TABLE OF CONTENTS

Introduction Letter from the President and CEO ...ttt ettt s re e s beesare s sbeeeaneeens 4
ViSiON aN0 MISSION SEBEEMENES. ... .ceiitiiieieeitee e ettt eeteeesteeesteeesteeeeteeeabeseaseseabeseasessabesaasessbesasesesbesensesssesensessbesesesnsses 4
Goals Based 0N TrUth PIINCIPIES ..ottt s b et e e e et e b sbe bt e e e e e e e nbe b ene 6
LegalistiC / HIErarChiCal CRart ........ ..ottt bbbt e e b e b s be s b e s st eae e e e e e neesrenaas 6
HONOIING DIVEISItY SEALEIMENL .......eiitiitiite ittt sttt sttt e be e e aeere e e e besbeebesaeebe e e e besbesbesbesaeeae e e ensaneesreneas 8
JOINE SEALEMENT FOF PEACE.......ccitii ettt ettt et e et e et e e e bee e e baeeebeeeebeeebeeebesasesebaeeseeebesenseesnbesenseesabeeenseeentes 8

Employee Operational and Administrative Policies

Equal Opportunity EMPIOYMENE ........ccviiie et e e st st e st et e ae s aesresseesee e estessesaessesneeneensensenseseens 11
L@ o7 T D oo g =o' oSSR 11
AMEricanS With DiSAIlITIES ACL .......ecueieeeiecer e ettt e s te s et e s aeese e e e e e seesresresneeseeneeneeneeneensenns 11
Work EnVironment @and CONAUCL .........ccueeueieeieresese s steseeeeseeste s e saestesaeesee e e sesaeseessesseeseeseessessessessesseesesseensessessensenes 12
LS 65 0 0 0 Lo SRS 12
LT L= V7= g Tor =S o oSSR 12
Harassment / SEXUBI HAIr@SSIMENL ..........cciieiireeereses st e e e s e e et e s e see st e testesaesreeseeseeeesteseeseesseeneeneeneensensesrens 13
EMErGENCY PrOCEAUINES ......ecueceeeeeeestes e ste et et e e ste st e s testesteesees e seestesbesaeaseeneesee e esestesaeaseeseense e enseeeseenaesneeneeneanseneesrens 14
S 1= Y 010 == T 15
U Y20 81 1o o SO 15
Drug and AICONOl FrEEWOIK PlLACE.........eiiceeeeieseses sttt et e e ste sttt ae st e s e s ae s te st e s e en e e e enseaesresseeneeneensensenensrens 15
LU T (T a2 o SRS 15
Personal USE Of TEIEPNONE.......c.ccieiieese sttt sttt st e e e e et e be s aeste s e eneeneeteseesnesaenneeneeneensenennrens 15
Contributions aNd SOlICITALIONS. .......c.veeeierierere e steee e e st s et e st e s testesresresaeeseeseensesaestessesseeseeneensensensensessens 16
L0704 == S 16
1= o [ SRS 16
LT T E 1111 0| SRS 16

Employment Procedures: Recruitment and Selection

EmMpPlOyMENt ClassifiCaIONS. ........coieieiteie ettt st a et e et e b e be s heeb e e st eneeseenbesbesbesbesaeeneesesesaesreas 18
LS o 1 UL oo SO RUSTUSRRORN 18
[ NEEIVIEWING PIOCESS. ... ettt sttt ettt st s b bt be b e st e st e s e e besbeebeeh e e aeeae e e e e e besEeebeeaeeheeaeemeenbesbeebesaeebe e e anteseeseeneene 19
REFEIENCE CNECKS ...ttt b ettt e b e b e s heeh e e it e ae e e e beebe e heeb e e aeeme e e e s e besbeeheeneensensabaneeseens 19
QL= 1] o USSR 20
Selection and Offers of EMPIOYMENT ........oouiii ettt s a et re e b e e b e saesae s e e e e neeseesbesnea 20
LS B o010 1o (o o SO UUUSSRRORN 20
EMPIOYMENE AT-WIIL ...ttt bbb et e e e e e e be e he e bt e st e a e e e e b e besbesbesaeenseneabaseeseen 20
Orientation Of NEW EMPIOYEE ........coueieeee ettt s a e s bt e ae et e e e sbesb e s besbesbeene e s e e e nsesbesren 22
Pre-Employment INQUITY GUITE. ........ooi ettt sttt bbb et es e e e e b e s besbesbeeneeneeneasaneaseeas 19
Sample Interview Questions and REaSONS fOr ASKING........coiriiiriii e s seesae e e 26
BacKground SCIEENING SEIVICES .....ccueiuiiteieiuieieiestesteste st steee e eeseeseesbesaeabe s e aseessesbesbesaeabesseaseeseabesbesbesbeeneeneesasaneeseeas 28
Compensation and Benefits: Wage and Salary Administration

L (Y - YR 31
LIS 1= SRRSO 31
(@1 £ (110U PTT P 31
L0001 1= 011 =] SRSN 32
S e Y oY T R SRSN 32
Employee Benefits

BONUSES......te ettt ettt ettt sttt ettt e a e bt e sh e e s b e e b e e ase e Rt e eRe e eRe e Rt ea b e eaE e eRe e eR £ e R £ e EeeAEeeREeARe e eRe e Rt e Rt eaneeReeeReenbeebeereeanas 32
[ (01T = U RUSTUSRROURN 32
S B o 0= I o] T F= Y AT SO RTUSTSRPPRRN 33
RV o= o] TSR URPR 33

Attendance and Punctuality

RePOrting ADSENCES ANA LAIENESS......ccveiveieieeereeieriesiesestessese e e seeseesteseesseseeseessessessesaessesseessesessessessessesseessessnnsessessens 34
L (es S Yl A 015 = 1 (< 1 S SSRSRS 34
UNPBIA ADSENCES .....eeeeiestesie et ee e st et s e e e testesbesaesseeseesse e eseeabesseeeeaaeeseess e eeaeesaeaseeseeneenee s eseeseesneeneeneeneenseneesrens 34
L o N 015 = o= SRSN 34
LIS oA o1 = TSROSO 36

Personnel Paolicies
PErsONal DAta CRENQES ... .ccuecueeieieriestesie ettt sttt sb et e e e seesbesbesheebesaeeae e s e e e besheebeeaeemee e e besbesbesbesaeensensabaseesren 38



Changes iN PayrOll DEAUCHIONS..........coiiaiiiiriiie ettt sb st e e e e e sbesbesaesbe s st ese e e e eeseesbesbesaesaesneensensansasbeseens 38

Changes to EMPIOYMENE RECOIT.........oiiiiiiriiie ittt b e et b e saesbe st eae e e e e e sbesbesbesaesaeeneensensanseseesaeas 38
PErSONNEl RECOIOS ... .eoitieiiiie ettt ettt ettt et e e te s eesaeesbeebeeabeeaseebeeebeebeesbeensesasesaeeebeenbeenbeeaseebeesbeesbeebennsenanes 39
MaiNteENANCE OF PEISONNEN FIlES.......oouiiieciece ettt et et e st e e te et e sae e saeesbe e beenbesabeeteesbeesbeesbesasesanes 39
Access to and Dissemination Of INFOMMBLION .........cccuiiieiieeieeete ettt ee e s eeae e beebesabesssesbeesbeesbeesresnsesnnes 40

Per sonal Development

(=0 (Bor= Lol I 0] T 1= TSRS 42
PErfOIMANCE REVIEWS ...ttt ettt et e et e e be e st e e e be e s beeeabe e s beseabeesabeeanbesebesensessnbassnsessabesenseeebeeeseesares 43
00107011 o) TSSOSO 43
UNSati SFACLONY PEIOMMIANCE. ... ittt bt h et st e e b s he b e e st e n e e se e b e s besbesbesaeeneeeebeseesaens 44
TEIMNINGEIONS.......ecitteeeteeeiteeeeeeeet e eeteeeeteeeeteeeeteeeatessabesasesaasesasessbesaasessnbesansesabasanbesabesansessnbessnsessnbeeensessnbessnsessnbensnseens 46

Volunteer M anagement

ROIES aNd RESPONSIDIITIES.......eeueeeesiesie et s e e st et e be s aesbe e e enee e e eeseeseesaenneeneeneensesensrens 50
PlanniNg fOr EffECHVENESS........cieieresise st e et e et e e sae s s e e e et e tesbesaesbeeseeneesseteseeseessenneeneeneensesensrens 50
VOIUNEEEN PrOECHION ACL ...ttt b e r R e st r e r et ren e 51
VOIUNLEEr RISK MBNAGEMENT .....eeveieesiecie e e s e e s st s e e e et e te s ae s resseese e e e eesaeseesbesseeseeseentenseseesbesneeseeneeneenenneensenes 52
V20 1001 =T 2N o] o[ o= 1 o] 55
Personnel Forms

AppPlication fOr EMPIOYMENT ......c.oiiiiiiieieie ettt sh et e e e e e e eesbesbesaeeaeese e b e neeseesbesaeshe e e enseneeseesaeane 57
EmpPloyee PerfOrmManCe REVIEW .........cc.oii ettt e bbbt b e et e s e e e e st e s besbesbeeaeene e e abaneeseen 58
Self-Appraisal / EMplOYee DEVEIOPIMENL........co.iiiiiiieiieie ettt et re e sb e st besaesbe e e e eesnanbeseesnea 61
PErSONNEL ACHON FOIM ...t h et sttt b e bt b et e st et e e e be s heeb e e aeeme e e e b e besbesbesaeeneeasebeseeseen 63
Bi-WEEKIY TiME SHEEL. ...ttt e e bbb e et e aeese e b e besbesbesaeennesnebeseesben 65
THME-OFf REQUESE ...ttt h ettt bbbt b e s aeeh e e e et e EeeE e s bt eheeh e e et ame e e e b e abesbeebeeaeenee s aneesbeseeneas 66
OVEITIME REGUESE ...ttt b ettt e e e b e bt s aeeh e e st e s e e e e e e b e eheeh e e Rt eae e e eneesbesbeebesaesheeneentensenbeseeseens 67
PersonNEl POIICY AGIrEEIMENT........oouiiiitieteie ettt et e e et et e bt ae st e aeeseeseesbesaeebeeaeeaeeseeabesbesbesbeeneeneeneansaseesbens 68
ReqUESE FOr LEAVE OF ADSENCE.......eeeeiee ettt st e et bt e b e et e ae e se et e besbesbeeaeene e e esaneesrea 69
GITEVAINCE REVIEBIW ...ttt sttt a et e e e e b e e bt s heeh e e Rt e s e e e e e e bt eheehe e Rt eae e e e eebeseeebesbeeheeneenteneenbaneeseen 70
129 AN0 W=tttk b bt e bt e b e b e £ b e R e e £ e b ek £ 4 £ b e R e eE S b e R £ S A e Re e b b e £ b e R e ee b eb e R bRt et eb e e e b 71
Operational Policies

L2101 Lo [T o USSR 73
IMprovements/ REPAITS ] AILEIEHIONS ........cocuiiiiiiere ettt e e sb e bt e be e e e e e besbesbeebeeae e e eneeseeseeseeeee 73
ClUDS @MU OLNEI GIOUDS ...ttt ree ettt sttt e eeseeseesbesaeebe e e eaeeaeeaeesbesaeebe s Rt aae e e ensesbeseesbesaesheeneenneseanbaseesaens 74
L0 = =S SO USTSRRPRRN 74
o 0] o]0 1= o | SO UUSTOSRRORRN 74
0o o= (0] 1S3OS USTUSRRORN 74
SPEaKers/ SEMINAIS [ WOIKSNODS. ... .ccceuieiirierie ettt sttt st eb st e s e e be b e saesbe e st e se e e e e e seesbesbesaesaeeneensensansaseesaen 75
MBI ...ttt bbbk e b et s e b b £ b SR £ e bR £ £ R e Re e £ SR e R e £ A A e Re £ SR e R £ e R R e Rt eE e b e bt e R b e Rt e be bt neebene e e 75
SPECIAl EVENES.....c ettt sttt st b e ae e h e e e e e s b e b e e beeheeh £ e ae e R e e e e eEe e b e SRt ehe e Rt eR e e e e e e EeeEeeheeheeheeneentennentenbenrens 75
A LS L (o gl = oo = 0 o TSSO 75
V= 0010 1S £ o1 o TSROSO 76
Adult ReligioUS EAUCELION CIBSSES. .....coueeueiieierierteste st siesee e seeste e et sbesaeeaeessasbeseesbesbesaeaseeseasebesbesbesaesseeeenseseeseesteses 77
Blanket Approval for Operational EXPENSES ........couiiriruirtirieeeerieste e siesteseeeessessestesaesseseeseessessessesaessessesssessassessessens 77
ANNUAL FINBNCIAL PlAN. ...ttt bbbt e ae et e b e bese e sb e eae e s e e e e b e ebesbesbesaeebe e s aneeseesbeneeee 77
(DL 001 41 g (SO P U USTUSRPOURN 77
[NEErESt BEAITNG ACCOUNLS.......eieitiitesteiteeteeeetereestestesaeebeeaeeseeaeeseesbesbesbesaeesee e easeabesbeabesaeeaeeaeaneeseesbesbesaesbeeneanseseesbeneeee 77
IMEBIMOTTE] FUNGS.......eoei ettt bt bttt e e e b e b e sheeb e e Rt e ae e sE e b e e be e Rt eb e e Rt ene e e e e e besbeebeeneensensabaseeseens 78
SPECIAl PUIMPOSE FUNCS. ...ttt ettt st b et h et et e e e e e besh e eh e e Rt ese e e ensesbesbeebesbesbeeneenbeseanbeneesnens 78
IMITNTSEEI'S EXPIEISES ....veteeeeteeeeeetesee sttt eue et e eeseesbesbesbeebeeaeeaeeaeeabeebeeheeh e e aeeae e e e e e abeeaeebe e st eme e e e b e besbesbeeneensensanbaseesbens 78
12 T0 0] 16 o] £SO USTOSRRUURN 78
Proceduresfor Starting @ NEW MINISLIY ....cccoiiiiie ettt e e et e aesresresneenaeneesenensrens 80
Job Descriptions

S 0o 1Y T T = ST RUTSRPPRURN 84
Performance Review for SENiOr MINISLEL ... ...ttt sttt sbe b e seebesaesne 87
Member Of the BOAId Of TIUSEEES. ........eieie ittt b et st b e bt e b et e ae e e e be s bt sbesbeeaeenee e esaneeseens Q0
L0 ot Y = g o T PRSP 92
BOOKKEEE ... .. ..ttt ettt sttt e h bt e e e e Ao b e eheeb e e Rt oAt e eE e R e ARt SRt eheeReeRe et e e e bt eheeheeaeenee e e teneenreas 93
DireCtor Of AQUIT EQUCELION .......coeiiiiiie ettt ettt st b et he et e e e e e e e besbeebe e st e se e e e besbeseeebesaesneeeennas 30
Y outh Education Director / Children's Ministry COOFQiNGLON ........cc.eeereeierieriese st sbe e e e e e see e 94

Y0 ol B I1 (< o1 (o) SRR 95



27001 (o] LN 1Y =T =0 = SR RUSSRPORN 96

Vo U 10 Y =T o = USRI 97
WIEItiNG JOD DESCITPLIONS ...ttt ettt sttt sttt bbbt bt et e ae e e e e e s e sbeeb e saeeae e e e b e ebesbeebesaeebeeneenseseesbenaene 98
oo BT T o)L o] o USSR 99
Licensed Unity Teacher

L0 10107=1015 1o o S 102
(@01 1] g 0THaTo N =0 [UTor 1Ko g T = oo =0 o S 102
L0 e O g o1 T | 1o OSSOSO 102
Personal DevEl OPMENE PrOGIAIM .....cc.ciiieieeeeeeeese st st e e see sttt e e e e seeseesbesaeeseeneeneesesteseesaeesenneeneenseneessees 103
Leadership DeVEI OPMENE PrOQraM........ccviieeeeeieresieseseeseeseeeessessessessessesssessessessessesssssesssessessessessessessesssessessessessenes 103
CEP RequirementS fOr GratULION ..........cieiireieeeseeeeseesestestestesesseseeseesaeseessesaessesseesseseensessessessessessesssnsessessessenes 103
Requirementsfor Licensing asaUNity TEACHEY ........ccccvvviieieeere sttt ee e s 103
Licensed Unity Teacher Covenant Code Of EthICS .......cvivieeeeiererise ettt 105
Codes of Ethics

Code Of EthiCS fOr IMINISLES......cvicuiectiectiestie ettt sttt et et e e e st e s e e s beesbe e beeaeesaeesaeesaeenbeenteestesaeesteestaeteensesnnesneas 107
Code Of EthiCS FOr @ IMINISITY....cueieeeeieieiee ettt a et e bt b e et e b e et ae e e et e sbesbesbesaeeae e e e s e neeseenaeene 112
Minister's Employment

Ministry EMPIOYMENt POIICIES........cciiiiieiecieeees st et ese s e e e besae s e e e eneessenteseesaeeseeneeneenaeneeeenes 115
MiniSter's CONtraCt CONSIEIBIIONS. ........c.urueuerririeirierieseee sttt sttt st sbe sttt st e sesbe e st s be e e sesbenbesesbetenesbenaenesbenene 117
Additional RESOUICE INFOIMELION........cveiiirieiiiirietire ettt b e b et e bt e s bt e e b neenes 124

Board of Trustees

Guidelines for Unity Board EffECHIVENESS ......ccviiiiieceeieerese sttt ae sttt sa et tesne st sne e e e aenaeseesnenns 126
L= o =S 0] 1S o] (= 127
L2 T0T= 0 BN o] o D L= ] o 14 o] o 1 127
Four BasiCs Of EffeCtiVe BOAIT SEIVICE. ......cciiriiirieiririe ettt bbbt b 129
Board Members Relationship t0 OLNEIS..........ccvciiiirire ettt besnesne e e enaenaenae e nns 130
GENEral BOAI POIICIES. .....cuiiiiicie et ettt st b e et b e s bt b e s bt e be st e st e beneenesbesae e s bentene 132
BOard PreSIHENE'S ROIE......c..cuiiiiieiiitiseet ettt b e b bt b e e bt s b e e e st s b et e ne s b et s be it 133
COMMITEEE CONSIAEIALIONS. ... e.eeteieeeete ettt sttt sttt sttt st et b e st et be s e e st s be st e st e besbe e e be s b eneebeseenesbeneenenbentene 134
Job Description: CoOmMmIttee ChaiIPEISON ........civieiieeireeeerees e se st se e se e e tesreste s e eseeeesaessessestesaessesseenseneessessesaens 135
Job Description: COMMItEEE MEMDET ........cc.ciiiere s r e e et estestesaeene e e enaeneeneenensnens 136
N To g gl g g To 0] 10 T 1 == 137
Report of NOMINGLiNG COMMITIEE. ........cieiieeeeeerese st ese e st e e e e saeseesresreere e e eneeneessesresaeeseeneenseneeneenenses 138
CANVESS LEILEY ...ttt b et s e e e et b e Rt b e e e s e e b e e R e AR e ARt e b e e ae e s e e e e e e b e eR e R e eneeh e e e e nennenn e re e 139
Nominating Committee's SKills and Needs ASSESSMENL........ccvcrerieriire i ceeeere e e e aeseeseeneeens 140
FINANCE COMIMITIER ... .. ettt b et b et e e bt b et R b e s e b e s b et bt b e e e bt s b e e e st s b et e ne st et st s betne 141
Sample INCOME and EXPENSE SLALEMENL.......ccviiiecireceereese et ae st e e e e et e tesaesresaeene e e eneesaeseenrenns 142
Appendix

Ten CommitMentS fOr BOAI SEIVICE .......oiiieie ettt sttt et e st e s ae e s be e be et e ensesneesaeesaeesreenneenes 144
0TS 0= X @0 o (=Y o) i  ox S 145
L0001 [To a0 1 1= (= TS 146
Board and Minister: WO DOESWRNEL?........cui ettt ettt eetae s tae s ba e te e tesatesaeesaeesaeanteentesnsesneessenns 147
Board / Staff REIBHIONSNIS. .....coeiieiiiteeteie ettt sttt e e bbbt e e e see s e e s besaeeb e e e eneeseesbeebesaeebeeneeneeeeneesaeene 148
VL= (ol = o= = 1o o TS OR 149
MOdEl fOr O0-MINUEE IMBEIING .....c.eeee ettt ettt b e ae e h et e e e e e s e e e besaeebe et e aeesbeebesbesaeebeeneenseeeneeneeene 150
10101 o 1 F @) i) USSP 151
WOTKIiNG With COMMITIEES.......ceiieeieiiteie ettt sttt st he et e e e e e bt sh e eb e s he et e ae e besbesbeebesaeeae e e anseneeseeseas 152
Committee / BOAIrA INEEIACHION..........ecuieiiieitieiecie sttt e te et te e et e s e e st e e s te e be e eesaeesaeesaeebeenteentesaeesreesteeteensesnsesanas 153
Parliamentary ProCeAUIES @ 8 GIaINCE ........cceriiieiiiriese ettt a et b e ae bt et et e b e besaeebe e e e neeseesee e eae 154

Federal Laws

LS w0 (0 2= = oo P 157
Employment VerifiCation [1-97S].....ccviiieiecicieeere sttt st sre s e e e e e e teseesaeene e e enaeeeneeneenns 158
HIPPA .ottt ettt st s et et e e e e s e e s e R e n e s e R e e S AR e e £ e R e Ae £ e R e e A e R e e R eE e e R e Rene R eReneAe Rt nenEeReneneenenenrn 159
L@ ] ST TSRSR 164
Family and Medical LEAVE ACE [FIMILA] ..ue oo ce sttt ettt s es e e et et e besnesra e e enaenaeneennenns 165

Updated: October 2007



LETTER FROM THE PRESIDENT AND CEO
OF THE

ASSOCIATION OF UNITY CHURCHES

The purpose of this manual is to set forth the policies and procedures of Unity of Vero Beach in
order to assure general understanding and effective coordination of personnel, administrative, and
Board activities.

These policies and procedures are not intended to restrict or discourage individual or management
initiative. Rather, they are designed to improve communication and provide aframework for making
sound and equitable decisions. A copy of the manual may be distributed to each department and is
availableto all employees; additional copies are availablethrough the Association, bothin hard copy
and on disk.

Situations may arise that are not covered by these policies, and therefore, it may be necessary from
timeto timeto revise or supplement portions of the manual. These policies areintended asaguide,
and do not constitute a commitment binding upon the ministry, or create any employment
relationship or contractual rights or obligations.

The success of our ministriesin serving the needs of our membersismeasured by how effectively we
all work together. With an understanding of and a commitment to the principles that guide the
policiesin this manual, we are confident that we can maintain our high standards and excellence of
service.
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VISION/MISSION STATEMENTS
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Mission Statement: Expressing God'sLove— Teaching Truth —Transforming Livesand Honoring
All.
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Vision Statement:
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GOALSBASED ON TRUTH PRINCIPLES
FOR UNITY CHURCH OF VERO BEACH

L earn about and develop an under standing of the nature of God.
* Develop an understanding of God's power as the One Power operating in all creation.

* Build an understanding of God's laws and the relationship of cause and effect.

* Develop a knowingness and feeling of God's presence.

* Develop an awareness of how others experience God and an understanding of other's motives
and desires.

L earn about and understand one's self.

* Develop an understanding of personal areas for growth such as learning, choosing, appreciating,
and forgiving.

* Develop atrust in self and belief in one's own potential.

* Develop an awareness of divine personal qualities and personal potential.

* Establish arealization of positive self-worth.

Discover on€e'srelationship to God.
* Understand and develop skillsin prayer and meditation.

* Understand faith and its practical application.
* Develop and practice the habit of praying.

Under stand and practice harmoniousliving.
* Develop the understanding that God's universeis good.

* Gain understanding of the creative process.
* Establish and live by a set of practical working standards.

Learn how to widen and enhancerelationships with others.
* Learn about the many ways in which we show love.

* Understand our own capacity to love and be loved.
* Develop an awareness of good in others.

L earn about the sources of our faith.

* Gain aUnity understanding of the Bible.

* Develop an ability to step out in faith as did the Old Testament prophets.
* Develop a knowledge base of what Unity is and what it teaches.

Learn about thelife of Jesus and understand His teachings.
* Gain ageneral knowledge of Jesus ministry, hislife and activities.

* Develop an awareness of the Christ nature within.
* Develop and practice a persona working plan based upon Jesus example.

Practice and understand service to others.

* Develop a healthy attitude toward service based upon cause and effect principles.
* Look into the lives of great people and understand their purpose.

* Develop and practice a personal plan for being great in a chosen service activity.

"IF YE KNOW THESE THINGS, BLESSED ARE YE IF YE DO THEM."
John 13:17
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Please refer to“ Job Descriptions’ for duties.
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FUNCTIONAL

BOARD- MINISTER

All

Committees Paid /Unpaid

(May bearranged in a
workable structure.)

Overlapping boxesindicate ar eas of collaboration; other
areasare primarily Minister primarily Board directed.

Lines of authority indicated by a solid line.

Lines of communication indicated by dotted line.
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HONORING DIVERSITY

We believe that al people are created with sacred worth. Therefore, we recognize the
importance of serving all people within the Unity family in spiritually and emotionally caring
ways. We strive for our ministries, publications, and programsto reach out to all who seek Unity
support and spiritual growth. It isimperative that our ministries and outreaches be free of
discrimination on the basis of race, color, gender, age, creed, religion, national origin, ethnicity,
physical disability, or sexual orientation. Our sincere desire isto ensure that al Unity
organizations are nondiscriminatory and support diversity.

In our effort to reach out to all people as did our Way-Shower, Jesus Christ, we support the
modification of our facilities to make them accessible to al people, regardless of physical
challenges; the trandation of our materialsinto Braille and other languages; and respect for the
wonderful variety of human commitments and relationships.

We encourage ministers, teachers, and others within Unity to honor the strength of
diversity within their spiritual communities. It iswith love and in celebration of our unity, in the
midst of our wondrous diversity, that we affirm this position.

JOINT STATEMENT FOR PEACE

Unity stands for peace in the presence of conflict; for love in the presence of hatred; for
forgiveness in the presence of injury. Unity honors the many paths to God, the many ways to
worship God' for there is only one power and presence of God and that God |oves each one of us
equally. It istherefore the position of the Association of Unity Churches and Unity to urge all
nations, their leaders, and their people to turn to God by whatever the name for guidance during
these challenging times and pursue peace, not war, for thisiswhat honors the God of al our faith
traditions. Unity stands for peace in our lifetime.
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EMPLOYEE
OPERATIONAL AND ADMINISTRATIVE POLICIES

EQUAL OPPORTUNITY EMPLOYMENT

In accordance with applicable Federal Laws and Regul ations, the employment policies and practicesof Unity
of Vero Beach are administered without regard to race, color, age, nationa origin, gender, disability, veteran's
status, sexual orientation or ethnicity. Although it is lega for religious corporations, associations and
educational institutions to discriminate on the basis of religion in the employment of any person in any
position, Unity of Vero Beach has chosen to utilize discretion in this matter. Unity of Vero Beach
discriminates based on religion in hiring for positions in which religious beliefs and/or credentials are
essential to the performance of job duties.

Equal opportunity isinsured by:

- Assuring that individuals who make or recommend employment decisions and other personnel

actions are fully aware of and comply with this policy and the principles of equal opportunity.
Monitoring Unity of Vero Beach progress and practices with respect to EEO objectives.

- Investigating employee complaints promptly and thoroughly.

This Equal Employment Opportunity Program will have as its firm objective, equal opportunity in
recruitment, hiring, rates of pay, promotion, training, termination, and benefit plans, and all other forms of
compensation, conditions, and privileges of employment for all employees and applicants.

OPEN DOOR POLICY

Unity of Vero Beach cannot successfully achieve its individual and collective mission without effective
communication. The church strives to provide a work environment that accomplishes this goal by
encouraging dialogue. The most important working relationship occurs between an employee and his/her
supervisor. In order for thisrelationship to remain effective, supervisors must be awvare of employee concerns.
It is therefore important for employees to discuss their ideas, concerns and suggestions.

AMERICANSWITH DISABILITIESACT

Unity of Vero Beach is committed to providing equal employment opportunities to otherwise qualified
individuals with disabilities, which may include providing reasonable accommodations where appropriate.
The employee will be responsible for notifying their designated supervisor of the need for any such
accommodations. The employee may be asked for their input of the type of accommodation necessary, or the
functiona limitations of the employee's disability. When appropriate, Unity of Vero Beach may need
permission to obtain further information from the employee's physician, or other medical, or rehabilitation
professionals.
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WORK ENVIRONMENT AND CONDUCT

Itistheintent of Unity of VVero Beach, that the environment be one of informality, friendlinessand respect for
others. It is our policy to maintain a safe, productive working environment free from sexua harassment,
inappropriate and other disruptive behavior. Personal conduct that interferes with operations, creates safety
hazards, brings discredit to the fellowship, or is offensive to members or fellow employees will not be
tolerated.

PERSONAL CONDUCT

Itisthe policy of Unity of Vero Beach, to list examples of what constitutes serious misconduct. Thefollowing
list of violationsis prohibited and will subject theinvolved person(s) to disciplinary action up to and including
termination. These violationsinclude, but are not limited to, the following:

Theft or unauthorized use of Unity of Vero Beach property or other employee's personal property.
Willful destruction of Unity of Vero Beach property.
Falsification of personnel, operational, or Unity of Vero Beach records.
Unauthorized release of any confidential information regarding Unity of Vero Beach,
its employees (past or present), or its members.
5. Insubordination, including refusal to perform assigned work, refusal to obey safety ruleswhen warned, or
repeated failure to cooperate with policies.
6. Failureto improve performance or attendance when an employee has been made aware of a
deficiency.
7. Serious breach of Unity of Vero Beach practice or conduct.

AwWDNPE

The Minister has the right to determine if employee actions warrant immediate dismissal. Certain
circumstances may be considered such as employee history, extenuating circumstances, and the safe, efficient
operation of Unity of Vero Beach.

GRIEVANCESPOLICY

It is the policy of Unity of Vero Beach that every employee, regardiess of position, shall be treated with
respect and in afair and just manner. If at any time employees believe they are not treated fairly or suspect a
mistake in the administration of policy, practice, or condition of employment, employees are responsiblefor
informing the Minister so that problems can be resolved promptly and effectively. The Minister isresponsible
for investigating and addressing all grievances, questions, or concerns. The Minister will respond to the
employee promptly. At no time are employees penalized or subjected to harassment for filing complaints.

Grievance Procedurefor a Minister:

If the Minister hasagrievance, it is discussed with the President of the Board of Trustees. If the grievanceis
not resolved, it isfiled in writing on a Grievance Review Form (see Personnel Exhibit 10) and given to the
Board of Trustees. Copies of al grievances, appeals, evidentiary information, and decisions are placed in a
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separate file maintained by the Secretary of the Board. No copies are filed in the Board minutes.

Association resources are available to the Minister and Board when there is a dispute. Your Regional
Representative and Association staff can clarify policy. If differences between the Minister and Board are
significant, consideration might be given to contacting the Director of Peacemaking Services to discuss
whether initiating a conflict transformation process might be appropriate.

Grievance Procedurefor an Assistant or Associate Minister:

When an Assistant or Associate Minister has a grievance, it is discussed with the Senior Minister in
accordance with the Code of Ethics published in the Association of Unity ChurchesY earbook. The decision of
the Senior Minister isfinal.

HARASSMENT / SEXUAL HARASSMENT

Unity of Vero Beach is committed to maintaining a positive, constructive working environment where all
employees may pursue personal career satisfaction. Unity of VVero Beach will not tol erate harassment based on
race, color, religion, ancestry, national origin, sex, age, disability, veteran status, sexual orientation, or
political ideology. Harassment not only violates the church policy but aso may be a violation of state and
federal law. Both Unity of Vero Beach and each of its employees are responsible and accountable for
maintaining an environment free of harassment.

Harassment:

Discriminatory harassment includes verbal or physical conduct intended to threaten, intimidate, offend,
demean, or coerce; and may impair an employee's ability to do his/her job. Harassment may take many forms,
including:

- gestures, physical acts, slurs, or taunting

- verbal abuse, epithets, comments, or jokes

- displaying derogatory objects, cartoons, posters, drawings, or pictures.

Harassment may also be any unwel come or offensive conduct relating to an individual'srace, color, religion,
ancestry, national origin, sexual orientation, sex, age, disability, veteran status, or political ideology.

Sexual Harassment:

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

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

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

- Sexudl flirtation, touching, advances, or propositions

- Verbal abuse of a sexual nature

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

- Sexually degrading words to describe an individual

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

Stepsto take in investigating sexua harassment charges:

- Have the employee put into writing what was done and how they believe thiswas aform of sexual
harassment. If they do not feel comfortable writing a complaint then summarize in writing for them
and have the employee sign the summary.

- Discuss the complaint with the accused and ask them how they would like to respond. If
the individua admits harassment then disciplinary action should be taken. If they deny the
allegation then an investigation should be discreetly conducted.

- Aninvestigation, if necessary, should be conducted in confidence without using the names
of the accuser or accused. A decision will be based upon the information attained in the
investigation.

- If charges are or are not substantiated and the accuser and accused work together, then a
decision must be made as to creative scheduling or transfer of the accused in order to maintain a
non-threatening work environment.

Any employee who believes that he/she has been subject to, or has knowledge of harassment, as outlined in
this policy should immediately notify his/her supervisor. If the complaint is with the Minister, report the
matter to the President of the Board of Trustees. A prompt, thorough and confidential investigation will be
conducted. If theinvestigation substantiates the complaint, corrective action will betaken, up to andincluding
discharge of the offender. The employeewho registered the complaint will be advised of the determination of
the investigation. Unity of Vero Beach will not in any way retaliate against an employee who makes areport
of discriminatory harassment in good faith, nor will it permit any manager or employeeto do so. Retdiationis
aserious violation of this policy that should be reported immediately.

EMERGENCY PROCEDURES

Emergency procedures describing the steps to be taken in case of fire, severe weather (e.g. tornado), medical
emergencies, or evacuation are posted and available to al personnel.
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SAFETY AND HEALTH
Unity of Vero Beach intendsto provide a safe place of employment, and maintain sound operating practices
which result in safe working conditions and efficient operation.
INJURY ON THE JOB
Should an injury occur while working, employees areto immediately notify the Minister who will arrangefor

medical treatment. Worker's Compensation reports are to be filed immediately by the Minister or other
designee. In case of seriousinjury or illness, employees areimmediately taken to ahospital emergency room.

DRUG AND ALCOHOL FREE WORK PLACE

Unity of Vero Beach recognizesthat substances such as alcohol and drugs are used by individual s sometimes
to an extent that their abilities and senses are impaired. Our position regarding substance abuse is the same
whether alcohol, marijuana, illegal drugs, prescription drugs, or controlled substances are involved. This
policy isimplemented because Unity of Vero Beach believesthat the impairment of any employeedueto his
or her use of substances creates arisk of injury to other employees, theimpaired employee, or to third parties.

The employee who begins work while impaired or who becomesimpaired while at work isguilty of amajor
violation of ministry policies and is subject to severe disciplinary action. Severe disciplinary action can
include suspension, dismissal, or any other penalty appropriate under the circumstances. Likewise, the use,
possession, transfer, or sale of any substance on company premises, or in the parking lot, are subject to severe
disciplinary action up to and including termination.

Employees who are taking prescription drugs are under a duty to report thisto their Minister. Thisisfor the
protection of the employee and for safety purposes in case of an adverse reaction to the drug while at work.
BULLETIN BOARDS

All bulletin boards are reserved for ministry and community information, activities, and programs. All items
posted on the ministry bulletin boards are subject to review and approval by the Minister.

PERSONAL USE OF TELEPHONE

Ministry telephones are not used for personal business except for emergency reasons or important matters. If
employees must make or receive personal calls, they are expected to limit conversations to less than three
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minutes. E-Mail and internet will only be used in the course of official center duties.

CONTRIBUTIONS AND SOLICITATIONS

Persons not employed by Unity of Vero Beach, may not enter its premises at any time for the purpose of
solicitation of employees/congregants or distribution of literature to employees/congregants. Prohibited
activitiesinclude, but are not limited to: soliciting signatures, selling merchandise, distribution of literature,
pamphlets, or printed materia of any kind on the premises. To provide employeeswith an atmospherefree of
unnecessary interruptions, solicitation and distribution activities by other employees at work areas, or during
work time, are prohibited without prior authorization from the Minister.

WORK AREA

Each employee is responsible for keeping his’her area and the surrounding work area uncluttered and
organized by:

- discarding unneeded items

- returning materias to files or point of origin promptly

- unpacking boxed items and storing properly

- keeping papers and items off the floor and hallways as much as possible
- arranging desks and work situations for efficient operation

- disposing of food and drinks promptly

- al pictures and posters must be framed prior to hanging

- tasteful personal items displayed in work area

- removing unnecessary furniture from work area or hallways.

DRESS CODE

Employees are expected to practice personal cleanliness and conservative good taste in dressand appearance.
Casual clothes such as shorts, undershirts, tank tops, or similar itemsare not considered appropriatefor office
area, or when visiting members. Personal items such as magazines, posters, "message” t-shirts, etc., which
might by their nature offend others, should not be displayed or visible.

GARNISHMENT
The ministry does not wish to becomeinvolved in actionsthat may be taken against the ministry or employee

for collection of personal debts or accounts. Therefore, employees are expected to manage their persond
financial affairs accordingly.
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EMPLOYMENT PROCEDURES
RECRUITMENT AND SELECTION

Palicy:

The policy of Unity of Vero Beachistofill all open positionswith candidates who best meet the requirements
of the position. Selection is based on ability, experience, training, and interest in performing the duties of the
position. Management may, on occasion, choose to fill a position from within the ministry, if possible. All
such positions are posted in all departments so employees have an opportunity to apply.

Employment Classifications:
Employeesarehired tofill regular full-time, part-time, or temporary full-time or part-timepositions. In certain
circumstances, there are staff workers who are volunteers.

Reqular_full-time employee is an individual who works thirty-six (36) to forty (40) hours per week
throughout the year with no defined end date to the assignment, and is eligible for all benefits.

Reqular_part-time employee is an individual hired to work less than twenty-seven (27) hours per week
throughout the year with no defined end date to the assignment. Employees in this position are eligible for
holiday pay, health leave, and vacations al on a prorated basis.

A temporary employeeisan individua hired either on apart-time or full-time basisfor a specified, limited
period of time. Individuals hired for this position are made aware of the nature of the project and its expected
duration prior to hiring. When the project is completed, canceled or changed, the position may no longer be
required. If available, the employee may be assigned to another project. However, if not possible, it may be
necessary to release the employee. Full-time temporary employees are eigible for paid holidays that occur
during their employment period. Part-time temporary employees are eligible for prorated holiday pay for
holidays that occur during their employment period, if the holiday falls on a scheduled workday.

In certain circumstances, there may be staff workerswho are "volunteers" and do not receive pay or benefits,
but who are subject to employee rules and practices as outlined in this manual .

Contract employeeswould include musicians, computer support persons, or consultants and would be dealt
with on acase by case basis, and often are self-employed for tax purposes. Rates of pay are negotiated prior to
services being rendered and may be hourly or broadly inclusive for the service provided. No benefitswould be
offered to a contract employee.

Recruiting:

Recruiting outside applicants to assure a number of qualified candidates from whom to choose is the
responsibility of the Minister or other designee. Recruitment may include referrals from current or past
employees, walk-in applicants, newspaper advertisements or Internet posting.
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Prior to advertising for a position devel op ajob description and profile of what is needed. List the five most
important job duties and determine the minimum level of skill and ability needed to perform these duties.
Remember the job description shoul d describe the job not the person who fillsit. Figure out what you need or
want the position to do, and then figure out what someone needs to know and understand to do it well.
Consider using local newspapers or trade publications, as opposed to the city newspaper. Thebest day toruna
newspaper advertisement is on Wednesdays and Sundays. All advertisements placed in the paper or on the
Internet should contain the phrase " An Equal Opportunity Employer." Beware of wording used in classified
ads [i.e. do not use gender specific terms such as male or female]. Insure that the job title of your
advertisement accurately reflects the job level [i.e. billing clerk instead of accounting clerk].

| nterviewing Process:

Theemployment interview isavital element of the selection process. It allowsthe applicant an opportunity to
demonstrate his or her capabilities to perform the job, and provides adequate information to the candidate
about the position and the ministry. It should be conducted in private, without interruption. Telephone pre-
screening is another option to interviewing acandidate in person and ishelpful in eliminating candidates that
may not be qualified for the position, looking for what you are offering within asalary range, or ableto work
the hours you need.

Interviewers should keep these points in mind when interviewing:

- All questions are job-related, and have a direct bearing on the tasks of the position.

- Interviews and questions for a given position are standardized so that all applicants experience the same
interview content and process.

- Questions that express (directly or indirectly) any preference, limitation, or general reference to race,
national origin, sex, age, or physical handicap are prohibited.

The employee will need to complete an "Application for Employment” form (see Personnel Exhibit 1).

Reference Checks:

Reference checks are made by the Minister, and conducted only with written permission from the applicant.
For some positions, such as bookkeeper or a Youth Director, a background verification check should be
conducted. All credit or background verification checks, whether conducted by the ministry or through an
outside organi zation, are approved in advance by the Minister, and conducted only with written consent from
the applicant. All credit or background verification checks are filed and maintained separate from personnel
paperwork in confidential files. [Note: The Association recommends ChoicePoint® asapossible company to
use for outside background reference checks. You can access ChoicePoint® on the Internet at
WWW.SCreennow.com.]

Tipsto keep in mind when conducting reference checks on prospective employees:

- If possibletalk to their direct supervisor; try to avoid the Personnel Department, they will belesslikely
to give much information.

- Verify the employment history [i.e. dates of employment, salary, reason for leaving] and their work record

[attendance, attitude, strong points, weak points]. Ask if the employeeis eligible for rehire.
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- Try to conduct at |east two reference checks on a prospective employee. If possible use previous employers
for the reference checks, but personal references may also be used.

- Document in writing information obtained from reference checks. Be sure to list the name of the person
contacted and their position with the company.

- If hired, written reference checks aong with the employee’s application should be placed in the their
personnel file.

Tipsto keep in mind if you are contacted for a reference check on a previous employee:

- Have a designated person responsible, such as the Minister, in giving reference checks on previous
employees.

- Do not provide information on medical such asillnesses, injuries, diseases, etc., worker’s compensation
claims, or leaves of absence.

- Consider having an employee sign a consent to release information at the time of their termination.

- Information can be given to a prospective new employer as long as you can backup the information with
good record keeping. For example you can say that an employee did not meet your requirements for
performance as long as you can prove this through documentation such as previous reviews given to the
employee or corrective action taken.

Testing:

Skillstesting isconducted only if thetest isrepresentative of actual job related duties. Clerical testsshould be
administered by the Minister, or designee, to insure that applicants receive consistent treatment. Tests should
be used as afina screening device for your top candidates and before hiring the candidate. Test results are
forwarded to the Minister. All tests should be confidential and arefiled separately from personnel paperwork,
and available only to the employee's supervisor or the Minister.

Selection and Offers of Employment:

After al applicants are considered, the candidate is selected and starting sal ary rate is determined, consistent
with the salary administration program of the ministry. The Minister, or other designee, should makethe offer
and notify candidates not selected by mail.

Personnel Action:

Employees are selected based on their ability to do the job. Selection decisions are made on the basis of job-
related requirements. All personnel actions, including terminations, salary administration, and disciplinary
actions are conducted fairly and equally, without regard to race, national origin, sex, color, age, or handicap.

Employment At-Will:

Except for employees who have a written employment agreement signed by a member of the Board of
Trusteesor Minister, employment at Unity of Vero Beachis"at-will." Thismeansthat either the employeeor
Unity of Vero Beach may terminate the employment relationship at any time, for any reason, or for no reason
at all. No oneat Unity of Vero Beach isauthorized to enter into any written (or verbal) employment contracts
with any employee without the express written consent of the Board of Trustees or Minister.

Thispolicy will not be modified by any statements contained el sewherein thismanual, or in any employment
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applications, recruiting materials, memoranda, or other materials provided to employeesin connection with
their employment. Also, those documentswill not create an expressed or implied contract of employment for
any period of time.

ORIENTATION OF NEW EMPLOYEE

Palicy:

The manner in which new employees are assimilated into the ministry may well influence how long they stay
with the ministry and how productivethey are. It isimportant, therefore, that the orientation of new and newly
transferred employees, especialy during the first week, iswell planned and paced so that the employeeisnot
overwhelmed with too much information at once, but is sufficiently informed to perform his or her job.

Objective
The orientation program is designed to meet several objectives:

- Give new employees a clear picture of what the ministry offers and what is expected from them.
- Introduce new employees to individuals with detailed knowledge of various aspects of the ministry.
- Provide new employees with appropriate channels for problem solving.

Procedure:
On the starting date, the Minister or other designee gives the new employee an "Orientation Packet" which
contains:

- Emergency Information Sheet

- Employee benefits and policy explanation (or Employee Handbook)

- Insurance application forms (if applicable)

- Payroll forms (W-4, 1-9, Overtime Request, Time Off Request, Weekly Time Sheet) (See Personnel Exhibits
5,6,7,11)

- Personnel Policy Agreement (See Personnel Exhibit 8)

- Unity Brochures and Church Bylaws

Explanation of Packet:

1. Emergency Information Sheet: This sheet provides names and tel ephone numbers to the empl oyee of
ministry staff to be contacted in case of emergency.

2. Employee Benefits Explanation: This information should cover sick time, vacation time, holidays,
medical and dental coverage if applicable, and personnel policies of the ministry.

3. Payroll Forms: Officesuppliesfor blank copiesof W-4 and 1-9 forms can be ordered through the Interna
Revenue Service. These forms are free of charge and offered on the Internet.

A new W-4 will needto befilled out by any employee who experiences achangein address, marital status,
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or deductions. An 1-9 form requires X eroxed copies of the employee’ sidentification and used for employer
verification, then attached to the I-9 form once the employee has completed the form. The use of weekly
time sheets, overtime requests and time-off sheets should be explained to the employee.

4. Personnel Policy Agreement: This agreement should be signed by the employee once they have read the
Employee Handbook (if applicable) or the personnel policies and Bylaws of the ministry.

5. Unity Brochuresand Church Bylaws: The employee should have acopy of the church Bylawsto ensure
aworking knowledge of the rules governing the organization. The following brochures are hel pful to new
employees and are available to order through the Accounting Department of the Association:

- "My First Unity Experience’

- "Twenty Questions About Unity"

- "Unity - A Ministry of Service'

- "The Association of Unity Churches"

Once empl oyees have compl eted the pertinent forms and returned them to the Minister or other designee, then
the Minister or other designee completesaPersonnel Action Form (see Personnel Exhibit 4). After obtaining
all the needed information and forms (include "application for employment” form in file), the Minister, or
other designee prepares a personne file which isthen filed in the Minister's office.

PRE-EMPLOYMENT INQUIRY GUIDE

Thisguideisnot acomplete definition of what can and cannot be asked of applicants. Itisillustrative and attemptsto answer the
questions most frequently asked about equal opportunity law. It ishoped that in most casesthe given rules, either directly or by
analogy, will guideall personnel involved in the pre-employment processes of recruiting, interviewing, and selection. Thisguide
pertainsonly to inquiries, advertisements, etc., directed to al applicants prior to employment. Information required for records
such asrace, sex, and number of dependents may be requested after the applicant ison the payroll provided such informationis
not used for any subsequent discrimination, asin upgrading or layoff.

These laws are not intended to prohibit empl oyersfrom obtaining sufficient job-rel ated information about applicantsaslong as
the questions do not elicit information, which could be used for discriminatory purposes. Applicants should not be encouraged
to volunteer potentially prejudicial information. The laws do not restrict the rights of employers to define qualifications
necessary for satisfactory job performance, but require that the same standard of qualifications used for hiring be applied to all
persons considered for employment. It is recognized that the mere routine adherence to these laws will not accomplish the
resultsintended by the courts and Congress. Employment di scrimination can be eliminated only if thelawsand regulationsare
followed in the spirit in which they were conceived.

SUBJECT PERMISSIBLE INQUIRIES INQUIRIESTO BE AVOIDED

1. NAME "Have you worked for this company under Inquiries about name which would indicated
adifferent name?' "is any additional infor- applicant's lineage, ancestry, national
mation relative to change of name, use of origin, or descent. Inquiry into previous
an assumed name or nickname necessary to name of applicant where it has been changed
enable a check on your work and educational by court order or otherwise. Inquiries about
record? If yes, explain." preferred courtesy title: Miss, Mrs., Ms.
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2. MARITAL
AND FAMILY
STATUS

3. AGE

4. HANDICAPS

5. SEX
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Whether applicant can meet specified work

schedules or has activities, commitments

or responsibilities that may hinder the meeting
of work attendance requirements. Inquiries
asto aduration of stay on job or anticipated
absences which are made to males and
females alike.

Requiring proof of age in the form of awork
permit or a certificate of age - if aminor.
Requiring proof of age by birth certificate

after being hired. Inquiry as to whether or

not the applicant meets the minimum age
requirements as set by law and requirement

that upon hire proof of age must be submitted
in the form of a birth certificate or other forms
of proof of age. If ageisalegal requirement,
"if hired, can you furnish proof of age," or
statement that hire is subject to verification

of age. Inquiry asto whether or not an applicant
isyounger than the employer's regular retirement
age.

Any inquiry indicating whether an applicant
ismarried, single, divorced, engaged, etc.
Number and age of children. Information
Information on child-care arrangements.
Any questions concerning pregnancy. Any
such questions which directly or indirectly
result in limitation of job opportunities.

Requirement that applicant state age or date
of birth. Requirement that applicant produce
proof of agein the form of abirth certificate
or baptismal record. The Age Discrimination
in Employment Act of 1967 forbids
discrimination against persons between the
ages of 40 and 70.

For employers subject to the provision of theAn employer must be prepared to

Rehabilitation Act of 1973, applicants may be

"invited" to indicate how and to what extent
they are handicapped. The employer must

indicate to applicants that: 1) compliance with

the invitation is voluntary; 2) the information

is being sought only to remedy discrimination

or provide opportunities for the handicapped;
3) the information will be kept confidential;
and 4) refusing to provide the information
will not result in adverse treatment. All
applicants can be asked if they are able to
carry out al necessary job assignments

and perform them in a safe manner.

prove that nay physical and mental
reguirements for ajob are due to "business
necessity” and the safe performance of the
job. These inquiries should be avoided as
selection criteria unlessit's provable that a
bona fide occupational qualification (BFOQ)
isinvolved. A BFOQ isaqualification that
is absolutely necessary to perform ajob.
Except in cases where undue hardship can
be proven. Employers must make reasonable
accommodations for the physical and mental
limitations of an employee or applicant.
""Reasonable accommodation” includes
alteration of duties, work schedules,

The physical setting, and provision of aids.

Inquiry or restriction of employment is

permissible only where a bona fide occupational
qualification exists. (This BFOQ exception is
interpreted very narrowly by the courts and the
EEOC.) The burden of proof rests on the
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Rehabilitation Act of 1973 forbids employers
from asking job applicants general questions
or asking about whether they are handicapped
them about the nature and severity of their
handicaps.

Sex of applicant. Any other inquiry which
would indicate sex. Sex in not aBFOQ
because ajob involves physical labor (such
as heavy lifting) beyond the capacity of some
women nor can employment be restricted just



6. RACEOR
COLOR

7. ADDRESS
OF DURATION
OF RESIDENCE

8. BIRTHPLACE

9. RELIGION

10. MILITARY
RECORD

11. PHOTOGRAPH

12. CITIZENSHIP
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employer to prove that the FBOQ does exist

and that all members of the affected class are

incapable of performing the job. Sex of
applicant may be requested (preferably not on

the employment application ) for affirmative
action purposes but may not be used as an
employment criterion.

General distinguishing physical characteristics
such as scars, €tc., to be used for identification

because the job is traditionally labeled "men's
work" or "women'swork." Applicant's sex
cannot be used as a factor for determining
whether or not an applicant will be satisfied
in a particular job. Questions about an
applicant's height or weight, unless
demonstrably necessary as requirements for
the job.

Applicant's race. Color of applicant's skin
eyes, hair, etc., or other questions directly

purposes. Race may be requested (preferablyor indirectly indicating race or color.

not on employment application) for affirmative

action purposes but not used as employment criterion.

Applicant's address. Inquiry into length of stay
at current and previous addresses. "How long
aresident of this state or city?"

"Can you after employment submit a birth
certificate or other proof of U.S. citizenship?"'

An applicant may be advised concerning normal
hours and days of work required by thejob to
avoid possible conflict with religious or other
personal convictions. However, except in cases
where undue hardship can be proven, employers
and unions must make "reasonable
accommodation” for religious practices of an
employee or prospective employee. "Reasonable
accommodation” may include voluntary substitutes,
flexible scheduling, lateral transfer, or change
of job assignments.

Type of education and experience in service

asit relates to a particular job.

May be required for identification after hiring.

"Areyou acitizen of the United State?' "Do

you intend to remain permanently in the U.S.?"
"If not acitizen, are you prevented from

Specific inquiry into foreign address which
would indicate national origin. Names and
relationships of persons with whom applicant
resides. Whether applicant owns/rents home.

Birthplace of applicant. Birthplace of
applicant's parents, spouse, or other relatives.
Requirement that applicant submit birth
certificate before employment.

Applicant's religious denomination or
affiliation, church, pastor, parish, or religious
holidays observed. Any inquiry to indicate
or identify religious denomination or
customs. Applicants may not be told that
any particular religious groups are required
to work on their religious holiday

Type of discharge.

Requirement that applicant affix a photograph
to his application. Request that applicant at
his option, submit photograph.

"Of what country are you a citizen?' Whether
applicant or his parents or spouse are
naturalized or native-born U.S. citizens. Date

becoming lawfully employed because of visa when applicant or parents or spouse acquired
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13. ANCESTRY
OR
NATIONALITY

14. EDUCATION

15. EXPERIENCE

16. CONVICTION

17. RELATIVES

18. NOTICE IN
CASE OF
EMERGENCY

19. ORGANIZ-
ATIONS

20. REFERENCES
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or immigration status?' Statement that, if
hired, applicant may be required to submit
proof of citizenship.

Languages applicant reads, speaks, or writes
fluently. (If another language is necessary
to perform the job.)

Applicant's academic, vocational, or
professional education; school attended.
Inquiry into language skills such as reading,
speaking, and writing foreign languages.

U.S. citizenship. Requirement that applicant
produce his naturalization papers. Whether
applicant's parents or spouse are citizens of
theU.S.

Inquiries into applicant's lineage, ancestry,
national origin, descent, birthplace, or
language. National origin of applicant's
parents or spouse.

Any inquiry asking specifically the nationality,
racia or religious affiliation of a school.
Inquiry asto how foreign language ability
was acquired.

Applicant's work experience, including names
and addresses of previous employers, dates of
employment, reasons for leaving, salary history.

Other countries visited.
Inquiry into actual convictions which relate
reasonably to fithess to perform a particular

Any inquiry relating to arrests. Any inquiry
into or request for a person's arrest, court,

job. (A conviction isa court ruling where theor conviction record if not substantially,

party isfound guilty as charged. An arrest is
merely the apprehending or detaining of the
person to answer the alleged crime.)

Names of applicant's relative already
employed by this company. Names and
address of parents or guardian (if applicant
isaminor).

Name and address of personsto be notified
in case of accident or emergency.

Inquiry into any organizations which an
applicant is a member of providing the name
or character of the organizations does not
reveal the race, religion, color, or ancestry
of the membership. "List all professional
organizations to which you belong. What
offices do you hold?"'

"By whom were you referred for a position
here?' Names of personswilling to provide
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related to functions and responsibilities
of the particular job in question.

Name or address of any relative of adult
applicant.

Name and address of relative to be
notified in case of accident or emergency.

"List al organizations, clubs, societies,

and lodges to which you belong.” The

names of organizations to which the applicant
belongs if such information would indicate
through character or name the race, religion,
color, or ancestry of the membership.

Requiring the submission of areligious
reference. requesting reference from



professional and/or character references applicant's pastor.

for applicant.
21. CREDIT None. Any questions concerning credit rating,
RATING charge accounts, etc. Ownership of acar.
22. MISC. Notice to applicants that any misstatements

or omissions of material factsin the application
may be cause for dismissal.

Any inquiry should be avoided which, although not specifically listed among the above, is designed to licit information concerning
race, color, ancestry, age, sex, religion, handicap, or arrest and court record, unless based upon a bona fide occupational
gualification.

SAMPLE INTERVIEW QUESTIONS AND REASONS FOR ASKING

1. Tell meabout yourself?
Allows applicant to respond freely, answering some questions you could not ask.

2. What formal training have you had in this area?
Allows applicant to respond in more depth than you might be able to ask.

3. What practical experience haveyou had in thisarea?
Allows applicant to respond in more depth than you might be able to ask.

4. What areyour strengthsregarding the position you are applying for?
Gainsinsight into applicant's perceived strengths.

5. What areyour limitations regarding the position you are applying for?
Gainsinsight into applicant's perceived weaknesses.

6. Why do you want to work for us?
A reality check against what the company has to offer.

7. Why do you want to leave your present job?
Explores problem areas without asking.

8. What do you like best about your present job?
Explores applicant's areas of job satisfaction.
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9. What do you likeleast about your present job?
Explores applicant's areas of dissatisfaction.

10. Arethere any job conditions or situationsthat make you feel uneasy?
Explores potential problem areas.

11. Where would you like to bein one year?
Explores applicant's level of motivation for achievement.

12. Where would you liketo bein five years?
Explores applicant's level of motivation for achievement.

13. What kind of people do you get along with best?
Explores potential personality conflicts.

14. What kind of people do you find most difficult to get along with?
Explores potential personality conflicts.

15. What have you donein your present job that you are proudest of?
Explores applicant's concepts of achievement.

16. What do you expect to do in the position you are applying for?
Discoversif applicant's expectations are in line with what position offers.

17. Arethere any things you do not expect to do in the position you are applying for?
Discoversif applicant is not agreeable to doing some things job may require (i.e., working overtime).

18. What salary range are you looking for?
Discover if applicant's expectations are in line with what ministry intends to offer.

19. Do you have any questions about thisjob?
Check if you have left anything out that applicant might want to know.

* Ask open-ended questions that require explanations rather than those that require ayes or no.
- Ask: "Which word processing software do you prefer and why?"
- Not: "Have you ever used an IBM persona computer?’

* Set arelaxed conversational tone. Put the applicant at ease. Allow the applicant time to respond. Make
comments that encourage the applicant to continue talking.

* Don't force the applicant to become defensive by asking judgmental questions. Keep the questions as open-
ended and positive as possible.
- Ask: "Tell mewhy you would like to work for our company?"
- Not: "So, you want to quit your present job? How do | know you won't do that to us?"
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* Allow the applicant to respond at his or her own pace. Don't overload the person with several questions at
one time. Give the applicant the opportunity to clarify statements.
- Ask: "Y ou have heard good things about our ministry, why do you think you would enjoy working here?'
- Not: "What have you heard about our ministry? Who told you? Do you believe it? Why do you want to
work here?'

* Avoid asking questions concerning the following topics:

- Age - Raceor color

- Sexual preference or marital status - Specific travel or overtime limitations

- Credit status - Child careresponsibilities

- Medical information or physical abilities or limitations - Arrest or conviction records

- Worker's Compensation claims - Status of Armed Forces service or discharge

- Information on children, parents or responsibilities to the parents.
- National origin (Can ask if person's visa or immigration status will prohibit legal employment in the
United States.)

kkhkkkhkkhkkhkkhkkhkhhkkhkkhhkhkkhhkhkkhhkhkkhhkhkkhhkhkkhhkkhkhkkhkkkkx*%x

Options Availableto Field Ministriesfor Background Reference Checks

kkhkkhkkkkhkkkhhkkkhhkkkhhkhkkhhkhkkhhkhkkhhkkhkhkkhkkkikkkkkk*,*%x

Background Verifications:

Member ministries have two optionsfor obtaining pre-employment background verifications of prospective
employees, when hiring for example someoneto work in your Y outh Education Department. Employment can
also be construed to mean engaging the services of volunteers, especialy if serving with youths. Some of the
background verification reports available are criminal records, education verification, professional licenses
and ordination confirmations, social security number trace, previous employment, motor vehicle, and
reference interviews.

|nternet Agencies:
The Association of Unity Churches highly recommendstwo optionsfor background verificationswith one of
the following Internet companies:

First Option: ChoicePoint Services, Inc.
1000 Alderman Dr.
Alpharetta, Geor gia 30005
Toview thisprovider loginto their securewebsiteat: www.employment.screennow.com.

Asaclient of ChoicePoint®, any member ministry agreesto restrict the use of theinformation in thereportsto
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personnel employment selection or retention purposes only and agreesto abide by the Fair Credit Reporting
Act. Tousethisserviceloginto the Internet site and view information about ChoicePoint® prior to signing up
for the service. Thiswill alow you to seeif the company will be ahelpful resource for what you are seeking.
If so then you can sign up [register] with the company. Once you have registered to use ChoicePoint® asyour
preferred background-screening provider, alow for five working days in order to have your application for
registration approved. Approval isnecessary dueto the confidentia information that the company provideson
individuals; approval insures that the information sent will go to alegitimate company and contact person.

ChoicePoint® is a paperless system, dealing with Internet access for your searches, and communication
responses by e-mail when your search iscompleted. New users have accessto all background reportsavailable
except Motor Vehicle Records and Credit Reports. Additional information confirming your company is
needed for these reports aong with a cal to ChoicePoint® for activation and approval.

ChoicePoint® is user friendly and provides product descriptions, pricing, sample reports, user guide,
information on federal laws pertaining to background searches, customer support services, and authorization
formsto allow for easy access to the system.

Second Option: www.reducingtherisk.com [making your church safe from child sexual abuse]

“Reducing the Risk” givesadetailed explanation of thetotal packagein screening starting with an application,
interview, references, and then background checks. This Internet service aso provides online seminars,
library, and a support system. This website enables your ministry to provide comprehensive training to both
employees and volunteer workersto reduce risk of child sexual abuse. The annual enrollment fee permitsall
members of alocal congregation to access the site.

The cost to access this website is free for one-year with the purchase of the Reducing the Risk resource kit
[$49.95]. After theinitial first year, thefeeis$25 per year. Theresourcekit, “ Reducing the Risk” includesthe
following:

- 6 training videos on DVD [“Making Your Church Safe from Child Sexua Abuse”
“Understanding the Profile of Child Molesters,” “Selecting and Screening Workers,”
“Principles of Supervision,” “Responding to Allegations of Abuse,” and “Implementing a
Program to Reduce Child Sexual Abusein Y our Church.”]

- A completely revised reference book containing helpful information on each key topic.

- A new training manual with detailed lesson plans on how to use the kit in your church.

- Plus, 1-year free online support at www.reducingtherisk.com.

Thiswebsite al so includes online seminarswith interactive exercisesthat provideimmediate feedback. There
is a comprehensive reference library of legal cases and developments that affect churches, and access to
hundreds of articles. Also provided isadiscussion board to ask questions, solve problems, obtain additional
information, and ability to interact with other church leaders across the United States.

For more information regarding Risk Management contact the Association of Unity Churches
Education Department.
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COMPENSATION AND BENEFITS
WAGE AND SALARY ADMINISTRATION

Certain employees perform work that is subject to the Fair Labor Standards Act (Wageand Hour Law) and are
referred to as "non-exempt" employees. Employees exempt from certain major parts of the act are known as
"exempt" employees. Non-exempt employees are paid aregular rate for the number of hoursworked in apay
period and are eligible for overtime pay. Exempt employees are paid aregular salary, regardless of the hours
worked. However, thefirst paycheck for the exempt employee will be paid with a prorated rate according to
the employment starting date (number of working days for said pay period).

Palicy:

Benefits provided by Unity of Vero Beach are an important part of total compensation. These include
Worker's Compensation Insurance as well as Social Security protection (FICA for non-Minister employees,
self-employment tax for Ministers), which is paid by the ministry and the employee. Employees are paid in
accordance with the ministry's salary administration guidelines, and in compliance with federal, stateand local
regulations. Employee salary levels are confidential.

Pay Day:
All employees are paid on a schedule determined by the Minister and Board of Trustees of Unity of Vero

Beach. Paychecks aredistributed by the Minister, or designee. No employee checksarereleased toindividuals
other than the empl oyee without the written consent of the employee.

Time Sheets:

Employeesareresponsiblefor ensuring that time sheetsarefilled out properly and turned in to their supervisor
for approval. (A designated person should total the time sheets and have the Minister approve the totals.)
Employees’ record their hours worked as well as any hours charged to sick leave, vacation, or holiday on the
Weekly Time Sheet. (See Personnel Form Exhibit 5.)

Overtime:

On occasion, scheduling overtime may be necessary due to an absencein the department, increasein activity,
or various other reasons. Supervisors assign overtime as far in advance as possible. Employees assigned to
work overtime are expected to fulfill the assignment. An overtime request form must accompany all Weekly
Time Sheets when overtime is worked. No employee may work overtime of his or her own accord. (See
Personnel Form Exhibit 7.)

Non-exempt employees are paid one and one-half timestheir hourly rate for hours worked in excess of forty
(40) hoursin oneweek (Sunday through Saturday). Holidays, vacations and paid sick leave which fall within
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the regular work week will not be included as time worked for purposes of computing overtime hours. All
overtime work must be authorized in advance by the Minister.

Confidentiality:

Information concerning individual salariesand salary rangesisavailableto those supervisorsdirectly involved
in and with authority over the control, budgeting, or administration of salaries. Salary information is
confidential, and is released to no one but the board and the employee involved.

Salary Reviews:

Performance and salaries are reviewed ssimultaneously annually. Criteria for the review is based upon the
duties and responsibilities of the employee'sjob description. During the review processthe employeeisasked
to give feedback, both written and oral, on there needs, personal development, and investment intheir job. The
review process between the employee and supervisor will establish performance responsibilities, objectives
and standards; provide a uniform method for measurement and assessment; determine department and
employee needs; and encourage communication. Adequate uninterrupted time should be scheduled between
the employee and supervisor for the review process.

A salary range is established for each position providing a means for salary progression in the position.
Progresswithin the salary rangeis based on experience and merit. All salaries are reviewed on theemployee's
anniversary date and annually thereafter. Increases are considered only after the Minister presents the
Performance Review Form (see Personnel Form Exhibit 2) to the Board of Trustees.

The Minister's Personnel Review (see Job Descriptions. Performance Review Senior Minister) and salary
increase considerations are as above except conducted by the Board of Trustees.
EMPLOYEE BENEFITS

Bonuses:
Bonuses are established at the discretion of the Board of Trustees.

Holidays:

The ministry observes the following holidays:

New Y ear's Day Labor Day Good Friday Martin Luther King Day
Memoria Day Christmas Day Independence Day  Thanksgiving Day

To be dligibleto receive holiday pay, an employee must work their regularly scheduled day before and after
the holiday. If a vacation day or personal day is scheduled in advance on the workday before or after the
holiday, the holiday ispaid. If the holiday falls on Saturday or Sunday, observanceison theworkday closest to
the holiday.

Regular full-time employeesreceivefull holiday pay. Eligibility for holiday pay for part-time employeesison
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aprorated basis and temporary part-time employeesis on aprorated basis, if the holiday falls on ascheduled
workday.

Personal Holidays:

In addition to the above holidays, regular full-time employees receive two persona holidays each year,
credited annually on their anniversary date, after onefull year of service. Personal holidaysarefor theregular
full-time employee to use at their discretion. Persona holidays may not be carried over into the next
anniversary year, nor will payment be given in lieu of time off.

Vacation:

Paid vacation isintended to provide the employee with time away to temporarily put aside the demands of the
job and enjoy periods of rest and relaxation. Employees are encouraged to take all earned vacation during the
year in which it is earned. Vacation pay will not be given in lieu of time off.

Coordinatorg/Director /M anager s or_equivalent:
First Year: 3 weeks (15 days). (Vacation accrues from date of hire. Can begin to take accrued time after
four (4) months.)

Second Year: 16 days vacation in the second year. (Thereafter, one additional vacation day each year up to
twenty (20) days.)

Full-time Assistants and Support Staff:
First Year: 2 weeks (10 days). (Vacation accrues from date of hire. Can begin to take accrued time after
four (4) months.)

Second Year: 11 days vacation in the second year. (Thereafter, one additional vacation day each year up to
fifteen (15) days.)

Part-time Assistants and Support Staff:
Prorated according to average number of hours worked per week.

All vacations, regardless of when scheduled, need to be requested on the Time Off Request Form (see
Personnel Form Exhibit 6) and approved in advance by the Minister. Vacation time is taken on aweekly or
dally basis. Operating requirements and vacation requests from other employees are aso considered.
Generally, vacation requestsfrom longer-service employees are given preference. Vacation timefor persona
business, religious observance, or other unpaid absences is taken with the Minister's approval.

Compensation for vacation time is calculated at the hourly rate in effect at the time of payment, subject to
applicable taxes and deductions. Vacation checks are distributed on the regularly scheduled payday.

If an empl oyee has reached the maximum yearly accrual, and is unableto schedule al vacation time during the
year, amaximum of five (5) day's vacation may be carried over into the next year, if approved by the Minister.
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ATTENDANCE AND PUNCTUALITY

Palicy:
Regular attendance and punctuality of employees during scheduled hours of work isessential for theministry

to meet operational demands. All employees are expected to report for work regularly, ontime, and remain at
work until the end of the workday.

Reporting Absences and L ateness:

Employees are to notify the Minister, or other designee, at |east fifteen (15) minutes before the beginning of
their work day or as soon as possible, if they are unable to report to work or will be late for work. If an
employeeisconfined to bed, hospitalized, or otherwise unableto personally report the absence, arrangements
should be made to have someone notify the Minister, or other designee, of the employee's situation. In
reporting absences, the message should include the reason for the absence, expected time of return to work,
and the name of the person reporting the absence. Absences and tardiness should be noted on the empl oyees’
attendance record. An employee who is absent from work for one or more consecutive working days, and has
not notified the Minister, or other designee, is considered to have abandoned their job and will be subject to
immediate termination.

Excessive Absenteeism:

Unsati sfactory attendance or excessive absenteei sm, including frequently reporting late or quitting early, will
be causefor disciplinary action. Employeeswho are absent or |ate for more than six (6) daysin six (6) months
(except for long-term or chronic illnesses) will be counsel ed by the Minister. Being absent from work for one
or more consecutive days for the same reason is considered to be one incident of absence. Absences or
tardiness of twelve (12) or more days in one-year will be given awritten Performance Improvement Plan. If
timeliness/attendance does not improve in the required period of time as outlined in the Performance
Improvement Plan, the employee will be dismissed.

Unpaid Absences:
Absences caused by personal emergency or personal illnessthat extend beyond accrued paid absenceleaveare
taken without pay or charged against vacation time, subject to approval by the Minister.

Paid Absences:

Paid absenceleave, whichincludessick leave, iseligibleto regular full-time and regul ar part-time employees
only. Regular full-time employees accrue seven (7) hours per month and regular part-time employees accrue
three and one-half (3.5) hours per month. Paid absenceis provided for employees so they do not haveto use
vacation time for illnesses or emergencies. Accrued sick leaveis not intended as additional time off and can
not be used as such. Sick time may accrue to a total of 160 hours. However, accrued sick time is not
reimbursed at resignation or termination. A doctor's statement will berequired for any illnesslasting three (3)
continuous days and this statement will be given to the Minister, or other designee, upon returning to work.
Medical statements will be filed in the employee’ s personnel file. Employees who have more than six (6)
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separate occurrences of sick leave per year, no matter the duration, may jeopardize asalary increase and will
receive disciplinary action.

Paid absence time will not accrue to an employee while he/she is on an extended |eave of absence (that is:

pregnancy, family/medical leave, worker's compensation or sick leave). If an employeeisabsent for lessthana
full day, their paid absence accrua account is charged for the hours of absence.

Absences dligible for accrued pay

Personal IlIness:
The number of hours missed during aregularly scheduled work day by an employeefor sicknessor accident is
deducted from accrued paid absence leave.

[lInessin Immediate Family:
Absence due to family illness requiring the employee's presence.

Medical or Dental Appointments:
For employee or members of theimmediate family when such appointments cannot be schedul ed outside of
working hours.

Paternity L eave:
Male employees are granted time off for the birth of a child or to attend to important matters resulting from
thebirth of achild. Approval for paternity leaveisobtained in advance and islimited to one (1) week of work.

Absences dligible for pay and not deducted from accrued pay
Approved absencesfor thefollowing reasons are paid and are not deducted from accrued paid absences|eave:

Death in the Family:
A maximum of three (3) consecutive days is paid in the event of death in an employee's immediate family
(spouse, child, parent, brother, sister, grandparent, mother/father-in-law).

Court Duty:
Employees who are subpoenaed to appear in court aswitnesses, or called for jury duty, are paid thedifference

between any fees received (excluding expenses) and regular pay. Please retain your court pay stub, parking
receipts, etc. to provide to the Minister, or other designee.

Voting Time:
An employee may be granted time off with pay to votein anational, state, or local election for aperiod not to

exceed two (2) hours. Request for time off must be made to the Minister, or other designee, no later than the
day before the election.

Short-term Military Service:
Required service, such as National Guard duty or reserve duty, when such absence does not exceed two (2)
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weeks. The employee is paid the difference between regular pay and the amount received for military duty,
provided the employee submits all military vouchers to the Minister, or other designee, upon return.

Occupational Injury or llIness:
Absencedueto aninjury or illness occurring at or related to the employee'swork is paid, lessthe amount paid
by Worker's Compensation Insurance.

Absences Dueto Severe Weather:

The ministry is normally open during regular workdays regardless of weather conditions. If extreme
conditions force the office to close, the Minister, or other designee, will notify the employees. If the officeis
not officially closed, employees are expected to report to work within two (2) hours of regular starting time.
Payment beyond that time or absence on bad weather days is reviewed on an individual basis, and is
dependent upon travel distance, extenuating circumstances, and attendance record.

L eave of Absence:

Regular full-time employees who have completed six (6) months of employment may be granted a leave of
absencefor medical, military, or for personal reasons[which the Minister would deem to be for good cause].
A leave of absence will only be granted with the understanding that the employee will return to work at the
end of the designated leave time.

Employeesarerequired to provide notice of their intention of taking aleave of absenceat least thirty (30) days
prior to the start of the leave. If isit not possible to give athirty (30) day advance notice then the employee
should provide notice as soon as practical.

Employees returning from leave in less than a six (6) week period of timewill normally be returned to their
current position. For leaves exceeding six (6) weeks, every effort will be madeto reinstate theemployeeinthe
same position or one of like status. Alternate employment, extension of the leave or termination may be
necessary, if a position is not available when the employee is ready to return. A leave of absence will be
cancelled if an employee accepts other employment, becomes self-employed, or continues the leave for
purposes other than originally stated. All leaves of absence will be granted without pay; unused accrued sick
and vacation time may be used during thistime. Vacation and paid absenceswill not accrue to the employee
during this leave time.

36

Unity Ministry Policy Manual — October 2007



37

PERSONNEL

POLICIES




PERSONNEL POLICIES

Palicy:
All new employees will be oriented as to personnel policies. In order to maintain accurate and timely
employee records, the following procedures are followed when a change occursin:

- Name

- Address

- Home telephone number

- Education Record

- Department

- Employment status (hire, leave of absence, separation, etc.)
- Job title

- Number of dependents

- Payroll deductions

- Person to notify in case of emergency
- Sdary

Personal Data Changes:

For changes in personal data (listed above), the Minister, or other designee, completes a Personnel Action
Form (see Personnel Form Exhibit 4) for the employee changes and retains the origina after proper
authorization in the employee's personnel file.

Changesin Payroll Deductions:

Changes in withholding deductions require that the employee file revised federal and/or state withholding
forms. These forms are available from the church office. They are processed for payroll and filed in the
employee's personnel file.

Changes to Employment Record:
The Minister, or other designee, compl etes a Personal Action Form (See Personnel Form Exhibit 4) when an
employee:

- ishired or rehired

- istransferred from one department to another
- ispromoted or demoted

- changesjob classification

- begins or ends a leave of absence

- recelves asalary change

- terminates employment

Except in unusual circumstances, the Personnel Action Form iscompleted and approved prior to the effective
date of change. All Personnel Action Forms requesting promotions or salary changes are presented to the
Board of Trusteesfor approval or disapproval. Salary changes are effective on thefirst day of apay period. No
recommendation for action is communicated to the employee until a decision has been approved or
disapproved. The form is then filed in the employee's personnel file.
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PERSONNEL RECORDS

Palicy:

It isthe policy of Unity of Vero Beach to establish personnel records for each employee and maintain within
that file the documents and recordsrelevant to the employee's employment and performance. Thispolicy sets
forth the type of information collected, how it is maintained, and what information is disclosed and to whom.

Content of Personnel Files:
A personnel file is maintained on every employee. It contains a copy of:

- Employee's employment application and resume

- Personnel Action Form

- Required tax information, benefit enrollment and change forms

- Emergency information card, personal announcements (birth, marriage, etc.)

- Performance appraisal's and documentation

- Personnel Policy Agreement

- 1-9 Form (with Xeroxed copies of identification attached)

- Any other information relevant to the employee's relationship with the ministry
(i.e.: test results, acknowledgements, disciplinary action documentation, medical statements, injury reports,
etc.)

Changesto Personnel Files:
Employees are responsible for keeping their personnel records accurate and current with respect to personal
information, and are expected to notify the Minister or other designee, of any changes in the following:

Name change or emergency name change

Address change

Telephone number or emergency phone number change
Marital status

Number of dependents

Beneficiary designations for any benefit plans

Payroll deductions

Employees who have achangein the number of dependents or marital status must complete anew W-4 Form
for federa income tax withholding purposes. These forms are available in the church office.

M aintenance of Personnel Files:

Personnel files are maintained and updated by the Minister or other designee, and kept in alocked filein the
Minister's office. Filesfor background checks, including credit checks, must be maintained separate fromthe
employee's personnel file and kept in a secured area in the Minister's office. 1-9 forms must be kept in a
separate file. Emergency information cards must also be kept in a separate file.
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Accessto and Dissemination of Information:

Unless required by law, information regarding an employee will not be released to any public or private
agencies and/or personswithout prior written authorization from the empl oyeein accordance with the Privacy
Act. Upon request of athird party, however, the company may verify dates of employment, positionsheld, and
salary information as shown in company records, without written authorization. This information is to be
handled only by the Minister. The Minister will provide requested information in compliance with requests
from governmental and law enforcement agencies, if they have furnished proper identification, and proven
their legal authority and right to access the requested information.

All employee records are confidential. Access to the filesis limited to the Minister and those with avalid
business, regulatory, or legal reason to view. Current employees may review their own personnel records. A
reguest to do so should be directed to the Minister who will schedule atime for review. Records may not be
removed from the area where they are kept, but copies of portions of those records may be made with
permission from the Minister.

Employees should refer al external requestsfor personnel information concerning applicants, employees, or
past employees to the Minister. The Minister will only provide factual information on former employeesto
external reference checks, for example dates of employment, position held, and salary information.
Confidential information regarding the employee's home address or tel gphone number is released only with
the employee's written permission.

40

Unity Ministry Policy Manual — October 2007



41

PERSONAL

DEVELOPMENT




