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Emmaus Story: “And Their Eyes Were Opened!”
MOSAIC INTER-FAITH MINISTRIES
On-site Community Handbook
The more spiritually attuned we are to Holy purpose,

The more people are healed by our touch.
About Community Service

Our community vision is focused on providing quality service in an atmosphere of diverse community respect and esteem.
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Welcome! Bienvenidos!

On behalf of your colleagues, we welcome you to MOSAIC INTER-FAITH MINISTRIES and wish you every success as you work, learn and relate with many marvelously diverse people.

We believe that every person contributes directly to the Agency’s service, growth and success, and we trust that you will take pride in being a part of this community.

Martin Luther, 500 years ago, radically and enthusiastically highlighted the spiritual reality that every person is a priest with a ministry.  Your function is vital here; your ministry is welcome here; your contribution as a small, yet significant part of a whole community, lasts here.  In Mother Teresa’s words, “We cannot do great things on this earth.  We can only do small things with a great love.”  Your small acts of service mean a great deal to the world.
This handbook was developed to provide greater clarity regarding work expectations and to outline valuable information as you serve the wider community at our Agency.

We hope that your experience here will be challenging, enjoyable and rewarding.  Again, Welcome! Bienvenidos!

About the Community Handbook

The information in this booklet is designed to be in accordance with accepted professional standards and in compliance with state and federal regulations.  Mosaic Inter-Faith Ministries recognizes that effective services for people depend on the confidence, integrity, qualifications and convictions of each person providing service at the agency.  

This handbook is frequently revised by our community at colleague meetings and Board of Trustee meetings.  We welcome your suggestions to continually improve the clarity of expectations and quality of information presented herein.  The Agency reserves the right to revise, supplement or rescind any portion of the Community Handbook to better reflect the reality of the Agency.  The latest edition of the Community Handbook is noted by the latest revised date located on page one (1).

This manual is not intended to be a contract or agreement on the part of the Agency.  It is merely a summary of general, and revisable, guidelines.
MOSAIC INTER-FAITH MINISTRIES
Mission Statement

“In the community, and in the world, for good”
Vision Statements
“Responding to the grace of God, Mosaic Inter-Faith Ministries is committed to providing

Care in situations of critical need.”

“Mosaic Inter-Faith Ministries serves the whole Utah community providing the highest quality of advocacy, information and support to meet defined human needs.”

2023-2026 Goals
1) To increase revenue streams for Agency ministries: Green Waters Health Center & More Blue Sky Employment Center; and Salary Base. 
2) To purchase current property or another building; requires $80,000 down payment and $10,000 for a maintenance/mortgage reserve; and/or to lease 2000 sq feet of space at a reasonable market rate price.
3) To develop a comprehensive social media plan for the Agency with incremental implementation (2022-2025).  Newsletter begun Fall 2021- 
4) To continually improve upon an annual fundraiser that celebrates ministry and raises $15,000 (+).
5) To further maintain and enhance a collaborative, just and responsive agency providing unduplicated, quality, service programs with education and employment at its core for independence and interdependence of its clientele. 
Programs
Extremely Low-Income Assistance
Manna Market
Green Waters Women’s Health Center
More Blue Sky Employment

Refugee & First Generation Welcome Center

Senior In-Home Assistance

Extremely Low-Income Resource & Referral
General Assistance and Vouchers
Holiday Essentials Program
Disaster Response
Wellness Courses & Health Equity Projects

Board of Trustee Functions

Fiscal Accountability

Fundraising

Governance

Policy-Making

Vision
CEO Function

Dr. Leslie Whited, CEO

Operations

Agency and Program Resources

Administration

Dr. Leslie Whited, CEO

Jose Bonilla – Associate Director

Program Directors

Leslie Whited - More Blue Sky Employment
Jose Bonilla – Community & Volunteer Relations

Itbisam Al-Haidary, Sarvend Madadov & Erasmo Rivera – Manna Market

Joan Frear – Hospital & Reception; Quality Assurance
Michael Brown & Becky Cushing – ESL Classes; Counseling in the Streets
Chrissy Simon – Administrative Records
Leslie Whited – Senior Assistance
Educational Courses
Trauma-based Wellness Course Scheduled in the Community
English Language Learning Tues/Weds 9-11:15 am

Small Business/Employment Teams
Led by Ibtisam Al-Haidary, Jose Bonilla, Sarvend Madadov & Erasmo Rivera

Work-site Apprentice Teams
Art, Jewelry & Textiles
Music
Custodial/Maintenance
Food/Warehouse Distribution
Gardening/Landscaping/Outside Maintenance
Interpretation/Translation
Leadership & Refugee Business Network
Painting
Reception & Hospitality
Retail
Mosaic Inter-Faith Ministries
formerly Lutheran Social Service of Utah


Key Facts – History: 1995-2022
4392 South 900 East
Salt Lake City, Utah  84124

801-588-0139
801-721-2641 (cell)
801-588-0140 [fax]
www.LSSU.org
LSSUTAH@yahoo.com
MosaicInterFaithMinistries@yahoo.com
Mission Statement

“In the Community, and in the World, for Good”

Organizational History 1988-2015
1988

Utah Conference in concert with the Rocky Mountain Synod, Church 
  

and Society, ELCA, encourages formation of LSS of Utah.

1991

Lutheran Social Service Task Force I Meets.

1992

Lutheran Social Service Task Force II Forms.

1995

Incorporation through the Evangelical Lutheran Church in America 
  

  [ELCA].



Social Ministry Organization [SMO] affiliation with the ELCA.



501-C3 status.  Mission Statement.

1996

Senior In-Home Assistance Listing.

1997

CEO Structure.  Member Congregation Structure.

1998

Charter Member of Lutheran Services in America 
  

  (www.lutheranservices.org)

Initial service development: Early Childhood Consultation.



In-Home Senior Assistance Expansion.

1999-2001
Elder House (Assisted Living I – 50+)  - Initial Exploration. 



Vision Statement.  Mission Statement Revision. Goals.



Adoption Advocacy; Early Childhood Consultation; Refugee and 
  

  Cross-Cultural Awareness Services; Senior In-Home Assistance and 
  

Elder Housing Development.



Ethics Statement developed; filed annually with Utah Non-Profits 
  

  Association.

2002-2003
Community-wide Representation on Board.



Official LSS of Utah Logo.  Web-site.



Elder House Capital Campaign. Architectural Plans.



Official National Lutheran ELCA Disaster Response Site.

2004-2005
Elder House – Pre-Development Capital Campaign; Timeline: 2004-
   

  2006.

2007

More Blue Sky Employment Center Employment resumes for low-
  

income refugees.  Global Arts Center Cottage industry supplemental 
  

income for local artists

2008

Green Waters Health Center
       

Free Alternative Health Care Access



Antara’s Studio: Textile, Painting, Sketch and Art cottage industry

2009

Manna Market
  

Household Basics (Food & Household Items)

2013  
Leslie’s Thrift-N-Gift Shoppe (est.)
Annual Servant Learning Events:

Rocky Boy Indian Reservation Service-Education Trip – 3rd week in September

Sumpango, Guatemala (Mayan Indian Village) Service-Education Trip – 1rst week in November

El Paso, TX & Juarez, Mexico Border Service-Education Trip 3rd week in April

Focus

Cultural Education & Language Instruction (English and Spanish)

2000-2015
Lutheran Disaster Response Program (-2015) 

2002 Chaplain Network Involvement
 
2004
International Workshop on ‘Sacred Symbols’ hosted.

2005
UVOAD website sponsored.

2008
Disaster Response Conference.  AmeriCorps*VISTA

2010
Refugee Disaster Preparedness LDR workshop.

  


2006
International Adoption & Reunification Program.  
  



Newest Lutheran   Adoption Network.

Member Agency (www.lanadopt.org)
2014-
National Voluntary Organizations Active in Disaster
            NVOAD – Health Committee Member representing
   
national Lutheran Disaster Response

2012-2020
Dr. Leslie Whited, CEO, and Agency staff work with
St. Francis Church, Timpanogas Women’s Facility:
Music
Judicious Parenting Classes
Fiscal Education Classes
Preaching


2020, Dr. Leslie Whited, Associate Minister, St. Francis
Church, Disciples of Christ at the Womens Facility
2015-2022
Independent Social Service Organization:
MOSAIC Inter-Faith Ministries (2015-  )
Established three mainstream programs:
  Refugee, First Generation, & Economic Immigrant Ministries

  Basics to Employment
  More Blue Sky Employment Center 
  Manna Market & Troy’s Pantry
  Green Water’s Women’s Health Center
  Winter Essentials Program 

  In-Home Senior Assistance

2020-2023
COVID-19 Pandemic:
 

  Expanded Basics to Employment
 

  Partnership w/ Government Multi-Cultural COVID-19 Health,
 

    Rent/Utilities, Outreach Health Equity & Wellness Programs
   

  

Core Purpose: 
  
Family/Cross-Generational, Diversity Emphasis – All programming 
 
is employment-driven.
Agency Awards


2022
CEO, Marquis Who’s Who in America.

2021
Opening Event, Inter-Faith Ministry month, Salt Lake Inter-Faith Round Table (UT), MOSAIC Inter-Faith Ministries, Rev. Dr. Leslie Whited, receives award; along with UT Governor Gary Herbert & First Lady Jeannette Herbert; and Ms. Emma Houston, former Salt Lake County Mayor’s Council on Diversity Director, 2/4/2021.

2020

Voices of Inclusion Honor, MOSAIC Inter-Faith Ministries: Rev. Dr. Leslie Whited, CEO & Mr. Jose 
 
Bonilla, Associate Director: Community & Volunteer Relations.
 
Honorees exemplify “inclusion, leadership and acts of collaboration.”
 
Also honored at the same time:
  
Ambassador Jon M.  Huntsman Jr., Pastor Corey J. Hodges, Doris Geide-Stevenson, Ph.D., SL City 
 
Mayor Erin Mendenhall, Mayor Jenny Wilson (SL County), Betty Sawyer, NAACP President, Adrienne
 
(Gillespie) Andrews, Asst. VP Diversity Officer/Weber State University, Dr. Forrest C. Crawford, James 
 
Jackson III, Utah African American Chamber, Rev. Stanley Ellington, Economic Development 
 
Consultant,  Dr. Jackie Thompson,  Rev. France A. Davis, Calvary Baptist Church, Rep. Sandra Hollins, 
 
Utah House of Representatives, Darlene Mcdonald, Chair Utah Black Roundtable, Jeffrey J. Thomas, 
 
Battalion Chief/Airport Fire Chief, SL City Fire Department, Mayor Peter Carroon, Councilwoman 
 
Ghorbani (SL County), and State of Utah Governor Gary R. Herbert.
                  Legacy Initiative, Vol. II, No. 6, November 17, 2020, Mr. Albert C. Jones, Publisher, p. 3.

2020

Awarded Best of Salt Lake City 2020 for Social Service Organization

  
Awarded by the independent US Commerce Association in Washington DC


2019

Mr  Jose Bonilla, MOSAIC Associate Director: Volunteer and Community Relations,
 

Salt Lake County Senior Local Hero, Diversity Dinner Salt Lake County Mayor Award, 2019.
 
Dr. Leslie Whited, Nominee, “30 Women to Watch,” Utah Business Magazine
 

MOSAIC Inter-Faith - Utah Ethical Leadership Award Nominee
Daniels Fund Ethics Initiative – University of Utah David Eccles School of Business

2014, 2015, 2016,
Lt. Governor’s Award to MOSAIC Volunteers
2017, 2018, 2019
2016

MOSAIC is honored cross-state for diverse leadership in Community Service and Care by the Mia 
   

Imani Foundation in Los Angeles, CA (April).  Senator Maxine Washington, keynote speaker.
  

Agency award and certificates signed by the California senators and representatives (Legislature) & 
  

governor and Los Angeles Mayor & Council.

2015

Employer of National Service Members Award
  

President O’Bama Special Initiative with AmeriCorps*VISTA (CNCS)
                                    See Agency Named: http://www.nationalservice.gov/specialinitiatives/employers-national-service
  

   Scroll down on right for Agency name.

2012

Boards & Commissions Award of Excellence.  American Society of Public Administration 
   

(ASPA).  LSS of Utah is one of many organizational members on the Mayor’s Salt Lake County 
  

Council on Diversity Affairs (Health Sub-Committee).


2011-2012
Best of Salt Lake City in Employment Counseling Services. 
Awarded by the independent US Commerce Association in Washington DC.


2011

Martin Luther King Jr. Humanitarian & Justice Award
  

Awarded by the Salt Lake Community College and the State of Utah


2009-2015
                  Mentor Award
Assisted seven (7) Utah Agencies to 501-C3 status:
Autisma Utah
Building Communities International (Burundi, Africa)

Collegiate Bridges for Under-Represented Students
Haitian Refugee Organization: KOMBIT RESISTANS POU DEVLOPMENT NAN  KAFOUR KRDK
KanabCares, State of Utah status and compliance for Vernal, Utah 501-C4 organization
Somali Community Self-Management Agency
Utah Tibetan Association

2009-2010
Best of Salt Lake City in Individual & Family Services Award.
Awarded by the independent US Commerce Association in Washington DC


Agency Organizational Chart

	Mission

	What is God, the Holy, calling us to?

	MOSAIC Inter-Faith Ministries
Board of Trustees



	CEO


	Dr. Leslie Whited

CEO/Minister

	Per Diem Volunteers
Ibtisam Al-Haidary
Sarvend Madadov
John McKnight
Chrissy Simon
	1099
Jose Bonilla
Joan Frear
Dorothy Lonnecker
Eno Obott Nissi
Parivash Rezaei




Jose Bonilla (Supervision/Management Areas)

	
	Volunteer Interview and Orientation
Jose Bonilla

Volunteer Issues Team:
Jose Bonilla
Sarvend 
  Madadov
Rev. Dr. Leslie 
  Whited


Agency’s Relational Work Principles:
· Honor Privacy and Boundaries.  Consider the Space & Privacy of One Another.  
· Keep Necessary Silences.  Honor Confidentiality.

· Make No Judgments/Assumptions.

· Do My/Our Best.

· Use Impeccable Words.

· Create Safety And Belonging In Each Relationship.

· Be an Ambassador of all that is good about the Agency.

Work Expectations:
1. Honor confidentiality and privacy.  Ask to share someone else's personal story.  If they say yes, only share first name and details which are not identifying.  When another shares personal stories or information with you, remember this is holy ground.  Metaphorically, take off your shoes, and spend holy time with that person.  Share only your story and take great care with another’s story.
2. Be Responsive.  Answer phone calls within 24 hours.  Check phones once a day.  Try to keep all work within the day --- tie up loose ends before going home!

3. Zero tolerance for drugs, alcohol, violence or gossip in the workplace.  This includes avoiding partying all night before your shift.  Zero tolerance zone for these behaviors as we strive for genuine peace!  If you are at a Conference where alcohol receptions are a part of the venue, please limit to no more than one drink as you represent the Agency everywhere you go.
4. Be Constructive and 'Mind Your Own Bamboo!'  No one needs to be responsible to be the 'moral police.'  Instead, each person arrives on time and well-groomed each day and rises to do the best service for the benefit of all the people.  Strive to talk positively internally and externally.  If someone shares critique with you about a person or organization.  Listen thoughtfully and then ask: "What solutions do you have?; and are you willing to volunteer your time to see this happen?"  "What is going well with (person or organization)?
5. Keep relational boundaries.  Make sure that you have a good life outside of work with lots of play, passionate outlets/hobbies and good relationships with family to balance the demands of public service and ministry.
6. Educate constantly!  The greatest service you can do for yourself and others is to constantly educate yourself and then share meaningful education with others.  We each have things to teach and learn from each other - formally and informally.  Listen carefully to the presence, actions and words of one another.
7. Spend time exercising and being outside every day!  Take meaningful breaks to breathe, eat, rest, restore!
8. Things do come up!  Not only service accomplishments, but also, sometimes issues do come up.  Bring issues to the attention of the CEO and/or Associate Director.  If it involves more than one person on staff, let’s hold an immediate “coffee” meeting all together.  Don't hold it back or in or delay!  Bring it up right away, deal with it, monitor it, and with change, let it go!
Anti-Harassment Policy

Harassment with regard to race/ethnicity, religion, gender, national origin, age, disability, sexuality, income level or any other characteristic protected by law is immediately addressed through mediation conversation arranged by the CEO.
Harassment includes, and is not limited to, unwelcome advances, requests for favors and other verbal or physical conduct of an oppressive or promiscuous nature, when such conduct is made explicitly or implicitly as a term or condition of employment, is used as a basis for decisions, or has the purpose or effect of interfering with work performance or creating an otherwise offensive working environment.

Mutual bantering, conversation, dating is respected as it is mutual and consenting between two adults.  However, the conversations and practices must adhere to professional standards in the workplace and community.  Being in good taste with an eye to the common good is very important.

Anyone serving at the Agency, aware of any violation of this statement, is required to report observances to the CEO.  If mediation is unable to successfully resolve the incident, immediate disciplinary action up to, and including discharge, will be taken by the CEO in concert with the Board of Trustees’ executive leadership.
Breaks
MOSAIC is unusual in that we want employees, consultants, volunteers, clients and visitors, to be comfortable.  Please take as many breaks as you need, especially given weather, to warm up, cool down, have a snack, hydrate, catch your breath, listen to some music or a meditation, watch the leaves grow or fall, whatever you need to do to relax and rejuvenate.  Please do not keep working without a break.  Each volunteer is responsible for establishing their own work breaks.  We do ask that when you are breaking with others, that you keep all talk positive, constructive – as MOSAIC is a zero tolerance zone for gossip.



Cleanliness

The MOSAIC Inter-Faith Ministries’ Associate Director: Volunteer & Community Relations will keep the cleaning schedule for each day.  During the summer this includes filling fans with water and watering plants.  Vacuuming, arranging cushions and furniture, cleaning off surfaces, cleaning microwave and fridge, and emptying garbage are important tasks to create a welcome and clean environment.
Cleanliness (continued)
Encouraging a small team of volunteers and interns to assist with the cleaning task
is important as interns learn to work in the areas of janitorial, gardening and 
maintenance service.  The experience here becomes a reference for them later.  The cleaning teams are under the supervision of the Agency’s Associate Director: Volunteer & Community Relations.
Communication

Staff and volunteers are expected to communicate in a respectful, timely, way by picking up cell phones when called; responding to emails and texts promptly; and communicating leave time prior to taking leave time.  Honor rsvp’s to events.  This creates an atmosphere of respectful networking and dynamic rhythm within our organization.
Confidentiality
Given the sensitive and highly personal nature of the client and related work performed by the Agency, it is expected that all people serving at the Agency who have access to client information will consistently and uniformly maintain the confidentiality of all information; and to oversee this principle with client interacting with client.  Such confidential information includes, but is not limited to, 
the following examples:

· Client files

· Client names and/or lists

· Colleagues

· Pending projects and proposals

HIPAA, a federal act concerning privacy, requires that all client files be kept in a locked area.  In addition, the use of first names only is an internal privacy practice during conversation within the agency.  Identifying information such as names, cases, colleague and/or agency issues are not to be discussed outside of the Agency.

In addition, Agency records, fiscal or otherwise, are considered confidential.
All Agency records are kept for five years.  For example, in the midst of 2020,

records from 2015-2020 are kept.  At the beginning of 2021, records for 2015 are shredded.



Conflict of Interest

All people serving at the Agency must conduct business without entering into conflicts of interest.  In other words, the interests of the Agency to serve all people must be primary without gain by any invested party at the Agency.
Conflict of Interest (continued)

A person serving at Mosaic Inter-Faith Ministries must be able to exercise good judgment in the best interests of the Agency and its service to the people at all times.
Given an imbalance of power, Board of Trustee members do not purchase items from the Thrift Shoppe.  It is difficult to bargain to a price that is fair given the imbalance of power.  In addition, conflicts can arise, given the imbalance of power, which result in fracturing the Agencies work.

A conflict of interest can arise when a person serving at the Agency is involved in activity for personal gain which for any reason is in conflict with the agency’s services or business interests.

A person serving at the Agency cannot solicit or compete with the Agency’s service offerings.  A person serving at Lutheran Social Service of Utah cannot use the Agency’s name, equipment, office space, materials, resources, or ‘inside’ information for outside work.  Nor should anyone serving at Mosaic Inter-Faith Ministries solicit business, clients, or perform outside work on the Agency’s premises; or with the Agency’s resources; or while representing the Agency.

People serving at MOSAIC Inter-Faith Ministries may hold a job with another organization unless it prevents them from satisfactorily performing job responsibilities with the Agency; and confidentiality is maintained for each entity at all times.
Donations Management

Donations are accepted 9 am to 2 pm Monday through Thursday.  The front Hospitality/Reception area manages all incoming donations.  S/he, or staff receiving a donation (e.g. reception), provide a tax letter which is completed with name, address, email, telephone number, donation items, and approximate value and weight.  A copy of this letter is kept at the Agency.

Donations received at MOSAIC are sorted in the following order: 1) Fundraiser (to gather funds for enhanced ministries for the people).  This includes dry goods that are obtained in emergency food pick-up; new items; or designated donations.  These donations are kept in a locked area and given immediately to the CEO; 2) Employment clothing for More Blue Sky Center; 4) Clients at the Weekly Manna Market (given free on Thursday mornings); 3) Holiday Essentials program (kept throughout the year until the 2nd week in December in kept in storage).  After sorting, the items can be placed on the outside picnic tables.  The co-director(s) of Manna Market puts out client donations that have gathered throughout the week for free distribution on Monday, Tuesday and Thursday mornings.
Volunteers/Staff, all of which, without exception, are on fixed and limited incomes, are able to receive donations last and on a secondary basis (after clients) for the working at the Agency.   For example, volunteers and staff may receive up to two boxes on Manna Market days.  Honesty, good judgment, ‘putting the people (clients) and diverse communities first’ and good stewardship are operating principles when working with donations on behalf of the people the Agency serves.

Volunteer Instructions for Manna Market days (outside):

All volunteer vehicles must be parked on the south parking lot adjacent to MOSAIC throughout the duration of the food shift.  At no point should volunteer vehicles pull forward to load food items.  No family members may pick up items early for volunteers.

Volunteers may take to boxes of food from the food bank that is prepared like food boxes at 10:45 am Tuesday; and at 11 am on Thursday.  Volunteers must assist with cleanup, completely, before leaving their shift.

With extra perishable items, the CEO, Associate Director &/or Hospitality/Reception Director will let volunteers know what may be taken (two person oversite).  Before items are taken to vehicles, they must be approved by the CEO.  This includes any items donated to neighbors e.g. Edwards Auto.

Inside resources on Manna Market days are off-limits except when there is a special circumstance approved by the CEO.  The Pantry serves people and ESL students during the week and needs to extend to a different public.  In the rare instance that items are approved, they must be taken at the allotted time for volunteer dispersal to the vehicles.

The CEO is authorized to release volunteers from volunteer duty when it is in her/his good faith judgement that the volunteer understands this policy, however, is choosing to violate these practices to take items.  This is true even if the volunteer wants to give basics to their low-income family/friends because the Agency’s clients must be served first over and above the individual and their friends/family.  Indeed, we are all relatives meaning that the Agency must extend its resources fairly to those who come to the Agency first.

If a volunteer has family or friends in need, they can have that person register for eligibility and collect those boxes on food day to deliver to them.  However, they must take the allotted number of client boxes at the allotted time with all food items at the appointed volunteer distribution time to vehicles.
After the picnic clothing/household supply donations are perused by clients and volunteers/staff, items are donated to our partner agency Good Will or Deseret Industries, without returning with the same items to Mosaic Inter-Faith Ministries offices.
Equal Opportunity Service
Mosaic Inter-Faith Ministries is committed to equal opportunity among clients, interns, volunteers, consultants, and employees and does not discriminate on the basis of race, skin color, religion, gender, national origin, ancestry, age, disability, medical condition, genetic information, veteran status, marital status, pregnancy, 
gender expression, gender identity, sexual orientation, or any other characteristic protected by federal, state or local law, regulation, or ordinance.
Any concerns regarding discrimination and/or systemic issues in the work atmosphere are immediately referred to the CEO and Board of Trustees.  The focus is on just mediation and problem resolution.  The CEO meets with involved parties and a mediator.  Recommendations for the Agency are provided to the CEO, the Mosaic Inter-Faith Ministries Board of Trustees and all involved parties with means to account for compliance to a successful resolution within a reasonable amount of time.


Honoraria

When people are serving at Mosaic Inter-Faith Ministries all compensatory honoraria are turned over to the Agency.  This includes, and is not limited to, preaching stipends, inter-agency agreements, weddings, funerals, consultant fees, etc.
Human Rights


Hyoyoung Park, is the Personnel Area, Board Trustee entrusted to receive written, signed and dated human rights complaints.  The process for human rights violations follows the 504 policy located at the end of this manual.
If a human rights issue is brought to bear regarding our Human Rights compliance officer, administration (CEO/Associate Director) will investigate.  If the charges are considered to be invalid, no action will be taken.  All meetings are legally documented and retained for the Agency.


Pandemic & Disaster Practices

During times of Pandemic and Disaster, when the Agency is open, CEO and/or the Associate Director will direct the people within, and immediately without the building, to the safest area whether it be inside or outside the building.  All regular functions of work in the Agency cease until the CEO states it is safe to continue operations.

During Pandemics, surface areas, telephones, windows and door handles/knobs are cleaned regularly with a CDC sanitized solution.  Employees, 1099 consultants and 
volunteers, are encouraged to take their temperatures prior to coming to work.  

Anyone with a temperature over 101.4 ought to stay at home.  Testing is encouraged before returning to work.  Face masks and gloves are required (when in stock) by all employees, 1099 consultants, and volunteers.  Clients are encouraged to wear masks; and gloves when distributing food.  More frequent handwashing is encouraged.  Social distancing of six feet is required for health.
Staff Categories


The Agency defines service categories as follows:

Full-Time Employees (FTE):

Employees that are salaried and work 30 hours or more a week are considered full-time and eligible for Agency benefits.

Part-Time Employees (PTE):

Employees who work below 30 hours per week are considered part-time and are not eligible for Agency benefits except as outlined in this manual.

Consultants/Interns:

Consultants are hired with an annual mutually-renewable contract to accomplish a specific set of tasks through volunteers and interns.
AmeriCorps*VISTA (FTE):

The AmeriCorps Member positions (domestic peace corps) are governed by the National Corporation for Community Service (CNCS) guidelines and the State of 
Utah federal government office.  If an Agency benefit e.g. vacation and holidays are more generous, they will govern the Member position.  All holidays honored by CNCS AmeriCorps*VISTA office are honored at the Agency site.  Mosaic Inter-Faith Ministries is an Awardee of the CNCS Employer of National Service members.

Staff Policies


No overtime will be paid to interns, employees, consultants, vendors or contracted companies.  All employees are considered exempt.

With the exception of the MOSAIC scouting program, which does their own leader criminal background checks through the BSA, there is not a systemic way to clear criminal backgrounds especially given the Agency’s work with second chances.  Vigilance, transparency, and reporting on the part of every person serving at the Agency is critical.  No one is allowed in a room alone with vulnerable populations unless the doors and/or windows are open to the public.
The personnel file for interns and employees remains open to review with the CEO during regularly scheduled administrative hours.  The personnel files may include, and are not limited to:

· Resume or Application

· Code of Conduct Agreement

· Volunteer/1099/Employee Application

· Training Documentation

· Position Description/Mission Statement/Salary/Stipend
· Other Pertinent Records
Personnel data changes are submitted in writing immediately, and without reminder, to the CEO.  Personal mailing addresses, telephone number, number and names of dependents, individuals to be contacted in case of emergency, educational accomplishments and other status reports need to be updated on the part of the volunteer, intern, consultant and employee.

Employees, interns, consultants and volunteers are strongly encouraged to discuss performance and goals on an informal and frequent basis.  A formal evaluation is conducted by the CEO on an annual basis for any employees or AmeriCorps*VISTA members.  Interns are evaluated with their respective supervisors as part of the University of Utah Social Work Department or the Department of Workforce Services agreement.  Interns are encouraged to get to know the Agency staff well enough that s/he can be provided strong recommendations at the end of their service.

Performance pay adjustments may be awarded by MOSAIC Inter-Faith Ministries, usually in conjunction with the annual evaluation, in an effort to recognize truly superior service and professional demeanor/attitudes.  The decision to award such an adjustment is dependent upon numerous factors including the Agency budget.
Staff Practices

Attendance and Punctuality

The Agency expects people to be reliable and to be punctual (within 10-15 minutes) of stated times.

Boundary Management

Mosaic Inter-Faith Ministries does not provide counseling services nor ask that clients listen to our private matters.  Personal information is requested by staff only when it has professional relevance to the issue at hand.  When someone shares personal information with staff, staff need to steer the conversation in a direction which does not involve counseling.  Referrals can be made to three or more (3+) places for counseling if a person has a need and requests this information.  The referrals need to be reputable, community-wide and not focused on one religious group or way of thinking/being.  The list of referrals needs to be approved by the CEO prior to giving out information.  A door or a window must be open at all times during small group or individual meetings.  Given liability concerns, if this procedure is not followed the CEO is required to immediately terminate employment, consultant contracts, inter-agency partnerships and volunteerism.
Under no conditions is a staff person, volunteer or client to complain about monies, accept a donation of money or otherwise solicit money from any person at MOSAIC.  Attempting to do so is grounds for termination after the first written notice of the policy in an email or letter.  If a person notices someone engaging in this behavior they are expected to report this behavior immediately to the CEO.

Business Travel Expenses

The Agency does not reimburse travel expenditures (mileage or time in travel).  If a person works a minimum of 20 hours per month and uses public transportation to get to work, a reduced monthly UTA pass is available with the permission of the CEO.  Gas stipends are provided to volunteers with approval of the CEO, especially, when a client is being matched with employment.  Gas stipends are not considered pay for services.

For travel outside of the immediate area, a lease car arrangement with attendant insurance at the car rental agency is preferred and a release by the person driving from Agency liability.  A car rental expenditure must be approved by the CEO one (1) month prior to travel.  A release must be signed and approved by the CEO before travel.

Drugs and Alcohol Use; Firearms; Gossip (Indirect Communication)
In accordance with the federal Drug-Free Workplace Act of 1988, Mosaic Inter-Faith Ministries prohibits the unlawful manufacture, distribution, dispensation, possession, or use of a controlled substance during work time or on agency premises 

or at other work sites or while representing Mosaic Inter-Faith Ministries at an education or community event. 
An employee who is convicted, or pleads guilty or no contest to a criminal drug/alcohol statute or firearms violation occurring at the workplace will be terminated.  In addition, gossip and indirect communication which causes harm and a breach of trust is considered to be grounds for termination after one written warning.  An excellent article on why gossip is taken so seriously is: https://www.hope-rehab-center-thailand.com/blog/episode-8-gossip-whats-the-harm/
And the podcast at the bottom of the page: “Episode 8: Gossip: What’s the Harm?”
MOSAIC Inter-Faith Ministries reserves the right to inspect work, and places of work, including vehicles, within and without the Agency, for adherence to all policies.
Emergency Closure

At times, emergencies such as severe weather, fires, power failures, pandemics or earthquakes, can disrupt Agency operations.  In extreme cases, these circumstances may require the closing of a work facility.

In the event of a disaster at Mosaic Inter-Faith Ministries’ main offices, CEO will close the building(s)/office(s) and attempt to notify all parties as is practical.  If the area is not closed the following applies:

· An employee, 1099 consultant, is expected to come to work if it is deemed safe by the Emergency Management Operations (State of Utah) and the CEO.  If an employee or 1099 consultant chooses not to come into work, the 

date that the employee or 1099 consultant does not come into work will be considered their final date of work without any repercussions and with their good recommendation in tact.
If an employee or 1099 consultant feels that they cannot make it safely and reasonably to work in the event of an emergency then they have the option to use vacation or to arrange for make-up days.
· Volunteers are allowed to choose whether to come to work or not; and volunteers retain volunteer status.
No Solicitation Policy

No outside solicitation on the premises or at education or cross-cultural events.

Parking

Parking is available in the parking lot adjacent to the Agency’s main office site.  Mosaic Inter-Faith Ministries will not pay or reimburse parking tickets, valuables or accidents in this lot.

Personal Appearance

During business hours, on or off-site, people serving at the Agency are expected to present a clean, neat and modestly clothed appearance and to dress according to the requirements of their positions.  Generally, this is considered ‘business casual.’


Posted Notices

Prior to posting any public notices, please provide the notice to the CEO for review.  If approved, the CEO will post the notice.  All outside posted notices must have the date and the CEO’s initials.
Referrals

Three quality referrals, and/or a referral to 211 (Information and Referral), are given to a client upon request.  The three specific referrals must be approved by the CEO prior to giving out information.
Resources – Includes: Theft/Stealing
The use of MOSAIC resources including food, donated supplies, postage, supplies, resources, office space or name of the organization for personal use is prohibited.
Equipment issued to an intern, volunteer or employee is considered the property of the Agency.  The equipment loan is provided with the intention that it be used for work purposes only and be kept in good condition.  Agency equipment is allowed to be used during Agency related projects, education and travel.
If an employee is found stealing, or in a situation involving theft, a written warning by text, email, or letter will be issued.  If this situation happens again, if the CEO feels the employee is worthy of probation, the employee will receive a two week suspension without pay.  If the situation happens again, the employee will be immediately terminated.  Upon termination, the employee will be mailed their check to the last known address on the following and usual monthly distribution of payroll checks.
Smoking

Smoking is prohibited throughout the workplace for all clients, visitors, interns, volunteers, consultants and employees.  The Agency’s designated smoking area is near the trees in the adjacent parking lot to the main Agency office the designated receptacles (main garbage can) for cigarette and cigar materials which are without heat.
Substitute Teachers

For approved leave, continuing education or vacation, the CEO will contact volunteer substitute instructors from her/his list to coordinate the volunteer schedule.  Thursday food day does not need coverage as students may simply come 
in for food.  S/he may have more than one volunteer per day (coverage by hours rather than days).  S/he is responsible for leaving lesson plans.  Volunteer substitute instructors must be without criminal history or background; and will have completed the volunteer forms (2 pp) with the Associate Director: Volunteer and Community Relations prior to filling a shift.

Telephone Systems

People serving at Mosaic Inter-Faith Ministries use a professional greeting with the Agency name and speak in a courteous and professional manner.  Please confirm information received from the caller on the telephone message pads (in duplicate) and hang up only after the call is complete.
Work-site Appearance
Each person serving at the Agency is asked to keep the space clean and ready for service.  Desk areas, carpets and garbage receptacles are kept clean and neat by the person using the area.  Coffee stains must be immediately cleaned.  Communal areas need to be cleaned after major meetings or events.

Staff Termination

Termination of service or employment is an inevitable part of intern, volunteer, consultant or personnel activity within any organization.  Mosaic Inter-Faith Ministries, and people serving the Agency, have the mutual right to terminate employment at will, with or without cause, at any time.  Common reasons for termination include: resignation; discharge; restructuring/layoffs; and retirement.  The Agency CEO is responsible for hiring and firing for consultants, member, volunteer and employee positions.  Interns are responsible to their immediate supervisors who abide by the requirements of the University of Utah Social Work Department and the Department of Workforce Service internship programs, respectively.

If an employee, volunteer or intern is disruptive, for example having gossip, drug/alcohol/violence issues, that person can be terminated immediately over-riding any and all other contractual arrangements.  This clause supercedes said contractual agreements when the harmony and health of the collective staff, and people on-site, are potentially in peril.
“Comp” time, or severance pay, will not be paid upon termination; only the actual hours worked given the restricted funds in the Agency budget.
Employee Benefits

“Comp”Time

Employees and 1099 consultants may work additional hours when a project is extensive.  These additional hours are NOT considered over-time but kept in an employee’s “bank” And taken as paid leave throughout the year.  A person cannot 
accrue over 3 hours per month.  All “comp” time must be taken before the end of the year as it will NOT roll over.  If a person will be leaving a position, the “comp” time must be taken in small amounts prior to leaving the position.

Bereavement Leave

Mosaic Inter-Faith Ministries grants up to seven (7 days) of paid bereavement leave (time off) to full-time employees serving 30 (+) hours per week.  The Agency grants up to seven (7 days) of unpaid bereavement (time off) to part-time employees serving 20-29 hours per week.

Bereavement leave is defined as ‘the death of immediate family’ with immediate family being defined as: spouse/partner, parent, child, step or adopted child, sibling, grandchild, grandparent, spouse’s/partner’s parent, grandparent, child, step or adopted child or sibling.

Requests are made to the CEO.  The CEO may approve the use of other available days (holidays, personal days, sick days) for additional time off if deemed appropriate and necessary.
Staff Education and Development 

Agency employees are encouraged to develop and enhance their education (knowledge and wisdom), acquire new skills, and experience growth for more effective service.

Continuing education activity must be related to the employee's job responsibilities or to a recognized degree program. 

An employee's continuing education plans for the coming year are to be discussed in conjunction with their annual performance appraisal.  A determination of annual continuing education activity is to be made in consideration of the needs of both the employee and Agency.
Within two weeks after completion of his/her course of study, the employee is required to submit, to their unit budget/personnel coordinator, program related receipts and documentation of his/her attendance and course completion for personnel files.
Health Leave Expectations/Benefits

Mosaic Inter-Faith Ministries grants paid health leave (time off) to full-time employees serving 30 (+) hours per week.  Employees and volunteers are expected to communicate in advance when they will miss work due to illness, injury and/or health concerns when at all possible; and to provide a doctor’s note.  When serious health concerns take place, a note indicating the employee can return to work is required.  The Agency grants unpaid holiday time off to part-time employees serving 20-29 hours per week.

One (1) paid sick day is granted for every full month of service up to 12 days per year for full-time employees.  One (1) unpaid sick day is granted for every full month of service up to 12 days per year for part-time employees serving 20-29 hours per week.
Holidays

The Agency grants paid holiday leave (time off) to full-time employees serving 30 (+) hours per week.  Lutheran Social Service of Utah grants unpaid holiday leave (time off) to part-time employees serving 20-29 hours per week.

· New Year’s Day 




(1) (January)

· Martin Luther King, Jr. Day 


(1) (January)

· President’s Day




(1) (February)


· Memorial Day 




(1) (May)

· Independence Day 




(1) (July)
· Utah Patriotic Holiday 



(1) (July)

· Labor Day 





(1) (September)



· Thanksgiving/Day after Thanksgiving 

(2) (November)

  

or two (two) annual days

· Christmas Eve/Christmas 



(2) (December)

   

or two (2) Faith holiday days
 

· One personal day accrued every 6 months

(2) tba

(13 Total)

Holidays
A recognized holiday that falls on a Saturday is normally observed on the preceding Friday.  A recognized holiday that falls on a Sunday is normally observed on the following Monday.

Jury/Witness Duty

Up to two weeks of unpaid or paid leave during jury duty, with an official letter from the Court, may be approved through the CEO.

Professional Liability Insurance

The Agency currently provides professional liability insurance to Agency volunteers and employees.  The Agency recommends that professional employees carry their own additional professional liability insurance.  When a person’s shift concludes, they are considered to be on their own time and insurance coverage.  It is the individual’s decision as to who they 
Retirement

As a retirement account option, the Agency recommends that individuals explore contributions to their own Roth IRA account with their personal financial agency or representative.
Sabbatical Leave

The Agency recognizes that employees have a need to increase and extend their knowledge and competency in their fields of specialization. This may be accomplished through sabbatical leave, normally a period of up to three weeks per year for a period of three years upon completion of a sixth year of service.

Sabbatical leaves are restricted and are intended for use by those employees (clergy or lay) for whom it can be demonstrated that such leave will increase their value to the Agency.   An employee is eligible to request a sabbatical leave at each six year segment of full-time employment.

Subsequent sabbatical leaves may be considered at six year intervals.

Requests for sabbatical leave, including the proposed program of study, are to be submitted, in writing, to the CEO. No employee may take a sabbatical leave at the completion of his or her service. An employee granted a sabbatical leave shall normally be committed to a minimum of six (6) months of service to the Agency following the conclusion of the sabbatical leave segment.
Vacation
Vacation time off with pay is currently available to eligible full-time employees who work 30 (+) hours per week to provide the opportunity for rest, relaxation, and personal pursuits.  Vacation accrual begins the first day of employment and is credited after the employee’s first month of employment and calculated monthly thereafter.  Unused vacation is paid to terminating, full-time, employees who have worked at least one continuous year at the Agency.

The amount of paid vacation time employees receive each year is based on length of service as shown in the following schedule:

Vacation Earnings Schedule

Employees – 30 hours (+)

Paid Vacation Leave

Service Length

Monthly Allotment

Annual Allotment

0-3 years


1.25 days


15 days

4-7 years


1.50 days


18 days

8-10 years


1.75



21 days

10 (+)



2.00 days


24 days

Vacation Earnings Schedule

Employees – 20 –29 hours per week

Unpaid Vacation Leave

Service Length

Monthly Allotment

Annual Allotment

0-3 years


1.25 days


15 days

4-7 years


1.50 days


18 days

8-10 years


1.75



21 days

10 (+)



2.00 days


24 days

Vacation time must be used within the year; and vacation time is not carried over into the next twelve (12) month continuous cycle of employment.
Employee Work/Payroll Schedule

Pay Schedule

In the case that the payday falls on a weekend, the next working day becomes the appropriate payday.
The first pay period falls on the 5th day of the following month after hire.  AmeriCorps*VISTA members receive their paid allotment and payroll documentation through direct deposit with Corporation for National and Community Service (CNCS).
In times of difficulty regarding cash flow, employees , consultants and volunteers will be expected to wait until the Agency is strengthened enough to pay the current
 
Employee Work/Payroll Schedule

payroll.  To date, with the exception of the CEO when budgetary restrictions are too strained, payroll is to be paid within 30 days of its due date.

Timekeeping

An accounting of hours and accomplishments related to the position description, and conversations with the CEO, need to be submitted each pay period to the entity paying the individual.
Altering, falsifying, tampering with time records, or recording time on another person’s service record will terminate employment.  Failure to show up to work without notification and approval of the CEO (or the intern supervisor in case of internships) will terminate employment or consultation.

Work Conditions
Injuries Reported

Employees who sustain work-related injuries or illnesses must inform the intern supervisor (if appropriate) and the CEO by email and telephone message no matter how minor the injury may appear preferably that day.
Safety

Employees are expected to exercise caution in all work activities.  People serving at the Agency are expected to exercise caution in all service activities; and to notify 

the CEO of any unsafe condition or activity.  People serving at the Agency, both on and off-site and at conferences or sponsored education events, who cause hazardous or dangerous situations will have their service immediately terminated.

Surveillance of the workplace or technology is considered an unsafe and intrusive practice and is also subject to immediate termination.

Given safety and security of people serving at the Agency and people being served by Mosaic Inter-Faith Ministries, only work-related visitors are allowed in the workplace.

Stewardship Expectation

Interns, Consultants, Employees, Volunteers, and Trustees are asked to consider giving an annual, one-time gift! 

Each program is required to raise the majority of its own revenue; and this is the responsibility of the Director/Consultant of that particular program.
Each person serving at Mosaic Inter-Faith Ministries is expected to use best standards and practices in regard to program development, resource and time use.  In addition, 1) searching for ways to fund our Agency and programs; 2) positive conversations about the Agency in the community as Mosaic Inter-Faith Ministries ambassadors; are both expected daily activities.  All expenditures must be approved by the CEO with enough advance notice for best stewardship practices with public monies.
Stealing


At MOSAIC Inter-Faith Ministries, it is considered stealing when a person, without permission from Administration (Jose and Leslie) takes items to hoard and take home or for personal benefit on-site or off.  A volunteer, intern, or staff person, will be given one written warning; in a second situation the CEO has the option to give a two week suspension if probation is in order, and then, given a third situation involving theft the person will be immediately terminated from being present at MOSAIC facilities and/or events.

Transportation

Generally, we encourage people to be self-reliant with their transportation.  Each volunteer and employee at Agency can transport people and materials for Agency purposes when approved by the CEO.  In the case of an accident, the employee’s or volunteer’s insurance is used (Church Mutual recommends $100,000 personal limit for personal insurance); and Church Mutual Insurance applies when this primary coverage is exhausted.   Before driving anyone, a volunteer or employee understands that a good driving record is essential; as is up-to-date personal insurance, vehicle registration and a current driver’s license.

People are not generally transported by Agency personnel or volunteers on Agency time.  In the case of annual events, like the Martin Luther King Jr Day events or the annual Fundraiser, transportation to an employment interview, or educational field trips, Agency personnel and volunteers may drive clients and drivers must be covered under their own insurance which is primary; and will be covered by the Agency’s the Church Mutual Insurance liability policy as secondary.  When drivers are operating in these specific exceptions for the Agency, up-to-date personal insurance, vehicle registration and a current driver’s license is required.  The Agency will have the driver fill out the form below prior to driving for the event or interview.

Part of the consideration for NOT driving clients in general, is that there are safety concerns when driving another person who is not known in-depth by the Agency.


If a person drives people or materials for the Agency, it is important the person remains very conscious of safety.  For example, it is better to have two volunteers/employees in the vehicle with a cell phone.  Be sure everyone is buckled up at all times when driving someone.  Safety is essential, for example, upon dropping someone off, and having an invitation to come in to a client’s home, entering into client’s home is NOT recommended.  Pleasantries can be exchanged outside.
Whistle-Blowing

There can be no formal or informal repercussions to individuals who report legitimate violations.
SECTION 504 GRIEVANCE PROCEDURE

It is the policy of Mosaic Inter-Faith Ministries not to discriminate on the basis programs and services are offered without discrimination on the basis of race, color, religion, gender, national origin, ancestry, age, disability, medical condition, genetic information, veteran status, marital status, pregnancy, gender expression, gender identity, sexual orientation, or any other characteristic protected by federal, state or local law, regulation, or ordinance; and morally to accommodate and appreciate any difference in order that all people feel welcome --- body, mind and spirit. Mosaic Inter-Faith Ministries has adopted an internal grievance procedure providing for prompt and equitable resolution of complaints alleging any action prohibited by Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. 794) of the U.S. Department of Health and Human Services regulations implementing the Act.  Section 504 prohibits discrimination on the basis of disability in any program or activity receiving Federal financial assistance. The Law and Regulations may be examined in the office of (Leo Wagner, Agency Board of Trustees (VP), 801-262-2827, Section 504 Coordinator), has been designated to coordinate the efforts of Mosaic Inter-Faith Ministries to comply with Section 504.
Any person who believes she or he has been subjected to discrimination on the basis of any protected or listed category may file a grievance under this procedure. It is against the law for the Agency to retaliate in any way against a person filing a grievance or a person who cooperates in the investigation of a grievance.

Procedure:
· Grievances must be submitted to the Section 504 Coordinator within one week (7 working days) of the date the person filing the grievance becomes aware of the alleged discriminatory action.

· A complaint must be in writing, containing the name and address of the person filing it. The complaint must state the problem or action alleged to be discriminatory and the remedy, relief or solution sought.

· The Section 504 Coordinator shall conduct an investigation of the complaint. This investigation may be informal, but it must be thorough, affording all interested persons an opportunity to submit evidence relevant to the complaint. The Section 504 Coordinator will maintain the files and records of the Agency relating to such grievances.

· The Section 504 Coordinator will issue a written decision on the grievance no later than 30 days after its filing.

· The person filing the grievance may appeal the decision of the Section 504 Coordinator by writing to the CEO within 15 days of receiving the Section 504 Coordinator’s decision. The CEO in consultation with the Executive Committee of the Board of Directors shall issue a written decision in response to the appeal no later than 30 days after its filing.

· The availability and use of this grievance procedure does not prevent a person from filing a complaint of discrimination on the basis of disability with the U. S. Department of Health and Human Services, Office for Civil Rights.

Mosaic Inter-Faith Ministries will make appropriate arrangements to ensure that disabled persons are provided other accommodations, if needed, to participate in this grievance process. Such arrangements may include, but are not limited to, providing interpreters for the deaf, providing taped cassettes of material for the blind, TTY on Agency information or assuring a barrier-free location for the proceedings. The Section 504 Coordinator will be responsible for such arrangements.
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Personnel and Volunteer Handbook
I, ___________________________, have read the policy and procedure manual (last revised: 02-29-2024.  My signature below means I agree to comply with the Mosaic Inter-Faith Ministries Policy and Procedure Community Handbook policies.

________________________________________________________________________

Name




Date
Email Address:________________________________________________________________
________________________________________________________________________
01/16/2024

Transportation Events: Justine Koutowogbe provides transportation to occasional Salt Lake Inter-Faith Round Table Meetings, Conferences, and a ride home for Dorothy Lonnecker (1099) at MOSAIC in 2024
Authorized by CEO (signature):______________________________________________________________
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
I, ___________________________________, have read the above Mosaic Inter-Faith Ministries (formerly Lutheran Social Service of Utah) Transportation policy.

My signature below certifies that I have up-to-date (current) insurance and an up-to-date (current) driver’s license, and an up-to-date vehicle registration with the State of Utah.  I understand, that in the case of an accident, my insurance would be accessed first; and then, the Agency Church Mutual Insurance policy would be accessed for any remainder.  I understand that I need to drive safely, with due caution, with all passengers, including myself, buckled up, and that any risk regarding this 1099 or volunteer service is my own.

Further, I understand that I can ask for a translator for this form; and that the Agency will also suggest an interpreter if they believe that my English level is Level III or below.
Printed Name



Signature



Date

Comments, feedback, input to be integrated:
� Staff Development and Education is distinct from Sabbatical Leave.


� Examples may include, and are not limited to, Ramadan, Hanukkah, etc.


� A few examples of many for observed Faith holidays include Ramadan, Hanukkah, Festival of Light, etc.   Submit request two weeks in advance for schedule/record-keeping purposes.


� Submit personal day request two weeks in advance for schedule/record-keeping purposes.
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