Unitarian Universalist Congregation of Charlottesville
BOARD OF TRUSTEES MINUTES
May 28, 2025

Meeting hosted on Zoom at 6:30pm.

In attendance — Pam Mclintire, Rev Tim Temerson, Achsah Carrier, Rev Leia Durland-Jones,
Chris Little, Renee Brett, Bev Ryan, John Griffith

Absent — Sylvie Semmelhack, Kay Frazier

Guests — Ellie Syverud, Jimmy Gorham, Donna Redmond, Kim Grover, Linda and Frank Dukes,
John Alexander and Diane Ober

|. Opening - (20 mins)
- Opening and Closing Words: Tammy Wilt
- Reporter: Achsah Carrier
- Time Keeper: Renee Brett
- Process Observer: Chris Little

Reporter To be done within a week of the board meeting. When you are the Board Reporter
you can post your notes directly to the website with this link: http://uucharlottesville.org/post and
someone from the communications team will review it and put it online. You can also send the
text to communications@uucharlottesville.org and ask them to post to the website.

1. Opening Words -
2. Check-In: one to two minute check-in:
3. Acceptance of Agenda- electronically

MOTION: *** made the motion to Accept the agenda Pam made the motion and all
accepted

4. Written Correspondence:
a. Communication about the Floors from Donna Redmond

b. Glenn Short Committee Report

Il. Electronic Motions (1 minute)
1. Approval of the April minutes - Electronically

1. Reports (20 min) - Written reports can be found at the end of the minutes. Votes

mentioned in reports will be taken in the business portion of the meeting.

2. President’s Report (Oral)- Pam Mclntire


http://uucharlottesville.org/post
mailto:communications@uucharlottesville.org

3. Vice President’s Report (Written) - Beverly Ryan
4. Treasurer’s Report (Written) - Kay Frazier

5. Lead Minister’s Report - (Oral) - Rev. Tim
a. Counting money at the church - 2 depositors work together to count the money
and take the money to the bank. There are now 2 teams of depositors
b. End of semester meeting with Sin Barreres - It's doubled in size and the
preschool is moving to UUCVville next fall on Tuesdays and Thursdays.
c. Hired a new office assistant - Nash Ford and starts on Tuesday

6. Minister of Faith Development’s Report (Oral) - Rev. Leia Durland-Jones
a. Wrapped up church school year and transitioning to summer program.
b. Grateful for coming of age and volunteers
c. Bridging service this Sunday (June 1) and 8 are bridging

7. Membership Report (Oral) - Rev. Tim Temerson
Membership stands at: 329 as of May 4th

8. Board Liaison Reports
e Nom Committee: (Oral) John Griffith
e Personnel Committee (Written and Oral) - Beverly Ryan
e Communications Committee (Written and Oral) - Achsah Carrier
o Website unexpectedly crashed - reason unknown. Person who has fixed
it, hasn’t sent a bill. He hasn’t billed in the past, however, we want to be
equitable.
o Latest policy manual is not on the website. Will work with Jude to get it on
the website.
e Building Committee: Edgewood Lane Doors are coming in. They need to use the
parlor while they are being readied for installation..

BREAK AND GRATITUDE CARDS (5 min) - Please think of people the Board should
recognize for their recent contributions to our church community.

IV. Business (70 minutes)
- Brief committee on flooring options/Huja donation (10min)
- Kim Grover gave an update they are choosing white with blue flecks for the color

- Testing glue on the current floor to make sure there doesn’t have asbestos on it
as a precaution.

- Kitchen flooring not being replaced at this time



- Mr Huja’s estate contributed money to help pay for the floor replacement
- Emergency preparedness update - Donna Redmond (10min)

- Started with 2015 draft that wasn’t implemented and went to the UUA website to
get other ideas

- Comparing the 2015 draft with the UUA website suggestions to see what
matches and what may need to be added

- Who would be responsible for getting certain items completed
- Laying out next steps
- Nominations for (5min)::
- Volunteer Coordinators - Still need volunteers - we are looking for 2 people

- Members for Community of Ministry - have 2 members already and looking for
more

- General Assembly Delegate Approval - (5min)

- 4 people :Kirsten Fritz, Susan Karlson and Alan Kindler and Wayne Arnason -
Pam motioned for approval and unanimous approval.

- Mosaic Squad update (15min)

50 people on Mosaic Squad list

Emails are limited to protest and protest trainings

Take action table and website being handled by Achsah Carrier

Protest 101 training by Indivisible- basics on attending a protest on 6/1/2025

- Clergy Collective each Monday at Freedom Wall on the downtown mall
12:30-1pm until the beginning of September

- Indivisible is holding other trainings from 6-8pm on Thursday. Starts with a
potluck at Wesley Memorial Church

- Personnel Policy update (15 min) See attached Bev gave an update, all changes in
RED. The last page was struck as it was a bit redundant. Struck out a part of the health
insurance that wasn’t allowed if they have insurance from another company as Federal Law
doesn’'t allow it. Bev Ryan moved to accept, Renee Brett seconded and all approved the
motion



- List of jobs for Congregational Meeting (10min)
- Time Keeper: people get 2 minutes to chat - Chris Little
- 2 people to sign in - Achsah Carrier and Bev Ryan, volunteered
- People to collect ballots- Jimmy Gorham if needed.
- Zoom monitor - Renee Brett, Rachel and John Giriffith
- Parliamentarian - Mike Mott to be asked
- Minutes - Tammy Wilt
- Treasury report- Kay Frazier

- Nominations - Gayle

V. Review Agenda Items for Next Meeting (5 min)
VI.Closing Activities (5 min)
1.  Process Review —
2. Things to do / communicate -
a. Ask Michael Mott about parliamentary

b. Gayle to be asked to present nominations
3. Closing Words
Dates to remember

Next UU Charlottesville Executive Board Meeting: June 5, 2025
Next UU Charlottesville Board Meeting: June 11, 2025, in person/potluck 6pm

Reports to the Board

President’s Report to the Board, May, 2025



Submitted by, Pam Mcintire, President

Vice President’s Report to the Board: May 28,2025

Vice President’s Report to the Board, May 2025

Personnel Committee/Staffing:
The Personnel Policy Manual has been revised and will be presented to the Board for approval.

Bob Brett facilitated advertisement and scheduling interviews for the office assistant position.
Nash Ford was interviewed by Bob Brett, Sandra Schwartz, Rev Tim, and Bev Ryan. Nash's first
day will be Tuesday June 3, and they will start at $20 per hour. Nash's schedule will be Tues -
Thurs 10am-3pm.

The Connie Cheetham Award Committee:
This year’s award goes to Kay Frazier and Jude Bias. They were presented the award at the
service on May 4, 2024.

Annual Reports:
Annual reports from this year are now on the web and available for the congregational meeting.

Submitted by, Beverly Ryan, Vice President

Treasurer’s Report to the Board: May 28, 2025

There is a net operating revenue of $32,914, meaning revenue exceeds expenditures
through April. Expenses increase toward the end of the fiscal year, and revenues slow.
The budget will tighten towards the end of the fiscal year. As in other years, ending the
year with revenues exceeding expenditures is dependent on people honoring their
pledges for the Fiscal Year.

The Statement of Financial Position and the Budget to Actual for the period through April
30, 2025, are included in the Board packet. To view the Financial Dashboard, click
https://uucharlottesville.org/financial-information/

Planned Giving

We received a $25,000 bequest from the Satyendra Huja Trust. Most of the bequest is
dedicated to the Social Hall floor renovation.



Other Notes

The Finance Committee approved the acceptance of a $500 grant from the
Community Climate Collaborative (C3). This grant is spearheaded by the Ministry
for Earth and will be used to improve energy efficiency within our campus. The
grant must be used by September 1, 2025.

Budget Information Sessions: The first information session was held on May 4t as
a round table discussion in the Social Hall. Two additional sessions are
scheduled: May 25 in the Parlor and May 27t as a Zoom meeting.

The Grounds Committee requested to use $700 in Reserve funds to prune the
Willow Oak outside of Summit House. The Finance Committee recommended
using Summit House maintenance funds in the Adopted Budget rather than
reserve funds. If the Summit House maintenance funds are already obligated then
using the reserve funds was approved.

Glenn Short Committee Report

Included in this report is an accounting from the Glenn Short Committee on the
use of the bequest from Glenn to renovate and repair the sanctuary and the older
parts of the main building. The committee is hoping to complete their work in the
near future with the installation of the Edgewood Lane doors and reusing the
existing doors for the Parlor doors. The report is included as information and
documentation of the committee’s work. The Glenn Short Committee has done a
tremendous and admiral job over the past several years in managing Glenn’s
bequest.

Submitted by: Kay Frazier, Treasurer

Lead Minister’s Report to the Board: May 28, 2025 (oral)

Rev. Tim, Lead Minister

Minister of Faith Development’s Report: May 28, 2025 (oral)

Rev. Leia, Minister of Faith Development

Membership Report for May 2, 2025
Membership as of May 4, 2025 329
Additions: 10

Drops:
Membership as of



Respectfully submitted, Rev Tim Temerson

2025 Annual Report from the Glenn Short Trust Committee

During the 2024/25 fiscal year the foyer and Edgewood Lane hallway including the stairs to the
second floor were painted and the roof leak was sealed. The Rugby Road doors were stripped,
painted and repaired. The Chapin Garden door was prepped and painted. We sealed the new tile
floors in the Edgewood Lane entrance and foyer. We have ordered wood doors and hardware to
replace the present Edgewood Lane doors. We plan to use the old doors to replace the parlor
doors. We have arranged for the new Edgewood Lane doors to be stained and finished and then
installed when they arrive. We plan to replace the outside locks for the church building and to
have the outside of the Parlor windows painted as soon as the doors are installed.

Commonwealth has paid the court ordered $32,000 to reimburse us for the doors which we paid
for and they did not deliver. We will have a total of $24,647.54 in our account when the last
Commonwealth payment of $2000 is transferred Ito our account. We hope to spend it this
summer, close the account and retire this committee this fall.

Sally Taylor, Chair Glenn Short Trust Committee



Unitarian Universalist Congregation of Charlottesville

WILUNITARIAN

UNIVERSALIST Budget vs. Actuals This Fiscal Year through April 2025
TOTAL
ACTUAL BUDGET OVER BUDGET % OF BUDGET
FRevenua
3000 Non-Prafit Revenua
3104 Pledged Donations
3110 Current Year Pledges 411,632.20 460,000.00 -48 367.80 85493
3120 Prior Year Pledges 1.210.00 B,000.00 -6,780.00 15.13%
3130 Pledge Match 12,022.50 15,270.00 -3,247.50 Ta.73%
Tetal 3100 Phadged Donations 42488470  4832.270.00 -58,406.30 %
3200 Non-Pladged Donations
3210 Current ¥t Unpladged Donations 7.576.65 10,000.00 -2423.35 TEIT
3220 Offering / Plate Gash B,738.02 10,000.00 -3,267.98 6738 %
Total 2200 Non-Pledged Donations 14,314.87 20,000.00 -5,885.33 T1.57 %
Total 3000 Non-Profit Revenue 438,179.37 503,270.00 -64,080.83 8727 %
3300 Fundraksing Income
3320 Fundraizing Events
3321 Auction - Fall B, 452.890 B,000.00 452.90 107.55 %
3322 Auction - Spring 60714 5,500.00 -4,B82.88 11.04 3%
3323 Yard Sake 13,230.73 5,000.00 7,230.73 220.51%
Total 3320 Fundraising Everts 20.280.77 17.500.00 2,780.77 11585 %
3330 Other Fundraizing T24.40 2,500.00 -1,775.60 28.98 %
3314 RalseRight | Grocery Scrip Profit T60.87 1,000.00 -238.13 76083
3331 Hoepitality Gontributions 208.30 200.00 B.30 104.15 %
Total 3330 Other Fundraising 1,683.57 3,700.00 -2,006.43 45.77 %
Total 2300 Fundraising income 21,984.34 21,200.00 TB4.34 103.70 %
3500 Cther Revenue
3510 Building User Feas 21,015.00 22,000.00 -985.00 $5.52 %
3520 Bank Intarast 188.02 300.00 -111.98 B2AT %
3525 CD Interest 608.27 GOB.2T
Total 3520 Bank |mberest 798,20 300,00 40829 28543 %
3530 Endowment Tranafer 20,000.00 -20,000.00
3540 Abrahamae Fund (Music) 77400 -TTa.00
3550 Bristol Fund (B & G) 3,259.00 -3,259.00
3560 Cheatham Fund (RE) 826.00 -B26.00
3570 CEF Bond Incoms 908.00 -908.00
3580 Transfar fram Operating Reserve 15,000.00 15,000.00 0.00 100,00 %
3900 External Reimbuwrasment Income d25.00 B825.00
Total 2500 Other Revenus a7 636,29 63,087.00 -25,430.M 50.68%
Total Revenue $408.800.00  $587,537.00 §-88,737.00 84.90 %
GROSS PROFIT $488.800.00 $587,537.00 $-88,737.00 84.80 %

Expendituras



TOTAL

ACTUAL BUDGET OVER BUDGET % OF BUDGET
4000 Payroll and Staff Expanses
4200 Payrol - Wepges 2158,585.53 253,315.30 -34, 711897 B5.29 %
4210 Payroll - Payment In Lisu of FICA B,270.03 721968 349,58 B5.84 %
4220 Payroll - Housing Mon Taxable 41,653.00 AT 08672 -5.433.72 BH .46 %
4300 Payrol - Banefits
4310 Health Insurance 3751643 AT 27247 -5, 756.04 T9.36 %
4320 Dantal Inswrance 1,974.48 2,784.00 -B09.52 1082 %%
4330 Life Insurance 182272 252338 -T00.66 T2.23%
4340 Long Term Disability 2,569.49 390524 -1,335.75 #5.80 %
4350 Pension 21,462,189 30,040.20 -8,578.01 Tlad
Total 4300 Payroll - Banafits 6534501 8652528 21,179.88 TH.52%
4400 Payroll Taxes 12,438.30 15,760,058 -3,261.75 8,30 %
4500 Professional Expenses
4501 Lead Minister Prof Expenses 1,045.58 4,000.00 -2.,954.42 26.14 %
4502 Minister of Faith Development Prof Expensas 4,121.71 5,000.00 -B7E.29 B2.43 %
4503 Dir of Admin and Finance Prof Expensas 1,500.00 -1,500.00
4504 Dir of Music Prof Expenass T50.00 -750.00
Total 4500 Professional Expenses 51erze 11,250.00 -8.082.71 4593 %
4500 Madia Production and Manegemeant 1099 2,999.00 T.725.00 -4, 726.00 3882 %
4601 Bookkeaping Contractor 2,362 .50 236250
4703 Workers" Compensation Insurance 273.00 1,600.00 -1,327.00 17.06 %
4300 Payroll Processing Fees 5,403.14 5,000.00 403.14 108.06 3
4300 Sabbatical Reserve Fund 500.00 -500.00
Total 4000 Payroll and Staff Expenses A60,567.10 43598238 7841525 B2.70%
5000 OfficedGenaral Administrative Expenditures
5100 Warship
5110 Worship Service Expenzes T2.18 90000 -B27.82 .02 %
5140 Music Expenses 25.00 75000 -T25.00 333%
5150 Pianist 3,070.00 3,500.00 -430.00 ar.T %
5160 Abrahamsae Fund {(Music) Expanse 150.00 Tra.00 -624.00 19.38 %
5170 Instrument service 420.00 1,500.00 -1,080.00 28.00 %
Total 5100 Worship 3,737.18 Fa24.00 -3,680.82 50.34%
5200 Faith Development
5201 RE Childran & Youth 3,408.89 B,000.00 -2,591.11 56.81 %
5202 Young Adult Ministry arzaz2 500.00 -127.58 T4.48 %
5210 Women's Spirit 100.00 -100.00
5601 Cheetham Fund Expensa (RE) 600.00 82600 -226.00 T2.64 %
Total E200 Fath Developriart 43813 TA2E.00 -3.044.88 56.00%
5300 Belowed Gommamity - Internal
5302 Membership & Mem Tracking 358.56 500.00 -141.44 FANA R
5303 Volunteer Aelations T5.00 -75.00
5304 Childcare 3,008.25 4,000.00 -391.75 Th.21%
Total 5300 Beloved Community - intemal 2,388.81 4,575.00 -1,208.19 TA59%
5400 Faith Witnass - External
5404 UUA Annual Program Fund 5,000.00 5,000.00 0.0 100,00 3%
5408 Justice Minisiries 738.35 250.00 488.35 285.34 %
5411 Ministry for Earth 175.62 500.00 -324.38 3512%
Tetal 5400 Falth Wiiness - Extemal 591397 5,750.00 18397 102.85 %



TOTAL

ACTUAL BUDGET OVER BUDGET % OF BUDGET
5500 Congragational Administration
5500-00 Safety and Security 65777 500.00 167.77 133.55%
5502 Communicationa 1,265.80 1,600.00 -334.20 1%
5505 Hoepitality 1,527.57 2,000.00 47243 TE.38 %
5513 Office Expenss and Supplies
5510 Cleaning Service 15,000.00 23,000.00 -8,000.00 6522 %
5512 Cleaning Supplies 2,082.53 1,000.00 1,082.53 208.25 %
5512-00 COVID Safety Precautions 63.16 B3.16
5514 Trash/Suppses/Fire Extinguish 520.00 -520.00
Total 5512 Cleaning Supplies 2,145.68 1,520.00 a25.69 141.16%
5513-00 Online Subscription Fass 4,284.18 B,000.00 -1,75.82 T1.40%
5513-01 Office Supplies 3,155.30 2,000.00 1,1585.30 157.77 %
5515 Computsr Maintenance/Upgrade 1,491.61 3,000.00 -1,508.38 44.72 %
5517 Photocopies and Printing 2,564 62 1,500.00 1,064.62 170.97 %
5521 Postage 448 .48 700.00 148.48 121.21%
Total 5513 Offica Expanse and Supplies 20,480.88 a7, 720.00 -8,230.12 Ta.18%
5518 Financial Sarvices Charges
5518-01 Siripa Fasz 278.99 500.00 -221.m 5580 3%
5518-02 BreezeGHMS Fees 242310 2,900.00 -476.90 83,56 %%
5518-03 Venmo Fees 403.18 600.00 -196.82 67.20 %
5519 Cradit Card Feas 10.00 600.00 -590.00 1.67 %
5519-00 Bank Fess 69.19 250.00 -180.81 2768 %
Total 5518 Financial Services Charges 318448 4,850.00 -1,885.54 65.08 %
5523 Fund Radsing Expense
5522 Pledge Program Expense 451.15 300.00 151.15 150.38 %
5525 Othar Fundraising Expanse 80623 30000 506.23 268.74 %
Total 5523 Fund Ralging Expange 125738 600.00 85738 208.58 %
5526 Property Tax and Stormwater Assassment 45727 110000 -632.73 42 48 %
5527 Multi-Peril Insurance 3,106.00 12,000.00 -8,694.00 2588 %
5528 Accounting Fess 17.97 3,000.00 -2,882.03 0.60 3%
5529 Legal Expense 1,205.84 500.00 T05.84 24117 %
5530 Contingency 2,000.00 -2,000.00
5550 Buildings and Grownds
5551 Main Building Maimenance Expanzes 474.28 1,650.00 -GT5.T2 58.05 %
5552 Buildings Contractual Maintenanca 7,803.33 B,400.00 -596.67 #2.80 %
Total 5551 Main Buliding Maintenance Expenses 8,778 10,050.00 127230 87.34 %
5553 Bristol Fund Expensze (B&GE) 3,259.00 3,259.00 0.00 100.00 3%
5554 Summit House Maintenance Expanses 417.00 1,150.00 -733.00 36.26 %
5556 Grounds Contractual Services 7.980.00 T.800.00 180.00 102,31 %
5559 Gardens and Grounds Expanses 1,800.29 1,200.00 60025 150.02 %
5561 Buildings Reserve 2,866.75 3,000.00 -133.28 95.56 %%
Total 5550 Buiidings and Grounds. 25,100.65 26,458.00 -1,358.35 9487 %
5580 Utilities
5581 Telephone & Internst 514131 3,600.00 1,541.31 14281 %
5582 717 Main Bidg Gas, Water, & Sawer 335725 4,000.00 -B42.75 83.933%
5583 T17 Main Bidg Electricity 683722 B,000.00 -1,162.78 8547 %
5584 Summit Gas, Water & Sawer 1,369.45 350.00 1,018.45 391.27 %
5585 Summit House Electricity 2,552.09 3,000.00 44791 8507 %

5 04:23 PM GMT



TOTAL

ACTUAL BUDGET OVER BUDGET =% OF BUDGET
5586 Edpewood Lane Parking Lot Electricity 24717 300.00 52 83 82.39%
5587 Trash and Recycling 1,123 58 1,480.00 -A56.42 7502 %
Total 5580 Litities 20,828.07 20,730.00 -101.93 80.51 %
Tatel 5500 Congregational Adminigiration 7. 918.68 113,052.00 -25,140.34 TI.T6%
5800 Debt Sanvice
5301 Othar Dabit Sarvice Expenaes 5,000.00 -5,000.00
5802 CEF Bonds int Expense 4,859.00 -4,858.00
5903 GEF Member Bonds Principal 908.00 -A08.00
Total 5900 Dabt Barvice 10,767.00 -10,767.00
Tetal 5000 Office/Goneral Administrative Expenditures: 105317.83 148,001.00 ~43,883.07 T0.88%
Total Expondiiures $405.885.08  §5084.983.35 $-119,008.32 THE4%
MET DFERATING REVENUE $32.914.57 §2,553.65 $30,361.32 1.288.54 %
Other Revanus
8975 Unrealized GainfLoss - UUGEF 177,778.16 177,778.16
Total Other Revanue $177.778.18 $0.00 $177.778.18 0.00%:
Other Expendituras
5910 Endowmant Withdrawal 28,000.00 28,000.00
Total Other Expancifures $28,000.00 $0.00 $20,000.00 0.00%
MET OTHER REVENUE $148,778.18 $0.00 $148,778.16 0.00%
MET REVEMLE $181,893.13 $2,553.85 $179,139.48 7,115.04 %
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WELCOME

Weloormne 1o The Unitarian Universalist Congregation of Charlottesvills. We are glad to have you
a5 a mermber ol our tall and hope yoau will enjoy working for the congregation and contributing
to owf liberal refigious community.

Working together, we will help to engwre that the adrministrative, operational, and other needs
of the congregation are met. This will suppart volunteer members of ow congregation o do
thedr wark

Please review the polides and procedures included in this Manual and sign and return the
acknowledgement of receipt to the President of the Board of Trustees or Operations Manager
[Cna).

¥ you hawe any questions or suggestions concesning infarmation in this Manual, please feel free
to eontact Lhe Minister or their designes.

Again, weltome!
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COMGREGATION MISSION AND HISTORY

The Unitarian Universalist Congregation of CharlottesyiBie is a cangregation of the Bberal
tradition raated in the heritage of Unitarian Universalism and dedicated to the beaf that in
every individual there are extracrdinary poddibilities, We are committed to the individual and
codlective pursuit af spiritual grawth, social justice, and life-long religious education and
understanding. We loster an open and Tres community in which we share aur gifis, care for one
anather, and honar owr differences. We seek to have a lasting influsnce on local, national, and
glabal pragrams that pramate squity and end oppressian.

This Congregation is intentionally nondiscriminatory. Therefore, in its activities and practices,
this Church welcomes and promotes the full participation of all persans of whatever racs,
ethnicity, creed, gender, ability andfar disability, affectional or sexual orientatian, gender
identification, age, ecanomic status, o ofgin,

The Congregation is a sell-governing body whose final sutharity i vested in the members of the
congregation acting through a congragational meeting.

This Congregation belongs to and supgarts the Unitarian Universalst Ascociation.

Jlission Statement
Jhe UL Conpgregation of Charlattesille builds community thraugh love in sction.

Wm;mm@mwm
bedy, and sgirit.

In arder to create the balowed mmmunit-,r that we all desire for ourselves, we, the Unitarian
Universalist Congragation of Charlottesville covenant ta:

o Communicate with compassion and respect, espedally when we disagres,

«  Lelebrate diversty and nunure our indugbivity,

= Embrace one another dpiritually and emationally,

*  Promobe social justice within cur congregation and the larger community,

v Geparously support the ministried of the cheech with time, maney, and snthusiaim,

aind
» ‘When we have fallen shart, lovingly call esch other back into cowenant.

Our congregatian began as the Jeffersan Unitarian Society in 1943, The cornerstane of owr
busildiing wias laid in 1950, For centuries before s, this land has been the dwelling place of the
hienscan people. Later this was the location of plantations warked on by enataved AMrcan
Arnericans, We honor all these who dwelt here before and all those whose lives led to this
gathering a5 & community of memary and hope.

Jefferson Uniarian Socety [1923)
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Thomas Jefferson Unitarian Society {1544

Thamas lefferson Unitarian Church [1945)

Thomas Jefferson Memarial Unitarian Church [1959)

Thamas lefferson Memarial Church, Unitarian Universalist {1581)
Unitarran Universalist Congregation of Charlottesville (2021)

DRAFT 5(12/2025

J
]

Formatiesk Font: [0 2
Formaited: Sorl: 00 po

I Yerticat

/

L&

Fostion; Warlzorksi; 709", Relatve tn; Foge,
3067, Rslntte: - Parsgraph

J




ABDUT THIS MANUAL

This Manual has been prepared to help you underitand some of the palicies and procedures of
The Unitarian Universalist Congregation of Charlottesville (referred to herein as "Emplayer”,
ULCwille”, or “Cangregation”). You should familiarize yoursell with the content of this Manual
as it provides basic information about our expectations, policies, procedures, and benefits.
Mothing in this Manual & intended to create or ceates an employment agresment, express of
implied, o a contract that employrment or any benefit will be continued for any pariod of tme.

Since every situation cannot be anticipated, this Manual provides a general overview only. In
applying the polites and procedures in this Manual, the Congreg atian will take into consideration
the specific facts and dircurnstances of sach situatian.

All employees are hired on an of-will basis unless stated otherwise in a written indvidual
employment agreement sigred by the President of the Congregation”s Board. This means that
the employes may terminate the employment relationship at any time, for any reason, with ar
without motice, and the Congregation retains the same right.

As 8 progressive and evolving onganization which must respond to operating needs and ather
circumstances, changes and modilications in policies, procedwres, and benefits will be made fram
time to time.  This Manual replaces sl previous personnel policy manuals or handbooks and any
inconsistent policies.

If wou have any guestions or comments about this Manual, or if you need more information,
please sk youwr Supervisor/Minigter, or officer of the Board. -Your comments and suggestions
are encouraged.
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DIVERSITY AND INCLUSION

EQUAL EMPLOYMENT OPPORTUNITY

Unitarian Universalist principles affirm the inhenent worth of each human being, and commit to
warking towards justice, equity, and cormpassion in human relationd. The Congregation believes
that policies advancing diversity, equity and inclusion are essential in creating social change
which respands ta historical and current practices of diserimination. Additionally, we believe that
significant diversity amang our staff makes for a richer, more dynamic organization. Our
Congregation is committed to sddressing the systemic prajudices and bisses found within all
parts of saciety by, among other things, working to endure that all staff are trained to enderstand,
welcome, and better serve 8 multiracal, multiethnic, increasingly diverse community and
enhance the ability of each individusl to live cur values of justice, equity, and interdependencs,

The Congregation affirms its commitment to inclusion and equal empleyment appertunity for all
individuale. Decisions about recruiting, hiring, training, promotions, compensation, beanefits, and
all similar ernployrment decisions will be made in compliance with all federal, state, and bkocal s
and without regard to race, color, religion, sex, sexial orentation, gender identity, national
ofigin, age, dicability, veteran status, genetic information, of vy ather cladsification protected
by law. The Congregation may consider religion in the hiring and terms and conditions of
employment of certain poditions. Any discrimination in the workplace based upon any protected
statusclassification is illegal and against policy.

Retaliation against individuals who make a claim of discrimination or participate in the
irvestigation af such & claim & prohibited and will not be tolerated. Prohibited retaliation
ineledes shunning and avoiding an individual who reports harassment, disefimination, or
retaliation; expreds ar impled threats or intimidation intended to prevent ar inkibit an individual
fram reparting harassment, dserimination, retaliation; or denying ernployment benefits because
an applicant ar ermployes reported hasassment, decrimination or retaliation or participating in
the reporting and investigation process.

Employees who have guestions abeut disrimination, harassment, or retaliation in the
workplace, or who believe this policy hes been vielated, should repoert their conoerns
imrnediately to their Supervisor/Minister, or a Board afficer.

HARASEMENT

Harassment of any kind has no place in the workplace, The Congregation B committed to
promoting an emvironment that is professional and respectful. Any haradsment regarding race,
color, religion, age, sex, seaual ofentation, gender identity, national origin, disability, or any
other pratected status will not be tolerated. Our Congregation expects all employess o conduct
themselves in & professional manner with concern and respect for their colleagues,

congregational members, and others served by the congregation. Similarly, we expact ail
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employees to be free fram harassment from congregational members and others encountered
while serving our congregation. Harassment by anyone in the workplace is unlawful

Harassment indudes verbal or physical conduct which may affend, denigrate, or belittie any
person becawse of ar dus o any of the charaeteristics deseribad shave. Such conduet includes
pictures, jokes, comments, epithets, innuendoes, name-calling, or any other behavior which
created an environment that & derogatary, intimidating, hastile or offensive o anyane.

Conduct prohibited by these policies is unacceptable in the workplace, and in any work-related
setting or event outside the workplace, such as congregation meeting, social events, and any
other Congregation refated activity. Any employes who belisves that they have been harassed
by another employee, SupervisonMinister, a congregant, ar any other person wha the employes
efcaunters in the courde of employment dhould repert that conduct immediately ta thei
Supervisor/Minister or officer of the Board. H the report or complaint involves the
Supervisor/Manister, or il the Supervisor/Minister s navailable, the individual making the
complaint or the individual receiving the report or complaint should immediately report the
cormplaint ta an afficer of the Board. The UUA Ministries and Faith Development Stall Group is
available to awist with camplaints involing ministers.

SEXLIAL HARASSMENT'?

While all types af haradiment are prohibited, sexual harasiment requires particular atbéention.
Unwelcome sexual advances, reguests for sexual favers, and other werbal ar physical conduct of
a sewusl nature constitute sexual harassment when:

= subemisdion to the conduct is made either explicitly o implicitly a term or condition of
employment.

= subrmisdion o or rejection of sweh conduct i wied a3 a factor in employment decisions
alfecting an individual; or

= the conduct unreasonably interferes with an individual™s employment or creates an
intirmidating, hostile, or offensive emplayment envirenment.

Some examples of conduet which may constibute sexual harassment, depending on the
circumstances, inclede but are nat limited w, the following:

' Unwelcome skl advanced, whether or not it involvies physical toweching; sedual aisault
ar coerped sexual acts.

" Reguests for sexual favars ineachange for actual or promised benefits such as a favaorable

! Sexual Harassrment: Here is a link to an articks on sexual harassment and what ta do about it
in the workplace - hitp:/ femployrment findaw.com/amployment-diserimination saxel-
harassment-at-work.htrml
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review, dalary increases, promotions, or other benefits.

= Unwelcome suggestions regarding, or invitations to, social engagements or social events,

= Any indication exprested or implied, that any aspect of employment conditions, depends
ar may depend an the granting of sexual favers or on a willingneds to sccept o tolerate
conduct or communication of a sexual natwre.

s Unwelcome o coerced physical proximity or physical contact which is of a sexual nature
ar sexually mativated.

= Use of offensive or demeaning berend which have a sexual connotation.

= Inappropriate remarks of & sexual nature.

= Sexual gestisres, suggestive comments, sexually insulting comments, epithets, jokes or
name-calling: written ar verbal references about sexusl conduct.

= Communication or displaying sexually suggestive ohjects, pictures, cartoans or cornguter
‘Wb sites inwriting, electronically or verbally.

v ey stepeotyping, such as when the conduct of traits are considered inapprogriste simply
because they may nol conform to ather people’s idess or perceptions about how
individuals of a particular sex showld act or look; or

s Hostile actions taken against an individual because of that individual's sex, sexual
orientation, of gender identity, such as interfering with an individual's work area,
eguEprnent, ar ability to do their job, name-calling, etc.

Ary employes who believes they have been sesually harassed by another employes, 2
Supervisar/ Minister, or any ather person encountered in the course of employment, induding &
congregant, should repart that conduct immediately to their Supervisor/Minister or a Board
olficer. If the repart or complaint involves the Supervisor/Minister, of if the Supervisor/Minister
is unavailable, the individial receiving the repart or complaint should immediately repart it to an
officer of the Board.

Every complaint or report of sexual harsssment will be promplly mvestigated.  Although
investigations will be conducted with as much sensitivity and confidentiality as possible,
irvestigative inharmation will be communicated a8 appropriste 1o thase with a need t know. |f
the investigation indicates that a wiolation of this palicy may have occurred, timely and
appropriate action will be taken.

Retaliation or reprical against employess who repart sexual harasament claimd is prohibived and
will nat be tolerated. Any violation of this policy will be treated as a serious rmatter and will result
in disdplinary action, up to and including termination.

PROCEDURE/RESOLUTION OF EMPLOYEE COMPLAINT

The Congregation takes allagations of distrimination and/or harasement seriously. If you beligss
you have been discriminated against by anather employee, & Supervisor/Minister, or any other

on encountered in the caurse af employment, you shauld take the follawing steps:
P : d ! g Eer | Formatses: Fant: 10 pe
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= Theemployes should communicate immediately with their Supervisor/Minister. If the report
or complaint invalves your Supervison®inister, the cormplsinant shauld immediately report
it to an offieer of the Board. You may be asked ta pul your camplsint in wiiting.

= |f the complaint cannot be resolved at the level of the Supervisor/Manistes it must be written
down, dated, and signed by the complainant. The Congregation-Bogsd of Trugless may
appoint an fd Hoe Committes or the Personned Commitbee 1o advise the employes. At this
point the complaint becomes a grievance, and any further attempts at resolution must be
recarded in writing.

= An investigation will then be initiated, and evidence will be gathered. The
investigation will normally include an interview of the employee, the accused, and
any refevant witnesses. The Ad Hoo Committee or Personnel Committes will
investigate and respand to the grievance within 21 days, discusding the alleged
grievance with all involved parties. They will draft 2 written docurment which:

»  Identifies the issues
s Surmamarizes relevant information
*  Rewviesws the Facts

®  The Committes will make every atterngl o resalve the grievance. Anoutside mediator
ar the e of arbitration may be wied to aid in the resslution of the grisvance.

»  Agrievance filed by an ermplopes will be kept confidential. Dnly thase parties imohed
in the grievance process may discuds the grievance and only within the grievance
process iteelf.

*  The Minister or Corgregation Daasd's President shall then take appropeiate action, The
Eﬂ'l‘npla-l'lln'l. should be notified that apprr.-pu'iatt action had baen takan,

v M aither the complainant or the alleged harasser objects to the resalution, they rmay seek
& reviaw by the Congregation's Board. The resolution recormmended by the Board will be
binding upon the Cangregation and the amgloyes.

» Any individual identified to have a eonflict of interest with any parties invalved in the
grievance will be ineligible 1o be inveled in the grievance process.

ACCOMMODATIONS OF DISABILITY

| Formatses: Fant: 10 pe
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If an ernplayee is unable, or finds it difficult, to perform all the functions of their job due to a
dizability, they should inform their Supervisar/Minister about the disability and discuss the type
and rature of any sciftance or adjustment that would enable the employes to perform the
essertial functions of the job.

In rmost cases, the Congregation will need medical dacwmentation of the disability and of
possible accommodations. The Congregation may also need regular dicussions with the
employes to determine what, if any, accommodations are appropriste, the employes’s
continuing need for accommodations and the effectiveness of the sceommodations provided.

CATEGORIES OF EMPLOYMENT

Full-Time: An employes who regidtarly works the-Congregatioralyearo-12 manths of
continuous fidl-time service at 40 hours or more per week is considered a full-time
ermiployes,

Part-Time: An employee whi is scheduled to work at least 10 hours but less than 40 hours
per week for eitherthe-Congregatsana-year—o-12 months is considered a part-time
wrmployes, Part-time employees are eligible for banefits according to the bepefit plan
deseriptions in this Manual.

CasualfTemporary Employee: An employee wha works full ar part-time for a specific
tire period, including during peak of wasonal periods, lor specific projects, 1o 6l in far
an absent regular employes, or for other reasons for a Bmited pariod of time is considered
a casualftemparary employee. Regardiess of whether an employes is scheduled to wark
fior & limited period of tirms the employes will be considerad “at-will” Casual/Temporary
employees are enptited to benefits consistent with the provisions of benefit plans offered
by the Congregation or & requined by lw.

FLSA DEFINITIONS

Ernployees are alan categarized a5 sither Non-Exernpt or Exempt for purpases of the minimum
wage and cvartime pravisions of the Fair Laber Standards Act (“FLSA).

Mon-Exempt Employess are campendated baded on the number af hours worked sach
warkweek and are entithed 1o be paid the minimum wage and overtirme for hours worked
over A0 in 8 workwesk.

Exermpt Empboyess, who are employed in an executive, sdminitrative, or professional
position which meet certain requirernents, are paid on a salary basis, and are exempt
fram the minimum wage and overtime providiond of the FLSA

Ministerial Exception: Ministers, and other employess who perform “ewential religiows duties,” | Formatand: Fort: 0 e
are exempt from FLSA requirements undes the ministerial exception [sometimes called the | ettt Feri: 10
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music directors, might be dassified as exempt depending spon thesr specific responsibilities.
Unlike the FLSA exemptions, the ministesial exception is dependent only on responsibilities, not
calary.

HIRING PROCEDURES

Upon commencement of employment, each staff member will receive an-Sffertottera Leile:
ol Agreement, & copy of the Personnel Policy Manusl, the Congregation Bylaws, and the job
description.

0B DESCRIFTIONS

Job deseriptions ace reviewed at 8 minimum of every three years and updated as needed by
the Personnel Committes with ingut From the supervisor and Minister. Revisions to job
descriptions may be proposed by the employes or supervisor, reviewed by the Personne!
Commmittee for consistency with this Manuad, returned to the initiater for revisions, and sent
to the Snistessupandsor for approval.

OFFER-LETTERS OF AGREEMENT "

The terms af employment of employees [not including the Ministers) shall be propased by the
B c ; ! i : P \ LC i
cormmitiess & neaded, approved by the Board, and recorded in as-Slfer-tabbesy Letter of
fgreement-

Each Offes Letter shall include starting salary, job title, and any negatisted conditions of
employment. A job deseription should be included with the Offer Letter, Offer Letters shauld
be updated as needed ar when there are changes in terms of ermployment other than salary.

The emplayes or the supervisor can progose revisions to SesLetters of Agreement. Revisions
shall ba reviewed by the Perdonnal Committes for consstancy with this Manual, returned to
the initister for approval and review and sent by the Personnel Committes to the Board for
appraval.

ORIENTATION
All ernployees except the Minister are provided with & six-month orientation-shick-inchedes

a-D0-slay prebationary pedod duringwhich-they may-be- terminated with-orwithouteause. An
employes who is retained after their orientation peried remains an employee at will. Bther
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the Church ar the emplayes may 6@l terminate the relationship at any time, for any reason,
o for ma reason,

Your Supervisor/Minkter or & designated congregational leader will introduce you to your co-
workers and ofent you to your work area and job responsibilities. In most cases, & written job
description has been prepared that containg a surmmary of duties and responsibilities. Of course,
it is impossible to list or to describe all the duties of a particular job. Mareover, fram time te
time, changes in jobs will accur to reflect terparary or leng-term changes in staffing or
operational needs. Please keep in mind that your Supervisor/Minister has the authority to assign
duties, responsibilities, or functions to you even though the duties have not been yours in the
past ar are ot spetiﬁull-p Mh'll.ibnbd in your job deséription. Forrmal training should be

At the end of the sik-month orisntation pﬂﬂﬂﬂ the JI.IFIEI"I.IL“M’ will eonduct a written and in-
pﬂ-‘!bl‘l evalustion. The PEr!.tl'lI‘lH Cammittes will review the evaluation with the Supervisor-and
e S sapardirg-ong e rtetads- e -Perding-the
WMWW@H&WWM—
Bt tan-paresd-me-b-srbp e o etsidion et it e lo s o st
ety

EMPLOYMENT AUTHORIZATION

Federal law requires that prospective employess must show proof of eligibility to work n the
United States by cormpleting Form 1-9 within 3 days of time of hire. When applicable, smaloyees
must provide an ofiginal document or dacuments to the employes’s Supervisor, Minister, or
Bireetor-ol-fdbminstoakioeaad-FinaneeDperations Manager (00| that establishes identity and
employment eligibility from the date employment begins.

WORK SCHEDLUILES AND PAY

HOURS OF WORK

Your SupervisornMinister will establish individual work schedules, which may change from time
to time based on the needs of the Congregation and &t the discretion af the Supervisar/Minister.
Artendance at meetings cutside of established work schedules at the request of the employee's
Supervisar/ Manister will be considered time worked. Employess may occasionally be reguined to
atterd staff retreats or off-site events which are redesvant to their positions.

EMERGEMCY CLOSURES

The Sesise Stalfhdinisters determines the need for emergency diosure of the church based on Formatied: Fort: 10 pt 4
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Al the discretion of the Lead Minister, a paid day ofl may be offered to stall for shost tecm
closures, Should church offices remain open and the employes determines that it is not safe o
traniiel o ok, or maist stay home with children, the employee rmay choose to werk from
Fiomie, u=e personal leave, or take an unpaid day off.

MEAL AND BREAK PERIODS

Employesd are encouraged to take a 10-minute break for each d-hour work period. Swch breaks
are paid but may not be accumulated or added to the end of the day to shorten the workday.
Employess waorking more than a 6-hour pericd are reguired to take a 30-minute unpaid meal
break. The time of meal and break periods will be scheduled st the diseretion of the
Supervisar/Minister. Employess should not perform any work during their meal period. For non-
sxempt emplopess, any time worked during meal breaks is compensable, inclding time they
need to be available for work (&g, to answer phone or daor]. &S with breaks, the 30-minwte
ungaid meal period may not be accumulated or used to sharten the workday,

TIMEKEEPING AND DVERTIME

Nom-exempt employest must suhmit 8 weitterrecord of their time warked on a weekly badis,
consistent with the recardkeeping pravisions of the Fair Labor Standards Act (“FLSA") and state
law.

Frarm time to lime, employses may be requited to work in exeess of their regularly scheduled
hours. Compensatory time off a8 a substitute for pay for mare than &0 hours of work by 2 non-
exempt employee is not allowed by federal law for private sector employees. Any time warked
by a nan-exempt empleyee in excess of 40 howrs in a waork week will be overtime (paid a1 150%
ol regular hourly wages] which must be approved in advance. Paid holidays, sick days, vacation
days, or any other paid time off does not cownt as time worked for purposes af caleulating
overtime. Non-exempt emplayess will be paid time and one hatf for all bours ower 40 in a
warkweek. Exempt employees do ot receive owertime pay when working in exoses of 40 hours.

PAY AND PAYROLL DEDUCTIONS

The Unitarian Universalist Congregation of Charlottesville practices the values of our Taith within
our walls by priaritizing our staff cormpensation and providing scoess to high guality benefits.

We are porvmitted to affering cus employess squitable snd competitive wages and salaries
coemimensurate with our resources, and owr valsses as Unitarian Universalists —in Fﬂ'l.iﬂ.lhf, the
vabues of gquity, transparency, and econamic justice. Our compensation policies and practices
utilize the UUA salary recornmendations, with a goal of ensisring 8l employess are receiving at
least the minimum recommended salary and have reached the midpoint of the salary range after
5 years of expariande.
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Satary recommendations sre developed every year by the Personnel Committes and Finance
Committee utilizing ULA guidels witseh-ichide-a-Cost-ol-Hvimg-ritse-when-sppropriete. The
Finance Committee then weorks with the Board to—develsp-a-budgel-remomdamendation-for
Congregational-sporovalloe approval of the salary recommendations as part of the annual

Deductions made fram employees’ wages are reflected on a pay stub.  Federal law requines
deductions fram pay for incorme tax, Social Security, and Medicare. Other deductions may
inclede state andfor local tases or wage garnishments. Sarne deductiond, such as welintany
retirement contributions, or medical or other benefit cast-sharing, are optional and are made
ondy il the employee has suthorized the deduction. Paychecks and pay stubs should be resiewsd
when they are received. Il an employes belisves a mistake has occurred, or i there are any
guestions, the emglayee’s Supervisar/Minster should be contacted immediately.

Ermployess are paid every other week on Thursday for Lhe preceding bwio-wesk pay periad, which
payrall company’s online timesheel. Your pay will be paid by check and available an payday. You
may hawve your pay electrenically deposited into your checking account each pay period by
authorizing direct depasit and previding required inforrmation to the BARDM.

CORRECTIONS OF ERRORS IN PAY

It is the Congregation's policy to cormply with federal and state laws governing pay ment of wages,
and the Congregation makes every efforl to ensure emplaoyess are paid carrectly. Oocasionally,
hewever, mistakes may happen. When mistakes occw, employees should call them to the
attention of the DAFDM. The Congregation will promptly investigate the Msue and make any
COF iGN NECEisary.

PERSDNNEL INFORMATION AND FILES

It is very important that employees keep up to date all the information provided to the
Congregation at the time of hire and as regquested from time Lo time. This informatian is essential
for many purpases, induding benefit administration, mailing information to the employes’s
hosmie, and contacting friends o family in case of emergency. Please notify the Congregation
adrministrator promgtly of any changes in:

*  Address and telephone nuember

= Marital status {ineluding legal separation)
= Legal change in employes’s name

s Changes ta hours or salany

*  Dependents
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s Changes in beneficiaries
= Person o notify in case of emergency
s Any relevant changes in licending or edecation

The Congregation maintaing a personnel file for each employes that containd new hire
paperwoark, performance reviews, and other docurnents related to the Employes’s employment.
These files are kept in a locked cabinet in the Congregation’s office. The Congregation will nat
provide information from your persannel file in redponse to outside reguests withaut your
Bxprewd, wWritten consent, or in respanie to proper legal process.

An employee i allowad to write their respanie to any docurnent added to the file. Employses
mary review and copy the contents of their file in the presence of a Congregation's representative
at a mutwally agreed upon time but may not remave docwments from the file. Employess who
fael any file material i@ incomplete, inaccifate, of irrelevant may dubmit 8 written request to the
Senior Miniter or Board President that the e be revised accordingly. If the request is not
granted, the employes may place a written staternent of desgreement in the file and/or pursue
the matter lurther using the Resolution of Employes Complaint Procedure.

POLICIES APPLICABLE TO EMPLOYMENT

ABSENTEEISM AND TARDIMESS

Each employes is expected to maintain good sttendance and to report to waork on time. Abdemos
and lateness hinder the effectiveness of our work and must be kept to & minimum. Excessive
absentesism or repeated tardiness may result in discipline wp to and including termination of
employment.

Perdonal appaintments shauld be scheduled belare or after work hours, il pedsible. Al scheduled
absences must be approved in advance by the Supervisor/Minister. Employees who are unable
to report boowark at their scheduled time must eeS-contact their SupenisonMinister as soan as
possible ta report the shience and the expacted tirme of return W work. Employess must call in
each day they are abient, unless otherwiie authorized by their Supervisor/Minister. The
Supervisor/Minister rmusl approve an employes’s sbaence ar labe arrival, however, the
notification and approval of a particular absence by a Supervisor/Minister does nat insulate an
employes from a resiew of the total number of absences or [ate arrivals in any given period of
tirfe.

Unicheduled abiancas [such as returning late from lunch or leaving wark before the and of the

waorkiiy) must be approved by the ermployee’s Supervisor/Minister. I the employes expects to
be absent the following day, they should inform the SupervisorMinister of that fact at the same
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time. Any employes wha fails to report to work without notics Tor thres or mare consecutive
days will be congidesed to have voluntarily terminated emglayrment, effective immediatety,

PROFESSEOMAL ATTIRE AND COMDUCT

Ernployess should maintain & profesdional appearance thal is appropriate to their position and
the Congregation. Mame badges should be worn when ermployees are on duty on Sunday or &t
major congregational events.

ALDOHOL AND ILLEGAL DRUGS

The Congregation maintaing a drug-free workplace, The use, peasession, or distribution of any
illegal drug {or prescription drigs not being taken or possessed socording to medical direction)
on Congregation premies or praperty is prohibited. Under no circumstances may an employes
appear ab work while intoxicated or under the influsncs of ilegal non-prescription drugs or
aleahol or smelling of alcobel. Improper use of prescription drugs is alse prohibited. A violation
of this policy may be grounds for immediate disciplinary action up to and including termination.

The Congregation recognizes that respondible consumption of aleohal maght be acceptable st
oecasional functions, but generally, the workplace is aleobol-free.  On such an oceasion, all
employess e expected o uphald an stmosphers of professionalism and respect for those wha
chagse not Lo participate. Any stalf function at which alcohol is served must first be deared with
the Supervisar/Minster. |8 expected that emplayees cansurning alcohal on the premises do 40
in maderation and in the spirit of maintaining a safe and comiortable environment far s,

The Congregation & a smake-free workplace. Smoking and vaping is not allowed anywhere on
Congregation property, bath inside and outside the Congregation building.

COMFIDENTRALITY

Employess may have access to confidential information about the Congregation, induding but
et limited te information about members, Triends, or other stall members, Such infermation
must remain confidential and may not be released, remaoved from the Congregation's
prefmises, copied, transmitted o in ary other way used for any purpose by employess cutside
the scope of their employment. Erpiapecsmay-gireort-te-chiretrmembersand-friend ot
phone-mimbers; addresses emal addressesand-ieadership-posithons, thess-socPrreiribes o
Friend-hes placed restrictions upan the dese manstsen-of -t e inforrmation:
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Ermphoyees have the right to use and share information about their persanal wages and benefits.
All requests for information conceming past or present employess received fram organizations
or individuals should be directed o the SupendsorMinister.

COMPUTERS, INTERNET, ENMAIL AND OTHER RESOURCES

The Congragation provides a wide variety of communication toals and resources to employess
fer use in running day-te-day business activities. Whether it is the telephane, voice mail, fax,
seanner, intermet, intranet, e-rmail, text messaging, or any other Congregation provided
techrology, use should be reserved for legitimate business use and not for more than inei dental
perional use.

All communication wsing tools provided by the Congregation or used for Congregation related
business should be handled in a professional and respectiul manner. Inapprogrite use incledas,
bt is nat lirmited to:

= transmitting obscene, harasting, offensive or unprofestional messages.

»  accessing, displaying, downloading, “Tking” or distributing any offensive or inappropriate
messages including those containing racial slers, sexual connotations or offensive comments
about race, calor, religion, sex, sexual orientation, gender identity, national arigin, age,
disability, or any other dassification protected by law.

= transmitting any of the Congregation's confidential or proprietary infermation, inclueding
member/friend data or other materials covered by the Congregation's confidentiality palicy.

= aocessing another employes’s personal file of mail medsages without express permission.

The Congregation resarves the right to mondtor and review the content of employes e-mails or
the use of the Internet at any time. Employess should not consider their Internet isage or e-mail
communications to be private. Personal passwords are not an assurance of confidentiality, and
the Internet itaslf is nat secure.

All materials, information and software created, transmitted, downloaded, or stored an the
Comgregation’s computes systern are the property of the Congregation and may be reviewed and
inspected at the Congregation’s discretion.

Any software or ather material downloaded onto the Congregation's computers may be used
only in ways consistent with the licenses and copyrights of the vendors, authors, or owners aof
the material, Prior written authorization from the Superisor/Minister is required before
intraduding any saftware inta the Congregation’s computer systern.

Only authorized stalf members may communicate on the Internet on behalf of the Congregation.
Any account established on behall of the Congregation must be autharized with all acceds
information, induding passwards, communicated to, and maintained by the Congregation.
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Employess may not express opinions or personal wiews that could be construed as being those
of the Congregatian.

With priad autharization from the Supendion Minisber, employess may use thes awn perdonal
edectronic devices [computers, tablets, phones, ete.) for work-redatedwork-related purposes
provided the devices have appropriate security software and the emplaoyee agrees o follaw
appropriate data protection and back up practices.  Any files or software belonging to the
Congregation may only be downloaded and used for Congregation related work provided the
efrployes i4 given expresd wiitben permission from the Congregation, and proper decumentation
is maintained regarding the files downloaded in the event that future retrieval is reguired. In
addition, upon ernglayrment termination for any reason, the smployes agrees to gve the
Congregation atoesd to any personal electronic devices and passwords, ta allow the Congregation
to retrieve and/or delete all Congregation files and documents fram them. In the event that the
Congregation daes not request such scoew, then the employes agreed promptly Lo return, to the
extent practicable, and to dedete ary and all Congregation related documents and copies thereal
from any such devices or backups.

The employes is responsible for any maintenance, repair, o replacement of & persanal devics
reguired or used, inespective of the amount of wark usage or the cause of the damage unles
agreed b in writing by the Congregation. However, the smployee must pravide the Congregation
with immediate notics should & persenal devics containing Congregation saftware ar files be lost
or sloden.

TELEW/ORK POLICY

Deafinition: Telewsrk means to wark aff-site, Productivity and work quality must be consistent
with in-affice work standards.

ULMCilke sumports telework Tas stafl in order 1 balance congregational needs with s1afl workload
and productivity. Teleworking must be aporaved by the sugervisor.

Teleworking employess must be available by phone and email during working hours on every
telework day.
Telework Space and Equipment:

Employess will use their personal sguipment (eg., computer, Wi-Fi, phane] and any
church issued portable equipment. Application doftware may be dawnloaded fram
owr UUCwile Microsolt sccount.

Codts adsocisted with obtaining and rnaintaining perional equipment are the

responsibility of the employes. |F there is equipment thal can aisist an employes be | Formates: Fore: 10

mare productive at an off-site location, the emplayse shauld make a request ba thes | Parmatsed: Fori: 10 g
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Teleworking employess are encouraged fo maintain a sale off-site workspace
intlsding pravisions for fire and electrical salety (ie., functioning smake alarms,
sufficient socmss to electrical outlets, ete.)

Any documents ereated or edited while working fraorm bome will be uploaded to the
church shared drive.

CONFLICT OF INTEREST/OUTSIDE EMPLOYMENT

Ermployess shall not engage in any other employment ar business activity that is incompatible or
in conflict with their duties, functions, or responsibilites as an employes. Activities that may
constitute a conflict indude wse of the Congregation”s time, facilities, sguipment or supplies, or
the use of the title, prestige, or influence of the congregation for private gain or advantage. An
employes must abtain the prior approval of their Supervisar/Minister before sngaging in any
other such employment o activity.

An employes shall not engage in any outside activity which, by itd nature, hours, or physical
dermands, would imgair the employes's performance of Congregation duties; reflect negatively
on the Congregation; ar tend to increase the Congregation’s obfigations or costs for benefits such
a4 sick leave of lang-tefm dicability benefitd. Outside amployment ar setivitied shauld mot result
in outdide telephane calls, ermails, or other sctivities while on duty for the congregation.

If the Congregation and the employee dissgree that outside ermployrent creates a conflict of
interest ar the appearance of a confiict of interest, the Congragation retains the right to make
the final detesmination.

EMPLOYMENT OF RELATIVES AND MEMBERS?

Mermbers of an ernplayee’s family may be coridersd for employment; however, relatives may
not supervise one another. “Relative™ means a spouse, dormestic partner, parent, siling, child,
grandparent, grandchild, of person in & dose personal relationship with the employse.

As a general palicy, employment of members of the congregation will be avoided because a
member who becomes staff will necessarily Forfeit certain benefits af membership to
apprapriately perform the stalf robe, For some pesitions, hirfing & member may add significant

¥ Members as Seall. Trare s a preat deal of defate in congregational leadership drcks about the pitfalls and
berading of hiring members as statl. There claarly are risks associzted with hifing members and the member's
mlaﬂunshlp with their religicus community has to dhange o well. However, in somae cages, the benedins of

i goand k lecige of the congregation mubed mmembenhp nnmw“hmemb. Gan this

atary
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enough value to counteract the potential risks assocated with emplayment of 8 member.
Pesitiors-aper-to-members-oHthe-congregation-are-st-dessgnated-by-the-appropeiste governsng
Lstehy.

MEDICAL DOCUMENTATION

From time-ta-time, employees may be reguired, 34 a condition of emplayment, © underge a
medical exarmination of otherwise to provide the Congregation with requested docwmentation,
such a4 evidence of the exitence ar duration of medically required absence, ability ba return ta
warl, Bt

VEHICLE USAGE AND EXPEMSE REIMBURSEMENT

Ermployesd using their awn cars for congregation-related business may be paid mileage at the
current bidiness rate per mile as established by the Internal Revenve Service. Mileage will be
reimburssd monthly upon request by the employee and approval by the Supervisar/Ministes.
Trips must be authorized by the employes’s Supervisor/Minister. Employess must have a current
and valid driver's license and proof of inswrance. Employees may not take unauthorized
passengers on duch trips. A0 tickets for parking and traffic violations are the respensibility of the
employes. The ermployes mut pay all fines promptly and will not be reimbursed by the
Congregation. The ue of hand-held cell phones ar testing is strictly forbidden when driving on
congregation-related busineds,

Other approved expenses incurred by an employes on behall of the Congregation will be
reimburied according to the Congragation’s expense reimbursement palicy.

SAFETY AND ACCIDENTS

The safety of employess, as well as members and visitars, is of paramout concern. A0
emplopess are axpectad to sbide by accepted safety standards and any other congragation policy
regarding safety of children and youth, disruptive conduwet, or any ather safety ralated pofices at
alltirnes. They should know the whereabouts of fire extinguishers, first aid kits, and defibrillaters.

Any unsafe condition, egquipment or pradice observed by an employes should be reparted
imrmediataly to the SupendsorMinister. All oa-the-job aceidents or infuries to employess, o
matter how minor, should be reported within 24 hours to the Supervisar/Minister, who will then
repart ta the workess compensation insurance carrier. In the event of a fire or ather emergency,
the fire department and/or other emergency services should be called immediately, and all stalf
and members of the congregation shauld leave the premises.
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PERSONAL PROPERTY

The Ernphayer cannot be responsible for damage to or lods of personal property, including loss or
darnage to vehicles or other praperty in or on congregation property. Erployees should report
any loit items bo the Supervidsor/Miniter 40 that the Rem can be returned if it is found_ If an
employes finds an item, it should be immediately turned in 1o the Supervisor/Minister.

WORKPLACE THREATS AND VIOLEMCE

Threats, threatening behavior, ar adts of violende against perions by anyone on congregation
property will not be talerated. The possession or use of weapons, firearms, ammunition, #2¢ is
prohibited on the property of the Congregation escept for authorized lew enforcement or
sacurity persannel.

Anyane who verbally or physically threatens another, exhibits threatening behavior, or engages
in violent acts on congrégation property may be removed and must remain off congregation
property pending the outeame of an investigation. If the Congregation determines that a staff
member has vislated this pedicy, the Congregation may take appropriate disciplinary action that
may include, but is not mited to, suspension andfor termination af employment, and for fegal
action as appropriate.

All employees shall inform their Supervisor/Minister of any behavios which they have witnessed
or experiented, which they regard as threatening or vialent.

INEPECTHOM RIGHTS

Congregatiaons, ike other organizations, are sometimes the victims of theft. The congregation
has an its premises storage facilities such as desks, file cabinets, closets, and storage areas for
the uie of employess. The dorage of any unauthorized akahol, wespons, explosives, of Begal
drugs or drug-related paraphernalia & prohibited on congregation premises. Therefore, the
Comgregation rederves the right to open and inspect amy desk, file cabinet, storage doset, or
storage area at any time and withaut prior notice or coms=nt. Employees may not use personal
locks on congregation cwned desks, cabinets, dosets, or storage areas,

MEDIA INGLIRIES

All requests for information an behall of or regarding the Congregation from newspapers,
televidion and radio media should be directed to the Supervsor/Minister. An appropriate
response ta @ media inquiry would be, “I'm not the best person bo answer that guestion. May |
contact the appropriate person and have that individual get back to you?

PERFORMANCE AND CONDULT EXPECTATIONS
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SUPERVISION AND PERFORMANCE REVIEWS

SupervisarsMinisters assist employess in leaming their jobs and identifying priorities and goats.
Staff members are evaluated at the end of the G-manth erientation period, and on a regular
basis thereafter, reviewing job performance, gaals and priorties, ssessing needs, and warking
through challenges. Any employes performance concerns should be discussed with the
employes and documented.

To complement angoing performance feedback, & formal written perfermance review will be
conducted on a vearly basis. The evaluation should melude mesdurable abjectived based on the
job description for the next year's achisvements. The evaluation is ta be dated and signed by
the supervisor and the employes a8 an acknowledgment that the smployes has read it — not
necessarily as a sign of agreemeant, and kept in the emplayes’s file. The emplayee has the rdght
to add any positive or negative comments he or she may wish concerning the report’s contents,
fairness, accuracy, ete. Such comements are alse to be signed by the employee and supervisar.
This i also an opportsnity for the employes and supervisor to review the job description and
offer suggestionds for change as needed. The conduwct and results of the performance evalsation
are reported to the Personned Cammittes, the Lead Minister, and the President of the Board, as
appropriate,

DIFFICULTIES ON THE 108

In every organization, there are situations where an employee’s performance does not measure
up to the standards of the job established by the ChurchCongregation, o where they do not
confarm to wark of condett expectations. In such cases, the Congregation will strive to help
employees swceeed in their work.  However, continued employment depends on the
Congregation’'s needs and the empleyes’s ability ta satisty performance and conduct standards.

We hope problems will be resotved at an sarly stage with open communication between the
efmployes and the Supervisar/Minister. When improverments are necessary in the conduct o
perfarmance of an employee, the Congregation will attempt to give the employes written
adwance notice of the prablem and that their job is in jeopardy if watisfactory improvernent is not
made. However, bacause of the dreumstances or the nature and seriousness of the conduet or
perfarmance deficiencies involved, the Minister or Board Chair/President may immediately
tefminate an employes's amplayment withaut prios potioe.

STAMDARDS OF COMDUCT

The Congregation expects that all emplayess will condict themselves in & manner consistent
with the highest standards of professional conduct and that is condudve to creating a
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harmanious and pleasant work ervironment. This includes cowrtesy, respeck, and working
codlaboratively and cooperatively, demonstrating the characteristics of high performing tearm
members. s a stalf of professionals in whom trust and power have been placed, all staff are
called to be faithful both morally and legally to upholding professional relationships. Stalf must
never abuse the authority of their podition by maniputating others to satisfy perianal nesds ar
engage in any exploitative relationship that abuses the power and damages the trust that has
been placed in a staff member.

The Congregation seeks 1o provide the highest quality of service and support to its members.
Thus, paar work habits, such as caredess work, failure to complete assignments on time, or a
failure to follow instructions, are aceeptabile.

Conduct that does not mest the Congregation's standards, swch as violations of Cangregation
policies, & lack of respect or courtesy to a fellow employee or member, harassment, disruptive
or disorderly conduct, violence, ete., will not be tolerated and will be grounds for immediate
distiplinay action and may redult in terminstion of emplayrment. In sddition, any breach of trust
of conduct which shows a serious lack of dependability or good judgment, such as theft,
falsification of Congregation records, destruction of Congregation property, conflict of intersst,
insubordination, ete., may be grounds for immediate discpline, up to and indwding termination
from employment.

Disciplinary Action

Should action become necessary for the purpose of improving undesirable behavior and
preventing o recurrence of that behaviar the following ste ps will generally be Tollowed Lo ensure
that Congregation’s rules and palicies are enforced faidy and consistently. The Congregation
redsryes the right to impode disdipline not in accordance with this policy if it determines swch
discipline is necessary.

»  Shep I - Verba! Warning. The supervisor will discuss with the employes the probiem that
has accurred and the possibiity of corrective action if the problem continues. This
warning needs to be documented in the persannel fils,

" Step 2 - Written Warning. The supervisor will review the facts of the case with the
employes and attempt to explain what was dane wrong and what could have been done.
The employes will be tald that further corrective action will be considered if another
vialation aceurs. This warning needs to be docwmented in the personnel fle.

= Step § - Dichorge of Employes from the Church. The discharge of an employes for
repeated minor violations generally shauld be preceded by verbal and written wamings.
However, 3t mansgement discretion, ermployess may be separsted from the Church
without prior discipline. Nothing in this policy provides any contractual rights regarding
employes discipfing or counseling, and this policy in no way shall be read as madifying
the at-will employrnent relationship between the Chsrch and its employess.
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SEPARATION PAY

If an employes's position is terminated for reasans unrelated to work perforrancs or smployes
conduct, the employee is eligible for 2 weeks of severance pay, calculated as the regularly

schaduled hours x the hoirly pay rabe—tesaoressmpl-tadry-emplayess, Aoirued, wnlised
vacation will be paid.

If arnplayment is ended for poor performance the employes will be paid 2 weeks of severance
pay, calcutated in the same manner. If the employes is dismised for serious misconduct, as
described under the Standards of Conduct, no severanos is paid, and all beanefits cease at the
tirme of dmissal. Accrued, unused vacation will be paid.

RESIGMATION/RETIREMENT

Resignations and retirements are voluntary terminations of employment initiated by the
employes, Emplayees resigning from the Congregation are requested to provide at beast one
manth's notice Lo allow Tor adequate planning and & smaath transition withaut undue strain on
other stafl. If covered by health benefits, resigrning staflf members may be eligible 1o continue
their health inwrance endes the provisions of COBRA (Consolidated Budget Reconciliation Act of
1985].  hitps:/fweeon.uis org/Tinance/compensation/health/eabra. Accrued, but  wndsed
vacation time is paid at the end of employment. Sick beave and persanal time are not subject to
payrmant at the end of emplayrment.

BEMEFITS
TIME OFF POLICIES
HOLIDAYS
Tiva-faliowi b " ke -
Heow Year's Day

detarline Luther King-dro-Day
Mlemoriad Dy

Mew-Years-Eve
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Ermployess who are regularly scheduled to work at least 20 haurs or maore per week are eligible
for holiday pay if they would narmally be scheduled to werk that day. Eligible part-time
il sttt o b o i Sy e aniosdiied 4o srors e o Felicay 2 are paid for
the number of haurs they are narmally scheduled to work that day. If eligible ermployees are
required bo work an a hofiday, they may take compensatary time off within six wesks, negotisted
with their supervisor,

If & pasdd hisliday falls on & Saturday ar Sunday, the ermnplayes miny taie off the following Manday,
or_anathes work day of their choosing within S weeks of the spedfied holida rior

e Year's Day
Martin Luther King Jr. Day
Memarial Dey

Thankegiving Day and the day sfier
Christrnas Day and the day before oo after
Mew Year's Eve

VACATION

The Congregation grants paid vacation ta regular emplayees scheduled to work at least 10
hiours per week at their regular rate of pay based on their length of service with the
Congregation according to the schedule below:

Length af Service _ihmwlﬁmmtof\fmlluu

-2 years | 2 weeks per year Formatied: Fart: [0 pt i
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31-5 years | 3 weeks per yoar

6 of e years | @ weeks per year

For part time employeés a week of annual leave shall be eguivalent to the number ol hours in
the employes’s normal wark week Employees who work Tewer than 12 months per veas shall
accrue pro-rated annual leave,

Vacation accrues each pay period and employess may not use more than the amaunt acerued
without approval of the Supervisor, BAFDN, or Minister. Increases in vacation accrual rate will
be rrada on the first day of the manth following the anniversary date of the year in which an
employes completes their 279, or 5% year of employment. Although paid vacation howes will be
accrued from the first day of employment, vacation time may nat be wsed until the employes has
completed at l=ast six months of employment.

Vacation time must be requested in advance and can anly be taken with the approval of the
Supervisar, BAS00, or Minister. |n the event of conlficting vacation requests, vacation generally
will be granted in the order the requests are received, i accardance with length of serviee and
condistent with worklaad reguirernents.

Ermphoyess ray acerue ng maore than ¢ weeks of vacation time and may carry over from ane
year ta the next no mese than 2 weeks of the employes’s annusl ascrual amount. Upan
termination, employess will be paid for scoreed, but wnused, vacation time.

SICK LEAVE

All employees scheduled 1o work a1 ket 10 hours § week are eligible for Sick Leave. Full time

Ermployest fe3E-eaairs-per-yeak-ane cradited with 10 days of Sick Leave Fe-at the bepinning of
the fiscal year. Part tirme employees will hawve their sick leave hours prorated based wpan the

riumiber of hours scheduled to work. Up te 10 days of accrued sick leave may be carrisd
forward asch year, but in no case may the balanes sxesed 20 days. Upen dismissal, pmployses
rivve-miHghi-te-tampersatisnwill not be compensated for any accrued but uused sick leave.

Sick leave rray be uied in the event the employes s unable 1o work due 1o the smployes’s awn
of an immediate farmily members iliness, injury or other medical condition. While emplayees
are encouraged to schedule sppointments autside of werk tirme as much a3 possible, sick leave
ray be used far routine dental or medical appaintments for the employes or for the employes's
child, spouse, parent of parent of spause.

Employess must notity their Supervisar, SAFOM, or Minister before their starting time if they are
il and unabde to come to work. Employees may be required to provide a physician's statement
regarding their medical condition.
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PERSONAL DAYS

Ernphoyess schedubed to work at least 10 bours per week ane credited with Personal Leave at the
beginning of each fiscal year. One how of Persanal Leave annually i granted Tor esch howr
scheduled to work weekly up to 40 hours. Persanal Leave & not an entitlermeant; it is available to
employpess anly when the reason justifies its e, Employess are expected to take care of their
perional business on their awn time whenewer possible. Employess may request Personal Leave
fer eritical persanal, house/apartrment, and family matters, Personal Leave must be approved in
advance by the employes’s Supesvisar, DAFOM, or Minister. Unused Perdanal Leave does not
carrpower at the and af the year and is not paid out at termination of emalayment.

FUMERAL OR BEREAVEMEMNT LEAVE

A regular employee scheduled Lo work 8l least 10 hours pes week will be granted up to 10 days
of eensesutive- ek dayslorbereavernent leave ta sttend to arrangements and te take care of
matters attendant to the death in the event af a death of an immediate family member, or up to
S work days for the death of a member of the extendad family. Additional tima may be reguested
fram and reguines the approval of the emplayes’s Supervisar, DAFOM, or Minister,

JURY DUTY

Thie Congregation recognines jury duty as a civic and cormemunity obligation and duty of & citizen.
While yau are serving on a jury, you will receive your regular papchieck with no kot af regular pay
for up to 30 days as bang a3 you provide your Superviser, BAFOR, or Minister with copies of caurt
documents alfirming the facls concerming your service on & jury. I you receive pay from the cowrt,
you will be reguired to advise your Supervisar, BAFON, ar Minister and arrange to turn the amount
you reteive aver ta the Congregation.

You are expected Lo kees yaur Supervisor, BAFON, or Minster infarmed of your servics as a juror

%3 plans can be miade b provide contineed oaverage ol your pesition during yaur absence. On ary
day or half-day that you are not reguired 1o sere, you are expected 1o returm o wark

LEAVES OF ABSENCE

Frarm time to time, employees may need to have time away fram work in order to address
certain urgent Biwes, During such leaves, an employes rmay uie their sccrwed sick/vacation and

personal tirme and any applicable insuranoe coverage. When possible, such leaves must be ['m'“ Fort: 10

reguested in advance in writing and require the approval of the employee’s Supendsor, [ Formatiad: Fort: 10 o

BAFOR, ar Minister. The axact nature of the |eave and its antidpated length mist be induded S TR R Sy ——

Verthat: .06, Refotiee tc Pamgn
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in the written request. Employess are expected 1o return to wark upon the expiration of the
leave as granted. If prevented fram returning as expected, the employee must immediately
redily thair Superviser, BAFOR, on/Minister.

. | Formatted: Mormar
Any replacernent employee sisigned or rehired ta perform duties of the employee on beave shall
be regarded as temporary during the period within which the emplayes is on leave.

FAMILY AND MEDICAL LEAVE |FMLA)

Condistent with UL Values, the Congregation voluntarily provides certain aspacts of the Family
Medical Leave Act {"FMLA"), which allows an employes after 12 manths of employment to take
up to 12 weeks of unpaid leave due to the employes's own serious health condition, or to care
for & family member (child, spouse, or parent] with a serious health condition.  Up to the
condusion of this leave period, an employes generally has the right to return to the same
position. This leave may be taken all at once or intermittently, depending on the circemstances.
Medical certification is required.

All emplayess who take Family leave must give thirty days’ natice, or in case of unfaressen
tircumstances, a3 much notice as possible to their Superviser, BAEDM, or Minister. Ermployess
wha take family leave must first use accrued vacation and sick time, which is counted as part of
the farmily leave. ARl benefits continue 88 usial during paid periods of family leave oovered
under sick legve, vacation leave, o distussed elsewbere in the Manual. During unpaid pericds
of leave, na tirme afl with pay benefits will sccrue and no contributions will be rmade to any
retirement ar insurance plans. The employee is responsible for paying the entire monthiy
premiums far health, dental, life, and long-term disability insurance coverages. FMLA leave is
lirmited to a tatad of 12 weeks in 8 12-month period, defined as 12 months fram the fist time
you take leave,

PARENTAL LEAVE

After 12 manths, employess who wark 20 or more hours per week, and whao become natural or
adoptive parents are eligible for up to 12 weeks of paid parental leave. Parental lesve must begin
within 3 months of the birth or adoption. The rate of pay for weeks of paid parental leave is
based on wages for the employves’s regularly-scheduled workwesk. Rather than taking twelve
condecutive weeks of leave, the equivalent number of days may be spread out aver g Lo a year,
at the discretion of the Superisor, BAFOR, or Minister. Swch intermittent parental leave must
be used within one year of birth, placement, or whenever the lesve beging, whichever is first.
Parental Leave bensfits apply only to adoptions in which the child is new to the parent(s). If twa
parers of the same child/children are employed at UUCyileE, only one of them may take paid
leave ot & time.

| Formatses: Fant: 10 pe

Ermployeed whe know they will be taking Parental Leave are asbed to give their Supervisor, | Pomatted: Fert: 10

DaFOM, or Minister a8 rmuch notice as podsible, but at least 30 days” notice of the anticipated S TR R Sy ——
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departure date and notice af intent to return to work.

MILITARY LEAVE

Employess who are members of the uniformed services of the United States (including the
Matianal Guard or other reserve wnit) will be granted paid and unpaid leaves of absence in
accordance with state or federal law to perform military duties an a veluntary or imvoluntary
basis. Reguests for military leave of absence must be made in writing and should incude
verification of the duty call frarm military authority, the date the keave & to cormmence, and the
expected date of return.

Employess may choose to wse any accumudated vacation time or professionasl developrment time
for all ar part of the period of military service. Leaves of absence in ewceds of any available
vacation of professional development time will be without pay. In sccordance with applicabile
law, eligible emplayees will be reinstated to the same job upon retursing from an authorized
military leave of abiencs.

SABBATICAL LEAVE

The Congregation believes that employess in certain positions benefit frarm time spent in study,
reflection, spiritual renewal, continuing education, or community service. This program s a
privilege ap plicable to only certain positions, & completely discretionary, and may be suspended,
terminated, of altered by the Beard st any time. Sabbaticals sre pegotisted with the Ministes
and Chair/Prasident of the Board.

INSURANCE AND RETIREMIEMT EMPLOYEE BENEFITS

The benefits outlined in this Manual represent significant additional compendation to eligible
employess. Outlined belaw is a brief summary of the typed of employes benefits currenthy
available through the Congregation. These berefits are subject to change al any time at the
diseretion of Congregation. Inthe event af any diserepancy between the benafits sutlined below
and the Summary Plan Description [*SPO°) or Plan docurnents, those documents will gavern. Any
guestions about ermgloyee benefits should be directed to the BAFOM or Minister.

HEALTH INSURANCE BEMEFITS

Employesd wha are expected to work at least 750 hours per year may encoll in the group health
insurance plan sponsored by the congregation. The Congregation currently pays B0% of the
premium for full-time emplayees lor the standard PPO plan offered by the UUA. Pari-time staff
working 750 hours or more receive a pro-rated payment of the premium toward coverage of
kealth insurance barefits, Eligible employee dependents may also be enrolled, and the Emplayer

DRAFT 5/12/2025
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pays 50% of the additional premium for dependents, again pro-rated for part-time stalf according
to the following schedule:

TH20 hours per vear (35 per week) or more | 80% af employee'50% of deperuent premivm

1560 = 1819 hours per year (30 - 34 per week] | 65% of employee'#lSa of dependent premitm

140 - 1554 hours per year (20 - 29 per week] | 50% of employea20% of dependent premivm

7500 - 103% hours per year (3415 - 19 per week) | 40% of employee25% of dependent premium

Ermphoyess will be required 1o make their required contributions by payroll deduction or timely
payrent a5 appropriate.  Sesistent-withtederal-tow—ar-eempiipsehas-health—irdurenes

£ P b i : i
caltulted a5 the differente bedween tve tost-of individuahcoverage and-the-cost-ol employee -
souss coverage in the olher plan. The employee is resgorssble fo provicding deoamentation ol
insranee-cedts-be-the-BAF.

GROUP DEMTAL

Ermplayesd wha are expected to wark at least 750 hourd per year may alio ensoll in group dental
insurancs, The congregation pays the premium cost for dental coverage scearding to the same
schedule as health insurance (see above schedule). Ernployees will be required ta make their
reguined contributions by payroll deduction ar timely payment &8 appropriste.

TERM LIFE, AND LONG-TERM DISABILITY INSURANCE

Emphoyesd who sre expected to work 750 hours per year are saressd-piigible (o enoodl in term
life insurance and long-term disability insurance thraugh the group plan sponsered by the UUA
The congregation pays 100% of the cest of Long-term Disability insurance and term life
insurames, There is no Open Enrofiment Pesiod for either Life or LTD, 90 it is important that staff
is enrolled in these benefits within 60 days of their first eligibility. Late enrallment can be
complicated, and will require medical evidence of insurability, which can be difficult to meet.

Ermphoyess wha did not apply for LTD and//or Life/ADED coverage during their first 60 |sixty)

calendar days from date of hire/feligibility may eontact insuranceplansi®uws.org te inquire
abaut submitting evidence of insurability for underwriting spproval.
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WORKERS" COMPEMNSATION INSURANCE

The Congregation carries workers' compensation insurance that pays for certain medical
expenies and provides partial incorme pratection in the event of illness or injury arising out of ar
in the caurse ol ernplaymeant.

All an-the-jab injuries ar ilnesses, regardless of severity, should be reponted immediately ta the
employes's Supervisor, DAFOR, or Minicter. Erngloyers may be required to provide a written
repoﬁ an the illmess or accident and a ph‘pﬁfﬂl‘l‘i statement m order o recsive worker's
Dﬂ'l"lptﬁ!.!tiﬂrl beamafits, or to retun 1o work.

RETIREMENT BENEFITS

Our Cangregation has adopted the Unitarian Universalist Organizations Retirerent Plan
(PUORP), Empowsar.  The plan i an RS gualified, defined contribution, 401{al/[k} multiple
employer, Church retirement plan designed to help enswre employess of UUA-related
organizations have an opgartunity to accurmulate savings for their retirement years. Every
wrmployes has the option o enroll and authorize slective contributions (pre-tax salary reduction
contributions) immediately upon erployrment, irrespective of hours warked or scheduled.

In addition, in keeping with the Employers Participation Agreement on file with the UUA Office
of Chureh Stafl Finances aur Congregatian contributes 10 percent of the employes’s gross wages
for pach of owr employees wha have met the Plan's qualifications.

Tao be aligible for Employer contributions, the employee must be 18 years old or clder, and must
satisly the Plan's Year of Eligibiity Service provision: an individual must have a) worked a
mimienurm el 1,000 heurs during a twebe (13] eansecutive manth period defined in the Plar, ar
b} have suecedstully completed 8 UL Ministerial Internship, or cf be recogrized by the Religious
Education Credentialing Committee [RECC] as & Credentialed Religiows Fducator o d) be
recagndted by the Music Leadership Certificatson Commitles (MLOC) a5 a Certified Music Laades
= " 1 kil : s L

BInpAoar:

If an employes is employed at more than one participating UU congregation, concurrently or
consecutivaly, their hours of service must be combined to make the initial determination of
efigibility to receive Employer's comtributions.

Per the governing Plan's provisions, emaloyess who previowsly received Ermplayer contributions
at another UU participating congregation or employer are immediately ligible far Employes
contributions at our congregation.

I addition, &l W2 employees, age 18 of older, can sutharize elective cantributiond via pre-
income-tax payroll deduction even if they do nat meet the Plan's eriteria for employer
contributions. Again, every smplayes is ernpowersd to enrall upon hire — or anytirme theneafter
—inarder to reduce current taxable income and save toward retirement
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Emplayess may also roll eligible retirement savings frarm another account inta the Plan.

The Congregation provides an enrallmant farm, a deseription of the plan, including investment
options, to the amployes at the start of employment. Each employee should review this
material carefilly and discuss any questiond they may have with their Supervisor, DAEDN, ar
Minister, with the Retirement Plan staff at the UUA, and/ar with a trusted personal financial
advisor.

When an ermployee incwes severance fram emplayrnent, they ane ineligible to make or recaive
contributions.
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Enclasure-3

ACKNOWLEDGEMENT OF RECEIPT

| acknowledge that | have received a copy of the UUCyille Persanned Palicy Marual. |
undarstand that it is my raspansibility to review the Manual and to Famikarize rgsell with the
pﬂiﬁtﬁ and ptmms contained in the Manual. | understand that the Manua is nat a
contract of employrment and that | am employed at-will and either | or the Congregation may
terminate my employment at any time, with or withaut cause, and with o withaut notice.

Signature of Employes Drate

Printed Mame af Emaloyes
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Newsletter about the Floors:

On May 13, 2025, at 3:48 PM, Elizabeth Breeden <brs@cstone.net> wrote:

Social Hall Floor

The tile floors in the back half of the church have been in need of replacement for
some time. About three or four years ago we noticed a large crack in the floor of
the social hall and in the tiles around the vents. For more than a year the tiles in
the Social Hall and Office Hall have been popping up. The cracked and popping
tiles are a safety hazard and clear evidence of old age. The Buildings Committee
believes that the larger cracks are a result of an earthquake that happened several
years ago. We obtained a report from a structural engineer that assured us that the
floor is sound. All the contractors, who have given estimates, recommend removing
the existing tile, skim-coating the entire area and filling in the cracks as needed
before re-tiling.

Over the last 6 months, the Building Committee (Elizabeth Breeden, Lorie
Craddock, Jude Bias, Beverly Gorham, Kim Grover) and Steve Rogers (Facilities
Manager) have reviewed contracts and specifications with several contractors for
the repair and resurfacing of the Social Hall, Office Hall, Ramp Hall, and Mailroom
floors. We recommend using a VCT tile, similar to what we have now, and that all
of the floors be done at the same time for the least disruption and greatest cost
savings. We plan to accept the bid from the Ceiling and Floor Shop with a quote of
$22,817. We are making every effort to have the work done (it takes about 2
weeks) in late July or early August, to lessen the impact of the loss of the social hall
for use by the congregation. In addition, a few weeks after the floor is installed, we
will need to have it sealed and waxed. ($1650) The total cost of the project is
estimated at $25,000, including a small contingency. We had plans for a special
fund raising, but just last week, we were notified that Satyendra Huja, in his will,
donated most of the money to cover the cost of this installation. We are
exceedingly grateful that this donation will let us keep our facility in good repair.



2025 Annual Report from the Glenn Short Trust Committee

During the 2024/25 fiscal year the foyer and Edgewood Lane hallway including the stairs to the
second floor were painted and the roof leak was sealed. The Rugby Road doors were stripped,
painted and repaired. The Chapin Garden door was prepped and painted. We sealed the new
tile floors in the Edgewood Lane entrance and foyer. We have ordered wood doors and
hardware to replace the present Edgewood Lane doors. We plan to use the old doors to replace
the parlor doors. We have arranged for the new Edgewood Lane doors to be stained and
finished and then installed when they arrive. We plan to replace the outside locks for the church
building and to have the outside of the Parlor windows painted as soon as the doors are
installed.
Commonwealth has paid the court ordered $32,000 to reimburse us for the doors which we paid
for and they did not deliver. We will have a total of $24,647.54 in our account when the last
Commonwealth payment of $2000 is transferred to our account. We hope to spend it this
summer, close the account and retire this committee this fall.

Sally Taylor, Chair Glenn Short Trust Committee

2025 Report on the Glenn Short Fund

_Starting fund: (opened 8/12/19)
$287.970.00

Beck/Cohen (new HVAC units)

85,202.00

United Painting Plus (exterior painting)

15,100.00

Painting metal roof 1,200.00
Audio Visual Services (new equipment and labor costs) 5,702.00
Commonwealth Glass (CNW Company LLC) 43,699.00

Includes playground door

3 interior hexagonal storm windows

Sanctuary storm windows

Storm windows for comfort room & balcony stairway window

(Edgewood Lane door replacement : not done

Rugby Road/Remembrance Garden doors: not done)

Whitley Services (gutters and downspouts) 14,957.00
Whitely Services (gutter guards) 3864.00
United Painting Plus (interior painting) Total: 18,300 .00



- Includes sealing and painting windows 3500.00
- Church parlor

2500.00

- Sanctuary including ceiling

10,100.00

- Washing interior of windows

500.00

Washing exterior of windows
800.00

Painting pew ends
900.00

Roto-Rooter
592.48

United Painting Plus (church parlor flooring installation) 1300.00

Purchase of parlor flooring
2565.48

Purchase of the attic insulation 537.00
Purchase of the curtain materials and rods 671.11
Removal of baseboard heaters 432.00
Installation of two electrical circuits for sanctuary 1,209.40
Shelving for boiler/history room 336.94
More Shelving for the boiler room 168.47
Sewing parlor curtains-Robyn Fogler 400.00
Removal of the Boiler by ClII 4,320.00
Installation of 50 gallon hot water heater and installation of flue 7222.61
Construction of platform to fill boiler space 178.23
Replace parlor clock 30.00
Dehumidifier for boiler/History room & Light/fan 448.66

Heater for boiler/History room
80.64

Cortec vinyl flooring for sanctuary 12,949.00

Carpet for classrooms, music office, comfort room, landings 5056 + 612



Removal of columns-Advantage Handyman
Rubber feet for pews

Flooring for Mural Room (Lowe’s)
Installation of flooring for Mural Room
Tools for renovation of History Room
Stripping the wax from areas to be tiled
Replacing altar area carpeting

Balcony carpeting
2497.00

Replacing tile

Remembrance Garden fee for Glenn Short
Fire extinguisher for History Room

LED lights for Parlor (donated)

Plaque for Sanctuary
25.00

Waxing and cleaning floor
850.00

Repairing the Handicap Ramp

Slate Roof Repair-Whitley
3620

Whitley-2 additional downspots

Reimbursement of Church for various projects

Painting foyer, Edgewood Lane hallway, stairs

CAT 6 Cable
609.00

50 foot extension ladder
13265.75

Strip Rugby Road doors Steven Banks

Paint Rugby Road doors
+150.00

Paint Chapin Garden door exterior (Advantage),

210.00
315.90
1375.48
775.00
39.00
350.00
1205.00

3240.00
500.00

0.0

300.00

2766
2300.38
13000.00

3300.00
771.72

564.00



rehang and repair Rugby doors 1684.23

Legal fees for lawsuit

2164.00

Roof repairs, Whitley

1422.65

Edgewood Lane door hardware 4849.88

Edgewood Lane doors, Gaston and Wyatt 4362.24 + ?7?

Seal foyer/Edgewood Entrance flooring 1100.00
Remaining Funds 22,647.54

Approved and not yet done:
Paint exterior parlor windows (Advantage)
Final payment for Edgewood Lane doors (Gaston and Wyatt)
Rekey outside doors
Stain and finish Edgewood Lane doors (Advantage)
Install Edgewood Lane doors (Advantage)
Move present Edgewood Lane doors to parlor entrance (Advantage)
Suggested but not approved projects:
Storm door for Chapin Garden door
Camera and microphones for sanctuary
Improve WiFi system to better support Zoom

Loop Hearing system for sanctuary






