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SECTION 1 - GENERAL POLICIES

Equal Opportunity Employment

In accordance with applicable Federal Laws and Regulations, the employment policies and practices of the Association of Unity Churches are administered without regard to race, color, national origin, gender, disability, or veteran status. The Association further offers equal opportunity regardless of sexual orientation or ethnicity. Although it is legal for religious corporations, associations, and educational institutions to discriminate on the basis of religion in the employment of any person in any position, the Association has chosen to utilize discretion in this matter. The Association discriminates based on religion in hiring for positions in which religious beliefs and/or credentials are essential to the performance of job duties.

The Association’s President and Chief Executive Officer (CEO) will assure equal opportunity by:

· ensuring that those individuals who make or recommend employment decisions and other personnel actions are fully aware of and comply with this policy and the principles of equal opportunity.

· monitoring the Association’s progress and practices with respect to EEO objectives.

· investigating employee complaints promptly and thoroughly.

Each supervisor supports this policy through creative leadership and personal example, and every employee is expected to comply with the Association policy. This Equal Employment Opportunity Program will have as its firm objective equal opportunity in recruitment, hiring, rates of pay, promotion, training, termination, and benefit plans, and all other forms of compensation, conditions, and privileges of employment for all employees and applicants.

Fair Labor Standards Act

The Association will cooperate with enforcement of all provisions of the Fair Labor Standards Act, including posting such information within the home office in the employee break area. The poster is also available on the Internet at http://www.dol.gov/osbp/sbrefa/poster/main.htm.

Americans with Disabilities Compliance Policy

The Association adopts the intent of the Americans with Disabilities Act and Section 504 of the Rehabilitation Act. In accordance with these laws the Association seeks to insure that employees with accommodation needs do not suffer discrimination on the basis of their disability and will strive to make its services, programs, and facilities accessible to all people when possible. 
In order to qualify as an employee with a disability, the employee must identify him/herself as such when hired. An ‘otherwise qualified person with a disability’ is an individual who has provided documentation of the existence of a qualifying disability, and who is able to successfully perform the essential elements of the job. It is the employee’s right and responsibility to inform their supervisor of any requested accommodations. If the employee chooses not to share this information with the supervisor then the Association is under no obligation to provide accommodations. The Association’s responsibility to reasonably accommodate an employee’s disability is triggered by the employee’s submission of the official Request for Accommodation form (See Appendix B-1) and we may need to obtain any necessary medical or other supporting information. These forms and records shall be maintained under strict confidentiality. 

The Association will provide reasonable accommodation through modifications to be made or items to be provided to a qualified individual with a disability to the extent feasible. The Association’s obligation to provide reasonable accommodation is limited to the extent the modification or item required would not cause ‘undue hardship’ to the employer. ‘Undue hardship’ is described as a significant difficulty or expense, and would focus on the resources and circumstances of the Association in relationship to the cost or difficulty of providing a specific accommodation. Undue hardship refers not only to financial difficulty, but to accommodations that are unduly extensive, substantial, or disruptive, or those that would alter the nature or operation of the business. Accommodations that are granted are not retroactive in nature.

Promotion of Ethical Conduct

As a nonprofit exemplifying organizational excellence, the Association’s policy is to uphold the highest legal, ethical and moral standards. Our reputation for integrity and excellence requires the careful observation of all applicable laws and regulations, as well as a scrupulous regard for the highest standards of conduct and personal integrity. The Association will comply with all applicable laws and regulations and expects its trustees, officers and employees to conduct business in accordance with the letter and spirit of all relevant laws; to refrain from any illegal, dishonest, or unethical conducts; to act in a professional manner and to treat everyone with respect. 

In general, the use of good judgment based on high ethical principles will guide employees in acceptable conduct. However, if a situation arises where it is difficult to determine the proper course of conduct, or where employees have questions concerning the propriety of certain conduct by themselves or others, the matter should be brought to the attention of the COO. If the conduct involves the COO or the President/CEO, employees may also contact the Chair of the Board of Trustees and bring the matter to his/her attention. Board members may bring concerns to the Chair of the Board, or if the matter involves the Chair, to the Vice-Chair of the Board. 
No action of retribution or discipline shall be brought against any person who reports a concern or raises a question in good faith; however, self-reporting shall not protect an individual from the consequences of illegal or inappropriate actions or omissions made by that individual. 

Conflict of Interest

The Board of Trustees of the Association of Unity Churches International has adopted a conflict of interest policy that applies to all trustees, officers, ministry team chairs and employees. The policy is in Appendix A-1 to this manual. All employees shall review the policy upon being hired and sign it, acknowledging understanding of this policy. Employees will sign the policy again on an annual basis during their employment with the Association. The employee’s initial and annual acknowledgement of the policy shall be kept in the employee’s personnel file. 
The conflict of interest policy is implemented by use of the Conflict of Interest Information Form (see Appendix B-6) in cases where potential or actual conflicts of interest must be reported. In order to follow the policy, employees will complete this form and turn it in to the Vice President of Administration and Finance who will take the appropriate action and also maintain the form in the employee’s personnel file.
Harassment / Sexual Harassment

The Association is committed to maintaining a positive, constructive work environment where all employees may pursue personal career satisfaction. The Association will not tolerate harassment based on race, color, religion, ancestry, national origin, sex, age, disability, veteran status, sexual orientation, political ideology, or any other protected characteristics. Harassment not only violates the Association policy, but also may be a violation of state and federal law. Both the Association of Unity Churches and each of its employees are responsible and accountable for maintaining an environment free of harassment.
Definitions: Discriminatory harassment includes verbal or physical conduct designed to threaten, intimidate, offend, demean, or coerce; and may impair an employee's ability to do his or her job. Harassment may take on many forms including:

· gestures, or physical acts

· slurs

· taunting

· verbal abuse or epithets

· comments or jokes

· displaying derogatory objects, cartoon, posters, drawings, or pictures
Harassment may also be any unwelcome or offensive conduct relating to an individual's race, color, religion, ancestry, national origin, sexual orientation, sex, age, disability, veteran status, political ideology, or other protected characteristics.

Sexual harassment is a form of employee misconduct, which undermines the integrity of the employment relationship. It is also a violation of the law and will not be tolerated. Sexual harassment, as defined by the Equal Employment Opportunity Commission and stated below, is expressly prohibited:

"Unwelcome sexual advances, requests for sexual favors, or other verbal or physical conduct of a sexual nature constitute sexual harassment when: (1) submission to such conduct is made either explicitly or implicitly a term or condition of the individual's employment; (2) submission to or rejection of such conduct by an individual is used as a basis for employment decisions affecting such individual; or (3) such conduct has the purpose or effect of unreasonably interfering with an individual's work performance or creating an intimidating, hostile or offensive working environment." (Equal Employment Opportunity Commission, 29CFR Part 1604.11 45FR25024, "Guidelines on Discrimination Because of Sex.")

Conduct that has the purpose or effect of substantially interfering with an individual's work performance or creates an intimidating, hostile or offensive working environment could also include the following:

· Sexual flirtations, touching, advances, or propositions

· Verbal abuse of a sexual nature

· Graphic or suggestive comments about an individual's dress or body

· Sexually degrading words to describe an individual

· The display in the work place of sexually suggestive objects or pictures

Reporting: Any employee who believes that s/he has been subject to, or has knowledge of harassment, as outlined in this policy, should immediately notify his/her supervisor. If the complaint is with the direct supervisor, immediately report the matter to the President/CEO. If the complaint is with the President/CEO, the Chair of the Board of Trustees shall be contacted by the supervisor. 

Action: A prompt and thorough investigation will be conducted in the most confidential manner possible. Supervisors should work with the COO to support the investigation process. Upon full investigation of the complaint, any corrective action necessary will be taken, up to and including discharge of any offending employee. The employee who registers a complaint will be advised of the determination of the investigation but may not learn of confidential employee actions.
Non-retaliation: The Association will not in any way retaliate against an employee who makes a report of discriminatory harassment in good faith, nor will it permit any manager or employee to do so. Retaliation is a serious violation of this policy that should be reported immediately. 
Grievance Procedure: 

Policy: It is the policy of the Association of Unity Churches that every employee, regardless of position, will be treated with respect and in a fair and just manner at all times. If at any time an employee believes s/he has not been treated fairly or suspects that a mistake has been made in the administration of a policy, practice, or condition of employment, it is the responsibility of that employee to inform their Vice President, the COO or the President/CEO so that the matter can be resolved promptly and effectively. It is the responsibility of supervisors to address all grievances, questions or concerns, and to investigate and respond to the employee as promptly as possible. At no time will any employee be penalized or subjected to harassment because s/he has voiced a complaint.

Procedure

When an employee has a job-related concern, s/he should first approach the immediate supervisor on an informal basis to try to work through a solution. Many concerns can be resolved by talking and coming to an understanding.

If the employee believes that the complaint should be addressed directly with the President/CEO or COO, then he/she may take the complaint to this level. It should be understood, however, that no decision will be made regarding a resolution of the complaint without involving the employee’s supervisor involved in the decision. If the employee’s supervisor is the President/CEO and the concern cannot be resolved through discussion, the employee may contact the Chair of the Board of Trustees after notifying the President/CEO of the intent to pursue the concern further. 

If the employee’s problem is not resolved at the supervisory level, the employee may submit a written report to the President/CEO for review. The President/CEO, supervisor, and employee shall attempt to resolve the problem within ten working days. The decision of the President/CEO will be final.

Copies of any written grievances submitted by the employee are filed in the employee’s personnel file along with a Grievance Review (See Appendix B-13) written report explaining the resolution to the grievance.

Leadership Team

The Leadership Team functions for communication, coordination, and decision making purposes and for implementing policies established by the Association’s Board of Trustees. The team consists of the President and Chief Executive Officer (hereinafter referred to as the President/CEO); Vice President of Education, Leadership and Ministry 
Development; Vice President of Minister and Ministry Services; Vice President of Administration and Finance and Chief Financial Officer (CFO); and Vice President of Communications.
The President/CEO will retain ultimate responsibility and decision-making authority. It is however through the Leadership Team that decisions affecting more than one department are made and communicated. Each member of the Leadership Team has the opportunity to ask for input on issues in his/her department(s). Team members also report what’s happening in their area of responsibility. Additionally, the team serves as an advisory ‘sounding board’ for the Association’s President/CEO.  

Open Door Policy

The Association cannot successfully achieve its individual and collective missions without effective communication. The Leadership Team continually strives to provide a work environment, throughout the organization, which accomplishes this goal by encouraging open dialogue. The most important working relationship occurs between an employee and his/her supervisor. In order for this relationship to remain effective, supervisors must be aware of employee concerns. It is therefore important for employees to discuss their ideas, concerns and suggestions, and the Leadership Team maintains an open door policy for this purpose. 

Employment At-Will

Except for employees who have a written employment agreement signed by a member of the Board of Trustees, President/CEO, or designated authority, employment at the Association of Unity Churches is “at-will.” This means that either the employee or the Association may terminate the employment relationship at any time, for any reason not expressly prohibited by laws. Only the Board of Trustees, President/CEO, or Board designated authority may change or enter into any agreement of employment for a period of time or for permanent or continuing employment contrary to the “at-will” employment relationship. In any such instance, such agreements must be in writing. Any oral or written statements to the contrary by a supervisor or other authority of the Association, is invalid and should not be relied upon by any prospective or existing employee.

This policy will not be modified by any statements contained elsewhere in this policy manual, or in any employment applications, recruiting materials, memorandums, or other materials provided to employees in connection with their employment. Also, those documents will not create an expressed or implied contract of employment for any period of time. To the extent any representations are made by any person, other than a member of the Board of Trustees, the President/CEO, or designated authority, which are inconsistent with any portion of this policy manual, they are invalid.
Nepotism

The Association is committed to ensuring that only the best-qualified candidates are recruited and selected. Such a commitment requires that no preference or patronage be given to any applicant solely on the basis that such applicant is related to a current employee. Individuals will be employed solely on the basis of merit and job-related qualifications consistent with the policy of equal employment.
The Board of Trustees shall decide whether to approve the hiring of relatives of current employees. Employees who are related to or who have referred an applicant should not be involved in the direct process of hiring those applicants. Employees should refrain from attempting to influence the selection process on behalf of relatives or any other applicants. An applicant may not be hired, assigned, transferred, or promoted to any position which creates a direct reporting relationship to a relative. 
No employee shall report directly to his/her relative. For the purpose of this policy the term ‘relative’ includes members of the immediate family (parents, children, spouses, stepchildren, siblings, grandparents, grandchildren) as well as close family members (aunts, uncles, nephews, nieces, first cousins) and in-laws.

Gifts and Gratuities

The Association appreciates the varied duties employees may be called upon to perform as part of their official roles at the Association and the generous nature of our constituent ministers and ministries. Employees are reminded to complete a “Travel Request for Out-of-town Travel” (form K in Accounting) prior to authorized travel on official Association business. Employees are compensated through salary and expense reimbursement for such travel and are expected to submit any “love offering” or gratuity received from a host minister or ministry to the Accounting department. 

Employees who support our constituent ministers and ministries outside of official Association duty assignments are free to accept compensation and gratuities for their service. 

Employees should never accept gifts of anything of more than nominal value that create a conflict of interest or the appearance of a conflict of interest, as described in the Board policy. 
Confidential Information

Our Association email list is a valuable asset that requires careful use. We limit information sent without the recipients’ specific permission and rely upon permissions given when the minister/ministry signs up. By doing this, we are sure that people are getting what they really want, and allowing them to customize their experience with us. With our database, Raiser’s Edge, we are able to select email lists so that only those giving permission will receive a given bulk email.
No employee is authorized to release Association member’s information to outside third parties or to utilize such information not available to the public for personal use. Employees may not access Association data information, including personnel information, donor records and other business data, not related to their specific job duties or release or distribute confidential Association data and information without authorization. 
Information concerning individual salaries, classifications, and ranges is made available to those directly involved in and with authority for controlling, budgeting, or administration of salaries. Employees may be advised of their own classification and salary range and the rationale used in determining salary. Salary information is considered confidential and is not released to anyone but the supervisor and the concerned employee. Violations of the confidentiality policies of the Association may result in disciplinary action up to and including immediate termination of employment. 

Intellectual Property

It is understood that much of the work of the Association in support of its member ministers and ministries involves the creation of intellectual and artistic materials. The Association shall own intellectual property rights in all work related materials (WRM) except as provided in prior written agreements between the Association and the persons who create those works. The creator(s) of WRM shall exercise no rights in such and shall receive no proceeds from the sale, assignment, licensing or use of such works except as provided in prior written agreements between the Association and the creator. 

WRM are those works created at the direction of the Association, under the direction of the Association, for the Association and its members’ use, by a person acting within the scope of his/her employment or contractual obligation with the Association. 

Employees are free to pursue creative endeavors outside their employment responsibilities but may not utilize Association resources (including work time), materials or staff in the creation of work they seek to claim as personal. 

Personal Use of Electronic Equipment

Telephones and computers are provided employees for business use. All equipment, including the information transmitted and retained in them, is considered the property of the employer and subject to access by the Association. Equipment use for personal business should be limited to break times or brief conversations, except for emergency reasons. 

Computers may not be modified for personal use and are subject to the policies and procedures of the Association including:

· employees will not install, or allow to be installed by others, any non-approved software.

· employees must request installation assistance for approved software not already on their PC from the IT Coordinator.
· employees must have Software not specifically listed below reviewed by the IT Coordinator before purchase/installation.

· employees must not block the air vents on their CPUs with papers, books, etc.
· employees must not attach any additional devices to their PCs without prior approval by the IT Coordinator.

· if employees need training on a feature/software that is not available in “help” or “online,” they should request help from the IT Coordinator before making other arrangements.

Approved Software 

· MS Office XP Pro, which contains Word, Excel, PowerPoint, Access

· Groupwise for e-mail

· Avery Design Pro or Avery Wizard for making labels

· Raiser’s Edge, Financial Edge, MS Retail Leadership

· Internet Explorer

· Adobe Acrobat reader or Standard 6.0

· Adobe InDesign, Adobe Illustrator

· Photo Shop

· Paint Shop Pro 7 

· Palm software for PDA devices

· Foreign language support

· Additional Fonts

Non-approved Software

· Webshots

· Weather Bug

· Gaiter/Gain

· AOL

· Any instant messenger such as AOL or Yahoo

The non-approved software is generally on the list because it uses too many resources and makes a PC less productive or it creates a security risk.

Solicitations

Persons not employed by the Association may not enter its premises at any time for the purpose of solicitation of employees or distribution of literature to employees. Prohibited activities include, but are not limited to soliciting signatures, selling merchandise, and distributing literature, pamphlets, or printed materials of any kind on the premises.

To provide employees with an atmosphere free of unnecessary work interruptions, solicitation and distribution activities by other employees at work areas or during work 
time are prohibited without prior authorization from the COO. A bulletin board is provided in the kitchen for posting those items of common interest; however, prior authorization by the COO is necessary before posting.
Work Area

Each employee is responsible for keeping his/her area and the surrounding work area(s) uncluttered and organized by:

· discarding unneeded items

· returning materials to files or point of origin promptly

· unpacking boxed items and storing promptly and properly

· keeping papers and items off the floor and hallways as much as possible

· arranging desks and work situations for efficient operation

· disposing of food and drinks promptly

· framing all pictures and posters prior to hanging

· displaying only tasteful personal items in work area

· removing unnecessary furniture from work area or hallways

Personal Appearance/Dress Code

Employees are expected to practice personal cleanliness and conservative good taste in dress and appearance. Casual clothes such as shorts, T-shirts, tank tops and similar items are not considered appropriate for office areas, or when visiting Association members. Every Thursday is considered a dress-down day and employees may wear jeans. Should visitors be in the building on a dress-down day, dress-down day may be canceled for that particular Thursday. Supervisors should be consulted for any uncertainty on what is considered proper dress.

Smoking Area

The Association provides a smoke-free building for its employees. Outside receptacles are provided for disposal of smoking materials. Designated smoking areas are outside and out of the direct flow of traffic in and out of the building. 
Policy/Guidelines for Sending Flowers

When any staff member is informed of significant events in the life of a Unity credentialed leader or ministry, they should communicate that information to the Ministry Employment office. The Ministry Employment Assistant will acknowledge the event by ordering an arrangement in accordance with the following policy. All arrangements sent in the Association's behalf must be ordered through the Ministry Employment office. Flowers are normally sent for the following:

· Dedication of new building - Live plant arrangement (amount $60 plus delivery cost). For use on day of dedication, usually Friday before the Sunday dedication. If 
The home office is not aware of the dedication until after the event, then only a letter will be sent.

· Ministry celebration, beginning at 10 years, with 5-year increments (10, 15, 20, 25, 30, etc.) - Live plant arrangement (amount $60 plus delivery cost). If the home office is not aware of the celebration until after the event, then only a letter will be sent.
· Minister's years of service celebration (10-year increments; starting at 30 years) - Live plant arrangement (amount $60 plus delivery cost). If the home office is not aware of the celebration until after the event, then only a letter will be sent.

· Retirement celebrations, generally at least 30-years and/or dependent on their services to the Association - Live plant arrangement (amount $60 plus delivery cost). If the home office is not aware of the celebration until after the event, then only a letter will be sent.

· Death of minister, licensed teacher, or staff member - Bouquet (amount $90 plus delivery cost).

· Death of minister's, licensed teacher's, or staff member's immediate family (spouse, children, parents, siblings) - Live plant arrangement (amount $60 plus delivery cost). 

Note: If any of the above celebrations are combined, only one arrangement will be sent, providing one or more of the celebrations fall within policy guidelines. Also, if flowers or an arrangement cannot be sent in time for them to be at a memorial service, a plant arrangement will be sent in the amount of $50 plus delivery to home of the closest living relative or spouse. 



 

Finally, if the bereaved or deceased has requested that donations be made in lieu of flowers to a charitable organization, the ministry employment assistant will request a check to be sent to that organization in the maximum amount allotted for that event. The ministry employment assistant will mention the donation in the sympathy letter.
SECTION 2 - RECRUITMENT AND SELECTION

Policy

Selection of a prospective new employee is based on the individual’s ability, experience, and training to perform the position. Open positions may be filled from within the organization. Open positions may be posted internally prior to external advertising. Posting and advertising for open positions is the responsibility of the Vice President of Administration and Finance. 

Approval for New Hires

The supervisor requesting the new position must develop a job description with roles and accountabilities, including title and salary range. New positions, including the job description must be approved by the supervisor’s Vice President, the Vice President of Administration and Finance and the COO (in that order) prior to advertising or hiring. Whenever a new position is created or a replacement is needed for a current position, the COO and the Vice President of Administration and Finance must be consulted prior to advertisement of the open position. Consultation allows for any adjustments to salary and job classification needed prior to the recruitment and selection process. 
Recruiting

The Association is committed to providing Equal Opportunity in hiring and maintaining diversity in our employees. The Association must also ensure that positions are filled by the most qualified candidates. Recruitment for non-Leadership positions will be handled by the Vice President of Administration and Finance. When possible, job openings may be filled from within. However it is the responsibility of the individuals involved in the hiring process to find the best-qualified candidate available, whether internal or external. 

Positions on the Leadership Team shall be filled and vacated through action taken by the President/CEO and agreed upon by the Board of Trustees. 

Recruitment may include newspaper advertisements, notices sent to Unity churches, postings on the website, referrals from current employees, ministry and SEE students, advertisement in professional or job related publications and notices sent to area college campuses. All advertisements will be placed by the Vice President of Administration and Finance and must contain the phrase, “an equal opportunity employer” or EOE. Employment agencies are not recommended as a source of recruitment, nor will the Association pay an employment fee to a placement agency.

Job Posting

The notice of all vacant home office positions will be posted for four working days within the home office prior to outside recruitment for any position. The job description giving job title, department, roles and accountabilities and qualifications will be posted on the
Association’s bulletin board and sent via e-mail to staff. All applicants must have at least six months experience in their current position prior to apply for another position.

Employment Classifications

The Association staff work force includes full-time, part-time, or temporary employees as determined necessary by the Leadership Team. Continued employment is based on the needs of the organization, the performance of individuals and the desire of the individual to continue employment with the Association.

· A regular full-time employee is an individual hired to work at least 36 hours per week throughout the year with no defined end date to the assignment and is eligible for all benefits.

· A regular part-time employee is an individual hired to work 20 hours per week or less throughout the year with no defined end date to the assignment. Employees in this position are eligible for holiday pay, health leave, and vacations all on a prorated basis.

· A temporary employee is an individual hired either on a part-time or full-time basis for a specified, limited period of time. Individuals hired for these positions are made aware of the nature of the project and its expected duration prior to hiring. When the project is completed, canceled or changed, the position may no longer be 
required. If possible, the employee may be assigned to another project. However, if this is not possible, it may be necessary to release the employee. 

· Volunteers are individuals who do not receive pay or benefits, but volunteers are subject to employee policies and practices.

Under the Fair Labor Standards Act, employees are classified as “Nonexempt” or “Exempt.” 

· Nonexempt employees are paid a regular hourly rate for the number of hours worked in a pay period and are eligible for overtime pay. 

· Exempt employees are paid a regular salary regardless of the hours worked. The first paycheck for the exempt employee will prorated according to the employment start date. 

All job titles with roles and accountabilities will include the classifications for that position. 

Interview Process

The employment interview is a major element in the selection process and should allow the candidate the opportunity to demonstrate his/her capabilities to perform the job and provide to the candidate adequate information about the position. Interviews should be conducted in private without interruptions. Before the interview is conducted the Vice 
President of Administration and Finance/HR Director will ensure the following are completed, as appropriate:

· review of the applicant’s resume.

· preparation of a standard list of questions for all applicants. All questions should be job-related and have a direct bearing on the essential tasks of the position. Questions should be open-ended and may be behavior based. 

· review of the pre-employment inquiry guide (see Forms) for appropriate questions. standardization of the interview and questions so that all applicants can be evaluated equally.

Two members of staff, one member of whom should be the Vice President of the department seeking the new employee, should conduct the interview(s).

Testing

Skills testing may be conducted if the test is representative of actual duties performed on the job, or if the test has been validated for predictive behavior on the job under consideration. Required testing and satisfactory threshold results should be a part of the job description qualifications. All clerical tests will be administered by the Vice President of Administration and Finance or his/her designee to assure that applicants receive consistent treatment. The results of the tests will be forwarded to the hiring Vice 
President. All test results are confidential and the results are for review by the hiring supervisor only. Test results are maintained with the applicant’s resume, application for employment, and other information pertinent to the applicant. Test results will be disclosed to the applicant upon request. 

Reference Checks

Reference checks on external candidates will be made by the Vice President of Administration and Finance/HR Director or designee prior to employment offer to verify previous employment and personal references. At least two reference checks should be conducted on each prospective candidate and documented in the applicant’s file. Phone reference checks are preferred, but written reference checks may be performed, too, if necessary. 

Some positions may warrant a background check conducted by the Association through a Association of our choice that specializes in background checks. Background checks beyond reference calls require a specific release called a Background Investigation Consent (See Appendix B-4) signed by the applicant. If the background report reveals information inconsistent with the applicant’s offered information and/or reveals criminal charges related to the person’s job duties, the applicant should be informed of the results and offered an opportunity to correct any inaccuracies in the report. If no corrections are offered or corrections indicate that it would not be appropriate for the person to serve in the job, any job offer may be withdrawn.
Application Paperwork

All interviewed applicants must complete an Application for Employment form. The applicant’s resume, along with any testing results, reference checks, background checks or notes from the interview should be attached to the Application for Employment (See Appendix B-5). When an applicant is hired, this paperwork is forwarded, along with a Personnel Action Form, to the hiring Vice President or the COO, as appropriate, for approval. All paperwork is then filed in the new hire’s secure personnel file. 

If the applicant is not hired, then the Application for Employment, resume, testing results, reference checks, background checks and notes from the interview are filed in a retaining file in the Administration and Finance office for a period of one year, at which time the information will be destroyed. Resumes received for advertised positions, but not included in the interview process, will be retained in a file for a period of one year in the Administration and Finance office, after which time the resume will be destroyed.

Selection and Offers of Employment

The hiring supervisor and other interviewers will consult on information gathered in the evaluation process and acquired during the interview process to determine the most qualified candidate for the job. The Vice President of Administration and Finance, who will consult with the COO on the appropriate salary range, is responsible for contacting
the prospective candidate and making the offer of employment. The Vice President of Administration and Finance is responsible for notifying candidates that were interviewed, but not selected, either by letter or phone call within one week of the acceptance of employment by the selected candidate.
If possible, the start dates for new hires will be as follows: exempt employees must start on the beginning day of the new pay period; hourly may start at any time during a pay period. Exceptions can be made in circumstances warranting them. 

Employment Eligibility Verification

The I-9 form supplied by the government must be completed and signed by both the employer and the employee whenever an employee is hired. The Vice President of Administration and Finance is responsible for verifying and documenting the eligibility of all newly hired employees.

· The employee’s obligation: Section one of the I-9 must be completed and signed by every employee, irrespective of his immigration status. The employee must attest that he/she is a United States citizen, lawful permanent resident or is otherwise authorized to work for the employer.

· The Association’s obligation: Section two of the I-9 must be completed and signed by the Association. The Vice President of Administration and Finance must ask each employee to document his/her identity and eligibility to work. The back of the I-9 lists 12 documents that may be used to establish identity (List B), seven
documents to establish employment eligibility (List C) and ten documents which establish both (List A).

The Vice President of Administration and Finance must physically examine each document presented by the employee to determine whether it appears to relate to the employee, appears to be genuine and is listed on the back of the I-9. The Vice President of Administration and Finance can only accept documents from the I-9 list but may not specify which documents will be acceptable for employment verification. It is only when an employee presents documents not appearing on the list that the Vice President of Administration and Finance may ask for additional proof of identity and/or employment authorization. 

After examination of the documents provided by the employee, the Vice President of Administration and Finance must complete section two of the I-9 specifying which document or documents an employee provided to show identity and employment eligibility, the issuing authority, document number and expiration date. Documents from List A establish both identity and employment eligibility. If an employee presents a document from List A, the Vice President of Administration and Finance will not request to see any documents from List B or C. However, if the employee does not present a document from List A, they must provide the Vice President of Administration and Finance with one document from List B and one from List C. List B documents including driver’s licenses and school identification cards, establish identity but do not demonstrate employment authorization. Conversely, List C documents such as social security cards, establish employment eligibility but do not prove identity.

Section three of the I-9 should be completed by the Vice President of Administration and Finance when updating and re-verifying the employment authorization of an employee whose previous authorization has expired. For example on the date an INS-issued work authorization card is scheduled to expire.

· Retention of I-9s: The Vice President of Administration and Finance must retain all I-9s for at least three years after the date of hire or for one year from the date an individual’s employment is terminated – whichever is later. The retention of the I-9 is an obligation that takes on profound importance in the event of a government inspection.

Moving Allowance

The Association will provide all reasonable moving expenses, not to exceed $8,000, for leadership and faculty positions. Arrangements should be made through the CFO’s office.

Procedure for New Hires  
On the employee’s start date, s/he will be given an orientation packet that contains:
· Employee policies

· Payroll Forms (W-4, I-9)
· Personnel Action Form 
· Emergency information
· Procedural memos (e.g., In-house inventory, Purchasing System, etc.)
· Conflict of Interest Information Form
· Phone mail etiquette and use
· E-mail resource manual
· Holiday work schedule
· Letter and Memo Styles resource manual
· Interoffice information: phone listing, employee address list, e-mail address 
The new employee will complete a W-4, I-9, and Emergency Information Form on their first day of employment. New employees shall also review this Personnel Policy Manual and complete a Personnel Policy Agreement form (see Appendix B-3) upon hire. These forms are forwarded to the Administration and Finance Department and retained in the employee’s personnel file. 

Orientation of New Hires

The manner in which new employees are assimilated into the organization may well influence their productivity and length of service with the Association. It is important,
therefore, that the orientation of new employees, especially during the first week, is well planned and paced so that the employee is not overwhelmed by too much information at once, but is sufficiently informed in order to adequately perform his/her job. The immediate supervisor is responsible for documentation of appropriate orientation of all new employees in his/her department. 

The orientation program is designed to meet several objectives:

· to give the new employee a clear picture of what the organization offers and what it expects.

· to orient the new employee to his/her work environment and roles/accountabilities.

· to introduce the new employee to the staff and vice versa.

· to provide the new employee with an awareness of channels available for problem solving.

Orientation Period

Each employee, other than temporary employees who are not eligible for benefits, is to complete an orientation period of ninety (90) days. This period provides an opportunity for the individual and the supervisor to assess suitability for, interest in, and performance of the position duties. It is also a period of adjustment to the requirements of the job and 
the Association. Vacation and sick time benefits may accrue to full-time and regular part-time employees retroactively at the end of the orientation period and may not be used until the expiration of the orientation period. If employment is terminated prior to the successful completion of the orientation period, no benefits will be accrued. If a paid holiday occurs on a regularly scheduled workday during the orientation period, the employee will be paid for the holiday. A review of performance will be conducted at the end of the orientation period and documentation placed in the employee’s personnel file.

Terms of Employment for Senior Executives (Vice Presidents)

Each Vice President will be employed with a contract for a five (5) year term that is subject to renewal. The contract shall provide for termination by either party at any time with or without cause. Depending on the circumstances of termination, the Vice President may receive ninety (90) days severance compensation so that they may secure satisfactory field employment. The severance pay is specifically to allow the employee to secure a suitable field position and to adequately train an appropriate replacement. 

SECTION 3 - PERSONNEL FILES

Policy 
The Vice President of Administration and Finance will establish a personnel record file for each employee and maintain within that file the documents and records relevant to that employee’s employment and performance. It is important that personnel records be complete, relevant, and up-to-date. 

Employee Personnel Record Files

The Association will maintain accurate and timely employee records, including the following information on each employee:

· Name

· Address, home phone number

· Number of dependents

· Person to notify in case of emergency

· Insurance coverage

· Payroll deductions

· Salary, job title, department

· Employment status

· Employment eligibility

· Payroll information (see section on relevant data)

· Employee’s employment application and resume

· New Employee Orientation Form

· Personnel Action Form(s)

· Required tax information, benefit enrollment and change forms

· I – 9 Form (maintained in a separate file)

· Emergency information card (maintained in a separate file) 

· Medical information (i.e.: doctor’s notes)

· Salary information 

· Conflict of Interest Information forms

· Performance appraisals and documentation

· Injury reports (if any)

· Disciplinary letters or notes (if any)

· Any other information relevant to the employee’s relationship with the Association.

Personal Data Changes

Employees are responsible for keeping their personnel records accurate and current with respect to personal information, and are expected to notify the Vice President of Administration and Finance’s office of any changes in the following:

· Name change or name change of emergency contact person(s)
· Address

· Telephone number or phone number change for emergency contact

· Marital status

· Number of dependents

· Beneficiary designations for any benefit plans

· Payroll deductions.

A new W-4 must be completed for all changes to number of dependents, address, or marital status for federal income tax withholding purposes. Changes affecting insurance coverage will require a new insurance form to be completed. 

Personnel Action Changes

The Vice President of Administration and Finance or appropriate Vice President must complete a Personnel Action Form (See Appendix B-7) when an employee:

· is hired or rehired

· is transferred from one department to another

· is promoted or demoted

· is terminated or resigns

· takes a leave of absence

· receives a salary increase

· loses eligibility for employment under immigration rules

All employment record changes require authorization by the employee’s Vice President and the COO. The approved Personnel Action Form is then forwarded to the Vice President of Administration and Finance for processing and filing the form in the employee’s personnel file.

Maintenance of Personnel Files

Personnel files will be maintained and kept up to date by the Vice President of Administration and Finance. Personnel files will be kept in a locked file in the office of the Vice President of Administration and Finance. The key will be secured and available to the President/CEO, COO and Vice President of Administration and Finance.

Payroll Records
The following payroll records will be maintained for each employee:

· Full name of employee

· Employee’s home address

· If under 19 years of age, date of birth

· Gender 

· Job title

· Time and day of the week the employee’s work week begins
· Rate of pay

· All deductions made from the employee’s paycheck

· Regular hours worked each workday and each workweek (Exempt employees must retain records reflecting the basis on which they are paid in enough detail to calculate total remuneration and fringe benefits.)

· Total daily or weekly straight-time earnings or wages due for each workday or workweek, exclusive of overtime compensation

· Total premium pay for all overtime hours

· Total additions or deductions from wages paid each pay period

· Total wages paid each pay period

· Date of payment and pay period covered by such payment

The following records must be kept for three (3) years:

· Employee information (personnel file)

· Payroll records

· Individual contracts or collective bargaining agreements

· Information on pension, profit-sharing, thrift plans or other benefits excluded from the regular rate

· Information on total Association sales and purchases

The following records must be kept for two (2) years:

· Employee time cards, time sheets, or other time-keeping records

· All information about hourly rates, or other methods for determining straight-time or overtime earnings, salary or wages

· All order, billing and shipping records

· Records of additions to or deductions from wages paid

· All records used to determine original cost, operating or maintenance costs, depreciation and interest charges if such charges are used to determine additions to or deductions from an employees wages

Note: FICA, FUTA, and Federal Income Tax Withholding regulations require employers to retain employee records related to mandatory federal taxes for at least four years. These include the employee’s name, address, social security number, sex, birth date, occupation and job classification, total compensation paid, any tax forms related to the employee, record of hours worked, and all payments to pensions and benefit plans, amount of wages subject to withholding and actual taxes withheld from wages.)

Confidentiality Regarding Personnel Files

Unless required by law, information regarding an employee will not be released to any public or private agencies and/or persons without prior written authorization from the employee, in accordance with the Privacy Act. Upon request of a third party, however, 
the Association may verify dates of employment, positions held, and salary information as shown in Association records, without written authorization. This information is to be handled only by the Vice President of Administration and Finance.

The Association will provide requested information in compliance with requests from governmental and law enforcement agencies, if they have furnished proper identification and proven their legal authority and right to access the requested information. All employee records are confidential, and access to those files is limited to the Leadership Team and those with a valid business, regulatory, or legal reason.

Employees should refer all external requests for personnel information concerning applicants, employees, or past employees to the Vice President of Administration and Finance’s office. The Association will only provide factual information on former employees to external reference checks, such as: dates of employment, position held, and salary confirmation. References and basis for termination from former employers will only be provided upon receipt of the former employee’s written consent.

Employee’s Review of Personnel Files

A current employee may review his/her own personnel file. A request to do so should be directed to the Vice President of Administration and Finance, who will schedule a time for review. Records may not be removed from the area where they are kept, but copies of records may be made with permission from the Vice President of Administration and Finance.
SECTION 4 – WORK AND WAGE & SALARY ADMINISTRATION

Policy

In order to attract and retain competent personnel, the Association attempts to provide a work schedule that will support achievement of the mission and to maintain total compensation, including base pay and benefits, at a level competitive with similar organizations within the community and consistent with the Association’s overall financial capacity and objectives. Employees will be paid in accordance with the Association’s salary administration guidelines and in compliance with federal, state, and local regulations.

Hours of Work

The normal work week consists of thirty-six (36) hours for regular full-time employees. Working hours are normally Monday through Thursday, 7:30 AM to 5:00 PM, which consists of nine (9) working hours per day and an unpaid ½ hour lunch break. Morning prayer occurs at 7:30 AM each workday. Employees are permitted to participate as part of worked hours, subject to approval of their supervisor. Participation in morning prayer is not mandatory. Supervisors of part-time employees are responsible for establishing work hours and break times for each employee.

Lunch Periods

Lunch periods for all employees are one (1) hour. One-half hour of the lunch period is compensated by the Association and one-half hour is unpaid, which allows for a nine (9) hour work day. Lunch periods may not be used to make up lost time or to shorten the workday. 

Flextime Scheduling

Vice Presidents may authorize a flextime work schedule, subject to the following conditions:

· Employees may be required to participate in meetings, events or travel that extend beyond the normal workweek and work hours (7:30 AM to 5:00 PM).

· Vice Presidents must ensure that employees work at least 36 hours per workweek and are authorized to adjust employee work schedules in order to meet the needs of the Association.

· Vice Presidents have discretion to approve flex time for other situations as needed.

Overtime

On occasion, scheduling overtime for non-exempt employees may be necessary due to absence, increase in business, or various other reasons. Supervisors will assign overtime work as far in advance as possible. Employees assigned to work overtime are expected to fulfill the assignment. An “Overtime Request Form” (See Appendix B-8) must accompany all time sheets when overtime is worked. No employee may work overtime of without authorization from his/her supervisor in advance.
Non-exempt employees are paid one and one-half times their hourly rate for hours worked in excess of forty (40) hours in one workweek. Holidays, vacations, and paid sick time which fall within the regular work week will not be included as time worked for purposes of computing overtime hours. When the employee feels they may need overtime hours in order to perform or complete a job assignment then an “Overtime Request Form” should be completed.

Working from home 
Telecommuting is an important tool for addressing organizational effectiveness and limitations on office space. The Association supports the use of telecommuting when and where appropriate. Telecommuting is a means of doing all, or a significant portion of a job at home or at another location away from the office, instead of at the Association home office. Telecommuting is not an employee benefit and is not available for every job or every employee. Positions or projects that do not require face-to-face interaction, require minimal supervision, and involve extensive use of computers and/or telephones may be more appropriate for a telecommuting arrangement.

The Association home office is still assumed to be the normal work site. Approval for employees to work from home or other locations will be at the discretion of the Vice President who will monitor and ensure the policy is not overused. The authorizing Vice President must ensure that the employee has access to those files and materials that would enable the work to be done at home.

Short-Term Telecommuting: Vice Presidents or the COO in the Vice President’s absence may authorize employees to work from home in the short term, subject to the following conditions:

· Working from home applies only to exempt employees.

· The circumstances under which people are authorized to work from home are temporary, including: weather; illness or injury where the employee may be able to work from home but is not able to or advised to return to the work place; illness of a family member. Creative projects may be done from sites other than the Association home office when the supervising Vice President believes it will enhance project completion.

· The employee must get the approval of their Vice President prior to working from home, even if it is the morning of the day on which they are requesting to work from home.

· The employee must ensure they can actually complete the work from home. If, after gaining approval to work from home, they find that it is not possible to complete the work, they must report this to the authorizing person so that work can be rescheduled. 

Long-Term Telecommuting: The decision to telecommute on a long-term basis must be agreed upon by the employee, the supervising Vice President, the CFO and the COO and is subject to the same conditions as above. 
Equipment and Telecommuting: The Association will not purchase or provide reimbursement to the employee for the purchase or expense of:

· Telephone lines or telephone charges except such charges as have been pre-approved as a work-related expense. 

· Computer hardware or software

· Fax machines or cell phones

The Association may provide access to the Association’s business applications on an agreed upon basis as part of the approval of a request for telecommuting.

Reporting Hours Worked, Sick Time Off and Paid Time Off

Non-exempt employees will record their hours worked on a Bi-Weekly time sheet (See Appendix B-9) provided by the Administration and Finance Department. Hours used for sick time (STO) or Paid Time Off (PTO) will also be recorded on the Bi-Weekly time sheet. For PTO, a Time Off Form (See Appendix B-10) approved by the employee’s direct supervisor will also be attached to the Bi-Weekly timesheet. Hours will be recorded daily for a two-week period with each workweek beginning on Wednesday and ending on Tuesday. Bi-Weekly Timesheets will be given to the employee’s direct supervisor for approval at the end of the pay period and turned into the Accounting Department. 

Exempt employees will also submit a Time Off Form (See Appendix B-10) given to the employee’s direct supervisor for approval at the end of the pay period and turned into the Administration and Finance Department documenting any STO or PTO used during the pay period. They are not required to submit Bi-Weekly time sheets.

Distribution of Paychecks

All employees are paid every two weeks. Paychecks are normally distributed during morning prayer by a member of the Leadership Team. No employee’s check will be released to an individual other than that employee without the written consent of the employee. Direct Deposit of an employee’s check into a bank account is available upon request to the Administration and Finance Department. If an employee chooses direct deposit, the document s/he receives on Thursday is their check stub. Employees should verify the accuracy of their check stub and report any discrepancies to the CFO. If possible, they should furnish their previous check stub so comparisons can be made to determine the nature of the error.

Salary Reviews

A salary range for each position is established to provide a means for salary progression as experience is gained in the position. Progress within the salary range is based on merit. Salary ranges are reviewed annually and adjusted periodically as necessary based on survey data, marketplace recruitment rates, and changes in economic conditions.
Individual employees’ salaries are reviewed annually. Increases are granted in accordance with Association policies. Supervisors are responsible for ensuring that employees reporting to them are reviewed at regular intervals and for recommending appropriate increases by completing a Personnel Action Form (See Appendix B-7) and submitting the form with appropriate documentation attached for approval to the President/CEO or COO.

Employees are eligible for consideration of a salary merit increase as follows:

· completion of an initial six months of employment, depending upon their starting rate and their current position within the salary range.

· annually, individuals’ salaries will be assessed based on performance and any increase thresholds set for the organization. Individuals who have worked less than one calendar year at that time may be eligible for position increases but not merit raises. 
· outstanding performance that warrants an increase other than annual review must have approval from the President/CEO.

In addition, a salary adjustment may be necessary at times to bring an employee’s salary to the minimum of the appropriate salary range. Salary increases must be effective on the first day of a pay period. No salary increase is to be communicated to an employee prior to approval by the President/CEO.

Wage Garnishment

The Association expects its employees to maintain their financial affairs in good order. The Association will comply with enforceable garnishment judgments to the extent required by law. It is not the responsibility of the Association to provide notice or counseling to the employee related to the garnishment. 

SECTION 5 - EMPLOYEE BENEFITS

Policy

The benefits provided by the Association of Unity Churches are an important part of the total compensation of employees. Benefits include health, dental, and life insurance; a tax-sheltered annuity plan (403(b) plan); a small Christmas bonus; compensated time off for personal activities and for illness; and workers’ compensation insurance.

Eligibility for Benefits

· All employees, including regular full-time, regular part-time and temporary full/part-time will be eligible for paid holidays occurring after their date of hire. 

· Regular full and part-time employees begin accruing vacation and sick days from their date of hire with accrual calculated after the successful completion of the orientation period; personal

· Paid time off days are credited annually on the employee’s anniversary date after one full year of service. 

· Eligibility for health benefits for regular full-time employees begins ninety (90) days after their date of hire. 

· Temporary full and part-time employees are only eligible for paid holidays occurring after their date of hire.

Health, Dental and Life Insurance

Health and dental insurance are available for full-time employees and their dependents on the first day of the month after ninety (90) days of employment. Insurance coverages are also effective the 1st of the month following approval date. The Association will pay ninety-percent (90%) of the premium for the employee, and the employee will pay the remaining balance of ten percent (10%). The Association will pay fifty-percent (50%) of the premium for the employee’s dependents, and the employee will pay the remaining fifty percent (50%) for their dependent coverage. Deductibles and co-payments are the responsibility of the employee when seeking medical or dental care. Employees will be provided a benefits booklet and forms to fill out at the time of eligibility. If health and dental insurance are waived at the time of eligibility and requested at a later time, the employee must qualify with the insurance carrier.
United Health Care program: coverage includes medical, dental, prescriptions, vision is paid 100% by employee, and a $15,000 life policy is paid 100% by the Association of Unity Churches. Employee portion of premium schedule is included with the coverage information. 
High Limit 24-Hour Personal Accident Insurance program (through LINA): premiums paid entirely by employee.

UNUM life and AD&D program: premiums paid entirely by employee 
Life insurance is made available to full-time employees after the first ninety days (90) of employment. The employee is responsible for paying the entire life insurance premium. 

All information concerning current health, dental, and life insurance plans can be obtained through the Administration and Finance Department. 

Tax-Sheltered Annuity Plan - 403(b)

For full-time employees, the Association normally contributes six percent (6%) of an employee’s annual salary towards a retirement fund. Contributions begin after the employee’s successful completion of the ninety day probationary period and are made on a bi-weekly basis. Contribution by the employee is optional. Employees are vested 100% upon their hire date in the program.

Christmas Bonus 
Regular full-time employees will receive a twenty-five dollar ($25.00) bonus at Christmas after one (1) year of employment and an additional ten dollars ($10.00) bonus per year for each year of employment thereafter.

Compensated Time Off

As part of its benefits, the Association provides full and regular part-time employees compensated time away from work. Time is accrued in two basic categories: Sick Time Off (STO) and Paid Time Off (PTO). 

STO is intended to provide payment for days of personal illness or non-work related injuries. A doctor’s statement will be required to return to work after STO of more than three (3) consecutive work days. The statement should be presented to the employee’s immediate supervisor, who is responsible for placing it in the employee’s personnel file. The following will apply to STO:

· Non-exempt employees may utilize STO on an hourly basis for health related appointments, subject to approval of scheduling by the immediate supervisor. 

· Non-exempt employees may utilize STO on an hourly basis for partial days of illness or injury. 

· Employees who are fathers of newborn or newly adopted infants may utilize up to thirty-six (36) hours of accrued STO following the birth or arrival of the child.

· Employees may utilize STO to attend to the needs of an ill immediate family member. 

Accrual of STO 

Accrual is on a monthly basis following the successful completion of the employee’s probation period. Regular full-time employees accrue seven (7) hours per month and regular part-time employees accrue three and one-half (3.5) hours per month. 
Accumulation is limited to 250 hours and is not reimbursable upon termination of employment. STO will not accrue during leaves of absence. 

Payment of STO 

STO will be paid at the employee’s rate of pay at the time of use, subject to taxes and withholding and will be paid in the same manner as routine compensation.

Exhaustion of STO 

If an employee requests STO for a qualified illness or injury and s/he has exhausted his/her STO, the employee may utilize available PTO. If no PTO is available, the employee may request an unpaid medical leave, subject to the approval of the immediate supervisor. If the employee has been employed a minimum of two (2) calendar years, the employee may request donations of PTO from other Association employees, subject to the approval by the CFO and in accordance with the Transfer of PTO policy.

Worker’s Compensation Employees will be paid during absences due to occupational injury or illness without reducing their accumulated STO. To establish an occupational injury or illness the employee must submit a report of the employee injury on an Accident Report – (B-11) that will be evaluated by the worker’s compensation insurance carrier. The employee is expected to cooperate with the management of his/her occupational injury or illness based on the decision of the insurance carrier. The rate of pay for time away from work will be the same as the regularly scheduled hours and rates of pay, offset by payments from worker’s compensation insurance. 
PTO is intended to provide time away from work for personal appointments and can also be used for the relaxation and renewal of the employee. Employees are encouraged to utilize PTO in the year that it is earned. PTO should be utilized on a scheduled basis, subject to the approval of the employee’s immediate supervisor. PTO does not need to be approved for regularly scheduled holidays. 

Accrual of PTO is on a monthly basis following the successful completion of the employee’s probationary period. For purposes of accrual calculations there are three categories of employees:

· Category I includes the leadership team, faculty, directors and coordinators. 

The accrual rate is: 

1st Year- 9 hrs/month to a total of 108 hrs/yr. 

Year 2-14- .75 hrs/month additional for each year worked up to a total of 144 hrs/yr. (ex. 9.75 hrs/month year 2, 11.25 hrs/month year 4)

Year 15 and beyond- 15 hrs/month for a total of 180 hrs/yr.

· Category II includes assistants, specialists and other regular full-time employee positions.

The accrual rate is:
1st Year- 6 hrs/month to a total of 72 hrs/yr.

Year 2-14- .75 hrs/month additional for each year worked up to a total of 144 hrs/yr. (ex. 6.75 hrs/month year 2, 8.25 hrs/month year 4)

Year 15 and beyond- 15 hrs/month for a total of 180 hrs/yr.
· Category III includes all regular part-time employees.

The accrual rate is calculated based on the percent of full time equivalency scheduled to work and the years of employment. 

The formula is X x Y= monthly PTO accrual 

where X= number of hours scheduled/ 36 and Y= accrual rate for number of years of employment.

Example: Category II employee is scheduled to work 15 hrs/week and has been employed 2 years. The PTO accrued each month would be:

X=15/36 or .42 (rounded) 

Y= 6.75 hrs/month

PTO = 2.8125 hrs/month (using actual X)

· Full-time employees receive an additional 18 hours of PTO per year for Personal Time. These hours accrue on the employee’s first start date anniversary and thereafter on January 1st of each year. 

· PTO will accrue as the need arises for the following situations:

· Death in the immediate family will accrue a maximum of twenty-seven (27) consecutive hours of PTO. The immediate family includes spouse/partner, child, parent, brother, sister, grandparent, mother/father-in-law. 

· Jury Duty will accrue the regular pay for any regularly scheduled work days during jury service, subject to offset for any fees received (less expenses). The employee will submit court pay stubs and expense receipts to Administration and Finance Department.

· Short-term military service will accrue up to seventy-two (72) consecutive hours of PTO for full-time employees or up to two work-weeks of regularly scheduled hours of PTO for regular part-time employees called to National Guard or reserve duty, subject to set-off for any military pay received. Employees will submit military pay vouchers to the Administration and Finance Department upon return. 

· Voting Time will accrue up to two (2) hours of PTO on Election day if that day is a regularly scheduled work day for non-exempt full-time employees. Request for the time away should be made with the immediate supervisor at least one day in advance. 

· Office Closure: If the COO declares the office closed, all employees scheduled to work that day will accrue PTO at their regular rate of pay for scheduled hours. If an employee has scheduled time off before the office closure, such as vacation time, additional PTO will not accrue.
· PTO will accrue on scheduled holidays according to the calendar established by the Association on the following holidays on an annual basis:

· New Year’s Day


· Martin Luther King Day 


· Memorial Day 


· Independence Day


· Labor Day




· Thanksgiving Day

· Christmas Eve and Christmas Day


Full-time temporary employees are eligible for paid holidays, which occur during their employment period. Part-time temporary employees are eligible for prorated holiday pay for holidays that occur during their employment period, if the holiday falls on a scheduled workday. Regular part-time employees receive holiday pay based on the prorated portion of their full time equivalency.

Scheduling PTO

All PTO must be requested on the “Time Off” form (See Appendix B-10) and approved at least three (3) days in advance by the employee’s immediate supervisor. A completed and approved “Time Off” form (See Appendix B-10) must be turned in to the Administration and Finance Department for the pay period that includes the PTO. 

PTO requests will be evaluated and approved based on the following criteria:

· The employee has earned, or will have earned by the requested date, the hours requested.

· In departments of two people, one person must be in the office.

· In departments of more than two people, the Vice President has the authority to decide how many people are enough to adequately meet the needs of the department in terms of workload and meeting the needs of member ministries.

· No more than two members of the Association’s Leadership Team may be out at the same time. The President/CEO is excluded from this rule due to heavy travel schedule.

· No more than eighteen (18) hours of PTO per year may be taken either the workday before or after a holiday. Holiday PTO can be linked with other scheduled PTO, meaning a holiday can be connected to the beginning or end of a PTO period, or can be included in the middle of a PTO period. (A Monday that follows a holiday Thursday is considered linked. A Thursday prior to a holiday Monday is considered linked.) Any two holidays can be linked with PTO during a calendar year. (For the purpose of this policy, Christmas Eve and Christmas are seen as one holiday.) To be paid for holidays, staff must work or have scheduled PTO the day before and after the holiday. PTO days linked to Christmas Eve and
Christmas count in one year. PTO days linked to New Year’s Day count in the next year. 
· It is preferred that employees take no less than five (5) hours and no more than seventy-two (72) hours PTO at any one time.

Conflicts in PTO requests will be resolved by seniority based on the employees’ start dates. 

Scheduled PTO may be changed with forty-eight (48) hours notice. Any changes to a PTO request will be submitted to the employee’s immediate supervisor and the CFO’s office in writing within forty-eight (48) hours prior to the proposed change. This includes cancellations. 

Payment of PTO

PTO will be paid at the employee’s rate of pay at the time of use, subject to taxes and withholding and will be paid in the same manner as routine compensation.

Transfer of PTO

Employees who have been employed at the Association home office for at least two (2) calendar years, who are on a qualified medical leave with no reasonable expectation of returning to work prior to exhaustion of their leave time, and/or who have exhausted their accrued STO and PTO, may submit a written request for Transferred PTO from other employees. The request must be approved by the immediate supervisor and the CFO and COO and must be communicated to employees through the CFO’s office. Home office employees may transfer up to 36 hours of accrued PTO from their account to the account of the requesting employee upon submission of a signed “Time Off “ (See Appendix B-10) stating transfer of PTO hours and name of employee to receive their PTO. PTO payment will be at the normal rate of pay of the recipient of the transferred PTO. 

Unused PTO
If an employee is not able to use all PTO time during the calendar year, PTO time not exceeding a total of seventy-two (72) hours may be carried over into the next calendar year if prior written approval has been obtained from the employee’s immediate supervisor and submitted to the Administration and Finance Department by the December 1st deadline. If written approval has not been obtained to carry-over the unused hours of PTO, the employee will forfeit any unused hours. Employees may not request payment for unused PTO hours in lieu of carry-over into the next calendar year. 

SECTION 6 - ATTENDANCE AND PUNCTUALITY

Policy

Regular attendance and punctuality of employees during scheduled hours of work is essential for the Association to meet its operational demands and the expectations of clients. Every employee is expected to report for work regularly and on time and to remain at work until the end of the scheduled workday.

Reporting Absences and Lateness

Employees are to notify their supervisor at least fifteen (15) minutes before the beginning of their workday or as soon as possible, if they are unable to report to work or will be late to work. If an employee is confined to bed, hospitalized, or otherwise unable to personally report the absence, arrangements should be made to have someone notify the immediate supervisor of the employee’s situation. In reporting absences, the message should include the name of the employee, the reason for the absence, expected time of return to work, and the name and phone number of the person reporting the absence. An employee who is absent from work for three (3) consecutive working days and has not notified the Association may be terminated.

Excessive Absenteeism

Unsatisfactory attendance or excessive absenteeism, including frequently reporting late or quitting early, will be cause for disciplinary action. Employees absent or late for more than six (6) days in six months will be counseled by their immediate supervisor. Absences or tardiness of more than twelve (12) days in one year or six (6) occurrences in six months will result in a written Performance Improvement Plan. If attendance does not improve, the employee may be terminated.

Controlling Absenteeism
Controlling absenteeism is every supervisor’s responsibility and is accomplished by:

· discussing each absence with employees to ensure understanding of the situation involved and reinforcing the Association policies; 

· watching for unusual behavior that might indicate personal problems; 

· keeping records of employee’s absences so excessive absences and absence patterns can be detected;

· counseling employees who have unsatisfactory attendance;

· reinforcing good attendance by acknowledging dependable employees; and

· ensuring working conditions are not contributing to employee’s absences by watching for:

· employee complaints about temperature or other working conditions

· excessive overtime

· constant rush projects that place a strain on an employee’s performance

· overall dissatisfaction with the job
· conflicts among employees

Absences Due to Severe Weather
The Association is normally open during business hours unless severe weather makes traveling too treacherous. If the weather is bad on a workday morning, the COO will confer with the Director of Operations at about 5:15 AM, and make a decision as whether to open the office, delay the start time, or close the office all together. Once the decision is made, the staff will be notified of this decision. 

If the weather turns hazardous while employees are at the home office working, the Director of Operations will monitor the weather and a decision will be made by the COO as to whether or not to end the work day early. Employees will be notified in their offices of that decision. 

Employees’ safety is one of our highest priorities. Employees are expected to make reasonable efforts to travel to the office, if the office is open. If there is ever a time when employees believe it is absolutely not safe for them to come into the office due to weather or that they will be delayed in arriving, they must notify their immediate supervisor or that person’s supervisor as soon as possible. It is important that supervisors be notified so they can support all employees in being safe and accounted for during bad weather. 

SECTION 7 - LEAVES OF ABSENCE

Policy
Any absence expected to continue for more than two (2) consecutive weeks, other than approved and scheduled PTO, requires an approved leave of absence. Regular full-time employees who have completed six (6) months of employment with satisfactory performance review may be granted a leave of absence for medical, military, or personal reasons subject to the approval of the supervising Vice President. A leave of absence will be granted only with the understanding that the employee intends to return to active full-time employment after the designated leave time. All leaves of absence are without pay, although accumulated STO and PTO may be used during this time. STO and PTO will not accrue to the employee during this leave time.

Requests for Leave of Absence

Requests for a leave of absence should be made as far in advance as possible, unless leave is for emergency reasons and is impossible to schedule in advance. The “Request for Leave of Absence” is located on page 2of the Personnel Action Form Part II (See Appendix B-7) must be completed by the employee and submitted to their direct supervisor, their Vice President, and then the Vice President of Administration and Finance and COO for approval. The original copy will be retained by the Administration and Finance Department for filing in the employee’s personnel record. The employee’s direct supervisor is responsible for advising the employee of whether or not the leave has been approved.

Medical Leave

Employees who are absent for more than two (2) weeks because of illness, injury, or childbirth related to their health or the health of an immediate family member, may be granted a leave of absence for the period of their disability to a maximum of six (6) months. During the leave the employee may utilize any and all accumulated STO and PTO. Upon exhaustion of accumulated benefits, the leave may continue without pay to the end of the scheduled leave, not more than six (6) months. (See policy on Transfer of PTO.) At the end of the scheduled leave or if the employee becomes totally disabled, if he or she is physically unable to return to work, he or she will be terminated.

A request for a medical leave of absence must be accompanied by a doctor’s statement of disability listing the anticipated date of recovery and return to work. The Association reserves the right to require a medical examination by an Association appointed doctor during the disability period or at the time the employee is released by his or her doctor to return to work.

Military Leave
An employee who is called to active duty in a regular branch of the Armed Forces of the United States will be granted an unpaid leave of absence for a maximum of four (4) years, unless required by law to serve for a longer period of time. Employees called to active duty
will be paid accrued benefits of STO and PTO until they are exhausted. (See policy on PTO accrual, as needed, for short-term service by Reservists and members of the State’s National Guard to participate in regular active duty or drills and summer training duty.)

Personal Leave

A leave of absence request for personal reasons will be considered on an individual basis by the employee’s immediate supervisor. A personal leave will be limited to a period of not more than six (6) weeks.

A pregnant employee who is physically capable of continuing to work, but prefers to stop working earlier than medically necessary, may take personal leave, with the approval of her supervisor, until such time as she qualifies for medical leave. Total leave time, both personal and medical, may not exceed a maximum of six (6) months. Following childbirth and recovery, the employee may request that her medical leave be extended to a personal leave; however, in this case, the Association is under no obligation to hold the employee’s position open once the medical leave has expired.

Continuation of Benefits during Leave

During a leave of absence, an employee does not accrue STO or PTO and the employee will not be paid for holidays occurring while on leave. Performance reviews normally scheduled during the period of leave will be restarted upon the employee’s return. The employee’s annual review date will be extended by the length of time the employee was on leave.

For medical leaves only, the Association will continue to pay its portion of the life and health insurance premiums for existing coverage for a period not to exceed sixty (60) days from the start of the leave. The employee must pay to the Association his/her share of the premium, if any, for the anticipated period of leave at the time the leave commences, or make arrangements with the CFO for periodic payments. At the end of sixty (60) days, the employee will be responsible for the full premium to continue insurance benefits. Should the employee elect not to maintain insurance coverage during the leave, s/he may be required to show proof of insurability in order to re-enroll and will be subject to the pre-existing condition clause in the health insurance plan. Employees on military or personal leaves of absence may continue life and health insurance coverage for which they have been enrolled at their own expense. 

Return from Leave of Absence

Employees taking a leave of less than six (6) weeks of time will normally be returned to their current position. For leaves exceeding six (6) weeks, every effort will be made to return the employee to the same position or one of like status and pay. Alternate employment, extension of the leave, or termination may be necessary if a position is not available when the employee is ready to return from leave. A leave of absence will be 
terminated if an employee accepts other employment, becomes self-employed, or continues the leave for purposes other than originally stated. 

The employee is responsible for notifying his/her direct supervisor in writing at least two weeks prior to the end of the leave to verify the return date. If the employee is unable to return on the scheduled date, an extension may be granted providing the employee gives the supervisor two week’s notice. An employee returning to work from a medical leave must provide a release in writing from his/her physician.

SECTION 8 - EDUCATIONAL PROGRAMS

Policy
The Association encourages employees to improve their capabilities and knowledge in an environment that supports life-long learning. While the responsibility for personal development is primarily that of the employee, the Association may share in the financial expense through tuition reimbursement and other education assistance, if there is direct applicability to the Association’s work. 

Related Courses

Courses applicable to tuition reimbursement must be related to the employee’s present job or to a job that the Association foresees the employee assigned to in the near future. Courses not job-related, even though required for a college degree, do not qualify for reimbursement. Courses must be completed at accredited schools, colleges or universities to qualify for tuition reimbursement.

Seminars or Courses Taken at Supervisor’s Direction

Courses or seminars and related expenses that are recommended to the employee by the employee’s supervisor or required for the employee’s work duties are eligible for full payment by the Association. Attendance, as well as tuition and related expenses, must be approved in advance by the employee’s supervisor and the CFO.

Course Schedule

The hours of scheduled classes should neither conflict with the employee’s work schedule nor adversely affect the employee’s job performance. 

Reimbursement Procedure

To qualify for tuition reimbursement, the course(s) must be approved in advance of the start date by the employee’s supervisor and the CFO. The Association reserves the right to determine whether the employee is eligible for educational assistance and whether such assistance is in the best interest of the Association.

Reimbursement will be made after satisfactory completion of the course(s) and will cover tuition and registration fees, if any. Cost for textbooks, course supplies, and laboratory fees are the responsibility of the employee. Reimbursement will be made to employees who receive a passing grade for college course(s) of a C or better. No reimbursement will be made for failure to pass a course or failure to complete a course. If the employee receives benefits from outside sources, i.e. scholarships or Veteran’s benefits for course(s) taken, the reimbursement amount will be reduced by the amount of the outside source. 

After successful completion of the course, the employee should submit a receipt from the school for the tuition costs, a copy of the grade report or certificate of completion, and the “Request for Educational Reimbursement” form (See Appendix B-14) to the 
Administration and Finance Department for payment. The grade report or certificate of completion and the Request form will be filed in the employee’s personnel file.

Spiritual Education and Enrichment Program (SEE)

An employee, with the approval of his/her direct supervisor, may take one class per SEE session unless there are extenuating circumstances. The cost of A & B sessions are to be paid by the employee. The cost of registration for the C session (total of 120 credits) will be paid by the employee and tuition costs will be split 50/50 with the Association. 

The supervisor has discretion in considering whether the time spent in the SEE Program is considered work time for the employee or requires PTO. Consideration should be given to the educational value of the program and its affect on service to our ministers and ministries.

Licensed Teacher Credentialing Program

The cost of the Skills Demonstration Seminar (SDS) will be waived by the Association for employees. 

Administrative Leadership Program (ALP)

The Administrative Leadership Program (ALP) provides support to Association employees in coordinator or higher level positions who seek to complete the Unity Institute degree or certificate program and obtain ordination as a Unity Minister. Two years in the current position are required before an employee can apply for the ALP program.

When an employee goes through the ALP, it is of benefit both to the Association and to the individual. When an employee is involved in ALP, the Association will provide or attempt to provide:

· continuing full fringe benefits;

· reimbursement for the cost of books and tuition; and

· a part-time worker for approximately five hours per day to assist the employee in ensuring work is kept up with minimal stress on the employee and current staff, if this is fiscally possible considering the Association’s financial situation at the time.

Recognizing the benefit to the individual, a reciprocal commitment is required. Employees in coordinator or higher level positions may be considered for the ALP provided a written request is made to the CFO and COO that includes the following:

· a case for the benefit(s) to the Association that ordination in the current position will bring;

· agreement to work for two-thirds (2/3) of full-time salary during the timeframe of the ALP;

· submission of a plan whereby all work is covered without overly relying upon current human and financial resources; (Note: It is assumed more than five hours per day, as provided above, will be required to complete the employee’s workload. A full workload must be maintained to minimize stress to other employees and ensure the Association’s mission performance continues. This may be accomplished through volunteer assistance, etc.)

· an agreement to work in the current or equivalent position a minimum total of five years, at least one of which follows the completion of the ALP program, unless discharged earlier by the Association not for cause. 

· An agreement that if the employee voluntarily resigns before the end of five (5) years, or one (1) year following completion of ALP, the total education costs become due to the Association in accordance with the loan agreement per Association policy. 

In addition to the above request, applicants for this program agree to abide by the following:

· Degree and Certificate requirements will be administered by Unity Institute. Ordination criteria will be administered by the Association and its Board of Trustees. 

· Criteria for admission will include those normally required by Unity Institute and the Association. 

· The CEO will designate a team of three individuals from the Leadership Team who will interview ALP applicants. The immediate supervisor or supervising Vice President of the applicant will not be an interviewer. 

· Acceptance into the ALP does not guarantee acceptance into either Unity Institute or the Association’s ministry path. 

SECTION 9 - PERSONNEL DEVELOPMENT

Policy (Note: This entire sub-section is under review and will be updated before the Association resumes administering performance reviews.)

Performance Reviews 

A performance review provides an opportunity for a supervisor to consider the overall accomplishments of an individual, to evaluate performance and progress, and to stimulate communications with the employee regarding career interests and other areas of importance.

Review Schedule

Employees will receive an initial review of performance at the end of their orientation period. The evaluation will be documented on the New Employee Orientation Form (See Appendix B-23). All employees will receive a formal written performance evaluation annually in August. Performance and salary are reviewed simultaneously. Supervisors may recommend a salary increase based upon the employee’s performance and current salary range. Whether salary increases are granted is contingent upon the Association’s financial situation. 

Review Procedure

The criteria for a review should be based upon the duties and responsibilities of the employee’s job title and roles and accountabilities. During the review process the employee is asked to give feedback, both written and oral on their needs, personal development, and investment in their job. The review process between the employee and supervisor will establish performance responsibilities, objectives, and standards; provide a consistent method for measurement and assessment; determine department and employee needs; and develop communications. All employees will receive a copy of their accountabilities and roles and a self-evaluation form to complete and return to their supervisor prior to their scheduled review.

Supervisors will receive a copy of their employees’ job title and accountabilities and roles and Application Evaluation forms (See Appendix B-15) along with a Part II Evaluation form (See Appendix B-16) to complete for each employee in their department. The review or evaluation is a point rating system based on the employee’s job description with a point rating entry for each designated task. A point value will be designated ranging from 1 to 4 next to each task. 

Supervisors should schedule adequate time for the employees review. Employees will receive a copy of their final review and a copy will be placed in their personnel file in the Accounting Department.
Promotions

It is the Association’s intent to offer promotional opportunities when available to employees who have demonstrated above-average skills in their current position and have an interest in and willingness to assume higher levels of responsibility. All promotions or transfers will be based solely upon the individual’s ability, experience, training, and interest to perform the work.

To be eligible for a promotion or transfer, the employee must have been employed in their current position for at least six months. Exceptions may be granted with the approval of the employee’s supervisor, Vice President, and the COO. An employee’s performance in his/her current position and attendance record must be satisfactory to be considered for a promotion.

Promotion to Open Position

The CFO will post or communicate the position to be recruited internally. If an employee is interested in applying for the position s/he will inform their immediate supervisor and then contact the CFO.
If the interested employee meets the requirements for the position the CFO will arrange for a formal interview. The CFO will notify all internal candidates interviewed but not selected for the position. The Association may simultaneously recruit internally and externally to assure the best qualified person for the position is hired. Internal candidates may continue to apply for the position as long as it is open for employment. 

If an employee is selected for the position, a time frame will be set to accomplish the transfer. This period should not exceed one month. The CFO is responsible for initiating a Personnel Action Form (See Appendix B-7) for the transfer. The transferring employee’s salary should be brought to at least the minimum of the new position and may be negotiated as part of the hiring process. The COO and the CFO will approve all promotion pay increases.

Promotion within Current Position

An employee’s position may be promoted into a higher classification when the supervisor believes that additional accountabilities being assigned to the roles of the position warrant higher classification. These accountabilities must clearly be more difficult in nature. Addition of similar or equal accountabilities or change in job title will not constitute a promotion. When a supervisor determines a position should be reclassified, s/he will review the job responsibilities with the COO and CFO and request reclassification.

The employee currently in that position may be promoted to the higher classification if s/he is qualified to assume higher levels of accountability. When a supervisor determines an employee should be promoted along with a higher classification of their position, s/he
will recommend promotion to the COO and CFO who will make the decision on the reclassification and promotion.

Promotion as a Result of a Development Program

An employee may determine that a particular position within the Association is of interest and, after discussion with his/her direct supervisor, a development program may be established that may ultimately qualify the employee for the position. The development program may consist of:

· education acquired through outside resources

· on-the-job training by expanding the employee’s current job to include tasks that are part of or similar to the desired position

· occasional relief or overload assignments to allow the employee to perform in the desired position.

Promotion into the position of interest will depend upon an appropriate opening and the employee’s current qualifications.

Unsatisfactory Performance

Policy: It is the intent of the Association to provide employees every reasonable opportunity to satisfactorily perform their duties. This requires adequate on-the-job training, proper equipment and supplies, appropriate personnel development, and sufficient guidance. If these conditions are met and employee performance, attendance, or personal conduct falls below acceptable standards, a reprimand and/or implementation of a Performance Improvement Plan is appropriate.

The President/CEO has the authority to determine whether or not employee actions warrant immediate dismissal, based on previous employee history, extenuating circumstances, and the safe, efficient operation of the Association.

Reprimand

Reprimands are used as an exception in a larger climate of supportive positive reinforcement. Employees will be commended for effective performance. On the other hand, reprimands are informal discussions intended to advise employees of undesirable behavior. For reprimands to be effective, the following conditions must be met:

· Discussions will held in private. Employees will never be reprimanded in the presence of others.

· Reprimands will take place as soon as possible following undesired behavior. Bringing up months-old incidents or saving reprimands for periodic reviews is unfair and unproductive.
· Undesirable behaviors will be outlined with specifics and directed toward the behaviors, not the person. A “bad attitude” does not state what specific behaviors are undesirable and threatens the “intrinsic worth” of the person.

· The employee will be told what should have been done, as well as what should not have been done.

Reprimands must be documented in the employee’s personnel file. Documentation may be reviewed if repeat behavior should occur at a later date.

Performance Improvement Plan

If, after informal discussion, the undesirable behavior continues or performance does not improve, the employee’s direct supervisor will initiate a Performance Improvement Plan (See Appendix A-4), the objective of which is to help the employee meet expected performance levels. To accomplish this objective there must be:

· mutual understanding of job duties and standards of performance.

· clear indications of performance deficiencies.

· specific goals to be accomplished by a predetermined date.

· weekly follow-up discussions with the employee.

· alternatives at the end of the plan, i.e. removal from plan, continue plan, or termination.

· consistent and fair application of all Performance Improvement Plans.

The employee’s direct supervisor will prepare a written report to the employee stating specific deficiencies, expected performance levels, and the time period for improvement. A copy of this report will be kept in the employee’s personnel file.

The length of the Performance Improvement Plan depends on the employee’s position and difficulty of job tasks. In most cases, a thirty-day plan is appropriate. It may be necessary to extend the duration to sixty-days if performance shows improvement, but still does not meet desired standards.

At the end of the proposed timeline, a written summary must be completed by the direct supervisor. If performance improved satisfactorily, it is noted in the summary and placed in the employee’s personnel file. If performance does not meet the specified goals outlined in the improvement plan, then the following alternatives are considered: extend the performance plan or terminate the employee.

Employees are not terminated for unsatisfactory performance without full knowledge and consideration of the facts and equity of the situation by the employee’s supervisor, the employee’s Vice President and the Association’s President/CEO.
Terminations
Employees who leave the Association whether voluntarily or involuntarily will be treated fairly and equitably with a minimum of interruption to Association activities. No employee shall be dismissed without consideration of the facts of the situation by his/her supervisor, the employee’s Vice President, and the Association’s President/CEO.

Types of Terminations:
Resignation occurs when the employee voluntarily seeks to end employment. Alternatively, the employee may be offered the opportunity to resign if s/he, through no fault or delinquency of his/her own, is unsuited for or incapable of performing the assigned work and no change in assignment is available. If the employee declines to resign, it may be necessary to dismiss the employee.

Non-exempt employees are asked to give at least two weeks notice, and exempt employees are asked to give thirty (30) days notice to facilitate the ongoing operations of the Association. The supervisor should obtain a letter of resignation from the employee that indicates the last day the employee is anticipated to work and place the letter in the employee’s personnel file. 
Medical termination involves a situation wherein an employee becomes unable to perform the essential functions of his/her assigned duties due to a total and permanent physical or mental disability as determined by qualified medical opinion. Employees with temporary medical disabilities who are expected to return to work within a designated period of time may be granted a medical leave of absence.

Employees who become unable to perform the essential functions of their jobs due to physical or mental disability may be given the opportunity to take medical leave if there is a reasonable expectation of returning to the job duties within a six (6) month timeframe. If the employee is unable to return to the job duties at the end of the medical leave or there is no reasonable expectation that medical leave will be sufficient recuperation time to resume the job duties, the employee may be given the opportunity to resign. If the employee declines resignation, it may be necessary to dismiss the employee.

Dismissal is action based on employee absence, misconduct, or inability or failure to maintain appropriate performance standards. Generally, an employee will be given two weeks notice of dismissal, but at the supervisor’s discretion, the employee may be granted two weeks pay in lieu of notice and dismissed immediately.

Serious misconduct or violation of Association policies or rules may warrant immediate dismissal without counseling, prior notice, or compensation. Conduct warranting immediate dismissal may include, but is not limited to:
· theft or unauthorized use of Association property or other employee’s personal property;

· willful destruction of Association property;

· falsification of personnel, operational, or Association records;

· unauthorized release of any confidential information regarding the Association, its employees (past or present), or its members;

· insubordination, including refusal to perform assigned work, refusal to obey safety rules when warned, or repeated failure to cooperate with policies;

· serious breach of Association policy related to behavior and moral conduct; and

· absence from work without notice for three consecutive days

The President/CEO will have the right to determine whether any employee action shall warrant immediate dismissal, based upon recommendation by the employee’s supervisor, previous employee history, extenuating circumstances, and the safe and efficient operation of the Association. 

Dismissal for unsatisfactory job performance or excessive absenteeism/tardiness should be preceded by a Performance Improvement Plan. The supervisor is responsible for the documentation of all actions, investigations, notices and counseling related to a dismissal decision. Documentation should be placed in the employee’s personnel file.

An employee who is absent from work without notice for three consecutive days will be immediately dismissed subject to later reinstatement. The supervisor will notify the employee in writing that dismissal action has been taken and that a request for reinstatement may be made if the employee believes there are good and sufficient reasons for the absence and the failure to contact the Association.

Work force reduction/position elimination

Generally, employees involved in work force reduction or position elimination will be given two weeks notice of dismissal, but at the Association’s discretion, an employee may be granted two weeks pay in lieu of notice and be dismissed immediately. Employees who are terminated due to a reduction in work force or elimination of positions are eligible for rehire without loss of service credit or benefits, if they are rehired within thirty days. The Association reserves the right to decline re-employment based on the qualifications of the employee and those needed for the open position(s), the work history of the employee, and the qualifications of other applicants. 

Death of the employee
When advised of an employee’s death, the supervisor should immediately notify the President/CEO of the date, the cause of death (if known), and the person to be contacted for insurance purposes. The date of termination is the date of death.
Final Paperwork

A Personnel Action Form (See Appendix B-7) must be completed for termination of employment for any reason. The CFO will complete this form and gain approval signatures. The form will be retained and used by the Administration and Finance Department for processing the employee’s final paycheck. The form will then be filed in the employee’s personnel file and maintained for three years following the employee’s last day of work. 

Depending upon the employee’s wishes, the final paycheck will be mailed or may be picked up by the employee. Final paychecks will contain pay for:

· time worked through date of termination.

· accumulated PTO, provided the employee has completed one full year of service and is a regular full-time or part-time employee. (Accumulated STO is not reimbursable upon termination.)

· reimbursable expenses, if any, that have been submitted and are approved for payment.
Exit Interview

The CFO will arrange an exit interview with the employee to ensure that the employee’s obligations to the Association have been satisfied; to explain benefits or compensation available or due the employee; to clarify the reasons for separation; and to collect data for purposes of improving employee selection, placement, training, and development. Upon completion, the person completing the exit interview will ensure the Exit Interview Questionnaire form (See Appendix B-17) is signed by the employee and filed in the employee’s personnel file to be maintained with the file for a period of three years.

Severance Pay

Severance pay may be granted in limited and exceptional cases and per Association contract agreement. The decision to grant the pay in the absence of a written agreement will be determined by the President/CEO. Severance pay is not granted to part-time or temporary employees, or employees who have completed less than one year of service with the Association.

SECTION 10 - SAFETY AND HEALTH

Policy

The Association of Unity Churches recognizes that safeguarding the health and welfare of its employees cannot be overstressed. It is our policy to provide safe places of employment and to establish sound operating practices which will result in safe working conditions and efficiency of operation.

Emergency Procedures

The emergency procedure which describes the steps to be taken in case of fire, tornado, severe weather, medical emergencies, evacuation procedures, will be posted on all bulletin boards both on the first and second floors and readily available to each department should an emergency arise. Emergency attendants will be identified and trained in first aid, CPR, handling of fire equipment and evacuation procedures. 

New hires, as part of their orientation paperwork, should fill out Emergency Contact Information (See Appendix B-18) that will be kept on file in the Administration and Finance Department in case of emergency.

Occupational Injury or Illness

Any employee who experiences a work related injury or illness should immediately notify his/her supervisor and obtain appropriate medical treatment. 

“Work Related Injury” includes injuries that occur during working hours or while carrying out official Association business, no matter where the work takes place. These injuries are subject to the evaluation of the Association’s worker’s compensation insurance carrier. “Work Related Illness” does not include personal illness and will generally require a professional analysis of the origin of the illness and how it relates to the work and work environment. 

An employee injury is done on “Accident Report” (See Appendix B-11) will be completed by the employee’s supervisor as soon as possible and submitted to the CFO’s office. The worker’s compensation insurance carrier for the Association will contact the employee and arrange any further treatment and evaluation necessary if the injury is deemed an occupational injury or illness. The employee is expected to cooperate in the rehabilitation of all occupational injuries and illnesses. If the employee will require time away from work, a reduced work schedule or reduced job duties, the employee must notify his/her supervisor as soon as possible. Employees should be aware that failure to timely report and evaluate work related injuries may result in disqualification from coverage under the Association’s worker’s compensation insurance coverage.  

Drug and Alcohol Free Work Place

Policy: The Association of Unity Churches International will maintain a work environment that supports the Association’s work free from the influence of alcohol, illegal drugs or the abuse of prescription drugs and controlled substances. The Association maintains this environment for the safety and well-being of its employees, as well as its visitors. 

Any employee under the influence of these substances while at work, carrying or possessing these substances, whether on his/her person or on Association property or in Association property assigned to him/her, such as lockers, tool boxes, Association vehicles, desks, or otherwise, or trying to purchase, sell, deliver or receive these substances on the premises will be subject to immediate dismissal. 

Employees are expected to cooperate in the Association’s efforts to investigate drug or alcohol use and/or possession by its employees by submitting to drug and/or alcohol screening tests upon the request of management. 

The Association will support employees seeking assistance with a substance abuse problem. Employees seeking assistance are encouraged to contact the Vice President of Administration and Finance or COO for confidential support. Failure to cooperate in investigations or remediation of employee substance abuse conditions may result in immediate dismissal.

Workplace Violence

The Association is committed to providing a work environment free from violence for all employees and visitors. The Association will not tolerate any form of violence in the workplace, including verbal or physical threats or intimidation. 

Violence and threats of violence may include:

· an act which is physically assaulting;

· a substantial communicated or suggested intent to harm another, endanger the safety of employees or visitors, or destroy property;

· actions that carry a potential for violence (e.g., throwing objects, waving fists, destroying property, etc.); and

· obsessively directed behavior (e.g., stalking or intensely focusing on a grudge, grievance, or romantic interest in another employee).

Employees and visitors are prohibited from bringing to the Association premises, including the parking lot, weapons and objects whose purpose is violent or threatening. 

Employees are encouraged to raise workplace concerns with their immediate supervisors. All concerns or incidents of workplace violence will immediately be investigated. Retribution and adverse treatment of employees who bring concerns or incidents or who participate in an investigation will not be tolerated. If evidence exists to support the allegations of violence or threats of violence, the offending employee may receive disciplinary action up to and including immediate termination.   

SECTION 11 - WORK RELATED TRAVEL

Policy
The Association acknowledges that in order to serve our member ministries and ministers, some of our work must be done in the field. Additionally, it may be necessary for employees to travel to locations other than the home office to complete their work duties. Association travel policies are intended to provide good stewardship of the Association’s funds and clear guidance to employees on reimbursement policies and procedures. 

It is the employee’s responsibility to establish with their supervisor that travel is necessary for the completion of his/her Association job responsibilities prior to travel. Out-of-town travel must be preceded by a “Travel Request for Out-of-Town Travel” form (See Appendix B-19). These forms are located in the Administration and Finance Department. 

All travel expense forms, with approval signatures, should be completed and turned in to the Administration and Finance Department within one week (7 days) of completion of travel.
Submitting Travel Expense for Reimbursement

There are two travel expense forms which employees can obtain from the Administration and Finance Department:

· Local Travel Expense Form (See Appendix B-20) - (Lee’s Summit/Kansas City area/areas not requiring overnight stay) for business meals, meetings, meeting supplies, entertainment expense, mileage, etc. The form (I) is self-explanatory on information that is needed. Employees will attach originals of all receipts to back of the form or additional sheets of paper. To compute mileage, the employee will show the odometer reading in the “out” field as it was when they left the Association and then show the odometer reading in “in” field when they return to the Association. The difference between “out” and “in” multiplied by the approved mileage rate is the reportable mileage expense. If the mileage allocation changes due to IRS rulings, the Administration and Finance Department will adjust the expense report accordingly. The employee’s reimbursement check will be processed in the next payable batch.

· Expense Report - Out-of-town Travel (See Appendix B-21) - for airfare, car rental, mileage, lodging, meals, tips, fuel, miscellaneous, etc. The form (J) is self-explanatory. Employees will show expenses by individual days and attach originals of all receipts to the back of the form or additional sheets of paper. They must circle the entries that have been charged to an Association credit card and enter that total in the appropriate field. If an employee is due a reimbursement, they
 must show that amount on the bottom line. If any expenses are to be charged back to a church or organization, the employee will note that in the “remarks” column so an invoice can be prepared and the correct account can be charged. The employee’s reimbursement check will be processed in the next payable batch.

Mileage in lieu of airfare

If an employee drives to a site on Association business to do training, attend a conference, or a seminar that requires out-of-town travel and there is an airline flight available, the Association will reimburse the employee the lesser of the actual mileage expense or the amount that a coach flight would have cost to travel to that location by air.

Airport Reimbursement
If an employee drive him/herself to the airport and park their car, s/he will be reimbursed a total of $44.50 for the round trip to and from the airport, plus parking costs. If someone else drives the employee to the airport and then has to return and pick that employee up when they return from the trip, they will receive a total of $89.00 for the airport run. Mileage paid is $.45 cents per mile.

Meal Reimbursement

Employees must have printed receipts for meals over $25.00. (Tear tabs are not accepted receipts.) If an employee charges meals on their credit card, they must attach the credit card receipts from the restaurant to the travel expense report. If the restaurant does not accept credit cards or provide printed receipts, then the waiter must write out a receipt with amount of the meal, date, and their signature. When entertaining guests involving a meal expense, employees will list the name of the person or persons in attendance and the nature of the entertainment, on the expense report under the “remarks” section.

Vehicle Insurance Coverage

The Association’s insurance carrier provides primary coverage only for Association owned or leased vehicles. Employees using their personal vehicles for work related travel must provide their own vehicle insurance as primary coverage. The Association’s carrier may provide some secondary coverage for accidents involving the vehicles of employees and volunteers involved in Association business travel. Any employee or volunteer involved in an accident during business related travel should report it immediately to their supervisor and the CFO’s office. 

SECTION 12 - VOUNTEER PROGRAM

Policy 

Volunteer involvement is both useful to the organization and meaningful to the volunteers. Volunteer assistance will enhance but not replace paid staff work. Volunteers are to perform in cooperation with staff and comply with Association of Unity Churches International guidelines and policies, at all times.

Volunteers should be given regular feedback, a good working environment, a comfortable workspace, refreshments available to them (e.g., coffee and tea), treatment as part of the overall team, and acknowledgment of their accomplishments.

Recruitment

The Association recruits volunteers using flyers, advertising, and announcements and by word of mouth. Work descriptions for volunteer positions will be according to staff’s written request. The work description should include the purpose of the work, accountabilities involved in the task(s), qualifications needed, time needed to complete the job, location of work to be done, who will train and who will supervise the volunteer, and any expense reimbursement that may be made by the requesting department. Each work description or task will be discussed with the volunteer before accepting that assignment. A copy of staff’s request will be given to the volunteer, if needed, when reporting to his/her volunteer work.

Application

Volunteers will be required to complete Volunteer Information Sheet (See Appendix B-22) prior to beginning any assignment. Upon receipt of the completed application, the Volunteer Coordinator will call the prospective volunteer and set up a time for them to come in and get a Welcome Packet. This packet includes a cover letter about the importance to the Association of volunteers and information about the mission and programs of the Association of Unity Churches International, as well as copy of the Association Personnel Policy Manual. At this time, any questions the volunteer may have will also be answered. The volunteer will sign an acknowledgement of the manual which will be kept in their volunteer file. If needed, they may receive training at this time, along with a discussion of their work assignment. All volunteers receive a nametag, Unity Volunteer pin, and a tour of the building along with introduction to staff.

Recognition

This is the means by which staff demonstrates its appreciation for the time, talent, and work volunteers have given. Recognition is given in the form of:

· a Unity volunteer pin upon their first volunteer job; 
· a lunch card in the amount of $10 for over 4 hours of service in one day (or if a group of three or more volunteers is working for more than 4 hours, the Volunteer Coordinator will order lunch in for them);

· the volunteer of the month award; 

· a birthday card and small gift from stock given with cake for volunteers serving at the time of their birthday;

· invitations to attend staff luncheons, e.g., Thanksgiving and Christmas luncheons;

· Christmas card and small gift each year for volunteers serving over 40 hours;

· a small token for each volunteer coming in February; and

· a banquet and awards for all providing active service in the last two years during the month of April each year which is National Volunteer Recognition Month.

Awards

Each April volunteers are honored during National Volunteer Recognition Month at a luncheon, based on records that are kept on each volunteer and their hours of service from March 1st of one year to February 28th of the following year. Volunteers are honored for different categories: 

· number of hours contributed – over 200 will receive certificate to attend free of charge one seminar offered by the Association for the following year; 

· years of service – 1 year will be Unity volunteer pin, 5 years will be a five-year pin and a special honor not to exceed $50, when that volunteer has averaged 40 hours per year for those five-years; 10-years a special pin and special honor not to exceed $100 (when averaging 40 hours per year); 15-years will receive a special pin and gift of $150 value (when averaging 40 hours per year for that number of years); 

· over the age of 80 years and giving 50 hours of service will receive the Nira Schreen Memorial Award of Success; 

· Volunteer of the Year award for regular attendance throughout the year of more than 50 hours; 

· a ministerial student award for most hours of service (not less than 50).

Records

Volunteer hours will be broken down into four areas: 

· human resources including host families, field work, registration, special services and catering; 

· mailings; 

· office assistance including photo copying, filing, making books, packets, reviewing documents, typing, data entry, collating, reception work, gardening, and driving or airport runs; 

· other duties including research, consulting, plumbing, carpentry, chaplaincy, promotions, first aid, training, translations, planning programs, coordinating host families, developing databases, and execution of programs. 

These records are kept each year from March 1st to February 28th of the following year. 

In May of each year, the volunteers’ files will be reviewed, and after 2-years of inactivity, a letter will go out thanking the individual for their time and asking if they wish to continue volunteering. If the volunteer responds, their record will be kept active. If no response is received the file will be put in a retired file and the volunteer will be deleted from the volunteer list. 
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Appendix A-1

Association of Unity Churches International  

Policy on Conflicts of Interest and Disclosure of Certain Interests  

This conflict of interest policy is designed to help trustees, officers and employees of the Association of Unity Churches International, as a non-profit corporation, identify situations that present potential conflicts of interest and to provide a procedure which will allow a transaction to be treated as valid and binding even though there may be a conflict of interest with respect to the transaction.

Outside Interests

The following circumstances are considered conflicts of interest:
· A contract or transaction between the Association and the individual or family member.

· A contract or transaction between the Association  and an entity in which the individual or family member has a material financial interest or is a director, officer, agent, partner, associate, trustee, personal representative, receiver, guardian, custodian, conservator or other legal representative.  

Outside Activities

The following circumstances are considered conflicts of interest:

· An individual competing with the Association in the rendering of services or in any other contract or transaction with a third party.
· An individual having a material financial interest in or serving as a director, officer, employee, agent, partner, associate, trustee, personal representative, receiver, guardian, custodian, conservator or other legal representative of, or consultant to an entity or individual that competes with the Association in the provision of services or in any other contract or transaction with a third party.  

Definitions

An individual is a person serving as a member of the board trustees, officer, or employee of the Association.

A family member is a spouse, domestic partner, parent, child or spouse of a child, brother, sister, or spouse of a brother or sister of an “individual.”

A financial interest constitutes any kind, which is substantial enough that it could affect an individual’s judgment with respect to transactions to which the entity is a party, including all forms of compensation.

A contract or transaction is any agreement or relationship involving the sale or purchase of goods, services, or rights of any kind, the providing or receipt of a loan or grant, the establishment of any other type of monetary relationship. Such relationships, positions or circumstances might include service as a director of or consultant to a nonprofit organization, or ownership of a business that might provide goods or services to the Association. A gift to the Association is not a contract or transaction. 

Gifts, Gratuities and Entertainment

· An individual accepting any of above from a person or entity seeking to do business with, or secure other financial commitments from, or is a competitor of the Association; or has received or is seeking to receive a loan or grant, or to secure other financial commitments from the Association.  

· Is a charitable organization under circumstances where it might be inferred that such action was intended to influence or possibly influence an individual in the performance of his or her duties.  Acceptance of items of nominal or insignificant value or entertainment of nominal or insignificant value which are not related to any particular transaction or activity of the Association is allowable.

Procedures

Any individual having a conflict of interest on an item included on a meeting agenda shall disclose all material facts, to be reflected in the minutes. 

A individual who has a conflict of interest shall not participate in or be permitted to hear the board’s or ministry team’s discussion of the matter except to disclose material facts and to respond to questions, and shall not attempt to exert his/her personal influence either at or outside the meeting.  

The person having a conflict of interest may not vote on the matter and shall not be present in the meeting room when the vote is taken, unless the vote is by secret ballot. 
As soon as it is determined there is a conflict of interest, or potential conflict of interest, the individual shall disclose that to the Chair of the Board of Trustees and President/CEO as soon as possible. The individual shall refrain from any action that may affect the Association’s participation in a pertinent contract or transaction. 

Confidentiality

Any information regarding business interests shall be treated as confidential and shall generally be made available only to the CEO/President, Chair of the Board and any ministry team appointed to address conflicts of interest, except to the extent additional disclosure is necessary in connection with the implementation of this policy. 

An individual shall not disclose or use information relating to the business of the Association for profit or advantage personally or for a family member.  

Next page

This policy is to be reviewed and acknowledged in writing by new trustees, officers and employees and annually by all the same, with completion of a disclosure form at that time.

This policy shall be reviewed annually and any changes to the policy shall be communicated immediately.  

Signature:  _______________________________________         Date: _______________

Print Name:_______________________________________
Appendix A-2

ASSOCIATION OF UNITY CHURCHES INTERNATIONAL

JOB DESCRIPTION TEMPLATE

TITLE: 

REPORTS TO: 


A. General Description of Position Functions:
Include a paragraph generally describing the job to be performed

B.
Roles and Accountabilities

1. Role

a. Accountabilities

2. Role

a. Accountabilities

3. Etc.
C. Job Prerequisites (Minimum qualifications needed to perform the roles and accountabilities)
1. …

2. …

3. …
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