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PART I INTRODUCTION 
 

 
A. THE MISSION AND VISION OF THE CURIA 
 

 
MISSION STATEMENT OF THE CURIA 

“The Curia serves the Bishop and the Diocese by ensuring the faithful 
governance, essential services, and pastoral support necessary for the Church 
to flourish, while advancing The One by equipping parishes and ministries to 

foster transformative encounter and accompaniment.” 
 

 
"Did not our hearts burn within us while he talked to us on the road…?"Luke 24:32 

 
VISION OF THE CURIA 

In communion with our Bishop, the Curia will be a living instrument of The One, renewing the 
Church by drawing all people into deeper encounter with Jesus Christ.  Grounded in truth, 
beauty, and goodness, we will model communion and missionary zeal, supporting parishes 

and ministries so that a vibrant Catholic culture may flourish for generations. 
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B. OPERATING PRINCIPLES 
 
 
 

Diocese of Bridgeport 
Operating Principles 

 

The Chancery maintains the essential services of the diocese and seeds the renewal. 

These principles define how we operate as a chancery in service of the Bishop and the 
mission of the Diocese. 

1. A Direct Request from the Bishop Requires Reprioritization 
a. Direct requests from the Bishop move to the front of the queue. 

2. Customer First 
a. We are first and foremost a service organization 
b. Provide 24-hour acknowledgment and a clear follow-up timeline to: 

i. Pastors and Priests 
ii. ii. Principals 

iii. Parish staff 
iv. Ministry leaders 

3. Own the Outcome 
a. If it lands on your desk, shepherd it to completion. 

4. Deliver Excellence 
a. Accurate 
b. Complete 
c. Thorough 
d. Professional 

5. Provide Insight, Not Just Information 
a. Provide data with interpretation, implications, and recommendations. 
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D. PURPOSE OF THE EMPLOYEE HANDBOOK 

This Handbook has been prepared to provide our employees with a general understanding of 
our personnel policies, work rules and benefits of the Diocese of Bridgeport (Diocese). All 
employees are responsible for becoming familiar with our policies and procedures. If you have 
any questions regarding the material in the Handbook, please contact your manager or the 
Human Resources Department for clarification. 
 
These policies and procedures are intended to be comprehensive in nature applying specifically 
to lay employees of the Curia and Parishes within the Diocese. 
 
These policies and procedures shall be subject to, and superseded by, the Code of Canon Law, 
Diocesan Law and the ecclesiastical authority of the Diocesan Bishop. The statutory benefits 
stated herein do not necessarily apply in all cases to members of the priesthood or members of 
religious communities who are employed by the Diocese. 
 
The Handbook should not be construed as an employment contract or agreement for 
employment for any specified period of time. This manual replaces the 2018 Employee 
Handbook and supersedes all personnel policies that are presently in existence within Diocesan 
offices. The Human Resources Department reserves the right to make changes to these policies 
at any time. 
 

PART II:  EMPLOYER RESPONSIBILITIES 
 

A. SPIRITUAL FOCUS 
 
The Diocese invites its staff to be men and women of prayer, and offers opportunities for prayer 
and worship throughout the year.  
 
B. EMPLOYMENT-AT–WILL 
 
Employment with the Diocese of Bridgeport is at-will; both the employee and the Diocese have 
the right to terminate employment at will, with or without cause, at any time.  To the extent 
possible, if either party chooses to terminate this relationship, the Diocese and the employee 
should give the other party two weeks' notice of the intent to so act. 
 
C. EQUAL EMPLOYMENT OPPORTUNITY 
 
The defense and promotion of human rights is inseparable from the Gospel mandate. The 
Diocese is therefore an Equal Opportunity Employer. It is the policy of the Diocese to promote 
equal opportunity in all its employment policies and practices. These policies and practices are 
administered without regard to race, citizenship status, ancestry, color, national origin, age, 
gender, pregnancy, political affiliation, veteran status, genetic information, mental or physical 
disabilities not affecting one's ability to perform the essential functions of one's job, or any other 
protected class as established by local, state or federal law. 
 
Notwithstanding the above, all employment in the Diocese requires compliance with moral 
standards acceptable to the Catholic Church. There are certain positions in the Diocese for which 
it is necessary to be Catholic, and some positions for which preference in hiring shall be given to 
people who are Catholic and who evidence an understanding of the Catholic faith and a 
commitment to living that faith. Such preference is allowed under state and federal law, and does 
not constitute an illegal act of discrimination. 
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D. DIVERSITY 
 
In furtherance of the equal employment opportunity policy, the Diocese of Bridgeport is 
composed of and enriched by people of diverse national, ethnic and cultural backgrounds and 
gender and will be diverse in all of its employment policies and practices. Since the Diocese 
values diversity, it is our policy and goal as an employer and organization that everyone is 
respectful of the heritage and culture of the  various different groups represented at 
each work site. We also demand this same respect for the uniqueness of each individual. 
 
The Diocese focuses on the ability to build a work environment where the inclusion of many 
kinds of people leads to excellence in ministry, service, and organizational climate. This 
appreciation of differences is built into the hiring, development, and reward systems. The 
Diocese makes the commitment to comply with all state and federal guidelines relevant to 
equal employment opportunity and the Americans with Disabilities Act (ADA). 
 
The Diocese also emphasizes self-knowledge (learning the patterns of one's own prejudice 
and interpersonal skills) as well as learning specifics about the cultural history and 
characteristics of many different groups in order to build awareness and support our 
diversity. 
 
As followers of Christ, the Diocese has a moral and social obligation by example to treat everyone 
fairly and with respect. If the organization is to help create an inclusive work place and church, 
everyone who works for the Diocese must be personally committed to this policy. 
 
E. EMPLOYMENT ELIGIBILITY VERIFICATION 
 
In compliance with the Immigration Reform and Control Act of 1986, all new hires will be 
required to complete the Immigration and Naturalization Service Form 1-9 within 3 days of their 
first day of work to verify their identity and eligibility for employment in the United States. If the 
employee does not have a completed 1-9 on file within 3 days of their first day of work, they 
cannot continue to work until the 1-9 form is completed. In these cases, ability to continue 
employment will be determined on a case-by-case basis depending upon the circumstances for 
the delay. 
 
While the Diocese may sponsor certain applicants for religious worker visas and legal 
permanent residency status; it will not pay the fees associated with such sponsorship. 
All independent contractors must provide proof of their eligibility to work in the United 
States but do not need to complete an 1-9. 
 
F. ANTI-DISCRIMINATION, HARASSMENT AND OTHER MISCONDUCT 
 
The policy of the Diocese is that all employees are entitled to a work environment free from all 
forms of discrimination and harassment, including those created by a hostile work environment. 
In keeping with this commitment, harassment, discrimination, bias, prejudice or inappropriate 
conduct based on another employee's protected status or disrupting or interfering with 
another's work performance or creating an intimidating, offensive or hostile environment on 
the basis of an employee's protected status will not be tolerated. 
 
Harassment can be a single severe incident or a persistent pattern of behavior whereby the purpose 
or the effect is to create a hostile, offensive, or intimidating work environment. Allegations of 
harassment  involving adult employees and/or volunteers of the Diocese must be taken seriously and 
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reported immediately to the Office of Human Resources Reporting Hotline (203) 416-1644. 
Information related to adult harassment involving a member of the Clergy must be immediately 
reported to the office of Clergy Personnel (203) 416-1633.  
 
The Diocese of Bridgeport Anti-Harassment Policy will be followed to protect the rights of all 
involved.  All reports involving any form of harassment will be handled with a high level of 
confidentiality at all times. 

 
All reports involving any form of harassment and information will be held in confidence to the 
extent practical and appropriate under the circumstances and shared only with those 
individuals who are required to know of the allegations. The person making a complaint, the 
alleged harasser/ discriminator and all knowledgeable employees have an obligation to 
cooperate fully with the investigation. Information about any employee disciplinary action taken 
will not be shared with the person(s) initiating a complaint. Any employee not satisfied with 
the resolution of the matter may file a grievance with the Director of Human Resources and 
follow the Conflict Resolution procedure regarding their complaint on the resolution. 
 
Prohibited Conduct - Threats, threatening language or any other acts of aggression or 
violence made toward or by any Diocesan employee WILL NOT BE TOLERATED. For 
purposes of this policy, a threat includes any verbal or physical harassment or abuse, any 
attempt at intimidating or instilling fear in others, menacing gestures, flashing of weapons, 
stalking or any other hostile, aggressive, injurious or destructive action undertaken for the 
purpose of domination or intimidation. To the extent permitted by law, employees and 
visitors are prohibited from carrying weapons onto the Diocesan premises. 
 
Procedures for Reporting a Threat - All potentially dangerous situations, including threats 
by co-workers, should be reported immediately to any member of management with whom 
the employee feels comfortable. Reports of threats may be maintained confidential to the 
extent maintaining confidentiality does not impede Diocese’s ability to investigate and 
respond to the complaints. All threats will be promptly investigated.   All employees must 
cooperate with all investigations. No employee will be subjected to retaliation, intimidation 
or disciplinary action as a result of reporting a threat in good faith under this policy. If the 
Diocese determines, after an appropriate good faith investigation, that someone has 
violated this policy, the Diocese will take swift and appropriate corrective action. If the 
employee is the recipient of a threat made by an outside party, that employee should follow 
the steps detailed in this section. It is important for the Diocese to be aware of any potential 
danger in its offices. The Diocese wants to take effective measures to protect everyone from 
the threat of a violent act by employees or by anyone else. 
 
Sexual Harassment - The Diocese has adopted a policy relating to sexual harassment and other 
sexual misconduct, referred to comprehensively as "sexual misconduct." This is a summary 
here to provide guidelines to help prevent sexual misconduct and to help diocesan personnel in 
responding to allegations of sexual misconduct if any does occur. The issue of sexual abuse of 
minors by diocesan personnel is covered in The Policies and Procedures Relating to Allegations 
of Sexual Abuse of Minors by Priests or Deacons or by Lay Employees or Volunteers. 
 
Sexual harassment is a form of misconduct which undermines the integrity of the employment 
relationship. No employee, supervisor, vendor, volunteer or other third party - either male or female 
- should be subjected to unsolicited and unwelcome sexual overtures or conduct either verbal or 
physical. 
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Sexual harassment consists of unwelcome sexual advances, requests for sexual favors and other 
visual, verbal or physical conduct of a sexual nature where: 

1. submission to the conduct is an explicit or implicit term or condition of 
employment; 

2. submission to or rejection of the conduct is used as the basis for an employment 
decision; or 

3. the conduct has the purpose or effect of unreasonably and/or substantially 
interfering with an individual's work performance or creating an intimidating, hostile 
or offensive working environment. 

 
No one should imply or threaten that an applicant or employee's "cooperation," or refusal 
thereof of a sexual nature will have any effect on the individual's employment, assignment, 
compensation, advancement, career development, or any other condition of employment. 
 
Sexual harassment, whether committed by supervisory or nonsupervisory personnel, is 
specifically prohibited. Sexual harassment may involve individuals of the same or different 
gender and is not limited to a supervisor-subordinate relationship. This includes repeated 
offensive flirtations, advances, propositions, continued or repeated verbal comments or jokes 
of a sexual nature, as well as those items that create a hostile work environment such as the 
display of sexually suggestive objects or pictures, or any unpermitted and offensive physical 
contact. 
 
Any employee questions of the Diocese or its institutions regarding this policy or a specific 
factual situation should be addressed to the Director of Human Resources or General Counsel. 
 
Reporting Harassment or Discriminatory or Sexual Misconduct - The Diocese takes allegations of 
harassment and discrimination very seriously. Any employee who believes that he or she has 
been the subject of harassment or discriminatory or sexual misconduct, including sexual 
harassment, or who has any knowledge of such behavior is obligated to report the alleged 
act immediately to their Department Head and the Director of Human Resources. If the 
harassment or discriminatory conduct involves the Department Head, then the employee 
should report the alleged act immediately to the Director of Human Resources. 
 
The Director of Human Resources or General Counsel will obtain a formal written allegation, 
report the claim to the Office of the Bishop, and initiate an investigation of the alleged 
harassment. Follow-up actions may include any or all of the following: 

• Investigation of the complaint by interviews with parties involved; 
• Potential administrative leave of the accused during the investigation; 
• If facts warrant, the perpetrator may face appropriate disciplinary action, 

including termination from employment; 
• The investigation will be conducted and a resolution of the issue will be submitted 

within a reasonable timeframe based on the specifics of the allegation. 
 

How to Report Harassment or Discrimination or Misconduct:  
Online: www.bridgeportdiocese.org -> Office of Human Resources Complete an online intake form)  
Confidential Reporting Telephone #: 203-416-1600  
Email: hrgcchr@diobpt.org  
Director of Human Resources Telephone# 203-416-1419  
 
Vulnerable Adults. To report an allegation of abuse or neglect involving a Vulnerable Adult and for 
additional resources, immediately contact the police in the town where the alleged incident occurred. 
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Protective Services for the Elderly must be contacted at the Department of Social Services 1 (888) 
385-4225 After business hours or on weekends or state holidays, please call Info-line at 2-1-1 For an 
allegation of abuse or neglect involving an individual with an intellectual disability between the ages 
of 18 and 59, call 1 (844) 878-8923. For questions or concerns relating to this Code of Conduct or the 
Safe Environment Program, please contact The Diocese of Bridgeport, Office of Safe Environment 
(203) 416-1406. 

CT Protective Services for the Elderly: 1-888-385-4225 or Infoline 211 
Adults with Disability (age 19-59): 1-844-878-8923 

 
Retaliation is Prohibited - No employee who objects to prohibited harassment or discrimination, 
makes a complaint concerning such harassment or discrimination or assists in any investigation 
in good faith, will be subject to retaliation as a result of such reporting, complaint or assistance. 
Retaliation complaints should be reported immediately to the Director of Human Resources or 
General Counsel. 
 
G. DRUG: FREE WORKPLACE 
 
The Diocese is committed to being a drug-free and safe and healthy workplace and to prevent 
accidents. No employee shall work or report to work while under the influence of alcohol, 
illegal drugs, or any substance that would affect his/her ability to perform the job in a safe and 
efficient manner. 
 
No employee shall consume, display, or have in his/her possession, including the workplace 
or in diocesan vehicles, alcoholic beverages or illegal drugs at any time during the workday, 
including during lunch, breaks, and on-call hours. To do so could jeopardize the safety of other 
employees, diocesan equipment, and the diocesan's relations with the public, and is a prime 
cause for disciplinary action, up to and including termination. Employees may not sell, distribute 
or possess medical unauthorized drugs or controlled substances while at work, on diocesan 
property or while conducting diocesan business. Employees are also prohibited from reporting 
to work or working while they are using or under the influence of any drugs or controlled 
substance(s) that may impact his or her ability to perform his or her job or otherwise pose 
safety concerns to others, except where the use is pursuant to a licensed medical 
practitioner's instructions and the licensed medical practitioner authorized the employee to 
report to work. Employees who violate this policy may be subject to disciplinary action, up to 
and including termination of employment. 
 
Permission must be obtained from the Bishop or Human Resources to authorize the 
consumption of alcoholic beverages at diocesan functions.  To protect the best interests of 
employees and the public, the Diocese will take whatever measures are necessary to determine 
if alcohol or illegal drugs are located on or are being used on diocesan property. Measures that 
may be used will include but not be limited to searches of people and of personal property  
located on diocesan premises, as well as drug or alcohol tests to be conducted when there is 
reasonable suspicion of substance abuse. The searches and drug tests will not be conducted if 
an individual refuses to submit; however, refusal to submit may result in immediate removal 
from service and may result in termination. 
 
Employees experiencing problems with alcohol or other drugs are urged to voluntarily seek 
assistance to resolve such problems before they become serious enough to require disciplinary 
action. If you have questions regarding this policy or issues related to drug or alcohol use at 
work, you can raise your concerns with your immediate manager or the Director of Human 
Resources or General Counsel. Employees under the diocesan healthcare plan may be eligible 
for assistance through an Employee Assistance Plan. 
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H. SAFE ENVIRONMENTS 
 
In the Diocese of Bridgeport, we encourage every person who has information about any form of 
abuse or neglect, knowledge of someone in possession of child pornography or suspected boundary 
violations toward Minors or Vulnerable Adults, to report this information to the Diocese of 
Bridgeport and to Civil Authorities. Clergy, Candidates for Ordination, Religious Sisters and Brothers, 
Employees, Volunteers, Tenants and Independent Contractors are required to report this information 
within 12-hours of becoming aware of it. 
 

Immediately call: 
 

Erin Neil, L.C.S.W., Director of Safe Environment and Victim Assistance Coordinator Office:  
(203) 416-1406, Cell: (203) 650-3265, eneil@diobpt.org  

AND 
The CT Department of Children and Family (D.C.F.) Child Abuse and Neglect 

Careline 1-800-842-2288 within twelve (12) hours of becoming aware of the 
information AND IF DIRECTED 

Notify the police in the town where the incident occurred. 
 

Immediately call (911) if there is an imminent risk of harm to any person. 
 
Please refer to the Safe Environments Handbook. www.bridgeportdiocese.org/safe-
environment/policy 

 
PART III: BUSINESS ETHICS AND CONFLICTS OF INTEREST 

 
A. STANDARDS OF CONDUCT 
 
In any organization, there are rules and responsibilities that contribute to a harmonious 
work environment for all employees. Cooperation with these rules and responsibilities is 
critical for any diocesan employee. The purpose of this policy is to outline what the Diocese 
expects from its employees in terms of appropriate behavior. Employees who violate the 
work rules are subject to disciplinary action, up to and including termination. 
 
Although it is impossible to define every responsibility or expected standard of conduct, the 
following will assist employees of the Diocese in understanding their role. 
 
Infractions of the following work rules are deemed to be unacceptable and may result in 
termination upon the first offense. 
 
Unacceptable violations may include. but are not limited to: 
 

1. Theft of diocesan property or personal property of another employee. 
2. Clock in or clock out on another employee’s time record or permitting someone to 

clock in or out your time record. 
3. Falsification of an application, time record, or any other diocesan record. 
4. Sleeping while on the job. 
5. Unauthorized disclosure of confidential information. 
6. Sexual or other forms of prohibited harassment and/or discrimination. 
7. Fighting, threatening, or attempting bodily injury to another person on the diocesan 

property without due cause. 

mailto:eneil@diobpt.org
http://www.bridgeportdiocese.org/safe-environment/policy
http://www.bridgeportdiocese.org/safe-environment/policy
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8. Deliberately damaging diocesan property, or property belonging to a co worker or 
to a vendor. 

9. Failure to wear safety equipment where required. 
10. Unauthorized use of diocesan time, materials, tools, etc. for personal gain. 
11. Unauthorized alteration of diocesan property or equipment. 
12. Violation of safety rules which could result in serious injury to self or others. 
13. Reporting to work under the influence of drugs and/or alcohol. 
14. Possession of guns, knives, weapons, explosives, etc. on diocesan property. 
15. Refusal to cooperate with the investigation of a work-related matter. 
16. Insubordination. 
17. Indecent or immoral behavior on diocesan property. 
18. Conviction of a felony. 
19. Unauthorized solicitations or posting of materials on diocesan property. 
20. Unauthorized use of diocesan computers or telephones. 
21. Falsifying statements or providing false information, or withholding such 

information in connection with work-related matters. 
22. Violation of federal, state and/or local laws. 
23. Violation of Diocesan policies, procedures or requirements, including those 

contained in this Handbook. 
24. Unsatisfactory job-related performance. 
25. Excessive absenteeism, tardiness or absenteeism without reasonable notice. 
26. Abusive or inappropriate language. 
27. Unauthorized use of the employer's tax exemption. 

 
The above list is not all-inclusive and the Diocese reserves the right to take corrective action 
for any behavior it deems inappropriate for the efficient operation of the business or 
contrary to Catholic teaching. 
 
B. ETHICS POLICY 
 
The Diocese conducts its business fairly, impartially, in an ethical and proper manner, and in 
compliance with all laws and regulations. We are committed to conducting our operation 
with integrity underlying all relationships, including those with whom we serve and among 
employees. The highest standards of ethical conduct are required of our employees in 
performance of their responsibilities. Employees will not engage in conduct or activity that 
may raise questions as to the honesty, impartiality or reputation of the Diocese, or otherwise 
cause embarrassment. Employees will avoid any action, whether or not specifically 
prohibited in the personnel policies, which might result in or create the appearance of: 
 
 Use of one’s position for personal gain 
 Giving preferential treatment to any person or entity 
 Adversely affecting the confidence of the public in the integrity of the Diocese 
 
Every employee has the responsibility to ask questions, seek guidance, report suspected 
violations and express concerns regarding compliance with this policy. The Diocese will 
maintain a program to communicate to employees its commitment to integrity and 
uncompromising values. The program will inform employees of policies and procedures 
regarding ethical conduct and assist them in resolving questions and in reporting suspected 
violations. Retaliation against employees who use these reporting mechanisms to raise genuine 
concerns will not be tolerated. 
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Human Resources is responsible for providing policy guidance and issuing procedures to assist 
employees in complying with the Diocese’s expectations of ethical business conduct and 
uncompromising values. This policy constitutes the standards of ethical conduct required of all 
employees. 
 
Workplace Violence - The Diocese is strongly committed to providing a safe workplace. The purpose 
of this policy is to minimize the risk of personal injury to employees and damage to Diocesan and 
personal property.  The Diocese does not expect employees to become experts in psychology or to 
physically subdue a threatening or violent individual. The Diocese specifically discourages employees 
from engaging in any physical confrontation with a violent or potentially violent individual. The 
Diocese does expect and encourage employees to exercise reasonable judgment in identifying 
potentially dangerous situations. 
 
Prohibited Conduct - Threats, threatening language or any other acts of aggression or violence made 
toward or by any Diocesan employee WILL NOT BE TOLERATED. For purposes of this policy, a threat 
includes any verbal or physical harassment or abuse, any attempt at intimidating or instilling fear in 
others, menacing gestures, flashing of weapons, stalking or any other hostile, aggressive, injurious or 
destructive action undertaken for the purpose of domination or intimidation. To the extent permitted 
by law, employees and visitors are prohibited from carrying weapons onto Diocesan premises. 
 
Procedures for Reporting a Threat - All potentially dangerous situations, including threats by co-
workers, should be reported immediately to any member of management with whom the employee 
feels comfortable. Reports of threats may be maintained confidential to the extent maintaining 
confidentiality does not impede the Diocese’s ability to investigate and respond to the complaints. All 
threats will be promptly investigated. All employees must cooperate with all investigations. No 
employee will be subjected to retaliation, intimidation or disciplinary action as a result of reporting 
a threat in good faith under this policy.   
 
If the Diocese determines, after an appropriate investigation, that someone has violated this policy, 
the Diocese will take swift and appropriate corrective action.  If the employee is the recipient of a 
threat made by an outside party, that employee should follow the steps detailed in this section. It is 
important for the Diocese to be aware of any potential danger in its offices. The Diocese wants to take 
effective measures to protect everyone from the threat of a violent act by employees or by anyone 
else. 
 
C. CONFLICTS OF INTEREST 
 
The Diocese has guidelines to avoid real or potential conflicts of interest. It is the duty of each 
employee of the Diocese to follow the following guidelines about conflicts of interest: 
 
When conducting business with another organization, you must work within the guidelines set 
up and controlled by the management team of the Diocese. Business dealings with other  
companies should not result in unusual gains for those companies. "Unusual gains" is defined as 
bribes, product bonuses, special fringe benefits, unusual price breaks, and other windfalls that 
will benefit the other company or an employee at the other company. 
 
What is a conflict of interest? An actual or potential conflict of interest is when you are in a 
position to influence a decision or have business dealings on behalf of the Diocese that might 
result in a personal gain for you or for one of your relatives. 
 
We do not automatically assume that there is a conflict of interest if you have a relationship with 
another company. However, if you have any influence on transactions involving purchases, 
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contracts, or leases, you must tell the General Counsel as soon as possible. By telling us that there 
is the possibility of an actual or potential conflict of interest, we can set up safeguards to protect 
everyone involved. 
 
In addition, an employee who starts, works for, and/or owns a company that provides similar 
services to similar clients as those of the Diocese or other diocesan entities is also exposed to a 
potential or actual conflict of interest. In such case it will be required that the employee receive 
written approval by the General Counsel prior to engaging in any services to ensure no violation 
of conflict is occurring. 
 
The possibility for personal gain is not limited to situations where you or your relative has a 
significant ownership in a firm with which the Diocese does business. Personal gains can also 
result from situations where you or your relative receives a kickback, bribe, substantial gift, or 
special consideration because of a transaction or business dealing involving the Diocese. 
 
D. CONFIDENTIALITY AND PROPRIETARY INFORMATION 
 
By their nature, some aspects of the organization's work are confidential and should be 
shared with others only on a need-to know basis. These include but are not limited to: 
 

• Correspondence and contributions 
• Personnel matters 
• Financial data and material 
• Real Estate transactions 
• Strategic initiatives 
• Relationships with businesses and benefactors 
• Private Health Information (PHI) 
• Legal matters or proceedings involving the Diocese 
• HRIS/Payroll Data 
 

Employees should not discuss these matters outside the office without authorization from those 
responsible for this information. If one has a question about the confidentiality of any 
information, he or she should ask the department manager. 
 
All information, records, materials and files, whether manually written or computerized, or of 
an electronic or voice technology and whether personal or financial, are the sole property 
of the Diocese and may be used by employees only in carrying out their assigned duties. Release  
of such information to anyone is expressly prohibited unless specifically authorized by written 
procedures or by specific written permission by an employee's manager. 
 
Employees are expected to act in a manner that will ensure the information which they are 
authorized to access granted in accordance with role-based access controls and the principle of 
least privilege role-based and protected from unauthorized use, invalid changes or destruction. 
Any violation of this policy may be cause for immediate termination. 
 
E. WHISTLE BLOWING POLICY 
 
The Diocese encourages employees, volunteers and others related to the organization to report 
any violation of policy, procedure, or ethics; illegal activity; or other misconduct by employees, 
volunteers, or others related to the organization. No person who in good faith reports a violation 
shall suffer harassment, retaliation or adverse employment consequence. An employee, board 
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member, or volunteer who retaliates against someone who has reported a violation in good faith 
is subject to discipline up to and including termination of employment. 
 
Reports can be made directly to the employee's manager (if he or she feels comfortable), any 
member of senior management, the Human Resources Department, or, if appropriate, a board 
chair or vice chair or any special committee constituted by a Diocesan Board to receive and 
process such confidential information. To the extent that the activity or misconduct involves a 
Board Chair or member of senior management, the report should be made directly to an 
uninvolved member of senior management of the Diocese or to the Bishop. 
 
Violations or suspected violations may be submitted on a confidential basis by the complainant 
or may be submitted anonymously. Reports of violations or suspected violations will be kept 
confidential to the extent possible, consistent with the need to conduct an adequate 
investigation. 
 
The recipient of a complaint will notify the sender and acknowledge receipt of the reported 
violation or misconduct within a reasonable period of time. All reports will be promptly 
investigated and appropriate corrective action will be taken if warranted by the investigation. 
 
F. USE OF EMPLOYER’S TAX EXEMPTION 
 
Employees are never authorized to use their employer's Federal or State Tax Exemption 
and/or number for any personal purchases of services or items, including the use of an 
employer's established account at a vendor to purchase personal items which would be 
later reimbursed by the employee. 
 
G. INTELLECTUAL PROPERTY 
 
Intellectual property that relates to an employee's job and that is generated by  
the employee in the course of work is the sole property of the Diocese of Bridgeport. Such 
intellectual property includes ideas, concepts, improvements, trade secrets, discoveries, 
inventions, and material that is subject to patent, copyright, trademark, trade-secret, and 
similar laws and legal principles. Any writings, drawings, charts, files, models, or other record 
of such intellectual property, whether kept on paper, electronically, or in any other past, 
present, or future medium, is the sole property of the employer. While it is likely that the 
Diocese of Bridgeport would grant a request to use its intellectual property for non 
commercial purposes related to the spread of the Gospel, such permission may be granted 
only in writing by the Bishop.  
 

PART IV: EMPLOYMENT REQUIREMENTS AND PROCEDURES 
 
A. JOB POSTINGS 
 
The Diocese is dedicated to assisting employees in managing their careers and reaching their 
professional goals through promotion and transfer opportunities. This policy outlines the online job 
posting program which is in place for all employees. To be eligible to apply for an open position, the 
employee must meet the following requirements:  
 

• Be a current, regular, full-time or part-time employee/lay;  
• Have been in current position for at least six (6) months;  
• Maintain a performance rating of satisfactory or above;  
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• Not be on conduct/performance-related probation or warning;  
• Meet the job qualifications listed on the job posting; 
• and Provide their current manager with notice prior to applying for the position.  

 
If employees find a position of interest on the job posting website and they meet the eligibility 
requirements, an online job posting application must be completed in order to be considered for the 
position.  The Diocese reserves the right to seek applicants solely from outside sources or to post 
positions internally and externally simultaneously.   Any vacancy which the Diocese desires to fill 
will be posted on the Diocese of Bridgeport's website www.bridgeportdiocese.org for at least 5 
business days before a decision is made.  For more specific information about the program, please 
contact the Human Resources Department.  
 
B. HIRING INTERVIEW 
 
Interview questions will be developed by each Department Head based on the Bona Fide 
Occupational Qualifications for the given position to focus on the needs, education, experience, 
and skills for the job. All applicants should be interviewed by the hiring department and Human 
Resources when possible. The Bishop's Office reserves the right to interview and make the final 
decision on the hiring of any candidate. 

 
C. BACKGROUND AND REFERENCE CHECKS 
 
The conduct and behavior of an employee of the Diocese must be in conformance with the values 
of the Catholic Church. Therefore, all offers of employment are contingent upon successful 
reference checking, passing a criminal conviction background check and complying with the 
Policy and Procedure Relative to Allegations of Sex Abuse of Minors. 
 
All employees must submit to a background check prior to commencing employment with the 
Diocese of Bridgeport. The items that are reviewed in an individual's background are related to 
the position the applicant is applying for. These checks may include a review of the applicant's 
history relative to any potential criminal record, validation of their social security number, 
validation of degree(s), driver license validation, reference checks and/or credit history check. 
A signed authorization to complete the check(s) will be obtained from the applicant prior to 
initiating the process. 
 
D. VIRTUS TRAINING REQUIREMENTS 
 
All offers of employment are contingent upon compliance with the Safe Environment 
requirements including registering for and attending VIRTUS, Protecting God's Children 
awareness training and complete re-certification and continuing education as required. Refer 
to Section II, Safe Environment for additional information.  Additional training offered through 
Virtus Online may be assigned by the Human Resources Department.  Newly hired employees 
will be assigned CHRO Sexual Harassment & Anti-Harassment Training. Recertifications are 
required to be completed every 5 years.  www.bridgeportdiocese.org/safe-environment/policy 
 
E. OFFER OF EMPLOYMENT 
 
An offer of employment should be in writing and must be approved by the General Counsel and 
Episcopal Delegate for Human Resources and Chief Financial Officer prior to any verbal offer 
being extended to the final candidate. The offer of employment should include the job title, 
reporting manager, the date upon which employment begins, the starting salary, whether the 
position is nonexempt or exempt, and any special conditions relating to the position, including, 

http://www.bridgeportdiocese.org/
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but not limited to, the date upon which employment ends or whether the position is funded by 
a grant. 
 
F. EMPLOYMENT STATUS AND CATEGORIES 
 
All employees will hold one of the following designations of employment status according to 
the federal Fair Labor Standards Act of 1938 (FLSA) and applicable state law. 
 

Exempt: Those who meet the FLSA duties and/or applicable state law requirements, are 
exempt from receiving overtime pay. An exempt employee is paid on a salary basis, 
regardless of the number of hours worked. It is understood that the nature of their 
jobs may sometimes call for the employee to work more than their regularly scheduled 
weekly hours, e.g. some evening or weekend work. Exempt employees are not eligible 
for overtime pay. 
 
Non-Exempt: Employees who perform work other than exempt work as defined by the 
FLSA (and/or applicable state law) receive compensation for all hours worked. 
Employees who work over 40 hours in a work week will be paid at a rate of time and one-
half their regular hourly rate.  Effort will be made to provide employees with adequate 
advance notice in such situations. Employees may work overtime only with prior 
management authorization. Any non-exempt employee who works overtime without 
authorization may be subject to disciplinary action, up to and including termination. 
Paid time off, holidays, or any leave of absence will not be considered hours worked for 
purposes of performing overtime calculations. 

 
Each employee's position will be designated according to the following criteria: 

 
Full Time: Defined as regularly scheduled to work at least 30 hours per week on a 
continuous basis. 
Part Time: Defined as regularly scheduled to work: 

• At least 20 but less than 30 hours per week on a continuous basis are eligible for 
prorated sick leave, vacation benefits and holidays when they satisfy the 
eligibility requirements of each of these plans or programs. 

• Less than 20 hours per week, such part time employees are not eligible for 
benefits. 
 

Temporary: An employee who is hired into one of the above categories, but for a limited 
and specified period of time not to exceed one year, is a temporary employee who does 
not satisfy the "on a continuous basis" requirement. Temporary employees are not 
eligible to participate in the Diocese employee benefit plans. 
Grant Funded Positions: All grant funded employees are subject to and must follow all 
policies and procedures of the Diocese of Bridgeport. Those employees in positions at 
the Diocese which are grant funded will receive salary and benefits in accordance with 
the terms of the grant. All grant positions are subject to continued grant source funding. 
Any employee who transfers from grant funding to a Diocesan-paid position will 
maintain his or her original anniversary date. 
 

G. JOB TITLES AND LOB DESCRIPTIONS 
 
Each position has a title and is classified accordingly as to the employment status and eligibility 
for overtime pay. Job description refers to the list of duties and responsibilities of a given 
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position. Individual job descriptions shall include the following and shall be provided to 
employees: 

• A job title that accurately conveys the function of the position. 
• The minimum requirements and qualifications for the position. 
• The essential functions as well as the duties and responsibilities of the position. 

 
In compliance with the FLSA the job description will indicate the exempt or nonexempt status 
of each position for purposes of overtime pay. A position's exempt or nonexempt status cannot 
be changed from what is indicated on the approved description. 
 
H. INTERNAL TRANSFERS AND PROMOTIONS 
 
Although employees are hired into a particular office and position, occasionally the overall 
staffing needs of the employer may require the transfer of an individual to another office or 
position. In such cases, and in consultation with the affected parties, transfers will be at the 
discretion of the employer. 
 
Promotions are at the discretion of the employer, consistent with the at-will employment 
relationship, but generally will be based on meritorious work in one's present position, 
including but not limited to the performance evaluation and review processes, as well as 
possession of the general qualifications and competence for the position under consideration. 
Promotions are effective when recommended in writing by the immediate manager and 
subsequently approved. (A copy of the new job description and change of pay, if applicable, will 
be given to the employee and a copy will be placed in the employee's personnel file.) 
 
I. EMPLOYMENT OF RELATIVES 
 
The employment of relatives of present employees is permissible providing the relative will 
not be under the direct supervision of the employee. However, relatives shall not be involved in 
decisions regarding another relative's hiring, compensation decisions, and/or performance 
evaluations. 
 
A relative for this purpose is defined as husband, wife, father, mother, stepfather, 
stepmother, daughter, son, stepson, stepdaughter, brother, sister, stepbrother, stepsister, 
grandparent, grandchild, father-in-law, mother-in-law, brother-in-law,   
sister-in-law, sonin-law, daughter-in-law, niece, nephew, aunt, uncle, cousin, foster child, 
or ward of the court. 
 
J. PERSONNEL RECORDS 
 
A personnel folder for each employee is maintained in Human Resources. The personnel file 
may include information such as an employee's job application, background information, 
resume and employment records. Personnel files are kept confidential to the extent required by 
law. Except for application of federal and state laws or regulations, the only persons other than 
the employee authorized to view the records are the members of the Office of the Bishop and 
Human Resources. The immediate and/or prospective Department Head has access, with 
permission from any of the aforementioned. Unless due to a valid business reason requiring 
access, anyone other than the above mentioned must have the approval of the employee in 
writing. All employees shall have the right to review records placed in their personnel files in 
accordance with state law. The Diocese will provide a copy of documentation of any disciplinary 
action to employees and he or she may submit a written statement disagreeing with such disciplinary 
action. All such submissions will be maintained as part of the personnel file. Any information or 
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documents which may affect a person's employment must be placed in the official personnel folder 
in the Human Resource Department. Any information relative to the employee's medical status, 
including Family Medical Leave Act (FMLA) requests and workers’ compensation, will not be kept in 
the employee's personnel file but in a separate medical file. 
 
Employees should keep their personnel file up to date by informing the Human Resources 
Department and/or Payroll Department of any changes. Employees also should inform the Human 
Resources Department of any specialized training or skills they acquire, as well as any changes to any 
required visas. Unreported changes of address, marital status, etc. can affect withholding tax and 
benefit coverage. Further, an "out of date" emergency contact or an inability to reach employees in a 
crisis could cause a severe health or safety risk or other significant problem. 
 
For an employee to review his/her record a request must be made in writing to the Human 
Resources Department. 
 

PART V: BENEFITS 
 
A. BENEFITS ADMINISTRATION 
 
All benefits listed herein will be provided and administered in accordance with Catholic values 
and the teachings of the Church. For instance, Church teaching defines marriage as being 
between one man and one woman; accordingly, same-sex partners will not be eligible for family 
benefits or coverage. In addition, benefit programs will not offer or pay for any medical 
procedures or treatments that are not in conformance with Catholic values and teachings, absent 
a specific medical exception. Please consult applicable plan documents or the Human Resources 
Department for information regarding any particular benefit or definitions. 
 
** In the case of a difference between the summaries below and an official plan document, the 
relevant plan documents will govern. 
 
B. HEALTHCARE: MEDICAL, DENTAL AND PRESCRIPTION DRUGS 
 
The Diocese offers a self-insured, comprehensive, medical insurance program. To be eligible for 
participation in health coverage, the employee must be a regular employee of the Diocese 
working 30 hours or more per week on a continuous basis. For employees transferring between  
 
Diocesan entities, their medical coverage will transfer with them. If employees work 
simultaneously at multiple Diocesan locations their eligibility will be determined by the total 
number of hours worked in all locations. 
 
Healthcare coverage becomes effective the first of the month after hire. For those hired on the 
first of the month, benefits are effective immediately. Insurance coverage will be cancelled 
effective the last day of the month of termination. 
 
Once an employee makes benefit elections, he or she will only be able to make changes if he or she 
has a qualified status change during the year, such as: 
 

• Marriage, divorce or legal separation; 
• Birth or adoption of a child; 
• Death of a spouse or child; 
• A relocation to another area that affects benefits eligibility for the employee 
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or their covered dependent(s); 
• One's child(ren) meets (or fails to meet) the plan's eligibility rules; 
• The employee or a covered dependent gains or loses other benefits 

due to employment status (for example, beginning or ending a job.) 
• Employee, spouse or dependent becomes covered under Medicare or Medicaid 

or loses eligibility for his or her Medicare or Medicaid coverage (including 
coverage under a state Children's Health Insurance Program, or CHIP). 

• Change of custody, judgment, court order or decree requiring health coverage 
(Qualified medical child support order (QMCSO)). 

 
To make a change during the year, the Internal Revenue Service (IRS) requires that you do so 
within 31 days of one of the events listed above. 
 
Employee Assistance Program 
The Diocese provides an Employee Assistance Program, which offers qualified counselors to help 
employees cope with personal problems they may be facing. Further details can be obtained through 
the Human Resources Department.  
 
C. Defined Contribution Pension Plan - 401(a) Plan 
 
Effective on May 1, 2024, the 401(a) Plan merged into the 403(b) Plan. No new entrants will be 
allowed to participate in the 401(a) due to the Plan merger, subject to all terms and conditions 
of the Plan.  Contact Mutual of America Customer Service directly at 866-954-4321 or 860-430-
7044 to speak with a dedicated service representative.  
 
D. Tax-Deferred Annuity Plan - (TDA) 403(b) Plan    
 
Effective May 1, 2024, the official Plan name is the “403(b) Tax-Deferred Annuity Plan of The 
Bridgeport Roman Catholic Diocesan Corporation.” Effective January 1, 2026, the 403(b) Plan 
will offer a Roth After-Tax Plan option.  The plan offers several plan features that are explained 
in the Summary Plan Description (SPD). To obtain a copy of the SPD by visiting 
www.bridgeportdiocese.org. Upon becoming eligible to participate in this plan, employees will 
receive an SPD describing the plan in greater detail, mailed to their home address.  
 
Automatic Enrollment Feature: 
If you are hired or rehired on or after May 1, 2024, as an employee eligible to make salary 
reduction contributions, unless you elect otherwise, 2% of your pay will automatically be 
deferred as pre-tax salary reduction contributions to the Plan. However, if you wish to defer a 
different amount, or if you wish to defer nothing, you will need to make an affirmative 
election/opt-out in accordance with the rules established by the Plan Administrator.  The above 
automatic enrollment feature shall not apply to priests, per diem employees, employees working 
less than 30 hours per week or seasonal employees. 
 
Eligibility for Employer Contributions:  
You will generally be eligible to participate in the Employer contribution feature of the Plan on 
the first day of the month on or following your completion of a Year of Service for the Employer, 
provided you are at least age 21 and working at least 30 hours per week.  
 
However, those employees described below under “Excluded Employees for Employer 
Contribution Purposes” are not eligible to receive Employer contributions. 
If you terminate employment and are rehired within 12 months, you will re-enter the Employer 

http://www.bridgeportdiocese.org/
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contribution feature of the Plan immediately. If you are rehired after 12 months, you must again 
complete a Year of Service in order to again participate in the Employer contribution feature. In 
determining your “Years of Service”, service you perform while in an excluded category for 
Employer contributions (see below) is not included.  
 
Excluded Employees for Employer Contribution Purposes Notwithstanding the preceding, you 
are not eligible to participate in the Employer contribution feature of the Plan if you are (i) 
working less than 30 hours per week, (ii) classified as a temporary or per diem employee, (iii) 
a, or (iv) actively participating in any other qualified pension plan  
 
E. Unemployment Insurance  
 
Curia Employees may be eligible to receive unemployment insurance benefits through the 
State of Connecticut. This insurance provides a weekly income for those who may be laid off or 
who may have lost their job. Eligibility and the amount of benefits that an employee may receive 
is specified by state law. 
 
F. Workers' Compensation Insurance 
 
Employees are provided Workers' Compensation coverage from the day they begin work. The 
Diocese provides this benefit at no cost to the employee. Employees are covered by Workers' 
Compensation if they are incapacitated by injury or illness arising out of their employment. 
Employees must report all on the job accidents or illnesses to their manager immediately, 
regardless of how minor. All work-related injuries or illnesses, regardless of severity, must be 
reported within 24-48 hours directly to the manager who will report the injury to Human 
Resources and the Workers' Compensation insurance carrier. Approved job related illness or 
injury benefits will be paid according to the formula set by law. Failure to follow this procedure 
or promptly notify the Diocese of any injuries or illnesses may affect an employee's ability to 
receive workers' compensation benefits. 
 
G. Social Security and Medicare Benefits 
 
Social Security and Medicare play an important part in the lives of all employees. All employees 
will participate in the Federal Insurance Contributions Act Program (FICA) according to federal 
regulations and the payroll deduction formula fixed by law. The Diocese also pays a matching 
amount into this program. 
 

PART VI: COMPENSATJON AND PAY-RELATED ISSUES 
 

A. Compensation 
 
Compensation is commensurate with one's qualifications, job requirements, and expected level 
of performance, taking into account the financial capabilities of the Diocese and the institution's 
overall economic condition and mission. 
 
The Diocese motivates and rewards excellence and dedicated commitment by reviewing both 
performance and compensation on an annual basis. This review does not guarantee a 
modification of an employee's compensation. Wage increases based on merit or annual cost of 
living adjustment are implemented for qualified employees. 
 
Changes in employment status (e.g., due to a promotion, transfer or demotion), may require 
adjustment of the rate of compensation in accord with the new responsibilities. A wage increase 
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or decrease is determined by factors including the financial condition of the Diocese, job 
requirements of the new position, educational level, experience, attendance, and performance 
history. 
 
Annual salary increases will be based upon employee performance evaluations written and 
signed by the manager and employee, longevity in position, and budgetary considerations.  
Depending on the employee's position and classification, the Diocese endeavors to review 
performance annually. However, a positive performance evaluation does not guarantee an 
increase in salary, a promotion or continued employment. Compensation increases and the 
terms and conditions of employment, including job assignments, transfers, promotions, and 
demotions, are determined by and at the discretion of management. In addition to these formal 
performance evaluations, the Diocese encourages employees and managers to discuss job 
performance on a frequent and ongoing basis.  
 
All non-exempt employees are paid on an hourly basis calculated on actual hours worked. 
Exempt employees are paid on a salary basis. All methods of payment will be administered in 
strict compliance with wage and hour laws and regulations. 
 
B. Time Record Keeping 
 
Unless otherwise notified, non-exempt employees will be required to accurately record the 
hours they worked for the Diocese using the approved timekeeping system. The timekeeping 
system for recording the hours worked will be explained and demonstrated on the first day 
of employment. Accurate recording of the hours worked is required to assure payment in 
accord with the law. "Off-clock" (i.e. performing work before or after the official workday or 
during a meal or rest break) work by a non-exempt employee (that is not defined as overtime 
work as described below) is prohibited. The Diocese will not allow any form of retaliation 
against individuals who report alleged violations of this policy or who cooperate in the 
investigation of such reports. Any form of retaliation in violation of this policy will result in 
disciplinary action, up to and including termination. 
 
"Hours worked" is defined by the FLSA as all the time an employee is subject to the control of an 
employer and includes all the time that an employee is knowingly permitted to work, whether 
or not required to do so.  Employees who are non-exempt may not perform volunteer 
work on behalf of the Diocese, unless such volunteer work is different from their regular job 
responsibilities. 
 
Employees are responsible for making sure their time records are accurate. If errors are found, 
employees must contact their manager or supervisor promptly. Under no circumstances may 
one employee record another employee's time. 
 
C. Pay and Payroll Deductions Allowed 
 
Pay will be issued biweekly either by direct deposit or by physical check. If a payday falls on a 
holiday and the offices are closed, the date of check distribution will be announced by payroll. 
 
The Law requires that the employer, where applicable, deduct Federal Withholding Taxes, State 
Withholding Tax, Social Security Tax (FICA), Medicare and garnishment from an employee's pay 
amounts as directed by authorities. Additional deductions will be made when authorized by an 
employee. 
 
The Diocese encourages direct deposit of one's paycheck to a bank or credit union account(s). 
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Employees can choose to have their check deposited in more than one account. For example, one 
may elect to have some money put into a checking as well as a savings account. If one chooses 
not to set up direct deposit of at time of hire, he or she may do so at any time in the future. 
Remember, a direct deposit election ensures the receipt of pay in a timelier manner. 
 

PART VII: PAID TIME OFFAND OTHER LEAVES 
 

A. Vacation Schedule* 
 
For the purposes of calculating vacation time, an employee's continuous service with any entity 
of the Diocese will be totaled and used to determine the employee's total years of service. The 
total years of service will be used to identify the amount of vacation time an employee will accrue 
each calendar year. At the time an employee passes their anniversary date and moves into the 
next level of time accrual, their accrual level will be changed. 
 
Director level employees will be eligible for Three (3) weeks vacation. Employees begin accruing 
vacation hours on the last day of each month, beginning with the first full month of employment. 
 

Employment Vacation Amount (per calendar year)* 
Upon Hire up to completion of 5 years 2 weeks or 10 days  (prorated in first calendar year 

of employment) 

5th anniversary up to completion of 10 
years 

Five (5) additional days** 

10th anniversary up to completion of 25 
years 

Five (5) additional days** 

25th anniversary and beyond Five (5) additional days** 

*Schedule effective January 1, 2019 
**Maximum of 25 vacation days with the exception of long term employees who were 
grandfathered. 
 
An employee may use his/her eligible vacation time any time during the calendar year subject 
to the approval of the employee's manager. Employees are advised to not make vacation plans, 
such as purchasing airline tickets, until they have approval in the time off system from their 
department manager for the requested time off. All vacations of five (5) days or longer must be 
requested at least two weeks in advance. This enables the organization to make any necessary 
arrangements to cover the employee's responsibilities and insure that the normal flow of work 
will not be interrupted during the absence. 
 
If a Diocesan Holiday or Holy Day occurs during the vacation period, Holiday or Holy Day pay 
will be given for that day. 
 
Part-time employees working at least 20 and less than 30 hours on a continuous basis per week, 
shall be entitled to 1 week of vacation time up to the completion of 5 years of employment, 
prorated based on the scheduled part-time hours worked. On their 5th year anniversary, part 
time employees will be entitled to up to 2' weeks of paid vacation per calendar year. Employees 
working less than 20 hours per week are not eligible for paid vacation days. 
 
Vacation time is intended to be taken during the calendar year in which it is accrued. However, 
employees are allowed to carry over up to a maximum of 5 unused vacation days to the next 
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calendar year. An employee with more than 5 unused vacation days on December 31st will  
forfeit the amount over the 5 days and carry forward only the maximum 5 days into the next 
calendar year. Any such vacation lost receives no compensation. Salary, in lieu of vacation time, 
is not permitted. 
 
Vacation may be taken in half-day increments. Vacation may only be taken in advance of 
accruing such vacation with your manager's approval. The amount taken in advance cannot 
exceed 1 week of vacation time. If you should terminate prior to earning the vacation days 
taken, the amount of vacation advanced will be deducted from your last paycheck. 
 
At the time of hire, annual vacation days may be altered with the approval of the bishop. 
Upon termination of employment you will be paid for any remaining accrued, but unused, 
vacation time. An employee must be employed for the full calendar month in order to accrue 
any vacation time for that month. 
 
B. Holidays and Holy Days 
 
Employees are granted a certain number of holidays and Holy Days within the calendar year. 
Each year a detailed list of the days is distributed by Human Resources and posted internally. 
When a designated holiday, Christmas or New Year's Day falls on a Saturday, the holiday will be 
observed on the Friday before. When the holiday falls on a Sunday, the holiday will be observed 
on the following Monday. 
 
If a holiday or Holy Day falls on a day normally worked by an employee, the employee will get 
the day off with pay. If the holiday or Holy Day falls on a day of the week typically not worked by an 
employee, they would not get paid for that particular day. Temporary employees are not eligible 
for holiday or Holy Day pay. 
 
C. Sick Days 
 
Full-time employees will earn one sick day for every two complete calendar months worked, 
for a total of six (6) sick days per calendar year. Part time employees working at least 20 but 
less than 30 hours per week on a continuous basis will earn one sick day for every four complete 
calendar months worked, for a total of three (3) sick days per calendar year. Employees 
working less than 20 hours per week will accrue one hour of sick time for every 40 hours 
worked. 
 
In order to be eligible for paid sick time the employee, or a member of the family, must report 
the use of the sick day to their manager by the time he or she is due at work, and each 
additional day of absence after that time. 
 
Unused accrued sick time will be carried over from calendar year to calendar year. Sick time 
will not accrue during an unpaid leave of absence. In no event, including upon termination, will 
an employee be entitled to payment for unused sick days. 
 
Sick time balances are maintained in the payroll time and attendance system. Before an 
employee can return to work after an absence of five (5) calendar days or more, they must 
submit a doctor's statement to Human Resources indicating they may safely return to work. 
Additionally, a return to work note may be required if abuse of the policy is suspected. 
 
Sick time may be taken in one hour increments, and used for the employee's illness or injury, 
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medical care, emergency, family, and any other personal needs in accordance with the 
Connecticut Paid Sick Leave Act. 
 
Pay granted in accordance with this policy will not be credited as time worked for the purpose 
of computing overtime. 
 
D. Personal Days 
 
Personal days are for personal business that cannot be conducted outside of normal business 
hours.  Full-time employees will be granted two personal days per calendar year. Unused 
personal time will not be paid out to the employee, even upon termination. Personal days 
do not carry over from one calendar year to the next. If they are not used by the end of a 
given calendar year then, they are forfeited by the employee. Part-time employees working 
at least 20 but less than 30 hours per week on a continuous basis shall be granted one 
personal day per year under the same conditions set forth above. Personal days may be 
taken in half-day increments. Employees working less than 20 hours per week are not 
eligible for personal days. 
Pay granted in accordance with this policy will not be credited as time worked for the purpose 
of computing overtime. 
 
E. Bereavement Days 
 
In the event of a death in the immediate family, a full-time and part-time employee can take up 
to three (3) working days off with pay as bereavement. Immediate family is defined as the 
employee's parent, child, spouse, sister, brother, grandparent, grandchild, step child or in-
law. In the event of a death of other immediate family members (aunt, uncle, niece or nephew) 
a full-time and part-time employee can take one (1) work day off with pay as bereavement. 
Satisfactory documentation supporting the absence may be requested by the Human Resources 
Department in order to receive pay. 
 
If more than three (3) days are needed, the employee is permitted to take personal days, 
vacation days, or leave without pay, with the approval of one's manager.  This benefit will be 
unavailable to employees who are already on a leave of absence. Temporary employees are not 
eligible for bereavement pay. 
 
It is recognized that since family members often live at some distance from one another, a 
uniform policy on the duration of the absence may not be appropriate for all circumstances. 
Therefore, the duration of a leave, but not the time that will be paid, will depend on such factors 
as distance to be traveled and the employee's responsibility for handling matters connected with 
the burial arrangements and the estate of the deceased. In cases such as these, supervisory 
discretion should be exercised. 
 
Pay granted in accordance with this policy will not be credited as time worked for the purpose 
of computing overtime. 
 
F. Attendance and Notification of Absence 
 
Employees are expected to maintain good attendance. When absent from work on a scheduled 
work day, employees must notify the immediate supervisor of the reason for their absence. 
Further, they should be notified at the beginning of the work day to allow adjustments in staffing 
if necessary. If the absence is to continue beyond the first day, the employee must notify the 
supervisor on a daily basis unless otherwise arranged. Absence for three consecutive days 
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without notifying the supervisor may be considered voluntary job abandonment and 
employment may be terminated. 
 
All absences must be charged either to sick leave, personal leave or vacation, whichever is 
appropriate. Only after appropriate paid leave has been used, may unpaid leave be granted. 
Unexcused absences will result in loss of pay for the lost time involved and may be subject to 
disciplinary action, up to and including termination. An absence is unexcused if not approved 
by the immediate manager. 
 
Timekeeping Procedures - Employees must record their actual time worked for payroll and 
benefit purposes using time and attendance system.   
 
Non-exempt employees must record the time work begins and ends, as well as the beginning and 
ending time of any departure from work for any non-work-related reason, on forms as prescribed 
by management.  Altering, falsifying or tampering with time records is prohibited and subjects the 
employee/lay to discipline, up to and including discharge. 
 
Exempt employees are required to record their daily work attendance and report full days of 
absence from work for reasons such as leaves of absence, sick leave or personal business. 
To learn how to record time and attendance in the system of record for time and attendance, 
contact your Payroll Department. 
 
G. Accrual for Non-Traditional Work Schedules 
 
Employees who work their hours in a non-traditional work schedule will receive pay based on 
a prorated hourly accrual. 
 
Family and Medical Leave 
The Diocese will comply with all Federal and State legal requirements that provides additional 
rights and/or protections.  The main purpose of FMLA is to allow employees to balance work and 
family life, allowing for unpaid time off for a serious health scenario without fear of losing their job. 
 
For additional Information and Resources go to https://www.dol.gov/agencies/whd/fmla 
 
Summary of FMLA/CFMLA and Connecticut Paid Leave Policy 
Employees at the Diocese of Bridgeport may be eligible for leave under the federal Family and 
Medical Leave Act (FMLA), the Connecticut Family and Medical Leave Act (CFMLA), and the 
Connecticut Paid Family and Medical Leave Act (CPFMLA). This policy outlines the rights and 
obligations for employees during such leaves, including eligibility, entitlements, and the process for 
requesting and using leave. 

 
• FMLA: Employees must have worked for the Diocese for at least 12 months and logged at 

least 1,250 hours in the previous 12 months. 
• CFMLA: Employees must have worked for the Diocese for at least 3 months prior to 

requesting leave. 
• Eligible employees may take up to 12 weeks of unpaid leave within a 12-month period for 

qualifying reasons; CFMLA provides an additional 2 weeks for pregnancy-related 
incapacitation. 

• Leave reasons include caring for a new child, a family member with a serious health 
condition, the employee’s own serious health condition, organ/bone marrow donation, 
qualifying military exigencies, and to care for a covered servicemember. 

• Up to 26 weeks of leave may be available to care for an injured or ill servicemember. 
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• Leave may be taken consecutively, intermittently, or on a reduced schedule when medically 
necessary. 

• Employees must not work other jobs while on leave; doing so may result in discharge. 
• Group health insurance continues during leave under the same terms as active employment. 
• Employees must pay their share of premiums during unpaid leave. 
• Upon return, employees are generally restored to the same or an equivalent position. 
• Employees must provide timely notice (30 days if foreseeable) and may be required to 

submit medical or military certifications. 
• Failure to provide adequate notice or certifications may result in denial of leave. 
• Accrued paid time off must be used concurrently with unpaid FMLA/CFMLA leave, subject 

to certain minimum balances under CFMLA. 
• CPFMLA provides income replacement benefits administered by the state; eligibility and 

benefit amounts are determined by the Connecticut Paid Leave Authority (CPLA). 
• Receiving CPL benefits does not guarantee job protection—employees must follow 

FMLA/CFMLA procedures for job-protected leave. 
• Policies define family members broadly, including individuals related by blood or affinity 

whose association is equivalent to family relationships. 
• Serious health conditions and qualifying exigencies are specifically defined by law. 
• For more details or case-specific guidance, employees should contact the FMLA 

Coordinator. 
• FMLA/CFMLA leave may run concurrently with other applicable state or local leave policies 

whenever permitted by law. 
 
The Diocese requires an employee to concurrently use available paid time off options, such as 
sick, vacation and personal time while on an FMLA leave. The amount of paid time available to 
the employee will include the annual amount they are eligible to receive in the current year, 
which may result in the employee having a negative balance during their approved FMLA leave. 
Once all paid sick and/or personal time is exhausted, the employee may proceed with using any 
unused accrued vacation (see CFML and other income replacement benefits, if applicable).  
 
Failure to Return A leave that exceeds the approved period may be treated as an automatic 
termination. 
 
H. Maternity/Paternity Leave Policy Summary 
 
The Dioceses offers a comprehensive maternity/paternity leave policy. All regular full time and part 
time employees with an ongoing weekly schedule are eligible.  Policy highlights are listed below: 

• Six weeks of paid maternity/paternity leave (one week equals the employee’s regular work 
week hours.) 

• Leave may be used consecutively or intermittently (with supervisor approval) for 
pregnancy, childbirth, bonding or adoption within 90 days calendar days of birth or 
adoption. 

• Unused paid leave is forfeited if not taken within 90 calendar days. 
• After paid leave, an additional six weeks may be taken using available sick, personal, or 

vacation time before leave becomes unpaid. 
• Leave runs concurrently with federal and state Family and Medical Leave Act (FMLA) 

provisions. 
• Employees remain covered by health insurance at employee rates (adjusted if tier changes 

due to birth or adoption. 
• Employees should notify their supervisor and Human Resources at least 30 days before the 

due date and or adoption date. 
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• A Certificate of Health Care Provider form must be submitted for absences longer than five 
days for health reasons. 

• Questions regarding the policy should be directed to Human Resources. 
 

The policy applies to all parishes, schools, St. Catherine Center for Special Needs, Foundations, 
McGivney Center, Shehan Center, Seton Collaborative and Diocesan employees.  

 
Pregnancy Accommodations: In compliance with Connecticut law, Diocese of Bridgeport will not 
discriminate against the Employee or prospective Employee in the terms or conditions of the 
Employee's employment in relation to pregnancy, childbirth, or a related condition, including, but 
not limited to, lactation. Diocese of Bridgeport will not limit, segregate, or classify the Employee in a 
way that would deprive the employee of employment opportunities due to the employee's 
pregnancy. 
 
Reasonable Accommodations – The Diocese will endeavor to provide reasonable accommodation for 
conditions related to pregnancy, childbirth or a related condition, including, but not limited to, 
lactation, unless the accommodation would pose an undue hardship on Diocese of Bridgeport's 
business.  
 
Enforcement and Retaliation – The Diocese will not retaliate against the employee in the terms, 
conditions, or privileges of the employee's employment based upon the employee's request for a 
reasonable accommodation under this policy. Further, Diocese of Bridgeport will not deny 
employment opportunities to the employee or prospective employee due to the employee's or 
prospective employee's request for a reasonable accommodation related to pregnancy, childbirth, or 
a related medical condition.  If employees have any questions about or would like to request a 
reasonable accommodation under this policy, they should contact the Director of Human Resources. 
 
I. Break Time for Nursing Mothers 
 
The Diocese allows reasonable paid break time (up to 20 minutes each day) for a mother to 
express breast milk for her nursing child for up one (1) year after the child's birth. 
 
In accordance with applicable law, the Diocese will make reasonable efforts to provide a room 
or other location, in close proximity to the work area, where an employee can express milk in 
privacy. An employee who requires time to express breast milk under this policy should notify 
Human Resources prior to her return to work following the birth of her child. 
 
The Diocese does not discriminate against employees who choose to express breast milk in the 
workplace. 
 
K. Personal Leave 
 
Personal leaves of absence will only be granted for reasons which are considered to be of a 
substantial nature. This includes those leaves of absence which would be considered to be for 
an extended length of time. 
 
There are no mandate or minimum requirements regarding non-statutory leaves of absence. 
This is at the discretion of the Diocese; it is not required by law. Requests by employees for 
leaves of absence must be submitted in writing, to the Department head and Director of Human 
Resources, giving full particulars and details. 
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The decision to grant or deny a leave of absence, and the terms under which one is granted 
under this section, is the sole and exclusive decision of the Bishop and shall not be subject to 
grievance, or reconsideration. 
 
Final determination as to whether or not the leave will be granted, the length of such leave if 
granted, and whether or not the salary and benefits will continue, will rest with the Office of the 
Bishop. 
 
Absent a specific exception, for employees carrying the healthcare coverage in order to continue 
their coverage during a non-statutory leave the employee would be responsible for the 
entire monthly contribution towards their coverage. Therefore, the employee would not only 
be responsible for their normal monthly employee contribution, but they would also be 
responsible for the employer's monthly contribution portion. Failure to provide both 
components will result in a discontinuing of benefits. 
 
L. Military Leave  

 
The Diocese will grant a military leave of absence if an employee is absent from work because 
they are serving in the U.S. uniformed services in accordance with the Uniformed Services 
Employment and Reemployment Rights Act (USERRA). The employee must give their Manager 
and Human Resources Department advance notice of upcoming military service, unless military 
necessity prevents advance notice or it is otherwise impossible or unreasonable. 
 
The employee will not be paid for military leave. However, he/she may use any available accrued 
paid time off, such as vacation or sick leave, to help pay for the leave. Continuation of health insurance 
benefits are available. Benefits, such as vacation, sick leave, or holiday benefits, will not accrue during 
a military leave, unless applicable law dictates otherwise.  Provided their absence does not exceed  
applicable statutory limitations, employees will retain reemployment rights and accumulate 
seniority and benefits in accordance with applicable federal and state laws. Please ask Human 
Resources for further information about eligibility for Military Leave.  
 
M. Jury Duty 
 
Employees will be given time off to fulfill their obligation of jury duty. All full-time employees 
will receive their normal pay for a period of up to 5 business days, in compliance with all state 
and federal laws related to jury service. Employees who are required to perform jury duty will 
be reimbursed for the difference between their regular pay and jury pay for up to six (6) weeks 
per calendar year. Proof of service will be required prior to processing payment for Jury Duty. 
Employees selected for an extended trial that lasts beyond six weeks will be handled 
individually. Vacation time, sick time and any other benefits will continue to accrue during this 
period. 
 

Employees must submit the jury duty summons to their manager or the Human Resources 
department as soon as possible so that arrangements may be made to accommodate the 
employee's absence. The employee is expected to report to work if the jury duty does 
not require his/her full-time service and is expected to report to work if there are at 
least four (4) hours remaining in the employee's regular workday. 

 
N. Family Violence Leave 
 
Employees who are victims of family violence are entitled to up to 12 days of unpaid leave when 
reasonably necessary for the following reasons: 
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I 

• To seek medical care or counseling for physical or psychological injury or disability, 
• To obtain services from a victim services organization, 

• To relocate due to the family violence, or 
• To participate in any civil or criminal proceeding related to or resulting from such 

family violence. 
 
For purposes of this policy, "family violence" means an incident resulting in physical harm, bodily 
injury or assault, or an act of threatened violence that constitutes fear of imminent physical 
harm, bodily injury or assault, including, but not limited to, stalking or a pattern of threatening, 
between family or household members. "Family or household member" means any of the 
following persons, regardless of the age of such person: (A) spouses or former spouses; (B) 
parents or their children; (C) persons related by blood or marriage; (D) persons presently 
residing together or who have resided together; (E) persons who have a child in common 
regardless of whether they are or have been married or have lived together at any time; and 
(F) persons in, or who have recently been in, a dating relationship. 
 
When the need for leave under this policy is foreseeable, employees must provide their 
supervisor with at least 7 days' notice in advance of the first day for which leave is needed. When 
the need for leave is unforeseeable, employees must provide notice as soon as practicable. 
Employees may be asked to provide a signed written statement certifying that the leave is for a 
purposes authorized under this policy, or may be asked to provide other documentation of the 
need for leave including, but not limited to, police or court records or a signed written statement 
that the employee is a victim of family violence from an agent of a victim services organization, 
an attorney, an employee of the Connecticut Judicial Branch's Office of Victim Services or the 
Office of the Victim Advocate, or a licensed medical professional from whom the employee has 
sought assistance with respect to the family violence. All such information will be kept 
confidential except as required by law or as necessary to protect the employee's safety in the 
workplace. 
 
O. Crime Victim and Court Appearances Leave 
 
Employees who are crime victims or witnesses are entitled to an unpaid leave for the purposes 
of attending court proceedings or to participate in police investigations. No employee will be 
penalized, threatened, or terminated because the employee obeys a legal subpoena to appear 
before any court as a witness in any criminal proceeding or to attend a court proceeding or 
participate in a police investigation related to a criminal case in which the employee is a crime 
victim. For purposes of this policy, a "crime victim" means an employee who suffers direct or 
threatened physical, emotional or financial harm as a result of a crime or an employee who is 
an immediate family member or guardian of a person who suffers such harm and is a minor, 
physically or mentally disabled, or a homicide victim. 
When feasible, the employee must give his or her supervisor a copy of the notice of each 
scheduled legal proceeding. If advance notice is not possible, the affected employee must 
provide his or her supervisor with documentation as soon as practicable after the leave. 
 

PART VIII: SOCIAL MEDIA AND ELECTRONIC INFORMATION SYSTEMS 
 
A. Social Media Policy 
 
The Diocese understands that social media can be a convenient way to share one's life and 
opinions with family, friends and co-workers around the world. However, use of social media 
also presents certain risks and carries with it certain responsibilities. For these reasons, a social 



29  

media policy has been implemented to protect employees and the Diocese from the social threat 
landscape and to assist in making responsible decisions about use of social media for the 
purpose of social networking. This policy applies to all employees, contractors, consultants, 
temporary employees, volunteers and any other workers at the Diocese of Bridgeport. 
 
This policy shall be reviewed and updated as needed. In the event of a security incident, this 
policy should be reviewed as soon as possible to identify any opportunities for improvement. 
"Social networking" includes but is not limited to activity on various internet websites, including 
but not limited to Facebook, Twitter, Linkedln, YouTube, Instagram, Snap Chat, and various 
media sites that are offered by television networks, newspapers, and magazines, that permit 
readers to create profiles and/or post comments. While social networking can be useful to 
keep current on matters of interest and make both personal and professional connections, if 
improperly used, it can result in a variety of adverse consequences including but not limited to 
unintended disclosure of private or confidential information, copyright violations, violations of 
Diocesan policy, and damage to employees' and/or the Diocese's reputation. 
 
Use/Compliance with Terms of Use - Employees may engage in social networking activity 
during work time when using Diocesan computers, mobile devices, or other technology, and 
when using non-Diocesan technology when linked to the Diocesan's computer systems, 
provided it is directly related to their work, approved by their manager, and does not identify 
or reference clients, customers, or vendors without express permission. Employees must ensure  
that social media activity does not interfere with their work. When engaged in social networking 
on personal technology that is not linked to the Diocese's computer systems, employees should 
use this policy as a guide and are responsible for reading, understanding, and complying with 
the particular site's terms of use. Employees are also encouraged to understand and apply the 
appropriate security and privacy settings on the social networking sites on which they post. 
 
Content of Postings - Employees are responsible for all content they post on social networking 
sites and must remember that it is difficult to delete content once it is posted to a site. 
Employees must follow the following guidelines for all postings: 

1. Do not post anything that would potentially adversely impact, embarrass or affect 
the reputation of the Diocesan, its employees, or its customers. Ensure that any 
posting is accurate, truthful, and respectful. Post only content that you would be 
comfortable having the Diocese, your colleagues, and the general public read, hear, 
or see. 

2. Do not import or upload any customer contacts, discuss Diocesan business or 
customers, or communicate with other employees or customers on social 
networking sites about Diocesan matters. 

3. Employees are discouraged from listing an affiliation with the Diocese on social 
networking sites, unless on an authorized social networking site. If your affiliation 
with the Diocese is listed on any non-Diocese posting, it should include the following 
disclaimer: "The statements and views expressed in this posting are my own and do 
not reflect those of my employer." In addition, upon separation from employment 
with the Diocese, employees may not use any confidential information arising from 
their affiliation with the Diocese through social networking sites. 

4. Do not offer referrals, endorsements, or recommendations for or about other 
Diocese employees because they can create various risks, including claims of 
defamation and negligent referral. If contacted for a referral, please direct the 
person seeking the referral to Human Resources. 

5. Refrain from posting any content that could be characterized as copyright or 
trademark infringement. Identify all copyrighted or borrowed material with 
citations and links and obtain permissions when necessary. 
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6. Remember that the Diocese has a policy against harassment. Always be 
professional. Do not make any comments that could possibly lead to claims of 
harassment based on race, sex, religion, national origin, sexual orientation, age, 
disability or other legally-protected classification. As always, those who believe that 
either an employee or customer is engaging in harassment, including through social 
networking sites, must report it to Human Resources immediately. Such conduct 
will not be tolerated. 

 
Prohibition on Pretexting-The use of the internet and certain networking web sites can be 
valuable for research on particular individuals. However, using those sites for "pretexting," that 
is, using a false identity or posing as a confidante or as one who is seeking a genuine social or 
business relationship to obtain information, has significant ethical and legal implications, and is 
prohibited. 
 
"Friending" - Due to concerns involving unintended disclosure of personal information, fairness, 
favoritism and coercion, employees should exercise caution in "friending" others, and should 
not request or accept friend invitations to/from parishioners and customers or those with 
whom they have a reporting relationship. No employee should feel compelled to accept a friend  
request from any other employee, and the Diocese will not tolerate retaliation against those who 
decline such requests. As always, employees and/or supervisors who, through social 
networking sites, are made aware of information that could adversely affect the Diocese 
(including but not limited to harassment and concerns relating to the safety of the workplace), 
must immediately report such information to Human Resources. 
 
Use of Information for Employment Purposes - The Diocese's prohibition of discrimination and 
harassment polices shall apply to use of social networking sites. The Diocese will not discriminate 
against any applicant or employee based on their membership in legally-protected classifications or 
based on their legally-protected activities, including as publicly or privately disclosed on social 
networking sites. If social networking searches are used for employment purposes, only legitimate, 
non discriminatory factors will be taken into consideration. 
 
Social Media Threat Landscape - Nowadays, it is not at all uncommon to hear of data breaches 
from small businesses to large corporations. We, the Diocese, believe we must protect 
ourselves from the security risks/threats social media presents by making employees aware 
of the threats, how to avoid them, and what to do should an attack occur. These security 
risk/threats include but are not limited to, Phishing attacks, Malware attacks, Human error, 
Social Engineering, Lack of Authentication Controls, Ransomware attacks and various other 
malicious threats. 
 
Phishing - Phishing is defined as "the fraudulent practice of sending emails purporting to be from 
reputable companies to induce individuals to reveal personal information, such as passwords and 
credit card numbers or install Ma/ware (see below). With the expanding world of Social Media, 
a new type of Phishing attack has arisen, known as "Spear Phishing." Rather than a general 
Phishing campaign, Spear Phishing is referred to as a targeted custom crafted email that a 
malicious party creates that appears to be a ligament email from people or organization you 
work with or know. Examples of these Spear Phishing attacks are emails from the Bishop, the 
Chief Financial Officer or individual personnel of the Diocese. 
 
Malware - Malware is defined as "software that is intended to damage or disable computers 
and computer systems." Creators of Malware have developed methods to attach malicious code 
to photos and other shareable content; therefore, allowing the malicious code to spread 
rapidly throughout the social media world. 
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Human Error - Human error can include but not limited to, error on the part of the end-user, 
oversharing, accidental information leakage, information integrity and various other forms. 

 
Social Engineering - Social Engineering is defined as "the use of deception to manipulate 
individuals into divulging confidential or personal information that may be used for fraudulent 
purposes." A malicious party may attempt to contact one through means of social media to 
obtain sensitive or confidential information. No information concerning the Diocese should be 
shared with any unauthorized party if he/she uses words and/or techniques which include but 
are not limited to: 

1. An "urgent matter" 
2. A "forgotten password" 
3. A "computer virus emergency" 
4. Any form of intimidation of any contractors, consultants, temporary employees, 

and any other workers at the Diocese of Bridgeport. 
5. The unauthorized party request requires release of information such as 

passwords, model, serial numbers, or any technology regarding Diocesan 
resources. 

6. Request of wire transfers, payment up front, and/or vanity seducing methods. 
 
Lack of Authentication Controls The vast number of social media applications and services 
increase the chances of the end-user utilizing the same or similar password for personal and 
non-personal accounts. If the correct security controls are not in placed (i.e., a strong password, 
the separation of personal and non-personal accounts and/or single-sign-on arrangements), this 
allows a malicious party the opportunity to gain access to all accounts if one account is 
compromised. 
 
Ransomware Attacks - Ransomware is defined as "a type of malicious software designed to block 
access to a computer system until a sum of money is paid". This malicious software usually 
contains a high-level encryption and a time frame in which payment needs to be made before 
the data is lost forever. 
 
Social media continues to evolve and the types of social media concerns listed above is not 
intended to be all-inclusive. The same guidelines and directives mentioned above apply to all 
activity of an employee in the use of any social media tools.  If any of these events occur, all 
employees have a responsibility to alert the DOB Technology Services Department as soon as 
possible. If an employee thinks their social media account may have been compromised which 
is a part of the Diocese, or any personal social account which may contain connections to the 
Diocese, are held to the same responsibility; thus, allowing for appropriate action to be taken. 
 
B. Use of Computers. Computer Software, E-Mail and the Internet 
 
Prior to commencing Diocesan work on any computer all employees should have read the Policy 
and Guidelines for Computer Use and signed in agreement the Computer Use Statement. 
In summary, the following guidelines are to be observed by all Curia employees using Diocesan 
computers, E-Mail, and the Internet in order to maintain the highest level of legal, ethical, and 
moral uses of said computers, E-Mail, and the Internet. For the purpose of this policy, Diocesan 
Entity shall include the Diocese, parishes, schools, foundations, charities, missions, and 
ministries of the Diocese of Bridgeport. 
 

1. Diocesan computers are to be operated using computer software purchased and 
licensed for each computer in operation; exceptions being shareware and 



32  

freeware. Pirated/unlicensed software is not to be installed on any computer. 
2. Diocesan computers are to be used for the business of conducting the authorized 

activities of the Diocese. Personal use of Diocesan computers should be kept to an 
absolute minimum. The Diocese and its advisors have the right and obligation to 
monitor the use of its computers and the computer software and information they 
contain, at any time and for any reason. Employees using Diocesan computers 
should do so with the understanding that personal use is not confidential use and 
their activities are subject to review and monitoring by others authorized do so on 
the behalf of the Diocese. 

3. Using Diocesan computers or the Internet for any purpose that is not consistent 
with the highest legal, moral, and ethical standards is strictly prohibited. Misuse will 
result in disciplinary action, up to and including termination dependent upon 
the severity of the aforementioned misuse. Questions regarding prohibited uses 
should be directed to applicable parties within the Diocese. 

4. Using Diocesan computers to gain access to the Internet may create the opportunity 
for others to gain unauthorized access to confidential information, or to destroy 
computer software and information. Employees should make every effort to 
safeguard against these risks by being vigilant when accessing the Internet, and by 
practicing proper security and information backup procedures. 

5. When employees use Diocesan computers or the Internet for personal reasons, it 
should be done in a manner that clearly distinguishes these activities from the 
authorized business activities of the Diocese. Use of Diocesan computers or the 
Internet for political purposes or to post personal opinions or comments is strictly 
prohibited. 

6. No employee may access confidential Diocesan information without authority or 
permission. 

7. Users are prohibited from using third-party email systems, storage servers, cloud 
based service providers and/or any technology services, which include but are not 
limited to Google, Yahoo, MSN Hotmail, Dropbox, Google Drive, etc. to conduct 
Diocesan Entity business. Such communications and transactions should be 
conducted using approved technology services. 

8. If a Diocesan Entity is utilizing a commercial-based, third-party email system, 
storage server, cloud-based provider and/or any technology services, it must be 
administered by an employee of DOB Technology Services. 

9. Using a free or consumer-based personal email account, file storage, etc. from a 
third-party email system, described above, for Diocesan work-related email is 
strictly prohibited. 

10. Any exception to the policy must be approved by the DOB Technology Services 
Senior Director in advance. 

 
Anyone who is aware of the inappropriate use of a Diocesan computer should report this 
information in strict confidence to the Senior Director of Technology Services. 
 
C. Ownership of Computer Software Applications 
 
All computer software applications such as programs, modifications to programs, databases, 
report layouts, report formats, spreadsheets, and software documentation developed by 
employees as part of their regular duties or purchased by the employer are the sole property 
of the employer and may be used or modified by the employer. 
 
All data in such applications and documentation are considered confidential and subject to the 
Confidentiality and Proprietary Information Policy referred to in Section III. 



33  

D. Confidential Information 
 
All employees are expected and required to protect the Diocese's confidential information. 
Diocese confidential information should never be transmitted or forwarded to outside 
individuals or companies not authorized to receive the information, or sent to personal email 
accounts (unless approved by the Diocese Information Technology Department). Employees 
must exercise greater care when transmitting Diocese Confidential information entered into 
computers and/or transmitted electronically must be password protected and all computers 
and other media must be secured. 
 
The Diocese also requires its employees to use e-mail in a way that respects the confidential  
and proprietary information of others. Employees are prohibited from copying or 
distributing copyrighted material such as, software, database files, documentation, or 
articles, using the e-mail system. 
 
E-mail is an inappropriate method of communicating certain types of confidential information. 
Employees should consult their Manager and the Sr. Director of Technology Services before e-
mailing highly sensitive or confidential information. 
 
E. Access to Information 
 
Pursuant to Conn. Gen. Stat. §31-48d, the Diocese hereby gives notice to employees that it may 
electronically monitor employees' activities and communications on Diocese property by means 
of computer, telephone, wire, radio, camera, electromagnetic, photo-electronic or photo-optical 
systems. The Diocese reserves the right to review and disclose all electronic documents 
(meaning word processing documents, spreadsheets, databases and computer files of all other 
kinds) and messages (including e-mail, voice mail and any other means of electronic 
communication) that are stored or processed on the Diocese's computers or other equipment, 
including such documents and messages that do not relate to Diocese business. Authorized 
representatives of the Diocese may review such information for any purpose related to Diocese 
business. These purposes may include retrieving business information, trouble-shooting 
hardware and software problems, preventing system misuse, investigating misconduct, 
assuring compliance with software distribution policies, assuring compliance with applicable 
legal requirements, and complying with legal and regulatory requests for information. It is 
possible that others may access (i.e., view, listen to, copy, print, etc.) electronic documents and 
messages inadvertently. In addition, in some instances, some degree of retrieval is possible 
even of electronic documents or messages that have been "deleted" by individual system users. 
 
The Diocese may conduct other types of electronic monitoring not identified above, and without 
advance notice, where: 1) it is necessary for security purposes in public areas; or 2) the 
Diocese reasonably believes a team member or members are violating the law, Diocese policy, 
the legal rights of the Diocese or its employees; or 3) the Diocese reasonably believes a team 
member or members are creating a hostile work environment. Notice of this policy will be 
posted in common areas pursuant to Conn. Gen. Stat. §31-48d. 
 
F. No Privacy Rights 
 
Given the above-described circumstances and business requirements, the Diocese does not 
guarantee the privacy of electronic documents and messages stored in Diocese-owned files, disks, 
storage areas or electronic media (even if password-protected). Electronic documents and 
messages generated or stored on the Diocese's computers and other equipment are potentially 
subject to discovery in court cases, can be read by others who have the password, and can be read 
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by anyone with access to the system if the document or message is neither password-protected nor 
secured via system access rights. In using the Diocese's equipment and services, all employees waive 
any right to privacy with regard to any use of the Diocese's equipment and systems. 
 
G. Enforcement of Policy 
 
Failure to comply with any of the Social Media and Electronic Information Systems practices and 
policies will be addressed by management, as would any other violation of work rules, and 
appropriate action will be taken based upon the severity of the incident and the impact on the  
organization. Depending on the seriousness of the offense, a violation could result in disciplinary 
action, up to and including immediate termination of employment. Any employee who becomes 
aware of misuse of the organization's equipment and systems should report the matter to Human 
Resources 
 
Artificial Intelligence – The Diocese recognizes that the use of artificial intelligence (AI) tools can 
potentially assist employees with the performance of job duties. However, there are many risks. To 
ensure the protection of confidential information and the integrity of our operations, as set forth 
below, all employees who wish to use AI tools must receive management approval and, if granted, 
comply with the below best practices. 
 
Employees must evaluate the utility and security of any AI tool before using it. This includes 
reviewing the tool's security features, terms of service, and privacy policy. Employees also should 
review the reputation of the tool developer and any third-party services used by the tool. But most 
importantly, employees must receive management approval prior to using any AI tool after 
explaining the manner in which it will be used and the benefits to the business. 
 
Protection of confidential data. In using any AI tool, employees must not upload or share any 
confidential, proprietary, or protected data without prior written approval from IT Department. This 
includes data related to customers, employees, or partners. Similarly, employees must ensure any AI 
tool does not utilize confidential or copyrighted information of a third party.  Compliance with 
security policies. Employees must apply the same security best practices we use for all Diocese of 
Bridgeport and customer data. This includes using strong passwords, keeping software up-to-date, 
and following the Diocese’s data retention and disposal policies. 
 

PART IX: WORKPLACE POLICIES AND PROCEDURES 
 
A. Automobile Use and Travel 

 
Any employee using their personal car for department business shall be reimbursed at a designated 
rate determined by Diocesan Finance Services.  In order to receive reimbursement payments mileage 
and toll payments shall be recorded on an expense report (published annually by the Finance 
Department) and approved by the Department Manager. 
 
Vehicle Safety and Usage Policy - Employees in positions requiring operation of a motor vehicle 
must present and maintain a valid driver's license, proof of adequate insurance, and acceptable 
driving record to our insurer, prior to beginning employment. Changes in your driving record, 
such as accident, conviction or guilty plea for any motor vehicle offense, revocation of driver's 
license, and/or cancellation of insurance, must be reported to your manager immediately. 
Violations of this policy may result in immediate termination of your employment. Employees 
required to drive for Diocese business must drive safely and in strict compliance with all  
motor vehicle laws and regulations. Employees are prohibited from using their cellular 
telephone or other personal data device to make or receive calls and/or text messages while 
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driving, and must pull over to a safe location in order to engage in such activities. Employees are 
prohibited from driving while impaired or intoxicated. 
 
B. Cellular Phone Usage 
 
The Diocese provides cellular phones to certain positions/employees for business use. 
Whether on a Diocese-provided device or on a personal device, the making of personal calls and 
other personal cell phone usage during work hours should be limited to break times or lunch 
time and kept at a minimum, as excessive personal calls and messages during the workday can 
interfere with employee productivity and be distracting to others. 
 
Unless otherwise noted herein, for safety purposes, the Diocese prohibits employees from using 
cellular phones while operating a motor vehicle. Employees who need to use a mobile 
telephone while traveling should use the appropriate hands free devices or pull off the road 
before placing a call. Employees are required to familiarize themselves with and follow all state 
and local laws concerning cellular telephone use. Employees are fully responsible for any failure 
to comply with the law, including payment of any tickets.  Employees with work-issued cell 
phones must return such phones upon termination or immediately upon any request by the 
Diocese. 
 
C. Communication Policy 

 
The Diocese of Bridgeport maintains a policy of open, honest communication with members of 
the media, including newspapers, magazines, radio, television, and the emerging Internet news 
services and social media. We value the good coverage of our parishes, schools, charities, and 
other organizations and events, which help to raise awareness of our mission of evangelization 
in Fairfield County. 
 
The Office of Communications is responsible for media management of all major inquiries 
related to important issues affecting the Diocese. It acts as a "front line" to screen routine media 
calls that come in to the Curia with inquiries concerning diocesan or parish initiatives. The office 
also coordinates the diocesan crisis management response. 
 
Based on the initial press inquiry, the Office of Communications may frequently pass the 
request along to the appropriate office or ministry for a response. 
 
Routine Press Inquiries made to Parishes, Schools & Ministries - Often times the local media may 
directly contact a diocesan office, parish or program to ask for comments or information on a 
given topic or event.  Some diocesan ministries (Catholic Schools, Catholic Charities, Cardinal 
Shehan Center, etc.) have their own marketing and communications departments who are 
empowered to speak with the media on issues related to their programs and services. 
 
Likewise, pastors and persons they delegate may directly field media questions related to parish 
events and programs. Each ministry represents an area of competence and expertise and can 
serve as a source of information for the press and the general public. 
 
It is also appropriate for parishes and other groups to be pro-active in requesting press coverage 
of a fundraiser, special event, liturgy or service program. Submissions to community and media 
calendars, Internet news services and other media offer free publicity and an opportunity to 
evangelize. 
 
Policy Related to Crisis Communication and Sensitive Issues - If a media inquiry is related to an issue 
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or event that is controversial, sensitive or potentially negative, the Office of Communication should 
be informed immediately and will assist in the response. 
 
In times of crises, major announcements, or significant adverse events, it is important that 
employees know that the Diocese must respond with one, clear voice. This is especially 
essential when a matter of litigation or potential litigation is involved, and comments from 
employees can easily be misconstrued and taken out of context. A good rule of thumb is: 
when in doubt, defer comment to your Manager. 
 
The Communications Policy is not intended as a violation of an employee's right to free 
speech. Rather, it is designed for the benefit of the entire Diocese. Employees are always 
free to express their own personal opinion, but not to speak officially on behalf of their 
department or the Diocese on a crisis issue unless their input and participation is approved 
in advance. 
 
All employees of the Diocese are encouraged to be courteous and cooperative with reporters 
and photographers. 
 
Should you receive a call related to a crisis or sensitive issue, thank the reporter for calling, but 
politely decline to comment and say you will refer the request to your superior (pastor, 
principal, department head, etc.). 
 
If pressed (reporters always insist a deadline is imminent), remain polite. Contact your superior 
immediately with details (name, telephone number, information request).  Any concerns 
related to crisis calls or potentially sensitive issues in the press or on social media should also 
be immediately forwarded to the Office of Communications, Director of Communications: 203-
416-1464. 
 
D. Dress and Personal Appearance 
 
Diocesan employees are required to use good judgment in their dress and personal appearance. 
Employees should present a modest and professional image at all times. Employees are 
required to use good habits of grooming, personal hygiene, and dress that are consistent with 
the responsibilities of one's position and service to the Catholic Church. This guide is designed 
to foster a respectful, and polished environment-one that allows employees to dress 
appropriately for their roles while feeling confident and comfortable as representatives of our 
organization. 
 
Inappropriate attire includes, but is not limited to, ripped jeans, athletic clothing, shorts, casual 
flip flops, t-shirts, inappropriate logos, immodest, revealing, and/or provocative attire and 
other unprofessional items of clothing. Accordingly, the Diocese therein reserves the right to 
determine whether other items of clothing are acceptable. Employees who report to work in 
unacceptable attire may be requested to leave work and return in acceptable attire. Such time  
away from work will generally be without pay, and additionally, violation of this policy may lead 
to disciplinary action up to and including termination. Employees whose jobs or work 
assignments call for particular types of protective clothing or safety equipment must 
wear such attire whenever necessary or required. 
 
E. Gifts 
 
No employee may offer, exchange or accept payments of gifts, either directly or indirectly, from 
any individual, firm, or institution which conducts business with or has contacts with 
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institutions of the Diocese. Furthermore, rejections, acceptances or recommendations and 
exertion of influence of any kind shall not be tied to payments, gifts or favors in any form, directly 
or indirectly. 
 
"Payments," "Gifts," etc. include vacations, loans, loan guarantees, expenses, consultant fees, 
stipends, direct gifts of objects or money, etc. 
 
The term "indirect" includes the offering or accepting of payments, gifts or favors by a 
relative, person acting on behalf of the employee, or a contractor, a partnership, corporation 
or business entity in which the employee has an interest or by any person acting on behalf 
of the employee. These rules do not preclude the offering or acceptance of Christmas 
remembrances, thank-you gifts, business meals, or occasional gifts of nominal value, none of 
which may exceed $100.00. Acceptance of a gift of greater than $100.00 in value must be 
approved by the employee's manager and documented via a correspondence memo between 
the employee and the manager as to the nature of the gift, who gave it and who received it. 
 
F. Health and Safety 
 
Employees are responsible to help prevent and eliminate conditions which may cause accidents 
to themselves or anyone else on the complex. Therefore, employees should report 
immediately all unsafe acts or hazardous working conditions to their supervisor. These may 
include but are not limited to (1) wet or slippery floors or walks; (2) equipment left in halls or 
on walks; (3) use of defective equipment; (4) worn-out electrical connections; (5) use of 
combustible material near open flames. 
 
Safety rules must be observed and followed and safety equipment must be used in areas 
indicated. An employee who observes an injury sustained on the premises by another employee, 
a visitor, or a volunteer is to report it as promptly as possible to the immediate department head. 
ln case of a fire, employees are to follow the fire and evacuation plan for the respective area. 
Employees with disabilities that may necessitate assistance in emergency situations should alert 
their manager so that an appropriate accommodation in the event of an emergency can be 
made. 
 
G. Inclement Weather   
 
In the event of inclement weather: 

• Curia employees working from the Shelton offices will follow the Shelton public school 
district announcements for delays and closings. 

 
Inclement Weather announcements: 

• Up-to-date information regarding cancellations can be found beginning at 6:00 AM on 
Channel 3, Channel 6, Channel 8, Channel 12, STAR 99.9 FM WEZN, WCUM 1450 AM 
(Spanish), WICC-600 AM and WEBE 108 FM. 

 
When the Curia is open: 

• Employees are expected to use their own judgment regarding safe travels to work and but 
to make a reasonable and determined effort to get to work. 

• If an employee leaves work early because of inclement weather and the Curia has not 
officially shut down, time may be charged to personal time, or, with your supervisor's 
permission, the time may be made up, in accordance with applicable law. 

• If the Administration (Leadership Team) sends the employees home early due to 
inclement weather, the remaining scheduled hours for that day will be paid. 
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When the Curia is closed: 
• When the Curia is closed due to inclement weather, employees are entitled 

to regular full pay for time not worked during regular business hours. If a closure falls on a 
day typically not worked by an employee, then they would not get paid for that day. 
Likewise, if a closure falls on a day the employee is not in the office due to a scheduled and 
approved vacation or personal day, the employee may not cancel the approved time due to 
the closure.   Employees are requested to respond to work emails and phone calls even 
when we are closed, and if it is known a storm is coming, to bring home work that may be 
completed at home.   

 
H. Badges 
 
Employees are responsible for all badges issued to them. All badges are the property of the 
employer and are not to be given to any person not so authorized. Department Heads should be 
informed immediately of a lost badge. Employees must sign for external badges indicating 
their receipt. Upon termination the employee must return all badges to Human Resources. 
 
Upon termination of employment, upon going on a leave of absence or upon relocating to another 
office, department or building, all badges must be returned to your Department Head prior to these 
events. 
 
I. Mail 
 
Postage meters and diocesan letterhead may not be used for personal correspondence. The Curia 
address should not be used for the receipt or the distribution of your personal letters, packages, 
papers and magazines. Mail addressed to an employee at work may be opened by office 
personnel and routed to his/her department. When an employee does not wish to have personal 
correspondence handled in this manner, it is the responsibility of the employee to provide it 
being delivered elsewhere. 
 
J. Official Bulletin Board 
 
At the Curia the bulletin board is located in the kitchen area is for the posting of official policies, 
procedures, events and other required information. We ask that no other items be posted on this 
bulletin board without the authorization of the Human Resources Department. 
 
K. Personal Property 
 
Each employee is expected to keep his/her immediate desk area neat and professional. The presence 
of personal decorations, such as pictures and plants, is encouraged as long as it does not detract  
from overall office appearance or working conditions as determined by the manager. The Diocese 
is not responsible for loss of such personal possessions through fire, theft, or other loss. Thus, 
employees are encouraged not to bring keepsakes or items of value to the office. Employees who 
lock any desk, filing cabinet or other container or area under their control must provide the 
manager with a key to that desk, cabinet container or area. The Diocese reserves the right to enter 
or examine the contents of any desk, filing cabinet container or other area. 
 
L. Personal Visitors 
 
It is understood that from time to time employees may have family or friends stop by to visit. By 
following a few rules regarding personal visits this should be able to occur without incident.  
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In general, avoid receiving personal visitors during your working hours. If you do have visitors, meet 
them in the reception area. Social visits must not take place in areas where visitors could access 
confidential information. Employees terminated by the Diocese cannot return for personal visits. 
Children joining you at work should be kept within the work area of their adult supervisor, and 
management approval should be given to the employee prior to the visit if the child(ren) will be 
visiting for an extended period of time. 
 
M. Smoking Policy 
 
The Diocese is committed to providing a safe and healthy work environment for all our employees. 
In order to comply with government regulations, smoking is prohibited in all work areas (offices) at 
the Curia. Those who smoke may do so at the designated smoking areas only.  
 
N. Telephone Calls - Personal & Professional 
 
Personal telephone calls using the Diocesan phone system must be limited.  Professional telephone 
manners are one of the most important tools for promoting good relations. Your voice, whether on 
the telephone or face to face, is reflective of you and the employer you work for. When talking on the 
telephone always be natural, alert, expressive, pleasant and distinct. Answer the telephone promptly 
and give your name and the name of your department. Clergy and Religious should always be 
addressed by their title such as, Monsignor, Father, Brother or Sister.  When the party called is not 
present or the recipient of the call is not clear, record the caller's name, number and message,  
then, see that the message is relayed as soon as possible to the individual called. If you do not 
know who the correct recipient of the message should be, contact Human Resources for additional 
directions. It is important that messages do not go unanswered. 
 
O. Volunteers 

 
Volunteers are a vital part of Diocesan life providing a variety of services otherwise unavailable 
to the Diocese. Although they are not employees of the Diocese, a certain relationship is 
established and it is important for both the Diocese and the volunteer to understand the policy 
aspects of this relationship. 
 
Because volunteers are not employees, they are not covered under the Diocese benefit plans 
including workers' compensation and social security. However, all volunteers must submit to a 
criminal background check, attend VIRTUS, Protecting God's Children Awareness Training and 
comply with the Safe Environment Handbook prior to commencing with any volunteer work. 
The Diocese has the right to deny a volunteer based on their not completing these items and/or 
an unsuccessful background check. 
 
P. Work Schedule and Breaks 

 
The normal work week is 35 hours for a full-time employee. The Curia work hours are 8:30 a.m. 
to 4:30 p.m., Monday through Friday, with a one-hour unpaid lunch break. Working hours may 
vary by department. Managers will advise employees of their individual schedules. Staffing 
needs and operational demands may necessitate variations in starting and ending times, as well 
as total hours that may be scheduled each day and week. 
 
As a general rule, regularly scheduled work hours should not be interrupted by personal 
appointments or medical appointments. When an appointment must be scheduled during 
work hours, the employee should consult with their manager for approval in advance of 
scheduling the appointment. Employees are required to schedule lunch and rest periods in 
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I 

consultation with the manager to ensure adequate coverage on the job. 
 
Remote Work/Telecommuting - The Diocese may allow employees to work remotely if their job 
duties and work performance are determined to be eligible for remote work. Eligibility will be 
decided on a case-by-case basis by the Diocese.  This policy provides general information regarding 
remote work/telecommuting. Employees who are approved to work remotely should consult their 
individual agreement for specific details of their remote work/telecommuting arrangement, such as 
expected work hours, equipment provided, and other important information. Any remote 
work/telecommuting arrangement may be discontinued by the Diocese at any time and at the 
discretion of the Diocese.  
 
Employees are expected to follow all existing Diocesan policies and procedures. The duties, 
obligations, responsibilities, and conditions of employment with the Diocese remain unchanged. 
Employees must stay engaged with work throughout the workday and be fully available during 
normal business hours. If employees do not successfully perform their job duties remotely, this 
arrangement will be revoked. 
 
Employees agree to maintain safe conditions in the remote work space and to practice the same 
safety habits and rules applied on Diocesan premises. If employees incur an injury arising out of the 
course and scope of the assigned job duties while working in the remote work space, the workers’ 
compensation provisions in place for the state in which the employees are working will apply. 
Employees must notify their manager or manager immediately and complete all necessary and/or 
requested documents regarding the reported injury. Diocese of Bridgeport assumes no responsibility 
for injuries occurring in the remote work space outside normal working hours or for injuries that 
occur as a result of a reasonably recognizable unsafe remote work space. 
 

PART X JOB PERFORMANCE AND WORKPLACE EXPECTATIONS 
 

A. Performance Management Process 
 
The Diocese believes in both the accountability and the affirmation that occurs in the context of 
the performance management review process. This serves both the needs of the Diocese to 
evaluate our mission and our effectiveness and is an aid in the development of the individual's 
contribution. 
 
A written annual assessment for each employee will be completed by the manager each year 
based on the goals set for the employee in their position effective the start of each calendar year.  
 
Each employee's active participation in the process of review is critical to the success and 
purpose of the review. Past accomplishments, affirmations, recommendations, new job 
requirements and action plans and goals are all essential ingredients of the performance 
assessment. 
 
The performance assessment shall be discussed with the employee and become part of the 
personnel file. Each employee shall sign their Annual Assessment form not necessarily 
indicating agreement with the review, but only that he/she has read the same. Each employee 
shall have an opportunity to add their comments to his/her annual assessment, and their 
comments shall become part of the record of the review and their personnel file. 
 
Should any difference regarding the review not be resolved between the manager and employee, 
request for review may be made to Department Director. If the manager is the Department 
Director, the request shall be made to the Director of Human Resources. 
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B. Conflict Resolution Procedure 
 
Problems, misunderstandings and frustrations may arise in the workplace. It is the 
Diocese's intent to be responsive to its employees and their concerns. Therefore, an 
employee who is confronted with a problem may use the procedure described below to 
resolve or clarify his or her concerns. 
The purpose of this procedure is to provide a quick, effective and consistently applied 
method for a nonsupervisory employee to present his or her concerns to management and 
have those concerns internally resolved. 
 
Step 1: Discussion with Supervisor 

a. Initially, employees should bring their concerns or complaints to their immediate 
supervisor. If the complaint involves the employee's supervisor, the employee 
should schedule an appointment with that supervisor to discuss the problem 
that gave rise to the complaint within five working days of the date the incident 
occurred. 

Step 2: Written complaint and decision 
a. If the employee does not feel comfortable approaching his or her immediate 

supervisor, or if the discussion with the immediate supervisor does not resolve the 
problem to the mutual satisfaction of the employee and the supervisor, or if the 
supervisor does not respond to the complaint, the employee may submit a written 
complaint to the employee's Director/Department Head. Employees may request 
assistance with writing their complaints from the Director of Human Resources or 
General Counsel. 

The employee's Director /Department Head should forward a copy of the complaint to the 
Director of Human Resources or General Counsel. The submission of the written complaint is 
due within five working days of the response from the supervisor. The complaint should 
include: 

• The problem and the date when the incident occurred. 
• Suggestions on ways to resolve the problem. 
• A copy of the immediate supervisor's written response or a summary of his or 

her verbal response and the date when the employee met with the immediate 
supervisor. If the supervisor provided no response, the complaint should state 
this. 

b. Upon receipt of the formal complaint, the Director/Department Head must 
schedule a meeting with the employee within five working days to discuss the 
complaint. Within approximately five working days after the discussion, the 
director/department head should issue a decision both in writing and orally to 
the employee filing the complaint. 

Step 3: Appeal of decision 
a. If the employee is dissatisfied with the decision of the Director /Department Head, 

the employee may, within five working days, appeal this decision in writing to the 
- Director of Human Resources or General Counsel. 

b. The Director of Human Resources may call a meeting with the parties directly 
involved to facilitate a resolution or may refer complaints to a review committee if 
it believes that the complaint raises serious questions of fact or interpretation of 
policy. The Human Resources Department may gather further information from 
involved parties. All involved individuals, other than representatives of the Human 
Resources Department, may not discuss the situation with any other employee or 
with the complaining employee. 
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Additional Guidance - If an employee fails to appeal from one level to the next level of this 
procedure within the time limits set forth above, the problem should be considered settled 
on the basis of the last decision, and the problem should not be subject to further 
consideration. 
 
Because problems are best resolved on an individual basis, the conflict resolution procedure 
may be initiated only by individual employees and not by groups of employees. All complaints 
must be made in good faith. 
 
The Diocese reserves the right to impose appropriate disciplinary action for any  
conduct it considers to be disruptive or inappropriate. The circumstances of each situation may 
differ, and the level of disciplinary action may also vary, depending on factors such as but not 
limited to the nature of the offense, whether it is repeated, the employee's work record and the 
impact of the conduct on the organization. No Diocesan employee will be subject to retaliation 
for filing a complaint under this procedure. 
 

PART XI: DISCIPLINE AND TERMINATION OF EMPLOYMENT 
 

A. Discipline and Discharge 
 
Violation of Diocesan policies, performance deficiencies or workplace behavior problems may 
result in disciplinary action up to and including termination of employment. The Diocese 
reserves the right to terminate any employee immediately for engaging in such behavior. 
Examples of conduct which can give rise to disciplinary action up to and including termination 
include but are not limited to: 

• Acts of bias or harassment based on gender, race, religion, age or physical ability. 
• Theft, misappropriation of property, falsification of records or dishonesty. 
• Misconduct on the job, insubordination, breach of professional ethics, working 

under the influence of or use of alcohol, drugs, or illegal substances. 
• Conduct unbecoming an employee of the Roman Catholic Church. 
• Conduct inconsistent with the faith, morals and laws of the Roman Catholic Church. 
• Unsatisfactory work performance, excessive absenteeism or tardiness. 

 
Refer to Section III, Standards of Conduct for additional unacceptable behaviors and violations. 
 
B. Employment Separation 
 
Employment with the Diocese is "at-will" and may last for an unspecified duration. The Diocese 
or the employee can terminate employment with or without demonstrating cause or providing 
advance notice. The Diocese intends the transition process to be as smooth as possible for both 
the employee and the Diocese when employment is terminated either by voluntary resignation 
or by action of the Diocese. 
 
Voluntary Resignation - When an employee decides to resign voluntarily from employment with 
the Diocese, the employee is expected to provide the Diocese with at least two (2) weeks written 
notice of resignation. During this period, the employee is responsible for returning diocesan property 
in their possession or for which they have been responsible. 
 
Termination of Employment by the Diocese - All employees of the Diocese are "at-will" employees. 
The Diocese therefore may terminate its employees with or without cause. Nevertheless, some 
causes for termination of employment by the Diocese include but, are not limited to, poor job 
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performance or misconduct; likewise, staff reductions necessitated by economic, 
organizational, or other factors are among those circumstances motivating termination of 
employment. 
 
Job Abandonment - An employee who is absent from work for three consecutive workdays 
without properly reporting the absence and the reasons for the absence will be considered 
to have abandoned his or her position and voluntarily resigned employment. Pay will cease 
effective the first day of the absence. A final paycheck will be sent in compliance with the 
termination payment law in the state in which the employee worked. Employees considered 
to have abandoned their positions are expected to return all Diocesan property in their position 
immediately after their termination. 
 
C. Final Paycheck 
 
On termination of employment by the Diocese, the employee will receive all wages due for work 
completed through the last day worked. The final paycheck will be administered in strict 
compliance with FLSA and state laws and regulations. 
 
D. Termination of Benefits 
 
**To the extent there is a conflict between relevant plan documents and this summary of 
benefits, the plan documents will control. 
 
Health Plan Coverage - Medical, Dental, and\or Vision coverage terminates on the last day of the 
month during which termination of employment occurs. Life insurance, Long-term Disability 
insurance, and Accidental Death and Dismemberment insurance coverage terminates on the last 
day of employment. 
 
Tax-Deferred Annuity Plan - (TDA) 403(b) Plan - Employees no longer working for the Diocese 
may roll their plan over into another qualified Retirement Savings Plan or receive distributions 
from their retirement savings plan account. To begin the rollover or distribution process, 
employees must contact Mutual of America. 
 
Defined Contribution Pension Plan - 401(a) Plan - Employees will be entitled to a deferred 
vested benefit, if they have completed at least one (1) or more years of Vesting Service when 
employment ends. Payment of benefits will ordinarily begin on the employee's normal 
retirement date; however, the employee may elect to have a deferred vested benefit begin 
on the first day of any calendar month that coincides with or follows the date he/she reaches 
age 65. To begin the distribution process, employees must contact Mutual of America.  
 
E. Return of Diocesan Property 
 
The employee and his/her manager are obliged to verify the return of all badges, keys, , cellular 
phones and other electronic devices, equipment, documents, and other diocesan property prior to 
the end of the employee's last day of work. 
 

PART XII: GO AND ANNOUNCE THE GOSPEL OF THE LORD 
 
This Employee Handbook highlights diocesan employee opportunities, obligations and 
responsibilities. It is intended to be a guide to one's successful future here. By always keeping 
the contents of this Handbook in mind, employees will be successful in their partnership with 
the Diocese in advancing the mission of the Catholic Church. 
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All employees must sign or electronically acknowledge the following Employee Statement of 
Acceptance and Acknowledgement. If not electronically acknowledged and accepted, a signed 
copy must be submitted to the Human Resources Department. Employees should retain a copy 
of the form for themselves. 
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EMPLOYEE HANDBOOK RECEIPT AND AT-WILL EMPLOYMENT ACKNOWLEDGEMENT 
 
I acknowledge that I have received a copy, or elected to view a copy on-line, of the Diocese of 
Bridgeport Employee Handbook. I understand this Handbook contains important information 
regarding policies as well as my privileges and obligations as an employee. I acknowledge that 
it is my responsibility to read and become familiar with this Handbook and I agree to request 
clarification of any provision that I do not understand. If I elected to view the Handbook on-line, I 
understand I may request and keep a printed copy at any time. 
 
I have entered into my employment relationship with the Diocese voluntarily and acknowledge 
that there is no specified length of employment. Accordingly, either I or the Diocese can 
terminate the relationship at will, for any reason, at any time, with or without notice, and with 
or without cause. 
 
I understand and agree that there are no agreements between anyone at the Diocese and 
me contrary to my at-will status. I further understand and agree that no manager of the Diocese 
is authorized to alter my "at-will" status. The authority to modify "at-will" status of my 
employment must come directly from the Bishop (or his designee), and only in writing signed 
by either the Bishop (or his designee) and me. I understand and acknowledge that I should 
neither assume nor imply any promise of employment for any specified period of time except 
through such a signed writing. 
 
The policies described in the Handbook take effect immediately and supersede and replace all 
previous personnel practices, guidelines, and any oral or written representations made by any 
Diocesan employee. Because the information, policies, and benefits described here are 
necessarily subject to change, I acknowledge that revisions to the Handbook may occur. I 
understand that the Diocese, in its sole discretion, may amend, modify, suspend or terminate 
any policy, practice or benefit contained in this Handbook at any time without prior notice. I 
understand that the Diocese has sole discretion to interpret and apply these policies and that 
no past practices or procedures, whether oral or written, form any express or implied agreement 
to continue such practices or procedures. 
 
I acknowledge that this Handbook is not a contract of employment and does not guarantee 
employment for a particular period nor does it guarantee any specific process prior to 
termination. I also understand that this Handbook does not impose or create any contractual or 
other legal obligation on the Diocese. 
 
By my signature, or by my electronic on-line acceptance, I acknowledge that I have read and 
understand the information contained in this Handbook. 
 

____________________________________________________  
Employee’s Name (printed)  
  
____________________________________________________ ____________________________ 
Employee’s Signature Date 
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