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Payment of Wages
Generally, employees are paid on a semi-monthly schedule.  Pay days are the 7th 
and 22nd of the month.  If either of these days falls on a weekend (or bank holiday), 
employees will be paid on the preceding business day. 

The pay period for the pay day of the 22nd of the month is the 1st day of the month 
through the 15th of the same month.  The pay period for the pay day of the 7th is the 
16th through the last day of the preceding month.       

The Diocese offers two methods for employees to receive their pay.

• Automatic Payroll Deposit (Preferred Method):  Employees can have their earnings 
electronically deposited into an account at any banking institution.  This service is 
activated immediately.  Money is immediately available on the pay date. Employees 
can choose to have their check deposited into more than one account.  For 
example, an employee may elect to have some money put into checking, as well as 
a savings account.  The employee must provide information required by the financial 
institution for setting up the direct deposit. Remember to notify payroll before any 
changes are made to the financial institutions where pay is being deposited. It 
takes up to ten business days to retrieve pay that has been deposited to a closed 
or incorrect bank account. A new direct deposit will only be processed once original 
payment has been retrieved. It is the employee’s responsibility to notify HR when 
there is a bank account change. 

• “Live” Check:  Employees who do not have a bank account for electronic deposit 
may have a “live” check issued.  Using this option may result in payment not being 
received on the pay date due to circumstances outside of our control, such as postal 
service or weather.  Payroll checks will not be released to anyone other than the 
employee, except upon receipt of written authorization from the employee specifying 
the person who may receive the check.  Pay will not be advanced or paid prior to 
the regularly scheduled payday.           

Non-exempt employees are paid at the rate of time and a half for time worked in 
excess of forty hours per workweek. All exempt and non-exempt employees must 
record all hours worked and record all exception time (vacation, sick, personal, jury, 
bereavement, etc.). The payment for vacation time, sick time, personal time, etc., will 
be reflected in the pay period in which the time was taken.
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The Diocese is required by law to deduct Federal and State Withholding Tax (where 
applicable) from employee’s pay. The amount of tax is determined by earnings and the 
number of dependents claimed on W-4 Forms. This can be updated by the employee in 
the Payroll system.  After year end a W-2 form showing total earnings and the amount 
of taxes withheld will be issued.  This should be received by January 31st. 

The Diocese complies with all local, state, and federal laws with regard to taxes, 
liens and court ordered garnishments.  A fee may be assessed by any location in 
accordance with state and federal regulations.  The employee must authorize all 
other deductions, including dependent insurance premiums.  Other than taxes or 
other amounts required by law (i.e. a garnishment does not require authorization), no 
deductions may be made from an employee’s pay without prior written notification from 
the employee specifically authorizing such deduction. Any employee claiming Exempt 
from tax withholdings must provide a document from the IRS approving the Exempt 
status. 

Loans/Advancement of Wages 
The Diocese prohibits employees from taking a payroll loan or an advancement of 
wages. 

Final Paycheck 
The Diocese follows the state regulations regarding deadlines for employees to receive 
their final paycheck.  Separated employees will be paid in full no later than the sixth 
day after the date of discharge.  Employees who quit with appropriate notice will be 
paid in full no later than the next regular payday.

Employees with questions regarding a paycheck should discuss them with their 
supervisor, and/or the local Human Resources Representative.

Time Reporting
Accurately recording time worked is the responsibility of every employee. Federal and 
state laws require the Diocese to keep an accurate record of time worked in order to 
calculate employee pay and benefits. Time worked is all the time actually spent on the 
job performing assigned duties.  All exempt and non-exempt employees are required 

Payment of Wages (Cont.)
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to record their daily hours worked in the approved time keeping system.  Accurate 
timekeeping will help the Diocese to comply with FLSA requirements.

• All Employees
All time worked must be recorded by non-exempt employees in the approved time 
keeping system. Exempt and non-exempt employees must request and record time 
off hours (i.e., vacation, sick, etc.).

• Non-Exempt
Time records are required by law to be retained for all non-exempt employees.  All 
time in which non-exempt employees are working must be compensated, therefore, 
employees must record all hours worked, including time spent checking work email 
or accepting/making work related phone calls before and after regular working 
hours.  They should also record the beginning and ending time of any departure 
from work for personal reasons.  Normally, lunch time is not paid time and should 
be reflected accordingly on the employees’ time as time off for lunch. Overtime work 
must be approved in advance before it is worked.  

All non-exempt employees must clock in and out using the approved time keeping 
system.  At the end of each pay period, the employee must approve their time 
as accurately reflecting their hours worked.  The supervisor must then verify and 
approve the time before forwarding them to the designated individual for payroll 
purposes.  Each supervisor is responsible for ensuring the accuracy of employees’ 
recorded hours worked. 

If an error is made while recording time, the employee must submit the needed 
correction in writing via email and/or on the approved form, and the time keeping 
supervisor must make the correction in the approved time keeping system.  
Employees are not allowed to record time for other employees or to falsify any 
time records. Altering, falsifying, tampering with time records, or recording time on 
another employee’s time record may result in disciplinary action, up to and including 
termination of employment.

• Exempt
All exempt employees can, but are not required, to record an account of their hours 

Time Reporting (Cont.)
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Work Schedules and Flextime
Each location will maintain work hours for its employees in accordance with federal 
and state regulations, needs of the local entity, and the maintenance of an efficient and 
effective schedule of work.  Managers/Supervisors are responsible for ensuring that 
each employee completes his/her assigned duties and responsibilities. The standard 
workweek is from 12:01 a.m. Saturday to midnight Friday.  Work schedules are 
determined based upon the needs of the location. 

Working hours are established by the Pastor, Business Manager or Principal and are 
subject to change depending on the needs of the location.  Employees are expected 
to work the schedule arranged for them and all hours as assigned.  If a change in 
schedule is desired, employees must request the change in advance with the pastor 
and/or supervisor.  The schedule change must then be approved prior to making the 
change. 

Telecommuting
Telecommuting is a work arrangement where employees are allowed to work from 
remote locations during part or all of their scheduled hours. Exempt and non-exempt 
employees may telecommute on occasion, with prior approval of the Supervisor/
Manager. Employees who telecommute must ensure the confidentiality of all work-
related information. 

Meal/Rest Periods
Full Time, Non-Exempt and Part-time employees are permitted unpaid lunch periods.  
Employees may be asked to change lunch break times or to limit the length of lunch 

worked on a daily basis. All exempt employees are required to report used paid time 
off (vacation, sick, jury, etc.) to payroll each pay period through the approved time 
keeping system.

Time Reporting (Cont.)
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Overtime Pay
For all non-exempt employees, all work and work schedules are solely under the 
determination of the supervisor. The Diocese will generally attempt to avoid conditions 
which may cause overtime, but the nature of individual jobs sometimes requires 
overtime work.  Employees are expected to be able to work overtime when the need 
arises, and when reasonable advance notice is provided when the overtime will need 
to be worked. 

Employees classified as non-exempt must be paid time and one half for time actually 
worked in excess of 40 hours during a scheduled work week (12:01 a.m. Saturday 
through midnight Friday).  The Pastor, Supervisor or Manager must approve all 
overtime in advance.  Non-exempt employees who work in excess of forty (40) hours in 
any workweek will be paid at the rate of one and one-half (1-1/2) times the employee’s 
regular straight time hourly rate of pay for all such excess hours worked.  

If a non-exempt employee is required to work on a Diocesan observed holiday, the 
employee will be paid straight time for time worked, in addition to straight time for their 
scheduled holiday hours.

Time off for vacation, sick, holiday, or any other absence does not count towards time 
worked for overtime calculation purposes.

At the discretion of the Supervisor/Manager, a non-exempt employee may be granted 
time off in the same week in order to prevent his/her work hours from exceeding 40 
hours during the week.  Federal law prohibits a non-exempt employee from being 
granted time off in one week in lieu of payment for overtime worked in another week. 
In keeping with federal law, “Compensatory Time Off,” also known as “Comp Time”, is 
specifically not permitted by the Diocese.  

Meal/Rest Periods (Cont.)
breaks in order to maintain adequate coverage or completion of duties.  

Employment Guidelines 

Page 7Diocese of Fort Worth



Expense Reimbursement
Employees will be reimbursed for approved expenses such as travel, meals, lodging, 
and other expenses within reasonable limits necessary to meet the objectives of the 
trip. 

Out-of-pocket expenses incurred by employees may be submitted for reimbursement 
if those expenses were approved prior to the expenditure.  Appropriate documentation 
must be submitted requesting reimbursement, and the amount of the expenditure 
must be within budget allotments.  Receipts must be provided to support all submitted 
expenses.  Expenses that are considered to be excessive or unreasonable will not be 
reimbursed.

Employees who drive a non-Diocesan owned vehicle in the course of conducting 
business as directed by the Administrator or as outlined in the position description may 
be reimbursed for each mile driven at a rate determined by the Finance Department. 

Employee Travel Time
Travel from home to the usual and customary work site “home-to-work travel” is not 
compensated time. Employee compensation for time traveled in the course of work or 
training is described as follows: 

• Non-exempt employees will be compensated for time traveled in the course of work/
training as follows: 
• After arrival at the first work/training site, travel between additional work/

training sites during the work day is compensated time. Travel from the last 
work/training site to home is not compensated. 

• Non-exempt employees with a regular work/training site who are sent 
on a special one day (no overnight) assignment out of town will receive 
compensation for travel. 

• Non-exempt employees on overnight travel will be compensated for any 
travel time as a passenger that falls during their usual and customary work 
shifts (even if the shift time falls on a day not normally scheduled, e.g. a 
weekend day). 

• Exempt employees are not compensated beyond their salary for travel time.
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Employees whose job requires that they have the ability to travel throughout the 
Diocese in their personal vehicle will be required to have the minimum automobile 
insurance required by the Diocese, that they have a driver’s license valid for operating 
a motor vehicle in Texas, and that they have a Motor Vehicle Report (MVR) completed 
when employed and annually thereafter.

Mileage to and from work is not eligible for reimbursement.  Fines or tickets are not 
reimbursable at any time and are the responsibility of the employee.

If the employee is involved in an accident while on business travel, immediately 
report the accident to the Diocesan Risk Management Insurance carrier or the HR 
Department. If the employee uses a vehicle owned, leased, or rented by the Diocese, 
that vehicle may not be used for personal reasons unless advance approval is 
obtained.

Cell Phone Reimbursement
If the employee is required to use a cell phone for their job, they may be eligible for 
a monthly reimbursement.  The employee should speak to their supervisor about 
whether they are eligible for this reimbursement. 

Performance and Salary Reviews
The Diocese believes in both the accountability and the affirmation that occurs in the 
context of the evaluation of an employee’s performance.  This serves the needs of the 
Diocese to evaluate its mission and effectiveness and is an aid in the development of 
each employee’s contribution.

Supervisors should provide regular feedback on job performance.  The performance 
review is a formal process typically completed on an annual basis to help identify 
strengths and weaknesses and to identify goals and training needs.  The employee’s 
work record, attendance and punctuality, and overall performance will be reviewed 
in the performance evaluation.  Performance evaluations will be documented by 

Expense Reimbursement (Cont.)
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Unsatisfactory Performance, Behavior, and Conduct
All employees should work together toward the common goals of the Diocese, and 
employees are expected to conduct themselves in an appropriate and professional 
manner. The following examples of unacceptable performance, behavior, and conduct, 
that are not conducive to a healthy workplace, and are subject to corrective counseling 
or other disciplinary action, including and up to termination, are:  

• Violation of the Diocese’s Code of Conduct policy.
• Insubordination – the refusal to comply with instructions, failure or refusal to perform 

assigned job duties, or disrespectful behavior toward a supervisor.
• Interfering with another employee’s job performance
• Falsifying Diocesan records (e.g., time records, expense reports, etc.).
• Filing a fraudulent on-the-job injury claim or a false report of policy violation.
• Failure to observe established safety policies.
• Unauthorized disclosure of confidential Diocesan information.
• Violating the Diocese’s harassment and/or discrimination policies.
• Disorderly or discourteous conduct such as fighting, horseplay, practical jokes, 

or using obscene, abusive, or threatening language or gestures toward clients, 
employees, or other individuals.

• Stealing, destroying, abusing, or damaging Diocesan property, tools, or equipment 
or the property of another employee, customer, or other individuals.

Performance and Salary Reviews (Cont.)
the supervisor and discussed with the employee.  The employee will be given the 
opportunity to review the evaluation and submit any comments which they may wish 
to add.  In addition, written performance evaluations may be conducted at the end of 
the introductory period, prior to a change in job classification or responsibility, upon a 
change of a supervisor, or before a previous supervisor leaves.

Our objective is to review each employee’s performance on an ongoing basis to ensure 
that they are performing the job to the best of their abilities, as well to suggest areas for 
improvement and development.
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Inspections in the Workplace
To maintain a safe, healthy, and productive work environment, the Diocese of Fort 
Worth reserves the right at all times to search, have access to or inspect employees’ 
surroundings and their possessions. The Diocese intends to protect against the 
unauthorized use and removal of Diocese property. Diocese property includes but is 
not limited to, equipment, records, documents, and files.  Accordingly, although the 
Diocese may provide offices, furniture, desks, lockers, file cabinets, files, computer 
disks and files, and other storage devices for its employees, they remain the sole 
property of the Diocese at all times, and they, as well as any articles found within them, 
can be inspected at any time, with or without prior notice. This right extends to the 
search or inspection of  bags, briefcases, containers, packages, parcels, boxes, tools 
and tool boxes, lunchboxes, any Diocese-owned or leased vehicles, and any vehicles 
parked on company property.  If any employee uses a personal lock to secure any of 
these items, such employee must provide the Human Resources Department with the 
combination or a copy of the key to the lock.  Employees should have no expectation of 
privacy while on Diocesan premises, except in restrooms or lactation rooms. 

To facilitate enforcement of this policy, the Diocese reserves the right to inspect all 
furniture and property, including but not limited to desks, filing cabinets and drawers.  
Whenever practicable, the Diocese will conduct the inspection in the presence of 
the employee working in that particular location involved.  However, in emergencies 

Unsatisfactory Performance, Behavior, and Conduct (Cont.)
• Creating a condition hazardous to Diocesan property or a person on Diocesan  

premises.
• Violating any applicable laws or regulations while performing work or otherwise 

representing the Diocese or otherwise related to the duties and responsibilities of 
the position.

• Any other breach of appropriate standards and conduct and/or the Diocese’s 
policies and procedures.

• False, vicious or malicious statements or criticism of the Diocese, its employees, 
parishioners, or its services that interfere with productivity and job performance or 
with harmonious public or employee relations.
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Discipline Policy
Discipline policy and procedures are designed to provide a structured corrective action 
process to improve and prevent a recurrence of undesirable employee behavior and 
performance issues. It has been designed consistent with the Diocese’s organizational 
values, human resource (HR) best practices and employment laws. Whenever 
possible, the supervisor should offer constructive feedback, verbally or in writing, to 
the employee regarding actions necessary to correct work performance deficiencies or 
workplace behavior problems.  

However, in certain circumstances and at its sole discretion, the Diocese may find it 
necessary to impose immediate disciplinary action, up to and including termination of 
employment, without prior notice or counseling.

No decision may be made to terminate an employee without prior consultation 
with the Diocesan Director of Human Resources and General Counsel. For 
schools, the Catholic School’s office must be contacted first, who then seeks 
the guidance of the Director of Human Resources and General Counsel. This 
includes, but is not limited to, non-renewal of contract and making employment 
decisions based on budgetary reasons.

Employees must successfully complete any noted disciplinary action items prior to 
being considered for a transfer to another site or an open position within the Diocese.

Inspections in the Workplace (Cont.)
or other appropriate circumstances, the Diocese reserves the right to conduct an 
inspection without the presence of the employee involved. Because an inspection 
might result in the discovery of an employee’s personal possessions, all employees are 
encouraged to avoid bringing into the workplace any personal property that they do not 
wish to reveal to the Diocese.  In addition, for security reasons, employees should not 
leave personal belongings of value in the workplace. In the event the Diocese suspects 
the presence of dangerous or illegal materials on Diocese property, including within 
an employee’s surroundings, possessions or vehicles, the Diocese will contact law 
enforcement to conduct a search.  

Refusal to permit a search, inspection or to fully cooperate with law enforcement 
officials may result in discipline, up to and including termination and potential police 
intervention.
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Discipline Policy (Cont.)
The following disciplinary guidelines will generally be followed when addressing 
unacceptable employee conduct or work performance.  The nature and severity of the 
offense will be considered in determining disciplinary action to be taken.

Counseling and 30 – 60 Day Verbal Warning

The supervisor should discuss unacceptable performance or behavior with the 
employee as soon as the performance or behavior is observed.  The discussion 
should include the nature of the problem and the action the employee must take to 
correct the performance or behavior problem.  A commitment from the employee to 
change is essential to continue in the job.  Within five business days of this meeting, 
the supervisor will make notes concerning the meeting for future reference, and the 
employee will be asked to sign and date this document to demonstrate his or her 
understanding of the issues and the corrective action. Such notes are to be retained 
only in the personnel file.

60-90 Day Written Warning

If the problem continues or satisfactory improvement is not noted after a verbal 
warning, the supervisor may prepare a written warning, to be discussed with the 
employee.  

Some infractions may warrant a written warning without a prior verbal warning or may 
result in immediate disciplinary action, up to and including immediate termination.  At 
the time of the written warning the Diocesan Director of Human Resources at the 
Catholic Center may be contacted to discuss the situation and possible options the 
supervisor has to continue working with the employee.

Employees may submit written comments in response to a disciplinary action initiated 
against them.  Such comments are to be retained in the personnel file, along with the 
documentation of the disciplinary action.

90 Day Performance Improvement Plan

If there has not been any significant improvement following multiple performance 
issues and using the corrective action plan, a Performance Improvement Plan may 
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Discipline Policy (Cont.)
be implemented if the area of concern merits and requires time and/or additional 
guidance, support or training,. The Diocese values its employees, and it is the 
leadership team’s intent to make them fully aware of this situation and to assist in 
improving work performance. However, it is important that the employee realizes the 
responsibility to improve is theirs alone.

The Performance Improvement Plan (PIP) will be drafted by the supervisor, in 
coordination with Diocese Human Resources, with specific goals, objectives, resources 
(if needed) and timeframes defined. The plan will be based on a clear understanding 
of the presenting issue or issues by both supervisor and employee. The plan will be 
specific, measurable, within the employee’s scope of work, reasonable and with a 
defined timeframe. 

During the timeframe of the Performance Improvement Plan, both the supervisor and 
employee will provide a good faith effort toward success and will monitor, support, 
adjust, correct and document the plan’s progress. At the completion of the plan, or at 
any point during the progression of the plan, if the supervisor determines that success 
is unlikely then the plan may be terminated along with employment. If progress is 
positive but more time is required an extension may be granted at the supervisor’s 
discretion.

Administrative Leave and Final 90 Day Written Probation

Depending on the seriousness of the infraction, the employee may be suspended with 
or without pay in full-day increments consistent with federal, state and local wage-
and-hour employment laws. Non-exempt/hourly employees may not substitute or use 
an accrued paid vacation or sick day in lieu of the unpaid suspension. Guidance will 
be provided by the Director of Human Resources and/or General Counsel so that the 
discipline is administered without jeopardizing the Fair Labor Standards Act exemption 
status.

Pay may be restored to the employee if an investigation of the incident or infraction 
absolves the employee.

Termination of Employment

The last and most serious step in the discipline procedure is a recommendation to 
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The Diocese believes that job posting is an excellent source for the communication of 
advancement opportunities.  This gives employees an opportunity to apply for positions 
that they are interested in and for which they are qualified.  The following guidelines 
have been developed for this purpose. They are generally intended to be followed in 
the process to fill each vacancy. 

• All non-exempt and exempt (except executive) vacancies are posted on the Diocese 
website.  The lists are updated as appropriate.

• The posting notice includes job title, location and job description.
• External search may occur simultaneously with the internal search process.
• To be considered for internal openings, an employee must be in their current 

position for a minimum of 12 months, have satisfactory work performance and 
currently not under a Performance Improvement Plan (PIP).

• Employees are encouraged to discuss any questions about the position and to 
review the basic qualifications for the position with their supervisor and/or Human 
Resources.

• If an employee is interested in pursuing the position, they should complete a job 
posting application, have their supervisor sign off on the posting, and return the 

Job Posting and Promotion

Discipline Policy (Cont.)
terminate employment. Generally, the Diocese will try to exercise the progressive 
nature of this policy by first providing warnings, a final written warning or administrative 
leave from the workplace before proceeding to a recommendation to terminate 
employment. However, the Diocese reserves the right to combine and skip steps 
depending on the circumstances of each situation and the nature of the offense. 
Furthermore, employees may be terminated without prior notice or disciplinary action.

The recommendation to terminate employment must be approved by the Director 
of Human Resources and General Counsel. For the schools, non-renewal of 
contracts and/or eliminating an hourly position must be approved through 
the Catholic School Office, who seeks the guidance of the Director of Human 
Resources and General Counsel.
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Training/Professional Development

Job Posting and Promotion (Cont.)
completed application to Human Resources.

• The employee will be screened, tested, and interviewed in the same manner as any 
outside applicant to meet necessary standards and skill levels.

• Since the Diocese seeks the most qualified candidate, there is no guarantee that the 
employee will be selected for a particular position.

• To waive any of the criteria above, Human Resources must be consulted and 
approval must be obtained as appropriate.

To encourage personal and professional development, at the discretion of the Diocese, 
employees may be allowed to attend various conferences and seminars that are 
related to their current position. The location may pay for attendance and participation 
in seminars or conferences as requested or approved by the supervisor, for training or 
educational pursuits which positively support the ministry. If the location does not pay, 
based on the employee’s position and location within the Diocese, reimbursement may 
be obtained, if approved in advance of the training taking place. 

In-Service Training:  In-service training may be required by the supervisor, including 
but not limited to: 

• Training due to computer software or hardware conversion, upgrade or addition; 
• Training required to maintain employee’s current level of expertise necessary to 

perform the job; 
• Training required as the result of a transfer, promotion or change in position 

responsibilities; 
• Training required to improve an employee’s job performance; 
• Certification through the Office of Catholic Faith Formation or other certification 

program as required; 
• HIPAA training; or
• Training regarding policies and/or procedures. 
Required Training:  Employees are required to successfully complete training 
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Training/Professional Development (Cont.)
including, but not limited to: 

• Safe Environment training; 
• Accident and safety training (as applicable). 
Costs for registration and materials for required training are paid by the employer, and 
time spent at in-service or required training counts as time worked.  Proof of training 
or Certificates of Completion will be requested by the supervisor and placed in the 
employees’ file. 

Other Training:  Other training, not related to the employee’s current position within 
the Diocese may be offered from time to time as a form of ongoing education.   As 
attendance is voluntary, this is not considered work time and will not be compensated 
for non-exempt staff. Supervisor permission is required if offered during work hours. 

Retreats/Days of Reflection
Catholic and non-Catholic employees are encouraged to participate in spiritual 
retreats and/or days of reflection. Employees who participate in their location approved 
employee gatherings and days of reflection held during normal working hours will be 
compensated at his/her current rate of pay.  Those who choose not to participate in 
these days during normal business hours must report to work.
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Disclaimer
NOTICE:  This handbook does not guarantee continued employment, nor does it 
constitute a contract, express or implied, between any applicant, employee, or any 
other person and the Catholic Diocese of Fort Worth. No policy within this handbook 
shall be intended or construed to provide any contractual obligation in any manner. The 
Diocese reserves the right to change, alter, amend, discontinue, abolish, or depart from 
this handbook or any of the policies, rules, regulations, standards of conduct, protocols, 
services, programs, or activities within it at any time, without notice, at its discretion. 
The Diocese provides the information herein solely for the convenience of the reader 
and, to the extent permissible by law, expressly disclaims any liability, which may 
otherwise be incurred.
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