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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 a framework for making
sound and equitable decisions. A copy of the manual may be distributed to each department and is
available to all employees; additional copies are available through the Association, both in hard copy
and on disk.

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

The success of our ministries in serving the needs of our members is measured by how effectively we
all work together. With an understanding of and a commitment to the principles that guide the
policies in this manual, we are confident that we can maintain our high standards and excellence of
service.
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********************************

VISION / MISSION STATEMENTS

**************************************

******************************************************************************

Mission Statement: Expressing God’s Love – Teaching Truth – Transforming Lives and Honoring
All.

******************************************************************************

Vision Statement:

*******************************************************************************
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GOALS BASED ON TRUTH PRINCIPLES
FOR UNITY CHURCH OF VERO BEACH

Learn about and develop an understanding 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.

Learn about and understand one's self.
* Develop an understanding of personal areas for growth such as learning, choosing, appreciating,
and forgiving.
* Develop a trust in self and belief in one's own potential.
* Develop an awareness of divine personal qualities and personal potential.
* Establish a realization of positive self-worth.

Discover one's relationship to God.
* Understand and develop skills in prayer and meditation.
* Understand faith and its practical application.
* Develop and practice the habit of praying.

Understand and practice harmonious living.
* Develop the understanding that God's universe is good.
* Gain understanding of the creative process.
* Establish and live by a set of practical working standards.

Learn how to widen and enhance relationships 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.

Learn about the sources of our faith.
* Gain a Unity 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 the life of Jesus and understand His teachings.
* Gain a general knowledge of Jesus' ministry, his life and activities.
* Develop an awareness of the Christ nature within.
* Develop and practice a personal 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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Legalistic /Hierarchical

Please refer to “Job Descriptions” for duties.

BOARD
(Minister is a member)

SENIOR MINISTER

Center
Administr

ator

Youth
Education
Director

Youth
Education
Assistant

Licensed
Teacher
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Director

Support
Staff

Bookstore
Manager
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And

Grounds
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FUNCTIONAL

-----------------------------

Overlapping boxes indicate areas of collaboration; other
areas are primarily Minister primarily Board directed.

Lines of authority indicated by a solid line.

Lines of communication indicated by dotted line.

BOARD- MINISTER

Paid / Unpaid
(May be arranged in a
workable structure.)

All
Committees
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HONORING DIVERSITY

We believe that all 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 programs to reach out to all who seek Unity
support and spiritual growth. It is imperative 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 is to ensure that all 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 all people, regardless of physical
challenges; the translation of our materials into 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 is with 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 loves each one of us
equally. It is therefore 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 this is what honors the God of all 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 Regulations, the employment policies and practices of Unity
of Vero Beach are administered without regard to race, color, age, national origin, gender, disability, veteran’s
status, sexual orientation or ethnicity. Although it is legal 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 is insured 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 this relationship to remain effective, supervisors must be aware of employee concerns.
It is therefore important for employees to discuss their ideas, concerns and suggestions.

AMERICANS WITH DISABILITIES ACT

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
functional 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

It is the intent of Unity of Vero Beach, that the environment be one of informality, friendliness and respect for
others. It is our policy to maintain a safe, productive working environment free from sexual 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

It is the policy of Unity of Vero Beach, to list examples of what constitutes serious misconduct. The following
list of violations is prohibited and will subject the involved person(s) to disciplinary action up to and including
termination. These violations include, but are not limited to, the following:

1. Theft or unauthorized use of Unity of Vero Beach property or other employee's personal property.
2. Willful destruction of Unity of Vero Beach property.
3. Falsification of personnel, operational, or Unity of Vero Beach records.
4. 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 rules when warned, or
repeated failure to cooperate with policies.
6. Failure to 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.

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.

GRIEVANCES POLICY

It is the policy of Unity of Vero Beach that every employee, regardless of position, shall be treated with
respect and in a fair 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 responsible for
informing the Minister so that problems can be resolved promptly and effectively. The Minister is responsible
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 Procedure for a Minister:
If the Minister has a grievance, it is discussed with the President of the Board of Trustees. If the grievance is
not resolved, it is filed in writing on a Grievance Review Form (see Personnel Exhibit 10) and given to the
Board of Trustees. Copies of all 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 Procedure for 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 Churches Yearbook. The decision of
the Senior Minister is final.

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 Vero Beach will not tolerate 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 also 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 unwelcome or offensive conduct relating to an individual's race, 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 a violation of the law and will not be tolerated. Sexual harassment, as defined by the
Equal 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 a term or condition of the individual's employment; (2) submission to or rejection of such conduct
by an individual is used as a basis for employment decisions affecting such individual; or (3) such conduct has
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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 also include the following:

- Sexual 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.

Steps to take in investigating sexual harassment charges:

- Have the employee put into writing what was done and how they believe this was a form 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 individual admits harassment then disciplinary action should be taken. If they deny the
allegation then an investigation should be discreetly conducted.

- An investigation, 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 the investigation substantiates the complaint, corrective action will be taken, up to and including
discharge of the offender. The employee who 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 a report
of discriminatory harassment in good faith, nor will it permit any manager or employee to do so. Retaliation is
a serious 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 all personnel.
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SAFETY AND HEALTH

Unity of Vero Beach intends to 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 are to immediately notify the Minister who will arrange for
medical treatment. Worker's Compensation reports are to be filed immediately by the Minister or other
designee. In case of serious injury or illness, employees are immediately taken to a hospital emergency room.

DRUG AND ALCOHOL FREE WORK PLACE

Unity of Vero Beach recognizes that substances such as alcohol and drugs are used by individuals 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 is implemented because Unity of Vero Beach believes that the impairment of any employee due to his
or her use of substances creates a risk of injury to other employees, the impaired employee, or to third parties.

The employee who begins work while impaired or who becomes impaired while at work is guilty of a major
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 this to their Minister. This is for 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
activities include, but are not limited to: soliciting signatures, selling merchandise, distribution of literature,
pamphlets, or printed material of any kind on the premises. To provide employees with an atmosphere free 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 materials 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
- all 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 dress and appearance.
Casual clothes such as shorts, undershirts, tank tops, or similar items are not considered appropriate for 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 become involved in actions that may be taken against the ministry or employee
for collection of personal debts or accounts. Therefore, employees are expected to manage their personal
financial affairs accordingly.
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EMPLOYMENT PROCEDURES
RECRUITMENT AND SELECTION

Policy:
The policy of Unity of Vero Beach is to fill all open positions with 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:
Employees are hired to fill regular full-time, part-time, or temporary full-time or part-time positions. In certain
circumstances, there are staff workers who are volunteers.

Regular 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.

Regular 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 all on a prorated basis.

A temporary employee is an individual hired either on a part-time or full-time basis for 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 eligible 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 workers who are "volunteers" and do not receive pay or benefits,
but who are subject to employee rules and practices as outlined in this manual.

Contract employees would include musicians, computer support persons, or consultants and would be dealt
with on a case 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 benefits would 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 develop a job 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 should describe the job not the person who fills it. 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. The best day to run a
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].

Interviewing Process:
The employment interview is a vital element of the selection process. It allows the 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 a candidate in person and is helpful in eliminating candidates that
may not be qualified for the position, looking for what you are offering within a salary range, or able to 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 organization, 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® as a possible company to
use for outside background reference checks. You can access ChoicePoint® on the Internet at
www.screennow.com.]

Tips to keep in mind when conducting reference checks on prospective employees:

- If possible talk to their direct supervisor; try to avoid the Personnel Department, they will be less likely
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 employee is eligible for rehire.
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- Try to conduct at least 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 along with the employee’s application should be placed in the their
personnel file.

Tips to 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 as illnesses, 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:
Skills testing is conducted only if the test is representative of actual job related duties. Clerical tests should be
administered by the Minister, or designee, to insure that applicants receive consistent treatment. Tests should
be used as a final screening device for your top candidates and before hiring the candidate. Test results are
forwarded to the Minister. All tests should be confidential and are filed separately from personnel paperwork,
and available only to the employee's supervisor or the Minister.

Selection and Offers of Employment:
After all applicants are considered, the candidate is selected and starting salary rate is determined, consistent
with the salary administration program of the ministry. The Minister, or other designee, should make the 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
Trustees or Minister, employment at Unity of Vero Beach is "at-will." This means that either the employee or
Unity of Vero Beach may terminate the employment relationship at any time, for any reason, or for no reason
at all. No one at Unity of Vero Beach is authorized to enter into any written (or verbal) employment contracts
with any employee without the express written consent of the Board of Trustees or Minister.

This policy will not be modified by any statements contained elsewhere in this manual, or in any employment
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applications, recruiting materials, memoranda, or other materials provided to employees in connection with
their employment. Also, those documents will not create an expressed or implied contract of employment for
any period of time.

ORIENTATION OF NEW EMPLOYEE

Policy:
The manner in which new employees are assimilated into the ministry may well influence how long they stay
with the ministry and how productive they are. It is important, therefore, that the orientation of new and newly
transferred employees, especially during the first week, is well planned and paced so that the employee is not
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, I-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 telephone numbers to the employee 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: Office supplies for blank copies of W-4 and I-9 forms can be ordered through the Internal
Revenue Service. These forms are free of charge and offered on the Internet.

A new W-4 will need to be filled out by any employee who experiences a change in address, marital status,
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or deductions. An I-9 form requires Xeroxed copies of the employee’s identification 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 Brochures and Church Bylaws: The employee should have a copy of the church Bylaws to ensure
a working knowledge of the rules governing the organization. The following brochures are helpful 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 employees have completed the pertinent forms and returned them to the Minister or other designee, then
the Minister or other designee completes a Personnel 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 personnel file which is then filed in the Minister's office.

PRE-EMPLOYMENT INQUIRY GUIDE

This guide is not a complete definition of what can and cannot be asked of applicants. It is illustrative and attempts to answer the
questions most frequently asked about equal opportunity law. It is hoped that in most cases the given rules, either directly or by
analogy, will guide all personnel involved in the pre-employment processes of recruiting, interviewing, and selection. This guide
pertains only to inquiries, advertisements, etc., directed to all applicants prior to employment. Information required for records
such as race, sex, and number of dependents may be requested after the applicant is on the payroll provided such information is
not used for any subsequent discrimination, as in upgrading or layoff.

These laws are not intended to prohibit employers from obtaining sufficient job-related information about applicants as long 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
results intended by the courts and Congress. Employment discrimination can be eliminated only if the laws and regulations are
followed in the spirit in which they were conceived.

SUBJECT PERMISSIBLE INQUIRIES INQUIRIES TO BE AVOIDED
1. NAME "Have you worked for this company under Inquiries about name which would indicated

a different 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 Whether applicant can meet specified work Any inquiry indicating whether an applicant
AND FAMILY schedules or has activities, commitments is married, single, divorced, engaged, etc.
STATUS or responsibilities that may hinder the meeting Number and age of children. Information

of work attendance requirements. Inquiries Information on child-care arrangements.
as to a duration of stay on job or anticipated Any questions concerning pregnancy. Any
absences which are made to males and such questions which directly or indirectly
females alike. result in limitation of job opportunities.

3. AGE Requiring proof of age in the form of a work Requirement that applicant state age or date
permit or a certificate of age - if a minor. of birth. Requirement that applicant produce
Requiring proof of age by birth certificate proof of age in the form of a birth certificate
after being hired. Inquiry as to whether or or baptismal record. The Age Discrimination
not the applicant meets the minimum age in Employment Act of 1967 forbids
requirements as set by law and requirement discrimination against persons between the
that upon hire proof of age must be submitted ages of 40 and 70.
in the form of a birth certificate or other forms
of proof of age. If age is a legal requirement,
"if hired, can you furnish proof of age," or
statement that hire is subject to verification
of age. Inquiry as to whether or not an applicant
is younger than the employer's regular retirement
age.

4. HANDICAPS For employers subject to the provision of theAn employer must be prepared to
Rehabilitation Act of 1973, applicants may be prove that nay physical and mental
"invited" to indicate how and to what extent requirements for a job are due to "business
they are handicapped. The employer must necessity" and the safe performance of the
indicate to applicants that: 1) compliance with job. These inquiries should be avoided as
the invitation is voluntary; 2) the information selection criteria unless it's provable that a
is being sought only to remedy discrimination bona fide occupational qualification (BFOQ)
or provide opportunities for the handicapped; is involved. A BFOQ is a qualification that
3) the information will be kept confidential; is absolutely necessary to perform a job.
and 4) refusing to provide the information Except in cases where undue hardship can
will not result in adverse treatment. All be proven. Employers must make reasonable
applicants can be asked if they are able to accommodations for the physical and mental
carry out all necessary job assignments limitations of an employee or applicant.
and perform them in a safe manner. "Reasonable accommodation" includes

alteration of duties, work schedules,
The physical setting, and provision of aids.

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.

5. SEX Inquiry or restriction of employment is Sex of applicant. Any other inquiry which
permissible only where a bona fide occupational would indicate sex. Sex in not a BFOQ
qualification exists. (This BFOQ exception is because a job involves physical labor (such
interpreted very narrowly by the courts and the as heavy lifting) beyond the capacity of some
EEOC.) The burden of proof rests on the women nor can employment be restricted just
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employer to prove that the FBOQ does exist because the job is traditionally labeled "men's
and that all members of the affected class are work" or "women's work." Applicant's sex
incapable of performing the job. Sex of cannot be used as a factor for determining
applicant may be requested (preferably not on whether or not an applicant will be satisfied
the employment application ) for affirmative in a particular job. Questions about an
action purposes but may not be used as an applicant's height or weight, unless
employment criterion. demonstrably necessary as requirements for

the job.

6. RACE OR General distinguishing physical characteristics Applicant's race. Color of applicant's skin
COLOR such as scars, etc., to be used for identification 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.

7. ADDRESS Applicant's address. Inquiry into length of stay Specific inquiry into foreign address which
OF DURATION at current and previous addresses. "How long would indicate national origin. Names and
OF RESIDENCE a resident of this state or city?" relationships of persons with whom applicant

resides. Whether applicant owns/rents home.

8. BIRTHPLACE "Can you after employment submit a birth Birthplace of applicant. Birthplace of
certificate or other proof of U.S. citizenship?" applicant's parents, spouse, or other relatives.

Requirement that applicant submit birth
certificate before employment.

9. RELIGION An applicant may be advised concerning normal Applicant's religious denomination or
hours and days of work required by the job to affiliation, church, pastor, parish, or religious
avoid possible conflict with religious or other holidays observed. Any inquiry to indicate
personal convictions. However, except in cases or identify religious denomination or
where undue hardship can be proven, employers customs. Applicants may not be told that
and unions must make "reasonable any particular religious groups are required
accommodation" for religious practices of an to work on their religious holiday
employee or prospective employee. "Reasonable
accommodation" may include voluntary substitutes,
flexible scheduling, lateral transfer, or change
of job assignments.

10. MILITARY Type of education and experience in service Type of discharge.
RECORD as it relates to a particular job.

11. PHOTOGRAPH May be required for identification after hiring. Requirement that applicant affix a photograph
to his application. Request that applicant at
his option, submit photograph.

12. CITIZENSHIP "Are you a citizen of the United State?" "Do "Of what country are you a citizen?" Whether
you intend to remain permanently in the U.S.?" applicant or his parents or spouse are
"If not a citizen, are you prevented from 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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or immigration status?" Statement that, if U.S. citizenship. Requirement that applicant
hired, applicant may be required to submit produce his naturalization papers. Whether
proof of citizenship. applicant's parents or spouse are citizens of

the U.S.

13. ANCESTRY Languages applicant reads, speaks, or writes Inquiries into applicant's lineage, ancestry,
OR fluently. (If another language is necessary national origin, descent, birthplace, or
NATIONALITY to perform the job.) language. National origin of applicant's

parents or spouse.

14. EDUCATION Applicant's academic, vocational, or Any inquiry asking specifically the nationality,
professional education; school attended. racial or religious affiliation of a school.
Inquiry into language skills such as reading, Inquiry as to how foreign language ability
speaking, and writing foreign languages. was acquired.

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

16. CONVICTION Inquiry into actual convictions which relate Any inquiry relating to arrests. Any inquiry
reasonably to fitness to perform a particular into or request for a person's arrest, court,
job. (A conviction is a court ruling where theor conviction record if not substantially,
party is found guilty as charged. An arrest is related to functions and responsibilities
merely the apprehending or detaining of the of the particular job in question.
person to answer the alleged crime.)

17. RELATIVES Names of applicant's relative already Name or address of any relative of adult
employed by this company. Names and applicant.
address of parents or guardian (if applicant
is a minor).

18. NOTICE IN Name and address of persons to be notified Name and address of relative to be
CASE OF in case of accident or emergency. notified in case of accident or emergency.
EMERGENCY

19. ORGANIZ- Inquiry into any organizations which an "List all organizations, clubs, societies,
ATIONS applicant is a member of providing the name and lodges to which you belong." The

or character of the organizations does not names of organizations to which the applicant
reveal the race, religion, color, or ancestry belongs if such information would indicate
of the membership. "List all professional through character or name the race, religion,
organizations to which you belong. What color, or ancestry of the membership.
offices do you hold?"

20. REFERENCES "By whom were you referred for a position Requiring the submission of a religious
here?" Names of persons willing to provide reference. requesting reference from



Unity Ministry Policy Manual – October 2007

26

professional and/or character references applicant's pastor.
for applicant.

21. CREDIT None. Any questions concerning credit rating,
RATING charge accounts, etc. Ownership of a car.

22. MISC. Notice to applicants that any misstatements
or omissions of material facts in the application
may be cause for dismissal.

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

SAMPLE INTERVIEW QUESTIONS AND REASONS FOR ASKING

1. Tell me about 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 have you had in this area?
Allows applicant to respond in more depth than you might be able to ask.

4. What are your strengths regarding the position you are applying for?
Gains insight into applicant's perceived strengths.

5. What are your limitations regarding the position you are applying for?
Gains insight 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 like least about your present job?
Explores applicant's areas of dissatisfaction.

10. Are there any job conditions or situations that make you feel uneasy?
Explores potential problem areas.

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

12. Where would you like to be in 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 done in 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?
Discovers if applicant's expectations are in line with what position offers.

17. Are there any things you do not expect to do in the position you are applying for?
Discovers if 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 this job?
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 a yes or no.
- Ask: "Which word processing software do you prefer and why?"
- Not: "Have you ever used an IBM personal computer?"

* Set a relaxed 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 me why you would like to work for our company?"
- Not: "So, you want to quit your present job? How do I know you won't do that to us?"



Unity Ministry Policy Manual – October 2007

28

* 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: "You 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 - Race or color
- Sexual preference or marital status - Specific travel or overtime limitations
- Credit status - Child care responsibilities
- 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.)

*****************************************

Options Available to Field Ministries for Background Reference Checks

*****************************************

Background Verifications:
Member ministries have two options for obtaining pre-employment background verifications of prospective
employees, when hiring for example someone to work in your Youth Education Department. Employment can
also be construed to mean engaging the services of volunteers, especially 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.

Internet Agencies:
The Association of Unity Churches highly recommends two options for background verifications with one of
the following Internet companies:

First Option: ChoicePoint Services, Inc.
1000 Alderman Dr.
Alpharetta, Georgia 30005

To view this provider log into their secure website at: www.employment.screennow.com.

As a client of ChoicePoint®, any member ministry agrees to restrict the use of the information in the reports to
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personnel employment selection or retention purposes only and agrees to abide by the Fair Credit Reporting
Act. To use this service log into the Internet site and view information about ChoicePoint® prior to signing up
for the service. This will allow you to see if the company will be a helpful resource for what you are seeking.
If so then you can sign up [register] with the company. Once you have registered to use ChoicePoint® as your
preferred background-screening provider, allow for five working days in order to have your application for
registration approved. Approval is necessary due to the confidential information that the company provides on
individuals; approval insures that the information sent will go to a legitimate 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 is completed. New users have access to all background reports available
except Motor Vehicle Records and Credit Reports. Additional information confirming your company is
needed for these reports along with a call 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
forms to allow for easy access to the system.
Second Option: www.reducingtherisk.com [making your church safe from child sexual abuse]

“Reducing the Risk” gives a detailed explanation of the total package in screening starting with an application,
interview, references, and then background checks. This Internet service also provides online seminars,
library, and a support system. This website enables your ministry to provide comprehensive training to both
employees and volunteer workers to reduce risk of child sexual abuse. The annual enrollment fee permits all
members of a local 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 the initial first year, the fee is $25 per year. The resource kit, “Reducing the Risk” includes the
following:

- 6 training videos on DVD [“Making Your Church Safe from Child Sexual 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 Abuse in Your 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.

This website also includes online seminars with interactive exercises that provide immediate feedback. There
is a comprehensive reference library of legal cases and developments that affect churches, and access to
hundreds of articles. Also provided is a discussion 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 (Wage and 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 a regular rate for the number of hours worked in a pay
period and are eligible for overtime pay. Exempt employees are paid a regular salary, regardless of the hours
worked. However, the first 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).

Policy:
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, state and 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 are distributed by the Minister, or designee. No employee checks are released to individuals
other than the employee without the written consent of the employee.

Time Sheets:
Employees are responsible for ensuring that time sheets are filled 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 absence in the department, increase in 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 times their hourly rate for hours worked in excess of forty
(40) hours in one week (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 salaries and salary ranges is available to those supervisors directly 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 simultaneously annually. Criteria for the review is based upon the
duties and responsibilities of the employee's job description. During the review process the employee is asked
to give feedback, both written and oral, on there needs, personal development, and investment in their 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.
Progress within the salary range is based on experience and merit. All salaries are reviewed on the employee'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 Year's Day Labor Day Good Friday Martin Luther King Day
Memorial Day Christmas Day Independence Day Thanksgiving Day

To be eligible to 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 is paid. If the holiday falls on Saturday or Sunday, observance is on the workday closest to
the holiday.

Regular full-time employees receive full holiday pay. Eligibility for holiday pay for part-time employees is on
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a prorated basis and temporary part-time employees is on a prorated basis, if the holiday falls on a scheduled
workday.

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

Vacation:
Paid vacation is intended 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.

Coordinators/Directors/Managers 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 a weekly or
daily basis. Operating requirements and vacation requests from other employees are also considered.
Generally, vacation requests from longer-service employees are given preference. Vacation time for personal
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 employee has reached the maximum yearly accrual, and is unable to schedule all vacation time during the
year, a maximum 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

Policy:
Regular attendance and punctuality of employees during scheduled hours of work is essential for the ministry
to meet operational demands. All employees are expected to report for work regularly, on time, and remain at
work until the end of the workday.

Reporting Absences and Lateness:
Employees are to notify the Minister, or other designee, at least 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
employee is confined to bed, hospitalized, or otherwise unable to 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 employees’
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:
Unsatisfactory attendance or excessive absenteeism, including frequently reporting late or quitting early, will
be cause for disciplinary action. Employees who are absent or late for more than six (6) days in six (6) months
(except for long-term or chronic illnesses) will be counseled 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 a written 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 illness that extend beyond accrued paid absence leave are
taken without pay or charged against vacation time, subject to approval by the Minister.

Paid Absences:
Paid absence leave, which includes sick leave, is eligible to regular full-time and regular 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 absence is provided for employees so they do not have to use
vacation time for illnesses or emergencies. Accrued sick leave is 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 be required for any illness lasting 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 a salary increase and will
receive disciplinary action.

Paid absence time will not accrue to an employee while he/she is on an extended leave of absence (that is:
pregnancy, family/medical leave, worker's compensation or sick leave). If an employee is absent for less than a
full day, their paid absence accrual account is charged for the hours of absence.

Absences eligible for accrued pay

Personal Illness:
The number of hours missed during a regularly scheduled work day by an employee for sickness or accident is
deducted from accrued paid absence leave.

Illness in Immediate Family:
Absence due to family illness requiring the employee's presence.

Medical or Dental Appointments:
For employee or members of the immediate family when such appointments cannot be scheduled outside of
working hours.

Paternity Leave:
Male employees are granted time off for the birth of a child or to attend to important matters resulting from
the birth of a child. Approval for paternity leave is obtained in advance and is limited to one (1) week of work.

Absences eligible for pay and not deducted from accrued pay
Approved absences for the following reasons are paid and are not deducted from accrued paid absences leave:

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 as witnesses, or called for jury duty, are paid the difference
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 vote in a national, state, or local election for a period 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 Illness:
Absence due to an injury or illness occurring at or related to the employee's work is paid, less the amount paid
by Worker's Compensation Insurance.

Absences Due to 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 office is
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.

Leave of Absence:
Regular full-time employees who have completed six (6) months of employment may be granted a leave of
absence for 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.

Employees are required to provide notice of their intention of taking a leave of absence at least thirty (30) days
prior to the start of the leave. If is it not possible to give a thirty (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 time will normally be returned to their
current position. For leaves exceeding six (6) weeks, every effort will be made to reinstate the employee in the
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 this time. Vacation and paid absences will not accrue to the employee
during this leave time.
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PERSONNEL POLICIES

Policy:
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 occurs in:

- 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
- Salary

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 original after proper
authorization in the employee's personnel file.

Changes in 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, completes a Personal Action Form (See Personnel Form Exhibit 4) when an
employee:

- is hired or rehired
- is transferred from one department to another
- is promoted or demoted
- changes job classification
- begins or ends a leave of absence
- receives a salary change
- terminates employment

Except in unusual circumstances, the Personnel Action Form is completed and approved prior to the effective
date of change. All Personnel Action Forms requesting promotions or salary changes are presented to the
Board of Trustees for approval or disapproval. Salary changes are effective on the first day of a pay 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

Policy:
It is the policy of Unity of Vero Beach to establish personnel records for each employee and maintain within
that file the documents and records relevant to the employee's employment and performance. This policy 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 appraisals and documentation
- Personnel Policy Agreement
- I-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.)

Changes to 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 a change in the number of dependents or marital status must complete a new W-4 Form
for federal income tax withholding purposes. These forms are available in the church office.

Maintenance of Personnel Files:
Personnel files are maintained and updated by the Minister or other designee, and kept in a locked file in the
Minister's office. Files for background checks, including credit checks, must be maintained separate from the
employee's personnel file and kept in a secured area in the Minister's office. I-9 forms must be kept in a
separate file. Emergency information cards must also be kept in a separate file.
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Access to and Dissemination of Information:
Unless required by law, information regarding an employee will not be released to any public or private
agencies and/or persons without prior written authorization from the employee in accordance with the Privacy
Act. Upon request of a third party, however, the company may verify dates of employment, positions held, 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 files is limited to the Minister and those with a valid
business, regulatory, or legal reason to view. Current employees may review their own personnel records. A
request to do so should be directed to the Minister who will schedule a time 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 all external requests for personnel information concerning applicants, employees, or
past employees to the Minister. The Minister will only provide factual information on former employees to
external reference checks, for example dates of employment, position held, and salary information.
Confidential information regarding the employee's home address or telephone number is released only with
the employee's written permission.
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