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ITC Employee Mutual Benefit Organization

Guidelines

Purpose:

To promote the general welfare of the ITC staff by:

· Establishing guidelines that promote fairness, equity, and consistency in recognizing and supporting fellow employees.

· Establishing a framework for planning and funding annual employee/family social events and Employee Recognition Awards

· Establishing a suggested minimum annual contribution to be used for the mutual benefit of employees.

· Establishing an ITC employee fund and a framework for managing the employee fund. 

The ITC Employee Mutual Benefit Organization is established and governed by the ITC employees for the mutual benefit of those employees and therefore not subject to or covered by the rules, regulations, policies or procedures of the University.  

Membership & Benefits:
Membership:  All ITC Classified and Professional Staff

Annual Contribution:  Suggested minimum of $10.00 (based on past expenditures)

Meetings:
Meetings of the ITC Employee Mutual Benefit Organization will be held as needed to conduct the business of the organization.  For the convenience of employees, the meetings will be scheduled immediately following a scheduled ITC general staff meeting.

Officers:
President:  

Vice-President (Social Committee Chair):  

Secretary:  

Treasurer:  

Past President (ex-officio)

Officers will be elected in December of each year for a one-year term starting in January of the following year.  No officer should serve in the same office two terms in a row.  An officer can hold only one office at a time.  The officers will appoint another staff member to replace an officer who leaves in mid-term.

Duties of Officers:

President:   Calls and presides over meetings.  Informs new staff members about the Employee Mutual Benefits Organization.  Assists the Vice President in organizing parties and functions.

Vice President:  Chairs the social committee and organizes parties and functions.  Buys supplies for parties, functions, and staff room.

Secretary:  Records minutes of meetings.  Maintains official minutes and documentation of organizations activities. Writes and posts other notices as needed.  Buys and sends cards, flowers, and gifts.   

Treasurer:  Collects and deposits all contributions to the employee fund.  Maintains a membership roster, records and tracks all contributions, their source, and designated use. Gives financial report at each meeting.  Dispenses monies to the vice-president and social committee for expenses.  Pays bills.

Standing Committees:
Executive Committee:  The Executive Committee is made up of the current officers and the Past-President. Meetings are called by the President as needed.  The Executive Committee will make a recommendation for the suggested minimum annual contribution.  The recommendation should be based on projected expenses, current fund balance, and projected membership for the coming calendar year.  The Committee can authorize spending for purposes of the ITC Employee Mutual Benefit Organization as outlined in these guidelines without bringing the matter up for a vote by the membership.

Social Committee:  The social committee is made up of the Vice-President and four members of the ITC staff chosen by the Vice-President. Meetings are called by the Vice-President as needed. The social committee handles setup, cleanup and other aspects of having parties.  The social committee is authorized to purchase supplies, such as paper cups, paper plates, napkins, etc. as needed for social functions.  The Social Committee chair or his/her designee will consult with the Treasurer prior to making commitments for expenditures.

ITC Employee Fund:

Contributions are due by February 15  for currently employed ITC staff. 

Employee contributions will be kept in a checking account under the name ITC Employee Fund.  The Executive Committee will be responsible for collection of employee contributions and disbursement of those funds. Checks written against the ITC Employee Fund will require the signature of two officers.

In addition to the annual contributions, funds from other sources may periodically be deposited to the ITC Employee Fund.  These funds may be earmarked for a specific purpose, such as Employee Recognition Awards or specific social functions.

Special Functions / Employee Recognition Awards

Staff/Family Social functions:

Two major social functions are held each year – Staff/Family Christmas Party and Summer Picnic.  The social committee will organize these functions.   The social committee will prepare a projected budget for each major social function and establish a “cost per person” fee.  All ITC employees including student employees will be invited to social functions, and will be asked to pay the “cost per person” fee for the number of persons in their family attending the function. The social committee will strive to keep the cost per person reasonably low.  

The “cost per person” fee will be deposited to the ITC Employee Fund and expenses related to the social events paid from those funds. The treasurer will maintain accurate records of all deposits and expenditures associated with each social function.

Employee Recognition Awards:
Most Valuable Player Award:  Twice a year, ITC staff selects a fellow employee to receive ITC’s Most Valuable Player (MVP) Award. The employee selected as the MVP receives a gift ($50.00 value) paid from the ITC Employee Fund and their name is engraved on the plaque displayed in the ITC Office.  The cost of engraving ($10.00 or less) will be paid from ITC Employee Fund. 

MVP Awards are presented at the Christmas Party and the Summer picnic. 

Member Benefits:

Employee Recognition:

Departures, retirements, etc.  

1) Members working less than one year receive a card

2) Members working one to five years will receive a party at break time with refreshments and a card

3) Members working five years or more receive a party at break time with refreshments, a card, and a gift.  

The amount spent on gifts will be at the discretion of the social committee and should take into consideration the number of years the employee worked.  The amount spent on refreshments should average $25.00 per party (cake and beverages).

Personal Recognition:
Birth of a child / Wedding

1) Members working less than one year receive a card

2) Members working one year or more will receive a card and gift.

The amount spent on gifts will be at the discretion of the social committee and should take into consideration the number of years the employee worked.  Take into consideration that a party and cake would cost $25.00 and go from there.

Illness of staff member (hospitalization, long-term illness)


Members who are ill for a significant period of time or hospitalized shall receive a card and flowers ($25.00 - $30.00 value) paid out of ITC Employee Funds. 

Death of immediate family member (spouse, child)


Family receives flowers or money in lieu of flowers ($25.00 - $30.00 value) as a memorial and a card paid from ITC Employee Fund.

Death of other close family member (parents, siblings, in-laws)


Family receives a card paid from ITC Employee Fund.

NOTICES:
Information, minutes of meetings, notices of meetings, shall be posted on the staff room bulletin board by an officer of the ITC Employee Mutual Benefits Organization.
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