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UCE Compensation Guidelines 
 

These guidelines, as properly amended from time to time, form the basis for individual salary 
and employment benefits provided to the ministers and staff of the Unitarian Church of 
Evanston.  Any exceptions to these guidelines must be approved by the Board of Trustees and 
documented, by employment contract for a member of the Executive Team, or via an 
employment letter for other members of the staff. 

UCE’s fiscal year is from July 1st through to June 30th of the following calendar year.  All 
compensation practices are based on UCE’s fiscal year. 

These Guidelines are intended as a reference for the UCE Board of Trustees and its Executive 
Operations Director, and are not binding on UCE.  Nothing in these Guidelines or any of UCE's 
policies is intended or should be construed as forming a contract of employment with 
employees who do not have one, or becoming part of or modifying an existing written contract 
of employment.  UCE reserves the right to modify these guidelines at any time, and the 
implementation of the guidelines for any given year is dependent upon budgetary constraints 
as determined solely by the Board of Trustees. 

 

Definitions: 

1.  The Executive Team includes the ministers of the church and the Executive Operations 
Director.  Each member of the Executive Team will have an employment contract duly executed 
by and with the Board of Trustees. 

2.  Employees will be considered full-time employees for the purposes of these Guidelines 
when their job responsibilities require year-round involvement with church affairs.  Full-time 
employees are salaried employees exempt from documenting their hours; however, they are 
expected to work approximately 40 hours per week in fulfilling their job responsibilities.  Given 
the unpredictable and oftentimes uncontrollable nature of the hours required to fulfill 
ministerial responsibilities, sabbatical time and “on-call” time off is provided by employment 
contract for the ministers in addition to vacation time. 

3.  Part-time employees are those employees whose job responsibilities do not require full-
time employment regardless of whether they are paid on a salaried or hourly basis and whether 
or not their job responsibilities are required throughout the entire year. 

4.  Salaried employees are those employees who are compensated for the execution of their 
job responsibilities without documentation for the number of hours worked.  For salaried 
employees who are also part-time employees, the anticipated and approximate number of 
hours per week required to fulfill their job responsibilities shall be specified in writing as a guide 
to both the employee and their supervisor.  Sustained deviation from the specified hours, 
either above or below, shall be cause for a review of the anticipated hours or the job 
responsibilities, and such review can be initiated by the employee, the supervisor, or member 
of the Executive Team. 



April 7, 2010 
 

5.  Hourly employees are those employees who are compensated for the execution of their job 
responsibilities based on the number of documented hours worked, the determination of which 
and payment for, will be determined by the Executive Operations Director of the church. 

6.  UCE Compensation Advisory Group is a group of not fewer than four individuals, formed 
and charged annually by the Board of Trustees to review compensation practices and make 
recommendations on such practices and develop employee-specific salary matrixes from which 
salary adjustments will be made.  The Compensation Advisory Group shall be led by a serving 
member of the Board of Trustees who does not have current responsibility for budget 
preparation, and the Executive Operations Director shall serve as a member. 

 

Compensation Components: 

SALARY:  The salary for a position at UCE will be negotiated at the time of employment based 
on the job requirements, overall qualifications and experience of the employee, the prevailing 
local salary for similar positions, and the UUA Salary Range Recommendations guidelines.  
Salaries will be reviewed annually and adjusted appropriately in consideration of performance 
effectiveness, along with prevailing salary rates for positions with similar job responsibilities as 
well as budgetary guidelines as approved by the Board of Trustees. 

Salaries for all salaried employees shall fall within the UUA’s Salary Range Recommendations 
guidelines specific to Evanston, Illinois and as updated annually by the UUA.  These annual 
guidelines, specific to a geographic location, are developed by the UUA for full-time employees 
using several factors including adjustments for cost-of-living.  For those salaried employees who 
are also part-time employees, the salary range will be pro-rated based on the anticipated hours 
required to fulfill their job responsibilities and the number of months worked, if less than 
twelve (12).   

Annually, the Compensation Advisory Group will determine an employee-specific salary matrix 
for each employee accounting for years of service and cumulative level of experience, 
education and training of the individual and for various aggregate job performance evaluation 
levels in accordance with UCE’s employee evaluation and salary adjustment procedure.   The 
salary paid to any UCE salaried employee shall be bounded by the UUA recommendation for 
their comparable job description when available, or when not available, by a salary range as 
best determined by the Compensation Advisory Group based on the UUA Salary Range 
Recommendations.  Separate from the employee-specific matrix, the Compensation Advisory 
Group shall also determine salary range data from compensation data for similar job 
responsibilities from the National Association of Church Business Administration for churches 
with similar sized operating budgets and relevant Chicago-area not-for-profit data, when 
available.  This data will be provided to the employee’s supervisor and the Board of Trustees as 
part of the salary review and adjustment process to assist in determining where within the 
salary range an employee’s salary shall be set. 

For hourly employees, the Compensation Advisory Group will determine the hourly rate of pay 
for each job filled by an hourly employee based on the job responsibilities, local prevailing rate, 
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all applicable government regulations, budgetary guidelines and other relevant information.  
The hourly rate will be updated annually. 

All employees, as part of their annual performance evaluation by their supervisor, shall have 
their salary reviewed by their supervisor with a recommendation made to the Board of Trustees 
who shall approve all employee salaries.  For a member of the Executive Team, the salary 
recommendation is made by the three-member evaluation team (the current President and 
Vice President, and President Emeritus, of the Board of Trustees) and approved by the Board of 
Trustees. 

 

FICA WITHHOLDINGS and IN-LIEU PAYMENTS:  UCE, as required by law, will pay the employer-
portion of the FICA tax, currently at the rate of 7.65% of salary, for all employees classified as 
W-2 employees by the IRS.  In the case of the ministers, who are classified by the IRS as self-
employed, UCE shall pay the equivalent payment directly to the ministers in-lieu of making such 
payment to the IRS.  It is the responsibility of the ministers to pay the complete FICA tax in 
accordance with IRS regulations. 

 

DEFINED CONTRIBUTION PLAN BENEFIT:  For all full-time employees, UCE shall make payment 
direct into the UUA retirement plan (a defined contribution benefit plan under section 401(a) of 
the IRS Code) or other qualified plan of an amount equal to 10 percent of eligible salary, which, 
for the ministers, includes their salary, housing allowance and in-lieu FICA payment. 

 

INSURANCE:  UCE shall offer, through the UUA insurance plan or other plan as determined by 
the Board of Trustees, a uniform package of insurance benefits to all full-time employees with 
the following four components: 

Health Insurance:  UCE shall offer a health insurance program, on a non-taxable basis 
to the extent allowed by law, to each eligible employee based on the UUA’s 
comprehensive, “high deductible” plan offering.  If enrolled, UCE shall pay 80% of the 
cost of the plan for the “employee-only” option.  For employee’s with dependents 
who elect to be enrolled in the plan, UCE shall pay 65% of the cost of the “employee + 
spouse” or “family” option, as applicable. 

When an eligible employee is covered by the health insurance of a spouse or partner, 
UCE shall reimburse the employee, upon receipt of documentation provided annually, 
the incremental amount withheld from the spouse or partner’s wages to provide 
health insurance for the UCE employee. The reimbursement will be paid in increments 
according to UCE’s standard pay periods, generally bi-weekly, on a taxable basis with 
no adjustment. 

If an eligible employee is qualified to receive medical insurance benefits from a 
government program (e.g. Medicare), the employee will enroll in the government 
program as the source of the insurance.  When the government program does not 
provide the breadth of services offered by the above mentioned UUA plan, UCE will 
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provide supplemental coverage through the UUA plan’s options.  UCE will pay 80% of 
the costs associated with the government program and any supplemental coverage 
for the employee, and 50% of continuing coverage under the plan for a spouse or 
partner and dependents, both of which will be equivalent, to the extent possible, to 
the UUA high-deductible plan option. 

Long-term Disability:  UCE shall offer eligible employees a long-term disability policy 
providing benefits following 90 days of disability covering 60% of an employee’s salary 
(including housing and in-lieu FICA payments for ministers).  The premiums of the 
policy, if taken by the employee, shall be fully paid by UCE.  The cost of the premium 
will be designated as imputed income for the employee, the purpose of which is to 
ensure the long-term disability dollars paid out in disability cases are tax free for the 
disabled employee. 

Group-term Life Insurance:  UCE shall offer a group-term life insurance policy to each 
eligible employee with a face value equal to 200 percent of salary (including housing 
allowance and in-lieu FICA payment for ministers) up to a maximum of $150,000, or 
the limit of the UUA group policy, whichever is greater.  The premiums of the policy, if 
taken by the employee, shall be fully paid by UCE.  If the value of the policy exceeds 
the limit specified by the IRS, currently $50,000, the amount of the premium cost 
associated with the value in excess of this limit will be reported as imputed income to 
the employee. 

Dental Insurance:  UCE shall make available dental insurance to each eligible 
employee and dependents, the cost of which is paid fully by the employee, if enrolled. 

For employees who are not full-time employees, but are scheduled to work at least 1040 hours 
in a year, health insurance, long-term disability insurance, group-term life insurance, and dental 
insurance are available to the employee through the UUA without any subsidy from UCE, and if 
chosen are fully paid for by the employee. 

PAID TIME OFF:  Paid time off is available to all non-Executive Team employees who are 
compensated for a minimum of 1,040 hours per year (approximate half-time equivalent).  Paid 
time off for a member of the Executive Team is specified in their employment contract.  Paid 
time off is available to the eligible employee to be used at their discretion and shall be 
scheduled in advance, to the extent feasible, with an employee’s supervisor.   

As the operations of the church and employee work days and hours do not lend themselves to 
equitably providing for holiday paid time off, UCE’s paid time off for those eligible includes five 
days of comparable time off with pay, the amount of which for both time and compensation is 
equivalent to the employee’s normal workday hours. 

In addition to the five days provided annually, there shall be additional paid time off based on 
length of service at UCE.  Following three years of employment, paid time off for non-Executive 
Team employees includes an additional five days of comparable time off with pay.  Comparable 
time off is defined as the equivalent number of average hours per day an employee would work 
if their total weekly hours were evenly distributed over five days.  When taken, paid time off is 
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taken in increments equivalent to the employee’s normal workday hours and reimbursed for 
this same number of hours based on the equivalent per hour rate of compensation.   

No more than 10 paid time off days may be carried over from one year to the next. In the event 
of termination of employment whether initiated by the employee or by UCE, the employee 
shall be entitled either to take, or to be compensated for, accrued paid time off as of the date 
of termination.  Paid time off shall be counted monthly from date of hire, and is allowed only 
up to the limit of days accrued unless approved, in writing, by the Executive Operations 
Director, or employee’s supervisor. 

 

FLEX TIME:  Due to the nature of church operations, flex time shall be available, as mutually 
agreed to between the employee and their supervisor, to all part-time employees regardless of 
the number of hours worked.  Flex time is defined as scheduled time off for an employee during 
their otherwise normal work hours, without additional compensation, in exchange for an equal 
amount of time worked in excess of their normal scheduled work hours. 

 

PROFESSIONAL EXPENSES:  As budgeted for and as overseen by the Board of Trustees, UCE 
shall provide a specific professional expense allowance for each member of the Executive Team 
in an amount as stated in their contract.  An additional amount for use by other employees in 
keeping with their job responsibilities shall also be specified by the Board, the expenditure of 
which is at the discretion of the Executive Operations Director.  Each amount will be specified 
annually in the operating budget of the church, and unanticipated expenses above the 
budgeted amount must have prior written approval from the Board of Trustees. 

 

CONTINUING EDUCATION:  UCE shall provide adequate time, on a compensated basis, for 
continuing education for members of the Executive Team, including sabbatical leave in 
accordance with employment contracts, with such time not to be confused with vacation.  Time 
for eligible employees is at the discretion of the Executive Operations Director except for the 
ministers who shall plan their continuing education time so as not to be disruptive to the 
operations of the church. 

 

PERSONNEL GUIDELINES:  UCE shall have a written document, approved by the Board of 
Trustees, constituting the church’s personnel guidelines and practices, and this document shall 
be reviewed and updated at intervals not to exceed five (5) years as directed by the Board of 
Trustees.  The Executive Operations Director is responsible for the administration of the 
personnel guidelines and practices. 

 

Approved by the Board of Trustees 
Date:  April 7, 2010 
To be reviewed, modified, and reapproved on or before April 7, 2015. 


