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PRIVATE 
A. Introduction: 

Atc  \l 2 ". Introduction\:"

Welcome! As an employee of the Unitarian Universalist Society you will find your employment to be both rewarding and challenging.

Because the quality of our employees is the key to our success, we carefully select our new employees. In turn, we expect employees to contribute to the success of the Society.

This Employee Handbook and the Employment Agreements set forth the terms and conditions of employment of all employees other than those employees who have entered into separate written contracts with the Society and other specifically excluded employees. 

This Handbook is designed to familiarize you with our major practices regarding employees. Your supervisor or manager will be happy to answer any questions you may have. 


PRIVATE 
B. Integration Clause and the Right to Revise: 

This Employee Handbook contains the employment practices and policies of the Society in effect at the time of publication. All previously issued handbooks and any inconsistent statements or memoranda are superseded by this handbook.  The  UUSS Board of Trustees is the final authority for personnel issues within the Society.

The Society reserves the right to revise, modify, delete or add to any and all policies, procedures, work rules or benefits stated in this handbook or, when applicable, in the employee contract (see section II A). However, any such changes must be in writing and must be signed by the President of the Board of Trustees. Any written changes to this handbook will be distributed to all employees so that employees will be aware of the new practices, procedures or policies and shall become effective 30 days after notice.

No oral statements or representations can in any way change or alter the provisions of this handbook.


PRIVATE 
C. Acknowledgement of Receipt: 

All employees will sign a form to be placed in the personnel file acknowledging receipt of this handbook.

I have received my copy of the Society's Employee Handbook, I understand and agree that it is my responsibility to read and familiarize myself with the procedures contained in the handbook.

I understand my employment may be terminated without cause at any time at will and is otherwise subject to procedures and practices as defined in this handbook and any authorized changes hereto.

_________________________________      __________________

        Employee Signature                    

Date

A copy of this signed and dated form is to be placed in the employee’s personnel file.


PRIVATE 
D. Equal Employment: 

Dtc  \l 2 ". Equal Employment\:"

The Society is an equal opportunity employer and makes employment decisions based on merit with the objective of having the best available person in each job. The Society is committed to providing equal employment opportunities to individuals regardless of race, color, creed, sex, marital status, age, national origin, physical handicap, disability, sexual orientation or ancestry. This commitment applies to all persons involved in the operations of the church and prohibits unlawful discrimination by any employee of the Society, including supervisors and co-workers.


PRIVATE 
E. Harassment: 

Society policy prohibits harassment of any sort, including sexual harassment and harassment because of race, religious creed, color, national origin, ancestry, physical handicap, medical condition, marital status, sexual orientation, age or any other basis protected by law. Harassment includes, but is not limited to the following behavior:

1. Verbal conduct
such as epithets, derogatory jokes or comments, slurs or unwanted sexual advances, invitations or comments.


2. Visual conduct

 such as derogatory and/or sexually oriented posters, photography, cartoons, drawings or gestures.



3. Physical conduct
such as assault, unwanted touching, blocking normal movement or interfering with work because of sex, race, or any other protected basis.

4. Threats and demands
to submit to sexual requests as a condition of continued employment, or to avoid some other loss, and offers of employment benefits in return for sexual favors.



5. Retaliation


for having reported or threatened to report harassment.

If an employee feels he/she has been harassed, he/she should follow the grievance procedure described in this handbook.

Employees should also be aware that the Federal Equal Employment Opportunity Commission and the California Department of Fair Employment and Housing investigate and prosecute complaints of prohibited harassment in employment. If an employee feels he/she has been harassed and his/her formal grievance has not been appropriately considered, he/she may file a complaint with the appropriate agency. The nearest office is listed in the telephone directory.
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PRIVATE 
A. Contracts:

Atc  \l 2 ". Contracts\:"
Each regular employee shall work under the terms of an agreement, which includes this handbook, and a written Job Description, which defines duties, salary, benefits, supervisory relationship, and other terms and, conditions of employment. The said agreement, which is not a contract, shall be signed by the President of the Board of Trustees and counter signed by the employee within 30 days of the commencement of employment. 

If any terms and conditions of the Job Description conflict with provisions of this handbook, the conflict shall be identified in the Job Description which then takes precedence over the handbook provisions so specified. All other terms and conditions of this handbook shall continue to apply. 

Casual labor may be employed without a written agreement when needed to meet temporary needs of the Society.

PRIVATE 
B. Duties:

 Btc  \l 2 ". Duties\:"
The Duties of each job are specified in the Essential of Duties as given in the individual job specifications maintained on file in the Society office. However, these may be modified as specified in the agreement.


PRIVATE 
C. Job Performance Reviews:  

tc  \l 2 "C. Job Performance Reviews\:"


1.Probationary Review:

There is a six-month probationary period starting the first day of employment for all new regular employees during which time documented performance reviews shall be made by the supervisor and discussed with the employee every two months.  At the end of the probationary period, a formal written performance evaluation shall be completed and reviewed with the employee.



2.Regular Employment Review:

Each regular employee shall participate in a performance review with the supervisor annually on or around the employee’s date of hire,  or more often if requested by either the supervisor or the employee. One copy of each review is to be maintained in the employee’s Personnel File maintained by the Business Administrator and another copy is to be presented to the employee. If an employee disagrees with the evaluation, the employee has the right to submit a written response that will be included in the employee’s Personnel file.



3. Notifications:

The Business Administrator shall be responsible for notifying supervisors when performance evaluations are due and for seeing that they are completed on time and copies placed in the employee's personnel file. Evaluations shall be reviewed by the chair of the Personnel Committee or their designee.  Any identified concerns will be shared with the Personnel Committee.


PRIVATE 
D. Compensation:    tc  \l 2 "D. Compensation\:"
1. Amount:

Employees’ compensation shall be set, using as guidelines, UUA recommendations, the local job market, and budgetary restraints, reviewed by the Personnel Committee and approved by the Board of Trustees. In no case shall a salary be less than the minimum wage. Merit increases outside of the salary ranges, may be eligible for a lump sum bonus. Monies to be expended for any position must be funded in the budget as adopted by the congregation or amended by the Board of Trustees.  

2.  Attending Meetings:

When hourly staff are asked by the Business Administrator to attend meetings outside of their normal working hours they will be compensated at their regular rate of pay for hours spent at the meeting.



3.  Payment Schedule:

Payment for work performed shall be made biweekly unless otherwise agreed upon.

Paychecks are normally available by 5:00 p.m. on alternate Wednesdays at the Society office. If there is an error on the paycheck the employee should report it immediately to his or her supervisor.



4.  Overtime:

Hourly employees shall be paid time and a half for hours worked over 8 hours in any one day and/or 40 hours in any work week. 

Double time shall be paid for hours worked over 12 hours in one day or over 8 hours on the 7th day of the week. 

Overtime is not authorized unless prior approval is granted by the Minister or the Business Administrator.  Sick leave, vacation, jury duty, holiday time are not considered hours worked for overtime purposes.

Exempt employees shall not be paid overtime but may be granted compensating time off for overtime hours worked on a one for one basis with approval of the Supervisor. 



5.  Work Weeks:

The work week is from 12:00 a.m. Saturday to Midnight Friday. 



6.  Advances:

The Society does not permit advances against paychecks.

7.  Bonuses:

The Society permits payment of bonuses as determined by the Board of Trustees.  All bonus payments are fully taxable and will be used in determining benefits to include life, pension, and disability benefits.

Tokens of esteem given to employees by individual members or committees that are of nominal or sentimental value should not be considered bonuses.


E. Background Check:

All employees shall undergo a background check as per direction of the Personnel Committee, with the understanding that they will not start work until that background check is completed satisfactorily.

If the background check contains information that indicates either falsification or omission of material fact from the employment application, the employee may be disciplined or terminated.

The Business Administrator will be the designated person to receive the background 



check information records.


F. DMV Check

All employees who drive in their role as an employee of UUSS shall submit a current DMV Report, as per direction of the Personnel Committee, with the understanding that they will not start work until that DMV check is completed satisfactorily.



Employees will be responsible for their own DMV record.

Employees are responsible to inform the Business Administrator within one week of receiving a moving citation.


The Business Administrator will be the designated person to receive the 

DMV records.
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PRIVATE 
A. Employment Categories 



1.  Exempt 

These include those persons who are paid an annual salary that is divided into equal bi-weekly installments regardless of the number of days in the month. Such employees shall work hours assigned by their respective employment agreements. Exempt employees are those not subject to California Wage and Hour law because their duties fall in the list of exemptions such as supervisory or professional.



2. Non Exempt paid Hourly Employees:

Hourly employees, i.e., those who are paid by the hour of work performed, shall work hours as defined in their employment agreement. Hours may be changed if three days advance notice is given to the employee.



3. Ministers:

The agreement between UUSS and Ministers is spelled out specifically in the contracts between them.  Please refer to the contract or Ministerial FAQs for specifics on pay, benefits and methods of payment.  The ministers are covered by the other general expectations of employees as set forth in this handbook.

B. Employment status



1. Probationary.

All employees must complete a Probationary period of 6 months after which they receive the probationary evaluation.  If the employee successfully completes the probationary period, the employee is considered a regular employee. 
2. Full Time Employees:

A full-time employee is defined as a probationary or regular employee who works 20 hours or more per week.

(Some job classifications work a 10-month year and some a 12-month year as defined in the employment agreement.)



3. Part-time Employees:

Part -time employees regularly work less than 20 hours per week.



4. Temporary Employees:

Temporary employees are those employed for short-term assignments. Short-term assignments will generally be periods of three months or less, however such assignments may be extended. Temporary employees are not eligible for employee benefits except where mandated by applicable law.


C. Non employee categories



1. Independent Contractors:

Persons paid a fee for service rendered are not classified as employees except to define line of authority.



2. Volunteers:

Volunteer workers are not classified as employees except to define line of authority.


PRIVATE 


PRIVATE 
D. Job Duties: 

The Society may alter or change job responsibilities, reassign or transfer job positions, or assign additional job responsibilities as necessary.


PRIVATE 
E. Work Schedules: 

Supervisors will assign individual work schedules. All employees are expected to be at their desks or work stations at the start of their scheduled shifts, ready to perform their work.  UUSS may consider alternative work schedules.  See the Business Administrator.


PRIVATE 
F. Meal and Rest Periods: 

Ftc  \l 2 ". Meal and Rest Periods\:"

Employees working six or more hours per day are required to take a meal period of at least 30 minutes, to be taken approximately at the end of the first four hours. Employees are allowed ten-minute rest periods for every four hours of work. Employee meal times and rest periods shall be scheduled in accordance with State law and to not interfere with business needs.

Employees may leave the premises during meal periods, but are expected not to leave during rest periods.


PRIVATE 
G. Timekeeping Requirements: 

All hourly employees are required to record time worked on a timecard for payroll purposes. Employees must record their own time at the start and at the end of each work period, including before and after the lunch break. Employees also must record their time whenever they leave the property for any reason other than the Society's business.

Exempt employees also may be required to record their days of work on either a timecard or a timesheet.


PRIVATE 
H. Personnel Files: 

Htc  \l 2 ". Personnel Files\:"

A personnel file shall be set up for each employee and shall be maintained by the Business Administrator. The file shall contain a copy of the employment agreement, and copies of all written evaluations, letters of commendation, employee grievances, records of disciplinary actions, job descriptions and other appropriate documents. All employees may review their own personnel file upon request and in the presence of the Business Administrator or Minister. Access by other persons other than those listed or the direct supervisor to an employee's Personnel File shall be only upon authorization of the Business Administrator or Board of Trustees.


PRIVATE 
I. Employee References:  

All requests for references must be directed to the Business Administrator. No other manager, supervisor or employee is authorized to release references or any other information about current or former employees.

The Society's policy regarding references for former employees is to disclose only the dates of employment and the title of the last position held. Additional information may be released at the discretion of the Business Administrator if the former employee has authorized disclosure by signing a release.

J. Employment of Relatives:

Prior approval of the Personnel Committee is required before the hire of any relative of an employee.
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K.   Resolution of Employee Complaints: 

Jtc  \l 2 ". Grievance Procedure\:"

Should any employee believe that he/she is being discriminated against or is being treated unfairly in respect to his/her work, including compensation, hours or conditions of work, duties required, performance evaluation, or treatment in general, the steps to be followed to resolve the problem are as follows:




1. First:

Within 14 days after the cause of the grievance, the employee should informally discuss the problem with the immediate supervisor including applicable rules or policies, and possible resolution.



2. Second:

If the employee is not satisfied with the outcome of the informal discussion with the immediate supervisor, the employee may submit a written statement of the problem with the requested solution to the Personnel Committee. This request must be within 7 days of the first discussion.  .



3. Third:

The Personnel Committee is then required to grant the employee an interview  and gather any evidence as promptly as reasonable and determine the resolution of the  complaint but no later than 45 days of receipt of the complaint.



4. Fourth:

If the employee is not satisfied with the resolution by the Personnel Committee the employee may, within fifteen days thereafter, file a written appeal with the Board of Trustees. The Board's decision is final.


PRIVATE 
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Under some circumstances, the Society may need to restructure or reduce its workforce. If this becomes necessary the Society will attempt to provide advance notice, if possible, so as to minimize the impact upon those affected. If possible, employees subject to layoff will be informed of the nature of the layoff and the foreseeable duration of the layoff.

In determining which employees will be subject to layoff, the Society will take into account, among other things, operational requirements, the skill, productivity, ability, and past performance.



PRIVATE 
M. Termination: 



1. Initiation of Termination Procedures: 

Termination may be effected either by resignation of the employee or by dismissal by the Board of Trustees.



2. Resignation:

Employees who resign are requested to give written notice, including their reasons for resignation, as far in advance as possible. Minimum time for notification of resignation shall be as stated in the employee agreement, or if not specified, two weeks.

An employee, who fails to report to work for 3 consecutively scheduled work days without notice to, or approval by his/her supervisor, will be considered to have voluntarily resigned employment with the Society.



3. Dismissal:

A recommendation for the dismissal of any employee may be made in writing to the Board of Trustees, setting forth the reasons thereof. The Board shall refer this to the Personnel Committee for investigation and recommendation, and upon receipt of the Personnel Committee's report, the Board shall take appropriate action. The Board may place the employee on paid leave of absence pending receipt of the Personnel Committee's findings and recommendations. A written notice of the Board's decision and reasons to dismiss an employee must be presented to the employee and dismissal may take effect immediately with two weeks pay. All dismissal actions are subject to appeal as set forth in the grievance procedure, section III  K.

4.  Probationary Employees:

Probationary employees may be terminated with or without cause and with or without notice at any time.

5. At Will Termination:

Employees may be terminated with or without cause and with or without notice at any time by the Society. Nothing in this handbook or in any document or statement shall limit the right to terminate employment at-will.

6. Property of the Society:

All Society owned property must be returned immediately upon termination of employment.

PRIVATE 
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PRIVATE 
A. Deportment:

Atc  \l 2 ". Deportment"

Employee actions or behaviors that are a clear threat to the safety or well being of others, or are clearly and significantly disruptive to work processes or Society functions can be cause for the Business Administrator, the Minister or a supervisor to immediately relieve the employee of duties, place him or her on unpaid leave of absence and require him or her to leave Society property.

The standards of conduct below are not intended to limit the rights of anyone. They are intended to protect the rights of everyone. They cannot, nor are they intended to, replace sound judgment, natural courtesy or good taste, nor do they include all instances in which disciplinary action may be taken:

Behaviors that are unacceptable include but are not limited to:


4. Any act of dishonesty, including theft or abuse of Society property, misappropriation of money, falsifying personnel or Society records, including alteration of time cards, or engaging in criminal conduct which may affect the Society or its reputation.

5. Refusal to perform a job assignment or follow reasonable requests by supervisor, insubordination or discourteous conduct toward Society members or associates.

6. Failure to adhere to work rules and regulations or Society policies. Violating traffic rules, common safety practices, or smoking regulations.

7. Possessing, consuming, or being under the influence of intoxicating liquor, narcotics, or dangerous drugs on Society property.


PRIVATE 
B.seq level2 \h \r0  Confidentiality:

Each employee is responsible for safeguarding confidential information obtained in connection with his or her employment. In the course of work, an employee may have access to confidential information regarding Society members or fellow employees.  It is the employee's responsibility to not reveal or divulge any such information unless it is necessary to do so in the performance of duties. Access to confidential information should be on a "need-to-know" basis.

PRIVATE 
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PRIVATE 
A. Society Property:

Atc  \l 2 ". Society Property"

Equipment, desks, telephones, software, computers and other property of the Society are to be maintained according to direction and are to be used only for work-related purposes.   Employees should not consider their Internet usage or e-mail communications to be private.  Any software or other material downloaded into the Society’s computers may be used only in ways consistent with the licenses and copyrights of the vendors, authors or owners of the material Approval by the Business Administrator is required before introducing any software into the Society’s computer system.

Prior authorization must be obtained from the Business Administrator before any Society property may be removed from the premises.


PRIVATE 
B. Health and Safety: 

Each employee is responsible for his or her own safety as well as others in the workplace. To achieve our goal of maintaining a safe workplace, each one must be safety conscious at all times. In compliance with California law and to promote the concept of a safe workplace, the Society maintains an Injury and Illness Prevention Program. The Injury and Illness Prevention Program is available for review by employees in the Business Administrator's office.

In compliance with Proposition 65, the Society will inform employees of any known exposure to a chemical known to cause cancer or reproductive toxicity.


PRIVATE 
C. Smoking Policy:

Ctc  \l 2 ". Smoking Policy"

Smoking is not allowed in any of the public areas or in restrooms. Please be especially attentive to the sensitivities of members or fellow employees who may object to smoking. Any employee who is bothered by smoking should contact his or her supervisor.
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VItc  \l 1 ".seq level1 \h \r0  EMPLOYEE BENEFITS"


PRIVATE 
A. Insurance Benefits: 

Atc  \l 2 ". Insurance Benefits"

As an optional benefit, the Society provides a comprehensive medical insurance plan for employees working 20 or more hours per week. Employees’ dependents and employees working less than 20 hours per week may join the plan at their own expense provided it is an acceptable practice with the carrier. “Dependents” shall include children to the age of 21, spouses, and Domestic Partners as defined by the laws of the State of California.    In the event of an increase in medical insurance premium rates, all employees may be required to contribute to the cost of the increased premiums to retain coverage. 

Probationary employees may join the health plan at their expense until such time as the employee qualifies for the benefit under the terms of their Employment Agreement and the Society’s Employee Handbook. 

At the Board’s discretion, and provided it is acceptable practice with the insurance carrier, the Society may reimburse an employee’s out of pocket expense for alternate health insurance premium cost, if the employee is qualified for the Society group insurance benefits and chooses not to participate in the Society’s group plan(s).  Such reimbursement shall not exceed an amount equal to that charged for employees under the Society’s group plan(s).


PRIVATE 
B. Social Security and Worker's Compensation: 

Employees are covered by Social Security and Worker's Compensation.


C. SDI and Unemployment Insurance:

The Society does not pay State Disability Insurance nor does it pay Unemployment Insurance.

PRIVATE 
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PRIVATE 
A. Vacations:

 Atc  \l 2 ". Vacations"

Vacation time is set forth as follows:

1.  Regular employees shall earn paid vacation from date of hire  at an accrual rate in accordance with their assigned work week based on the rate of one day per month. A day of vacation is defined as equivalent to the length of a scheduled work day and applies to all references to “days” in this section.   For example:



40 hour work week accrues at 3.69 hours per pay period



35 hour work week accrues at 3.23 hours per pay period



25 hour work week accrues at 2.31 hours per pay period



20 hour work week accrues at 1.85 hours per pay period

2.   Beginning at the end of the first year of employment and for each year thereafter, employees will be granted one additional day, of vacation time for each year of employment, up to a maximum of 20 days per year. 

Vacation may not be taken until it is earned and may be accumulated up to a total equivalent of four weeks (20 work days) absence.  After reaching the maximum accrual, no further vacation will be accrued until the balance is reduced below the maximum. For example: employees working 40 hours per week may accumulate 160 hours of vacation, while employees working 20 hours per week may accumulate 80 hours vacation. 

3. Vacation may be taken only with the approval of the supervisor and the concurrence of the Minister or the Business Administrator.

4. Upon termination or dismissal, regular employees will be paid for all unused vacation up to the authorized accumulation.

5. The Board of Trustees may negotiate additional vacation days during the hiring process or at other times as needed. 
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B. Sick Leave: 

Btc  \l 2 ". Sick Leave"

1.  Probationary and regular full-time employees shall earn paid sick leave at an accrual rate in accordance with their assigned work week based on the rate of one day per month. A day of sick leave is equivalent to the length of the scheduled work day as defined in Section VII. A1.

2. During the probationary period of six months, sick leave shall be accrued and may be used.

3. If more than four consecutive days of sick leave are taken, the Business Administrator may request a doctor's written certificate.



4.   Sick leave may be accumulated up to a maximum of 100 days.



5. Unused sick leave will not be paid upon termination or dismissal.

6.  Sick leave, when available, may be used for medical or dental care or for appointments for family members. 

C. Holidays: Ftc  \l 2 ". Holidays"

Probationary and regular employees shall be entitled to the following holidays off with pay:


New Year's Day


Martin Luther King Day


President's Day


Memorial Day


Independence Day


Labor Day


Thanksgiving



Day after Thanksgiving


Afternoon of Christmas Eve (when a normal work day)


Christmas Day

When one of these holidays falls on a Saturday, the employees shall be given the preceding Friday off.  When one of these holidays falls on a Sunday, the employees shall be given the following Monday off.

Two “Floating Holidays” to be taken with the approval of the supervisor and the Business Administrator or Minister, if appropriate.


PRIVATE 
D.seq level2 \h \r0  Jury Duty: 

Ctc  \l 2 ".seq level2 \h \r0  Jury Duty"

Probationary or regular employees shall be granted up to 5 days paid leave for jury duty at normal salary. All jury duty pay from the court for these days is to be paid to the Society.


PRIVATE 
E. Emergency Leave: Dtc  \l 2 ". Emergency Leave"

At the discretion of the Minister, Business Administrator or the Supervisor, employees may be granted leave with pay in situations involving emergencies within the immediate family. This time is deducted from accumulated sick leave and is limited to the amount of accumulated sick leave.


PRIVATE 
F. Leaves of Absence: 

Etc  \l 2 ". Leaves of Absence"

Leave of absence without pay may be granted at any time at the discretion of the Minister or Business Administrator.


PRIVATE 
G. Notice of Absence: 

Gtc  \l 2 ". Notice of Absence"

All employees shall notify their supervisor in case of absence. Notification shall be made as early as possible on or before the day of absence. 

H.  Outside employment

Employment at another organization is allowed as long as that work does not conflict with UUSS duties.  Such employment must be disclosed in writing to the direct supervisor in advance.index \e '  '
