new access cards to Parking Services for 
programming. 

4.4 Church Service Missionaries 

The Church-service missionary program has been established to assist the Church achieve 
its mission and reduce the need for increasing numbers of employees. This is done by 
matching the needs of the various departments with qualified, worthy individuals who are 
willing and able to serve between eight (8) and thirty-two (32) hours a week while living at 
home. Increased use of Church-service missionaries is not intended to diminish emphasis on 
full-time missionary programs.  Ecclesiastical callings which ordinarily would be made by 
local leaders should not be processed as Church-Service missions. 

Church-service missionaries are trained and supervised by the management of the 
department to which they are assigned or by the mission president if the missionary is 
serving in a mission office. 

     Requirements for Church-Service Missionaries  

a. 
Must be worthy to hold a temple recommend. 

b. Must be physically capable of performing the duties of the specific call.  

c. 
Should be capable of supporting themselves financially, enabling them to dedicate the 
committed time to their callings. 

d. Must be of the same minimum age as required for a full-time mission.  
There are no 
maximum age limitations. 

e. 
Must live at home while serving. 

f. 
 Young Adults, excused from full-time missionary service may serve up to 40 hours per 
week as Church-service missionaries. 

g. Couples or individuals with dependent children at home should not be called as 
Church-service missionaries. 

Length of Calls 

The length of service is determined by the needs of the department and the availability of the 
missionary. Church-service missionaries may be called to serve from six (6) to twenty-four 
(24) months. (A thirty-six (36) month call is approved for certain positions such as hosts, 
hostesses or docents.) Near the end of the assigned period, the call may be extended in 
increments, not to exceed a total of thirty (30) months. This is accomplished if the missionary 
wants to extend, the department has a continuing need for the missionary, and the stake 
president approves. 
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     Church-Service Missionary Coordinators 

Each department should assign an individual or couple to coordinate Church-service 
missionary work for the department. They report to and work with the appropriate 
management in that department. Each decentralized administration office may have one or 
more persons or couples assigned to coordinate the Church-service missionary program in 
the local area. Their reporting relationship is to an agent stake president. The Church-
Service Missionary Office at Church Headquarters provides instruction, training, tracking, 
and general information to Church-service missionary coordinators.  

     Financial Considerations 

Living expenses, such as housing, food, etc. are paid by the Church-service missionary. 
Church-service missionaries provide their own local transportation. If a vehicle is necessary 
to do the assigned work, one may be made available by the sponsoring department, or the 
missionary may be reimbursed for use of his/her personal vehicle.  Other assigned travel 
expenses including air faire should be covered by the department. Church-service 
missionaries are responsible for their own medical expenses. 

Ecclesiastical Jurisdiction 

Membership records for Church-service missionaries should be in the ward where they 
reside. Missionaries should pay tithes and other offerings in that ward. The bishop of the 
resident ward is responsible for renewing the missionary's temple recommend and for any 
counseling the missionary may seek. 

Church-service missionaries are encouraged to serve in ward or stake callings at the 
discretion of local leaders as long as these calls do not interfere with the Church-service 
missionary assignment. 

     Requests for and Recruiting Church-Service Missionaries   

The director of Church-service missionaries is responsible to coordinate the identification of 
potential Church-service missionaries.  At the request of Church Departments, the director 
will prepare regular entries to the "Church-Service Missionary Opportunities website" which 
gives information regarding position openings.  Ecclesiastical leaders and Church members 
should be encouraged to regularly review those listings. Local Church-service missionary 
coordinators will assume these responsibilities for their respective locations and also may 
enter positions on the website.  Local leaders are encouraged to post these listings of 
opportunities on bulletin boards for review by members. Members may contact the 
department management noted with the website listings to identify a potential match. Current 
Church-service missionaries may be aware of other persons who would like to serve as 
Church-service missionaries. The names of these persons should be referred to the director 
of Church-service missionaries or the Church-service missionary coordinator. 
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     Recommendation and Interview Process 

Bishops are to interview individuals or couples who may be interested in serving as Church-
service missionaries. The individual or couple should complete their portion of the 
“Recommendation for Church-Service Missionary” form. They should indicate one or more 
departments and/or assignments they would like to fill. The bishop/branch president 
completes his portion of the form and sends it to the stake president who interviews the 
candidate(s) and completes his respective portion. The stake president sends the 
recommendation form to the director of Church-service missionaries at Church Headquarters 
or to the local coordinators as appropriate. 

Calls and Releases 

Upon receipt of the Recommendation from, the director of Church-service missionaries or 
the local coordinator reviews the Recommendation form to ensure completeness. The 
director reviews the list of departments and positions where the missionary feels qualified 
and able to serve, to determine the position which will best utilize the talents and skills of the 
recommended individual. The director will finalize a recommended assignment for each 
missionary. Details regarding starting date and location are discussed with the department’s 
management. Church-service missionaries usually will not attend a Missionary Training 
Center. 

The director of Church-service missionaries or the local coordinator recommends in writing 
to the stake president that he extend the call to the missionary. A copy of this 
recommendation is sent to the department. The stake president then extends the call. If the 
call is not extended, the stake president should notify the director or coordinators of Church-
service missionaries. 

After the call is accepted, the stake president notifies the department to which the missionary 
is assigned. The department then contacts the missionary to give instructions for the 
mission. 

Church-service missionaries are set apart by their bishop. 

The Church-service missionary coordinators in the department or local managers where the 
missionary is serving will review in advance with the stake president any request for 
extension of the missionary’s service. 

At least 30 days before conclusion of a Church-service mission, the department where the 
missionary is serving will notify, in writing, the stake president of the mission’s completion 
date and provide him with release certificates. The stake president releases the missionary. 
At least six months should pass before those who are released received another Church-
service call. The stake president may approve exceptions. 

4.5 Military Leave 

Employees who apply to the uniformed services to perform active duty or initial 
active/inactive training duty, or for any other service in the uniformed services other than 
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periodic training assignments will be placed on leave of absence without pay (military) 
(hereinafter, “M-LWOP”). A fully benefited employee who has periodic military training 
assignments may be placed on military leave with pay for up to fifteen (15) working days per 
calendar year. For training assignment leave in excess of fifteen (15) days the employee 
may choose to take the time as annual leave (if available) or as M-LWOP.  

A non-benefited employee who has periodic military training assignments will be placed on 
M-LWOP.

     Salary/Pay During Leave 

Employees going on M-LWOP will be paid through the day prior to the day their M-LWOP 
begins. If that day is a day before a paid holiday, the employee will be paid for the holiday.  

When military leave with pay is approved (i.e. for periodic training assignments), the 
employee will be paid the difference between the employee’s regular salary and the salary 
paid by the military unit (base pay plus allowances), provided the pay received from 
Employer is the greater of the two. The military pay voucher (or certified letter verifying the 
amount of an employee's military pay) should be taken to the Payroll Services Section, 
Finance Department for calculation of leave pay. 

Benefits During Leave 

a. Employees on M-LWOP: 

1) 
 Employees may choose to save unused vested annual leave or may make a 
written request for a lump sum payout of their unused vested annual leave. This 
payment will be included with the employee’s final paycheck. If military leave 
begins before the last day of the pay period, the employee will be paid for the pro-
rated amount of leave earned through the last day the employee worked before 
going on M-LWOP. Upon returning from M-LWOP, time spent on M-LWOP by a 
fully benefited employee will be counted in determining the rate at which the 
employee accrues annual leave. 

2) 
 If an employee is enrolled in Employer’s medical and dental insurance plan(s), the 
employee and enrolled family members may keep these benefits for up to twenty-
four (24) months or for the duration of the employee’s active duty assignment (plus 
the time allowed to apply for re-employment), whichever is shorter.  During the first 
three (3) months of M-LWOP.  Employer will pay its share of the premiums. The 
employee must make arrangements, through his/her department, to pay the 
employee portion of the premiums.  During the next twenty-one (21) months, if 
continued coverage is desired, the employee is responsible to pay the entire 
insurance premium (both the employee’s and Employer’s portion). For employees 
on active duty, the Employer’s coverage becomes secondary to government 
insurance on the day the employee is activated.  For dependents, the Employer’s 
coverage continues to be primary and the government insurance is secondary. As 
long as premium payments are made, Employer’s coverage will continue until 
midnight on the last day of the last month in which the employee is on active duty 
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or twenty-four (24) months, whichever is shorter. If an employee or dependent is in 
the hospital on the date that benefits terminate, the employee may extend benefits 
under the Employer’s medical and dental plan(s) solely for the injury or illness 
being treated. (In this case, the employee continues to pay the employee’s share 
of the premium and the Employer pays its share.) Extended benefits for an 
employee will end on the date of the employee’s release from the hospital. 
Extended benefits for a dependent will end on the date of release from the hospital 
or thirty (30) days from the date of termination of insurance eligibility, whichever is 
sooner. 

3) Supplemental Group Term Life Insurance and 24-Hour AD & D Coverage continue 
until midnight of the last day of the month in which an employee begins M-LWOP. 
Group Term Life Insurance and Disability may be continued in the same manner 
as the medical and dental benefit (see a.2 above).  War exclusion provisions apply 
to all coverage’s. Any disability resulting from injury or illness contracted while in 
military service will not qualify the employee for Employer’s disability benefits. 
Premiums for Supplemental Group Term Life Insurance and 24-Hour AD & D 
coverage are the responsibility of the employee. 

4) An employee on M-LWOP may not contribute to the Thrift Plan.  Money on 
deposit with the plan is subject to withdrawal limitations as described in the Thrift 
Plan section in the Deseret Mutual Benefit Administrators Benefits Handbook. 
(See Reinstatement Subparagraph 4.e, below for provisions regarding “make up” 
contributions to the Thrift Plan.) 

5) Savings Plan Loans. An employee on M-LWOP who has a Savings Plan loan may 
pay off the loan, mail in monthly payments, or delay payment until he/she returns 
to employment. 

b. Employees on Military Leave with Pay: 

1) Employees on military leave with pay are eligible for all employment-related 
benefits on the same terms as those actively employed.  Similarly, employees who 
elect to use annual leave to cover days in excess of fifteen (15) for which they are 
required to be away from their job due to active or inactive training duty continue to 
be eligible for all employment-related benefits on the same terms as those actively 
employed. 

2) Benefits for employees who elect to use M-LWOP to cover days in excess of fifteen 
(15) for which they are required to be away from their job due to active or inactive 
training duty are governed by the provisions of Benefits During Leave, sec. a , set 
out above. 

Reinstatement 

a. 
Conditions for Reinstatement – To be eligible for reinstatement, the following 
conditions must be satisfied: 
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1) Advance Notice – The employees, or an appropriate officer of the branch of the 
military in which employee will be serving, must provide advance notice (written or 
verbal) to the employee’s supervisor of the need for military leave, unless notice is 
impossible, unreasonable, or precluded by military necessity.   

2) Total Leave Is Not More Than Five Years - With certain exceptions, the cumulative 
length of the current absence and of all previous absences from the employee’s 
position with the Employer by reason of service in the uniformed services must not 
exceed five (5) years.    

3) Return to Work or Apply for Re-Employment within Required Time - The employee 
must return to work or apply for re-employment within the appropriate time, as 
discussed in Section below. 

4) Satisfactorily Complete Military Obligation - The employee must have satisfactorily 
completed his/her military obligation. 

b. Time Limits to Return to Work or Re-Apply 

1) Absence for Fitness Examination or Military Service Less Than Thirty-one (31) 
Days - Employees should report to work no later than the first regularly scheduled 
work period that falls eight (8) hours after the employee returns home. 

2) Military Service of 31 to 180 days - Employees should submit an application for re-
employment no later than fourteen (14) days after the completion of the period of 
service. 

3) Military Service of 181 days or more - Employees should submit an application for 
re-employment no later than ninety (90) days after the completion of the period of 
service. 

4) Effect of Period of Hospitalization or Convalescence - Employees who are 
hospitalized for, or convalescing from, an illness or injury incurred in, or 
aggravated during, the performance of military service shall, at the end of the 
period that is necessary for the employee to recover from such illness or injury, 
report for work (in the case of an employee described in subparagraph b.1 above) 
or submit an application for re-employment (in the case of an employee person 
described in subparagraphs b.2 or b.3 above).  Such period of recovery may not 
exceed two (2) years. 

c. Position to which Employees will be Reinstated 

1) Military Service of Ninety (90) Days or Less - Employees will be reinstated to a 
position of employment according to the following order of priority: 

A. The position the employee would have held if he/she had remained 
continuously employed, so long as the employee is qualified to perform the 
duties of the position, or can become qualified after reasonable efforts by the 
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Employer; or 

B. The position of employment on the date of the commencement of the service in 
the uniformed services, so long as the employee is qualified to perform the 
duties of the position, or can become qualified after reasonable efforts by the 
Employer; or 

C. If the employee cannot become qualified for either position described in “A” or 
“B” above for reasons other than a disability incurred or aggravated by service 
in the uniformed services even after reasonable efforts by the Employer, the 
employee will be reinstated to a position that is the nearest approximation to 
the positions described in “A” and “B” above (in that order) that the employee is 
qualified to perform.  The employee will receive full seniority. 

2) Military Service of Ninety One (91) Days or More - Employees will be reinstated to 
a position of employment according to the following order of priority: 

A. The position the employee would have held if he/she had remained 
continuously employed, or a position of like seniority, status, and pay, so long 
as the employee is qualified to perform the duties of the position, or can 
become qualified after reasonable efforts by the Employer; or 

B. The position of employment on the date of the commencement of the service in 
the uniformed services, or a position of like seniority, status, and pay, so long 
as the employee is qualified to perform the duties of the position, or can 
become qualified after reasonable efforts by the Employer; or 

C. If the employee cannot become qualified for either position described in “A” or 
“B” above for reasons other than a disability incurred or aggravated by service 
in the uniformed services even after reasonable efforts by the Employer, the 
employee will be reinstated to a position that is the nearest approximation to 
the positions described in “A” and “B” above (in that order) that the employee is 
qualified to perform.  The employee will receive full seniority. 

3) Employees with a Disability Incurred or Aggravated by Military Service - Such 
employees will be reinstated to a position of employment according to the 
following order of priority: 

A. The position the employee would have held if he/she had remained 
continuously employed, so long as the employee is qualified to perform the 
duties of the position, or can become qualified after reasonable efforts by the 
Employer to accommodate the employee’s disability; or 

B. Any other position which is equivalent in seniority, status, and pay, so long as 
the employee is qualified to perform the duties of the position or would become 
qualified to perform the duties of the position with reasonable efforts by the 
Employer; or 
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C. If the employee cannot become qualified for either position described in “A” or 
“B” above even after reasonable efforts by the Employer, the employee will be 
reinstated to a position which is the nearest approximation to the position 
referred to in “B” in terms of seniority, status, and pay.   

d. Restoration of Benefits to fully benefited employees Returning From M-LWOP 

1. 
 Sick Leave - Unused sick leave accumulated prior to M-LWOP will be restored 
upon the employee's return to active employment.  If the employee went on M-
LWOP prior to the last day of a pay period, the employee will be given pro-rated 
credit for the days the employee worked in the pay period before beginning M-
LWOP. The employee will begin accruing sick leave as of the first day back to 
work. 

2. Annual Leave - The employee will begin accruing annual leave on the first day 
back to work. Time spent on military leave will be counted in determining the rate 
of accrual of leave. 

3. Medical and Dental Coverage - Employer’s medical and dental plan(s) will be 
effective the first day of the month following the employee’s return to work from M-
LWOP. Pre-existing condition provisions will be waived, providing the employee: 

A. Makes application for re-employment within the time limits described in above; 
and 

B. Enrolls in the plan within thirty (30) days after returning to work. 

4) Group Term Life Insurance, Supplemental Group Term Life Insurance, Disability, 
and 24-Hour AD & D Coverage - Upon return to employment with the Employer, it 
will not be necessary for the employee to provide evidence of insurability if the 
employee: 

A. Was enrolled in the plan prior to M-LWOP, (under the Disability Plan, the 
employee must be enrolled for two (2) years before pre-existing conditions are 
covered); and 

B. Makes application for re-employment within the time limits described above; 
and 

C. Enrolls in the plan within thirty (30) days after returning to work; and 

D.
 Enrolls for the same coverage or less than that held prior to M-LWOP. 

5. Thrift Plan - Upon return to employment, an employee may immediately enroll in 
the Thrift Plan. Employees have the opportunity to make up the 401(k) 
contributions missed while on active duty service and receive the Employer’s 
match for those make-up contributions. 

Return to Table of Contents
   Page 69 of 70 



 

e. Termination following Reinstatement - All employees reinstated to employment under 
the terms of this policy should not be terminated from their position without cause: 

1) Within one year after such reinstatement if the employee served in the uniformed 
service for 181 days or more; or 

2) Within 180 days after the date of reinstatement if the employee served in the 
uniformed services for 31 to 180 days. 

Accruals 

a. 
Accrual of Annual Leave and Sick Leave on Military Leave With Pay - A fully benefited 
employee on military leave with pay accrues sick leave and earns annual leave during 
the leave and will be paid for holidays.  

b. Accrual of Annual Leave and Sick Leave on M-LWOP - A fully benefited employee on 
leave of absence without pay (military) will not accrue sick leave or earn annual leave 
during the leave and will not be paid for holidays. The time spent on approved leave 
of absence with or without pay (military) will be counted to determine the rate at which 
the employee accrues annual leave. 

c. 
Accrual of Retirement Credit for fully benefited employees on Military Leave. The time 
that a fully benefited employee spends on approved leave of absence with or without 
pay (military) will be counted to determine the years of service for retirement 
purposes, including vesting and benefit rate accrual.  Time spent performing service 
in the uniformed services will not be treated as a break in service for retirement 
purposes. 
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