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Philosophy: The employment policies of First Universalist Church will be a reflection of our Principles.

We affirm and promote:
· the freedom of religious expression.

· the toleration of religious ideas.

· the authority of reason and conscience.

· the never-ending search for Truth.

· the unity of experience.

· the worth and dignity of each human being.

· the ethical application of religion.

· the motive force of love.

· the necessity of the democratic process.

· the importance of a religious community.

This statement will guide responsible and responsive interactions with our employees. In this statement, the WE is the membership of  First Universalist Church. In this unique employment structure, the members of the church hire individuals to assist them in developing, reviewing and renewing programs and structures in order to best carry out our church mission. In the hiring of staff members, we recognize, respect, and encourage the development of each person’s special talents, expertise, and skills. We therefore invite you, as an employee, to interact with us in the necessary TEAM fashion in order that each of us will feel welcomed and appreciated.

In the hiring process, we search for strong individuals who will be capable of forming an effective TEAM. This TEAM will be responsible to support the efforts of our growing church. We need you. We value you. We will be working side by side with you as committee members, as council members, as board members and as volunteers of all sorts. It is the desire of First Universalist Church to affect society positively and spiritually. We can do so only with the support of dedicated staff persons. Thank you for being here.

The hiring process described hereafter is designed to assist the church in selecting candidates who are able to understand, respect and offer support to a unique environment. We desire a mutually respectful relationship between the congregation members and employees. In the event that this relationship can no longer be maintained, it will be understood that a healthy transition process will be undertaken avoiding divisive and disruptive actions. As an employee, it is expected that you would be a supportive part of this process.

Employment at First Universalist Church is an “ at will” arrangement. There will be no contracts issued, but the understandings regarding compensation will be outlined for you in writing by the Director of Administration. This handbook will supply other policy and procedure information, but it does not create a contract between you and the Church.

Code of Conduct

First Universalist Church expects that each staff person is a responsible, mature, and ethical person. As a representative of the church and its values, it is important that each employee understands and adheres to the following:

Confidentiality

There are many instances where staff members will obtain confidential information from or about congregational members, other staff members, or church-sensitive sources. It is of highest importance that staff members respect such sensitive information and maintain it in confidence.

Support and Neutrality

Within any group of dedicated and value-conscious individuals it is expected that there will be differences of opinion and disagreements. When situations of this nature arise, it is the responsibility of staff members  to provide information, trust the sincere efforts of congregation discernment structures and support the decisions made for the good of the whole church. While it is difficult to remain neutral at times, the value of trusting the process and the people most directly involved has proved to yield the most lasting solutions.

Mutual Respect

· First Universalist Church desires that the work place be a place of mutual respect. Expect and give respect.

· Individual and work space privacy are to be respected.

· Provide and expect a harassment-free environment.

· Honest, open, and supportive dealings are expected from and toward each staff person.

Maintain “good of the whole” perspective

Many decisions made will need to address individuals, their needs, desires, and circumstances. While we will strive to be responsive to each situation, it is the responsibility of each staff person to foster and support a ‘good of the whole’ perspective.

Dress Code

Each staff person is expected to maintain an appearance that is appropriate to the task at hand.

Staff Accountability Structure:

Our Ministers are called to this Church with the mandate to provide First Universalist Church with a dynamic leadership perspective: calling us to reflect, discern and act in a manner consistent with our mission. As a congregation we strive to travel a spiritual path consistent with a vision that includes a personal and a community facet: a growing deeper and a reaching further into the world community.

While the Minister oversees the process of staffing departments, the Minister directly supervises the department Directors. Individual staff members are supervised by the department Directors. Each staff member will be relating to individual committees or councils and their chairs. It is important to be aware of the need to build healthy working relationships so that tasks can be accomplished with relative grace. An important part of every employee’s job is to work respectfully and professionally in collaboration with volunteers.

Each department will be supervised by a Director. You will be hired as a member of a department. On rare occasions, an employee will serve in two departments. The Director of the department is your supervisor, and is responsible for most aspects of your evaluation. 

(When possible insert an organizational chart for staff)

Hiring Policy For Church Employees
Preamble

Since the employees of First Universalist Church are of necessity each responsible for a very individual and unique set of responsibilities, it is not possible to describe processes for the hiring of each individual. We have outlined the process of authorizing hires and allow for the professional criteria of appropriate search, selection and orientation to guide the Personnel Committee and its representatives to employ our staff.

Hiring Policy and Procedure

The Bylaws of First Universalist Church authorize the Board of Trustees, in consultation with the called Ministers, to hire all employees other than Ministers. By adoption of this policy, the Board of Trustees has delegated portions of its authority to the called Ministers, to the Church’s Director -level employees, and to the Personnel Committee, as follows.

Director/Coordinator Level Employees

The Board of Trustees, after consultation with a called Minister, shall approve by majority vote the hiring of all Director/Coordinator level employees (such as Directors of Administration, Children and Youth Ministries, Youth, Music, Choir, or Social Justice). The Board of Trustees shall act upon the recommendation of a search committee or, in appropriate cases, a review committee, to be appointed by the Personnel Committee whenever it is anticipated that a new Director/ Coordinator level employee may be hired.

Other Employees

Each Director/Coordinator level employee shall be authorized to make the hiring selection to fill any position under his/her supervision that has been approved by the Board of Trustees. Any such hiring selection shall be made after consultation with a called Minister and members of the Personnel Committee regarding the appropriate search process or, in appropriate cases, a review process. The hiring decision shall be reported to the Board of Trustees, but no prior Board approval of the selection shall be required.

Interim Employees

The Personnel Committee shall be authorized to select and hire an employee to fill any position approved by the Board of Trustees, for an interim period. No interim appointment shall be converted to a regular appointment without following the formal procedures described above.

Equal Employment Policy

It is the policy of First Universalist Church to provide employment, compensation, promotion, and all other terms and conditions of employment without regard to race, sex, sexual or affectional orientation, marital status, color, national origin, age, disability, or religion (when not a bona fide occupational qualification).

Reference research and employment documentation

Careful consideration is given to the checking of appropriate references and documenting the statements made on a resume or during an interview. A check of any police record is standard for positions including responsibility for children or finance.

Formalization of the employment understanding will be in the form of a letter describing the position and compensation. This letter is not to be understood as a contract. Employment is at will and may be terminated at any time at the option of either the employee or the Church. A current position description is kept on file for each employee.

Beginning Employment Procedures:

A period of orientation includes time to learn the organizational structure, the members of committees and councils you will be working with, the history of the efforts within your department and the department’s role in long range congregation plans.

This period will be longer or shorter, broader or narrower, depending on the position you will take on the staff. Your supervisor will be supplying you with the resource names and activity outlines so that you can set up the informational sessions as appropriate. While your supervisor is responsible to see THAT it happens, you are responsible to initiate HOW it happens. Only you know how you learn best, and how your skills become known.

Please take initiative. Ask many questions. Introduce yourself to one and all.

The Director of Administration is responsible to gather information from you:


W-4 Form


I-9 Form (Two forms of ID needed)


Minnesota Employment Form


A voided bank deposit form to set up payroll direct deposit

You will be provided with:


An Employee Handbook.


A timesheet if appropriate.


An outline of the compensation package designed for you.

Payroll is twice monthly:  on the 15th, and the last working day of the month. Time sheets are needed in the office by the 10th and the 25th of each month.

Learning the building, the office operations, the financial resources available for your department, the office machines, the scheduling processes, the communications schedules for The Liberal and the Order of Service will be your first week’s challenge. The Administrative Staff will be more than happy to help show you the pieces of the puzzle as you need help. The Director of Administration can help you get the building tours, the copier demonstration, or other information you need. Let us know when you are ready for the next pieces of information.

Definitions:

· All employees are paid to achieve objectives.

· Full time employees work 40 hours per week.

· Full time exempt employees typically can achieve objectives within the 40 hour work week, but are not restricted by this time frame.

· Part time employees work less than 40 hours per week.

· 
Part time employees working at least 1000 hours per year are eligible for prorated 
vacation and pension benefits.

· 
Part time employees working less than 1000 hours per year are not eligible for 
vacation or pension benefits.

· Exempt employees are not eligible for overtime pay.

· Director level positions are exempt. 

· Positions can be salaried or hourly. 

· Salaried employees can be exempt or non-exempt.

· Hourly positions are non-exempt.

EMPLOYEE BENEFIT POLICIES

These benefit policies apply to all full-time and part-time employees of First Universalist Church who are employed for a minimum of 1,000 hours annually, excluding the Ministers. The benefits are prorated for part-time employees unless defined otherwise under the particular benefit. Benefits are not provided for employees who work less than 1,000 hours per year.

Any benefits that are unique to an individual employee will be specified in writing at the time of employment. Any unique benefits will be approved by the Personnel Committee and will be granted with a view to the internal equity involved.

Vacation: 

Vacations are earned according to the following schedule:


1 through 3 years


Accrue 1 day per month


4 through 8 years


Accrue 1.25 days per month


9 through 15 years


Accrue 1.5 days per month


16+ years



Accrue 2 days per month

Vacation days should be taken during the low activity period for each position.

Vacation days should be approved by a designated Minister or Director of Administration.

Carryover of vacation days from one year to the next will need approval by a called Minister or Director of Administrator and will not accumulate beyond three weeks.

Employees may begin using vacation time after six months’ employment.

If an employee resigns with less than two weeks’ notice, or if an involuntary termination occurs for unsatisfactory performance or misconduct, no accrued vacation pay will be paid. Otherwise, accrued vacation up to two weeks shall be paid at termination.

HOLIDAYS:

The following holidays apply:

New Years Day





Thanksgiving Day

Martin Luther King Day




Day after Thanksgiving

Presidents Day





1/2 day on Christmas Eve

One day in April





Christmas

Memorial Day






Day after Christmas

Fourth of July






1/2 day on New Years Eve

Labor Day

If one of these holidays falls on a weekend, the employee will have the preceding Friday or following Monday off (day to be decided jointly by Employee, Director of Administration, and Ministers). Anyone needing to work on those days will have another day as substitute. Respectful negotiation of holiday time is provided for employees observing other religious traditions.

PAID Leave Time:

Sick Leave shall be earned by each person employed on a regular full-time basis at the rate of one day per month. Service shall begin on the date of employment; time on lay-off, suspension or leave without pay shall not be counted in determining the amount of sick leave accumulated. Each person employed on at least a half-time, but less than full-time basis will earn sick leave proportionate to the time worked.

An employee may accumulate up to 75 days of sick leave. Accumulated sick leave will not be paid to an employee upon end of service.

An employee may use his/her allowance of sick leave for absences necessitated by inability to perform the duties of the position by reason of illness or injury, by necessity for medical or dental care, or by necessity of family medical emergency. Sick leave may be subject to certification by medical authority.

Up to three days of sick leave per year may be used as personal leave time. Use of personal leave needs approval in advance by supervisor and is reported in writing to the Director of Administration. Emergencies will be the only exception to advance authorization. Personal leave time is not cumulative from year to year.

Death leave of absence of up to three days will be provided for a death in the immediate family (defined as the employee’s spouse or domestic partner, parents of employee or employee’s spouse or domestic partner, grandparents, guardian, children, brothers, sisters, wards).A called Minister or Director of Administration will authorize such leave. Instances of the death of someone who is intimate/ significant but not meeting these criteria would be subject to Personnel Committee authorization for the death leave to be paid.

Personal leave may be used to extend funeral leave with the approval of supervisor.

Unpaid Leave Time
Parental leave of up to twelve weeks of unpaid leave is available for employees with a minimum of one year of service at First Universalist Church. The employee will submit a timetable for approval by the Minister and Personnel Committee.

Other unpaid leave of up to ten days can be approved by a called Minister or Director of Administration. Beyond ten days requires approval by the called Minister or Director of Administration and the Personnel Committee.

Granting time off from work with or without pay is subject to the discretion of a called Minister. It is assumed that all employees will honor the spirit of the leave time directives and act responsibly in using this time. Abuse of the policy by any employee may be considered sufficient grounds for dismissal.

Pension

Pension benefits are provided under the Unitarian Universalist Denominational Multiple Pension Plan. Church employees must have worked for First Universalist Church for one full year, be at least 18 years of age and work 1000 or more hours annually in order to be eligible for pension benefits. Copies of the current plan are available to all employees.  The Board determines the contribution to be made by the church. The current rate is 10% of salary.

403 (b) Options
It is possible for employees to arrange to withhold a portion of salary for deposit to a 403 (b) plan. This option can provide a significant tax advantage. It is open to all employees.

Workers Compensation
All employees are covered by Workers Compensation benefits in case of on-the-job injury. Prompt reporting of any injury is necessary for coverage.

Dental Insurance

Dental Insurance can be purchased on an individual basis by Church employees. Contact the Director of Administration for information.

Life and Disability Insurance

Life and Disability Insurance is available for purchase by employees. Contact the Director of Administration for details.

Medical Plan

First Universalist Church offers medical coverage to certain of its employees as a part of their compensation package. The Church will provide coverage through such insured plans as may be designated from time to time by the Board of Trustees or the Personnel Committee. This coverage will be provided to those employees who are designated by the Board of Trustees or the Personnel Committee, and the designation of any such employees will be within the discretion of the Board of Trustees and the Personnel Committee. The Board of Trustees or the Personnel Committee will provide written notice to each employee who will be provided with medical coverage.

The Board of Trustees retains the discretion to amend or terminate this plan, or to amend or terminate arrangements with each individual employee at any time.

Unemployment Compensation
Employees of First Universalist Church are not covered by any unemployment compensation program.

PERFORMANCE EVALUATIONS (revised 3-02)

Summary:

Every paid employee of First Universalist Church will receive an annual performance evaluation for the purpose of assessing performance, ensuring that goals and objectives are created for the next year, and providing a structured way for the employee to receive feedback from his or her supervisor, and the supervisor to receive feedback from the employee.
EMPLOYEES COVERED BY THIS POLICY:

This policy applies to all employees of First Universalist Church of Minneapolis, except the ministers.  Exceptions to this policy may be authorized by the Board of Trustees.

PROCESS/PROCEDURE:

1.
Pre-evaluation
a.  Every paid staff member will complete a self-assessment evaluation form of his/her performance for the previous year (or partial year if hired during the year).  The employee is encouraged to note ways the job has changed from the current job description.  

b.  Supervisors  are to solicit candid input from others with whom the reviewed employee works as a way of ensuring that various perspectives on performance are considered.  Feedback will  be solicited from fellow staff members (selected by the supervisor) and church volunteers with whom the employee works (including the appropriate council or committee chair of the All Church Council).  Such feedback should always be handled sensitively and confidentially, and in the spirit of finding information that will assist in the personal and professional development of the employee being evaluated.

c.  The supervisor will complete a similar form for each employee he/she supervises.  The supervisor will incorporate input from fellow employees and church volunteers in the evaluation  The employee and supervisor agree on a time to meet with completed forms

3.
The Performance Evaluation
The employee’s self-assessment and the supervisor’s evaluation form will be exchanged.  They will  discuss any differences that they have in the evaluations and jointly determine goals for the next year.

4.
The Final Performance Evaluation
The supervisor will complete a final written evaluation prior to May 1st of each year.   This final evaluation may include the employee’s self-assessment, comments from fellow staff members, church members and the supervisor.  On the evaluation form there will be a place for an employee to describe any aspects of the evaluation with which they disagree. 

a.  The employee will be asked to sign the final performance evaluation to indicate receipt of the evaluation.

b.  If the employee is not satisfied with the evaluation and would like it revised, he/she is given an opportunity to sign and then add “I am in disagreement with this review in the following  ways” with a space for that information to be completed. 

c.  If the staff person is not satisfied with the evaluation, he/she has the opportunity to discuss this further by following the grievance procedures outlined in the Employee Handbook.

d.  Only the final copy of the employee’s performance evaluation, completed by the supervisor, will be placed in his/her personnel file.

5.
Review by the Personnel Committee.  All performance evaluations will be reviewed by the Personnel Committee only after the final evaluation has been reviewed by the employee.

TRAINING PERIOD
The first three months of employment are designated as a training period.  The supervisor will assist the employee in becoming proficient at the new job during this time.

The supervisor will warn the employee orally when a job performance problem is detected and then has a right to extend the training period.  The supervisor will notify the employee of the training period extension in writing.

If during this period the employee’s performance is evaluated by his/her supervisor as “unsatisfactory” the employee may be terminated without written warning.

When the employee has worked for three months and has received a performance evaluation of “good” or better, the employee will be removed from training status.

Staff Development Policy

It is the intent of the congregation that ongoing professional development of staff members is essential. The provision of the following tools to facilitate this process will be monitored by the Personnel Committee, Ministers and staff members.

Regular staff meetings.

Department meetings.

Annual fall staff retreat day

Annual review of each staff person

Growth and Training Opportunities:

When specialized training is needed to increase the skill level or broad-based information level of individual employees by attendance at workshops, conferences, seminars or professional meetings, the department will make available funds within the Professional Expense budget. The Directors will provide input to the budget committee on an annual basis regarding professional growth needs. Ordinarily an employee will come to agreement regarding these needs at the time of employment. The Director of Administration can help you address the need for growth experiences and the possibility of available funds.

Performance or behavior deficiencies correction

If it becomes apparent that there are deficiencies in the performance of an individual employee, options will be presented to the employee for improvement. It is the responsibility of the employee to utilize all avenues necessary to make the desired improvements in a timely manner.

If behavior deficiencies become apparent, the supervisor and employee will seek to remedy the problem. It is the responsibility of the employee to cooperate in developing positive habits of behavior and interaction with congregation and staff members.

GRIEVANCE PROCEDURE (revised 4-02)

First Universalist Church recognizes that problems can arise in any workplace that may lead to grievances, complaints, or misunderstandings. It is important that work-related problems be brought into the open and resolved rapidly and fairly.

This policy creates a procedure for the resolution of work-related problems. It is designed to insure that communication channels remain open and that policies and procedures are fair and consistent in application. It covers all employees, both full-time and part-time.

Employees are strongly encouraged to use informal methods of resolving conflicts whenever possible, prior to initiating a formal grievance.  Talking directly to the person(s) involved, for example, may resolve conflicts quickly and informally.  If a formal grievance is considered necessary, the following procedure should be followed.

· Step 1:  The employee should initially talk to her/his immediate supervisor.  If the employee is not satisfied with the result of the discussion, or if the conflict involves the supervisor, the employee may proceed to Step 2.

· Step 2:  The employee should contact the church’s Director of Administration regarding her/his wish to file a grievance.  The Director of Administration will discuss the problem with the employee and attempt to resolve it.  If this is unsuccessful, or if the conflict involves the Director of Administration, the employee may proceed to Step 3.

· Step 3:  The employee may request a review of the grievance by the Church’s Grievance Committee.  This committee will be appointed by the Chair of the Personnel Committee in consultation with the Board President. The employee should prepare a short written summary, stating the facts of the situation and the desired action, prior to meeting with the Committee. The decision of the Grievance Committee is final; there is no appeal of their decision.
Sexual Harassment Policy
It is the policy of First Universalist Church to maintain a work environment that is free of sexual harassment.



Unwelcome sexual advances, requests for sexual favors, and other verbal or 


physical contact of a sexual nature constitutes sexual harassment when:



(1) submission to such conduct is made either explicitly or implicitly a term or 


condition of an 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.

Sexual harassment may be verbal, physical, written, or visual.  Examples of sexual harassment may include, but certainly are not limited to offensive sexual joking, sexually-oriented verbal comments about an individual’s body, offensive touching or grabbing, and pressure for sexual favors in return for special treatment on the job.

Any employee who feels that he or she has been sexually harassed or who knows of activities occurring in the workplace that might constitute sexual harassment, should report the perceived harassment immediately to any minister, the Director of Administration, or the President of the Congregation.

First Universalist Church will keep the employee’s concerns confidential to the greatest extent possible under the circumstances.  Employees can raise concerns and make reports without fear of reprisal. No reprisals will be taken against any individual for reporting conduct which he or she honestly believes violates this Policy.

First Universalist Church takes allegations of sexual harassment very seriously.  It is the Church’s policy to handle and to investigate all such matters in a prompt and appropriate manner. Anyone found to have engaged in sexual harassment may be subject to disciplinary action, up to and including termination of employment.

Voluntary Termination Policy
As noted above, employment at First Universalist Church is “at will” and may be terminated at any time at the option of either the employee or the Church. In order to facilitate a smooth transition, employees are asked to provide as much advance notice as possible before voluntarily terminating employment.

The Church will make all reasonable efforts to aid the employee in making a smooth transition as well.

INVOLUNTARY TERMINATION OF CHURCH EMPLOYEES

SUMMARY

It is the intent of First Universalist Church to handle the involuntary termination of employees in the same manner it conducts all aspects of its ministry--with “justice, equity, and compassion.”  Therefore, before any involuntary termination takes place, the following procedure will be followed.  The Church intends to make an appropriate effort to remedy any performance problem before seeking involuntary termination. The Church intends to preserve the confidentiality of personnel matters in order to respect the privacy of individuals involved. We expect employees to be respectful of the congregation by avoiding inappropriate communications about personnel issues.

In instances of misconduct or emergency, the supervisor of the church employee can decide to suspend an employee from performing any duties, with or without pay and benefits, until the issues which led to the suspension are resolved.

EMPLOYEES COVERED BY THIS POLICY
This policy applies to all employees of First Universalist Church, with the exception of the minister(s).

PROCESS/PROCEDURE

1. Before any supervisor recommends the involuntary termination of any church employee, members of the Executive Committee of the Board of Trustees, a called Minister, and at least one member of the Personnel Committee will be made aware of the issue(s) leading to that recommendation.

2. The employee will be made aware in writing of the behavior or performance which is leading to the recommendation to terminate.

3. Written input from individuals other than the employee’s supervisor will be solicited to ensure that a broader perspective is obtained.

4. An employee will have the right to meet in person with his/her supervisor, a called minister, a representative from the Executive Committee, and the Chair of the Personnel Committee to discuss the issues leading to the recommendation.  The employee may choose to have an advocate present with him/her at that meeting.

5. Employee distinctions:

· Director of Administration, Director of Children’s and Youth Ministries, Director of Music, Choir Director, or Director of Social Justice Ministries

If the proposed termination is that of the Director of Administration, the Director of Children and Youth Ministries, the Director of Music, Choir Director, or the Director of Social Justice Ministries, any termination will occur only upon a majority vote of the Board of Trustees acting upon recommendation of the majority of the following persons: the employee’s supervisor (the designated minister), a representative from the Executive Committee, and the Chair of the Personnel Committee, who will devise an appropriate procedure for the Board’s consideration.

· Other staff members
· If the proposed termination is that of any other staff member, the decision will be voted upon by the supervisor, a called minister, the full Executive Committee, and the Chair of the Personnel Committee.  If unanimity is not reached, the matter will be referred to the full Board of Trustees for resolution by majority vote.
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