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UNITED WAY OF CHATHAM COUNTY 

PERSONNEL POLICIES 
 

1.0 UNITED WAY OF CHATHAM COUNTY MISSION 

 

The mission of the United Way of Chatham County is to increase the financial 

and human resources available for providing human care services to county 

residents.  We do this by recruiting, educating and promoting collaboration 

among donors, volunteers and service providers.  United Way is committed to 

continually improving the quality of life of every resident of Chatham County.  

Our mission is accomplished by efficiently raising funds, allocating those funds, 

participating in community problem solving, producing year round 

communications and promoting inclusiveness.   
 

2.0 BOARD-STAFF RELATIONSHIPS 

 

2.01  Role of the Executive Director 

 

The Executive Director is an employee of the Board of Directors, derives 

authority from the Board, and is responsible to it for performance.  The 

Executive Director is the chief operating officer of the organization and is 

responsible for its administrative leadership and the day-to-day operation 

of the agency. 

 

2.02   Staff Relationships with the Board of Directors 

 

The Board of Directors is the governing body of the organization.  The 

staff works within the framework of policies established by the Board; 

however, staff report directly to the Executive Director, or other staff 

members with delegated supervisory authority.  The Board is charged with 

setting policies and general procedures for the operation of the agency, 

including employing the Executive Director and periodically reviewing 

performance.  The President is the chief executive officer of the 

corporation and is authorized to speak on behalf of the Board of Directors.  

All staff concerns or issues should be addressed directly to the Executive 

Director. 

 

2.03   Organization Chart 

 

An organization chart for the United Way of Chatham County is attached. 

[See p. 15] 

 

3.0 EMPLOYMENT PRACTICES 

 

3.01   Employment Policy 

 

United Way of Chatham County adheres to Title VI of the Civil Rights 

Act of 1964, Section 504 of the Rehabilitation Act of 1973, and the Age 
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Discrimination Act of 1975.  United Way of Chatham County does not 

discriminate on the basis of race, color, creed, sex, religion, national 

origin, handicap, age, or sexual orientation.   

 

Staff, other than the Executive Director, shall be selected and hired by the 

Executive Director, in consultation with the Executive Committee. 

 

Length of employment is based on the employee’s continued satisfactory 

work performance and also upon the ability of the United Way of 

Chatham County to maintain the position involved.  However, there is no 

guaranteed term of employment.  Either the employee or the organization 

can terminate employment at will. 

 

If, because of cut-backs in funding or redirection of the agency financial 

resources, it becomes necessary to reduce the number of employees, the 

decision regarding the selection of who must be terminated is the 

responsibility of the Executive Director, in consultation with the Executive 

Committee. 

 

3.02   Employee Definitions 

 

FULL-TIME:  Employees who are regularly scheduled to work 40 hours 

per week and are eligible to receive benefits. 

 

PART-TIME:  Employees who are regularly scheduled to work less than 

35 hours per week, or on a short-term basis, not to exceed 1000 hr/yr.  

Part-time employees are entitled to benefits on a pro rata basis as is 

explained in Section 5 with the exception of medical insurance.  See page 

11 for explanation of medical insurance benefit.       

 

TEMPORARY:  Employee who work part-time or full-time for a defined 

period of time.   

 

INTERNS:  Students placed at the United Way for training.  Interns are 

not eligible for benefits. 

 

3.03   Job Descriptions   
 

Each United Way of Chatham County position is described by title, 

principal functions, responsibilities, and qualifications.  Each employee 

will be provided with a job description. 

 

3.04   Recruitment and Selection 

 

United Way of Chatham County will advertise all vacancies with 

newspapers and other appropriate agencies.  Applicants shall submit 

formal letters of application with a resume for consideration. 
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The Executive Director shall screen all applications for staff positions 

other than Executive Director.  The Executive Director will submit 

recommendations to the Board of Directors for final approval. 

 

3.05  Orientation of New Employees 

 

Each employee shall fill out the necessary tax withholding forms.  New 

employees shall also receive and read a copy of the personnel policies and 

sign the attached statement of understanding.  A copy of this statement 

will be placed in the employee’s personnel file.  Each employee shall also 

complete emergency contact information for their personnel file. 

 

Employees shall receive a job description for reference.  An orientation 

meeting between the employee and supervisor will be held during the first 

week of employment to familiarize the employee with office procedures 

and job expectations. 

 

3.06  Probationary Period 

 

Each employee is hired with the understanding that the first three  months 

of employment will constitute a probationary period.  As soon as possible 

after the employee is hired, the employee will meet with the respective 

supervisor to discuss performance, expectations, and goals.  Every 

employee should receive adequate supervision, including consultation 

with a supervisor on a regular basis.  A written evaluation shall be made at 

the end of the three-month probationary period, and annually thereafter. 

 

At any time during the three-month probationary period, an employee may 

be terminated if work performance fails to meet the expected work 

standards.  Successful completion of the probationary period does not 

convert the employment into permanent status or guarantee continued 

employment.  It is simply recognition that the employee has successfully 

completed three months of service with United Way of Chatham County. 

   

3.07   Appearance and Attire 
 

All employees are representatives of the organization and your appearance 

and attire leave impressions on clients, colleagues, and facility visitors.  

Business-casual dress is acceptable.  The Executive Director will bring 

inappropriate attire to your attention. 

 

3.08  Grievance Procedure 

 

United Way of Chatham County encourages employees to seek advice and 

assistance concerning grievances based on United Way of Chatham 

County policies, practices, rules, regulations, and/or procedures believed 

to be discriminatory or otherwise detrimental to an employee.  If any 
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employee of the organization believes that there has been unfair treatment, 

the employee should first discuss the matter with the immediate 

supervisor.  This discussion must occur within 10 days of the alleged 

unfair treatment.   

 

If the issue is not settled in the discussion between the employee and the 

immediate supervisor, the following procedures shall be followed: 

 

The employee may submit a written request to the Chairperson of 

the Board of Directors for review f the board within twenty (20) 

days following the challenged employment action. The employee's 

written request must contain a statement of the facts and reasons 

why a specific action was unfair.  The employee's supervisor will 

also have an opportunity to submit a written statement. The action 

of the Board of Directors shall be presented in writing to the 

employee and the supervisor.  The decision of the United Way of 

Chatham County Board of Directors is final.  

 

Information concerning an employee grievance is to be held in the strictest 

of confidence by all parties involved in the grievance process.  Final 

decisions on grievances will not be binding on future grievances unless 

they are officially stated as a United Way policy.  

  

3.09     Code of Ethics 
 

Each employee shall live up to the highest standards of professional 

conduct in carrying out work assignments and representing the 

organization fairly and professionally.  United Way of Chatham County 

expects each employee to perform the duties and responsibilities of the 

assigned position in the best interest of the agency, completely detached 

from influences of personal considerations or relationships with third 

parties. 

 

3.10   Performance Evaluation 

 

The Executive Director is charged with the responsibility of conducting 

annual appraisals of all employees.  Appraisals will be based on actual 

performance versus performance goals as determined by the employee’s 

job description.  Evaluations are designed to be a guide for evaluating 

employee performance on the job and also to act as a history of 

development and progress. 

 

A performance evaluation will be signed by the employee, Executive 

Director and Board President to indicate the review has taken place.  The 

signed evaluation will be placed in the employee’s personnel file. 
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3.11   Discipline Policy 
The United Way maintains a progressive discipline procedure to ensure a 

fair method of disciplining employees.  The progressive discipline system 

is intended to give employees advance notice, whenever possible, of 

problems with their conduct or performance in order to provide them an 

opportunity to correct any problems.  Normally, progressive discipline 

involves oral counseling and one or more written warnings before an 

employee is terminated.  However, exceptions or deviations from the 

normal procedure may occur whenever the United Way deems that 

circumstances warrant that one or more steps in the process be omitted. 

Accordingly, circumstances may sometimes warrant immediate 

termination. Employment is at the mutual consent of the employee and the 

United Way.  Accordingly, either the employee or the United Way can 

terminate the employment relationship at will, at any time, for any reason. 

 

3.12   Termination 

The United Way requests a 3-week termination notice from staff members 

and a 4-week termination notice from the Executive Director.  Before an 

employee leaves, all facility property must be returned to the Executive 

Director.  An exit interview may be arranged. 

 

4.0    COMPENSATION 

 

4.01   Salary  

 

The Board of Directors shall review and approve starting salaries for all 

employees upon the recommendation of the Executive Director. 

 

1. Increases 

 

Increases shall be based on the availability of funds, budgeted 

amounts for increases and the performance level of each employee 

as indicated by the results of the annual evaluation process.  The 

Executive Director will recommend the amount of each increase to 

the Executive Committee.  (Recommendations from the Executive 

Committee, including any increase for the Executive Director, will 

be presented to the Board of Directors for a vote.)  Removed by 

Ex. Com. Feb. 2017 

 

2. Pay Periods 

 

All full-time employees shall receive their payroll checks on the 

15
th

 and the 30
th

 of the month.  Pay periods are based on work 

previously completed. If payday falls on a holiday or weekend, 

checks will be given on the last working day of the week 

preceeding the scheduled payday.  Hourly employees will receive 

their payroll checks biweekly.   
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4.02 Recording of Time Worked 

 

The time sheet is a legal document and required in certain circumstances 

by the Fair Labor Standards Act.  It is important that hourly employees 

accurately record time worked.  Time sheets are to be completed by the 

employee and approved by the Executive Director at the end of each pay 

period. 

 

Employees should review their time reports for accuracy, as it is the basic 

structure for calculating pay.  Errors should be brought to the Executive 

Director’s attention and the appropriate corrections will be made.  

Employees who record another employee's card, falsify or willfully deface 

their own time records, or repeatedly fail to record their time are subject to 

disciplinary procedures up to and including termination. 

 

 4.03 Overtime Policy 

 

Non-Exempt, Regular Employees 

 

Non-exempt employees earn  overtime pay at the rate of time and one-half 

for each hour worked in excess of forty hours per week. 

 

Non-Exempt, Temporary Employees 

 

Overtime will be paid to non-exempt, hourly employees at the rate of time 

and one-half for each hour worked in excess of forty hours per week, in 

accordance with the Fair Labor Standards Act.   

 

It is the responsibility of the Executive Director to see that overtime is 

kept to a minimum.  It is important to recognize, however, that when 

required, overtime is a necessary condition of employment.  All overtime 

must be authorized in advance by the Executive Director. 

 

Exempt Employees 

 

Exempt employees are not compensated for overtime hours.  

 

 

4.04    Social Security 

 

United Way employees are eligible under social security. 

 

The law requires employees to contribute a certain percentage of earnings, 

and the United Way matches this amount.  Employees are advised to 

contact the nearest Social Security Administration office every five years 

for a report of their account status. 
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4.05   Notification of Changes in Employee Information 

 

Employees are to immediately provide in writing to the Business Manager 

any changes in the following: 

 

(1) name, address, telephone number 

(2) employment status 

(3) tax exemptions 

(4) leaves of absence 

 

5.0     EMPLOYEE BENEFITS 

 

5.01   Vacation 

  

 Full-time Employees 

Vacation leave is accrued by non-temporary, full-time employees on a 

monthly basis (30 days).  Vacation leave is accrued in accordance with the 

following schedule: 

 

Length of Employment  Vacation Days Earned 

90 days-1 year        7 1/2 

1-5 year anniversary date    10 

Start of the 6-15 yr. anniversary date   15 

Start of the 16 year or more    20               

 

Accrual of vacation days begins after completion of the 90 day 

probationary period.  Employees become eligible for vacation day use 

upon completion of the first twelve months of employment.   

 

An employee may carry forward a maximum of one calendar year’s 

unused vacation leave into the following year with the approval of the 

Executive Director.  The Board of Directors will review and approve any 

carryover time requested by the Executive Director. 

 

Part-time Employees 

See Section 5.04  

 

Only unused accrued vacation leave is payable to both full-time and part-

time employees at separation. 

 

5.02   Sick Leave 

  

Full-time Employees 

Sick leave is accrued by non-temporary, full-time employees at a rate of 

10 days per year and may be carried over up to a maximum of 30 days.  
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 Part-time Employees  

 See Section 5.04  

 

Unused sick leave for all employees will not be paid in lieu of actual 

usage. 

 

5.03   Holidays 
   

Full-Time Employees 

There are a total of 12 holidays; 11 fixed and one floating.  Eleven  fixed 

holidays are observed—New Year’s Day, Martin Luther King Jr. Day, 

Good Friday, Memorial Day, Independence Day, Labor Day, Veterans 

Day, Thanksgiving Day and the day after, two days at Christmas and one 

floating holiday.  New employees may utilize the floating holiday after the 

first 90 days of employment with prior approval from the supervisor. 

 

Part-time Employees 

See Section 5.04 

 

5.04    Part-time Employees 

 

Total leave time for sick, holiday, or vacation purposes accrues on a pro-

rata basis calculated by taking actual monthly hours worked and divide by 

the product of seven hours per day times the number of working days in 

the month.  This percentage will be multiplied times 1.25 days per month 

to determine the actual monthly accrual. 

 

5.05   Family Death or Serious Illness  

  

Full-Time Employees 

In the event of serious illness or death in the immediate family, employees 

are allowed up to three (3) days’ leave with pay subject to approval by the 

Executive Director.  Immediate family is defined as the employee’s 

parents, significant other, children, brother, sister, grandparents, 

grandchildren, mother- or father-in-law, sister-or brother-in-law, or any 

relative living in the employee’s household. 

 

Part-time Employees 

Up to three (3) days of leave may be taken on a pro rata basis.  

 

5.06   Jury Duty 

 

Employees are permitted to take time off for jury duty without loss of 

vacation time or other leave credits. 
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Full-Time employees are paid their regular salary during jury duty.  Part-

time employees are not paid.   

5.07   Leave of Absence Without Pay 

 

Full-Time Employees 

A request for a leave of absence without pay must be submitted in writing 

to the Executive Director at least two weeks in advance of the expected 

leave.  The leave may be granted for up to 30 calendar days in duration.  

An extension of leave may be granted with the approval of the Executive 

Director and the Board President.  Requested extensions and all other 

related matters must be directed in writing to the supervisor.  The 

maximum amount of leave without pay an employee may be granted is 90 

accumulative days within a calendar year. 

 

During the leave of absence without pay, the employee will continue to be 

covered under the employee benefits program for a maximum of 30 

calendar days.  Benefits coverage for approved extensions of the leave of 

absence beyond 30 days will be at the employee’s expense. 

 

Failure to report to work at the agreed time and date at the end of the 

approved leave of absence can result in termination of employment. 

  

Part-time Employees  

 

All guidelines above apply to part-time employees with the exception that 

the maximum number of days per calendar year is 15 plus an extension of 

30 days maximum.  

 

5.08   Inclement Weather 

 

The Executive Director will decide if the office will operate during 

periods of inclement weather.  If the office is to be closed, each employee 

will be notified.  If the office remains open and the employee chooses to 

remain at home, the employee may use vacation or days without pay.  This 

policy applies to full-time and part-time employees. 

 

5.09     Medical Insurance 

 

Full-time, non-temporary employees are provided with an opportunity to 

receive health insurance.  They will receive an application and handbook 

to explain the coverage.  Coverage begins after 90 days of employment for 

eligible employees choosing to participate.  United Way of Chatham 

County pays the premium for each full-time employee; however, the 

annual increase is limited to 5%.  Employees are responsible for paying 

the difference between a 5% increase and the actual increase.  New 

employees are responsible for paying the current employee contribution 

percentage. 
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United Way of Chatham County also pays the premium for vision 

insurance for each full-time employee.  Coverage begins after 90 days of 

employment.   

 

If an employee chooses to insure other members of the family, the 

employee will pay this premium and deductions will be made from the 

paycheck.  Medical benefits are for full-time, non-temporary employees 

only.   

   

5.10   Medical Leave 

 

The purpose of the Medical Leave Policy is to establish guidelines for 

calculating pay for employees on approved medical leave.   

 

Please note:  North Carolina does not have a state law that specifically requires 

employers to offer pregnancy leave. However, employers with 15 or more 

employees are covered by the North Carolina Equal Employment Practices Act 

and must provide the same leave benefits to female employees disabled by 

pregnancy as are provided to other employees with temporary disabilities. This 

means that employers can provide leave for employees with temporary 

disabilities, including pregnancy disability, with or without pay, or not provide 

it at all, as long as all employees are treated the same in their requests for 

temporary disability leave (NC Gen. Stat. Art. 49 Sec. 143-422.1 et seq.). 

 

United Way’s medical leave policy is described below.  It applies to all 

illness and pregnancy absences for employees on approved medical leave.   

 

 

Short-Term Disability 

 

Short-term disability coverage is provided for illnesses, medical 

emergencies and temporary disabilities, including pregnancy, requiring up 

to six months leave.  An employee can earn short-term disability coverage 

in accordance with the following schedule: 

 

Years of 

continuous service 

Weeks paid at 

100% 

Weeks paid at 

60% 

 

TOTAL 

0 – 1 year 0 0 0 

1 – 4 years 4 9 13 

5 – 10 years 10 3 13 

10 – 15 years 13 7 20 

> 15 years 13 13 26 

 

To be covered under this policy, an employee must submit in writing to 

the Executive Director the reasons for requesting a short-term leave and 

the anticipated duration of the leave.  In the case of an accident or 
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emergency procedure, the family of the employee will notify the 

Executive Director and provide pertinent information. 

   

Long-Term Disability 

   

Long-term disability coverage is intended for extended illnesses or 

medical treatment lasting longer than six months.  The United Way of 

Chatham County will pay long term insurance premiums for full-time, 

non-temporary employees beginning after 90 days of employment.     

 

5.11    Worker’s Compensation 

 

All employees are covered by Worker’s Compensation Insurance.  This is 

an insurance program that pays for medical care and financial income 

protection in cases of accident and illness arising out of employment.  All 

instances of such illness or injury must be reported to the Executive 

Director immediately in order to ensure protection under Worker’s 

Compensation regulations.  Both full-time and part-time employees are 

fully covered. 

 

5.12 SIMPLE IRA Retirement Plan 

 

Full-time, non-temporary employees are given the option to participate in 

a SIMPLE IRA retirement plan.  New hires can begin contributing during 

their first pay period.  The United Way of Chatham County will contribute 

a dollar for dollar match of employee contributions up to 3% of the 

employee’s salary beginning after 90 days of employment.  The Simple 

IRA Retirement Plan is not offered to temporary employees. 

   

6.0    WORK CONDITIONS 

 

6.01   Accidents, Injuries, and Incidents 

 

United Way of Chatham County will maintain working conditions that 

afford a reasonable degree of comfort, protection from injury or dangerous 

situations, and assure orderly and efficient performance of job duties.  

Employees are expected to work safely, observe any posted safety 

regulations and report unsafe conditions to your supervisor or the 

Executive Director.  An incident report must be submitted to the Executive 

Director within 48 hours should an injury occur on the job. 

 

6.02   Personal Property 
 

United Way of Chatham County is not responsible for the loss or damage 

of personal property of employees.  Employees are responsible for their 

own personal property while at work. 
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6.03  Drug and Alcohol Policy 

 

It is the policy of the United Way of Chatham County to maintain a work 

place that is free from the effects of drug and alcohol abuse.  Employees 

are prohibited from the use, sale, dispensing, distribution, possession, or 

manufacture of illegal drugs and narcotics on United Way’s property.  In 

addition, employees are prohibited from the off-premises use of alcohol or 

illegal drugs and narcotics when such use affects job performance or the 

safety of clients or other employees.  Employees will be subject to 

disciplinary action, up to and including dismissal, for violations of this 

policy.   

 

6.04   Fire and Safety 

 

All United Way of Chatham County employees are expected to familiarize 

themselves with the building fire exits and fire alarm systems.  Employees 

are expected to comply with all safety and health requirements whether 

established by management or by federal, state, or local law. 

6.05  Sexual Harassment 

It is the policy of The United Way of Chatham County that all employees 

have the right to work in an environment free from all forms of 

discrimination and conduct that can be considered harassing, coercive, or 

disruptive, including sexual harassment.  

The United Way of Chatham County’s position is that sexual harassment 

is a form of misconduct that undermines the integrity of the employment 

relationship.  No employee—either male or female—should be subjected 

to unsolicited and unwelcome sexual overtures or conduct, either verbal or 

physical. 

 

Anyone engaging in such conduct is subject to discipline up to and 

including discharge.  Anyone who is being subjected to sexual harassment 

must immediately notify the Executive Director or the President of the 

Board of Directors if the Executive Director is involved.  In all cases, a 

confidential investigation will be conducted and there will be no 

retaliation against the victims or witnesses of sexual harassment. 

 

6.06   Media Contact 

All media contacts are to be referred to the Executive Director. 

 

7.0 TRAVEL AND BUSINESS EXPENSES 
With prior approval of the Executive Director, expenses incurred by 

United Way of Chatham County employees while on official business will 

be reimbursed at actual cost with the exception of mileage.  Mileage will 

be reimbursed at the current IRS rate.   
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ACKNOWLEDGMENT 

 

I have received a copy of the United Way Personnel Policies Handbook, have reviewed it 

and had the opportunity to ask my supervisor questions about it.  I understand the policies 

described in the Handbook and agree to abide by them. 

 

I understand that this Handbook does not represent a contract of employment, but 

rather serves as a guideline. 

 

I acknowledge that no representative of United Way of Chatham County has promised 

me employment for any definite period of time, and that no one is authorized to make 

such promises to me unless they are in writing signed by the Executive Director.  I 

understand that as an employee of United Way of Chatham County, I am employed at 

will, meaning that either I or United Way may terminate my employment at any time, 

with or without cause. 

 

I understand that this Personnel Handbook, and the policies and benefits described in it, 

may be changed from time to time, with or without advance notice, in United Way’s 

discretion. 

 

 

Signed:_______________________________________________________ 

 

Please Print Name:______________________________________________ 

 

Date:_________________________________________________________ 
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