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Welcome!

The staff and board welcome you to the ministrwater of Life (WOL).

It is a privilege for the entire staff to work tdger as a team for theokD. Our vision is to save lives and change destin{@sr
mission is to demonstrate the love of God by priogjalesperately needed clean water and medicattiatte along with the
“living water” of Jesus Christ, which alone satsfithe deepest thirst.

As a team we will strive to:

« Honor God in all that we do(“Teacher, which is the great commandment in th&2aAnd he said to him, “ “You
shall love the Lord your God with all your heatdawith all your soul, and with all you mind.” Thgsthe great and
foremost commandment.”"Matt 22:36-38)

+ Develop Peopléoth spiritually and physicallf*And the things you have heard me say in the presef many
witnesses entrust to reliable men who will alsajbalified to teach others.” 2 Tim 2:2)

« Pursue Excellencébecause God creates all things with excellencelaréfore, we will do no les§And whatever you
do, whether in word or deed, do it all in the naofiehe Lord Jesus, giving thanks to God the Fathesugh him. Col
3:17)

- Be Good Stewards.All things are gifts from God, on loan to us tofhétose in need(As each one has received a
special gift, employ it in serving one another asd stewards of the manifold grace of God. 1 P41&0)

This Handbook is for staff at all levels of emplagmbin Water of Life. It is designed to acquaiati with WOL and provide you
with information about working conditions, employeenefits, and other policies affecting your empiept. Because of the at
will employment relationship (explained furthertiis document), this Handbook is not in any wapat@act. In addition, the
Board may elect to change, delete, or add polatiesy time.

You should read, understand, and comply with aljmions of the Handbook. It describes many ofryesponsibilities as an
employee and outlines the programs developed bt ife to benefit employees. One of our ohijext is to provide a work
environment that is conducive to both personalpodessional growth.

Please thoroughly familiarize yourself with the tms of this Handbook and help ensure that alV@fL’s human resource
policies and procedures are administered as centlisand fairly as possible.

In our work together as a team, our goal is to latieart for people while we fulfill Jesus' command
"...go and make disciples of all the nations, k&ipt them in the name of the Father and of the&8whof the Holy
Spirit, and teaching them to obey everything | hes@manded you. And surely | am with you alwayte very
end of the age." Matthew 28:19-20 (NIV)

God bless you.
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General Provisions

Handbook Conventions
This Handbook contains the basic human resourdeigs)| practices, and procedures for Water of Litds not, however,
intended to alter the employment-at-will relatioipsim any way.

As used in this Handbook:

The words "shall" or "will" are understood to bndatory in nature, and the word "may" as peiwgss nature;

The masculine gender includes the feminine gende

"Supervisor" means an individual with the auittyaio assign, direct, and review the work of twonwore subordinates; and
"Immediate family" means the employee's spobsather, sister, parent, child, step-child, fatielaw, mother-in-law, sister-
in-law, brother-in-law, daughter-in-law, son-in-laand any other member of the employee's household.

oCow»

Executive Director

The Water of Life Executive Director is responsifiefair and consistent enforcement of Water désihuman resource policies
and procedures. The Executive Director is a céasuto the Board on all matters concerning hunesource management. The
Executive Director provides staff assistance taesuipors and department heads in developing, conuatimg, and carrying out
Water of Life's human resource policies and prooesiu

Human Resource Records

Water of Life maintains human resource recordsfiplicants, employees, and past employees in toddwcument
employment-related decisions, evaluate and assdisgep, and comply with government record keegnd reporting
requirements. Water of Life strives to balancenéed to obtain, use, and retain employment infaomavith each individual's
right to privacy. To this end, it attempts to riestthe human resource information maintainechtd tvhich is necessary for the
conduct of its ministry operations or which is reqd by federal, state, or local law.

Employees are responsible to make sure their huesamurce records are up to date and should nbgffEkecutive Director in
writing of any changes in at least the following:

Name;

Address;

Telephone number;

Number of dependents;

Beneficiary designations for any of Water déls employee benefit plans;

Addresses and telephone numbers of depenaainsurance beneficiaries; and

Persons to be notified in case of emergency.

@MMUO®>

In addition, employees who have a change in thebeurof dependents must complete a new IRS Formfv-thcome tax
withholding purposes within ten days of the chaifigee change results in a decrease in the nunfodemendents.

Employees may inspect their own human resourcadedn the presence of the Executive Director aag oopy, but not remove,
certain documents in the file. Such an inspeatimst be requested in writing to the Executive Ooeand will be scheduled at a
mutually convenient time during regular office heuiDocuments obtained in connection with invesitigs of a possible criminal
offense; ratings, reports, or records that weraiabt prior to the employee’s employment; documprapared by identifiable
examination committee members; or documents olddimeonnection with a promotional examination rbaywithheld from the
employee’s inspection.

Employees who feel that any file material is incdetg, inaccurate, or irrelevant may submit a wnittequest to the Executive
Director that the files be revised accordinglysuth a request is not granted, the employee naae @@ written statement of
disagreement in the file and pursue the mattehéurtising the regular grievance procedure.

Statement of Faith
All employees must sign Water of Life's Statemdrfaith upon being hired to demonstrate their ¢argtd commitment to the
religious purposes for which Water of Life exists.
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Goals & Expectations
It is Water of Life's policy to implement fair aredfective human resource policies and procedurebst@require all employees to
serve Water of Life's best interests.

Water of Life expects all employees to:

Deal with members and constituents, and suppliea professional manner;

Perform assigned tasks in an efficient manner;

Be punctual;

Demonstrate a considerate, friendly, and const attitude toward fellow employees; and
Adhere to the policies adopted by Water of Life.

moowy

Water of Life retains the sole right to exerciden@nagerial functions including, but not limitex the rights to:
Dismiss, assign, supervise, and discipline eygys;

Determine and change starting times, quittinges, and shifts;

Transfer employees within departments or ink@ptepartments and other classifications;

Determine and change the size and qualificatidrise work force;

Determine and change methods by which its ojpeisare to be carried out;

Determine and change the nature, location, sgsviendered, quantity, and continued operatidNater of Life; and
Assign duties to employees in accordance witteWaf Life's needs and requirements and to cautyath ordinary
administrative and management functions.

@MMUO®>

Employment-at-Will Relationship

All employees who do not have a written employnemttract with Water of Life for a specific, fixedrin of employment are
employed at the will of Water of Life for an indeifie period and are subject to termination at &mg tfor any reason, with or
without cause or notice. At the same time, suchleyees may terminate their employment at any ame for any reason.

This policy will not be modified by any statementstained in this Handbook or any other employerdbBaoks, employment
applications, Water of Life recruiting materialsa®r of Life memoranda, or other materials provittedpplicants and employees
in connection with their employment. None of thdseuments, whether singly or combined, are toteraa express or implied
contract concerning any terms or conditions of @ymlent. Similarly, Water of Life policies and ptiaes with respect to any
matter are not to be considered as creating anyamunal obligation on Water of Life's part or #atisg in any way that
termination will occur only for "just cause." Sgatents of specific grounds for termination settfantthis Handbook or in any
other Water of Life documents are examples only afieinclusive lists, and are not intended to niesWWater of Life's right to
terminate at will.

Completion of an introductory period or conferrategular status does not change an employeelssiatan employee-at-will or
in any way restrict Water of Life's right to terrate such an employee or change the terms or conslitif employment.
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Employment

Equal Employment Opportunity

It is the intention of Water of Life to practiceus employment opportunity without regard to anividlal's race, color, national
origin, or disability in application of any policpractice, rule, or regulation. In addition tormgea 501(c)(3) tax-exempt
corporation, Water of Life is also a faith baselijieus organization. As a faith based religiougamization pursuant to the Civil
Rights Act of 1964, 78 Stat. 255, Section 702 (43.0. @2000e), Water of Life has the right to andsihire candidates who
agree and attest to our Statement of Faith.

Employee Harassment

Water of Life is committed to maintaining a workv@onment in which all individuals treat each otléth dignity and respect and
is free from all forms of intimidation, exploitaticand harassment, including sexual harassmentenét.ife is prepared to take
action to prevent and correct any violations of fholicy. Anyone who violates this policy will Isebject to discipline, up to and
including termination.

"Harassment," including "sexual harassment," meamgelcome sexual advances, requests for sexualsiaaod other verbal,

visual, or physical conduct that denigrates or shbestility or aversion toward an individual becao$ race, color, national

origin, gender, disability, or age made by somefomm or in the work setting under any of the follag conditions:

A. Submission to the conduct is explicitly or ingitiy made a term or condition of an individualle@oyment;

B. Submission to, or rejection of, the conductly individual is used as the basis of employmedaistins affecting the
individual,

C. The conduct has the purpose or effect of haainggative impact upon the individual's work perfance, or of creating an
intimidating, hostile, or offensive work environntgn

D. The conduct has the purpose or effect of unressly interfering with an individual's work perfoamce, or otherwise
adversely affects an individual's employment opjnaties; or

E. Submission to, or rejection of, the conducthsy individual is used as the basis for any deciaftecting the individual
regarding benefits and services, honors, progranestivities available at or through Water of Life

Unwelcome conduct of this type can include a waege of verbal, visual, or physical conduct of ausé or otherwise harassing
nature. Among the types of conduct which wouldat® this policy are the following:

A. Unwanted sexual advances or propositions;

B. Offering employment benefits in exchange forusdxavors;

C. Making or threatening reprisals after a negatasponse to sexual advances;

D. Visual conduct such as leering, making sexuatiges, or other gestures which denigrate a parsace, color, national
origin, gender, disability, or age;

E. Written or graphic material that denigrateshmves hostility or aversion toward an individualgroup because of race, color,

gender, national origin, age, or disability and fkaglaced on walls, bulletin boards, or elsewhmrdVater of Life premises,
or circulated in the workplace;

F. Epithets, slurs, negative stereotyping, threatgrintimidating, or hostile acts that relate &ze, color, gender, national origin,
age, or disability, graphic verbal commentariesulam individual's body, sexually degrading wordedito describe an
individual, suggestive or obscene letters, notdaawtations; and

G. Physical conduct such as touching, assaultingending or blocking movements.

Duties of Employees and Supervisors

A. All employees of the Company, both managenaeat non-management, are responsible for assura tworkplace free of
harassment is maintained. Any employee may filarassment complaint regarding incidents expergbpeesonally or
incidents observed in the workplace. The Compéaiyes to maintain a lawful, pleasant work enviremwhwhere all
employees are able to effectively perform theirkmeithout interference of any type and requestsamstance of all
employees in this effort.

B. All Company supervisors and managers are éggd¢o adhere to the Company's anti-harassmertypoBupervisors'
evaluations will include an assessment of the sigan's efforts in following and enforcing this .

C. All managers and supervisors are respongiloldding all they can to prevent and discouragadsment from occurring. If a
complaint is raised, supervisors and managersoaettpromptly to notify the ADP Total Source HunResources
Department of the complaint so that Human Resour@gsproceed with an investigation. If a supenvi@omanager fails to
follow this policy they will be disciplined. Sudiscipline may include termination.

D. Employees who feel that they have been suljietct conduct of a harassing nature are encoutagawmptly report the
matter to the Executive Director, or the Board cifahe complaint involves the Executive DirectdEmployees who observe
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conduct of a harassing nature are also encouragegort the matter to the Executive Director,her Board chair if the
complaint involves the Executive Director. All cphaints will be promptly investigated. Every effavill be made to protect
the privacy of the parties involved in any complainlowever, Water of Life reserves the right tbyfinvestigate every
complaint and to notify appropriate governmentaidis as the circumstances warrant.

It is against Water of Life's policy to discrimieatr retaliate against any person who has filednaptaint concerning harassment
or has testified, assisted, or participated iniamgstigation proceeding or hearing concerning $&rent.

When the Executive Director, or the Board chathé@ complaint involves the Executive Director, liges a complaint, he will
immediately direct an investigation. If the invigation confirms the allegations, prompt correctiations will be taken, and the
individual who suffered the harassing conduct bélinformed of the corrective action taken. Initdd, any employee found to
be responsible for harassment in violation of gaicy will be subject to appropriate disciplinaagtion up to and including
termination. The severity of the disciplinary aatiwill be based upon the circumstances of theation.

Hiring Qualifications

Water of Life hires individuals on the basis ofitlgualifications and ability to do the job to kikkefd. Unless otherwise provided
in writing, employment with Water of Life is consited to be at-will, so that either party may teiaténthe relationship at any time
and for any lawful reason.

A member of an employee's immediate family willdemsidered for employment by Water of Life providbd applicant
possesses all the qualifications for employment.

These criteria will also be considered when assgrtransferring, or promoting an employee.

Hiring of Employees under Age 18

When Water of Life hires employees under age 18 aremnot emancipated or have a high school equiggldegree ("minor
employees"), Water of Life and the minor employaesntomply with all necessary laws pertaining ® ¢imployment of minors.
All minor employees must obtain a proper work pénid Water of Life must keep records of this caarge. All minor
employees may only work during non-school hours.

Immigration Law Compliance
Water of Life complies with the Immigration Refoand Control Act of 1986 and is committed to emphgyonly United States
citizens and those aliens who are authorized tdothe United States.

Job Descriptions/Ministry Focus Sheets

Job descriptions, or Ministry Focus Sheets, wilbdiegeloped for all Water of Life positions. Jolsdeptions:
A. Indicate the general nature of duties, respdlitidls, and specifications;

B. May be changed to meet the needs of Water efatifany time; and

C. Will be reviewed on an annual basis by the Efteeirector.

Employment Agreements

Water of Life may execute, at its sole discretioritten employment agreements with certain of itpkyees. Such written
agreementmust have the approval of the Boarcand be signed by the Executive Director. Those ddnot have a written
employment contract containing a specified terramploymentare considered at-will employees.

Medical Examinations & Health Procedures

Water of Life reserves the right to require accklgt@onfirmation of the nature and extent of aimei#s or injury that requires an
employee to be absent from scheduled work. Empkoyeturning from a disability leave or an abseraesed by health problems
may be required to provide a doctor's certificatdtheir ability to perform their regular work &iactorily without endangering
themselves or their fellow employees. In additifater of Life reserves the right to require a sekcmedical opinion regarding
an employee's absence because of illness or injurggarding a doctor's certification of an empBgebility to return to work.
Any such second opinion will be paid for by Watét ife.

Employees who become ill on the job or suffer amykaconnected injury, no matter how minor, mustoméphe situation to the
Executive Director for determination of appropriatgion such as arranging for examination andrreat, and for recording of
the incident.
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Introductory Period

All new employees and all present employees traresfeor promoted to a new job are to be monitoretievaluated for an initial
introductory period on the job of at least threenths. After satisfactory completion of the intrathry evaluation, such
employees will be evaluated on an annual basis@sded for in the Performance Appraisal policy.

Newly hired employees are not eligible for any emgpk benefits, except health insurance, until tiese received a satisfactory
initial evaluation and been recommended for cortihemployment Transferred or promoted employees remain ebgibt all
benefits while demonstrating their ability to perfotheir new jobs.

At all times, employment with Water of Life is cathsred to be "at-will," and the employer/employekationship may be
terminated at any time for any lawful reason bheaitparty.

Promotion

Water of Life hires employees for entry level piosis, provides training and development for empdsy@hen deemed necessary,
and offers employees promotions to higher leveltjprs when deemed appropriate. To fill non-mimiitl vacancies above the
entry level, the Board prefers to promote from withnd will first consider current employees witle thecessary qualifications
and skills, unless outside recruitment is deemdzktm Water of Life's best interest.

Promoted employees will be subject to the provisiohthe Introductory Period policy for a periodadfleast three months.
Seniority and pay for promoted employees will badiad as outlined in the Transfer policy.

Hours of Work
Water of Life establishes the time and duratiomofking hours as required by work load and produrcflow, ministry needs, and
efficient management of resources. The normal wiaskbegins betweedB:00-09:00

The normal workweek is Monday through Sunday, b@igmand ending at midnight on Sunday, and congjsif forty hours.
The normal workday will consist of eight hours afnk with an unpaid meal period. Rest or coffeeakseare considered as time
worked.

If an employee misses work and desires to makéeifpost time within the same week in which it wast| the employee may
submit a written request to do so to their supenasid copy the Executive Director. Water of Lifeedmot require employees to
make up lost time in lieu of lost pay, nor is itjured to grant such requests.

Overtime will be paid to all nonexempt employeémée employees subject to the minimum wage andimeeprovisions of the
Fair Labor Standards Act) for time worked beyorghehours on any day (unless the nonexempt empleywerking with prior
approval to make up lost time or is working flexur®to have a Friday off), or forty hours in anyeke All overtime must be pre-
approved by the employee's supervisor.

Employee attendance at lectures, meetings, amdrigaprograms will be considered hours of work ifias requested by
management.

All nonexempt employees (the Executive Directot imlorm employees as to whether they are exempborexempt) are

required to complete an individual time record simgvthe daily hours worked. Time records cover woekweek and are to be

completed contemporaneously throughout each work8agause time records are legal documents, feidsification can result in

discipline up to and including termination. Théldwing points should be considered in filling dime records:

A. Employees are to record their starting time gtiout for lunch, time in from lunch, quitting timend total hours worked for
each workday;

B. Employees are not permitted to sign in or conmmeamork before their normal starting time or tonsayt or stop work after

their normal quitting time without the prior apped\wf their supervisocopied to the HR Officer;

Employees areequired to take lunch and/or meal breaks when appropriate;

Employees are required to sign each time shetifying that it is complete and includes all timmerked for Water of Life.

Employee time records are to be checked an@digy the supervisor involved. Un-worked timevdiich an employee is

entitled to be paid (paid absences, paid holidarypaid vacation time) should be entered by thestgor on the time record.

Authorized overtime also should be identified bg supervisor; and prior approval for overtime nhggiven by the

Executive Director.

mo o

Exempt employees (Executive Director will inform@oyees as to whether they are exempt or non-eyeanpiot required to fill
out hourly time records but must complete a jolirihigtion sheet recording hours worked as wellhasproject/program to which
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the time is to be allocated. In addition, exemppyees will not normally receive overtime compeie.

Volunteer Service for Water of Life

Water of Life, a ministry dependent on the voluntefforts of those who feel led to give of themsesl¥o help accomplish its
mission, appreciates the volunteer time that mdiitg @mployees give. Because of legal requiresjdrdwever, any time
volunteered by an employee for Water of Life mirst be approved by the employee's immediate sigmrto help ensure that it
does not parallel the employee's normal job desonp

Temporary and Part-Time Employees

Water of Life may supplement the regular work fongth temporary or part-time employees, or othentfe of flexible staffing,
when needed because of periods of peak work lgaglogee absences, or other situations as may leendieed by management.
A temporary employee is an individual who is higther part-time or full-time for a specified, lit@d period. A part-time
employee is an individual who is hired for an indieé period, but who works less than thirty-twaun®in a week (1,664 hours per
year). Other flexible staffing classificationsasrangements may be added as needed.

Termination

Water of Life or the employee may terminate emplegitrat any time and for any reason. The Execivector will conduct an

exit interview no later than the employee's lastkivig day. The interview should:

A. Attempt, if the termination is voluntary, to éemine the actual reason or reasons why the empligyleaving so that, where
appropriate, action can be taken to correct anglpros that come to light;

B. Discuss, if the termination is involuntary, tiecumstances and reasons leading to the termmat@that misunderstandings
and hard feelings can be minimized (two Water & kepresentatives should be present);

C. Explain any conversion or continuation of betsafinder Water of Life's group insurance plansamdother vested benefits
available to the employee under Water of Life'sdfi¢iplans;

D. Determine the employee's availability for fut@mployment, if the supervisor's written evaluatiecommends such
employment, and explain Water of Life policy onaminces (Water of Life will only confirm dates efjgloyment, position
responsibilities, and wage history to prospectivgleyers, and only if the former employee has gigmermission to release
such reference information and a copy is provigedater of Life);

E. Obtain the employee's correct address for ngaliR6 Form W-2 and the correct mailing addressekeemployee's spouse or
former spouse and any dependents who are eligilderitinue their health care benefits under Wattéife's health insurance
plan;

F. Remind the employee to take away any personahgimgs; and

G. Discuss the employee's continuing duty not saldse confidential information.

The Executive Director will have the final pay (imding accrued vacation) for terminating employaesilable on their last
working day unless the employee quit and failedite at least three business days of notice. eltimployee quit without at least
three business days of notice, the Executive Dorestll have the final pay (including accrued vaoa) available within three
business days. He will also be responsible fourseg the return by terminating employees of adté¥ of Life property in their
possession for which the employee signed an agrgesheesponsibility.
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Salary & Benefit Administration

Disclosure of Benefits

All benefits provided by Water of Life through ADPtal Source are described in official documentgctviare kept on file by the
Finance/Accounting Department. These documentaaitable for examination by any plan participanbeneficiary. In
addition, they are the only official and bindingcdmnents concerning Water of Life’s welfare and pambenefits.

State & Federal Unemployment Insurance Exemption
Water of Life participates in state and federalrap®yment insurance programs through ADP Total &aur

Vacations

Water of Life grants annual vacations with paydguiar full-time employees. Employees may notikeceacation pay in lieu of
time off. The vacation year is based on the eng#ty/hire datéwe currently have employees who started out astipge and
then became full time employees—we have allowerkthecruing benefits to go back to the originag late rather than the full
time employee hire date—does this need to be aslelldsere?). Full-time employees will accrue paication according to the
following schedule (annual totals are rounded ortharest whole day):

First Year 5/12 (.417) Days per Month Worked (5 ©84ax)
Years 2 through 5 5/6 (.83) Days per Month (10 Ddgs)

Years 6 through 10 1-1/4 (1.25) Days per Monthhys Max)
Years 11 and over 1-2/3 (1.67) Days per Month (299Max)

Vacation benefits accrue daily according to the leyge's tenure and status. No benefits accruarf@mployee when their
unused vacation benefit accumulates to 1% timegyeaes accrual potential based on the above sthadhtil the unused balance
is brought below 1% times one year's accrual piatemased on the above schedule. At that poirat@c benefits will resume
accruing until it again reaches 1Y times one yeacsual potential based on the above scheduleaddrued benefits cannot be
recaptured.

New employees accrue paid vacation during thest éinniversary year but may not take any vacatrih their second
anniversary year and until their introductory pdris completed.

Employees whose employment is terminated for aagae, who quit, or who are laid off will receivecasion pay for any unused
vacation accrued at the time of termination ordffy If an employee dies, pay for accrued and edugacation will be paid in a
lump sum to the employee's estate.

If a paid holiday falls within an employee's vaoatperiod, the holiday will not be charged as aatiao day. No allowance will
be made for sickness or other compensable typbsafreee occurring during a scheduled vacation.

Holidays
Water of Life observes certain designated days geahas holidays. Eligible employees will be giveday off with pay for each
holiday observed. The following schedule of hojslaill be observed during each calendar year.

New Year's Day
Good Friday
Memorial Day
Independence Day
Labor Day

Thanksgiving Day
Day after Thanksgiving
Christmas Eve
Christmas Day

TESEEENES
©o~No

Temporary employees and employees on leaves ohedse on lay-off are not eligible to receive hajcpay. Full-time
employees are eligible to receive their regulag tdtpay for each observed holiday.

To receive holiday pay, an eligible employee mesabwork, or on an authorized absence, on the dayk immediately
preceding and immediately following the day on whilce holiday is observed. If an employee is abgerone or both of these
days because of an illness or injury, Water of kéfgerves the right to verify the reason for theealoe before approving holiday

pay.
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When a holiday occurs on a Saturday or Sunday, geameant may determine that it will be observed d¢imeeithe preceding Friday
or following Monday.

If an employee works on one of Water of Life’s alvegl holidays, the employee may take the same anaodyraid time off as
they would have received if they had not workedrenholiday. The compensating day off must bertaid¢hin thirty days after
the original holiday.

Employees may take an additional paid holiday eir thirthday. _The birthday holiday must be appbireadvanceand must be
taken in the month in which the birthday occurg, ieed not be taken on the actual birth datke eligibility policy for holidays
will apply to birthdays.

Salary Administration
Water of Life pays wages and salaries which aralisgoniminatory. However, all wage and salary ppliecisions must take into
consideration Water of Life's overall economic dtiod and ministry mission.

Water of Life withholds payroll deductions for fadband state income tax and federal insuranceibotiopns (FICA) as required
by law. Water of Life also complies with all gashment orders served upon it and will not retalégeinst any employee for any
garnishment.

Performance Appraisal

The job performance of each employee should beuated periodically by the employee's supervisomupe following

occasions:

By the end of the first three months of emplonte

Prior to the annual salary review or on the e@rsiary date of employment;

When the employee is transferred or promotemriew job; and

At the time of the employee's termination, diaciplinary or termination report is not prepardtla performance appraisal has
been completed on the employee within one montr poi one of the above occasions, a new appraésal not be completed
except in cases involving probation or termination.

oOow»

Between scheduled appraisals, supervisors shostdigi with employees on an informal basis any peence issues that warrant
attention and should keep records of any signifigasidents.

The employee will have the opportunity to examimewritten evaluation and make written commentarite a response about
any aspect of it. Employees who feel that theytwaore than the chance to add written commentsrive & response to their
appraisal may request a review by the Executiveddar.

A good performance appraisal is not a promise ofinaed employment.

Severance Pay
Water of Life is under no obligation to give a témated employee severance pay.

Pay Procedures
Water of Life pays employees by check or directad#pon a regular basis and in a manner so thairiwunt, method, and timing
of such payments comply with any applicable lawsegulations.

Employees are normally paid on the fifteenth day e last day of the month. If the regular paydegurs on a Saturday,
Sunday, or holiday, employees will be paid on #st Working day prior to the regular payday.

Overtime will be paid to all nonexempt employeémée employees subject to the minimum wage andimeeprovisions of the
Fair Labor Standards Act) for time worked beyorghehours on any day (unless the nonexempt empleywerking with prior
approval to make up lost time), or forty hours iy aveek at the rate of one and one-half times tiggjular hourly rate. All
overtime must be pre-approved by the employee’srsigor. Failure to obtain pre-approval for overicould cause the
employee to be subject to discipline up to anduidicig termination.
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Authorized Absence from Work

Attendance & Punctuality

Employees are to report for work punctually as dabed and to work all scheduled hours and any reduvertime. Excessive
tardiness and poor attendance disrupt work flowsardice to members and constituents, and wilbeablerated. The WOL
work day begins between the hour£8f00-09:00 any employee arriving aft@9:00will be considered late unless their
tardiness is a result of WOL business.

Unauthorized or excessive absences or tardinebgesillt in disciplinary action, up to and includitermination. Absences in
excess of those allowed in the short-term absealeypand tardiness or early leaving (for instarimeyond five minutes of
starting or quitting time) more than three timesiithree-month period are grounds for discipline.

Employees who are delayed in reporting for workerthian thirty minutes and who have not called thefrervisor within fifteen
minutes of the beginning of their work schedule rase their right to work the balance of the woayd In addition, employees
who report for work without proper equipment olirimproper attire may not be permitted to work. Eoyeles, who report for
work in a condition deemed not fit for work, whetffier illness or any other reason, will not be akal to work.

Employees will not be required nor permitted to kvany period of time before or after scheduledtistgror quitting times for the
purpose of making up time lost because of tardingssuthorized absence, authorized absence, arthayreason if the result
will be that the employee works more than forty fsoduring the workweek or more than eight hoursrduthe workday.
Employees who are absent from work for three cantserdays without giving proper notice to WatelLde will be considered
as having voluntarily quit. At that time the Exéea Director will formally note the termination dmadvise the employee of the
action by certified mail.

Short-Term Leaves of Absence (PTO)
Water of Life permits employees to be absent framnkvon a short-term basis under certain circumstsnacluding sickness or
injury. A short-term absence is aalgsence continuing two weeks or less

An authorized short-term absence may include artlgenfollowing:
A. Sickness or injury resulting in temporary disapibf the employee or a member of his immediate fgmi
. Death, funeral, or estate settlement in the empleyimmediate family;
. Marriage of the employee or a member of his imntediamily;
. Birth of a child to or adoption by the employee fandhe employee's spouse;
. Personal business which cannot be conducted owsidermal working hours;
. For employees with children in school, up to foauts per school child per year for school visits;
. Emergency closing of Water of Life's premises; and
. Approved voluntary participation in community proig.

ITOTMMmMmoOO®

Full-time employees are eligible to be compenséiedegular base wages lost during periods of aighd absence

Other Leaves of Absence (Long Term)
Water of Life may grant employees other unpaid ésasf absencep to a maximum of one year under certain circamt#s. The
following types of leaves will be considered:

A. Sick Leave of Absence:Employees who are unable to work because ofrass or disability, and whose iliness or
disability continues beyond the coverage affordeWiter of Life's Short-Term Leaves of Absence@plimay be
granted a sick leave of absence. This type ofléasludes disabilities caused by pregnancy, childbor other related
medical conditions. Water of Life requires reasdeanotice for disability leaves and may requirdifieation, on a
periodic basis, of an employee's continuing illn@sdisability by the employee's physician and/phgsician selected by
Water of Life. At the end of the disability the ployee will be required to provideraturn to workslip signed by the
treating physician. Water of Life will reinstategetemployee to their previous position if the goasiis available, if the
employee is capable of performing the essentiatfons of the job, and if it does not create a bhiplfor Water of Life.

B. Pregnancy-Related Disability: An employee who is disabled on account of pregpachildbirth, or related conditions
may take a pregnancy-related disability leave ofoufpur months. An employee taking pregnancyteslaisability leave
may, at her option, substitute accrued vacatior timunused sick leave for all or a portion ofl¢eve. The substitution
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of paid leave for pregnancy-related disability ke@oes not extend the total duration of the leawghich an employee is
entitled.

C. Childcare Leave of Absence:Female employees (not disabled by pregnancyitathitih) and male employees may be
granted a childcare leave of absence for the perpbsaring for newborn or seriously ill childreEmployees who adopt
a child may also be granted a childcare leave sémade for the purpose of receiving the child ihnehome and assisting
the child in adjustment after placement.

D. Personal Leave of AbsenceEmployees may be granted a personal leave ohabgde attend to personal matters in
cases in which their Supervisor and the Executivedior determines that an extended period of amay from the job
will be in the best interests of the employee araté/of Life.

E. Military Leave of Absence: A military leave of absence will be granted ifemployee enlists, is inducted, or is recalled
to active duty in the United States armed forcesfperiod of not more than four years (plus anmplantary extension
for not more than one additional year). Employ&he perform and return from military service in #mened forces, the
military reserves, or the National Guard shall hamd retain such rights with respect to reinstaténseniority, vacation,
layoffs, compensation, and length of service paygases as may be from time to time provided byicaipe federal or
state law.

Upon satisfactory completion of military servicedaimely notice of intent to return to work, an doyee will be
reinstated to a job comparable to the one the eyaplteft, provided the employee is qualified andé&¥af Life's
circumstances have not changed to the extenttthatuld be impossible or unreasonable to proviégen@oyment. An
employee must reapply for a job within 90 daysrafging released from active duty. Reservistsratinal guardsmen
returning from initial active duty for training muapply for reinstatement within 31 days after lpeieleased from
military duty. Employees returning from all othasstive duty for training must report to work on fivet scheduled
working day following completion of training or sege.

If an employee, on return from military serviceplsysically unable to perform the duties of the Eype's previous job,
Water of Life will attempt to place the employeeaiposition of similar status and pay that is catibp@awith the
employee's physical abilities.

Employees with one year or more of service wilpbetected against loss of income as a result diggzation in annual
encampment or training duty in the United Statd#ary reserves or the National Guard. In theseurnstances, Water
of Life will pay the difference between what an doyee earns from the government for military sesvand what the
employee would have earned as normal straight-¢ianeings on the job. This difference will be pidup to two weeks
in a calendar year.

If an employee fails to return to work following approved leave of absence, the employee will tmitated from employment.
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Water of Life Premises & Work Areas

Safety

It is the intent of Water of Life to provide a safied secure workplace for employees, donors, mtipi vendors, visitors and
others with whom we do business. Employees sheydrt to the Executive Director or their supeoviall observed safety and
health violations, potentially unsafe conditionsgd any accidents resulting in injuries. Employaesencouraged to submit
suggestions to the Executive Director concernirigtgand health matters. Appropriate recognitidlh e made by management
to employees whose suggestions are adopted arificsigtly enhance safety, reduce costs, or increasductivity.

Privacy

Water of Life provides resources to facilitate eoygles’ contributions towards the accomplishmeritisahission and reserves the
right to examine all provided resources at any tme without warning. Such resources may incluslksl, desk drawers, locks,
computers, computer system databases, communictstems, email, voice mail, lockers, file cabinets. These resources are
the property of Water of Life, and are thereforé pravate.

Safeguarding Personal Property

Employees are expected to exercise reasonabléccaadeguard personal items of value brought tdkw&uch items should never
be left unattended or in plain view. Water of Lifees not assume responsibility for the loss dt tifepersonal belongings, and
employees are advised not to carry unnecessaryramotiicash or other valuables with them when tteeyie to work.

Employee Conduct

Personal Behavior of Employees

Certain rules and regulations regarding employd@lier are necessary for the efficient operatioivatter of Life and for the
benefit and safety of all employees. As a Christizible believing organization, the conduct of éoypes on and off the job can
impact Water of Life's mission.

Employees are expected at all times to conductdbbms in a positive manner so as to promote theibterests of Water of Life.
Such conduct includes:

A. Reporting to work punctually as scheduled anddpat the proper work station, ready for workthet assigned starting time;
Giving proper advance notice whenever unabledik or report on time;

Complying with all Water of Life safety and seityregulations;

Wearing clothing appropriate for the work bepeyformed;

Maintaining work place and work area cleanliresd orderliness;

Treating all members and constituents, visitang fellow employees in a courteous manner;

Refraining from offensive or undesirable behawioconduct, or conduct which is contrary to WatkLife's doctrinal stance
or official policies; and

H. Performing assigned tasks efficiently and inomdanith established quality standards.

OMMUO®

The following conduct is prohibited and will subfelse individual involved to disciplinary actionp tio and including termination:

One employee suggestion is that we define whadid@plinary action will be taken—I don’t agree-think disciplinary action

should be decided on a case by case basis bedahseamnount of variables in each circumstance.

A. Reporting to work under the influence of alcabdleverages and/or illegal drugs and narcotidh®use, sale, dispensing, or
possession of alcoholic beverages and/or illegadsiand narcotics on Water of Life premises;

B. The use of profanity or abusive language; Anotmployee comment is “would abusive language oelacial or ethinic

comments and if not, it should be listed separatélgain, | do not think abusive language shouldessarily be defined. We had

one incident where someone quoted a statistic wiffegmded another.

D. Insubordination or the refusal by an employeftiow management's instructions concerning ariglated matter;

E. Fighting or assault on a fellow employee, memlagd constituents, vendors, or visitors;

F. Theft, destruction, defacement, or misuse oféiNat Life property or of another employee's proyer

G. Falsifying or altering any Water of Life recavdreport, such as an application for employmemtgdical report, a production
record, a time record, an expense account, an teeseport, or shipping and receiving records;

H. Threatening or intimidating management, supergisr fellow workers;
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Smoking;
Sleeping on the job;
Failure to wear assigned safety equipment duriito abide by safety rules and policies;
Improper attire or inappropriate personal appree;
. Engaging in any form of sexual misconduct oridage or sexual harassment (see the following RarSRexual Purity
statement);
N. Violation of Water of Life's policies on soliaiion or distribution; and
O. Improper disclosure of confidential information.

Srx&~ "

The examples above are illustrative of the typbeasfavior that will not be permitted, but are naéirded to be an all-inclusive
listing. Any questions in connection with this jpglshould be directed to the Executive Director.

Personal Sexual Purity

In an age where secular society is increasinglyusaa about sexual identity and sexual purity, Wate.ife believes it is
important that it be clear with its staff, missioea, and employees about its expectation thatuipéwld the highest standards of
Biblical purity in their interpersonal relationskipWithout a clear understanding of sexual idgmtitd consistent practice of
sexual purity by Water of Life staff, missionariesd employees, Water of Life cannot be an effedligent of the healing power
of Jesus Christ to the victims of sexual confusioaur world.

We believe that God’s design for the gift of sekyas that it is to be exercised and enjoyed amithin the covenant relationship
of marriage between one man and one woman. lb@s3ntention that those who enter marriage stek, in mutual love and
respect, to live, one man and one woman, in Chridtdelity as long as both shall live.

We believe God has expressly condemned sexuattuese or other sexual activity outside of the mge covenant. This
prohibition applies to married persons committidgltery, to sexual relationships between unmanmet and women. It is God’s
expectation that the unmarried shall live pure eglibate lives, refraining from sexual intimacy.

Because of the serious consequences confused isgamal unrepentant sexual sin can have on thestnyjmdf Water of Life, staff,
missionaries, and employees who disagree withpitlisy or who do not conform their conduct to ie@axpected to resign or they
will be terminated. Individuals applying for pasiis with Water of Life must acknowledge their agrent with this policy and
commitment to abide by it.

Employee Violence Prevention

Employees are to report all threats of violenceams as possible to their supervisor.

Employees are to report all suspicious individwalactivities as soon as possible to their supervis

If an employee hears a violent commotion, theytareall 911 immediately.

Employees are to cooperate fully with security perel, law enforcement, and medical personnelrdsgdond to a call for
help.

oOoOw»

Personal Use of Communication Systems

Employees should not use Water of Life communicasiervices and equipment for personal purposegektemergencies or
when extenuating circumstances warrant it. Suelyeiss restricted because it can impede the ndtowabf business, incur
unnecessary Water of Life expense, and reduce ptiodty. When personal usage is unavoidable, eyg#e must properly log
any user charges and reimburse Water of Life femth However, whenever possible, personal commtinigathat incur user
charges should be placed on a collect basis ogetlao the user's credit card or personal bille bfspersonally owned
communication devices for non-business purposdagibusiness hours should be limited.

Conflicts of Interest
Employees are not to engage in any activity, pcactr act which conflicts with, or appears to diehivith, the interests of Water
of Life or its members and constituents.
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Confidential Nature of Water of Life's Interests
The interests of Water of Life, particularly cordittial information and trade secrets, represemn@tary assets that each
employee has a continuing obligation to protect.

Information designated as confidential is to bewassed with no one outside Water of Life, and alidégussed within on a "need
to know" basis. This responsibility is not intedde impede normal ministry communications andtiefehips, but is intended to
alert employees to their obligation to use disoretdb safeguard Water of Life's interests.

Employees authorized to have access to confidenf@mation may be required to sign special nocldsure agreements and
must treat the information as proprietary Watekiéd property for which they are personally resgbles Employees are
prohibited from attempting to obtain confidentiafarmation for which they have not received ac@ghorization. Employees
violating this policy will be subject to disciplinap to and including termination, and may be sttt legal action.

Media & Public Inquiries

All media inquiries and other inquiries of a gene@ture should be referred to the Executive Daectnquiries seeking
information concerning current or former employsksuld likewise be referred to the Executive Divectinquiries concerning
specific countries should be referred to the appatg administrative assistant.

Disciplinary Procedure
All employees are expected to comply with Watekifd's standards of behavior and performance, aychan-compliance with
these standards must be remedied.

Under normal circumstances, Water of Life endoespslicy of progressive discipline in which it attpts to provide employees
with notice of deficiencies and an opportunityrigprove. It does, however, retain the right to adstér discipline in any manner
it sees fit, up to and including termination.

The Executive Director, under normal circumstansbsuld review and approve all recommendationsgionination before any
final action is taken.

Employees who believe that they have been diséglino severely or without good cause should etilie grievance procedure.
An employee's record will normally be cleared of disciplinary incidents if the employee works & fiear without further action
being instituted under this policy.

Grievance Procedure

Employees have an opportunity to present their welkted complaints and to appeal supervisory @@shrough a dispute
resolution or grievance procedure. Water of Liftt attempt to resolve promptly all grievances theg appropriate for handling
under this policy.

An appropriate grievance is defined as an empleyeairessed feeling of dissatisfaction concernimgiaterpretation or
application of a work-related policy by managemsuopervisors, or other employees.

Employees must notify Water of Life in a timely lfié@n of any grievance considered appropriate fodhiag under this policy.
The grievance procedure is the exclusive remedgrigployees with appropriate grievances. As uséhisnpolicy, the terms
"timely fashion," "reasonable time," and "promptiylll mean five working days.

Employees will not be penalized for proper usehefgrievance procedure. However, it is not comsidi@roper if an employee
abuses the procedure by raising grievances indidddr solely for the purposes of delay or harasgnor by repeatedly raising
grievances that a reasonable person would judge i@wmerit. Implementation of the grievance pracedy an employee does
not limit the right of Water of Life to proceed Wwiainy disciplinary action which is not in retalatifor the use of the grievance
procedure.

The grievance procedure has a maximum of three sbep grievances may be resolved at any stepeipribcess. Grievances are
to be fully processed until the employee is sa&tsfdoes not file a timely appeal, or exhaustsitite of appeal. A decision
becomes binding on all parties whenever an empldges not file a timely appeal or when a decistomade in the final step and
the right of appeal no longer exists.
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Employees who feel they have an appropriate griszahould proceed as follows:

Step 1:Promptly bring the grievance to the attentionha&f immediate supervisor. If the grievance involtvessupervisor, then it
is permissible to proceed directly to Step 2. $heervisor is to investigate the grievance, atteampésolve it, and
give a decision to the employee within a reasontitie. The supervisor should prepare a writtendatéd summary
of the grievance and proposed resolution for fileppses.

Step 2:Appeal the decision to the Executive Director,iffsatisfied with the supervisor's decision, oraté the procedure with
the Executive Director if the grievance involves #mployee's immediate supervisor. If the grieeanvolves the
Executive Director, then it is permissible to predalirectly to Step 3. Such an appeal or initiahplaint must be
made in a timely fashion in writing. The supervis@ersion of the grievance and decision will thersubmitted, also
in writing. The Executive Director will, in a tirhefashion, confer with the employee, the supemiaad any other
members of management considered appropriate;tigagsthe issues; and communicate a decisionitimgto all the
parties involved.

Step 3:Appeal an unsatisfactory Executive Director dexigio the Board chair, or initiate the procedurthwtlie Board chair if
the grievance involves the Executive Director. Tileliness requirement and procedures to be fatbare similar to
those in Step 2. The Board chair will take theessary steps to review and investigate the grievand will then
issue a written, final, and binding decision.

Final decisions on grievances will not be precedetting or binding on future grievances unlesy tre officially stated as Water
of Life policy. When appropriate, the decisiondl e retroactive to the date of the employee'ginal grievance.

Information concerning an employee grievance isedield in strict confidence. Supervisors, depantrheads, and other
members of management who investigate a grievanec® aliscuss it only with those individuals wha/éa need to know about it
or who are needed to supply necessary backgrotimariation.
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INDIVIDUAL EMPLOYEE
STATEMENT OF FAITH

1. I believe the Bible to be the inspired, the only infallible, authoritative Word of God (Il Timothy 3:15-17).

2. | believe that there is one God, eternally existent in three persons: Father, Son and Holy Spirit (Matthew
28:19; Ephesians 4:4-6).

3. | believe in the deity of Christ, in His virgin birth, in His sinless life, in His miracles, in His vicarious and
atoning death through His shed blood, in His bodily resurrection, in His ascension to the right hand of the
Father, in His present rule as Head of the Church and in His personal return in power and glory (John 1:1-4;
Matthew 1:12; Philippians 2:5-11; Hebrews 1:1-4 and 4:15; Acts 1:11 and 2:22-24; | Corinthians 15:3-4).

4. 1 believe that, for the salvation of lost and sinful men, repentance of sin and faith in Jesus Christ results in
regeneration by the Holy Spirit and that Jesus Christ is the only way of salvation (Titus 3:4-7; Luke 24:46-47;
Ephesians 2:8-9; John 14:6; Acts 4:12).

5. I believe in the present ministry of the Holy Spirit whose indwelling enables the Christian to live a godly life
(Galatians 5:16-18; Romans 8:9).

6. |believe in the resurrection of both the saved and the lost; the saved unto the resurrection of eternal life and
the lost unto the resurrection of damnation and eternal punishment (Revelation 20:11-15; | Corinthians
15:51-57).

7. |believe in the spiritual unity of believers in our Lord Jesus Christ and that all true believers are members of
His body, the Church, with equality across racial, gender and class differences (Ephesians 1:22-23; |
Corinthians 12:12, 27).

8. | believe that the ministry of evangelism is a responsibility of both the church and each Christian (Romans
10:9-15; Acts 1:8; Matthew 28:18-20; | Peter 3:15).

Signature of Employee

Date:

PRINTED NAME OF EMPLOYEE
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