
 

 

JUBILEE BOARD MEETING 
Sunday, May 23, 2021 

Minutes 

 

 

1. Opening Meditation    Laura C   5 mins 

We gathered in the Wall St. building for the first time in over one year. Laura led a spirit-filled 

service and we met circled in the space afterward. Laura C. opened us with silence and the invitation 

for the Spirit to be with us. 

2. Jokemeister     Bill   5 mins 

Bill told a joke about elderly newlyweds. 

3. Approval of Minutes - Approved  Bruce   5 mins 

4. Regathering Ideas    Laura C   15 mins 

We have tech issues in general. We need to replace the laptop in front of Laura C. with several 

camera angles. A possible source for training attended the celebration today. 

Entrance and exit flow of direction has been set up. We may need more direction inside the space 

with signage or arrows taped on the floor with sections set up for groups. 

Announcements will be necessary to direct use of masks, “no hug” gestures for those that want it, 

and spaced seating. 

Reservations can be made online with attendance beginning June 20 and a max of 40 people. 

We need an explicit offering time during the celebration. 

5. Approval of Revised Bylaws/Board Purpose Laura B   15 mins 

Bylaws, while legal, can be amended. It was agreed that “or” will be added to Article II, Section 1. to 

read “active participation and/or financial support”. Bruce moved and Nancy seconded to approve 

Bylaws with that change. All approved. 

We discussed that the Board Purpose is to provide oversight of and support for ministers and staff 

and does not need to restate items included in the Bylaws. Laura B. moved and Tim seconded to 

approve the document. All approved. 

6. Approval of Revised Values and Mission Michael   10 mins 

We will amend the document to read “…compassion and joy where all life is free to thrive” and 

change “Spirit” to “Holy One” in the second bullet. Michael moved and Laura B. seconded to 

approve the document. All approved. 

7. Financial Report    Patrick   10 mins 



 

 

It was discussed that Required Minimum Distributions can be donated with tax advantages to the 

donor and we can make Jubilants aware of that.  

Improvements to the reports to show comparisons will be made in the future. 

Discussion regarding how to increase offerings included email reminders with giving options to be 

sent directly following the service and adding a QR code that can be scanned right from the Zoom 

screen or email. 

8. Facilities Report    Bruce   10 mins 

Ray Raymond is running the Facilities Team. The front door issue has been repaired with a proposal 

to replace them when needed. The HVAC will be cleaned, disinfected, and have new filters placed 

this week. The upper roof units should be good for about ten more years, with maintenance. The 

lower roof unit needs to be replaced at a cost of about $26k and is to be determined. The team is 

considering a mini-split option. 

9. HR Update     Pam   10 mins 

The employee Handbook was distributed for review. Michael moved and Tim seconded to approve 

it. All approved. 

An Organizational Chart format was distributed for review and approved to use as we add staff and 

assign roles and structure. 

10. Nominating Committee report   Nancy   10 mins 

The team is interviewing Michele Smith, Mark Foster, and Michael (Brian) McGowan as candidates. 

They will be introduced for approval at the next Celebration if the team approves them all. 

11. Staffing/Budget Proposal second half 2021 Laura/Patrick  15 mins 

12. Ministers Report    Laura C   5 mins 

Laura C. combined these two items, indicating: 

She is working on the Seeds for Via Positiva. 

She has reached out to the usuals for Gifts and would like them presented from Wall St. in the 

future. 

She is working on fall fundraising, etc.  

Her contract ends in August and has proposed that we extend that through Spring 2022. It was hard 

to get momentum during COVID and we have made a great start today. It will take time to get in-

person gatherings set up. We will have mini-retreats to build community again. In the fall we will get 

the minister search committee and process in place. She has interviewed the past committee 

members and all agree to change the process because Jubilants felt they had a vote and the 

outcome was rigged. 

We have the potential to have 400+ Jubilants again. She sees the future Org Chart with more 

movement between roles (minister helping with finance, etc) and shared leadership for diverse 



 

 

ideals in the congregation. Now is the time to invest in the future. To grow, you must invest 

something you do not have yet. Interim positions would include childcare in the summer, smaller 

nurture program in the fall. We will need to find the right person and build positions around them as 

needed. She can work with the finances without knowing who pledges what amounts. She and 

Patrick are ready to begin work on the Staffing Proposal presented. 

Laura C. left and we discussed the proposals.  

MP – we need steps in place for new Jubilants to welcome them and allow them to become 

members. 

PF – some people are coming into the Zoom meetings just to visit. 

CC – can we combine Nurture and Community Life? She has someone in mind. 

Nancy – we do not want Laura C. to get burned out by taking all this on. 

PG – Laura C. has expressed excitement over taking on more. 

Terry – Laura C. has a big vision and tends to the small details and can take us through the 

transition. 

TM – has worked with Mona (accountant) and can help Laura C. out as needed. 

Laura B. moved and Tim seconded that we approve Laura C’s proposal. All but one board member 

approved. 

We will extend Laura C’s contract through May 31, 2022, increase her hours to 32 per week, 

increase her salary to $50k (with $1500/month still designated to housing), and Laura C. and Patrick 

will decide how to staff Jubilee! They will present decisions to the Board as they are made. 

13. Closing       Laura B   5 mins 



 

 

BYLAWS 
of 

Jubilee! Community (an Inclusive Faith Community) of NORTH CAROLINA 

 

Final Draft—April 15, 2021 

[Ready for review by entire Board of Directors] 

 

ARTICLE I. 

Objective and Purpose 

 

Section 1. Purpose. The purpose for which the Corporation is formed is to be a gathering inclusive of all 

people who desire to find and to follow God's call to life through an inclusive faith community. 

 

Section 2. Authority. In carrying out such purpose, the Directors and the Corporation are guided by the 

intent and authority of the members of the Community. 

 

ARTICLE II. 

Members 

 

Section 1. Eligibility for Membership. All persons on the active roll of the church shall be members of the 

Corporation. Jubilee! members are Jubilants age 13 and over who complete the Pathways to Membership 

and/or otherwise choose to make a public commitment through active participation and financial support. 

 

 

ARTICLE III. 

Meeting of Members 

 

Section 1. Annual Meeting. There shall be an annual meeting of the members of the Corporation to 

provide an annual summary on business of the community and voting in new Board members. This 

meeting shall be open. 

 



 

 

Section 2. Place and Time. Such meeting shall be included in the celebration during the month of June. 

Newly elected Board members terms will begin July 1. 

 

Section 3. Notices. Notice of the time and place and the meeting shall be announced publicly two weeks 

prior to the meeting in the newsletter and during June celebrations.  

 

Section 4. Procedural Requirements. The meetings of the members shall be conducted by the procedural 

requirements of Roberts' Rules of Order. 

 

ARTICLE IV. 

The Board of Directors 

 

Section 1. Qualification, Number of Directors. The members of the Board of Directors shall be chosen 

based on active participation within the Jubilee! Community, financial support of the Jubilee! 

Community, completion of Pathways, commitment to a personal spiritual practice and the particular skills 

and experience needed on the Board. The number of Directors shall not exceed twelve (12) in number and 

shall not be less than nine (9).  

 

Section 2. Nominating Committee. A Nominating Committee shall be appointed each year by the Board 

of Directors. The Committee shall consist of four (4) members of the Jubilee! Community: two (2) 

representatives from the Board of Directors and two (2) members from the active Community at-large. 

 

Section 3. Selection. Following an open nomination process, the Nominating Committee shall present a 

slate of four (4) nominees to the membership to be approved by the members during the annual meeting. 

 

Section 4. Tenure. The term of each Director shall be for three (3) years. Each Director shall be able to 

succeed himself or herself, but may serve no more that two (2) consecutive terms. A Director who has 

served two consecutive terms may, however, be reinstalled as an active member of the Board of Directors 

after two (2) years out of office. 

 

Section 5. Property Held Pursuant to Trust. Any properties held for the benefit of the Community shall be 

held and administered according to the intent of the creator of the trust, and the Directors of the 

Corporation shall have power to act as the trustees of such trust and be charged with all duties of trustees 

to implement and carry out the trust purposes. 

 



 

 

Section 6. Executive Committee. The Board of Directors will appoint an Executive Committee that 

consists of Officers (Chair, Vice Chair, Treasurer, Secretary) who shall have and execute the authority of 

the Board of Directors in the management of the business of the Corporation between the meetings of the 

Board; and the Board of Directors may appoint such other committees, including therein persons who are 

not members of the Board of Directors, as in the judgment of the Directors, will be helpful in carrying on 

the work of the Corporation. 

 

ARTICLE V. 

Meeting of the Board of Directors 

 

Section 1. Annual Meeting. The annual meeting of the Board of Directors shall be held in conjunction 

with the annual meeting members of the Jubilee! Community. A “called” meeting may be held at any 

time upon the call of the Chair or Vice Chair, or of not less than one-third of the Directors then in office. 

 

Section 2. Notices. Notice of the time and place and in case of a “called” meeting shall be in writing and 

shall be duly sent to each Director not less than one (1) day before the meeting; provided, that no notice 

of any regularly scheduled or adjourned meeting need be given. A meeting may be held at any time 

without notice if all of the Directors are present or if those not present waive notice of the time, place and 

purpose of the meeting, either before or after the holding thereof. 

 

Section 3. Quorum. A majority of the Directors shall constitute a quorum for the transaction of business, 

and the action of a majority of the Directors present at any meeting at which a quorum is present shall be 

the action of the Board of Directors; provided, that if the Directors shall severally and/or collectively 

consent in writing to any action to be taken by the Corporation, such action shall be valid as corporate 

action as though it had been authorized at a meeting of the Directors. If at any meeting of the Board of 

Directors there shall be less than a quorum present, a majority of those present may adjourn the meeting 

from time to time until a quorum shall be obtained. 

 

Section 5. Power and Authority. The Board of Directors shall have power and authority to carry out the 

affairs of the Corporation and in so doing may elect or appoint all necessary officers or committees; may 

employ the Minister of Ritual (lead minister) and the Administrator; may fix the compensation of such 

persons; may dismiss, by majority vote, any appointive officer or employed staff without previous notice.  

The Board shall engage the Community in discernment with regard to hiring of Minister of Ritual. The 

Board shall designate authority to manage other employees to the Minister of Ritual or Administrator as 

they deem fit. The Board of Directors may, in the absence of an officer, delegate their powers and duties 

to any other officer or a director for the time being. 

 

Section 6. Ordained Ministers. The Jubilee Community may, upon approval of the board, recognize and 

ordain associate ministers for various functions within the Jubilee Community. Ordained associate 



 

 

ministers are volunteers who enhance the Community by their special participation but are unpaid and 

have no contractual duties. These ordinations are for the duration of the ordained person’s active service 

within the Jubilee Community and may, at the will of Jubilee’s board, be withdrawn. Their ordination is 

not to be construed as ordination for civil clergy functions such as performing weddings. The Minister of 

Ritual will make recommendations to the Board of any new ordinations for their approval. The Minister 

of Ritual will serve as the organizer and leader of ordained associate ministers. 

 

ARTICLE VI. 

Officers 

 

Section 1. Officers. The Board of Directors, as soon as may be after the election of Directors in each year, 

shall elect from their number a Chair of the Corporation, and shall also elect a Secretary and a Treasurer 

and may from time to time select one or more Vice Chairs, Assistant Secretaries and Assistant Treasurers. 

The same person may hold any two offices except those of President and Secretary. The Board may also 

appoint such other officers and agents as may be deemed necessary for the transaction of the affairs of the 

Corporation. 

 

Section 2. Term. The term of office for all officers shall be one (1) year or until their respective 

successors are chosen, but any officer may be removed from the office at any meeting of the Board of 

Directors by the affirmative vote of a majority of the Directors then in office, whenever in their judgment 

the interest of the Corporation will be served thereby. The Board of Directors shall have full power to fill 

any vacancies in any offices occurring for any reason whatsoever. 

 

Section 3. Powers and Duties. The officers of the Corporation shall respectively have such powers and 

perform such duties in the management of the property and affairs of the Corporation, subject to the 

control of the members, as generally pertain to duties as may from time to time be conferred by the Board 

of Directors. 

 

Section 4. Checks, Notes, Drafts, etc. The Board of Directors may from time to time prescribe the manner 

of making signature or endorsement of bills of exchange, notes, drafts, checks, acceptances, obligations 

and other negotiable paper or other instruments for the payment of money and designate the officer or 

officers, agent or agents, who shall from time to time be authorized to make, sign or endorse the same on 

behalf of the Corporation. 

 

ARTICLE VII. 

General Provisions 

 

Section 1. Fiscal Year. The fiscal year of the Corporation shall be the calendar year. 



 

 

 

Section 2. Seal. The Board of Directors shall provide a suitable corporate seal for use by the Corporation 

if deemed appropriate. 

 

Section 3. Amendments to the Bylaws. These Bylaws may be altered, amended or repealed and new 

Bylaws may be adopted by an affirmative vote of two-thirds of the Board of Directors. However, ten (10) 

days notice in writing shall be given both to the Community and to the Board of Directors of the intention 

to alter, amend, or repeal, or to adopt new Bylaws at such meeting. 

 

Section 4. Dissolution. Upon the dissolution of the Corporation, The Board of Directors shall, after 

paying or making provision for the payment of all of the liabilities of the Corporation, dispose of all of 

the assets of the Corporation exclusively for the purposes of the Corporation in such manner, or to such 

organization or organizations organized and operated exclusively for charitable educational, religious, or 

scientific purposes as shall at the time qualify as an exempt organization or organizations under section 

501c3 of the Internal Revenue Code of 1986 (or the corresponding provision of any future United States 

Internal Revenue Law), as the Board of Directors shall determine. Any such assets not so disposed of 

shall be disposed of by the Superior Court of the county in which the principal office of the Corporation is 

then located, exclusively for such purposes or to such organization or organizations as said Court shall 

determine, which are organized and operated exclusively for such purposes. 

 

THE END 

  



 

 

Jubilee! Board of Directors 
Final Draft—April 15, 2021 

[Ready for review by entire Board of Directors] 

 
 

Purpose: KEEPING THE MAIN THING THE MAIN THING! 
 
Duties: The Jubilee! Board serves the Community by . . . 
 
Holding the vision of loving kindness to all for the Jubilee! Community; 

 

Maintaining a personal spiritual practice and support the spiritual life 

and growth of the Board and the Community. 

 
Supporting the Ministers and Staff; 

 
Participating on Committees to perform the operations work of the 

Community, and be receptive to recommendations from Committees, 

Teams and the Community; 

 

Using a consent decision making process; 

 

Listening and responding to the Community’s wishes in a manner that 

is respectful and congruent with Jubilee! values including compassion, 

authenticity, and generosity; 
 

Encouraging the development and nurturing of Teams; 
 

Mindfully communicating with each other and with the Community 

about our decisions while remembering to be clear and to differentiate 
when representing the opinion of the Board and when expressing one’s 

individual perspective. 

 

Honoring the process, giving collaboration the opportunity to work, 

enjoying time together and treating one another with compassion and 

respect while moving to solutions;  

 

Being fully accountable for all we do, including our fiscal 

responsibilities; 

 



 

 

Being steadfast in our fiduciary responsibilities ensuring Jubilee 

remains financially sound and prosperous; 
 

Providing the strategic direction and financial and business acumen to 

guide staff and the community to a fruitful future. 

 

Participating in Board meetings, which typically take place on the third 

Monday night of each month from 6:00 to about 8:00 p.m., and 

participating in an annual Board training. 

 

Being fully prepared for Board meetings by, prior to the meeting, 

reviewing any agendas, minutes, financial statements, or other 

relevant documents that have been shared electronically. Then 

providing any suggestions or comments electronically prior to the 
meeting. 
  



 

 

JUBILEE VISION, MISSION & VALUES  
  

Transitional Edition – May 2021 

VISION   

The Jubilee! Community envisions a world renewed in sacred love, compassion and joy where all 

life is free to thrive. 

MISSION  

As a compassionate and inclusive spiritual community, Jubilee! celebrates the divine mystery in 

all of creation and calls each of us toward a heart-centered, compassionate, equitable and 

sustainable way of living and being. 

VALUES  

The Jubilee! Community loves:  

- Reverence for all of creation 

- Attunement to the voice of the Holy One in all forms 

- Original blessing (rather than original sin) and abundant grace 

- Compassionate engagement with and passionate advocacy for all beings 

- Generous collaboration within and beyond our spiritual community to serve the greater 

good of our neighbors and the earth. 

- Laughter, music, and hope  

- Welcoming everyone and creating safe space for all to thrive physically, mentally, 

emotionally, and spiritually 

- Receiving the creative gifts and wisdom of the whole community 

- Nurturing the growth and ongoing transformation of all adults and children 

- Celebrations and other gatherings that are participatory, inspirational, meditative, 

lighthearted, and creatively energizing 

- Rituals to mark and honor important transitions and moments in our lives, community & 

cosmos. 

- Keeping the main thing the main thing 

  



 

 

 

 

 

 

EMPLOYEE HANDBOOK 

 

 
Last updated: May 4, 2021 



 

 

Welcome 
 
Welcome to Jubilee!! We are delighted that you have chosen to join our organization and hope 
that you will enjoy a long and successful career with us. 
 
We are a faith community grounded in the tenet of “original blessing” uniquely flavored with 
Asheville’s culture of creativity, music and quirkiness Strongly committed to social and 
environmental justice, we work together to make the world a more inclusive, compassionate 
place. With your active involvement, creativity, and support, Jubilee! will continue and grow its 
mission. We sincerely hope you will take pride in being an important part of Jubilee!'s success.  
 
It is the intention of the Jubilee Community to provide a framework for staff which aids in the co-
creation of the faith community’s spiritual journey through: 

 Mutual support among and between the Board, staff and Jubilee Community. 

 Love, respect, honesty, and integrity. 

 The personal well-being of staff and their families. 

 Helping staff feel good about themselves and their positions at Jubilee!. 
 
It is the responsibility of the Jubilee staff, in return for the benefits provided by the faith 
community, to give compassionate and professional services, as outlined in individual job 
descriptions. 
 
Please take time to review the policies contained in this handbook. If you have questions, feel 
free to address them with the Administrator. 
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Employment at Will 
 
Employment at Jubilee! is on an at-will basis unless otherwise stated in a written individual 
employment agreement signed by the Jubilee! board. 
 
This means that either the employee or Jubilee! may terminate the employment relationship at 
any time, for any reason, with or without notice. 
 
Nothing in this employee handbook is intended to or creates an employment agreement, express or implied. Nothing 
contained in this or any other document provided to the employee is intended to be, nor should it be, construed as 

a contract that employment or any benefit will be continued for any period of time. In addition, no Jubilee! 
representative is authorized to modify this policy for any employee or to enter into any 
agreement, oral or written, that changes the at-will relationship. 
 
Any salary figures provided to an employee in annual or monthly terms are stated for the sake of convenience or to 
facilitate comparisons and are not intended and do not create an employment contract for any specific period of 
time. 
 
Nothing in this statement is intended to interfere with, restrain, or prevent concerted activity as protected by the 
National Labor Relations Act. Such activity includes employee communications regarding wages, hours, or other 
terms or conditions of employment. Jubilee! employees have the right to engage in or refrain from such activities. 
  



 

 

Equal Opportunity and Commitment to Diversity 
 
Equal Opportunity 
 
Jubilee! provides equal employment opportunities to all employees and applicants for 
employment without regard to race, color, ancestry, national origin, gender, sexual orientation, 
marital status, religion, age, disability, gender identity, results of genetic testing, or service in the 
military. Equal employment opportunity applies to all terms and conditions of employment, 
including hiring, placement, promotion, termination, layoff, recall, transfer, leave of absence, 
compensation, and training. 
 
Jubilee! expressly prohibits any form of unlawful employee harassment or discrimination based 
on any of the characteristics mentioned above. Improper interference with the ability of other 
employees to perform their expected job duties is absolutely not tolerated.  
Any employees with questions or concerns about equal employment opportunities in the 
workplace are encouraged to bring these issues to the attention of the Administrator. Jubilee! 
will not allow any form of retaliation against individuals who raise issues of equal employment 
opportunity. If an employee feels they have been subjected to any such retaliation, they should 
bring it to the attention of the Administrator. 
 
Retaliation means adverse conduct taken because an individual reported an actual or perceived 
violation of this policy, opposed practices prohibited by this policy, or participated in the 
reporting and investigation process described below. “Adverse conduct” includes but is not 
limited to: 
(1) shunning and avoiding an individual who reports harassment, discrimination or retaliation; 
(2) express or implied threats or intimidation intended to prevent an individual from reporting 
harassment, discrimination, or retaliation; or 
(3) denying employment benefits because an applicant or employee reported harassment, 
discrimination or retaliation or participated in the reporting and investigation process. 
 
Complaints of discrimination should be filed according to the procedures described in the 
Harassment and Complaint Procedure. 

 
Americans with Disabilities Act (ADA), Americans with Disabilities 
Amendments Act (ADAAA) and Reasonable Accommodation 
 
To ensure equal employment opportunities to qualified individuals with a disability, Jubilee! will 
make reasonable accommodations for the known disability of an otherwise qualified individual, 
unless undue hardship on the operation of the business would result. Employees who may 
require a reasonable accommodation should contact the Administrator. 

 



 

 

Commitment to Diversity 
 
Jubilee! is committed to creating and maintaining a workplace in which all employees have an 
opportunity to participate and contribute to the success of the business and are valued for their 
skills, experience, and unique perspectives. This commitment is embodied in Jubilee! policy and 
the way we do business at Jubilee! and is an important principle of sound business management. 

 
Harassment and Complaint Procedure 
Sexual and other unlawful harassment is a violation of Title VII of the Civil Rights Act of 1964 (Title 
VII), as amended, as well as many state laws. Harassment based on a characteristic protected by 
law, such as race, color, ancestry, national origin, gender, sex, sexual orientation, gender identity, 
marital status, religion, age, disability, veteran status, or other characteristic protected by state 
or federal law, is prohibited.  
 
It is Jubilee!’s policy to provide a work environment free of sexual and other harassment. To that 
end, harassment of Jubilee!’s employees by the administrator, Team Leaders, coworkers, or 
nonemployees who are in the workplace is absolutely prohibited. Further, any retaliation against 
an individual who has complained about sexual or other harassment or retaliation against 
individuals for cooperating with an investigation of a harassment complaint is similarly unlawful 
and will not be tolerated. Jubilee! will take all steps necessary to prevent and eliminate unlawful 
harassment. 
 
Definition of Unlawful Harassment. “Unlawful harassment” is conduct that has the purpose or 
effect of creating an intimidating, hostile, or offensive work environment; has the purpose or 
effect of substantially and unreasonably interfering with an individual’s work performance; or 
otherwise adversely affects an individual’s employment opportunities because of the individual’s 
membership in a protected class. 
 
Unlawful harassment includes, but is not limited to, epithets; slurs; jokes; pranks; innuendo; 
comments; written or graphic material; stereotyping; or other threatening, hostile, or 
intimidating acts based on race, color, ancestry, national origin, gender, sex, sexual orientation, 
marital status, religion, age, disability, veteran status, or other characteristic protected by state 
or federal law. 
 
Definition of Sexual Harassment. While all forms of harassment are prohibited, special attention 
should be paid to sexual harassment. “Sexual harassment” is generally defined under both state 
and federal law as unwelcome sexual advances, requests for sexual favors, and other verbal or 
physical conduct of a sexual nature where: 

 Submission to or rejection of such conduct is made either explicitly or implicitly a term or 
condition of any individual’s employment or as a basis for employment decisions; or 

 Such conduct has the purpose or effect of unreasonably interfering with an individual’s 
work performance or creating an intimidating, hostile, or offensive work environment. 

 



 

 

Other sexually oriented conduct, whether intended or not, that is unwelcome and has the effect 
of creating a work environment that is hostile, offensive, intimidating, or humiliating to workers 
may also constitute sexual harassment. 
 

While it is not possible to list all those additional circumstances that may constitute sexual 
harassment, the following are some examples of conduct that, if unwelcome, may constitute 
sexual harassment depending on the totality of the circumstances, including the severity of the 
conduct and its pervasiveness: 

 Unwanted sexual advances, whether they involve physical touching or not; 

 Sexual epithets, jokes, written or oral references to sexual conduct, gossip regarding one’s 
sex life, comments about an individual’s body, comments about an individual’s sexual 
activity, deficiencies, or prowess; 

 Displaying sexually suggestive objects, pictures, or cartoons; 

 Unwelcome leering, whistling, brushing up against the body, sexual gestures, or 
suggestive or insulting comments; 

 Inquiries into one’s sexual experiences; and 

 Discussion of one’s sexual activities. 
 
All employees should take special note that, as stated above, retaliation against an individual 
who has complained about sexual harassment and retaliation against individuals for cooperating 
with an investigation of sexual harassment complaint is unlawful and will not be tolerated at 
Jubilee!. 
 
Complaint Procedure. Any employee who believes they have been subject to or witnessed illegal 
discrimination, including sexual or other forms of unlawful harassment, is requested and 
encouraged to make a complaint. You may complain directly to your immediate Team Leader or 
the Administrator, or any other member of management with whom you feel comfortable 
bringing such a complaint. Similarly, if you observe acts of discrimination toward or harassment 
of another employee, you are requested and encouraged to report this to one of the individuals 
listed above. 
 
No reprisal, retaliation, or other adverse action will be taken against an employee for making a 
complaint or report of discrimination or harassment or for assisting in the investigation of any 
such complaint or report. Any suspected retaliation or intimidation should be reported 
immediately to one of the persons identified above. 
 
All complaints will be investigated promptly and, to the extent possible, with regard for 
confidentiality. 
 
  



 

 

Conflicts of Interest and Confidentiality 
 
Conflicts of Interest 
 
Jubilee! expects all employees and volunteers to conduct themselves and Jubilee! business in a 
manner that reflects the highest standards of ethical conduct, and in accordance with all federal, 
state, and local laws and regulations. This includes avoiding real and potential conflicts of 
interests. 
 
Exactly what constitutes a conflict of interest or an unethical business practice is both a moral 
and a legal question. Jubilee! recognizes and respects the individual employee’s right to engage 
in activities outside of employment which are private in nature and do not in any way conflict 
with or reflect poorly on Jubilee!. 
 
It is not possible to define all the circumstances and relationships that might create a conflict of 
interest. If a situation arises where there is a potential conflict of interest, the employee should 
discuss this with the Administrator for advice and guidance on how to proceed. The list below 
suggests some of the types of activity that indicate improper behavior, unacceptable personal 
integrity, or unacceptable ethics: 
1.   Simultaneous employment by another firm that is a competitor of Jubilee!. 
2.  Carrying on Jubilee! business with a firm in which the employee, or a close relative of the 
employee, has a substantial ownership or interest. 
3.  Borrowing money from Jubilants or firms, other than recognized loan institutions, from which 
Jubilee! buys services, materials, equipment, or supplies. 
4.   Accepting substantial gifts or excessive entertainment from an outside organization or agency. 
5.  Speculating or dealing in materials, equipment, supplies, services, or property purchased by  
Jubilee!. 
6. Participating in civic or professional organization activities in a manner that divulges 
confidential Jubilee! information. 
7. Misusing privileged information or revealing confidential data to outsiders. 
8. Using one’s position in Jubilee! or knowledge of its affairs for personal gains. 
9. Engaging in practices or procedures that violate antitrust laws, commercial bribery laws, 
copyright laws, discrimination laws, campaign contribution laws, or other laws regulating the 
conduct of Jubilee! business. 

 
Confidential Information 
 
The protection of confidential information is vital to the interests and integrity of Jubilee!. 
Confidential information is any and all information disclosed to or known by you because of 
employment with Jubilee! that is not generally known to people outside Jubilee! about its 
business or Jubilants. 
 



 

 

An employee who improperly uses or discloses confidential information will be subject to 
disciplinary action even if they do not actually benefit from the disclosed information. 
 
All inquiries from the media must be referred to the Administrator. This provision is not intended 
to, and should not be interpreted to, prohibit employees from discussing wages and other terms 
and conditions of employment if they so choose.   



 

 

Employment Relationship 

Employee Privacy 

It is the Jubilee!’s goal to respect the individual privacy of its employees and at the same time 
maintain a safe and secure workplace. When issues of safety and security arise, you may be 
requested to cooperate with an investigation. The investigation may include the following 
procedures to safeguard Jubilee! and its employees: searches of personal belongings, searches 
of work areas, searches of private vehicles on Jubilee! premises, medical examinations, and the 
like. Failure to cooperate with an investigation or providing false information during any 
investigation may lead to discipline, including termination. 

Privacy – Social Security Numbers 

Policy and Procedure Regarding Use and Disclosure of Social Security Numbers 

Purpose. This policy and procedure explains Jubilee!’s general standards and practices for how 
Social Security numbers are gathered, stored, disclosed, and ultimately disposed of. 

Policy. It is Jubilee!’s policy that Social Security numbers obtained from employees, vendors, 
contractors, Jubilants or others are confidential information. 

Social Security numbers will be obtained, retained, used, and disposed of only for legitimate 
business reasons and in accordance with the law and this policy. 

Procedure. Documents or other records containing employee Social Security numbers generally 
will be requested, obtained, or created only for legitimate business reasons consistent with this 
policy. For example, Social Security numbers may be requested from employees for tax reporting 
purposes (i.e., IRS Form W-4) or for new-hire reporting. 

Retention and access to Social Security numbers. All records containing Social Security numbers 
(whether partial or complete) will be maintained in secure, confidential files with limited access. 

Unauthorized use/disclosure of Social Security numbers. Any employee who obtains, uses, or 
discloses Social Security numbers for unauthorized purposes or contrary to the requirements of 
this policy and procedure may be disciplined up to and including discharge. Jubilee! will 
cooperate with government investigations of any person alleged to have obtained, used, or 
disclosed Social Security numbers for unlawful purposes. 

Employment Classification 

Jubilee! classifies its employees as shown below. Jubilee! may review or change employee 
classifications at any time. 



 

 

Contract. Contract employees’ pay, hours, and goals are as outlined in their contract.  

Performance. Performance employees contribute their talents to Jubilee! on either a regular or 
intermittent schedule and are paid per performance.  

Exempt. Exempt employees are paid on a salaried basis with an “expected” number of work 
hours to accomplish their goals. 

Regular, Full-Time. Employees who are not in a temporary status and work a minimum of 30 
hours weekly and maintain continuous employment status.  

Regular, Part-Time. Employees who are not in a temporary status and who are regularly 
scheduled to work fewer than 30 hours weekly, but at least 20 hours weekly, and who maintain 
continuous employment status.  

Temporary, Full-Time. Employees who are hired as interim replacements to temporarily 
supplement the workforce or to assist in the completion of a specific project and who are 
temporarily scheduled to work Jubilee!’s full-time schedule for a limited duration. Employment 
beyond any initially stated period does not in any way imply a change in employment status. 

Temporary, Part-Time. Employees who are hired as interim replacements to temporarily 
supplement the workforce or to assist in the completion of a specific project and who are 
temporarily scheduled to work fewer than 30 hours weekly for a limited duration. Employment 
beyond any initially stated period does not in any way imply a change in employment status. 

Volunteers. Jubilee! relies on and values the contribution of volunteers in our organization. 
Volunteers are not paid employees though they are just as vital to our success and will fall under 
the policies in this Handbook. 

Work Week and Hours of Work 

Employees will be given an estimated number of hours per week they are expected to work with 

clear expectations of the outcomes to be produced. Employees are free to arrange and structure 

their work week in a manner to accomplish their objectives, keeping in mind the responsibilities 

that may require their attendance at specific events and/or Sunday celebrations.  

Deductions from Pay/Safe Harbor Exempt Employees  

Jubilee! does not make improper deductions from the salaries of exempt employees and 
complies with the salary basis requirements of the Fair Labor Standards Act (FLSA). Employees 
classified as exempt from the overtime pay requirements of the FLSA will be notified of this 
classification at the time of hire or change in position.  

Permitted deductions. The FLSA limits the types of deductions that may be made from the pay 
of an exempt employee.  Deductions that are permitted include: 

• Deductions that are required by law, e.g., income taxes; 
• Deductions for employee benefits when authorized by the employee; 



 

 

• Absence from work for one or more full days for personal reasons other than sickness 
or disability; 

• Absence from work for one or more full days due to sickness or disability if the 
deduction is made in accordance with a bona fide plan, policy or practice of providing 
compensation for salary lost due to illness; 

• Offset for amounts received as witness or jury fees, or for military pay; or   
• Unpaid disciplinary suspensions of one or more full days imposed in good faith for 

workplace conduct rule infractions. 

During the week an exempt employee begins work for Jubilee! or during the last week of 
employment, the employee will only be paid for actual hours worked.  

Improper deductions. If an employee classified as exempt believes that an improper deduction 
has been taken from their pay, the employee should immediately report the deduction to the 
Administrator. The report will be promptly investigated and if it is found that an improper 
deduction has been made, Jubilee! will reimburse the employee for the improper deduction. 

Paychecks 

Jubilee!’s pay period for all employees is twice monthly on the 1st and 15th of the month. 
Paychecks are directly deposited into your checking and/or savings accounts.  

Access to Personnel Files 

Employee files are maintained by the Administrator and are considered confidential. Other staff 
members may only have access to personnel file information on a need-to-know basis. Personnel 
file access by current employees and former employees upon request will generally be permitted 
within 3 days of the request unless otherwise required under state law. Personnel files are to be 
reviewed in the Administrator’s office. Employee files may not be taken outside the office. 
Representatives of government or law enforcement agencies, in the course of their duties, may 
be allowed access to file information.  

Employment of Relatives and Domestic Partners 

Relatives and domestic partners may be hired by Jubilee! if (1) the persons concerned will not 
work in a direct Team Leader relationship, and (2) the employment will not pose difficulties for 
supervision, security, safety, or morale. For the purposes of this policy, “relatives” are defined as 
spouses, children, siblings, parents, or grandparents. A “domestic partnership” is generally 
defined as a committed relationship between two individuals who are sharing a home or living 
arrangements. 

Current employees who marry each other or become involved in a domestic partnership will be 
permitted to continue employment with Jubilee! provided they don’t work in a direct Team 
Leader relationship with each other or otherwise pose difficulties as mentioned above. If 
employees who marry or live together do work in a direct Team Leader relationship with each 
other, Jubilee! will attempt to reassign one of the employees to another position for which he or 



 

 

she is qualified if such a position is available. If no such position is available, the employees will 
be permitted to determine which one of them will resign from Jubilee!. 

Separation from Employment 

In all cases of voluntary resignation (one initiated by the employee), employees are asked to 
provide a written notice to their Team Leaders at least 10 working days in advance of the last day 
of work. The 10 days must be actual working days. Holidays and paid time off (PTO) will not be 
counted toward the 10-day notice. Employees who provide the requested amount of notice will 
be considered to have resigned in good standing and generally will be eligible for rehire.  

In most cases, the Administrator will conduct an exit meeting on or before the last day of 
employment to collect all Jubilee! property, and to discuss final pay. 

Should it become necessary because of business conditions to reduce the number of employees, 
work hours or pay this will be done at the discretion of Jubilee!. 

  



 

 

Workplace Safety 

Drug-Free and Alcohol-Free Workplace 

It is the policy of Jubilee! to maintain a drug- and alcohol-free work environment that is safe and 
productive for employees and others having business with Jubilee!. 

The unlawful use, possession, purchase, sale, distribution, or being under the influence of any 
illegal drug and/or the misuse of legal drugs while on Jubilee! or client premises or while 
performing services for Jubilee! is prohibited. In addition, Jubilee! prohibits off-premises abuse 
of alcohol and controlled substances, as well as the possession, use, or sale of illegal drugs, when 
these activities adversely affect job performance, job safety, or Jubilee!’s reputation in the 
community. 

Smoke-Free Workplace 

Smoking is not allowed in Jubilee! buildings or work areas at any time. “Smoking” includes the 
use of any tobacco products (including chewing tobacco), electronic smoking devices, and e-
cigarettes. 

Smoking is only permitted during break times in designated outdoor areas. Employees using 
these areas are expected to dispose of any smoking debris safely and properly.  

Workplace Violence Prevention 

Jubilee! is committed to providing a safe, violence-free workplace for our employees. Due to this 
commitment, we discourage employees from engaging in any physical confrontation with a 
violent or potentially violent individual or from behaving in a threatening or violent manner. 
Threats, threatening language, or any other acts of aggression or violence made toward or by any 
employee will not be tolerated. A threat may include any verbal or physical harassment or abuse, 
attempts to intimidate others, menacing gestures, stalking, or any other hostile, aggressive, 
and/or destructive actions taken for the purposes of intimidation. This policy covers any violent 
or potentially violent behavior that occurs in the workplace or at Jubilee!-sponsored functions. 

All Jubilee! employees bear the responsibility of keeping our work environment free from 
violence or potential violence. Any employee who witnesses or is the recipient of violent behavior 
should promptly inform their Team Leader or the Administrator. All threats will be promptly 
investigated. No employee will be subject to retaliation, intimidation, or discipline as a result of 
reporting a threat in good faith under this guideline. 

Jubilee! prohibits the possession of weapons on its property at all times. 

Jubilee! reserves the right to inspect all belongings of employees on its premises, including 
packages, briefcases, purses and handbags, gym bags, and personal vehicles on Jubilee! property.  
In addition, Jubilee! may inspect the contents of lockers, storage areas, file cabinets, desks, and 
work stations at any time and may remove all Jubilee! property and other items that are in 
violation of Jubilee! rules and policies. 



 

 

 

Commitment to Safety 

Protecting the safety of our employees and visitors is an important aspect of running our 
business. 

All employees have the opportunity and responsibility to contribute to a safe work environment 

by using commonsense rules and safe practices and by notifying Administrator when any health 

or safety issues are present. All employees are encouraged to partner with Administrator to 

ensure maximum safety for all.  

In the event of an emergency, notify the appropriate emergency personnel by dialing 911. 

Emergency Closings 

Jubilee! will always make every attempt to be open for business. In situations in which some 
employees are concerned about their safety, Administrator may advise that the office is not 
officially closed, but anyone may choose to leave the office if they feel uncomfortable. 

Exempt employees will be paid for a normal full day but are expected to complete their work at 
another time. 

  



 

 

Workplace Guidelines 

Attendance 

All employees are expected to arrive on time, ready to work, every day they are scheduled to 
work. 

If unable to arrive at work on time, or if an employee will be absent for an entire day, the 
employee must contact the Team Leader as soon as possible. Voice mail and e-mail messages are 
not acceptable except in certain emergency circumstances. Excessive absenteeism or tardiness 
will result in discipline. If an employee fails to show up or call in for scheduled work for 3 
consecutive days, the employee will be considered to have abandoned their job. 

Job Performance 

Communication between employees and Team Leaders or Administrators is very important. 
Discussions regarding job performance and expectations are ongoing and often informal. 
Employees should initiate conversations with their Team Leaders if they feel additional ongoing 
discussion is needed. 

Generally, formal performance reviews are conducted annually. These reviews include a 
discussion between the employee and the Team Leader or Administrator about job performance 
and expectations for the coming year. 

Outside Employment 

Employees are permitted to work a second job as long as it does not interfere with their job 
performance with Jubilee!. 

Dress and Grooming 

Jubilee! provides a casual and welcoming work environment for its employees. All employees are 
expected to dress in a manner consistent with good hygiene, safety, and good taste. Please be 
attentive to the image you present. 

Social Media Acceptable Use 

Jubilee! encourages employees to share information with co-workers and with those outside 
Jubilee! for the purposes of gathering information, generating new ideas, and learning from the 
work of others. Social media provide inexpensive, informal, and timely ways to participate in an 
exchange of ideas and information. However, information posted on a website is available to 
the public and, therefore, Jubilee! has established the following guidelines for employee 
participation in social media. 
 
Note: As used in this policy, “social media” refers to blogs, forums, and social networking sites, 
such as Twitter, Facebook, LinkedIn, YouTube, Instagram, and SnapChat, among others. 



 

 

Off-duty use of social media. Employees may maintain personal websites or weblogs on their 
own time using their own facilities. Employees must ensure that social media activity does not 
interfere with their work. In general, Jubilee! considers social media activities to be personal 
endeavors, and employees may use them to express their thoughts or promote their ideas. 

On-duty use of social media. Employees may engage in social media activity during work time 
provided it is directly related to their work, approved by the Administrator, and does not identify 
or reference Jubilee!, Jubilants, or vendors without express permission. Jubilee! may monitor 
employee use of Jubilee! computers and the Internet, including employee blogging and social 
networking activity. 

Respect. Demonstrate respect for the dignity of Jubilee!, Jubilants, its vendors, and its 
employees. A social media site is a public place, and employees should avoid inappropriate 
comments. For example, employees should not divulge Jubilee! confidential information such as 
information restricted from disclosure by law on social media sites. Similarly, employees should 
not engage in harassing or discriminatory behavior that targets other employees or individuals 
because of their protected class status or make defamatory comments. Even if a message is 
posted anonymously, it may be possible to trace it back to the sender. 
 
Post disclaimers. If an employee identifies themselves as a Jubilee! employee or discusses 
matters related to Jubilee! on a social media site, the site must include a disclaimer on the front 
page stating that it does not express the views of Jubilee! and that the employee is expressing 
only their personal views. For example: “The views expressed on this website/Weblog are mine 
alone and do not necessarily reflect the views of my employer.” Place the disclaimer in a 
prominent position and repeat it for each posting expressing an opinion related to Jubilee! or 
Jubilee!’s business. Employees must keep in mind that if they post information on a social media 
site that is in violation of Jubilee! policy and/or federal, state, or local law, the disclaimer will not 
shield them from disciplinary action. 

Competition. Employees should not use a social media to criticize Jubilee!’s competition and 
should not use it to compete with Jubilee!. 

Confidentiality. Do not identify or reference Jubilee!, Jubilants, or vendors without express 
permission. Employees may write about their jobs in general but may not disclose any 
confidential or proprietary information. For examples of confidential information, please refer to 
the confidentiality policy. When in doubt, ask before publishing. 

New ideas. Please remember that new ideas related to work or Jubilee!’s business belong to 
Jubilee!. Do not post them on a social media site without Jubilee!’s permission. 

Links. Employees may provide a link from a social media site to Jubilee!’s website during 
employment (subject to discontinuance at Jubilee!’s sole discretion). Employees should contact 
the Web design group to obtain the graphic for links to Jubilee!’s site and to register the site with 
Jubilee!. 

Trademarks and copyrights. Do not use Jubilee!’s or others’ trademarks on a social media site, 
or reproduce Jubilee!’s or others’ material without first obtaining permission. 



 

 

Note: Nothing in this policy is meant to, nor should it be interpreted to, in any way limit your 
rights under any applicable federal, state, or local laws, including your rights under the National 
Labor Relations Act to engage in protected concerted activities with other employees to improve 
or discuss terms and conditions of employment, such as wages, working conditions, and benefits. 

Bulletin Boards 

All required governmental postings are posted on the boards located in the break room. These 
boards may also contain general announcements.  

Employees may submit to Administrator notices of general interest, such as for-sale notices; 
recreational-type announcements and/or club functions (e-mail should not be used for the 
aforementioned); postcards; expressions of gratitude or sympathy; and notices looking 
for/offering carpools, tickets, roommates, or pets. Administrator approves, posts, and takes 
down all notices. All notices posted by employees will be removed after 2 weeks unless otherwise 
stipulated.  Jubilee! reserves the right to refuse permission to post or to take down any 
announcement. 
 

Computers, Internet, Email, and Other Resources 

Jubilee! provides a wide variety of communication tools and resources to employees for use in 
running day-to-day business activities. Whether it is the telephone, voice mail, fax, scanner, 
Internet, intranet, e-mail, text messaging, portable electronic devices or any other Jubilee!-
provided technology, use should be reserved for business-related matters during working hours. 
All communication using these tools should be handled in a professional and respectful manner.  

Employees should not have any expectation of privacy in their use of Jubilee! computer, phone, 
portable electronic devices, or other communication tools. All communications made using 
Jubilee!-provided equipment or services including email and internet activity, are subject to 
inspection by Jubilee!. Employees should keep in mind that even if they delete an email, 
voicemail or other communication, a copy may be archived on Jubilee!’s systems. 

Employee use of Jubilee!-provided communication systems, including personal e-mail and 
internet use, that are not job-related have the potential to drain, rather than enhance, 
productivity and system performance. You should also be aware that information transmitted 
through e-email and the internet is not completely secure or may contain viruses or malware, 
and information you transmit and receive could damage Jubilee!’s systems as well as the 
reputation of Jubilee!.  To protect against possible problems, delete any e-mail messages prior 
to opening that are received from unknown senders and advertisers.  It also is against Jubilee! 
policy to turn off antivirus protection software or make unauthorized changes to system 
configurations installed on Jubilee! computers.   

Jubilee! encourages employees to use e-mail only to communicate with fellow employees, 
suppliers, Jubilants, or potential Jubilants regarding Jubilee! business. Internal and external e-
mails are considered business records and may be subject to federal and state recordkeeping 



 

 

requirements as well as to discovery in the event of litigation. Be aware of this possibility when 
sending e-mails within and outside Jubilee!. 

All use of Jubilee!-provided communications systems, including e-mail and internet use, should 

conform to our Jubilee! guidelines/policies, including but not limited to the Equal Opportunity, 

Harassment, Confidential Information, and Conflicts of Interest.   So for example, employees 

should not engage in harassing or discriminatory behavior that targets other employees or 

individuals because of their protected class status or make defamatory comments. Similarly, 

employees should not divulge confidential information or information restricted from disclosure 

by law on social media sites.  

Because e-mail, telephone and voice mail, and internet communication equipment are provided 
for Jubilee! business purposes and are critical to Jubilee!’s success, your communications may be 
accessed without further notice by Information Technology department administrators and 
Jubilee! Administrator to ensure compliance with this guideline.  

The electronic communication systems are not secure and may allow inadvertent disclosure, 
accidental transmission to third parties, etc. Sensitive information should not be sent via 
unsecured electronic means. 

Employees should pay particular care to the use and security of portable electronic devices when 

used for business-related purposes, such as laptops, tablets, smartphones, and other data 

storage media, whether provided by the employer or the employee. Lost or stolen portable 

electronic devices containing Jubilee! information may cause the unauthorized disclosure of 

sensitive employee data.  Employees should use appropriate password protections for such 

devices and physically secure them as recommended by the Information Technology 

administrators. 

Office telephones are for business purposes. While Jubilee! recognizes that some personal calls 
are necessary, these should be kept as brief as possible and to a minimum.  

Nothing in this policy is designed to interfere with, restrain, or prevent employee 
communications regarding wages, hours, or other terms and conditions of employment as 
protected under the National Labor Relations Act.  Employees have the right to engage in or 
refrain from such activities. 

Disciplinary Procedure 

Jubilee! expects employees to comply with Jubilee!’s standards of behavior and performance and 
to correct any noncompliance with these standards. Although performance reviews are 
scheduled annually, the Administrator or Team Leader may request a review to address particular 
performance concerns as necessary. 
 
Under normal circumstances, Jubilee! endorses a policy of progressive discipline in which it 
attempts to provide employees with notice of deficiencies and an opportunity to improve. It 
does, however, retain the right to administer discipline in any manner it sees fit. This policy does 



 

 

not modify the status of employees as employees-at-will or in any way restrict Jubilee!’s right to 
bypass the disciplinary procedures suggested. 
 
The following steps are suggested in the discipline procedure. All steps should be documented in 
the employee’s personnel file. 
 
Step 1: Informal Discussion. When a performance problem is first identified, the nature of the 
problem and the action necessary to correct it should be thoroughly discussed with the employee 
with a timeline for improvement. 
 
Step 2: Counseling. If a private informal discussion with the employee has not resulted in 
corrective action, following a thorough investigation, the Team Leader should meet with the 
employee and (a) review the problem, (b) permit the employee to present his or her views on 
the problem, (c) advise the employee that the problem must be corrected, (d) inform the 
employee that failure to correct the problem will result in further disciplinary action which may 
include discharge, and (e) issue a counseling notice to the employee. 
 
Step 3: Reprimand. If satisfactory performance and corrective action are not achieved under 
Steps l and 2, the Team Leader and his or her superior should meet with the employee in private 
and proceed via (a) through (d) above, and issue a reprimand notice to the employee. 
 
Step 4: Suspension. Team Leaders have the authority to temporarily remove employees from the 
workplace, with or without pay, if approved in advance by the Administrator.  
 
Step 5: Failure to improve. Failure to improve performance or behavior after the written warning 
or suspension can result in termination. 
 
The progressive disciplinary procedures described above also may be applied to an employee 
who is experiencing a series of unrelated problems involving job performance or behavior. 
 
In cases involving serious misconduct, or any time the Team Leader, Administrator, or Board 

determines it is necessary, such as a major breach of policy or violation of law, the procedures 

contained above may be disregarded. Typically, the Team Leader should suspend the employee 

immediately (with or without pay) and an investigation of the incidents leading up to the 

suspension should be conducted to determine if any further action, such as termination, should 

be taken. 

 

 

 

 



 

 

 

Time Off and Leaves of Absence 

Requests for Leave. Employees must complete a Request for Leave at least 2 weeks in advance 

and submit it to the Administrator or Team Leader to schedule a time away from their duties.  

Please make reasonable efforts to schedule planned leave so as not to unduly disrupt Jubilee’s 

operations.   

Workers’ Compensation 
 
Workers’ compensation is a “no-fault” system that provides compensation for medical expenses  
and wage losses to employees who are injured or who become ill because of employment.  
Jubilee! pays the entire cost of workers’ compensation insurance. The insurance provides 
coverage for related medical and rehabilitation expenses and a portion of lost wages to 
employees who sustain an injury on the job. 
 
Jubilee! abides by all applicable state workers’ compensation laws and regulations. 
If an employee sustains a job-related injury or illness, it is important to notify the supervisor and 
Human Resources immediately. The supervisor will complete an injury report with input from the 
employee and return the form to the Administrator. Human Resources will file the claim with the 
insurance company. In cases of true medical emergencies, report to the nearest emergency 
room. 
 
  



 

 

EMPLOYEE HANDBOOK ACKNOWLEDGMENT AND RECEIPT 

I hereby acknowledge receipt of the employee handbook of Jubilee!. I understand and agree that 
it is my responsibility to read and comply with the policies in the handbook. 

I understand that the handbook and all other written and oral materials provided to me are 
intended for informational purposes only. Neither it, Jubilee! practices, nor other 
communications create an employment contract or term. I understand that the policies and 
benefits, both in the handbook and those communicated to me in any other fashion, are subject 
to interpretation, review, removal, and change by Administrator at any time without notice. 

I further understand that I am an at-will employee and that neither this document nor any other 
communication shall bind Jubilee! to employ me now or hereafter and that my employment may 
be terminated by me or Jubilee! without reason at any time. I understand that no representative 
of Jubilee! has any authority to enter into any agreement for employment for any specified 
period of time or to assure any other personnel action or to assure any benefits or terms or 
conditions of employment, or make any agreement contrary to the foregoing. 

I also understand and agree that this agreement may not be modified orally and that only the 
Administrator or Board may make a commitment for employment. I also understand that if such 
an agreement is made, it must be in writing and signed by the Administrator or Board. 

 

_____________________________________ 
Employee’s Name in Print 
 

_____________________________________ 
Signature of Employee 
 

______________________________________ 
Date Signed by Employee 
 

TO BE PLACED IN EMPLOYEE’S PERSONNEL FILE 

  



 

 

Jubilee! Staffing Proposal 

 

One + year ago, Jubilee’s staff consisted of 4 “full-time” (Jubilee = 30ish hours)  

 Minister of ritual 

 Minister of Community Life 

 Administrator 

 Minister of Nurture 

Plus part-time (These 5 add up to approximately 1 FTE): 

 Minister of Music 

 Band 

 Choir Director 

 Accountant 

 Housekeeper 

5 full-time staff.  

 

Currently, the staff consists of no full-time staff: 

 Part time minister of transition 

 Part-time administrator 

 10 hours/week communications manager 

 Minister of Music 

 Choir Director 

 Accountant 

These add up to about 2 full-time equivalent staff. This means we are down at least 3 full-time staff. We 

need to gear up for returning to in-person PLUS livestreamed services plus a nurture program, etc.  

 

Staffing for return needs at least 2 full-time professional staff (or FTE), PLUS part-time music / 

secretarial / janitorial / accounting /etc.  

 

New staffing proposal:  



 

 

Full-time Minister of Transition starting June 1 who: is responsible for content for every Sunday 

morning and who is the main speaker 17 Sundays (remaining 7 months) plus special celebrations 

(Christmas, etc.); works with Board to develop search process and new job description; works with a 

Team to create summer mini-retreats and other community building activities through the fall; leads 

membership classes.  

And who takes on part of Administrator’s role: 

 Overseeing Sunday morning upstairs staff (music, tech, ministers) 

 Working with Accountant on weekly accounting needs 

 Working with Accountant and Finance to provide clear monthly reports to the Board 

 Working with Finance Committee to create 2022 budget 

 Working with Fundraising Team and consultant on Fall Campaign  

 Working with Board’s Executive Team to do monthly agendas, annual board training and 
ongoing Board and Staff leadership development.  

And who takes on part of the Minister of Community Life’s role: 

 Working to restart Care and Compassion Team w/consultant or interim help 

 Working with Team Leaders to decide on/encourage programming 

 Working with the Communications Manager to spread the news 
 

Additional Staff needs include current part-times: 

Communications Manager, Minister of Music, Choir Director, Accountant 

PLUS: 

 Tech Consultant to set-up new live-streaming, oversee it weekly and train others to use it 

 Nurture Coordinator to restart program, choose curriculum and have materials ready, hire and 
oversee Sunday morning hourly nurture staff, (teach one of the classes). 

 Fund-raising Consultant to help with Fall Campaign, donor cultivation, investment strategies and 
new ways of bringing in donations in the digital age 

 Facilities Manager (oversees events, maintenance, housekeeping staff, facilities team, facilities 
budget)  

 Pastoral Care Interim to help with pastoral care, work with teams related to pastoral needs 
(includes restarting Care and Compassion), visitation. 

 HC Consultant to Manage all the consultants and work with board to re-envision 2022 staffing in 
preparation for search for new minister.  

 

Anyone hired will be on an interim basis (6 - 9-month contracts, depending on position) so that we 

have the freedom to change the staffing arrangements as we assess the changing needs of the returning 

community.  

 

Patrick continues in his role until the above are hired and on-boarded and is responsible for putting 

together job descriptions and contracts for the consultants.  



 

 

 

Timeline:  

 

Hire YESTERDAY: Tech consultant who can work well with the staff (speakers, musicians, audio tech) to 

quickly and effectively create and coordinate our new reality when we come back together.  

 

Hire by June 15: child-care workers on hourly basis for Sunday morning. For safety reasons, at least 4: 2 

each for 2 different age-groups.  

 

Hire by August:  

 Nurture Program Consultant, 5-10 hours/week 

 Pastoral Care Interim for 5-10 hours/week 

 Facilities Manager for 5-10 hours/week 

 Fundraising Consultant, as needed 

 HC Consultant, as needed  
 

Staffing for Growth 2022: 

 

Staffing for Growth should be our plan for 2022. This will mean deciding which of the consultant/interim 

positions need to be rolled into ongoing positions and in what capacity.   

 

As we discussed at some length at our March 6 Board Retreat, we are not currently staffed for growth. 

We are, in fact, staffed for decline. (https://careynieuwhof.com/the-new-characteristics-of-churches-

that-will-be-in-decline-five-years-from-now/)  

 

Staffing for growth generally means one full-time professional staff for each 100 regular attenders (So if 

average attendance, in person and digital, is 300 = 3 full-time professional staff), not counting facilities, 

musicians, accountant, etc.  

 

 

 

 

 

https://careynieuwhof.com/the-new-characteristics-of-churches-that-will-be-in-decline-five-years-from-now/
https://careynieuwhof.com/the-new-characteristics-of-churches-that-will-be-in-decline-five-years-from-now/


 

 

 

EMPLOYEE ACKNOWLEDGEMENT AND RECEIPT OF 

HARASSMENT POLICY 

I have read and I understand Jubilee!’s Harassment Policy. 
 
 
_____________________________________ 
Employee’s Name in Print 
 

_____________________________________ 
Signature of Employee 
 

______________________________________ 
Date Signed by Employee 
 

TO BE PLACED IN EMPLOYEE’S PERSONNEL FILE 

 


