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INTRODUCTION 
 
Mission // Vision // Values // Strategies 
  
Mission: 
To inspire and equip this generation to do justly, love mercy and walk humbly with 
God. 
 
Vision: 
To provide an unforgettable camp or retreat experience where the presence of God 
drowns out culture and its influences. 
 
Values: 

• Love – to exhibit the same kind of passionate, pursuing, sacrificial love that 
Jesus extends to us to all those we come in contact with. 

• Honor – to treat all those we come in contact with in a way that communicates 
to them that they are important to us. 

• Serve – to personally take ownership of Woodlands’ mission, vision and 
strategies by looking for needs and doing something about them. 

 
Strategies: 

• Selflessness - I am Third 
1. God 
2. Others 
3. Myself 

• Single-mindedness - Hit the Bull's-Eye  
• Inspire and equip our staff, campers and guests to… 

1. Follow Jesus 
2. Love God’s Word 
3. Live responsibly 
4. Give generously 
5. Have the most unforgettable experience of their life 

• Service - Go for the GOLD (Standard of Service) 
1.  G - greet and smile 
2.  O - own the problem 
3.  L - look the part  
4.  D - deliver the UNFORGETTABLE 

• Simplicity - enables excellence 
• Excellence is the standard, not easy. 

• Stewardship - Manage the time, talents and finances God has entrusted to us 
in a way that honors Him 

• Standard-bearer - Be a light 
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• As ambassadors of Jesus and Woodlands, we want to be a shining light to 
our co-workers, campers, parents, guests, vendors, neighbors and 
community 

 
Company Quality Policy 
Woodlands is committed to: 

1. Honoring and glorifying the name of Jesus Christ in all aspects. 
2. Employing people of high character. 
3. Employing motivated, creative, innovative thinkers. 
4. Continuously improving programs, facilities, and staff so that Woodlands is 

highly regarded as one of the premier camps & retreat centers in America. 
5. A relentless pursuit of excellence! 

 
Purpose and Use of This Manual 
This manual has been prepared to provide you with an outline of our policies, rules, 
and current employee benefits.  It is not, nor is it intended to be, an exhaustive listing 
of Woodlands’ policies, rules, or benefits. Questions left unanswered by this manual 
should be directed to your supervisor. 
 
Policies, rules, and benefits described in this manual are not intended to be conditions 
of employment. Woodlands may change, add to or delete from the policies, rules, 
and benefits described in this manual at any time. Should changes occur, they will be 
communicated to you. 
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EMPLOYMENT POLICIES 
 
Equal Employment Opportunity 
Woodlands will maintain a policy of nondiscrimination with all employees and 
applicants for employment. All aspects of employment within the Ministry will be 
governed on the basis of merit, competence, qualifications, and Christian testimony of 
each individual and will not be influenced in any manner by race, color, sex, age, 
national origin, handicap, or any basis prohibited by statute. 
 
Nondiscrimination Toward Persons with Disabilities 
Woodlands endeavors to comply with the Americans With Disabilities Act and 
applicable state or local laws, which provide for nondiscrimination in employment 
toward qualified individuals with disabilities. Woodlands will employ a person without 
regard to disability if that individual is able to effectively and safely perform the 
essential duties of the applicable job. Where requested, a reasonable 
accommodation that is not an undue hardship on Woodlands and is consistent with 
applicable federal, state, and local laws may be offered to an individual. Woodlands 
is committed to a policy of nondiscrimination in the treatment of an employee with a 
disability as applied to all terms and privileges of employment. We also seek to 
comply with appropriate guidelines regarding the confidentiality of medical-related 
information. Any information concerning an employee's disability or affliction with a 
life-threatening illness will be treated in strictest confidence and retained in separate 
confidential files.   
 
Anti-Harassment Policy 
Our employees have the right to work in an environment which is free from any 
improper interference with the performance of their job duties. Therefore, Woodlands 
is fully committed to maintaining a workplace, which is free of harassment, including 
sexual, racial, or ethnic harassment and intimidation.  
 
Sexual harassment is defined as any unwelcome sexual advances, requests for sexual 
favors, and all other verbal or physical conduct or contact of a sexual or otherwise 
offensive nature, especially where submission to such conduct is made either explicitly 
or implicitly a term or condition of employment; or submission to or rejection of such 
conduct is used as the basis for decisions which affect an individual's employment; or 
such conduct has the purpose or effect of creating an intimidating, hostile, or offensive 
working environment, or unreasonably interfering with the individual's ability to 
perform the job. Sexual harassment would also include the use of sexually explicit or 
vulgar language, gestures, or materials; or the telling of sexually oriented jokes or 
stories. Sexual harassment can come from superiors, co-workers, guests, or other non-
employees. Woodlands will not tolerate any form of harassment, sexual or otherwise, 
under any circumstances. Employees who believe this policy has been violated should 
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immediately report any form of harassment to your supervisor. All reports will be 
promptly and thoroughly investigated, and appropriate action will be taken against 
offenders. Violations of this policy by any employee will result in disciplinary action, 
up to and including termination of employment. All complaints will be kept 
confidential to the maximum extent possible. 
 
Woodlands prohibits any form of retaliation against any employee for making a 
bona fide complaint or assisting in a complaint investigation. However, if an 
investigation reveals that a complaint is not bona fide or that false information has 
been given regarding a complaint, Woodlands may take disciplinary action against 
the individual who files the complaint or gave the false information. 
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EMPLOYEE POLICIES 
 
Attendance 
Woodlands considers attendance and punctuality to be prime indicators of our 
employees’ interest and desire to see this ministry succeed. Employees are expected 
to be on time or early to all required functions including meetings, returning from 
lunch, retreat meals, work shifts, etc.  
 
Work Schedule 
 
Non-Summer Weekday 
The regular work hours for Woodlands employees are 8-5 with a one-hour lunch from 
12-1. Certain circumstances may require arriving early, staying late, or a shortened 
lunch break and will be dictated by your supervisor. Bottom line – you are 
responsible to get your job done. 
 
Non-Summer Weekend 
Many weekends from August through May will be scheduled with retreats. Scheduled 
kitchen workers will be allowed to eat at no charge.  Those not on the schedule 
should arrive 45 minutes after the meal starts and may only eat if there are leftovers 
after the guests, working staff (and their families) receive their fill.  Non-scheduled 
NEXT Team members may always eat, but should notify the FSM in advance. Kitchen 
workers are to wear a Guest Services shirt and look the part at all times. 
 
Summer 
Summer work schedules are dependent upon the week, age group, and program 
being run.  Summer schedules will be given at the appropriate time. 
 
Use of Camp Facilities 
 
Personal Use of Camp Facilities 
Woodlands’ facilities may be used for personal or family use as long as it does not 
interfere with regularly scheduled camps or retreats. The Groups Director or Guest 
Experience Manager must clear personal use of any camp facilities one week in 
advance. Guest Services will clean facilities after use. Employees will be liable for any 
damages to Woodlands property while used for personal use. 
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Staff Housing 
(see Employee Benefits section for eligibility) 

• Utilities – Gas & electric utilities, as well as water, sewer and trash are 
included as part of staff housing privileges and will be paid for by 
Woodlands. Use, however, should be closely monitored and minimized by 
employees.  If use of these utilities is found to be excessive, Woodlands 
reserves the right to charge a portion of those utilities to the employee.  In 
short, use utilities as sparingly as if you were paying for them. 

• Renter’s Insurance – Woodlands’ insurance policy covers the buildings you 
live in but not your personal contents. Woodlands’ strongly encourages its 
employees to purchase a Renter’s Insurance policy so your personal 
belongings are covered in the event of a loss. 

• Changes – No structural or cosmetic changes are to be made to staff 
housing without specific permission from the Site Director. 

• Pets – Because of the close proximity of our full-time staff living situations 
and the liability of having thousands of children and adults here each year, 
personal pets are not permitted on site. Any current pets on site are 
grandfathered in, but their owners are responsible for any accidents or 
damages caused. 

• General Responsibility – Woodlands graciously and generously provides 
housing for employees. In return, please be a responsible steward. Use felt 
pads on furniture on wood floors. Change furnace filters monthly. Report 
any issues immediately. Care for your living quarters as if you were 
responsible for it financially. 

• Attractions - safety rules for attractions apply to staff kids in the same way 
they apply to campers and staff. 

 
Use of Camp Vehicles & Equipment 
 
Vehicles 
General Use 
Drivers of camp vehicles must be at least 21 years-old with a current driver’s license 
and included as an authorized driver on the camp insurance policy. Please 
understand, Woodlands incurs a significant amount of risk every time a vehicle leaves 
camp. Because of this, please operate with extreme caution. Distracting activities such 
as texting are not permitted while operating a camp vehicle. Camp vehicles are to be 
kept clean, in good working order and free of trash.  Employees are to maintain the 
highest level of safety standards when using camp vehicles. Camp vehicles are to be 
used only for the purpose they are intended and are to be parked in their designated 
parking area when use is completed. Please report any issues to the Site Director 
immediately. Failure to comply with this policy will result in the loss of privileges to 
use camp vehicles. 
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Personal Use 
Personal use of camp vehicles is permitted under certain circumstances, but requires 
specific permission from your director in advance. Camp vehicles used for 
personal use should be cleaned, fueled (at the employee's expense), and placed 
back in its designated parking space when use is completed. Employees will be liable 
for any damages to camp vehicles while in the employee's possession. 
 
Tools and Equipment 
General Use 
Woodlands strives to empower its employees with the best tools and equipment 
possible in order to enable efficient work with a quality product.  These tools and 
equipment, however, cost a great deal of money.  Camp equipment and tools are to 
be used ONLY by employees trained to use them properly.  Employees are to 
maintain the highest level of safety standards when using camp tools and 
equipment.  Those employees who use camp tools and equipment are responsible to 
maintain them in good working condition and return them to their proper place of 
storage when done. Camp tools and equipment are NOT to leave the 
premises.  Failure to comply with this policy will result in the loss of privileges to use 
camp tools and equipment. 
 
Personal Use 
Camp tools and equipment may be used for personal use on Woodlands campus 
under certain circumstances.  The Site Director must clear personal use of camp tools 
and equipment in advance.  Camp tools and equipment should be cleaned thoroughly 
after use, fueled (at the employee’s expense), returned to their proper place of 
storage, and left in as good or better condition than found by the end of the 
day/weekend.  Any loss or damage to camp tools and equipment incurred during 
personal use is the sole responsibility of the employee. 
 
Maintenance Shop 
Woodlands full-time staff and families may use the Maintenance Shop for personal 
use under certain circumstances. Personal use of the shop should not interfere with the 
facilities team’s use of the shop. NEXT Team members and children may only use the 
shop under the direct supervision of a full-time staff member. If you are working on a 
personal project in the shop, please use your own materials. Proper safety gear must 
be worn at all times. The area you use should be cleaned thoroughly and left in as 
good or better condition than found by the end of the day/weekend. Do not use the 
wood shop, supply room or main room in the shop for storage. Use the storage room 
for storing your personal belongings. If the guidelines are not followed, the shop will 
be locked and will be used for facilities only. 
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Computers 
Woodlands’ computers are for business use only and are not to be used for personal 
use. NO unauthorized downloads or uploads (personal pictures, etc.) on camp 
computers. 
 
Miscellaneous 
 
Kitchen & Supplies 
Food, kitchen and janitorial supplies, paper goods, light bulbs and furnace filters are 
not to be used by employees for personal use for any reason. Kitchen equipment may 
only be used with permission from the Food Service Manager. Any equipment and/or 
dishes used must be cleaned and returned to the appropriate storage place 
immediately. 
 
Parking 
All employee and camp vehicles should be parked in designated lots.  Vehicles 
should not be parked on or alongside the Lodge driveway, on the grass or on the ball 
field. 
 
Speed Limit 
Because of the frequent presence of people, the Woodlands speed limit is 17 mph. 
  
Camp Keys 
Woodlands’ master and sub-master keys are to be issued ONLY by a director. 
Woodlands’ keys are not to be copied without permission for any reason! 
 
Cell Phones 
Please keep texting and personal cell phone calls to a minimum while working. 
 
Music 
Only mainstream Christian music or playlists authorized by a department head are 
permitted to be played on the camp sound systems. 
 
Visitors 
Although Woodlands welcomes visitors to our facility, in order to avoid disruptions, 
safety risks, and security problems, certain guidelines are to be observed. 

1. During regular office hours, all visitors including guests, former employees, 
friends or family, should be directed to the office.  If the office is closed, the 
job supervisor should be notified of any visitor(s) to the facility. 

2. Personal visits should occur on authorized breaks and end when break is 
over to allow employees to resume working. 

3. Visitors should abide by all safety rules. 
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Safety 
Since the safety of our employees is a major priority, Woodlands seeks to provide a 
safe workplace by implementing applicable regulations, safety rules and safe work 
practices.  Supervisors are responsible to ensure compliance by employees for the 
good of all. 
 
Personal Responsibility for Safety 
The employee’s personal responsibilities regarding safety include: 

1. Using appropriate safety equipment and reporting unsafe conditions or 
practices to a supervisor. 

2. Informing the supervisor if the employee’s medication will affect his/her 
ability to work safely. 

3. Using good judgment to prevent accidents and injuries. 
4. Obey all safety rules. 

  
Personal Protective Equipment 
Safety glasses and hard hats are issued to employees who work in areas where they 
are needed. Additional personal protective equipment (gloves, dust masks hearing 
protection, etc.) is provided where needed. Employees also are encouraged to wear 
an industrial back brace to protect against back injuries.  
 
Safety Rules 

1. Safety glasses are required to be worn by all employees working with hand 
or power tools, as well as by all employees in the immediate area of others 
using hand or power tools.   

2. Hard hats are to be worn by all employees when there is work going on 
overhead. 

3. Only authorized staff are allowed in areas where power tools or heavy 
machinery is being operated. Unsupervised children should NEVER be in 
these areas. 

4. All tools, equipment and job sites should be secured at the end of the 
workday. 

5. Think safety, safety, safety while operating camp vehicles and equipment. 
Please be alert and NO showing off. 

6. Cultivate an eye for hazards – if you spot something that could injure 
someone, sooner or later it will.  Fix it or report it immediately. 

7. Safety must be relentlessly pursued with zero tolerance for negligence! 
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EMPLOYEE CONDUCT 
 
Appropriate Appearance and Demeanor 
Woodlands seeks to provide a wholesome, ministry environment free of needless 
distractions and detrimental effects; a workplace in which everyone feels welcomed 
and valued.  This kind of work environment also contributes to the efficiency of our 
projects and programs.  Remember, because we are a ministry, people are always 
watching.  The slightest misconduct can greatly hinder the work of the Lord through 
Woodlands’ ministry in the eyes of others. 
 
Appearance 
Employees shall dress in a neat, modest, and tasteful manner that is appropriate to 
the job or activity being performed.  Shorts will be modest in length and fit and 
should have at least a 5” inseam. Pants and skirts should be modest and loose 
fitting.  Employees are also asked to maintain conservative hairstyles.   
Female employees may wear earrings only, and no other body piercing jewelry may 
be worn by either gender. 
 
Language 
Employees, campers, and guests have the right to expect Woodlands to be free from 
the use of inappropriate language.  Wrong language can cause others to react 
negatively, hurt the morale of our employees, and damage the testimony of our 
ministry.  Employees shall refrain from cursing, swearing, and the use of foul, abusive, 
vulgar, or profane language.  The telling of off-color or sexually oriented jokes 
and/or stories is also prohibited.  Gracious words should be used at all times. 
 
Behavior 
Employees are expected to act in a professional, Christ-like manner at all times. 
 
Social Media Guidelines 
Woodlands generally views creating or contributing to personal websites, blogs, 
social networks, message boards, virtual worlds, and other kinds of social media 
positively. We recognize the desire of many of our employees to participate in online 
community and encourage this form of networking and idea exchange.  
 
As an employee of Woodlands, you may be seen by our members, attendees, and 
outside parties as a representative of our organization. That means that while you 
may view your online presence as a personal project, many readers will associate 
you and the views you express with us. In light of that, we ask that you (as a 
representative of Woodlands) ensure that the content you post is in line with the 
values of Woodlands. 
 



	 13	

Sexual Code of Conduct  
• Never be alone with a camper or retreat guest 
• Never counsel a member of the opposite gender, not even a SALT camper 
• It is against the law to expose yourself to a minor, even in jest 
• Physical Contact:  

o NEVER touch a camper or guest in an area that would be covered by a 
swimsuit.  

o NEVER give front hugs to campers or guests – only fist bumps 
o Honor privacy and dignity  

• Have campers or guests change clothes (especially into swim suits) in a toilet or 
shower stall 

• Keep the bathroom door open 
• No cameras out in cabin bedrooms at any time campers may be changing 
• Campers should never be in the counselor’s bed with them 
• Cabins are to remain locked during camp free time to ensure no camper is ever 

put in a compromising position  
 
Conflict Resolution Procedure 
Woodlands endeavors to provide a safe and pleasant work environment for all 
employees.  However, because misunderstandings or conflicts may occasionally arise, 
employees need an open channel of communication with their supervisor to ensure 
good employee-employer work relations.  The following procedure normally should 
be used in resolving inter-personal conflict. 

• Chain of Command 
o Let it go, if possible 
o Go to the person 
o Go to your department head 
o Go to a director 

• Principles: 
o According to Proverbs 19:11, it is wise to overlook an offense, if 

possible. 
o If you can’t overlook it, according to Matthew 18, you always go to 

the person first. 
o From there, always go up the org chart. Never complain or gossip 

laterally or down the org chart to someone who has no capacity to 
make a difference. 
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EMPLOYEE BENEFITS 
 
Introduction 
Woodlands has established a benefits package for its employees.  The basic features 
of these benefit programs are explained in this section. Woodlands may amend or 
terminate any benefit program, or require or increase employee contributions toward 
any benefit, solely at its discretion. Woodlands may exercise these rights whenever 
deemed appropriate. Questions about benefits should be addressed to your director. 
 
Compensation 
Pay Procedures 
1. All full-time and NEXT Team employees of Woodlands are paid on a bi-

weekly basis. Pay received each payday is for the time worked on a one 
week delay. 

2. Paychecks are issued via direct deposit on Fridays. 
3. Required payroll deductions and authorized voluntary deductions or wage 

assignments are withheld automatically from employees’ paychecks when 
employees provide written authorization on the proper form, or as required 
by law.  Woodlands is required by law to honor legal garnishments of 
employees’ wages/salaries. 

4. Final paychecks due departing employees are issued on the payday including 
their last day of employment.  The value for all unreturned company property 
(e.g., equipment, laptops, iPads, tools, keys, etc.), any damages to staff 
housing or unpaid retail or postage accounts will be withheld from the 
employee’s final paycheck. 

 
Pay Increases 
Each full-time employee will receive an annual performance evaluation by their 
supervisor. An employee’s level of pay will be determined based on a pre-set 
formula. The formula takes into account the level on the organizational chart, tenure, 
responsibilities, performance, etc. The scale will slide each year in accordance with 
current inflation levels. 
 
Benefits Eligibility 
Full-time employees are eligible for all company benefits on the first of the month 
following 90 days of employment. 
 
Medical Insurance Summary and Health Savings Account   
Woodlands’ medical coverage plan is built around a high deductible HSA insurance 
policy. Coverage is provided through a joint effort between Woodlands, our 
employees and Allied Benefit Systems. The following medical benefits are available 
for full-time employees following a 90-day waiting period 
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How the System Works… 
• Woodlands funds eligible employees’ HSA accounts bi-weekly 
• Including HSA funding, employees are responsible to pay a pre-

determined amount out-of-pocket 
• If employees reach their out-of-pocket max (as determined by Woodlands, 

not Allied), they are eligible to submit any qualifying medical expenses up 
to their deductible limit for reimbursement from Woodlands until the policy 
year resets 

• When a deductible is met, Allied will insure claims at 100% 
 
WOODLANDS’ RESPONSIBILITY 
 
Health Savings Account (HSA) 
Woodlands’ Health Savings Account plan is administered by Optum Bank. Employees 
will get an Optum HSA checking account and debit card. Qualifying medical 
expenses will be paid by the employee. 

• Woodlands will fund an HSA for all eligible, full-time employees at the 
following levels: All funding will be done per pay period and will be 
automatically deposited into employees’ HSA accounts via ACH 

o Family ~ $1,000 annual; $40 per pay period 
o Couple ~ $750 annual; $30 per pay period 
o Single ~ $500 annual; $20 per pay period 

§ Note: per IRS rules, only employees covered under a high 
deductible HSA plan are eligible to open an HSA account 

• Employees also have the option of automatically contributing pre-tax dollars 
from their paycheck into their HSA 

• HSA accounts belong to employees, regardless of employment status with 
Woodlands 

 
Healthcare Reimbursement Account  
The Woodlands Healthcare Reimbursement Account is a self-administered HRA 
designed to limit the exposure of employees and absorb some out-of-pocket medical 
costs associated with our primary health insurance plan. Employees are eligible to 
submit any qualifying medical expenses for reimbursement after they have reached 
their out-of-pocket spending max (as determined by Woodlands, not Allied). 
 
Non-Qualifying Expenses 

• Over-the-counter drugs 
• Any services, procedures, or expenses not covered by our primary health 

insurance plans (with the exception of basic dental and vision services) 
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Qualifying Expenses  
• The expenses reimbursable under the HRA are any medical care expenses that 

would be covered by our primary health insurance plan but for the major 
medical plan’s deductible, limitation to expenses that are “usual, customary 
and reasonable,” or any other similar dollar limitation imposed by the 
plan.  These reimbursable expenses include: 

o Deductibles and coinsurances 
o Prescription drugs 
o The following services are covered under the HRA even though they are 

not normally covered under our primary health insurance plan: 
§ Basic dental services (cleanings, x-rays, etc.) 
§ Woodlands will cover orthodontic work with a lifetime limit of 

$1,000 per person (includes spouse and children) 
§ Basic vision services (eg. routine eye exams) 

 
Terms 

• All qualifying expenses should be tracked on an Excel spreadsheet. When out-
of-pocket limits are reached, be prepared to substantiate YTD expenditures 
before applying for reimbursement 

• Upon substantiation, all qualifying expenses should be turned in on monthly 
expense reports with receipts attached for reimbursement.  Only expenses that 
are substantiated will be reimbursed. 

• Please use this benefit wisely.  Remember, this is a subsidy offered by 
Woodlands, paid for fully by Woodlands. Use it as it was intended to be used 
– no more, no less. 

• Reimbursement privileges will be inactivated immediately upon termination of 
employment. No carry-over benefits are in place. 

 
EMPLOYEE RESPONSIBILITY… 
 
Out-of-Pocket Spending 

• Including HSA funding by Woodlands, employees are responsible to pay all 
medical expenses up to the following levels: 

o Family - $2,000 annual 
o Couple - $1,500 annual 
o Single - $1,000 annual 
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AAHPS RESPONSIBILITY… 
 
Allied Benefit Systems Plan 

• Deductible 
o $5,500 – Individual, $11,000 – Family (PPO Network) 
o $5,500 – Individual, $11,000 – Family (Non-PPO Network) 

• Coinsurance 
o In Network – Plan pays 100% 
o Out of Network – Plan pays 80% 

• Preventative services covered at 100% 
o Well child exams, care services, immunizations & labs (up to age 21) 
o Routine hearing and vision exams for children 
o Annual health exam 
o Annual gynecology exam and pap test 
o Standard immunizations 
o Routine mammogram 
o Routine PSA (age 40 & over) – cholesterol, colon cancer screening tests, 

endoscopic services, ovarian cancer screening, chlamydia screening and 
bone density testing 

o Routine colonoscopies 
o Routine EKG, chest x-ray, comprehensive metabolic panel, urinalysis 

and complete blood count 
• Coinsurance after Deductible 

o All other services including… 
o Office visit (illness, injury) 
o Prescription drugs, including oral contraceptives 
o Urgent care office visit 
o Allergy testing & treatments 
o Physical, occupational & speech therapy 
o Chiropractic services 
o Emergency use of ER 
o Surgical services 
o Diagnostic services 
o Maternity 
o Ambulance 
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Time Away from Work 
 
Holidays  
Woodlands observes a number of holidays each year. Eligible employees receive 
time off with pay on these days. Holidays observed by Woodlands are as follows: 

• New Years Day 
• Thanksgiving (3 days—Wednesday thru Friday of Thanksgiving week) 
• Christmas Week (5 days) 
• Floating Birthday (1 day) 

Holidays that fall on Saturday are typically observed on the Friday prior to the 
holiday.  Holidays that fall on Sunday are typically observed on the following 
Monday.  When such situations occur in connection with a company-observed holiday 
(including Christmas Week), the Director will notify employees well in advance 
regarding the actual date(s) on which each holiday is to be observed. 
When company-observed holidays fall within a period of vacation, family or medical 
leave, personal days, or jury duty, the holiday(s) are to be used in place of any time 
off that an employee could otherwise schedule under these other benefits.  On such 
days, eligible employees receive holiday pay only.  
 
Paid Vacation 
Woodlands grants paid vacations to full-time employees.  When calculating the years 
of service to determine an employee’s annual vacation allowance, only time served 
as a full-time employee is used. Eligible employees are paid their regular rate for all 
vacation hours earned.  A full-time employee is entitled to these annual vacation 
allowances: 
 
 Tenure of Service  Annual Allowance 
 90 Days     One week (5 days) 
 1 Year     Two weeks (10 days) 
  
Terms Which Govern Vacation 

1. Upon eligibility (after 90 days), you will receive 1 vacation day per full 
month remaining in the calendar year up to 80 hours.  

2. Vacation banks will reset on January 1. You will receive 2 weeks (80 hours) 
of paid vacation to be used in that calendar year. 

3. Vacation days do not roll over from one year to the next.  If you don’t use 
them, you will forfeit them. 

4. When your vacation bank is empty, you will be required to be at work as 
scheduled.  SO, PLAN YOUR TIME OFF WISELY! 

5. The employee’s scheduling preference will be granted in most 
cases. However, the directors reserve the right to deny vacation requests in 
order to ensure efficient operation of our business. Please be understanding 
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of the seasonal nature of our organization in submitting requests. Typically, 
summer, Guest Services’ fall retreat season or the final weeks of a 
construction project are not ideal times to request time off. An employee’s 
length of service and the existing workload are the factors used to resolve 
scheduling conflicts.  An online “Time Away from Work Request Form” must 
be submitted no less than one week in advance, but preferably as far in 
advance as possible. 

6. If a company-observed holiday falls within a scheduled vacation period, the 
holiday must be used in place of a vacation day. 

 
Sabbath 
God’s Word teaches the importance of reserving one day per week as a 
Sabbath.  Genesis 2 tells us that God worked hard for six days, but on the seventh 
day He rested from all His work.  Following Scripture’s mandate to set aside a day 
per week for rest, Woodlands will do everything possible to ensure that each 
employee will receive at least a 24-hour period of time scheduled off each week.  The 
period may not be a full day (Sunday), but it will be 24 consecutive hours (e.g. noon 
on Sunday through noon on Monday).  
 
Family & Medical Leave 
Full-time employees will receive five (5) days per calendar year that may be used for 
family & medical leave.  Family & Medical Leave Days (FML Days) may only be used 
under the following guidelines: 

1. FML Days may NOT be used as vacation days or personal days. 
2. FML Days may be used for any of the following situations:     

• Personal Illness (sick days) 
• Child Care Leave (time away from work due to the birth or adoption of 

a child to the employee and/or employee’s spouse) 
• Family Leave (time away from work due to a catastrophic emergency 

involving serious injury or illness of an immediate family member) 
• Funeral Leave (death of an immediate family member) 

• NOTE: An immediate family member includes the employee’s spouse, 
child, parent, sibling, grandparent, or grandchild, and those same 
relatives of the employee’s spouse. 

3. Unused FML Days will roll over at the end of the year into your FML Bank 
as accumulated FML days.  FML days may accumulate up to a max of thirty 
(30) days or 240 hours. 

4. Family & Medical Leave absences must be reported to your supervisor as 
soon as it is evident that time off is needed.   
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In the event of an extended Medical Leave of Absence, pay will be administered as 
follows: 

1. Accumulated FML Days are used first. 
2. When accumulated FML Days have been exhausted, the current year’s FML 

Days are used. 
3. When accumulated and current FML Days have been exhausted, Vacation 

Days are used. 
4. When all pay options (1 – 3 listed above) are exhausted, the paid Medical 

Leave becomes an unpaid Medical Leave. 
 
Jury & Witness Duty 
If an employee is summoned to jury duty to appear in court as a witness, Woodlands 
grants the employees a leave of absence for the purpose of fulfilling these 
obligations. To qualify for Jury/Witness Duty Leave, the employee must submit to your 
supervisor a copy of the summons to serve as soon as it is received.  
 
The employee should report for work for a partial day if the jury or witness duty 
schedule permits this to be done. When the jury or witness duty is completed, the 
employee must submit to the Director a signed statement from the Clerk of the Court 
as proof of service. 
 
Full-time employees on jury/witness duty are paid their regular wages or salary for 
the work time missed during their period of service minus any fee or allowance 
received from the court.  Eligible employees must submit any official court check or 
voucher received to the Director prior to being paid by Woodlands for Jury/Witness 
Duty Leave. 
 
In the event that the employee's absence from work would cause a hardship on 
Woodlands, the Director may ask the Court to excuse the employee or postpone 
his/her service on jury duty.  In all other cases Woodlands will cooperate fully in 
allowing its employees to serve. 
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OTHER BENEFITS 
 
Retirement Plan 
Upon completion of the introductory waiting period, all full-time employees are 
eligible to participate in Woodlands’ Retirement Plan.  To participate, employees must 
have an individual retirement account set up in their name. 
 
Woodlands will match dollar for dollar all employee contributions to a qualified 
retirement account up to a maximum of 7.5% of the employee's annual salary. All 
contributions and funding will take place at year-end. Per IRS rules, distributions must 
be made through the employee’s paycheck. 
 
Education Plan     
Education funding is available for the children of all employees who have been 
employed full-time for at least one year. Each year at year-end, each child of eligible 
employees will receive $1,000 to be put into a qualified education savings account. 
Per IRS rules, distributions must be made through the parent’s paycheck. 
 
Housing    
Certain full-time and part-time staff members will be allowed to utilize on-site housing 
as their permanent residence at no charge as part of their total compensation 
package.  Gas and electric utilities, as well as water, sewer and trash are included as 
part of staff housing privileges and will be paid by Woodlands, but use should be 
closely monitored and minimized by employees. 
 
Retail Accounts 
An account for all employees will be maintained in Circuitree for your 
convenience.  Please be sure to enter all purchases at the time of purchase! You may 
also fill out a charge form for purchases instead of entering them in the system. Please 
put completed charge forms in the cash register drawer. Employee pricing is 10% 
over cost.  Employees will receive a statement at the end of each month, and payment 
is due immediately. 
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ACKNOWLEDGEMENT OF MANUAL RECEIPT 
 
I have received my copy of the Woodlands Employee Benefit & Policy and agree to 
familiarize myself with the information it contains.  I understand that the practices and 
benefits described in the manual are subject to modification or deletion, at 
Woodlands’ discretion.  I acknowledge that I am an “at-will” employee; free to resign 
at any time for any reason, and that I can be terminated for any reason at any 
time.  I also understand that this “at-will” status will continue despite changes in my 
duties, compensation, and/or position.  I agree that neither the manual nor any other 
Woodlands document constitutes a contract of employment, nor does the Manual 
include any offer, statement, or confirmation of any guaranteed terms or conditions of 
employment. 
 
 
 ______________       
(DATE)                                                        
   
  
 _________________________________________ 
(PRINT NAME) 
  
 
_________________________________________ 
(EMPLOYEE SIGNATURE) 
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