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[bookmark: _Toc199762784]	I. Policy 
The executive director has the authority to administer and adopt procedures and/or guidelines that implement policy that further define the rules governing UFAIR employees. These procedures include establishing leave processes, performance reviews, establishing employee benefits, and merit increases. Any procedures established by the executive director with a fiscal impact must be within the budget approved by the board. 
[bookmark: _Toc199762785]	II. Leave 
UFAIR employees who work 20 hours or more per week are eligible for leave benefits. Benefitted eligible part-time employees who work between 20 and 40 hours per week earn pro-rated leave hours based on hours worked and leave taken during the pay period.

[bookmark: _Toc199753399][bookmark: _Toc199762639][bookmark: _Toc199762786]Annual Leave

	Annual leave is based on years of service at UFAIR or similar experience, as determined by the executive director. Executive employees reporting to the board or Executive Director will receive the maximum accrual rate. 

	Years of Service
	Hours Accrued Per Pay Period

	0-4
	4

	5-9
	5

	10-19
	6

	20+
	7



Any annual leave hours exceeding 320 will be forfeited at the end of the first pay period ending after December 31 each year. Employees who terminate employment with UFAIR receive pay for unused earned vacation at their current rate of pay

[bookmark: _Toc199753400][bookmark: _Toc199762640][bookmark: _Toc199762787]Sick Leave

	Sick leave will accrue at a rate of 4 hours per pay period and may be used when an employee is absent from duty due to:
 
· illness, injury, or disability of the employee, their spouse, their child, their parent, or any individual for whom the employee is a legal guardian; or
· preventive health or dental care for the employee, their spouse, their child, their parent, or any individual for whom the employee is a legal guardian.

Sick leave has no maximum balance and has no value upon termination. 

[bookmark: _Toc199762641][bookmark: _Toc199762788]Compensatory Time

An FLSA exempt employee who works more than 80 hours in a pay period will automatically receive compensatory time for hours worked in excess of 80. Compensatory time may be used in lieu of annual or sick leave. Upon approval from the Executive Director, Compensatory time may also be paid out in the first pay period of December, or other time designated by the Executive Director, at the employee’s current rate of pay. The maximum annual payout is limited to 160 hours. Compensatory time may be paid out upon termination, at the discretion of the Executive Director. 

[bookmark: _Toc199762642][bookmark: _Toc199762789]Bereavement Leave

Following the death of an immediate family member, employees may use up to 24 hours of bereavement leave with pay.  Immediate family means relatives of the Employee or spouse including in-laws, step relatives, or equivalent relationship as follows:

· Spouse
· Parents
· Siblings
· Children (including miscarriage or stillbirth)
· Grandparents
· Grandchildren 
· Others as approved by the Executive Director

[bookmark: _Toc199762643][bookmark: _Toc199762790]Holidays	

UFAIR recognizes the following paid holidays:

· New Year’s Day
· Dr. Martin Luther King, Jr. Day
· Washington and Lincoln Day
· Memorial Day
· Juneteenth National Freedom Day
· Independence Day
· Pioneer Day
· Labor Day
· Columbus Day
· Veterans Day
· Thanksgiving Day
· Christmas

[bookmark: _Toc199762791]	III. Social Security Exemption

UFAIR does not currently participate in the Social Security system. Until such time that UFAIR joins the Social Security system, UFAIR will provide a matching contribution to a 401(k) plan equal to 100% of an eligible employee's elective deferrals to a 401(k) or 457B plan, up to a maximum of 6.2% of the employee's taxable compensation, not to exceed the annual Social Security wage base limit in effect for that calendar year.


	IV. Equal Employment Opportunity

UFAIR is an Equal Opportunity Employer and shall comply with the Equal Employment Opportunity Act. UFAIR is committed to providing equal employment opportunities to all employees and applicants without regard to race, color, religion, sex, national origin, age, disability, genetic information, veteran status, or any other protected characteristic under applicable law. All employment decisions are based on merit, qualifications, and business needs.

UFAIR complies with state laws prohibiting nepotism or the employment of relatives. Except as allowed by state law, UFAIR prohibits employees from employing, appointing, voting for the appointment of, directly supervising, or being directly supervised by the employee’s relative. 
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