Sinai Temple of Champaign-Urbana

EMPLOYEE HANDBOOK 

It is a sincere pleasure to welcome you to the staff of Sinai Temple of Champaign-Urbana. 

The primary purpose of a Temple is to serve the spiritual needs of and provide guidance and other services to the congregation. All of our primary efforts are directed toward accomplishing these goals. Members of the staff, such as yourself, are involved in the daily administrative and educational functions of the Temple. You support and provide the administrative backbone that allows the spiritual leaders of the Temple to concentrate their efforts on ministering to the needs of the congregation.

The purpose of this Handbook is to inform all employees of Sinai Temple about the policies, requirements, and benefits of employment. It should be read carefully so that the enumerated policies are genuinely followed.

The larger your contribution of thoughtfulness and cooperation, the greater your personal reward. Your progress depends entirely upon you. On behalf of the congregation, officers, Rabbi and staff of Sinai Temple, we are pleased to extend to you a very warm welcome to our synagogue.





Sinai Temple Board of Trustees





Adopted: May 5, 2008





Amended: December 9, 2013 and August 11, 2014
Applicability:

This Handbook applies to all Temple employees, regardless of the category of employment.  There are three exceptions:
1) If an employee has a contract with the Temple and a provision of that contract conflicts with this Handbook, then the contract provision controls.

2) This Handbook does not apply to the Rabbi.
3) Only Category 1 employees (as defined below) receive holiday, vacation and sick time as well as rights for jury duty and Sinai’s family and medical leave policy. (As defined below). 
Categories of Employment:

Sinai Temple may hire or contract with other persons to lead services, perform music, do maintenance or cleaning, etc. on a limited basis. These are independent contractors and not Temple employees for purposes of this Handbook. They are paid by the hour, the event or pursuant to contract. These employees shall receive a 1099 if they receive over the IRS threshold to receive such form.  Employees who fall in this category include, but are not limited to, Rabbi Emeritus and High Holiday musicians.

Sinai Temple employees shall receive a W-2. Employees are placed in categories to reflect whether they receive fringe benefits, how they are paid, etc.  It is not a reflection of the employee’s value to the Temple. 

Category 1 - These are Professional Staff employees who are salaried and exempt; they do not receive overtime pay. Employees who fall in this category include the Director of Education and the Administrator.

Category 2 - These are Programming Staff employees who are salaried and are exempt; they do not receive overtime pay. Employees who fall in this category include the Music Director, Directors of special music (e.g. Shabbat Singers, Children’s Choir, non-traditional music), the Youth Advisor and may include a full-time maintenance/custodian.

Category 3 - These are Non-Professional Staff employees who are paid by the hour or event and are non-exempt.  Employees who fall in this category include Office Administrative Assistant, Religious School Administrative Assistant, Religious and Hebrew School Teachers and Madrachim, bnai mitzvah tutors, the Family Folk Singers and other musicians/singers who perform on a regular basis.

Rules of Conduct:

As part of your job, you will come into frequent contact with the members of Sinai Temple. The synagogue fulfills many important needs in their lives for ritual and

spiritual guidance, Jewish education, the celebration of life-cycle events, and sometimes

comfort in very difficult and stressful situations. Our employees must do everything they can to help meet those needs. Congregants should be treated courteously and with the utmost confidentiality. If need be, a member should be promptly referred to the appropriate representative of the synagogue (employee or Board of Trustees member) who can help that congregant with his or her issue. The Board of Trustees expects its employees to support and positively represent the overall goals and mission of the synagogue to the congregation and the community-at-large. The growth, nurturing, and future development of the synagogue is dependent on Temple employees acting as ambassadors on its behalf and on behalf of the principles taught and practiced by the Jewish faith.

All employees are expected to appear for work on time. If an employee is ill, his or her supervisor should be contacted as soon as possible so that a replacement can be found.  

All employees are expected to dress professionally, based on their job duties, and to be prepared for their daily work upon arrival.  It is expected that work be performed with competence and professionalism.  All employees are expected to comply with federal and state laws as well as the policies enumerated in this Handbook.
All employees are subject to a background check.  The employee’s supervisor, in consultation with the Rabbi, shall determine on a case by case basis whether the results of the background check constitute sufficient grounds to not extend an offer for employment, revoke an offer for employment or terminate employment with Sinai Temple.
Category 1 employees are entitled to one hour for lunch each day they work. 

Hours and Days of Work:

Unless otherwise agreed to by contract, Category 1 and 2 employees do not receive overtime pay or receive compensatory time.

Employees will schedule their work hours with their supervisors to coincide with best practices and the operational needs of the Temple. Category 3 employees are paid only for hours actually worked, and will receive their regular rate of pay when working on Temple holidays.

Holidays:

Sinai Temple recognizes the following Federal and Jewish Holidays (actual calendar days to be determined annually) when Category 1 employees will not work their normal hours.   If such an employee is required to work on a holiday, the employee may take another day off, within one month,  without having to use vacation time. An employee’s supervisor must approve of the date to be taken off.
New Year’s Day


Rosh Hashanah – 2 Days

Martin Luther King, Jr. Day

Yom Kippur – 1 Day

Memorial Day



Simchat Torah – 1 Day


Independence Day


Passover – 2 Days
Labor Day



Thanksgiving – 2 Days



Veteran’s Day 


Shavuot – 2 Days

Christmas Day



Sukkot –  2 Days 

When a Federal holiday falls on a Saturday, the previous Friday shall be given as a holiday. When a Federal holiday falls on a Sunday, the following Monday shall be given as a holiday. 

Employment Status:

Unless otherwise agreed to by contract, all employees are employed at-will.

Supervisors will meet with employees on a regular basis, but at a minimum of one time per year, to give a formal performance appraisal. Said appraisal shall be in writing, made available to the employee, and placed in the employee’s personnel file.

Benefits:

Sinai Temple does not provide health insurance for any employee.  Sinai Temple may provide the option for employees to set aside earnings within a URJ-sponsored 403b retirement plan but Sinai Temple does not provide any matching funds.

Category 1 employees receive vacation and sick time as described below.  They will have required federal/state payroll taxes, social security, etc. withheld from pay checks.  

Category 2 and 3 employees do not receive vacation or sick time as described below.   They will, however, have required federal/state payroll taxes, social security, etc. withheld from salary pay checks.

Office personnel who handle payroll (e.g. bookkeeper) shall keep track of each employee’s vacation and sick time balances.

VACATION TIME- Employees shall be entitled to vacation time. Employees shall make a written request for vacation time to their supervisor at least 14 days in advance.  Vacation shall be approved at the discretion of the supervisor, consistent with the operational needs of Sinai Temple.  The employee and/or supervisor shall relay the request, in writing,  to the office personnel handling payroll. Vacation accrues in the following manner: 

10 days per year for employees with less than 5 years of employment with

 
the Temple.

15 days per year for employees with more than 5 years but less than 10 years of 

employment with the Temple.

20 days per year for employees with more than 10 years of employment with 


the Temple.

No more than half of the vacation days accrued in a year may be carried forward into the subsequent year. Unused vacation time is compensable upon termination of employment with the Temple except as noted below.

SICK TIME -  Employees shall be entitled to sick time.  Employees shall give supervisors as much notice as possible in advance of its use. The employee and/or supervisor shall relay the request to the office personnel handling payroll.   Sick time accrues in the following manner: 

5 days per year for employees with less than 5 years of employment with the 

Temple.

10 days per year for employees with more than 5 years but less than 10 years of 

employment with the Temple.

15 days per year for employees with more than 10 years employment with 

the Temple.

Sick time must be used up in the year in which it is earned and may not accrue beyond the yearly maximum.  Unused Sick time is not compensable upon termination of employment with the Temple.

Any person employed by the Temple prior to adoption of this Handbook, shall not have his/her vacation or sick time reduced.

Vacation and sick time begin accruing upon the first day of work and accrues pro rata at a monthly rate. Permission from a supervisor is required if an employee’s vacation or sick time balance will be negative. 

If an employee’s vacation and sick time balance are negative when their employment ends, then the balance owed will be deducted from their last paycheck. 
Jury Duty:

If any employee receives notice of future jury duty, the employee shall notify a supervisor at least 7 days in advance of jury duty so that a replacement can be found.

If a Category 1 employee is serving on jury duty, that employee is not required to use benefit time and will be paid for that day’s work.  If the employee is called for jury duty but is discharged from jury duty before the end of a work day, the employee shall return to work.

Family and Medical Leave:

Sinai Temple wishes to help its employees balance the demands of the workplace with the needs of family stability and economic security. Sinai Temple allows Category 1 employees to take unpaid leave for up to 12 weeks in any consecutive 12-month period under this policy. Employees shall use benefits (vacation and sick leave) as available. Once benefits are expended, Family and Medical Leave will be unpaid.  However, during the leave period, the employee will not accrue wages or benefits.  Employees are entitled, on return from leave, to be restored to the position held when the leave commenced, or to an equivalent position.

If foreseeable, notice should be given to a supervisor at least 30 days in advance of the leave when requiring time-off under this policy.  Notice must be given within 3 days of taking the leave.  Failure to give timely notice may result in forfeiture of the Employee’s right to leave under this policy. The Employee may be required to show proof of the need for the leave. Leave may be taken:

1. To care for a newborn child during the first 12 weeks after birth.

2. Because of placement of a child for adoption or foster care within 12 months after the placement.

3. To care for an Employee’s spouse, child or parent with a serious health condition.

4. To attend to an Employee’s own serious health condition involving in-patient care or continuing treatment which causes an inability to perform his or her job.

Non-Discrimination Statement:

Since we are a Reform Jewish religious and educational institution, certain staff positions may require specific credentials bestowed by religious institutions.

Sinai Temple is committed to providing equal opportunity in its employment and business practices by offering equality of employment to all employees and applicants regardless of race, color, religion, sex, national origin, age, marital status, veteran status, disability, sexual orientation, or citizenship. Sinai Temple expects all employees to reflect the spirit of this commitment and philosophy in their everyday relationships with one another, Temple members, business associates, and visitors.

Individuals with Disabilities:

All employees shall have the opportunity to perform their work in an atmosphere that is free from any form of unlawful discriminatory or retaliatory treatment or abuse, including

harassment based on disability. To eliminate and avoid discrimination against employees or applicants for employment because of physical or mental handicaps, it is the policy of Sinai Temple to:
1. Recruit and hire people without regard to their disabilities, so long as the work for which they are being recruited/hired can be completed without unreasonable accommodations;

2. Base employee promotion on job performance and supervisory assessment of a person’s contribution to the growth of the congregation; and

3. Ensure that all personnel actions be administered without regard to a person’s disability.

An employee who suffers from a disability shall give written notice to his/her supervisor as soon as the disability is known.  In order to make reasonable accommodations, the supervisor may require medical confirmation of the disability and the scope of work that the employee may pursue.

Sexual Harassment Policy:

As part of Sinai Temple’s nondiscrimination policy, it is illegal for any employee, male or female, to sexually harass another employee by:

1. Making unwelcome sexual advances, requests for sexual favors, or other verbal or physical conduct of a sexual nature a condition of an employee’s continued employment;

2. Making submission to or rejections of such conduct the basis for employment decisions affecting the employee; and

3. Creating an intimidating, hostile, or offensive working environment by such conduct.

If you believe that you have been the victim of a criminal offense, you should contact law enforcement immediately.  

If you believe that you have been subjected to any form of sexual harassment, you should follow the grievance procedure as set forth in this Handbook.  If the person to whom you should report the harassment is the source of the alleged harassment, you should advance to the next grievance step.  After appropriate investigation, any employee who has been found to have sexually harassed another employee will be subject to the appropriate discipline up to and including discharge, depending on the circumstances involved. Be assured that we will make every effort to keep all matters relating to the investigation as confidential as possible and will not permit retaliation against any employee alleging  harassment.

Technology Policy:

Phones, computers, internet access and other technologies may be used by employees for personal use so long as it is limited in duration, does not violate any federal/state law or policy in this Handbook, does not cause the Temple to incur significant expense, and does not interfere with work duties.  Use of the photocopiers and printers are limited to official Temple business.

Computers may not be used to transmit, create, or do any of the following 

intentionally: 

a. obscenity, sexually explicit messages, pornography,  or child pornography; 

b.  threats, fighting words, or intimidation; 

c. libel, defamation, and slander; 

d.  harassment of any kind, including harassment on the basis of race, sex, religion, ethnic 

origin, or other protected status; 

e.  humor or jokes that are intended to offend, harass, or intimidate, or are likely to offend, harass or intimidate a reasonable person; 

f.  software piracy; 

g.  chain letters; unsolicited e-mail and "spamming"; anonymous e-mails or e-mails with 

altered or incorrect return addresses; 

h.. multilevel marketing opportunities, pyramid schemes, franchises, business opportunity 

ventures, investments; 

i. violate the privacy of any individual; 

Computers may not intentionally be used for the unauthorized copying or transmission of  text, other communications, computer software, photographs, video images, graphics, music, sound recordings.   Employees may not download, delete, or install any software or program onto a Temple computer. 

Sinai Temple respects the privacy of its employees. However, employee privacy 

does not extend to work related conduct or to use of Temple computer and other equipment. Employees are advised that supervisors and the Board of Trustees reserve the right to access, monitor, and disclose all Intranet and Internet e-mail, Internet usage and web sites visited, and any information stored on Temple computer systems at any time with or without notice to employees. Employees should recognize that electronic information might be used in disciplinary proceedings or referred (if necessary) to law enforcement.  

Personnel Files:

Individual personnel records of Religious School employees (other than the Director of Education) will be maintained by the Director of Education and kept in a secure fashion at Sinai Temple. Individual personnel records of all other Temple employees will be maintained by the Rabbi and kept in a secure fashion at Sinai Temple. In order to keep these records up to date, the Rabbi  and Director of Education should be promptly informed whenever there is a change in name, address, phone number, marital status, emergency contact, or the number of dependents for tax-withholding purposes. Each file, insofar as applicable or appropriate under the circumstances, may include the following:

1. Resumé

2. Employment application

3. Job description

4. Wage and salary information

5. Changes in employment status 

6. Benefit information 

7. Record of training and development 

8. Performance evaluations

9. Disciplinary reports from the grievance process

10. Commendations

11. Exit interview

Sinai Temple considers all employee records to be confidential. Access to any personnel file will be limited to the employee’s immediate supervisor, the Chair of the Personnel Committee, the President of the Board, the Rabbi, the employee handling payroll processing  and other persons specifically authorized, in writing, by the employee. All employees are considered to have given informed consent for release of information for routine inquiries such as employment verification and credit checks. The following information will be released: whether or not the person is currently employed, his or her position and title, the date employment commenced, and current wage. An employee may state, in writing, that they do not consent to release of such information. 

If an employee wants to inspect his or her own file, he or she may submit a request to

the Rabbi or Director of Education, who will arrange a mutually convenient time for the employee to see the file in their presence.

Discipline:

Sinai Temple has the right to discipline any employee for a violation of the policies set forth in this Handbook.  Discipline shall be imposed within 7 days of becoming aware that a violation has occurred.  It shall be done with professionalism and not before other employees or the public.  The Temple believes in the tenets of progressive and corrective discipline. Discipline is defined as an oral warning, a written warning, suspension without pay or discharge.  The type of discipline imposed shall be based on a) the circumstances of the offense, b) prior discipline and c) history, character and condition of the employee. 

Any discipline imposed must be documented and placed in the employee’s personnel file.

If suspension or discharge is imposed, the person who imposed the discipline shall provide the employee with a written basis for the discipline and it shall be placed in the employee’s personnel file.

Grievance Procedure:

If any employee believes that there has been a violation of any of the Temple’s employment policies of this Handbook, Federal or State law, then a grievance may be commenced.  Prior to the filing of a grievance, the employee shall make reasonable efforts, if possible, to resolve the issue with the person to whom the complaint is aimed.  If the issue cannot be resolved, then the issue must be submitted in writing, outlining the details of the violation. All grievances will be handled in as confidential a manner as possible.  The following steps must complied with or the grievance may be summarily dismissed.

If the grievance concerns conduct of a Religious School Employee:

1) The employee shall submit the grievance and meet with the Director of Education within 7 days of the event.  At this meeting, the grievance will be informally discussed and an attempt will be made to resolve the issue. The Director of Education will send a written answer to the employee within 7 days of the meeting.

2) If the grievance is not settled in step 1, then the employee may appeal in writing to the Rabbi. The appeal must be in writing and made within 7 days of receiving the answer from step 1. The Rabbi will send a written answer to the employee within 7 days of receiving the appeal.

3) If the grievance is not settled in step 2, then the employee may appeal in writing to the Temple Board by notifying the secretary of the Board. The appeal must be in writing and made within 7 days of receiving the answer from step 2. The Board may, at its discretion, take up the issue in closed session at its next scheduled meeting or at a special meeting. The Secretary will send a written answer to the employee within 7 days of the Board’s decision.

If the grievance concerns conduct of Temple Office Staff: 
1) The employee shall submit the grievance and meet with the Rabbi within 7 days of the event.  At this meeting, the grievance will be informally discussed and an attempt will be made to resolve the issue. The Rabbi will send a written answer to the employee within 7 days of the meeting.

2) If the grievance is not settled in step 1, then the employee may appeal in writing to the Temple Board by notifying the secretary of the Board. The appeal must be in writing and made within 7 days of receiving the answer from step 1. The Board may, at its discretion, take up the issue in closed session at its next scheduled meeting or at a special meeting. The Secretary will send a written answer to the employee within 7 days of the Board’s decision.

At any stage of the grievance process, the fact-finder shall review the written grievance and any other pertinent documents and may, at his or her discretion, conduct an investigation. 

The time frames listed above may, by mutual agreement of those involved, be extended if placed in writing.  If a time frame is not met, the grievance is deemed to have been withdrawn and may not be re-instated except for good cause. An employee may withdraw a grievance at any time but may not reinstate it later except for good cause.  An employee may, by mutual agreement of those involved, skip a step if placed in writing.

If the person to be complained about is the person to whom the employee must contact on one of the steps listed, then the employee may skip that step and move to the next level.  If the matter is settled at a particular step and no appeal is taken, then the matter is resolved.   All written materials will be placed in an employee’s file.   

WHISTLEBLOWER POLICY 

I. General

It is the responsibility of all Sinai Temple employees to report Wrongful Conduct in accordance with this Whistleblower Policy.

III. Wrongful Conduct

"Wrongful Conduct" is defined in this Whistleblower Policy to include: a violation of Sinai Temple policies including those contained in this employee handbook; a violation of state and federal law; and the use of Sinai Temple property, resources, or authority for personal gain or for non-Temple related purpose.

This definition of Wrongful Conduct is not intended to be an exclusive listing of the illegal or improper activity encompassed by the Whistleblower Policy. Rather, the Whistleblower Policy is intended to serve as a means of reporting all serious improprieties that potentially impact the integrity and effective operation of Sinai Temple.

III. No Retaliation

No Sinai Temple employee who in good faith reports Wrongful Conduct will suffer harassment, retaliation or adverse employment consequence. Any employee, Board members or Rabbi who retaliates against anyone who has reported Wrongful Conduct in good faith is subject to discipline up to and including termination of employment or removal from the Board, as applicable. This Whistleblower Policy is intended to encourage and enable employees and others to raise serious concerns within Sinai Temple prior to seeking resolution outside Sinai Temple.

IV. Reporting Wrongful Conduct

Sinai Temple encourages its directors, officers, and employees to share their questions, concerns, suggestions, or complaints with someone who can address them properly. Any director, officer, or employee may report Wrongful Conduct to the Temple President or the Rabbi. If the Wrongful Conduct implicates one or both of the Temple President or the Rabbi, the issue may be reported to any member of the Board of Trustees. Any person to whom a report of Wrongful Conduct is made is required to immediately advise the full board of directors of such report of Wrongful Conduct.

V. Acting in Good Faith

Anyone filing a complaint of Wrongful Conduct must be acting in good faith and have reasonable grounds for believing the information disclosed indicates Wrongful Conduct. Any allegations that prove not to be substantiated and which prove to have been made maliciously or knowingly to be false will be viewed as a serious disciplinary offense.

VI. Confidentiality

Reports of Wrongful Conduct or suspected Wrongful Conduct may be submitted on a confidential basis by the complainant or may be submitted anonymously. Reports of Wrongful Conduct or suspected Wrongful Conduct will be kept confidential to the extent possible, consistent with the need to conduct an adequate investigation.

VII. Handling of Reported Wrongful Conduct

The Temple President or a representative of the Board of Trustees will notify the sender and acknowledge receipt of the reported Wrongful Conduct or suspected Wrongful Conduct within five business days, unless such report was submitted anonymously. All reports will be promptly investigated and appropriate corrective action will be taken if warranted by the investigation.

TO BE SIGNED BY THE EMPLOYEE AND KEPT IN THE EMPLOYEE’S 

PERSONNEL FILE

Acknowledgment of Receipt

I, _______________________________________, hereby acknowledge and certify that

on the date indicated below, I received a copy of the Sinai Temple Employee Handbook. I further acknowledge that I will review the Handbook and follow its rules and procedures.  I agree that I will contact my direct supervisor, in writing, within 7 days of today’s date if I do not understand, or cannot comply with, any portion of this Handbook.

_____________________________________

_______________________

Employee 






Date
