Personnel Policies

Jubilee USA Network
(9/23/2011)

Introduction

Jubilee USA Network has adopted the personnel policies contained in this manual as a general guide to employees about policies, work rules, and benefits enjoyed by employees. The policies, guidelines and benefits descriptions set forth in the manual do not represent or create contractual terms of employment or an agreement of employment for a definite period of time. Employment at Jubilee USA Network is at will, which means that either Jubilee USA Network or any employee may terminate the employment relationship at any time, for any reason. These policies do not alter the at-will employment relationship between Jubilee USA Network and its employees.

The Executive Director of Jubilee USA Network or his/her designee is responsible for day-to-day administration and interpretation of the personnel policies and for supervision of all other staff.  The Executive Director, in turn, is supervised by the chairs of the Executive Committee and Personnel Committee of the Board of Directors.
Every employee receives a copy of these personnel policies and is expected to be familiar with their provisions.

Article 1. Definition of Employees

A full time employee is an employee who works a minimum of 40 hours a week. A part time employee is an employee who works less than 40 hours a week with compensation on a pro-rata basis. A temporary employee is an employee who works temporarily at any percentage of time, fixed or variable. For Jubilee Fellows, see Article 2.
Article 2. Jubilee Fellows

All articles from this point forward in the personnel policy that apply to full-time employees also apply to fellows, except for the special  exceptions in articles 15-17.

Article 3. Benefits

Employees will be offered a total compensation package including but not limited to salary, social security and health insurance. The Board of Directors (Coordinating Committee) determines salary and benefits of the Executive Director. The Executive Director in consultation with the Personnel Committee determines salary and benefits of the rest of the staff.

Article 4. Raises

Raises will be considered annually as a part of our annual budget process. Raises will be considered for cost of living increases and with small salary bands in mind. 

Article 5. Vacations

Full time employees shall be entitled to 15 days of vacation per year, accruing at the rate of 1.25 days per month. Part time employees earn vacation days at a rate equivalent to full time employees, except that entitlement is calculated on a prorated basis, based on actual hours worked. Vacation leave is computed and credited on a monthly basis. In order to allow the organization to function as smoothly as possible,

· Vacation schedules must be arranged in advance in consultation with other staff. The Executive Director should inform his Board supervisors and the Executive Committee of the Board of planned vacation dates. 

· All staff are strongly encouraged to take their vacation. Staff can carry over 10 days of accrued but unused vacation time into the next calendar year. 

Article 6. Paid Holidays

The following days are designated as paid holidays:

New Year’s Day, Martin Luther King Day, Presidents’ Day, Memorial Day, Independence Day, Labor Day, Columbus Day, Veterans’ Day, Thanksgiving Day, and the Friday after Thanksgiving; December 24 – January 1; religious holidays will be negotiated according to individual need and preference.

Article 7. Sick Leave

Full time employees are entitled to twelve paid days of sick leave per year, which are earned at a rate of one day per month. Unused sick days may be carried over to the next calendar year. Employees will not be compensated for accrued, but unused sick leave at the time of termination of employment. Part-time employees will have a prorated sick leave. 

Article 8. Family Leave

After an employee has worked six months for the Network, he/she will be entitled to family leave for the birth or adoption of a child. He/she will be entitled to two months of paid leave, and may add any unused sick leave or vacation leave to this time period. His/her health insurance will be maintained during this time.

Article 9. Emergency Leave 

An employee may request to take up to 5 days paid leave for emergency situations, including, but not limited to, the death of sickness of family or close friends. The request for emergency leave by staff shall be made to the Executive Director, or by the Executive Director to his/her Board supervisors.

Article 10. Compensatory Time

Employees will be called upon, on occasion, to work beyond the normal workweek. For work in excess of 45 hours per week the employees can take compensatory time. There is no limit to the amount of comp time used in a given year; however, each staff member has an accrual cap of 40 hours. At the end of each calendar year, any comp time left unused is lost. On January 1 of each year, staff members begin the year with no comp time accrued.
Decision is decided by supervisor & employee, and must be documented when comp time is accrued.

Article 11. Sabbaticals

Those who have been full-time staff members for at least three years are entitled to a sabbatical that gives them one-half month of sabbatical for each year they have worked at the Network. Sabbaticals are designed to develop individual skills, knowledge, or experience in ways ultimately beneficial to the work of the Network.

The staff member on sabbatical receives full medical insurance and has the option of the full-length sabbatical at one-half of the regular salary or half-length sabbatical at full salary, as well as assistance in raising further funds if necessary. It is expected that the staff member will return to Jubilee USA Network for at least one year after the completion of the sabbatical.

Staff members wishing to take a sabbatical complete a written application to the staff at least three months prior to the time of the sabbatical leave. The written proposal includes a description of the sabbatical project, the reasons for the project, a preliminary budget, and the options for funding the sabbatical.   Approval of sabbatical applications is the role of the Executive Director for all staff other than him/herself.   Approval of sabbatical applications of the Executive Director are handled by the full Board of Directors.
It is strongly recommended that staff members take a sabbatical after six years of employment.

Article 12. Jury Duty

An employee called for jury duty shall receive his or her regular pay, whether he/she is empanelled or not. 

Article 13. Selection and Retention of Personnel

It is the policy of Jubilee USA Network to employ, retain, promote, terminate and otherwise treat any and all employees and job applicants on the basis of merit, qualifications and competence. Jubilee USA Network does not discriminate on the basis of age, gender, sexual orientation, disability, race, ethnicity, national origin or color, or any other basis protected under U.S. law. Jubilee USA Network supports affirmative action to ensure more equitable employment opportunities for persons and groups who have previously been disadvantaged. Jubilee USA Network will go through an open hiring process for every permanent employee.

Article 14. Introductory Period

All employees hired after September 30, 2001 shall serve an introductory period of three months. The purpose of this introductory period is to examine the employee’s performance. It also provides Jubilee USA Network and the employee with the opportunity to determine whether further employment is desired.

An employee shall earn benefits from the first day of employment. 

An employee who successfully completes the introductory period will be notified that he/she has become a regular employee.  An employee successfully competes this introductory period after having a 3 completing a positive 3 month evaluation against their job description.
Article 15. Evaluation Procedures

All employees will be evaluated on their job description and performance objectives as pertained in their HR file after six months, at one year and then once a year thereafter.  Job description and performance objectives may be updated throughout the year with written consent of supervisor, executive director and employee. Updated descriptions will be shared by the executive director with the Board Personnel Committee.
The Executive Director is evaluated by the Executive Committee and the chair of the Personnel Committee of the Board, who in turn consults with other members of the Personnel Committee. The Executive Director will evaluate the rest of the staff. The Board of Directors/Coordinating Committee and staff will receive an evaluation form in advance of all staff evaluations in order to have the opportunity to present in written form any feedback. Supervisory feedback will be shared during all evaluations.  . Staff will have the opportunity to attend each other’s evaluation only long enough to share feedback in person. 

A summary of the evaluation with any mandates clearly spelled out will be placed in the personnel files of the person being evaluated.  In the case where a serious problem concerning unsatisfactory work or unacceptable behavior on the part of the employee arises, the summary must include a set of work and behavior expectations for the future.  This will become a written contract that will be evaluated no later than one month after the agreement.

If there are still serious problems at the second evaluation, the staff and the staff member will try again to find a mutually acceptable solution.  Inability to do so will result in termination or resignation of the staff person being evaluated.  The staff member can always appeal any decision through the grievance policy described.
Fellows shall be assigned a supervisor. The supervisor is responsible for guiding the work of the Fellow and evaluation the Fellow’s performance.  The supervisor shall identify and establish goals and projects with the Fellow. The supervisor shall meet regularly with the Fellow and ensure progress towards meeting the goals. The supervisor is responsible for regular evaluations of the Fellow. 

If a Fellow performs unsatisfactorily, the Fellow can be placed on probation by the Executive Director. The Executive Director determines the terms of the probation. If the Fellow continues to perform unsatisfactorily the Executive Director can terminate the Fellow’s service to Jubilee.

Article 16. Grievance Procedures

Disagreements or other problems should be resolved in an orderly manner through established supervisory channels. Staff members are supervised by the Executive Director (or his/her designee), who in turn is supervised by the chairs of the Executive Committee and the Personnel Committee of the Board on behalf of the full Board.  The parties involved should attempt to discuss the grievance and resolve the issues.  Staff members are encouraged to be open and direct with each other in an effort to avoid conflicts that may arise through a lack of communication. If the parties affected are not able to solve the issues on their own, they are then encouraged to bring the problem to the Executive Director.  The Executive Director discusses the issues with each person involved and encourages them to meet together with the Executive Director for further discussion and mediation.  The Executive Director produces a written account of the case and the discussions with those involved. If the staff and Executive Director cannot resolve the problem, the problem can be taken to the Personnel Committee, and if still unresolved to the full Board of Directors/Coordinating Committee. If the Executive Director is a part of the conflict and it cannot be resolved on the staff level, it should be presented directly to the Personnel Committee and then full Board of Directors/Coordinating Committee as needed.
For fellows, Disagreements or other problems should be resolved in an orderly manner through established supervisory channels. If a Fellow has a problem with the supervisor, the Fellow can bring the problem to the Executive Director.  The Executive Director has the ultimate authority to determine how to resolve the problem for Fellows.

Grievances that trigger the terms of the whistleblower policy (a policy separate from these personnel policies) shall be handled through the process delineated in that policy rather than those enumerated here.
Article 17. Resignation/Termination
Jubilee USA Network staff are required to give a minimum of three weeks notice of resignation to provide adequate time for the recruitment and hiring process of their successors. Conversely, whenever possible and excepting circumstances of malfeasance, staff being terminated will be given three weeks notice or immediate termination with three weeks pay.

The Executive Director has the authority to terminate staff in consultation with his/her direct supervisors on the Board of Directors.  

Fellows are required to give two weeks notice of resignation. Conversely, whenever possible, except in circumstances of malfeasance, Fellows being terminated will be given two weeks notice. If immediate termination is necessary, Fellows are not eligible for severance pay

Article 18. Sexual Harassment

Any group of people who work together must abide by certain rules of conduct based on honesty, good taste and fair play. Harassment of employees or visitors, abusive language, and conduct that is dishonest, immoral or illegal will not be tolerated.

Article 19. Outside Employment

Employment with the Jubilee USA Network is the employee’s primary employment. Other employment is permitted as long as it does not interfere with the performance of staff duties, compromise the positions of the Network or represent a conflict of interest with the goals and values of the Network.

Article 20. Honorariums

When a Jubilee USA Network employee speaks at events on debt and related issues is are paid an honorarium, that income shall go to the Jubilee USA Network.
Honorarium checks should be made out to Jubilee USA, not the staff member, in order to prevent staff members from paying income tax on the payment.

