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SECTION ONE INTRODUCTION  

This Personnel Policy Manual is designed to acquaint you with Network of Life and provide you 
with information about working conditions and policies affecting your employment and volunteerism.  

The information contained in this Policy Manual applies to all employees and volunteers of Network of 
Life. Adhering to the policies described in this manual is considered a condition of continued 
employment and volunteerism. However, nothing in this manual alters your status. The contents of this 
manual shall not constitute nor be construed as a promise of employment or volunteerism or as a 



contract between the organization and any of its employees or volunteers. The manual is a summary 
of our policies, which are presented here only as a matter of information.  

You are responsible for reading, understanding, and complying with the provisions of this manual. 
Our objective is to provide you with a work environment that is conducive to both personal 
and professional growth.  

Equal Employment Opportunity:  

Network of Life is committed to providing equal employment opportunities for all qualified  persons 
without regard to race, color, national origin, sex (unless applying for certain positions  with the Center 
in which being a male or female is considered a necessary and bon fide  occupational requirement for 
sex discrimination), disability, or age, to the extent required by  law and corresponding biblical 
principles. This applies to all employment practices, including hiring, promotions, training, disciplinary 
action, termination, and benefits. Because Network of Life is a religious organization, it has the legal 
right to require its employees to agree to certain religious tenets. Employees and active volunteers of 
Network of Life must have made a personal profession of faith in Jesus Christ as Savior and Lord, and 
each employee must affirm his or her agreement with the Network of Life Statements of Faith, Vision, 
Principle, Evangelism, and must agree to the policies pertaining to their employment.   

1.1 WELCOME TO Network of Life  
You are a gift from God, and we look forward to working with you as a member of our ministry 
team.  We appreciate you and the gifts and talents you bring to Network of Life. We are committed to 
helping you achieve your highest level of service for the Lord in this ministry. We sincerely hope that 
working or volunteering at Network of Life will be a mutually satisfying and fulfilling experience. Since 
this is a Christian ministry affirming life, we have common goals, which this policy manual will attempt to 
convey.  

First, please remember that as an employee or volunteer of Network of Life, you represent this ministry 
in both your work and private life. As a result, we expect that you will be sensitive to how you may be 
perceived biblically, spiritually, and ethically. We encourage you to strive toward living a life that is an 
example of a personal relationship with Jesus Christ that is honoring to the Lord. We further expect that 
“your walk and your talk” will also reflect belief in the Network of Life mission and vision, and its 
Statements of Faith and Principle.  

While we hope that your relationship with Network of Life will be continuing and mutually rewarding, 
we also recognize that the employment or serving relationship is voluntary. You can resign whenever 
you feel it is appropriate, and Network of Life likewise reserves the right to terminate the relationship, 
with or without cause. This is known as “at will” employment. No Network of Life representative has the 
right to enter into any agreement for employment for a specified period or make any representations or 
agreement contrary to at will employment.  

This manual is designed to provide you with information about Network of Life and to summarize 
its policies, procedures, and expectations. Please take time to read it thoroughly. It is impossible for any 
manual to cover all events or circumstances which could arise. Therefore, if you need additional 
information, or if there is any part of it that you do not understand, please talk to the Center Director, 



Program Director, or the Executive Director/CEO. When indicated in the policy, contact your direct 
supervisor.  

Network of Life reserves the right to modify, supplement, rescind, or revise any policy, benefit, 
or provision at any time, with or without notice, as it deems necessary or appropriate. Therefore, 
this handbook should not be relied upon as a final authority for matters which are detailed 
more specifically in any other ministry literature.  

Again, welcome to this ministry. May the Lord richly bless you as we work together in service to 
the clients He sends our way.  

Your Fellow Servants in Christ,  

 
Executive Director/CEO  
 
 
 
 

1.2 Network of Life HISTORY AND BACKGROUND  

Who we are:  

• The mission of Network of Life is to reach those most vulnerable to abortion and   
• empower them to choose life.  
• Opened in 1985 as the North Pittsburgh Crisis Pregnancy Center (later called Pregnancy Care 

Center), and in 1987 as Monroeville Crisis Pregnancy Center, we have a long history and have 
provided life affirming pregnancy services to thousands of families in Pittsburgh.  

• In 2009, our Centers merged and reorganized as Women’s Choice Network with a vision to offer 
medical and support services in neighborhoods with greatest need.  

• In 2024, we changed the umbrella organization name to Network of Life to more effectively 
impact faith communities outside of our medical clinics.   

• We currently (2026) serve Pittsburgh neighborhoods in three medical clinics (still called 
Women’s Choice Network) located in Oakland, Monroeville, and North Side. Our 
administrative offices are based in Wexford.  

• Organized as a 501(c)3, the Network of Life is a faith-based mission 
 
 
What we do:  

• Our Medical Clinics provide pregnancy testing, STD testing and treatment, sonogram, medical 
consultation and life-saving options to abortion including abortion pill reversal (APR). Our clients 



are also offered adoption referrals, post abortion care and education concerning healthy 
relationships.  

• All of our Centers serve under the direction of a Medical Director and a fully 
credentialed Medical Staff. All services are provided at no charge to our clients.  

• Each of our clients is encouraged to enroll in the Wellness program, our ongoing support and 
education journey that enables families to engage, learn, and build mentoring relationships. 
Childbirth, parenting classes, and life skill programs allow clients to gain needed clothing, 
furnishings, formula, and other items for up to two years and beyond. Men’s outreach also 
invites men to enroll in programming for new and expectant fathers.  

• Our outreach extends to schools, Churches, and community groups as we share the benefits of 
sexual abstinence and the message of the Sanctity of Human Life.  

Our Four Distinctives:  
 
 

• We Are Faith Based. The Gospel of Jesus Christ is central to all that we do. 
• We Value People. We are intentional about loving people where they are while opening up 

opportunities to be all they can be. We serve both men and women regardless of age, gender, 
ethnicity, or creed. 

• We Are Medical. Board Certified Medical Directors oversee our team. Each Center is staffed by 
RNs. Ultrasounds are performed by RDMS specialists and read by our Physicians. STD testing & 
treatment is available at all medical clinic locations. We provide abortion pill reversal (APR) to 
those who’ve begun a medical abortion and request this intervention. 

• We Are Transformational. In addition to saving little lives, our staff-led Wellness Journey 
programs foster long term relationships with moms and dads where the Gospel can be 
presented in small group settings. Our Centers are located in easily accessible areas near those 
with the greatest need so that face-to-face encounters can continue. Breathe After Abortion 
Care are vital long-term programs that allow healing, growth, and life transforming 
relationships. 

1.3 MISSION  

Our mission is to reach those most vulnerable to abortion and empower them to choose life  

1.4 VISION  

Our vision is to build a culture of life in Pittsburgh by   
• Defending unborn children,   
• Meeting the needs of those at risk and unprepared for pregnancy,   
• Healing those traumatized by abortion,   
• Inviting our communities to embrace a Biblical view of sexuality.  

 
Our Strategies   



We consciously extend our mission into demographically focused areas by strategically locating 
our Medical Clinics for optimal impact.   
Our network of Women’s Choice Network Medical Clinics provides pregnancy testing, 
sonography, medical consultation and life-saving options to abortion in a compassionate Christ-centered 
setting offering hope and practical help to those at highest risk for abortion.   
We offer STD testing, treatment and educational care inspiring young men and women to follow 
the Biblical model for sexuality including abstinence before marriage and fidelity within marriage.  We 
promote emotional healing for post-abortive women in biblically based recovery groups.  We increase 
our reach and our impact throughout the city of Pittsburgh using the most advanced and effective 
advertising media.   

1.5 STATEMENT OF PRINCIPLE (The Commitment to Care and Competence)  

Commitment of Care and Competence 
1. Clients are served without regard to age, race, income, nationality, religious 

affiliation, disability or other arbitrary circumstances.  
2. Clients are treated with kindness and compassion, in a caring manner.  
3. Clients always receive honest and open answers.  
4. Client information is kept securely and confidentially and only released with the 

client’s signed authorization or as required by law.  
5. Clients receive accurate information about pregnancy, fetal development, lifestyle 

issues, and related concerns.  
6. We do not offer, recommend, or refer for abortions or abortifacients, or contraceptives.  We 

are committed to offering accurate information about related risks and procedures. • All of 
our advertising and communications are truthful and honest and accurately describe the 
services we offer.  

7. We provide a safe environment by screening and equipping all staff and 
volunteers interacting with clients.  

8. We are governed by a Board of Directors and operate in accordance with our articles 
of incorporation, bylaws, and stated purpose and mission.  

9. We comply with applicable legal and regulatory requirements regarding 
employment, fundraising, financial management, taxation, and public disclosure, including 
the filing of all applicable government reports in a timely manner.  

10. All services are provided in accordance with pertinent and applicable laws. Medical services 
are provided in accordance with medical standards, under the supervision and direction of a 
licensed physician (or advanced clinical provider as permitted by law).  

11. All of our staff and volunteers receive appropriate training to uphold these standards.  

Final language as approved by the Leadership Alliance of Pregnancy Care Organizations – 07/10/24  

1.6 STATEMENT OF FAITH  

The Apostle’s Creed  



We believe in God, the Father Almighty, the Creator of heaven and earth, and in Jesus Christ, His only 
Son, our Lord: Who was conceived of the Holy Spirit, born of the Virgin Mary, suffered under Pontius 
Pilate, was crucified, died, and was buried. He descended into hell. The third day He arose again from 
the dead. He ascended into heaven and sits at the right hand of God the Father Almighty, whence He 
shall come to judge the living and the dead. We believe in the Holy Spirit, the holy *catholic church, the 
communion of saints, the forgiveness of sins, the resurrection of the body, and the life everlasting. 
Amen.  
*The Christian church  

1.7 STATEMENT ON THE SANCTITY OF HUMAN LIFE  
We believe that all human life is sacred and created by God in His image (Genesis 1:26, 27.)  Human life 
is of inestimable worth in all its dimensions, including pre-born babies, the aged, the physically or 
mentally challenged, and every other stage or condition from conception through natural death. We are 
therefore called to defend, protect, and value all human life (Ps. 139). We believe and affirm that life 
begins at conception, at which time the full genetic blueprint for life is in place (Isaiah 44:24, Jeremiah 
1:5). Accordingly, we believe that our expression of love and service to God requires that we work to 
protect and honor life in all stages of creation (Psalm 82:3). As well, we believe and affirm that God’s 
calling upon us commands that we make special efforts to protect the most vulnerable among us. As 
such, we view life from conception through birth to be uniquely vulnerable and therefore work to 
protect and defend life in these early stages. We do not provide or prescribe contraceptive medications 
that may harm an embryo, and we will never provide abortifacient medications under any 
circumstances.  

1.8 STATEMENT ON HUMAN SEXUALITY AND MARRIAGE  

We believe that God wonderfully and immutably creates each person as either male or female.  These 
two distinct, complementary sexes together reflect the image and nature of God (Gen.  1:26-27). 
Rejection of one’s biological sex is a rejection of the image of God within that person.  Accordingly, our 
communication with clients and all other persons reflects the reality of God’s created order—put simply, 
we use male pronouns to refer to those persons who were created biologically male, and female 
pronouns to refer to those persons who were created biologically female. We believe that the term 
“marriage” has only one meaning: the uniting of one man and one woman in a single, exclusive union, as 
delineated in Scripture (Gen. 2:18-25). We believe that God intends sexual intimacy to occur only 
between a man and a woman who are married to each other (1 Cor. 6:18; 7:2-5; Heb. 13:4). We believe 
that God has commanded that no intimate sexual activity be engaged in outside of a marriage between 
a man and a woman. We believe that any form of sexual immorality (including adultery, fornication, 
homosexual behavior, bisexual conduct, bestiality, incest, or use of pornography) is sinful and offensive 
to God (Matt.  15:18- 20; 1 Cor. 6:9-10). We believe that to preserve the function and integrity of 
Network of Life as the local Body of Christ, and to provide a biblical role model to the Network of Life 
members and the community, it is imperative that all persons employed by Network of Life in any 
capacity, or who serve as volunteers, agree to and abide by this Statement  on Marriage and Sexuality 
(Matt. 5:16; Phil. 2:14-16; 1 Thess. 5:22). We believe that God offers redemption and restoration to all 
who confess and forsake their sin, seeking His mercy and forgiveness through Jesus Christ (Acts 3:19-21; 
Rom. 10:9-10; 1 Cor. 6:9-11). We believe that every person must be afforded compassion, love, 
kindness, respect, and dignity (Mark 12:28-31; Luke 6:31). Hateful and harassing behavior or attitudes 
directed toward any individual are to be repudiated and are not in accord with Scripture nor the 
doctrines of Network of Life.  



1.9 CODE OF CHRISTIAN CONDUCT 

 
In accordance with the Statement of Faith, the pregnancy center is a Christian ministry. As such, faith in 
Jesus Christ is essential to the mission and vision of the pregnancy center. The pregnancy center 
requires all employees, volunteers, and board members to act in accordance with the Statement of Faith 
and adhere to this standard of conduct. Failure to adhere to these standards of conduct could result in 
the termination of the relationship between the employee, volunteer, or board member, and the 
pregnancy center.   
As an employee, volunteer, or board member with the pregnancy center, I affirm the following:  I 
believe that all human life is sacred and created by God. I believe in the sanctity of human life from 
conception until natural death. I therefore reject abortion in all forms.   
I believe that God intends sexual intimacy to occur only between a man and a woman who are married 
to each other. I believe that God has commanded that no intimate sexual activity be engaged in outside 
of a marriage between a man and a woman. I therefore commit to celibacy outside the confines of 
marriage between a man and a woman.   
I believe that any form of sexual immorality (including adultery, fornication, homosexual behavior, 
bisexual conduct, bestiality, incest, or use of pornography) is sinful and offensive to God. I therefore 
commit to refrain from such behaviors.   
I believe that God wonderfully and immutably creates each person as either male or female, and that 
these two distinct, complementary sexes together reflect the image and nature of God.  Accordingly, in 
my communication with clients and all other persons, I will seek to speak the truth in love and reflect 
both God’s unconditional love and the reality of God’s created order. I will welcome all who enter our 
doors as they are and seek to lead them to the truth about God’s design.   

1.10 STATEMENT OF EVANGELISM  

NOL is a ministry that is dedicated to helping men and women choose life for their unborn children and 
the Biblical view of sexuality as a lifestyle. We support our clients in these Biblical choices emotionally, 
spiritually, and physically.  

Because of this Biblical foundation, a Christian witness is continually woven into our exchanges with 
clients in an indirect manner. There are times, however, in a “teachable moment” when we are able to 
present the Gospel directly to our clients. It is our goal to equip and prepare staff and volunteers to 
either seize or create the “teachable moment” and confidently share their faith. 

It is the responsibility of NOL staff to equip client advocates to “always be prepared to give an answer to 
everyone who asked you to give the reason for the hope that you have.” 1 Peter 3:15.  

When making a referral to a Christian Church or clergyman, we make every effort to refer women to the 
church of their faith. For example, a Catholic client will be referred to a Catholic Church or Priest.  

1.11 STATEMENT ON BIRTH CONTROL   
The question of birth control options will certainly arise in discussions with clients who are engaging in 
sexual activity. Sometimes it is difficult to discern how to most effectively help clients who put 
themselves at risk for STDs and pregnancy that may ultimately end in abortion.  It is important to remind 



ourselves frequently of our mission and the values statement of Network of Life. As a Para-church 
ministry, one that comes beside the church as an arm of ministry, our role differs from a secular medical 
practice. We are bound to raise a standard of Biblical sexuality that consistently encourages sexual 
abstinence outside of marriage. Staff and client advocates will not under any circumstance recommend 
artificial birth control to an unmarried client. This includes the morning after pill. To recommend 
artificial birth control of any type to an unmarried client (or to a married client having sex outside of 
their marriage) sends a mixed message.   
Our role is to reveal the truth about God’s plan for marriage and His care and provision in times of 
abstinence. Our desire for our clients is to introduce them to the God who loves them and see them 
leave a sinful and unhealthy lifestyle. Recommending birth control may give some level of protection 
from immediate dangers and risks but ultimately allows clients to remain in a lifestyle that may lead to 
greater risks and keep them from repentance. Remember that no birth control method will completely 
eliminate risk of STD or pregnancy, and that among teens birth control use is associated with even 
higher risk-taking behavior. In cases where a woman or man is at high risk, we can recommend that they 
consult a doctor while we continue to be a voice that raises a higher standard.  
In cases where a client is married and monogamous, we may recommend that they consider 
a conversation with their doctor and clergy.  

1.12 STATEMENT ON ADOPTION  

Network of Life supports and promotes adoption as a loving, life affirming alternative to abortion. NOL is 
not an adoption agency and does not act as one.  

We recognize the validity of adoption as one alternative to abortion, and we actively include adoption as 
an important option for mothers and fathers to consider. Adoption education is a vital part of our peer 
counseling. But we are not biased toward adoption when compared to the other life-saving alternatives. 
NOL is independent of adoption agencies and of independent adoption counselors, referring clients to 
them as to other helpful resources. We receive no payment of any kind from these agencies, do not 
enter into contractual relationships with them, and do not share office space.  

At the client’s request we give referrals and offer ongoing peer counseling throughout the adoption 
process and afterwards. We do not keep resumes of prospective adoptive families.  We do not initiate or 
facilitate private adoptions.  

It has been decided that no NOL volunteer, staff member, or member of the Board of Directors will 
arrange a private adoption that concerns a NOL client. Arranging a private adoption which concerns any 
NOL client would leave Network of Life open to accusations of a conflict of interest. Our purpose is to 
make sure that every woman who comes into one of NOL’s centers understands her parenting and 
adoption options and feels free to make the best choice that she sees for her situation. The center does 
not keep resumes of prospective adoption families.  The center does not benefit from clients 
considering adoption.  

Arranging a private adoption, which involves one of NOL’s clients will be cause for immediate dismissal 
from any role that person holds within NOL.  

No NOL employee or volunteer may adopt a child from an active NOL client in any circumstance. 
 
Network of Life also recognizes that the ability of persons to serve as board members, employees 
or volunteers for the center may be negatively affected if they are themselves involved in pursuing 



infant adoption. Therefore, persons who are engaged in pursuing adoption will be generally discouraged 
from applying for employment or volunteer service during the period that any such pursuit of 
adoption continues. To the extent that existing employees or volunteers become involved in the 
adoption process, the Executive Director/CEO will closely monitor such situations to assure that any 
such employee or volunteer can continue to perform their duties in an appropriate manner.  

1.13 CORE VALUES   
As we seek to speak the truth in love, Respect, Integrity, and Excellence are the three hallmarks of 
our work. The Core Values chart summarizes how these values are demonstrated to our four 
critical audiences: Clients, Donors/Partners/Shoppers, Community, and NOL Team/Board.  The Core 
Values Chart is in Section 6 of this document.  

1.14 CHANGES IN POLICY  

This manual supersedes all previous personnel manuals and memos that may have been issued from 
time to time on subjects covered in this manual. However, our organization is subject to change, and we 
reserve the right to interpret, change, suspend, cancel, or dispute, with or without notice, all or any part 
of our policies and procedures at any time. We will notify all personnel of these changes. Changes will be 
effective on the dates determined by Network of Life and after those dates all superseded policies will 
be null.  

1.15 APPLICATIONS  

We rely upon the accuracy of information contained in all employee and volunteer applications and the 
accuracy of other data presented throughout the recruitment process resulting in employment 
or volunteering. Any misrepresentations, falsifications, or material omissions in any of this information 
or data may result in exclusion of the individual from further consideration for employment 
or volunteering or, if the person has been activated, termination of employment or suspension 
of participating in the volunteer program at Network of Life.  

1.16 GUIDELINES FOR WORKING WITH NETWORK OF LIFE  

The primary goal of NOL is to bring the good news of Jesus Christ in both word and action. We are 
called to speak the truth in love. Our core values are Respect, Integrity and Excellence. (Refer to Core 
Values Chart in Section 6) Therefore, please remember:  

1. We are worshipping and serving Jesus Christ. We are not in the ministry solely to serve people, but to 
worship and serve Him. In worshipping and serving Him, He will enable us to minister to those who 
come to NOL. If this focus shifts, the ministry will be less effective.  

2. Volunteers and Staff must be continually in prayer, studying the Word and in fellowship in a local 
church.  

3. God is as interested in transforming staff and volunteers’ lives through the work of NOL as He is in the 
salvation and transformation of the women and men who come to NOL. 

 
4. While we look closely at client outcomes, we must remember that our success is measured in many 



ways. We are in an on-going battle. While we measure many outcomes including the number of clients 
who do or do not have abortions, our eyes are on the Great Commission, and our Mission. Therefore, 
abortion decisions must not become the sole basis of NOL’s definition of success.  

5. God is teaching us through all the circumstances of serving inside the centers, offices, and our events, 
as well as serving on the Board or in a committee. The “hands-on” part of the ministry is not the only 
area God will use for transformation. Being faithful when there are no clients and finishing up office 
work, cleaning, sorting clothes, etc. are a test of commitment.  

6. God will use NOL to rework priorities in your life, test and strengthen you, and reshape relationships.  

7. Take the temperature of your home life often. No ministry is more important than your family.  Lines 
of communication need to stay open continually as your involvement in the ministry develops. Be 
realistic with your time commitment before the Lord.  

8. The ministry is always growing and changing. Be flexible and open to God’s leading at all times.  

9. God will teach you patience and will give you strength to deal with the challenges of the ministry as 
you submit to Him in prayer, study of the Word, and have fellowship with other believers.  

10. Do not compare the progress of your development as a staff member or volunteer with others.  You 
have a unique set of gifts that God will strengthen and refine. He uses different pressures 
and experiences to refine each person.  

 

SECTION TWO  

PERSONNEL POLICIES  

2.1 ACCIDENTS AND INCIDENTS  

If you should sustain an injury or suspected injury while on the job, you are required to notify your 
supervisor immediately. Your supervisor will then evaluate your injury or suspected injury and assist you 
in securing appropriate medical assistance.  

As soon as practically possible, but in no case later than 24 hours following your injury or suspected 
injury, you are required to complete an incident report documenting the circumstances surrounding the 
event. You may obtain this report from your immediate supervisor.  

If you witness an accident or injury within the premises of Network of Life, appropriately assist the 
person sustaining the potential injury and then notify the supervisor immediately. An incident report 
should be completed detailing the events.  

Copies of incident reports are distributed as follows:  

1. Original kept by the HR Manager and/or Executive Director/CEO in Network of Life’s files  
2. In the health file in situations where personnel sustained a potential injury  
3. In a client chart, if appropriate  
4. To Network of Life’s Board President  



2.2 ACCIDENT AND INCIDENT REPORT. A sample report is located in the Appendix at the end of this 
document.  
 
 
2.3 ANTI-HARASSMENT – GENERAL  

Network of Life will not tolerate harassment in the workplace including harassment motivated by sex, 
race, creed, color, religion, national origin, ancestry, age, nationality, marital or political status and  
disability. Center officials, appointees, managers, supervisors, employees, volunteers and outside 
contractors alike must comply with this policy and take appropriate measures to ensure that such 
conduct does not occur. Violations of this policy will result in disciplinary action up to and including 
discharge or, in the event non- employees are found to be at fault, other appropriate action.  Employees 
who feel they have been subjected to harassment must report the harassment to the Executive 
Director/CEO or, if the complaint is about the Executive Director/CEO, to the Board Chair.  

2.4 ANTI-HARASSMENT – SEXUAL  

As a part of the Anti-Harassment Policy, the center also strictly prohibits sexual harassment including, 
but not limited to:  

• Making unwelcome sexual advances or requests for sexual favors as a condition of employment or 
volunteerism.  
• Making submission to or rejection of such conduct the basis for decisions affecting the employee or 
volunteer.  
• Creating an intimidating, hostile or offensive working environment by such conduct.  
• Making unwelcome, offensive remarks or engaging in physical contact with subordinate or fellow 
personnel that would not have been made but for the personnel’s sex, or which is sexually oriented to 
the extent that it would not occur but for the fact of the person’s gender.  
• Harassment based solely on gender, which creates a hostile and offensive work environment.  

Sexual harassment may take different forms. One specific form is a demand for sexual favors.  

Other forms of harassment include, but are not limited to:  
• Sexual innuendoes, suggestive comments, joke of a sexual nature, sexual propositions or threats.  
• Suggestive objects or pictures, graphic commentaries, e-mails, suggestive or insulting sounds, leering, 
whistling, obscene gestures.  
• Unwanted physical contact, including touching, pinching, brushing the body, pushing.  
• Non-sexual conduct such as intimidation and hostility based solely upon gender.  

Personnel who feel they have been subject to sexual harassment must report the harassment to the 
Center Director or Team Leader as soon as possible or, if the complaint is about the Executive 
Director/CEO, to the Board Chair.  

2.5 ATTENDANCE ANDTARDINESS  



Regular attendance is essential to the smooth operation of Network of Life and shows respect for your 
fellow employees/volunteers who must do your job in your absence. It is necessary for you to report to 
work regularly and on time. If you will be unable to report to work, or will be late, you must let your 
supervisor know as soon as you know you will be absent or tardy, and always before your scheduled 
starting time. If your supervisor is unavailable, leave a message with the Executive Director/CEO stating 
your reason for being late or for not being able to report to work and a telephone number where you  
can be reached.  

If your absence or tardiness is due to an emergency, you must call in or have someone call in for you as 
soon as possible. Attendance or tardiness problems, as well as failure to call in, may result in discipline 
up to and including discharge. Any employee or volunteer who fails to report for work or call in for three 
days in a row will be deemed to have abandoned their job and may be terminated.   

Repeated tardiness for employees (over 15 minutes late on 2 or more days in a pay period) will be 
addressed by your supervisor and reported.  

Although Network of Life realizes that on occasion everyone misses work for valid reasons, even 
legitimate absences or tardiness may be cause for discipline or discharge if, in the opinion of 
management, the absence or tardiness is excessive and adversely affects your ability to properly 
perform your job.  

2.6 BREAK PERIODS  

See the Employee Handbook Section for a more extensive discussion of breaks. Network of Life 
personnel are entitled to take 15-minute breaks within each 4-hour period worked and 30-minute 
breaks within each 6–8-hour period.  

2.7 BUILDING AND CENTER PERSONNEL SECURITY  
All personnel who are issued keys/codes to the clinic are responsible for their safekeeping. The 
last  person to leave the center at the end of the business day assumes the responsibility to ensure that 
all  doors are securely locked, the alarm system is armed (if applicable), thermostats are set 
on  appropriate evening and/or weekend settings, and all appliances and lights are turned off with 
the  exception of the lights normally left on for security purposes. Personnel planning to be on the NOL 
properties after hours should gain permission from a supervisor. If a staff member is in the center alone 
to do office work or other work unrelated to seeing clients, all of the center's doors should be kept 
locked.  

To provide maximum security for all employees and volunteers, no client will be seen in any of the 
centers unless at least two NOL staff/client advocates are present. The board feels that this policy 
provides an added measure of safety for all concerned, thus protecting both client advocates and 
clients. It also provides security for the center's equipment and for the center's confidential records.   

Staff and volunteers leaving the Center after 5:00 should never be alone but instead should walk to their 
cars in pairs.  



2.8 CONFLICT RESOLUTION and WHISTLEBLOWER  
Whereas Matthew 18 describes the biblical principle for resolving conflicts and whereas Network of  Life 
is a faith-based organization committed to obeying God’s Holy Word, the Board of Directors and all  staff 
and volunteers of Network of Life will implement the model set forth in Matthew 18 and will  follow the 
procedures listed below for conflict resolution.1  

Biblical principle  

“And if your brother sins go and reprove him in private; if he listens to you, you have won your brother.  
But if he does not listen to you, take one or two more with you, so that the mouth of two or three 
witnesses may confirm every act. And if he refuses to listen to him, tell it to the church…” Matthew 
18:15-17 New American Standard Version  

Procedures:  

Each member of the Board of Directors, the Executive Director/CEO, the Management Team and all 
other staff and volunteers will sign the CONFLICT RESOLUTION AND INTERPERSONAL COMMITMENT 
AGREEMENT. The original copy of this signed agreement will be placed in the staff, or volunteer’s 
personnel file and a copy of such signed agreement will be given to the Personnel. (All staff and 
volunteer personnel files, including Board member files, will be kept on site at the center’s 
administration office.)  

1 Network of Life acknowledges that while we are not “the Church” we are composed of men and women 
representing the Body of Christ and the wisdom found in Matthew 18 is applicable for effective 
organization management.  

Whereas Matthew 18 will be the standard of conduct for all volunteers and staff, therefore, this policy 
and the Conflict Resolution and Interpersonal Commitment Agreement will be reviewed at the annual 
Board of Directors’ meeting and with all staff and volunteers at least once a year.  

If any person has a concern with another person in the organization, they will first pray about the issue 
and then go to that person in a spirit of humility and love. Both parties will attempt to resolve the issue 
in the best interest of the organization through communication and forgiveness. If the parties are unable 
to resolve the issue, they will ask the person(s) at the next level in the organization (one or two people) 
to assist them in resolving the issue. If there is still no resolution, then a written report will be submitted 
to the Executive Director/CEO. If the Executive Director/CEO is unable to bring resolution, the matter 
will be placed on the agenda of the next board meeting (special or regular), and the Board of Directors 
will address the concern at that time. No board member will speak with a staff member or a volunteer 
of the organization about an issue regarding the complaint. Two Pastors will be on call and may be 
brought in where there is an unresolved conflict to offer advice and integrity to the situation.  

If a staff member or volunteer has a conflict with the Executive Director/CEO, he/she will speak directly 
with the Executive Director/CEO about the problem before discussing the issue with a board 
member.  No board member will speak with a staff member or a volunteer of the organization about 
any issue regarding the Executive Director/CEO before the staff member or volunteer has followed the 
procedures defined herein.  

If the complainant is unsatisfied with the response from the Executive Director/CEO, he/she will 
complete an Incident Report and submit it to the Board Chair.  



If the complainant files a report because they believe that the Executive Director/CEO has committed 
illegal or unethical acts that jeopardize the organization, the complainant shall submit the report directly 
to the Board Chair with a copy of the report given to the Executive Director/CEO. In such a situation, 
the Board Chair shall have exclusive responsibility to investigate all reported violations. All such reports 
shall be promptly investigated, and appropriate corrective action will be taken and documented. The 
Board Chair will report to the Board of Directors who will determine the appropriate response and will 
provide a response in writing to the complainant. In the event the Board of Directors determines that a 
complaint has been filed maliciously and/or in bad faith, the filing of such complaint shall be deemed to 
be a serious offense, and the Board shall take disciplinary action against the complainant in a manner 
that is deemed appropriate.  

If a board member has a concern regarding the Executive Director/CEO, the board member will go 
directly to the Executive Director/CEO. If the board member is unsatisfied with the response from the 
Executive Director/CEO, he/she will bring one or two additional board members with him/her to speak 
with the Executive Director/CEO. If they are unsatisfied with the outcome of their conversation with the 
Executive Director/CEO, the board members will complete the Incident Report and submit it to the 
Board Chair with a copy to the Executive Director/CEO. The matter will be placed on the agenda of the 
next board meeting (special or regular), and the Board of Directors will address the concern at that 
time.  

All documentation of complaint/concern and any action taken pertaining to a complaint will be kept at 
Network of Life office for a period of 5 years.  

2.9 CONFLICT RESOLUTIONS COMMITMENT AGREEMENT (See Signature Page in Section Seven, Forms 
and Acknowledgments)  

2.10 CORRECTIVE ACTION/CORRECTION ACTION FORM  

Network of Life holds each of its employees to certain work rules and standards of conduct (see Section 
4). When an employee deviates from these rules and standards, Network of Life will take corrective 
action up to and including termination.  

Corrective action at Network of Life is progressive. That is, the action taken in response to a rule 
infraction or violation of standards typically follows a pattern increasing in seriousness until the 
infraction or violation is corrected. The usual sequence of corrective actions includes  

1. An oral (verbal, face to face) warning,  
2. A written warning, 
3. A written warning with Probation  
4. And finally, termination of employment. 

When deciding which initial corrective action would be appropriate, the Executive Director/CEO and/or 
designee will consider the seriousness of the infraction, the circumstances surrounding the matter, and 
the employee’s previous record.  



Though committed to a progressive approach to corrective action, Network of Life considers certain rule 
infractions and violations of standards as grounds for immediate termination of employment.  These 
include but are not limited to:  

• Theft in any form  
• Insubordinate behavior  
• Vandalism or destruction of the organization’s property  
• Violation of the policy on confidentiality  
• Violation of the policy on conflict resolution  
• The use (especially personal use) of organization equipment without prior authorization  
• Untruthfulness about personal work history, skills, or training  
• Divulging the organization’s business practices, and misrepresentations of Network of Life to a 
patient, a prospective patient, the general public, or personnel 
• Unsatisfactory job performance  
• Repeated tardiness (over 15 minutes late on 10 or more days in a pay period) 
• Excessive absence  
• Falsification of center records  
• Failure to adhere to the Statement of Faith  
• Improper conduct toward a patient or coworker  
• Sexual harassment  
• Other misconduct  

A Sample Corrective Action Form can be found in the Appendix at the end of this document.  

2.11 CONFLICT OF INTEREST  

All Network of Life staff members are expected to perform their duties and responsibilities for the 
organization free from undue competing interests and influences. Staff members will not use their 
positions with the organization to acquire any improper personal gain or advantage. Network of Life 
shall not directly engage in any business transactions with staff members or with any persons or entities 
closely related to staff members, unless all of the following conditions are met:  

• A decision is made, without the participation of the interested staff member, that the 
transaction is in the best interest of the organization.  
• An objective showing can be made through competitive bids, appraisals or other similar 
evidence that the transaction is in the best interest of the center; and,  
• If the proposed transaction involves the payment of more than $300 it is reviewed and 
approved by the Board of Directors.  

Staff members will not misappropriate for their own benefit any property or opportunities that properly 
belong to the center. In this connection, staff members are advised that, in the absence of some special 
agreement, all materials that they author or prepare while working or serving for Network of Life will 
remain the exclusive property of the center.  



Staff members are prohibited from participating on behalf of the organization when their ability to make 
a decision in the best interest of the organization may be unduly influenced by personal interests or 
concerns. Staff members will not personally accept any gifts from vendors or other outside parties that 
seek favorable consideration by the organization.  

Network of Life recognizes that its employees and volunteers may seek to serve other organizations and 
causes in their community. Network of Life generally encourages such service. However, staff members 
should remain cautious about serving on behalf of other organizations that may have contrary 
philosophies or goals to Network of Life.  

2.12 CRIMINAL BACKGROUND CHECKS  
In order to ensure that individuals have no history of criminal behavior, criminal background checks are 
required for staff and volunteers. Although a criminal background check is no guarantee against criminal 
acts, it does reduce the likelihood of crime and may reduce the center’s liability in the event a crime 
occurs. HR will initiate the background check.  Center Directors or Team Leaders will be alerted when it 
is completed. If the background check will reveal a conviction relevant to the sensitive position, let us 
know ahead of time. Depending on the circumstances, the individual may be disqualified from holding 
such position.  
 
Network of Life recognizes its need to investigate their personnel’s criminal history and must be 
balanced with the need to also protect staff’s privacy. Background checks will be done every two years 
for personnel at Network of Life.  

Procedure:  
During the onboarding process, you will be directed to the HR manager and provided with information 
needed for the criminal background check.  

Performing a criminal background check does not relieve the Hiring Team of the obligation to perform 
reference checks, verify prior employment, obtain copies of licenses or certificates required for the 
specific position, and perform other checks.  

All Personnel will sign a Consent for Background Check  
The Executive Director/CEO and/or designee will request each employee or volunteer to sign a Consent 
for Background Check prior to performing the background check. If the employee/volunteer refuses to 
sign the Consent for Background Check, the Executive Director/CEO will deem the employee or 
volunteer ineligible to work/volunteer at Network of Life and the employee or volunteer will be 
terminated.  

If the criminal background check reveals convictions:  
The Executive Director/CEO will be notified of all criminal background checks in which convictions are 
found. He/she will review these reports and make final determinations regarding the suitability of 
individuals.  
He/she may recommend implementation of additional controls before an individual with a conviction 
can be activated. The review should be completed within seven days of receiving notification from law 
enforcement.  



Only criminal convictions will be considered in determining an individual’s suitability for 
employment.  Detention and/or arrest without conviction do not constitute valid grounds for 
employment decisions and cannot play a part in the decision-making process. However, if an individual 
has a criminal case pending, his or her suitability for continued employment might be reviewed upon 
disposition of the case.  

Certain types of convictions will automatically preclude hiring or promotion into a sensitive position.  For 
example, individuals with convictions for theft, embezzlement, identity theft, or fraud cannot be hired 
into positions with fiduciary responsibilities. Convictions for child molestation and other sex offenses will 
automatically preclude an individual from employment that involves direct unsupervised contact with 
patients, students, outreach programs, or access to residence facilities. Workplace or domestic violence, 
or other convictions for behaviors that would be inappropriate for specific jobs, may also be grounds for 
denial of employment. The above list is not inclusive but is intended to illustrate the decision-making 
criteria.  

In determining an individual’s suitability for employment or change in job duties where the individual 
under consideration has convictions, the committee will consider the specific duties of the position, the 
number of offenses and circumstances of each, whether the offenses were disclosed on the application 
and the overall application of the candidate.  

The HR manager shall notify all subjects of the results of their criminal background check. If the results 
of the criminal background check preclude an individual from employment, transfer, or reassignment of 
the job duties, the HR manager will disclose to the subject the date(s) and the type of convictions(s) 
found in the criminal background check.  

2.13 PERSONNEL REQUIRING MEDICAL ATTENTION  

In the event personnel require medical attention, whether injured or becoming ill while at work, the 
personnel’s personal physician must be notified immediately or call 911. If it is necessary for the 
employee/volunteer to be seen by the doctor or go to the hospital, a family member will be called to 
transport the employee/volunteer to the appropriate facility. If an emergency arises requiring 
Emergency Medical Services to evaluate the injury/illness of an employee/volunteer on-site, the 
employee/volunteer may be responsible for any transportation charges if the injury or illness is not work 
related. Furthermore, Network of Life personnel will not be responsible for transportation of another 
employee/volunteer due to liabilities that may occur. A physician’s “return to work” notice may be 
required.  

2.15 EXPENSE REIMBURSEMENT  

Expenses incurred by an employee or staff member of ANY amount must have prior approval by the 
Executive Director or the Bookkeeper. Expense forms are included at the end of this manual. The policy 
for mileage reimbursement is in the Human Resources Employee Policy Book section 3.10. The 
reimbursement requests will be processed like an invoice. All completed reimbursement request forms 
should be turned in to the Office Bookkeeper for review, discussion and/or approval. For reimbursement 
for mileage incurred by volunteers must be approved ahead of time.   

2.16 HEALTH RELATED ISSUES  



Personnel, who become aware of any health-related issue, including pregnancy, should notify their 
supervisor of their health status. This policy has been instituted strictly to protect the 
employee/volunteer.  

A written “permission to work” from the employee/volunteer’s doctor may be required on a case by 
case basis at the time or shortly after notice has been given. If needed, the doctor’s note should specify 
whether the employee/volunteer is able to perform regular duties as outlined in his/her job description.  

A leave of absence may be granted on a case-by-case basis. If the need arises for a leave of absence, 
personnel should notify their supervisor. 
 

2.17 HOLIDAYS and Paid Time Off are discussed further in the Employee Human Resources Manual 
Section 3.12 
 
2.18 INCLEMENT WEATHER/EMERGENCY CLOSURES  

At times, emergencies such as severe weather, fires, or power failures can disrupt organization 
operations. The decision to close the office will be made by the Center Director, Team Leader, or 
Executive Director. The decision should be a careful one with every effort to maintain normal operating 
hours.  
When the decision is made to close the office, employees will receive official notification from the 
Center Director, Team Leader, or Executive Director  

Employees will be paid for the normal operating hours and shall be strongly encouraged to work at 
home or serve at another open location whenever possible.   

2.19 INSURANCE ON PERSONAL EFFECTS  

All personnel should be sure that their own personal insurance policies cover the loss of anything 
occasionally left at the office. Network of Life assumes no risk for any loss or damage to personal 
property.  

2.20 MINIMUM AGE OF PERSONNEL  

Network of Life seeks to recruit staff members who possess the requisite maturity to perform the 
important responsibilities of our ministry. Also, Network of Life recognizes that younger clients may be 
subject to potential intimidation and fear of coming to the center if they perceive that their situations 
may become known to their peers. Therefore, ordinarily, only persons who are 18 years of age or older 
are considered for employment or volunteer service with clients, small groups, or speaking 
engagements. The Executive Director is authorized to make exceptions to this policy only in 
extraordinary circumstances and only when the concerns expressed in this policy are otherwise 
satisfied.  

2.21 MULTI-LEVEL MARKETING  

Multi-level marketing (MLM), also known as Network Marketing, is a marketing strategy that 
compensates promoters of direct selling companies not only for product sales they personally generate, 
but also for the sales of others they introduced to the company. The products and company are usually 



marketed directly to consumers and potential business partners by means of relationship referrals and 
word of mouth marketing.  

Network of Life shall refrain from participation in any multi-level marketing (MLM) business, also known 
as “Network Marketing”. This includes, but is not exclusive to, any home-based business or pyramid 
marketing “opportunities”, schemes or business plans.  

Employees/volunteers of Network of Life may participate in a MLM business on their own time, away 
from Network of Life. Employees/volunteers shall not attempt to market their MLM business while on 
duty at Network of Life or while participating in activities associated with Network of Life.  

Network of Life will accept monies donated that were earned through multi-level marketing, whether 
known or unknown. 
 

2.22 NON-DISCLOSURE/CONFIDENTIALITY  

The protection of confidential information is vital to the interests and success of Network of Life. Such 
confidential information includes, but is not limited to, the following examples:  

• Compensation data  
• Financial information  
• Marketing strategies  
• Pending projects and proposals  
• Proprietary production processes  
• Personnel/Payroll records  
• Conversations between any persons associated with the organization  
• Private/Personal patient health information  

All personnel are required to sign the non-disclosure agreement, Non-Disclosure/Confidentiality 
Form.  Personnel who improperly use or disclose confidential information will be subject to disciplinary 
action, including termination of employment and legal action, even if they do not actually benefit from 
the disclosed information.  

2.23 NON-DISCRIMINATION  

In order to provide equal opportunities to all individuals, decisions at Network of Life will be based on 
merit, qualifications, and abilities. Network of Life does not discriminate in employment or volunteer 
opportunities or practices because of race, color, sex, national origin, age or disability.  

Since Network of Life is a faith-based organization, it is the organization’s preference to hire only those 
that hold the same core values as the organization.  

Network of Life will make reasonable accommodations for qualified individuals with known disabilities 
unless doing so would result in an undue hardship. This policy governs all aspects of employment, 
including selection, job assignment, compensation, discipline, termination, and access to benefits and 



training. Employees with questions or concerns about discrimination in the workplace are encouraged to 
bring these issues to the attention of their supervisor. Employees can raise concerns and make reports 
without fear of reprisal. Anyone found to be engaging in unlawful discrimination will be subject to 
disciplinary action, including termination of employment.  

2.24 PARKING  

Personnel must park their cars in areas indicated by the organization. Please ask the Center Director or 
Team Leader about parking arrangements for your hours or service times.   

2.25 PERFORMANCE REVIEW/EVALUATION  

Personnel will receive an annual performance review. New personnel and those with particular 
circumstances may receive more frequent reviews. An annual review of the Executive Director/CEO will 
be conducted by the Board Chair or by another board member/committee designated by the Board. The 
performance evaluations will address, among other factors, attendance, dependability, initiative, work 
quality, work quantity, and ability to work with others. The purpose of these performance evaluations is 
to provide necessary feedback and to help personnel improve their job performance. All personnel will 
have an opportunity to discuss their performance evaluations with their immediate supervisors. Written 
copies of the performance evaluations will be kept in the person’s file. (See section 2.3 for details 
regarding Volunteer Evaluations.)  

2.26 PERSONNEL DATA CHANGE  

It is the responsibility of each employee to promptly notify Network of Life of any changes in personnel 
data such as:  

• Mailing address  
• Telephone numbers  
• Marriage (name change) and any other life events that impact records  
• Individuals to be contacted in the event of an emergency   

Notice of changes should be emailed to jensenr@womenschoicenetwork.com. Personnel personal data 
should be accurate and current at all times.  

2.27 PERSONNEL FILES  

A personnel file will be maintained for each employee/volunteer of the center. The records are stored in 
a locked file at the administrative office. Virtual files are in password protected systems. The contents of 
such file will include:  

• Persons Full Name  
• Social Security Number (while this is required for background checks, it will not be retained for 

volunteer staff. It will be shredded after enrolling in Protect My Ministry) SS will be retained for 
employees only  

• Copy of driver’s license (employees only)  
• Vehicle insurance (only if using personal vehicle for Network of Life business  
• Professional license for all medical staff and volunteers including registration or certification 

number and date of expiration  

mailto:jensenr@womenschoicenetwork.com


• Employment/volunteer application  
• Resume (employees only)  
• Verification of references  
• Job Description  
• Signed Confidentiality Agreement,  
• Mandated Reporter certificate (if applicable),  
• Hep B Declination (if applicable) 
• Date of Commencement of employment or volunteering  
• Date of termination of employment or volunteering  
• Documentation of training and orientation with dates of completion  
• Performance evaluations  
• Proof of participation in OSHA training, fire drills and disaster program training with dates of 

completion  
• Proof that the person read and understood and signed the Network of Life Employee and 

Volunteer Policies and Procedures  
• New Hire Info Form, W4 form and Department of Justice I-9 Form – Employee Only  
• Copy of bi-annual Background check  
• Any records resulting from personnel corrective actions  

Any other documents which the Executive Director/CEO or the employee/volunteer’s immediate 
supervisor determines should be reasonably included within such file. All personnel will have the right  
to inspect their own personnel files with their immediate supervisor at a mutually convenient time.  

Personnel files will be kept confidential. Access to such files will only be allowed to the Executive 
Director/CEO, immediate supervisors, and such other persons, if any, who have a valid business reason 
to obtain information from such files. Outside requests for information from personnel files will be 
handled in strict accordance with the center's policy concerning the release of employee and volunteer 
information.  
These records will be maintained for three years following termination of employment or volunteering. 

2.28 POST ABORTION APPLICANTS  

Network of Life requires all employees and volunteers to maintain a servant’s posture and to have the 
spiritual and emotional capacity to focus on the needs of the clients. Since all of us have personal needs 
and face personal issues, Network of Life recognizes that there are some who are still in need of healing 
and restoration from an abortion experience. This pain from their past may be more recognizable during 
service with NOL and may render them ineffective in ministering to the needs of our clients, especially 
to those who are abortion vulnerable or abortion minded. It is our desire to see healing and freedom 
flourish among our team members through the restorative power of the blood of Jesus Christ.  

It is the requirement of Network of Life that all applicants for employment or volunteer service who 
have had an abortion or were otherwise impacted by an abortion in their past must participate in a post 
abortion healing study or ongoing class. This includes all personnel who upon occasion will benefit from 
a new class or a refresher class. See your supervisor or Breathe Leader for more information. 

2.29 SAFETY  



Network of Life is committed to providing a safe work environment for its employees and volunteers. 
Network of Life will abide by all applicable OSHA regulations as well as any other applicable state or 
local safety regulations. All employees and volunteers are expected to follow good safety practices and 
to adhere to all applicable safety rules and procedures. No employee or volunteer will be requested to 
perform any duty or responsibility that may expose such employee or volunteer to an unreasonable risk 
of personal harm. Any employee or volunteer that becomes aware of any unsafe working condition will 
immediately report such condition to his or her supervisor. Any employment or service-related injuries 
to employees or volunteers will be promptly reported. The willful violation of safety rules, the failure to 
report unsafe conditions, and the failure to report incidents involving employee or volunteer injury are 
considered serious offenses and may result in disciplinary action, including possible termination.  

Network of Life strictly prohibits any form of violence in the workplace, including verbal threats, 
nonverbal threats and related actions. Employees and volunteers will promptly report any incidents 
involving violence or threats of violence that they may observe. The Executive Director/CEO will take 
prompt and appropriate remedial actions. Any criminal misconduct will be immediately reported to 
appropriate authorities. Any employee or volunteer who engages in such improper conduct may be 
subject to immediate dismissal.  

No volunteer or staff person should work alone in the office. In the event that a person is working 
alone for a period of time, the doors shall be locked, and the office shall be closed to the public. If 
personnel are present during nighttime hours, they shall be escorted to their cars in the parking lot upon 
leaving the Clinic. 

Network of Life provides information to personnel about workplace safety and health issues through 
regular internal communication such as:  

• Training sessions  
• Team meetings  
• Bulletin board postings  
• Memorandums  
• Other written communications  

Personnel who violate safety standards, cause hazardous or dangerous situations, or fail to report, or 
where appropriate, remedy such situations, may be subject to disciplinary action including termination 
of employment.  

In the case of an accident that results in injury, regardless of how insignificant the injury may appear, 
personnel should notify their supervisor.  

2.30 SUPPLIES, EXPENDITURES/OBLIGATING THE ORGANIZATION  

Only authorized persons may purchase supplies in the name of Network of Life. No employee whose 
regular duties do not include purchasing shall incur any expense on behalf of Network of Life or bind 
Network of Life by any promise or representation without written approval. Those authorized to make 
expenditures should contact the bookkeeper and retain receipts and order confirmations for office 
records.   

2.31 VISITORS AT THE CENTER  



Network of Life desires to preserve maximum confidentiality and comfort for clients who visit the 
center. Therefore, employees and volunteers are generally discouraged from having visitors at the 
center except under such circumstance as are reasonably necessary. Employees or volunteers who 
anticipate the need to have visitors should seek prior permission from the Executive Director/CEO.   
Except when absolutely necessary, children and family members of employees or volunteers are 
discouraged from coming to the center during regular office hours. The exception to this would be if the 
employee or volunteer was being picked up by someone.  

Out of respect for the confidentiality of our clients, all guests should remain in the administrative area 
and refrain from going into the counseling and exam rooms.  

Tours and special visits from interested persons may be scheduled with the Center Director’s permission 
or by employed staff members when the center is not open for client visits.  

 

SECTION THREE   

3.1 STANDARDS OF CONDUCT  

The work rules and standards of conduct for Network of Life are important, and the organization 
regards them seriously. All personnel are urged to become familiar with these rules and standards. In 
addition, personnel are expected to follow the rules and standards faithfully in doing their own jobs and 
conducting the organization’s business. Please note that any personnel who deviate from these rules 
and standards will be subject to corrective action up to and including termination of the relationship.  

While not intended to list all the forms of behavior that are considered unacceptable in the workplace, 
the following are examples of rule infractions or misconduct that may result in disciplinary action, 
including termination of the relationship.  

• Theft or inappropriate removal or possession of property  
• Falsification of timekeeping records  
• Working under the influence of alcohol or illegal drugs (See Section 3.13 Substance Abuse) • 
Possession, distribution, sale, transfer, or use of alcohol or illegal drugs in the workplace • (See Section 
3.13, Substance Abuse).  
• Fighting or threatening violence in the workplace  
• Boisterous or disruptive activity in the workplace  
• Negligence or improper conduct leading to damage of organization-owned or patient owned property  
• Insubordination or other disrespectful conduct  
• Violation of safety or health rules  
• Smoking in the workplace  
• Sexual or other unlawful or unwelcome harassment (See Section 2.4, Harassment, 2.5 Including Sexual 
Harassment)  
• Excessive absenteeism or any absence without notice  
• Unauthorized use of telephones, or other organization-owned equipment (See Section 3.14, 
Telephone/Postage/Fax/Copier Use)  



• Using Network of Life equipment for purposes other than business (i.e. playing games on computers 
or personal Internet usage)  
• Unauthorized disclosure of confidential information  
• Violation of personnel policies  
• Unsatisfactory performance or conduct  

3.2 PRO-LIFE ACTIVISM  
NOL recognizes the value of public demonstrations that support life. If Staff and Volunteers participate 
in active demonstrations such as 40 Days for Life and other public protests of abortion, they must do so 
as individuals and not act as representatives of NOL. If interviewed by media or when identifying 
themselves, they are not permitted to represent the NOL organization in any way unless given specific 
authority to do so. Violations will be considered immediate grounds for dismissal. 
If staff or volunteers choose to participate in public demonstrations, sidewalk prayer or sidewalk 
counseling, etc., they must maintain confidentiality of client information at all times. Identification of 
NOL clients or sharing any information about clients in prayer or communications is never 
permitted.  Breaking the confidence of our clients will be grounds for dismissal. If a staff member or 
volunteer becomes aware of an abortion plan made by a client, they are never permitted to 
intentionally appear at a demonstration to target and dissuade a specific client from her abortion plan.  

While lawful assembly is permitted, participation in any pro-life demonstrations intended for civil 
disobedience that may lead to arrest is not permitted for our staff and volunteers. Efforts such as 
Operation Rescue and similar efforts intended to disrupt and break the FACE laws or any other activity 
considered under current court authority as an act of civil disobedience at a hospital or abortion clinic 
are not permitted. A rescue operation in this sense could lead to a lawsuit against the individual 
involved and against NOL. Any participation in any way with such an event, even in a passive way, would 
be grounds for immediate dismissal from the NOL volunteer or paid staff.  

3.3 POLITICAL ACTIVITIES  

Network of Life status as a tax-exempt corporation limits the ability to participate in political campaigns 
and some political activities. Therefore, all employees and volunteers are encouraged to refrain from 
engaging in any unauthorized political activities during the time they are at work or during the time they 
are otherwise serving the clinic in a representative capacity. No employee or volunteer will be allowed 
to maintain, post or distribute any political campaign literature upon the clinic premises. No employee 
or volunteer, while acting in a representative capacity for the clinic, will be allowed to make public 
statements for or against any specific political candidates without consulting first with their supervisor. 
The Board may authorize clinic personnel to participate in insubstantial lobbying efforts on behalf of the 
clinic, but no such efforts will be undertaken without the express authorization of the Board. Employees 
and volunteers are otherwise free and encouraged, on their own time, to participate in political 
activities (other than abortion clinic activism), to engage in partisan politics, and to advocate and vote 
for such candidates and propositions as they deem fit. During the time that an employee or volunteer is 
participating in any such outside political activities, he or she will refrain from such actions, such as 
wearing clothing with the clinic’s name, which might erroneously indicate that he or she is acting in a 
representative capacity for the clinic.  

3.4 AGREEMENT TO RESOLVE DISPUTES -MEDIATION/ARBITRATION  



In consideration of our mutual promises, we agree as follows: We are Christians and believe that the 
Bible commands us to make every effort to live at peace and to resolve disputes with each other in 
private or within the Christian Church (see Matthew 18:15-20; 1 Corinthians 6:1-8). Therefore, we agree 
that any  claim or dispute, including any statutory claim, arising from or related to the employment 
relationship  between the parties, including, but not limited to, the terms or conditions of employment, 
any employee  disciplinary actions, or any termination of employment, shall be settled by biblically 
based mediation and,  if necessary, legally binding arbitration in accordance with the Rules of Procedure 
for Christian Conciliation  of the Institute for Christian Conciliation; judgment upon an arbitration award 
may be entered in any court  otherwise having jurisdiction.  
Complete text of the Rules is available at www.peacemaker.net.  

We agree that these methods shall be the sole remedy for any controversy or claim arising out of our 
employment relationship, and we expressly waive our right to file any legal action or claims in any civil 
court or agency against one another for such disputes, except to enforce an arbitration decision. In the 
event any provision of this contract shall be deemed invalid by a competent court, all remaining 
provisions are deemed severable and shall remain in full force and effect. This agreement is entered into 
solely for the purpose of determining how any legal disputes between us shall be resolved and nothing 
in this agreement shall be deemed to create additional employment rights or to alter the at-will 
employment relationship between us.   

3.5 CELL PHONE and EMAIL USE   

Network of Life, in the interest of security, privacy and efficiency, must set reasonable limits on all 
employee and volunteer use of personal cell phones, personal devices (Kindle, Fire, Ipad, etc.), and 
office devices. for This policy applies to all staff, both paid and volunteer.  

TELEPHONE/POSTAGE/FAX/COPIER USE  

Network of Life telephones/postage/fax/copier is intended for the use of serving our clients and in 
conducting the organization’s business.  

Network of Life expects all personnel to exercise honesty, good judgment, and common sense in 
connection with their personal use of any property and materials belonging to the center. Personnel are 
permitted to make limited personal use of the center’s telephones and office equipment provided that 
such usage does not interfere with the normal operations of the center and provided further that any 
expenses incurred are promptly reimbursed.  

To respect the rights of all personnel and volunteers and to avoid miscommunication in the office, 
employees must inform family members and friends to limit personal telephone calls during working 
hours.  

Network of Life, in the interest of security, privacy and efficiency, must set reasonable limits on all 
employee and volunteer use of personal cellular phones and personal devices that make or receive 
phone calls, leave messages, send text messages, games and social media, or use email, whether the 
device is company-supplied or personally owned. This policy applies to all staff, both paid and volunteer. 
Use of personal cell phones for social media, games, etc. during office work hours is considered outside 
the scope of employment unless job description requires it (i.e., donor development). Use of personal 
devices should be during breaks only.  



Personnel will request approval from the Executive Director/CEO before making personal use of other 
office equipment, amenities, or materials. The appropriate procedures will be implemented to assure 
that personnel reimburse the center for any personal expenses incurred for postage, materials or any 
other purposes.  

Any employee or volunteer who utilizes the office computer or internet to gain access to pornographic 
or inappropriate materials will be immediately subject to disciplinary action, up to and including 
immediate termination.  

Personal calls:  

Cell phones, whether personal or company-supplied, shall be used sparingly for personal calls/text 
messaging in the workplace and/or while working off-site. Cell phones should be placed on vibrate while 
working and unless the call is an emergency or necessary communication with family, all incoming calls 
should be allowed to go to voicemail and retrieved during breaks or at lunch. When cell phones must be 
used for personal calls, it should be in such a manner as not to disturb other people at the workplace. 
Such use shall be minimal and not interfere with the operations of the center. Except for emergencies or 
necessary communication with family, personal text messaging, emails, social media, and games are 
discouraged during work hours and are only allowed during breaks or lunch.  

Use of personal phones for client follow-up:  
Clients who give permission for NOL follow up calls should be called from a NOL phone.  Personal cell 
phones and staff or volunteer's home phones should not be used except when assigned by supervisors, 
or in rare emergencies to protect our staff and volunteers from harassment and to honor our clients' 
privacy and confidentiality.  

Personal phones to contact clients may only be used under these special circumstances:  

● When the client has given specific permission for the NOL volunteer or staff person to call from their 
personal cell or home phone. This permission should be noted in the client's chart. (This may be to 
provide arrangements for a ride or to give information that cannot be obtained during business hours 
and should only be used in these one-time special situations.)  
● When weather or other emergencies interrupt the appointment schedule and the Director must make 
calls to alert clients to the change.  
● When a staff nurse determines that contact must be made outside of business hours.  
● When access to a NOL phone is impossible because of maintenance, repair, or other failure.  

Use of Phone Camera:  

Using your phone to take photos inside the Center can present risks to Network of Life, potentially 
compromising patient information, trade secrets, or the privacy of other staff. Therefore, care should be 
taken when photographing anything inside the Center. When taking pictures of clients and their family 
members, signed permission to share those photos must be on file. Permission must be given by the 
client to use their name or the names of anyone included in the photo. Photos shared with staff, used in 
promotion or donor support must be used with the highest concern for confidentiality.   

Risk of loss:  



Personnel assume the risk of loss or damage to cell phones or other electronic devices carried by them 
during their workday. Network of Life assumes no liability for loss or damage to personnel personal 
property, including cell phones carried on Network of Life property or business.  

EMAIL, FACEBOOK, SOCIAL MEDIA, AND OTHER INTERNET USE  

Network of Life realizes that when an employee or volunteer uses email or any social media, there is 
potential for legal action both against the company and against the individual employee/volunteer. In 
addition, it is in the interests of both the company and the employee/volunteer that personal use of 
email for non-business-related activity be very limited and incidental. As such, employees and 
volunteers are required to adhere to this policy when using email. Employees and volunteers are 
required to always use professional and courteous language in email transmissions. Employees and 
Volunteers referring to NOL or any of its projects and programs must reflect our Core Values at all 
times.   

All work-related email communication will be handled in the same manner as letters, faxes, and other 
business communication. All messages created, sent, or received using the center’s email system, 
including personal messages, are the property of Network of Life. The center retains the right to access, 
retrieve, and disclose the contents of all messages, including personal messages. Personnel may not 
retrieve or read any email message that was not sent to them unless authorized by the designated email 
recipient of the Executive Director/CEO.  

Users should be aware that deleted emails are recoverable through the computer backup systems that 
are in place.  
   
NOL Email (womenschoicenetwork.com) may be used for the following purposes:  

• Communications for work-related purposes including client correspondence. 
• Communications for work-related purposes with people outside of Network of Life  
• Incidental and occasional personal use of email. Excessive use of email for personal and non- business-
related communications is discouraged  

Use of email for client follow up:  

Staff may use the assigned womenschoicenetwork.com email to contact clients. Clients who give 
permission for NOL to communicate with them via emails should always receive emails from a NOL 
center email account. Personal email accounts are not to be used in any circumstance for client 
correspondence.  

Unacceptable use of email or social media includes:  
• Excessive distribution of jokes, gossip and rumors, junk or chain mail 
• Email, posts or messages which would be likely to harass, insult or discriminate on the basis of age sex, 
race, religion, national origin, political beliefs, disability or other criteria (users need to be aware that 
email may render them and/or the company liable for harassment or discrimination claims, and possibly 
defamation actions)  
• The distribution of information that infringes upon copyright laws  
• Email or messages and posts used to further personal business activities  
• Excess use of NOL email for personal non-business activities  



• To further any illegal activity  
• To further any activity in breach of the employee’s terms and conditions of employment  
• Sending emails or posting in a way that they appear to be from another person • Distribution of 
confidential information to third parties without authorization  

Any users that have material on their computers that may be in conflict with the above guidelines 
should remove such material immediately. Users should regularly purge mailboxes and deleted items.  

Network of Life has the right to grant or remove email access to personnel at its discretion. If, 
subsequent to an investigation it can be demonstrated that an employee/volunteer has breached the 
email policy, then a formal discipline interview will be conducted. If deemed necessary, the 
employee/volunteer will have his or her email access removed. Their ability to function effectively will 
then be assessed. Subsequent breaches will lead to further disciplinary action and, potentially dismissal.  

Enforcement:  

Anytime Network of Life receives a complaint or suspects that personnel are violating this policy, 
Network of Life may require the personnel to furnish cell phone records for the time frame in question 
so that Network of Life can verify or negate the complaint or the suspected abuse. Personnel with 
company phones should have no expectation of privacy, which means at any time the Center Director or 
Team Leader can ask to see the cell phone and its records. Personnel who violate this policy will be 
subject to disciplinary actions, up to and including termination of employment.  

3.6 CODE OF CONDUCT AND WHISTLEBLOWER  
Network of Life requires the Executive Director/CEO and/or designee, Board of Directors, employees 
and volunteers to observe high standards of business and personal ethics in the conduct of their duties 
and responsibilities. As representatives of Network of Life, they must practice honesty and integrity in 
fulfilling their responsibilities and comply with all applicable laws and regulations. It is the responsibility 
of the Executive Director/CEO and/or designee, Board of Directors, employees and volunteers to report 
legal violations or suspected legal violations in accordance with the Whistleblower Policy.  

WHISTLEBLOWER:  

Purpose:  

This policy is intended to provide a mechanism for the reporting of illegal activity while protecting the 
Executive Director/CEO, Board of Directors, employees and/or volunteers of the Network of Life who 
make such reports from retaliation. It is the intent of the Network of Life to adhere to all laws and 
regulations that apply to the organization, and the underlying purpose of this policy is to support the 
organization’s goal of legal compliance.  

No retaliation:  

No Executive Director/CEO and/or designee, member of the Board of Directors, employee and/or 
volunteer of Network of Life who in good faith reports suspected illegal conduct shall suffer harassment, 
retaliation or adverse employment consequences. Any Executive Director/CEO and/or designee, 
member of the Board of Directors, employee and/or volunteer who retaliates against someone who has 
reported a violation in good faith is subject to discipline up to and including termination of 
employment.  



Reporting violations:  

If any director, officer, employee and/or volunteer reasonably believe that some policy, practice, or 
activity of Network of Life is in violation of law, a written complaint must be filed by the above with the 
Executive Director/CEO and/or designee or the Chairperson of the Board. The Executive Director/CEO 
and/or designee is required to report suspected violations of the Code of Conduct to the Chairperson of 
the Board, who has specific and exclusive responsibility to investigate all reported violations.  

Reportable conduct:  

Examples of, but not exclusive to, reportable conduct include: forgery or alteration of 
documents;  unauthorized alteration or manipulation of computer files; fraudulent financial reporting; 
pursuit of a  benefit or advantage in violation of the Conflict of Interest Policy; misappropriation or 
misuse of  Network of Life resources, funds, supplies, or other assets; authorizing or receiving 
compensation for  goods not received or services not performed; authorizing or receiving compensation 
for hours not  worked.  

Compliance officer:  

The Chairperson of the Board of Directors is the Compliance Officer and is responsible for investigating 
and resolving all reported complaints and allegations concerning violations of the Code of Conduct and 
shall advise the Executive Director/CEO and/or designee and Board of Directors accordingly.  

Acting in good faith:  
Anyone filing a complaint concerning a violation or suspected violation of the Code of Conduct must be 
acting in good faith and have reasonable grounds for believing the information disclosed indicates a 
violation of the Code. Any allegations that prove not to be substantiated and which prove to have been 
made maliciously or knowingly to be false will be viewed as a serious disciplinary offense.  

Handling of reported violations:  

The Chairperson of the Board will notify the sender and acknowledge receipt of the reported violation or 
suspected violation within five (5) business days. All reports will be promptly investigated, and 
appropriate corrective action will be taken if warranted by the investigation.  

2.32 WHISTLEBLOWER POLICY  

The Whistleblower Policy of Network of Life: (1) encourages staff and volunteers to come forward with 
credible information on illegal practices or serious violations of adopted policies of the Organization; (2) 
specifies that Network of Life the Organization will protect the person from retaliation; and (3) identifies 
where such information can be reported.  

1. Encouragement of reporting. Network of Life encourages complaints,  
reports or inquiries about illegal practices or serious violations of its policies, including illegal or 
improper conduct by Network of Life itself, by its leadership, or by others on its behalf. Appropriate 
subjects to raise under this policy would include financial improprieties, accounting or audit matters, 
ethical violations, or other similar illegal or improper practices or policies. Other subjects on which 
Network of Life has existing complaint mechanisms should be addressed under those mechanisms, such 
as raising matters of alleged discrimination or harassment via Network of Life’s human resources 



channels, unless those channels are themselves implicated in the wrongdoing. This policy is not 
intended to provide a means of appeal from outcomes in those other mechanisms.  

2. Protection from Retaliation. Network of Life prohibits retaliation by or on behalf of Network of Life 
against staff or volunteers for making good faith complaints, reports or inquiries under this policy or for 
participating in a review or investigation under this policy. This protection extends to those whose 
allegations are made in good faith but prove to be mistaken. Network of Life reserves the right to 
discipline persons who make bad faith, knowingly false, or vexatious complaints, reports or inquiries or 
who otherwise abuse this policy.  

3. Where to report. Complaints, reports or inquiries may be made under this policy on a confidential or 
anonymous basis. They should describe in detail the specific facts demonstrating the basis of the 
complaints, reports or inquiries. They should be directed to Network of Life’s chief employed Executive 
or Chairman of the Board of Directors; if both of those persons are implicated in the complaint, report 
or inquiry, it should be directed to the Vice President of the Board of Directors. Network of Life will 
conduct a prompt, discreet, and objective review or investigation. Staff or volunteers must recognize 
that Network of Life may be unable to fully evaluate a vague or general complaint, report, or inquiry 
that is made anonymously.  

Executive Director, Amy Scheuring: amys@womenschoicenetwork.com 

Board President, James Merante: jmerante@gmail.com 

Board Vice President: Alyssa Campbell: Alyssa.turk@gmail.com 

 

3.7 COMPUTER PROTECTION  

All computers at Network of Life facilities shall be equipped with appropriate firewalls and anti- virus 
software in order to ensure the protection of computer data and for computer safety. Procedure:  

Each computer utilized at Network of Life will have the appropriate firewall and anti-virus software 
installed before utilization.  

Updates to the anti-virus software and/or firewall will be installed on each computer when advised.  

Network of Life Wi-Fi network name and password shall not be shared without approval by the 
Executive Director/CEO and/or designee.  

Because NOL machines and devices are accessed by multiple users, passwords and log in credentials 
should not be saved by Google or other browsers. Saved logins create opportunities for confidentiality 
breaches and user confusion. Users should log out of applications before ending their shift/and during 
breaks or longer absences to protect sensitive information. All files from third parties shall be scanned 
with the appropriate anti-virus software before being transferred to any of Network of Life computer.  

3.8 CONFIDENTIALITY  

mailto:amys@womenschoicenetwork.com
mailto:jmerante@gmail.com


Confidentiality is one of the most important tenants of Network of Life. Volunteers should be instructed 
to always honor the confidentiality of all of our clients and our financial partners. Specific information 
about our Donors, financial gifts, or gifts in kind should not be discussed without specific permission. All 
employment information or information contained in personnel files of staff or volunteers is considered 
confidential.  

Staff and volunteers with access to client files both written and electronic must agree to keep all 
information confidential at all times. Individual clients should never be discussed outside of the Center 
by their actual name or with any details that could cause someone to recognize the person being spoken 
about. Pictures of clients or written information should never be shared without the client's specific 
agreement that they can be shown on that occasion to that specific person/people such as inclusion in 
the newsletter or to post a picture on a bulletin board in the center. Client’s agreement to share 
information or photos should always be in writing.  

Be especially careful about Center confidentiality when asking for prayer at church services, small 
groups, or anywhere outside the center.  

For a discussion of confidentiality and privacy policies as it applies to medical files, refer to Medical 
Policy and Procedures MR1- Confidentiality.  

Client Confidentiality Instruction:  

Network of Life (NOL) is committed to the confidentiality of its clients. Conversations both in person and 
on the phone will be maintained in strict confidence. NOL will not disclose client information to anyone 
without the written permission of the client (except for those situations listed below). Volunteers and 
staff are to conscientiously consider and protect the identity of clients and all information about clients. 
The following practices should be observed by all having contact with clients or client records: 

 
1. Never give out information to anyone other than the client without his/her written 

permission.  Encourage the client to call for her own appointments using the referrals provided 
by the counselor.  

2. Never discuss clients by name or identifying information outside the clinic.  
3. Never call a client’s residence without permission.   
4. Never leave client forms face up or unattended outside the filing cabinet.  
5. Never leave computer screens or other electronic devices in view. Log out of all applications 

before leaving the workstation. (See 3.7)  
6. Never remove client records from the office or take identifying information out of the office.  
7. Because of the everyday involvement with clients and their records, it is easy to become casual 

about the matter of confidentiality. Staff and client advocates should remind each other of the 
seriousness of this matter.  

8. We will never break confidentiality by disclosing to a caller or visitor anything about the client 
contact with NOL. Example: A caller or visitor to the center states, “I know that my 
friend/daughter/girlfriend is here and I just want to tell her something.” No affirmation or denial 
can be given that the person is in the center.  

9. Authorization to share information may be granted with written permission from the client if a 
client is seeking assistance from others who need specific information. Such persons may be 



Physicians, Social Workers, Social Services/WIC, Attorneys, and Therapists. Ultrasound reports 
will be released upon request by appropriate personnel. 

*Law requires that confidentiality Must Be Broken If a Client Is: Suicidal, Homicidal, under 18 and being 
sexually or physically abused.  

If a client advocate learns any of these circumstances are occurring with the client, she is speaking 
with, the Center Director must be notified immediately. The Center Director will then report this to 
the proper authorities 

The circumstances that require the involvement of the Center Director are the following:  
• minor client being coerced to abort  
• client under 16 years old with a partner who is 4 or more years older  
• client under 13 years old  
• homicidal client or suicidal client  
• minor client being abused in anyway  
• rape of a minor client  
• indication that the client is abusing her child  

3.9 DRESS CODE  

At Network of Life, we value professionalism, safety, and modesty. Staff attire should reflect the 
professionalism and high standards of the organization. If working directly with clients, name tags 
should be worn to identify staff and volunteers of NOL.  

Appropriate attire is clean, neat and well fitting: skirts, blouses, sweaters, dresses, casual suits and dress 
pants. Jeans are permitted if not worn or ripped (see below).  

If speaking or leading a discussion, one simple rule usually applies: Dress one “level” up from your 
audience. For example, if you expect your audience to be in jeans, where nicer slacks. If this is a church 
where people dress up, wear nicer clothing (dress, suit and tie). Whenever speaking or leading at a 
church, civic function or small group it is always best to ask your host what type of dress is typical.  

FOR NON-MEDICAL PERSONNEL We expect volunteers and staff to be neither over-dressed nor under 
dressed, using these general guidelines:  

a. Overdressed ~ we are here to meet clients where they are (regardless of financial resource) and to 
create rapport. The kind of clothing which may not be conducive to establishing mentoring relationships 
is as follows: expensive, flashy clothes or jewelry, formal looking dresses or suits.  

b. Under dressed ~ while we want to be informal and approachable in our appearance, we also realize 
that we do not need to dress like our clients to be respected by them. In addition, we occasionally have 
clients who hold professional positions. The following kinds of clothing may prevent us from establishing 
credibility with some clients and is therefore not appropriate: light colored or worn-out jeans, shorts 
(except dress shorts), very short skirts, revealing attire, sweatshirts, workout clothing, tennis shoes or 
flip flops (except dress sandals).  

ADDITIONAL REQUIREMENTS FOR MEDICAL PERSONNEL  



Because of the nature of the medical staff responsibilities, some expectations in dress will be different 
than that of the non-medical volunteers. Medical professionals at Network of Life should dress in a 
manner which reflects positively on the clinic, NOL, and their profession. Clothing worn to work at NOL 
should reflect professional status and provide for the mechanical safety of both the nurse and patients. 
It should allow for full performance of all duties.  

• Name tags will be provided by NOL and are to be worn at all times during shift.  
• Clothing should be business casual; slacks, no jeans, with blouse/shirt.  
• Clothing should be professional in appearance and discrete. T-shirts, tank tops or see through 

shirts are not permitted. Dresses or skirts should be of a modest length.  
• Shoes must have closed toes and not have high heels or platform soles which could be a safety 

issue for the staff member or patients.  
• Jewelry should be minimal and should not impede the function of position.  
• Scrubs may be worn with appropriate shoes.  
• A logo jacket will be provided by NOL, and it is suggested that they be worn by medical 

professionals while providing patient care.  

3.10 PUBLIC IMAGE  

A professional appearance is important anytime that you encounter whether clients or potential 
patients. Personnel should be well groomed and dressed appropriately for the organization and for their 
position. Conducting yourself in an appropriate manner outside of work is essential in order to maintain 
a highly regarded reputation for yourself and Network of Life. Your image can indirectly reflect the 
image of the organization. Therefore, a respectable image is required.  

3.11 RELEASE OF EMPLOYEE OR VOLUNTEER INFORMATION  

Information regarding past or current NOL employees or volunteers is confidential. Under no 
circumstances should you provide any information, including any provided “off-the-record” information. 
Any inquiries about employment whether in writing or by phone should be referred to the Center 
Director for handling. Any inquiries beyond the Center Director’s authority will be referred to the 
Executive Director. All reference requests or other outside requests for information concerning current 
and former employees and volunteers will be referred to the individual’s immediate supervisor. In the 
absence of a subpoena, court order or other mandatory legal process, the Executive Director/CEO will 
not release any information until she/he first receives a document signed by the employee or volunteer 
granting permission for the release of such information and waiving all legal claims associated with the 
release of information. The information then released by the Executive Director/CEO will be confined to 
objective facts and information that are verifiable upon reference to the appropriate personnel file or 
volunteer folder.  

3.12 SELLING AND SOLICITATION  
To maintain an orderly workplace, to avoid intrusion upon employees at their work, and to preserve 
employee safety and security throughout Network of Life, the following shall apply:  

1. Except for legitimate Network of Life related purposes, and with prior authorization of the 
Executive Director/CEO, individuals not employed by Network of Life may not at any time solicit, 
survey, petition, or distribute literature on any of Network of Life premises. This policy includes 
charity solicitations, salespersons, questionnaires, surveys, political representatives and 
announcements, or any other distributor or solicitation.  



2. Personnel may not solicit for any purpose during work time. Work time includes that time for 
which the employee is paid and expected to be performing services for Network of Life.  Work 
time includes both the soliciting and/or the solicited employee's work time. Reasonable forms of 
solicitation are permitted during non-work time, such as before or after work, or during meal or 
break periods.  

3.13 SUBSTANCE ABUSE/TOBBACO USE   

The organization is committed to providing a safe and productive workplace for its employees. In 
keeping with this commitment, the following rules regarding alcohol and drugs of abuse have been 
established for all staff members, regardless of rank or position, including both regular and temporary 
employees. The rules apply to all employees/volunteers of the organization.  

1. The manufacture, distribution, possession, sale, or purchase of controlled substances of abuse is 
prohibited.  

2. Being under the influence of illegal drugs, alcohol, or substances of abuse is prohibited. • 
Working while under the influence of prescription drugs that impair performance is prohibited.  

So that there is no question about what these rules signify, please note the following definitions:  

Controlled substance of abuse: Any substance listed in Schedules I-V of Section 202 of the Controlled 
Substance Act, as amended.  

Drug: Any chemical substance that produces physical, mental, emotional, or behavioral change in the 
user.  

Drug paraphernalia: Equipment, a product, or material that is used or intended for use in concealing an 
illegal drug or otherwise introducing into the human body an illegal drug or controlled substance. 

Illegal drug:  

• Any drug or derivative thereof whose use, possession, sale, transfer, attempted sale or transfer, 
manufacture, or storage is illegal or regulated under any federal, state, or local law or 
regulation  

• Any drug, including – but not limited to – a prescription drug, used for any reason other than 
that prescribed by a physician  

• Inhalants (vaping) used illegally  

Under the influence definition: A state of not having the normal use of mental or physical faculties 
resulting from the voluntary introduction into the body of an alcoholic beverage, drug, or substance of 
abuse.  

Strictly prohibited are:  

• Using, selling, purchasing, transferring, manufacturing, or storing an illegal drug or drug 
paraphernalia, or attempting to or assisting another to do so, while in the course of 
employment  



• Working or reporting to work, conducting organization business while under the influence of an 
illegal drug or alcohol, or in an impaired condition  

Consistent with the rules listed above, any violation constitutes a violation of the organization’s policy 
on drugs and may subject an employee to immediate termination with the inability for rehire.  

TOBACCO PRODUCTS  
In the interest of the health of all employees, volunteers, and patrons, smoking is not allowed on the 
premises of Network of Life, or in vehicles used for Network of Life purposes. Smoking is not permitted 
during work hours or at Network of Life sponsored events.  

3.16 WATCHING WORDS  

The Bible speaks more about the damage of loose lips, gossip and slander than it does about immorality. 
Read Proverbs; it is full of wise admonitions for people’s behavior, especially in ministry.  

Every business has a culture. The culture is established by the administration and filters down. When 
people come in, they “pick up” on the culture and act accordingly. If gossip and loose lips are 
discouraged, then others will not partake. If it is allowed, the people will think it is acceptable.  

We must always be aware of this temptation. We are all prone to lose lips, even with the best 
intentions. None the less, our words can do damage to the ministry and individuals. We need to ensure 
that we are both honoring God in our words and actions and are not bringing harm to the ministry.  

Discussing Patient’s Circumstances. See also section 3.8on Confidentiality 

When discussing our clients and their needs, we gain insight by sharing information and can use these 
opportunities for training. Before discussing a patient’s circumstances with other staff, be aware of your 
surroundings and assure that the conversation will not be overheard.  

3.17 OFFICE ETIQUETTE  
• No vulgar jokes or language, including swearing or using the Lord’s name in vain  
• Do not discuss clients when other clients are present  
• Remember that all that is said in the office area can be heard in the patient rooms  
• Keep all client information, folders and intakes confidential and out of the view of clients 
• Client intakes and folders should be placed upside down in the desk tray  
• Keep voices down as client may be in discussion rooms, waiting rooms, or on the telephone  

SECTION FOUR   
VOLUNTEERING AND SERVING AT NOL  

4.1 VOLUNTEER JOB DESCRIPTION (all paid staff job descriptions are in the Network of Life Staff 
Essentials folder in Google Drive.  



Objective: To fulfill the mission of NOL by reaching out to men and women with the mercy and 
compassion of Jesus Christ by offering services, resources, emotional, practical, and spiritual assistance 
in both word and action.  

Qualifications and Expectations:  

Training and Supervision – NOL will equip and train staff and volunteers as appropriate. The training 
may by one on one or with a small group. Staff will provide on-going education as necessary. Our 
expectations include 

1. A commitment to Jesus Christ as Lord and Savior.  
2. Faithful attendance in a local church and weekly Bible Study.  
3. Full agreement with the Mission, Vision, and Statements of Principle, Faith, and Evangelism.  
4. Agreement to provide needed information for clearances through Protect My Ministry.  
5. Dependable, stable and capable of following through on commitments.  
6. Be teachable, available and faithful with a willingness to learn, submit to evaluation. 
7. Ability to respect confidentiality.  
8. Completion of NOL training for the area of service to be offered.  
9. Willingness to attend volunteer meetings.  

Time Commitment:  

You are vital to our day-to-day operations and events! After your training, we hope you will commit to a 
one-year minimum term of service. Your role will determine the hours needed. Once an assignment has 
been finalized, we expect full attendance. If a change is needed, please provide the Program leader 
enough lead time to make other arrangements (for paid staff, see HR Manual for PTO information).  

4.2 INSURANCE AS IT APPLIES TO NOL STAFF AND VOLUNTEERS  

The work of our staff and volunteers at NOL is greatly appreciated. In fact, NOL could not manage 
without our volunteers. Being involved in the pro-life movement does bring some risks. For volunteers 
at NOL the risks are small, but we wish to elaborate for your safety and peace of mind. As volunteers, 
the words and actions you share with our clients speak for the entire ministry. This is why we offer 
extensive training and expect all volunteers to fully comply with NOL policies and procedures. It is 
possible, though unlikely; that a client in emotional distress could misconstrue a volunteer’s advice and 
in turn make a rash decision. This could lead to a possible lawsuit based on words or actions at NOL. The 
specifics of the litigation would depend upon circumstances but suffice it to say that many of us involved 
with NOL, especially the Medical Directors and the Board, would be liable. As an employed or volunteer 
Staff Member, you too are liable.  

NOL holds a counseling liability insurance policy to protect our teams. While this policy supplies a safety 
net for us, all staff and volunteers are expected to uphold all policies and procedures at all times.  

4.3 VOLUNTEER AND CLIENT ADVOCATE EVALUATION POLICY and Procedure:  



1. The Center Director or team leader will evaluate each staff member and volunteer at NOL 
annually. 

2. You will first fill out a Self-Evaluation Form and return it to the Center Director or team leader. 
3. The Center Director or team leader will then complete an evaluation form.  
4. The Center Director or team leader will meet with you to discuss the Self- Evaluation Form and 

the Evaluation Form.  
5. Performance strengths and weaknesses will be discussed. A plan with goals to improve on 

performance weaknesses will be formed. Affirmation will be given for quality service and 
performance strengths. Another meeting, if necessary, will be arranged to discuss if 
improvement has not occurred according to the plan and goals made.  

6. The Center Directors and team leaders will discuss whether their service will continue for 
another year in their current role or move into another area of service within NOL. 

 

4.4 VOLUNTEER AGREEMENT (see Section Seven, Forms and Acknowledgment)   

SECTION FIVE   
CENTER SECURITY AND EMERGENCY PREPAREDNESS TRAINING are provided annually and follow the 
OSHA Manual. 
 
 
SECTION SIX COMMUNICATION  

6.1 PERSONNEL ORGANIZATIONAL CHART revised 12/2025, Find in Appendix at the end of this 
document.   
 

6.2 CHAIN OF COMMUNICATION FLOW CHART  

Network of Life shall abide by Biblical principles of orderly communication to facilitate a loving, efficient 
approach to problem solving. We are all called by the Lord to serve Him and each other. 
Communication, therefore, should reflect a sincere desire to honor our co-laborers with the proper 
balance of honesty, kindness, and forbearance.  
Procedure:  

• The Board of Directors has established a proper chain of communication within its functions whereby 
the chairperson of the Board shall serve as the primary conduit of information between the Executive 
Director and the Board.  

• The Executive Director shall keep the Board Chairman apprised of important situations as they arise. 
Examples of these situations would be personnel issues, emergency client-related needs, potential legal 
issues, and media coverage of the Ministry.  

• The Executive Director confers with the program leaders who in turn, communicate with the staff and 
volunteers they oversee. See the Organizational Chart, Appendix Page 1  



• The Medical Director(s) shares leadership with the Executive Director in so far as his/her role allows. 
The Medical Director shares in the supervision of the Clinic Manager and may also respond to the needs 
and requests of other Ministry Leaders. If a question arises as to the priority of work when multiple 
assignments from different departments are pending, the Clinic Manager shall seek guidance from the 
Executive Director regarding priority of work.  

• Network of Life leadership and personnel matters should not be discussed with volunteers.  This may 
place volunteers in an unfair position of mediation, which is not their responsibility.  

• Personal problems should be addressed according to the principles of Matthew 18, where the Lord 
advises us to settle matters directly with the one with whom we have a concern. These encounters 
should be bathed in prayer and approached with humility. If resolution is not forthcoming, then the next 
step is to discuss the matter with the person up the chain of communication.  

6.3 PUBLIC RELATIONS  

Every staff member is a promoter of God’s work through Network of Life. Each staff member is 
encouraged to share the work of Network of Life and to promote it.  

Speaking Engagements:  

Requests for engagements vary. The requests should be noted and referred to the department most 
suited to meet the need. (Church engagements to the Church Outreach Staff.) All other requests can be 
brought to the staff leadership for review and assignments. All scheduled opportunities should be added 
to the staff google calendar. Staff is encouraged to accept speaking requests at supporting   
churches, civic groups, and schools when appropriate. These requests must be reported to the Executive 
Director/CEO. If a speaking engagement requires a staff member to be away from his or her regular job, 
approval must be given by the Executive Director/CEO. Offerings and honorariums received from 
speaking engagements that primarily promote Network of Life ministries must be given to Network of 
Life. Any expenses incurred will be reimbursed by the ministry.  

Requests from the press should always be referred to the Executive Director. No staff should agree to 
a press interview without advance permission.  

Promotion in Churches and Civic Clubs:  
It is right and proper for staff to generally promote all ministry goals among the local 
community.  However, it is not appropriate for staff to call churches/clubs asking for money, gifts, etc. 
without prior consent and gaining approval of the Executive Director/CEO and/or designee. General 
needs are encouraged to be shared with the public. Specific requests to any group, or individual, should 
be brought to the Executive Director/CEO for approval. 
 
Asking For Free Goods:  

Staff is encouraged to share needs and attempt to obtain goods and services for gratis. Approval must 
be obtained from the Executive Director/CEO prior to requesting goods or services from any 
business.  When purchasing necessary items staff should exercise wise stewardship in financial 



expenditures.  Purchase forms and personal reimbursement forms are found in the Appendix at the end 
of this document.  

6.4 PERSONNEL MEETINGS  

Monthly staff meetings will be held. These informative meetings allow employees to be informed of 
recent organization activities, changes in the workplace and personnel recognition. Minutes of each 
meeting will be documented and placed in a secure place.  

6.5 MEMOS/EMAILS/ORAL COMMUNICATION  

Other types of communication may at times be necessary in order to inform Network of Life personnel 
of policy changes prior to the personnel meetings. These communications may include, but are not 
limited to written memos, emails or one-on-one meetings.  

6.6 CORE VALUES SUMMARY. This is found in the appendix at the end of this document.   

 

SECTION SEVEN 

Appendix: 

1. Employee/Volunteer Signature page 
2. Conflict of Interest Policy Signature page 
3. Volunteer Agreement Signature page 
4. Incident/Accident Report  Sample 
5. Corrective Action Report Sample 
6. Organizational Chart 
7. Core Values 
8. Reimbursement Forms 
9. To access Employment Applications, Employee Job Descriptions or other documents, contact 

the on-site Supervisor or contact the admin office at 
partnerservices@womenschoicenetwork.com 

  



EMPLOYEE OR VOLUNTEER SIGNATURE PAGE. Please print the following pages, sign, and return to 
supervisor 

I acknowledge that I have read and understand all of the Statements, principles and polices stated in the 
NOL Personnel Policies Manual and agree to the Code of Conduct in Section 1.9. My signature is my 
agreement to adhere to these Statements and Policies and my willingness to step away from my 
position if my conduct or beliefs is ever in conflict with the Statements or Policies herein.  
 
Printed Name ___________________________________________  
 
Signature ____________________________________________ Date ________________________  

CONFLICT RESOLUTION POLICY To be signed by all Volunteers and Paid Staff 

Please initial each statement and place your signature at the bottom of this document.  

___ I have read the Network of Life Conflict Resolution Policy (See Section 2.11 in the Personnel 
Policies Manual).  

___ I am completely committed to adhering to the Network of Life Conflict Resolution Policy and 
Procedures.  

___ I shall conduct myself according to the principles of Matthew 18 regarding conflict resolution and 
interpersonal relationships.  

Furthermore:  

___ I will accept responsibility for establishing and maintaining healthy interpersonal relationships with 
every member of the board, staff, and volunteer team.  

___ I will establish and maintain a relationship of functional trust with Network of Life Board of 
Directors and every member of this staff and volunteer team.  

___ My relationship with each of Network of Life board members, staff, and volunteers will always be 
respectful.  

___ I will not engage in the “3 B’s” (Bickering, Backbiting, and Blaming). In addition, if I hear of a 
Network of Life board member, staff, or volunteer doing so, I will remind them about our commitment 
to the Matthew 18 principle and I will ask them to follow the procedures as defined in the Conflict 
Resolution and Interpersonal Commitment Policy.  

___ I will be committed to finding solutions to the problems, rather than complaining about them or 
blaming someone for them.  

___ I will remember that none of us are perfect, and that human error provides opportunities for 
forgiveness and growth – not for shame or guilt.  
 
I have read the preceding, and my signature indicates my agreement to the Conflict Resolution Policy.  
 
Signature ____________________________________ Date ___________________ 
  



 

VOLUNTEER AGREEMENT  

Recognizing that the NOL is an evangelical ministry, I openly acknowledge my personal faith in Jesus 
Christ as my Lord and Savior. The new birth accomplished by the Spirit of Christ within me has 
manifested itself in a lifestyle that is holy and pleasing to the Lord. I have read the NOL Statement of 
Faith, Statement of Principle, Mission Statement and Evangelical Statement and am in complete 
agreement with all statements in them. I will at all times uphold these, as well as all other policies and 
procedures established by the Board of Directors and the Directors of NOL.  

I believe in the sanctity of human life as taught in the Bible and therefore reject abortion as an 
acceptable option for any woman facing a crisis pregnancy. I will at no time participate in any action 
which results in the destruction of innocent human life.  

I accept the responsibility to act as advocate on behalf of the women under my care; to give accurate 
information, emotional support and spiritual guidance. All information on NOL clients will be kept in the 
strictest confidence. I will continue to keep the information confidential even after I am no longer a 
volunteer for NOL.  

I will remain actively involved and committed to regular fellowship in my church. As a volunteer, I 
understand that my lifestyle must reflect the standards of Network of Life and agree to practice the 
Biblical model for sexual integrity, whether married or unmarried.  

I understand it is required for volunteers that have had a previous abortion to enroll in a Post Abortion 
Bible study.  

Understanding the vital role volunteers play in the work of NOL, I do commit myself to faithfully serve 
(hours) per week on a regular basis. Additionally, I will attend volunteer meetings.  

Volunteer Signature ___________________________________________ Date _________ NOL Director 

Signature _________________________________________ Date __________ 

 

***** 

  



 

Sample of information needed on the NOL INCIDENT/ACCIDENT REPORT  

Date of Incident:  ______________________ Time:  _______________________ 

Location: _______________________  

Affected Party:   □Patient    □Employee/Volunteer    □Visitor    □Property Affected Party Name:   

Affected Party’s Address:  ____________________________ 
 
Phone:  __________________________________ 

Name and Phone Number of Witnesses:  ___________________________ 

Incident Description: ____________________________________________________ 

Possible Contributing Causes: _____________________________________________   
   
 Corrective Action Taken: _________________________________________________  
 
Recommendations to Prevent Future Incidents: ______________________________________ 
 
Action Taken by Person Reporting Incident: _________________________________-  

□ Employee Supervisor Notified    □Administration Notified    □ Authorities Notified     

□ Equipment Removed for Service     □ Affected Party Sent for Medical Care     □Other  

Reported By: ___________________________.  Date: _____________  

 
  



 

Corrective Action Form  
For incidents requiring corrective action. 
From Section 2.10 in Staff and Volunteer P&P 

  

Personnel Name:  Personnel Title: 

Supervisor Name:  Supervisor Title: 

Today’s Date:  Incident Date: 

Incident Time:  Incident Location: 

Description of the incident requiring corrective action that occurred:  
 
Witnesses to the incident (if applicable):  
 
Names of those in attendance at current corrective action meeting:  
 
Corrective action to be taken:  
 
¨ 1st Verbal warningst            ¨ Written warning     ¨ Final Written warning with Probation     ¨ Termination     
¨ Other (explain below)   (If using a corrective probation, indicate when period begins and ends).  

Goals to be achieved:  

 

Consequences for failure to improve performance or correct behavior:  

Prior discussions or warnings on this subject, whether oral or written:  

Employee statement:  

Signature: I acknowledge that I have read and understand the above information and consequences.  
Personnel Signature _________________________________________ Date ____________________ 
NOL Representative _________________________________________ 
  



 
  



 

Core Values continued on next page. 
  



 
  



Reimbursement Forms. Procedure: Please print, complete and snap a photo then send to 
pams@womenschoicenetwork.com with subject line: Reimbursement 

 

 

WCN Personal Reimbursement Request Form 
 

Employee Name:   

Employee’s Home Address: 
(a check will be sent from Huntington Bank to 
employee’s home address) 

   

Today's date:   

Item Purchased Purpose Account # Amount  

1          

2          

3          

4          

5          

6          

7          

8          

9          

10          

11          

12          

13          

14          

15          

TOTAL Requested:     

 
Employee Signature _______________________________Date___________                
 
Approved By: _____________________________________Date ___________       
 
Please attach all receipts.  Please be sure to have all non-budgeted expenditures pre approved 
by Amy. Please allow two weeks to receive your reimbursement.  
 
Date Paid _________________ Check no. ___________                    Revised: May 2022 

mailto:pams@womenschoicenetwork.com

