[LOCAL UNION] Employment Policies
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I. INTRODUCTION

The Employment Policies of the [LOCAL UNION] are established to provide a direction and consistency in the management of the work relationships among the employees of this church. The Policies are periodically reviewed by the Business Manager and are subject to change. This manual in no way establishes a contract between an employee and the [LOCAL UNION]. Both the employee and [LOCAL UNION] remain free to terminate employment at will. 

It is the task of the Business Manager to advise the membership on matters of employee relations, salary levels, benefits, employment practices, record keeping, performance reviews and to act as a resource in the maintenance of a positive work environment.  These policies apply to regular staff members and staff members during the introductory period.  These policies do not apply to independent contractors, temporary or per-diem employees or to volunteers.

II.  EQUAL EMPLOYMENT OPPORTUNITY AND AFFIRMATIVE ACTION

[LOCAL UNION] is committed to equal employment opportunity for all employees and applicants for employment without regard to race, color, religion, creed, sex, sexual orientation, national origin, age, disability, or veteran status in all aspects of employment.  It is the policy of [LOCAL UNION] to:


Recruit, hire, train and promote persons in all job titles, without  regard to race,  color, 

religion, creed, sex, sexual orientation,  national origin, age, disability or veteran status.


Base employment decisions so to further the principle of equal employment opportunity.


Ensure that promotion decisions are in accord with principles of  equal employment 

opportunity by imposing only valid requirements for promotional opportunities.


Ensure that all personnel actions such as compensation, benefits, transfers, and union-sponsored 


training, education, and social recreation  programs are administered without regard 

to race, color, religion, creed, sex, sexual orientation, national origin, age, disability or veteran status.

[LOCAL UNION]   is also committed to take affirmative action to increase the representation of minorities, women, veterans and the disabled in all areas of its employees.  The goal of this program is equal employment opportunity for all qualified persons.  The [LOCAL UNION] has designated the Business Manager to coordinate the implementation of our Affirmative Action Policy and Programs.

III.  ACCOMMODATION FOR AN EMPLOYEE OR CANDIDATE WITH A DISABILITY

[LOCAL UNION]  is committed to making reasonable accommodation to known physical or mental limitations of an employee or a qualified candidate for employment.  An accommodation refers to making a change in the work environment or in the way things are customarily done that will enable a qualified person with a disability to perform the essential functions of the job and benefit from the same employment opportunities as employees with no evident disability.  The union is not responsible for making reasonable accommodations unless the employee or the candidate makes the disability known to the supervisor or the Business Manager.

IV.  HIRING POLICIES


A.  Hiring Responsibility.


All personnel shall be hired by the Business Manager.    


The Board of Directors, in consultation with the Finance Committee and Personnel Committee, 


will agree on the starting salary.  An offer letter describing the salary, benefits and work hours 

will be given to the selected candidate as part of the job offer. The candidate will be provided with a job description. Upon acceptance of the offer, the new employee will sign a statement indicating acceptance of the terms described in the letter.


B.  Introductory Period

All staffwill have a three month introductory period during which time the supervisor will evaluate the new employee's potential and performance and the new employee will evaluate his/her satisfaction with the job. At the end of the initial three months, the new employee will receive a written performance evaluation. 

A successful evaluation will result in the end of the Introductory Period. The status of the new employee will become "regular". An unsuccessful evaluation may lead to an additional three month introductory period or termination. 


During the Introductory Period, the new employee is eligible for all benefits as appropriate. 

V. WORKING HOURS AND PAYROLL


A.  The regular work week at [LOCAL UNION] begins Sunday and ends Saturday.


B.  Employees are paid on the 15th and the last day of the month.


D.  All overtime by non-exempt personnel (i.e., those employees covered by the overtime provisions of the Fair Labor Standards Act) must be authorized by a supervisor prior to the performance of the work.

E.  Regular employees  are subject to Social Security  and State and Federal withholding 
taxes. Deductions as required by law are made from these employees' paychecks. 

VI.  JOB DESCRIPTION

Each position shall have a written job description that shall provide an outline of duties and responsibilities and reporting relationships.  It is understood that responsibilities will be somewhat flexible and that no description can be all-inclusive.  Job descriptions will be changed or amended from time to time as major responsibilities shift.

VII.  SUPERVISION AND EVALUATION


A.  Supervision

The Business Manager has overall responsibility for all union programs.  All staff positions report to and receive direction from the Business Manager or his/her designee.  Regular supervision meetings are expected to encourage job-related communication and feedback as well as the opportunity to address and resolve problems at an early stage. 


B.  Evaluation


A written performance evaluation will be provided to all employees on an annual basis.  The 

purpose of  this evaluation is to provide a formal communication to the employee that reviews 

performance and provides  specific feedback as to the extent to which expectations have been  fulfilled.  Through mutual discussion, areas for improvement and goals for the future are outlined. Performance evaluation provides the basis for compensation recommendations.

A copy of all performance evaluations will be kept in the personnel file maintained in a 

locked file in the union office.

VIII.  PERFORMANCE MANAGEMENT AND TERMINATION GUIDELINES 

A.  The Role of Supervision


Occasionally, an employee’s performance will not meet the requirements of the position.  Performance, in this case, is broadly defined and may be related to a lack of skill or knowledge, a shortfall in applying the skills or in unacceptable behavior on the job. Usually these discrepancies in expectations will be managed through the supervisory process in which the employee and supervisor will work toward a resolution. The supervisor will maintain documentation of this process. Significant or long-standing discrepancies will be addressed in the performance evaluation.


B.  Written Documentation


In the event that supervisory discussions do not result in the required improvement, the 
supervisor may provide written documentation to the employee.  This documentation 

will include a description of the problem and a description of the expected behavior. 

Improvement will be expected immediately and consistently or further disciplinary 

action may occur, up to and including termination.


If an employee receives written documentation, the Business Manager or his/her designee will be informed.  The Business Manager or his/her designee will meet with the employee to provide support, clarification of policies and to affirm the union’s commitment to a positive resolution. 


C.  Suspension


In the event of gross misconduct including harassment on the job, the Business Manager may immediately suspend an employee, with or without pay and benefits.  The Business Manager will determine how an appropriate investigation will be conducted.  This investigation should take place as soon as possible.  The investigation may result in the recommendation for reinstatement, for reinstatement with some disciplinary action or immediate termination.  


D.  Termination


Involuntary termination may take place if an employee’s performance is: a)  not 


satisfactory,  b)   if there has not been immediate or consistent  improvement in a 


documented performance or behavior problem,  c)   or if  there is an instance of gross 

misconduct that has not been satisfactorily explained by an investigation or,   d)  in other 
instances  recommended by the Business Manager.

The employee may be given the opportunity to resign or may be given a letter of termination that includes the succinct reason for termination and the terms of the separation. Accrued vacation will be paid at termination. Sick leave time is not reimbursed at termination. 

Note: The above process will not apply in cases where an employee fails to successfully complete the three month Introductory Period. In these cases, the supervisor may terminate the employee after informing the Business Manager. 

IX.  PLANNED RESIGNATION

Business agents are expected to provide at least one month’s notice before resignation.  Other staff members are expected to give at least two weeks’ notice unless specified otherwise in letters of agreement or employment contracts. Accrued vacation time is paid at the end of employment.

X.  EMPLOYEE GRIEVANCE PROCEDURE

Purpose/Overview. It is possible from time to time – given the complex interpersonal relationships of union office staff, business agents, elected officers, the Business Manager and membership – that certain conflicts might emerge that are beyond the ability of individuals to resolve at the personal level.

The purpose of this policy is to outline a procedure that might be followed in order to protect both a sense of fairness and the personal dignity of the individuals involved. This problem-grievance procedure seeks to accomplish two important purposes:

•
 to immediately defuse any destructive, personal animosities or emotional responses, and

•
 to objectify the problem so that it might be dealt with in a speedy, evenhanded manner.

Specific language for the grievance procedure should be developed by the local union. 

XI.  BENEFITS 

Specific benefit packages should be implemented by the local union. The following are typical.


A.  Workers Compensation


Provided to all eligible employees as required by law. 


B.  Sick Leave


C.  Vacation


D.  Holidays

 Regular employees will be granted holidays off with pay. If an employee is required to work on a holiday, the employee will be granted a different day off with pay. The following holidays typically are observed:

	New Year’s Day
	Independence Day
	Christmas Eve

	Martin Luther King’s Birthday
	Labor Day
	Christmas Day

	Memorial Day
	Thanksgiving Day & day following

	



E.  Personal Days


All regular employees will receive paid personal days (xx hours) per year

F.  Jury Duty

Employees called for jury duty will give immediate notice to their supervisor. They will be excused from work for the duration of their jury obligation. [LOCAL UNION] will pay regular employee's salary during the first three days of jury duty and the difference between their usual salary and their jury duty earnings thereafter.


G.  Bereavement


Regular employees may request up to three days of paid bereavement leave in the event of the death of an immediate family member (spouse, partner, child, mother or father). 


H.  Authorized Unpaid Absence

An authorized unpaid absence may be taken for personal or family illness or other reason approved by the supervisor. If the leave will be longer than five working days, the Business Manager must approve of the leave.  If the leave is for illness, all accrued sick and vacation time must be used before the leave is taken.  If the leave is for matters other than personal illness, vacation time must be used before the leave is taken. Benefits will be continued for leaves of five days or fewer. The Business Manager will determine if benefits will continue for a leave longer than five days. 


I.  Parental Leave


A regular employee who has completed the Introductory Period may take up to eight weeks 

of unpaid leave for the purpose of giving birth or for the adoption of a child under the age of 

eighteen. The employee on parental leave must use accrued sick time and vacation time before becoming eligible for unpaid leave. As much notice as possible must be given to the supervisor.


J.  Health Insurance


 K.  Group Long Term Disability Insurance

L. Life Insurance


M.  Retirement Benefits

XII.  ANTI - HARASSMENT POLICY

A.  Harassment Defined

This policy refers to but is not limited to harassment in the following areas: age, race, color, national origin, religion, creed, sex, sexual orientation, marital status, disability, and veteran status.  Harassment includes display or circulation of written materials or pictures offensive to either gender or to racial, ethnic, or religious groups; and verbal abuse or insults directed at or in the presence of members of a racial, ethnic, or minority group.  Harassment also refers to behavior which is personally offensive, impairs morale, and interferes with the work effectiveness of employees.  Any harassment of employees by other employees will not be permitted, regardless of their working relationship.

Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and other offensive verbal or physical conduct that is sexual in nature.  Sexual harassment undermines the employment relationship by creating an intimidating, hostile or offensive work environment and will not be tolerated.


B.  Complaint Procedure

An employee who believes that he/she has been harassed by a co-worker, supervisor or any other person  in the workplace may make a formal complaint without fear of reprisal.

A person who believes that he/she has been harassed may seek help or advice from a supervisor, the Business Manager, local union President or a member of the union Executive Board.

Harassment can be experienced on different levels by different individuals and may be managed in formal or less formal ways.  The less formal approach provides the complainant with more control and confidentiality.  A formal investigation is necessary in instances of serious harassment.  It is recommended that the complainant write in detail about the incident, in any case.

All instances of harassment must be reported as a formal complaint to the Business Manager.  The result will be a formal investigation that may result in disciplinary action.

Confidentiality will be maintained as much as possible and appropriate depending upon the nature of the complaint.
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