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1.0 INTRODUCTION
1.1

Statement of Purpose

The Follen Church Society (also referred to as the Follen Community Church) is a religious
community whose mission is to foster spiritual growth through worship, fellowship and service.
Follen Church expects its employees to support the task of building and maintaining this
religious community, and to make a responsible commitment to its policies and procedures.
This Personnel Policy and Procedures Handbook is not a contract and can be modified or
changed at any time by the Church’s Parish Board based on recommendations by the Financial
and Human Resources Action Team. The relationship between Employer and employee is
legally defined as “employment at will”, which means that such employment may be terminated
without penalty by either party without prior notice or explanation.
We have prepared this Handbook to highlight some of the policies and procedures of the Follen
Church Society (referred to herein as “Follen”, “Follen Church”, the “Church” or the “Employer”).
Employees are asked to familiarize themselves with the Handbook, as it will provide answers to
many questions about your employment. Nothing in this Handbook or in any other written or
unwritten policies and practices of this Employer creates an express or implied contract,
promise or representation between Employer and any employee.
The Employer’s policies generally will be applied consistently. However, the Employer reserves
the right to deviate from policy in the exercise of its judgment. Since every employment
situation cannot be anticipated, this Handbook provides a general overview only. From time to
time, changes in the Handbook may become necessary. Therefore, the Employer reserves the
right to amend, supplement or rescind any provision of this Handbook as necessary.
This Handbook applies to all staff, whether full-time, part-time, salaried or hourly, except where
otherwise stated. Some portions of this Handbook (such as benefits, work schedules, etc.) do
not apply to ordained ministers called by vote of the congregation, as the terms and conditions
of their employment are prepared separately at the time of their calling.
If you have any questions or comments about the contents of this Handbook, or if you need
additional information, please speak with your supervisor or the Church Administrator, or
contact the Chair of the Follen Church Human Resources Committee.
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2.0 GENERAL POLICIES
2.1

Church Governance

Follen Church is a non-profit religious corporation, recognized by the Commonwealth as the
Follen Church Society. It operates under Bylaws, approved by the membership in 2007 and
amended in 2008, that describe the purpose, governing structure, definition and rules of
membership and more. The Bylaws may be amended, as necessary, by a two-thirds vote of the
membership. As a member of the Unitarian Universalist Association, Follen is an autonomous
and independent organization with the power to ordain, call a minister, and make its own fiscal
and program decisions.
The Church is governed by lay leaders, led by the President and Vice President of the Program
Council who each serve a one year term and the Chair and Vice Chair of the Parish Board who
each serve a two year term. These individuals manage a democratic organization and work
closely with the ministers and staff. The Program Council is the operating body of the Church
and its responsibilities include preparing and administering the annual budget and selecting the
Church staff and negotiating terms of employment, subject to approval by the Parish Board. In
addition to the President and Vice President, the Program Council also includes representatives
from seven Action Teams defined by the Bylaws. The Human Resources Committee, a
subgroup of the Financial and Human Resources Action Team, oversees the hiring, evaluation
and termination, if necessary, of all Church staff, within the purview of the personnel policies.
The Parish Board responsibilities include preparing and maintaining a long range plan, the
written policies and procedures for the Church, and approving contracts with Church staff
negotiated by the Program Council.
Archival and current copies of minutes from the Program Council, the Church Membership and
Parish Board meetings are kept by the Secretary of the Program Council and the Clerk of the
Parish Board. Copies may be obtained from the Church Administrator, as available.
The Bylaws are succinct; the Church tries to follow them faithfully. The Church operates as a
highly-motivated volunteer organization, with all of the strengths and idiosyncrasies that implies.
Patience and humor can be a tremendous virtue in this environment, and employees and
volunteers are encouraged to practice both.
2.2

Church Operations

Church Year. The Church Year is 43 weeks. It usually runs from Labor Day to the middle of
June. The incoming President and Vice President of the Program Council are responsible for
determining in May/June the actual beginning and ending Church Year dates for the following
year.
Office Hours. Normal office hours are 8:00 a.m. to 4:00 p.m., Monday through Friday. Some
employees may be scheduled to work different hours including Saturdays and/or Sundays.
Hours of work are calculated based on a 40-hour work week, presuming an eight-hour work
day. A 15-minute paid rest break is permitted for each four hours worked. Additional breaks
taken are unpaid. Full-time employees working within the regular work week will normally be
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expected to conduct their work within regular office hours. Individual work schedules may
change from time to time. Attendance at meetings at the request of the employee’s supervisor
will be considered time worked. Employees are expected to attend any staff retreats or off-site
events which are part of their employment as directed by their supervisor.
Other employees who work less than full-time will have their hours of work stipulated in letters of
employment.
2.3

Personnel Files

The Church Administrator maintains all personnel records, except for the Ministers’
performance-related records and Criminal Offender Record Investigation (CORI) Reports. The
Human Resources Chair maintains the Minister’s performance-related records and CORI
Reports in a separately-locked file drawer. Personnel records are kept locked and are available
to the employee's supervisor, the President of the Program Council, the Chair of the Human
Resources Committee, selected members of the Human Resources Committee and others, only
with permission of the President of the Program Council. However, employees have the right to
review their own records and to include memoranda commenting on their contents, for example
in the case where an employee disagrees with the contents of a performance review.
2.4

Confidentiality and Respect

A wide variety of information at Follen Church is considered confidential either as a matter of
statute, Church policy or common sense. This information requires protection. Employees and
other staff will respect the confidentiality of individual conversation, other forms of
communication, documentation, and storage of information. This information may not be
released, removed from the Employer’s premises, copied, transmitted or in any other way used
for any purpose by employees outside the scope of their employment. Respect for the
communications, views and actions of others and for other confidential information and
documentation will be paramount. A lack of confidentiality or respect when required may be
cause for disciplinary action.
2.5

Safety and Security - Safe Congregation

The religious values that we adhere to inspire us to create a safe environment for the entire
Church community. We affirm our commitment to maintain an environment free of
discrimination and harassment based on race, ethnicity, national origin, religion, age, disability,
gender, or sexual orientation.
Follen Church does not condone any form of harassment, sexual or otherwise. Anyone with a
history of sexual abuse convictions will not be hired. The CORI Officer will do CORI checks on
all staff when they are hired and every three years thereafter (see section 2.6). All Church
employees will be asked to read and sign the Code of Ethics for Working with Children and
Youth.
Workplace Threats and Violence. Threats, threatening behavior, or acts of violence against
persons by anyone on Church property will not be tolerated. Anyone who verbally or physically
threatens another, exhibits threatening behavior or engages in violent acts on Church property
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may be removed and will remain off Church property pending the outcome of an investigation.
If the offender is an employee, and the Employer determines that a violation of this policy has
occurred, the Employer may take appropriate disciplinary action that may include, but is not
limited to, suspension and/or termination of employment, and/or legal action as appropriate. If
the individual is not employed by Follen Church, Follen may take legal action as appropriate.
Sexual and Other Harassment. The Employer prohibits conduct that shows hostility or an
aversion toward an individual because of his or her race, color, religion, gender, national origin,
age, disability, sexual orientation or any other classification protected by law, and that:
• Has the purpose or effect of creating an intimidating, hostile or offensive work
environment, or
• Has the purpose or effect of unreasonably interfering with an individual’s work
performance, or
• Otherwise adversely affects an individual’s employment opportunities.
Sexual harassment is unlawful and will not be tolerated. This policy applies to sexual
harassment by members of the same gender as well as opposite gender. Unwelcome
advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature
may constitute sexual harassment if sufficiently severe or pervasive. Even where such conduct
is not sufficiently severe or pervasive as to constitute sexual harassment, it is still prohibited by
this policy. Such allegations or any type of harassment should be reported immediately in
writing to the President of the Program Council and/or Parish Minister. All allegations will be
promptly investigated. Although investigations will be conducted with sensitivity to confidentiality
issues, investigative information will be communicated as appropriate to those with a need to
know. If the investigation indicates that a violation of this policy may have occurred, timely and
appropriate action will be taken.
Any employee who believes he or she has been harassed by another employee, a supervisor,
an agent of the Employer, or any other person whom the employee encounters in the course of
employment is requested and encouraged to report that conduct immediately to the Parish
Minister or President of the Program Council of the Church. If employees do not report
inappropriate behavior, the Employer is hampered in its ability to remedy relative to this policy.
While the Employer is committed to addressing and remedying behavior that violates this policy,
employees may also report claims of sexual harassment by contacting The Massachusetts
Commission Against Discrimination, One Ashburton Place, Boston, Massachusetts 02108 or
The Equal Employment Opportunity Commission, 475 JFK Federal Building, Government
Center, 4th Floor-Room 475, Boston, Massachusetts 02203.
Every complaint or report of harassment will be promptly investigated. If the investigation
indicates that an act of harassment has occurred, timely and appropriate action will be taken.
Retaliation or reprisal against employees who report harassment claims is unlawful and will not
be tolerated. Any violation of this policy will be treated as a serious matter and will result in
disciplinary action, up to and including termination.
Physical Safety. Employees and volunteers are reminded that the Church is a semi-public
space and appropriate precautions should be taken when working at night or alone in the
building. Valuable personal items should be left at home or kept locked in a file or closet.
All employees are expected to abide by accepted safety standards at all times. Employees and
volunteers should know the whereabouts of fire extinguishers and the first aid kit. The fire alarm
system protocol is explained to all employees by the Chair of the Buildings & Grounds Action
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Team at least once a year. Fire drills on Sundays are generally held at least once a year,
preferably early in the Church Year.
Any unsafe condition, equipment or practice observed by an employee should be reported
immediately to the supervisor or Church Administrator. All on-the-job accidents or injuries to
employees, no matter how minor, are to be reported immediately to the Church Administrator.
In the event of a fire or other emergency, the Fire Department and/or the Police are to be called
immediately, and all employees and members of the congregation are to leave the premises
when it is safe to do so.
2.6 CORI Process
Criminal Offender Record Information (CORI). CORI checks are used to screen current and
otherwise qualified prospective employees and volunteers who have the potential for
unmonitored access to children and other vulnerable persons. The CORI Officer (CO) will be a
trusted and respected member of the staff or the Membership who commits to performing this
function on a long-term basis. The CO will be named by the President after consultation with
the Parish Board and Program Council through the Coordinating Team.
Employees and lay leaders in positions who have significant contact or potential for contact with
children are required to have CORI checks. Each person in a position requiring a CORI check
signs an authorization which is submitted to the Department of Criminal Justice Information
Services (DCJIS). The DCJIS checks for any record information and returns the results to
the CORI Officer.
CORI Reviews. CORI checks returned by the DCJIS will be reviewed and acted on in
accordance with the Follen Church Safe Congregation policy, which states:
"When a CORI check results in a concern, the CO will first check to ensure that the CORI
record is that of the individual involved. If it does match the individual, the CO will consult with
the Parish Minister (if the CO is a parishioner) or the President (if the CO is a staff member).
Together, the CO and the consultant will determine whether the CORI finding may limit the
individual's participation in the activity for which the CORI was requested, using guidance that
includes but is not limited to the following:
1.
2.
3.
4.
5.
6.
7.
8.
9.

Relevance of the crime to the position sought.
The nature of the work to be performed.
Time since the conviction.
Age of the candidate at the time of the offense.
Seriousness and specific circumstances of the offense.
The number of offenses.
Whether the individual has pending charges.
Any relevant evidence of rehabilitation or lack thereof.
Any other relevant information, including information submitted by the individual or
requested by the church.

If a limitation appears to be in order, the CO will inform the individual, who will be given a copy
of the CORI and a copy of the Follen CORI policy and advised what part of the CORI record is
relevant to limiting involvement.
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The individual will have an opportunity to dispute the accuracy and relevance of the CORI
record, including steps to check the accuracy of the record through the State. If after these
checks, the CO and consultant reasonably believe the record belongs to the applicant and is
accurate, they will make a determination whether or not the individual can be involved in the
activity(ies) under consideration, and whether any restrictions will be placed on involvement.
The CO or consultant may bring in the Incident Response Group as they see fit to help in the
deliberations. If there is a decision that the individual may participate in the activities under
consideration, other Members, Friends, and staff involved in those activities may be informed of
the agreement and the terms as appropriate. If there is a decision that the individual may not
participate in the activities under consideration, the staff member or lay leader in charge of the
activities will be notified. Beyond these deliberations, the CORI finding, the decisions, and the
agreement will be kept confidential."

Storage of CORI reports: Paper CORI reports will be kept in a locked cabinet or safe in a locked
office in the church. No CORI report shall be transmitted or maintained by Follen staff or by the
CO via any electronic means. Any CORI report leaving Follen premises shall be kept in a
secure and locked location and be returned to the Follen premises as soon as possible.
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3.0 EMPLOYMENT AND PERSONNEL REVIEW
3.1

Overview

According to the Bylaws of the Church, “The Program Council shall be responsible for recruiting
and selecting all Church staff and for negotiating terms of employment for such staff, such terms
to be subject to final approval of the Parish Board”. Additionally, the Bylaws state that the
“Financial and Human Resources Action Team oversees the hiring, evaluating and termination,
if necessary, of all Church staff, within the purview of the personnel policies.”
3.2

Hiring Process

The Employer’s hiring practices are subject to the requirements of the Bylaws of the Follen
Church Society, its personnel policies, and state and federal laws including the Immigration and
Reform Act of 1986 which requires employers to verify the work eligibility of all new hires by
having the employee complete an I-9 form.
Categories of Employment. The Follen Church Society employs three categories of staff:
Full-time, Part-time and Per-diem employees. Full-time employees are salaried employees
who work 40 hours per week during the 43-week Church Year. In addition to salary, they
are eligible for paid vacation, medical and other benefits as provided by the Employer and
are required to purchase long-term disability insurance. Part-time employees who work at
least 20 hours per week during the Church Year (or 860 hours) are eligible for a percentage
of vacation benefits as provided by the Employer equivalent to the percentage of full-time
employment during the Church Year for which they are hired. Part-time employees who
work at least 20 hours per week during the Church Year are also eligible for medical and
dental insurance, and are required to purchase long-term disability insurance. Per-diem
employees are hired at an hourly rate to work on an intermittent basis and/or for less than
20 hours per week. They are not eligible for vacation, medical or other benefits.
Responsibilities for Employee Hiring. Employees are typically recruited in one of three ways:
1) by a search committee, appointed by the Program Council; 2) by the Human Resources
Committee directly; or 3) by the supervisor of a departing employee, at the direction of the
Human Resources Committee subject to budgetary and time constraints. The Human
Resources Committee oversees the hiring process and the terms of employment are approved
by the Parish Board.
Recruiting of Candidates. The search effort is as wide as practical, given the particular
aspects of each position. Recruiting is performed without respect to such considerations as
race, color, age, national origin, disability, gender, or sexual preference and without respect to
creed except as may be required by the mission or the religious practice of Follen Church.
Membership in the Church may be a factor. It is the policy of Follen Church in general to not
hire members of this Church in full-time or part-time paid positions. Members of the Church can
be hired as per-diem workers on a case-by-case basis.
Offer of Employment. An offer of employment may only be made after obtaining approval of
both the Human Resources Committee and the Parish Board. In addition, if the offer is not
consistent with the current year’s annual budget, there must be prior approval from the Program
Council or the Membership, as described in Article IV, Section B of the Bylaws. If, in the opinion
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of the President of the Program Council (based on exigent circumstances), a particular offer of
employment must be made before the next regularly scheduled meeting of the Parish Board,
the following procedure shall be used: a previously authorized Parish Board voting member
shall decide on behalf of the Parish Board whether the approval shall be granted. The Parish
Board, by majority vote, shall periodically delegate this authority to one of its voting members.
This designated Parish Board member has authority only to approve offers that are consistent
with this Personnel Handbook. If the offer is not consistent with this Personnel Handbook, there
must be prior approval from a majority of the Parish Board. The President of Program Council
shall make all offers of employment in writing. Offers of employment are based on the job
description, with respect to duties and hours.
Confirmation of Employment. No offer of employment is final until reviewed by the Human
Resources Committee. That review is made for administrative purposes, to ensure that all
required forms and documents are complete and that the terms of the offer are consistent with
this Personnel Handbook and the Church budget. The hiring person or committee submits to
the Human Resources Committee relevant documentation, including as necessary or
appropriate:
•
•
•
•
•
•

Approved Job Description;
Application for employment;
Resume or CV when available;
Personnel information and emergency notification;
Completed W-4 and I-9; and
Evidence that a criminal background (CORI) check has been successfully conducted if
the applicant will have reasonable opportunity to be in contact with children, or offer
letter is conditional on passing the CORI check.

If the Human Resources Committee agrees to approve the selection, it will send the candidate
an Employment Letter, signed by the President of the Program Council, describing the initial
terms of employment, such as compensation and benefits.
3.3

Probationary Period

Each person newly hired by Follen or transferred or promoted to another position is on
probation for a period of three months; this period may be shortened or lengthened in the
Employer’s discretion. A review is conducted within this probationary period by the person’s
Supervisor. Upon completion of this period, the employee will be considered a regular
employee. Satisfactory completion of the initial review period does not alter the employment-atwill relationship.
3.4

Performance Evaluation, Non-Ministerial Staff

The purpose of a performance review is to enable the employee and Follen to:
•
•
•
•

Provide accurate and balanced job performance feedback;
Identify areas of responsibility that require further or different attention;
Re-define areas of work or responsibility so the employee is able to meet Follen’s needs;
Set performance goals for the future.
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Job performance evaluations are not tied to salary planning increases in any cases other than
poor performance. Rather, the evaluations are intended to provide an annual opportunity for a
thoughtful and objective dialogue about overall performance, changing requirements of, and
goals for, the position, and opportunities to strengthen performance and satisfaction.
Frequency. Formal reviews are generally done at three points in an employee's tenure: within
three months after an employee's hiring date, annually thereafter and at other times at the
request of either the employee or the Employer.
All full-time, part-time and per-diem employees are entitled to annual performance reviews. A
performance review does not imply a change in salary or wages.
Three Month Review. All new employees will receive a review no later than three months
after beginning work. This review will be done by the individual’s supervisor, with input from
committee chairs and others who are familiar with the position and the employee’s work, as
appropriate. The emphasis of this review is on conversation, to discuss how the new
employee’s orientation to the new role is progressing, and to make any adjustments as
needed. A written summary of this review will be prepared by the supervisor, signed by
both, and placed in the employee’s file. The employee is welcome to append additional
comments to the evaluation. If a short-term review form or list of possible questions or topics
is desired by either the employee or the supervisor for the review, please ask the Church
Administrator.
Annual Review. The performance review is generally conducted between the employee and
his/her supervisor. Prior to the designated time, the employee's supervisor will seek input from
committee chairs and others who are familiar with the position and the employee’s work, as
appropriate. The supervisor may request a meeting with the employee to discuss performance
during the evaluation period and seek feedback from the employee on progress, position needs,
etc. Following that meeting, the supervisor will prepare a written summary of the evaluation
(see form), and share it with the employee for review and signature. The employee is welcome
to append additional comments to the evaluation.
The evaluation includes areas such as:
• An assessment of the degree to which the employee fulfills the job requirements;
• Employee’s progress meeting stated goals;
• Position needs, changing requirements; and
• Position goals for next year.
An employee’s supervisor may supplement these items throughout the work year, as he or she
deems appropriate. After the employee has signed the evaluation form, it is placed in the
employee’s folder.
3.5

Performance Improvement

Follen Church endeavors to use the following procedures where an employee's performance is
unsatisfactory or when an employee feels he or she has a work-related grievance. The Church
reserves the right to disregard these procedures and impose whatever counseling or discipline it
deems necessary, in the exercise of its business judgment, up to and including immediate
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discharge. It is the Human Resources Committee’s intention that performance issues and
issues be worked out informally and before they become problems for either the Employer or its
employees.
Certain guidelines are to be observed by all employees to protect the integrity of the
congregation. Violations may result in disciplinary measures including verbal warnings, written
warnings or termination.
Engaging in any of the following examples of unacceptable conduct may result in disciplinary
actions. These examples are intended only as a guide and are not all-inclusive:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Failure to perform work in a manner acceptable to the Employer
Absenteeism or tardiness
Leaving work without permission
Failure to report absences as required
Sexual harassment, harassment or other inappropriate behavior described in this
Handbook
The use, possession or sale, or being under the influence of, alcohol or controlled
substances (other than those used for bona fide medical purposes) while working or
while on Employer premises (including meal and other breaks)
Unauthorized possession of weapons
Disclosure of confidential information
Smoking in unauthorized areas
Failure to report on-the-job injuries
Working another job while absent
Failure to accurately complete, or permitting another person to complete, the
employee’s timecard
Arrest and conviction for criminal offenses that are job-related, including those that
may affect the employee’s ability to perform his or her job
Theft or dishonesty
Falsifying records or information, or misuse or unauthorized manipulation of any
computer or electronic data processing equipment or system
Discourteous treatment of others
Taking Employer property without paying for it or without written permission
Reckless, careless or unauthorized use of Employer property, equipment or
materials
Improper or profane language
Violation of any other Employer policy

When the Employer determines that progressive discipline is necessary or appropriate, such
discipline may include formal or informal discussion, written warnings, suspension or other
steps. The Employer reserves the right to bypass these procedures and proceed immediately
to discharge, without prior notice or explanation.
3.6

Termination of Employment

As stated previously, the relationship between Employer and employee is legally defined as
“employment at will”, which means that such employment may be terminated without penalty by
either party without prior notice or explanation.
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Separation from Employment. Employees terminated from employment are expected to
surrender Church keys and other Church property. The final paycheck reflecting work up to the
close of the date of termination, including payment for any unused vacation days earned to
date, will be provided to the employee the day of discharge. Each employee who resigns is
requested to submit such resignation in writing to his/her supervisor, and to make the effective
date of the resignation if possible for the end of the Church Year. If that is not possible, the
employee is requested to give the Church as much notice as possible, and no less than two
weeks written notice. All salary and benefits are terminated on the separation date. If an
employee resigns, the employee will receive his or her final check including any unused accrued
vacation time, on the next regular payday.
Any employee who is absent for three consecutive days without notifying his or her supervisor,
or who fails to report to work on or before the expiration of a leave, will be deemed to have
voluntarily resigned, consistent with applicable law.
Retirement. Employees wishing to retire are requested to advise their supervisor and/or the
Human Resources Chair as far in advance of the date as is practical; a period of two weeks'
notice is the minimal requirement. Inadequate notice may delay pension processing, when
applicable.
Exit interview. Whenever possible, the Employer will schedule an exit interview with the
departing employee. The purpose of this interview is to aid the Human Resources Committee
to understand the reasons for employee turnover, capture ideas and suggestions for
improvement, and ensure that employees are treated fairly regarding employment matters. In
consultation with the Human Resources Committee, the Church Administrator will oversee
conduct of exit interviews or designate an alternate, which may be a member of the Human
Resources Committee. The exit interview will not be done by the departing employee’s
supervisor. An Exit Interview Checklist form is available and may be used, if desired.
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4.0 EMPLOYEE RELATIONS
4.1

Employee Communications

Annual Employment and Benefits Renewal Letter. The Employer notifies all employees of
the results of its budgeting process and intent to continue employment of that employee for the
upcoming Church Year. This notice also includes confirmation of that employee's benefits,
including any changes that have been made as a result of the annual budget process. These
notices are not contracts and do not affect the at-will employment relationship. Annual
employment notices are generally prepared for all employees for the next Church Year in June.
They are signed by the President of Program Council on behalf of the Church.
4.2

Equal Opportunity Employer

Follen Church Society is committed to employ well-qualified individuals to provide high quality
services and support for Church members, guests, employees and others in town and
elsewhere who come into contact with the Church. Follen Church Society is a welcoming
congregation within the UUA community, and it strives through its employment practices to
reaffirm this commitment. As an Employer, it is committed to equal employment opportunity for
all individuals. It is our policy to offer a non-discriminatory and equal employment opportunity
for all employees and applicants for employment without regard to race, color, religion, creed,
gender, sexual orientation, national origin, age, disability or veteran status in all aspects of
employment and in the application of all employment practices, including but not limited to:
recruitment, promotion, transfer, compensation, benefits, training, education assistance, and
termination. In addition, Follen is committed to providing reasonable accommodation to
otherwise qualified individuals with disabilities in order to enable the individuals to perform the
essential functions of their respective positions, unless doing so would create an undue
hardship.
Decisions about recruiting, hiring, training, promotions, compensation, benefits, and all similar
employment decisions must be made in compliance with all federal, state and local laws and will
be made without regard to race, color, religion, gender, national origin, age, sexual orientation,
disability or any other classification protected by law. Any discrimination in the workplace based
upon any protected classification is illegal and against policy.
Employees who have questions about discrimination in the workplace, or who believe this policy
has been violated, are to report their concerns immediately to the Church Administrator. While
the Employer is committed to addressing and remedying behavior that violates this policy,
employees may also report claims of discrimination by contacting The Massachusetts
Commission Against Discrimination, One Ashburton Place, Boston, Massachusetts 02108 or
The Equal Opportunity Commission, 475 JFK Federal Building, Government Center, 4th Floor –
Room 475, Boston, Massachusetts 02203.
Retaliation against individuals who make a claim of discrimination or participate in the
investigation of such a claim is prohibited by this policy and will not be tolerated.
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4.3

Employee Equitable Treatment, Grievance Procedure

The Employer’s desire is to treat every individual on its staff with concern, dignity, and equity in
terms of assigned job duties, working conditions, pay and benefits, and promotion
consideration. In return, we ask that an employee perform his/her job to the best of his or her
ability and take responsibility for making suggestions to an immediate supervisor as to how the
Church can better serve our congregation.
An employee who feels she or he has not been treated equitably in terms of employment, pay,
or working conditions is encouraged to present the complaint or grievance to his or her
supervisor and together discuss the problem, applicable policies and possible resolution. If
discussion with the supervisor does not resolve the matter to the employee’s satisfaction, the
employee may speak with the individual designated as the Human Resources Committee
Liaison. Depending on the particular circumstances the Liaison may report to the Human
Resources Committee, and a designated member may interview the employee, involve the
Human Resources Committee, or appoint an ad hoc group to review the matter.
If the recommendations of the Human Resources Committee or ad hoc group do not resolve the
matter to the employee’s satisfaction, the employee may then seek a review by the Parish
Board. The resolution recommended by the Parish Board will be binding upon the congregation
and the employee.
Every effort will be made to resolve the employee’s concern to mutual advantage.
Employees have the assurance of the Employer that no disciplinary action will be taken against
an employee for voicing her/his concern in an appropriate manner.
4.4






Personnel Forms (see Appendix)
Evaluation Form-Non-Ordained Staff
Personnel Manual Acknowledgement Form
Exit Checklist Form (needs dating)
CORI Form
I-9 Form
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5.0 SALARY ADMINISTRATION
5.1

Hours, Overtime and Record Keeping

Normal office hours are 8:00 a.m. to 4:00 p.m., Monday through Friday. Hours of work are
calculated based on a 40-hour work week, presuming an eight-hour workday. All employees
will have general work hours explained at the time of employment, and these will be reviewed
as Church business needs dictate.
Requests to attend a minimal number of meetings held beyond office hours are to be expected.
For hourly employees, hours of attendance (not travel) at meetings will be compensated on an
hourly basis.
Employees are required to receive authorization from their supervisor to attend meetings
beyond office hours; the supervisor in consultation with the employee will adjust the employee’s
schedule for that week to compensate for the unusual hours as business needs permit.
Overtime. Overtime hours are not a practice or an expectation by the Employer and overtime
compensation is not part of the Church budget. On the rare occasion overtime is needed, the
employee must receive approval from his/her supervisor before it takes place. Failure to comply
with policy may subject an employee to discipline.
Record Keeping. Employees are expected to keep track of their time and submit signed
reports of their hours on time sheets supplied. Supervisors will submit approved time sheets to
the Church Administrator at the end of each month for that month.
Time sheets will note periods of absence, illness, tardiness and other situations. If hours
submitted are greater than hours agreed upon and have been approved, the Church
Administrator will document the circumstances for payroll purposes.
5.2

Pay Periods and Payroll Distribution

For salaried and full-time employees, the Church's pay period runs from the 21st of the prior
month each month through the 20th of the current month. All salaried employees and some
hourly employees are paid by direct deposit.
For Independently Contracted Employees (1099), the pay period runs from the 1st of each
month through the last day of the month. Paychecks will be distributed or mailed as soon as
they have been signed by the Treasurer.
5.3

Pay and Payroll Deductions

Pay adjustments are generally considered for all employees once a year, depending on the
Church’s budgetary constraints, and any adjustments will normally begin at the beginning of the
fiscal year. There is no guarantee of an annual pay adjustment.
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Deductions made from employees’ wages are reflected on the stubs of their paychecks.
Federal law requires deductions from pay for income tax, Social Security and Medicare. Other
deductions may include state and/or local taxes or wage garnishments. Some deductions are
optional and are made only if the employee has authorized their deduction.
5.4

Position Types and Salary Ranges

The Church employs three categories of staff: Full-time, Part-time and Per-diem employees.
Full-time. Full-time employees are salaried employees who work 40 hours per week. In
addition to salary, they are entitled to paid vacation, medical and other benefits provided by the
Employer.
Part-time. Part-time employees are salaried employees who work less than 40 hours per week
but at least 20 hours per week. In addition to salary, those who work more than half-time are
entitled to a percentage of vacation time, provided by the Employer, equivalent to the
percentage of full-time employment for which they are hired. Those who work more than 1000
hours in a year are eligible, after a one year waiting period, for receiving UUA pension
contributions equal to 10% of salary.
Per-diem. Per-diem employees are hired at an hourly rate to work on an intermittent basis
and/or for less than half-time. They are not eligible for vacation, medical or other benefits.
Temporary Staff. The Employer depends on volunteers to do much of the work of the Church
and the congregation voluntarily donates a tremendous variety and amount of their skills,
experience and time without compensation to the Church. However, when a volunteer is acting
in the role of or temporarily assisting an employee, this work is eligible for per-diem
compensation.
5.5

Salary Adjustments

The Employer’s salary compensation policy is to endeavor to position all staff salaries within
their appropriate range position in the UUA's Fair Compensation Guidelines, reflecting their
relative skills and experience. Salaries and annual adjustments, if any, are determined by the
Program Council, upon recommendation by the Financial and Human Resources Action Team,
for submission for vote by the Church Membership. Equity, the constraints of the Church
budget and other factors are among the factors taken into consideration in preparing
recommendations. Merit is not typically a contributor to the decision: Follen Church expects all
of its employees to perform well and does not wish to use salary adjustments to distinguish
relative merit on other than an exceptional basis.
5.6

Transfer/Promotion of Employees

It is the policy of Follen Church to ensure that all eligible employees have the opportunity to be
considered for any vacant position for which they qualify. Follen takes reasonable steps to
notify employees of staff vacancies, and available position descriptions are provided to them as
requested. Employees are eligible to be considered for lateral transfer or promotion after six
months of continuous service.
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An employee who is asked to assume responsibility temporarily for a higher-level position, and
who will be expected to perform the substantial duties of the position, may qualify for
consideration of a temporary pay increase as the Church budget will allow. Temporary position
changes that do not meet this criterion will be considered relief assignments and no pay
adjustment will occur.
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6.0 BENEFITS AND BENEFIT ADMINISTRATION
6.1

Overview

The benefits outlined in this Handbook represent significant additional compensation to eligible
employees. Outlined below is a brief summary of the types of employee benefits currently
available through the Employer. This summary is not intended to be, and does not create, an
express or implied contract, promise or representation between the Employer and the
employee. These benefits are subject to change at any time at the discretion of the Employer to
the maximum extent allowable under applicable law. In the event that there is a discrepancy
between the benefits outlined below and the plan itself, the plan will govern. Please address
any questions to the Church Administrator.
6.2

Health and Dental Insurance

Health Insurance. The Employer provides access to health insurance provided by the
Unitarian Universalist Association. Employees working at least half-time are eligible. For nonministerial staff, Follen makes a 50% contribution on behalf of enrolled employee subscribers
and 0% for family members. Employees choosing this benefit are responsible for paying the
remaining contribution to premiums.
For more information, see the website at:
http://www.uua.org/careers/compensation/health/index.shtml
In addition, the Employer allows eligible employees to have the option to use an approved
alternative healthcare plan as a substitute plan for the employee (alone). Any alternative plan
must be reviewed and approved by the HR Committee. Follen's share of the alternative plan
annual premiums may exceed 50%, up to 100% of total premiums, but shall not exceed a dollar
limit recommended by the HR committee and approved by FHRAT and Program Council.
Dental Insurance. The Employer offers dental benefits through the UUA Group Insurance
Plan, which contracts with the MetLife Insurance Company for dental benefits. The MetLife
dental benefits are outlined below. This employee choice benefit is available only to employees
who work more than half-time and is 100% paid by the employee (no Employer contribution to
premium).
The dental policy provides 100% coverage for Preventive Services every six months (complete
checkup and cleaning with no deductible). The plan then pays 80% of Basic Services and 50%
of Major Services after a $25 deductible, to a maximum of $1,000 per person per year.
Enrollees may use any dentist with this program; however, MetLife has contract dentists who
have agreed to reduced fees that lower the out-of-pocket expenses of patients. If patients use a
non-contracted dentist, the benefits paid are based on the usual, customary, and reasonable
rates for that area.
6.3

Life and Long-Term Disability Insurance

Long Term Disability (LTD) Insurance coverage through the UUA is a required benefit for all
qualifying employees (working 20 hours per week or more) in order to ensure that they and their
families are protected in the event of disability. While this coverage is employee-paid, the cost
of this benefit has been incorporated in salary and cost of living adjustment planning.

Page 21

Life / Accidental Death & Dismemberment Insurance. Group Term Life insurance policies
are available at a face value of 200% of annual salary (salary plus housing allowance in the
case of ordained ministers); up to a given maximum defined by the employee’s salary, at a flat
unisex rate per thousand dollars per month (this amount changes annually). Policies are
available for children and for spouses or domestic partners. Please ask the Church
Administrator for specific information about your options or see
http://www.uua.org/careers/compensation/group/life/index.shtml.
Long-term Disability Insurance. Long-term disability insurance should be considered "income
guarantee insurance" to replace earnings lost from disability due to disease or injury. Such
disability insurance is very expensive to obtain on an individual basis, so enrollment in a group
policy is desirable.
Benefits in the UUA plan are 66.67% percent of the salary of the insured person (salary plus
housing allowance in the case of ordained clergy) after 90 days of disability. Benefits are paid
for two years to disabled persons who cannot work in their primary occupation, and to age 65 to
persons whose disability prevents employment in any occupation. After age 65, the maximum
payment period declines until it is one year at age 69 or older. New employees hired after
October 1, 1999 have a waiting period of 90 days before they can be enrolled.
The monthly premium for this long-term disability coverage is 1% of monthly earnings, paid fully
by the employee. It is advantageous for employees to pay the long-term disability premiums out
of after-tax earnings, thus making any benefits received exempt from federal income tax.
6.4

Retirement Benefits

The UUA Organizations Retirement Plan. The Unitarian Universalist Association maintains a
defined contribution qualified retirement plan to assist eligible employees to accumulate taxdeferred savings for retirement. Under the plan, the Employer contributes a percentage of the
employee’s wages.
Before an employee can become a participant, there are certain eligibility requirements that
must be met. These requirements and other provisions are provided to all participants. Each
employee should review this material carefully and discuss any questions he or she may have
with the Church Administrator or with designated staff at the UUA. The Church Administrator
has an information and enrollment package for employees to review.
Employees who work 1000 hours or more who are at least 18 years old are eligible to
participate after one full year of employment in which they worked 1000 hours or more. Seventy
percent of all eligible employees must be enrolled in order for any to be enrolled.
Employer/congregations must contribute the same percentage of salary for at least 70% of
eligible staff, and 70% of eligible staff must be enrolled. Follen Church currently contributes
10% of salary. Employees of congregations that contribute at least ten percent may also make
voluntary employee contributions, with the maximum total contributions equal to 100 percent of
taxable earnings to a $40,000 limit. All contributions are fully vested to the participants.
In the event of death, all assets will be paid to the participant's beneficiary. Participants may
withdraw funds upon termination of employment, disability, or at retirement.
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6.5

Holidays

Full-time employees are entitled to the following 11 paid holidays when those holidays fall on
normal workdays. When a holiday falls on a Saturday, the preceding Friday will be observed as
the holiday; if it falls on a Sunday, the next Monday will be observed as the holiday. These
holidays are:
Labor Day (First Monday in September)
Columbus Day (Second Monday in October)
Veterans' Day (November 11)
Thanksgiving Day (Fourth Thursday in November)
Christmas Day (December 25)
New Year's Day (January 1)
Martin Luther King Day (Third Monday in January)
Presidents’ Day (Third Monday in February)
Patriots’ Day (Third Monday in April)
Memorial Day (Last Monday in May)
Independence Day (July 4)
Part-time employees are eligible for paid holidays when those holidays fall on days when they
normally work. Per-diem employees are not eligible for paid holidays.
When the nature of their duty requires employees to work on holidays for which they would
otherwise be eligible, employees may arrange alternative days off with their supervisors.
Church Holiday Schedule: The Church office is open during the holidays except as otherwise
noted above. The office may close early on Christmas Eve and New Year's Eve, as the flow of
work dictates. Any other Church Office closing decision requests need to be approved by the
President of the Program Council.

6.6

Vacation

Vacation is scheduled at mutually convenient times with the approval of the employee's
supervisor. An employee must be on the payroll for three months before having access to
accrued vacation time. Vacation time is accrued equally over the course of the year. As a rule,
there will be no carry-over of vacation days from one year to the next.
The standard benefits for paid vacation allowances are as follows:
•

Full-time non-clergy employees: two weeks vacation during the Church Year;
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•
•
•

Part-time employees working more than half-time (20 hours/week): pro-rated two weeks
vacation benefit during the 43-week Church Year, based on the percentage of time
worked, rounded to the nearest half-day;
Part-time employees working less than half-time (20 hours/week): no vacation benefit;
Per-Diem employees: no vacation benefit.

Employees do not accrue vacation time while on leaves of absence or sabbatical. However,
employees will not lose accrued vacation time while on leave or sabbatical.
Exceptions to the above may be negotiated with the employee’s supervisor and approved by the
Parish Board upon recommendation of the Human Resources Committee.
In case of resignation or termination, accrued unused vacation days for the current year will be
paid to the employee. Vacation time that has been used, but not accrued, will be deducted from
the employee’s final paycheck.
6.7

Sick Leave

Full-time employees accrue sick leave at the rate of 6 hours per month worked, up to 72 hours
per year (the equivalent of nine 8-hour days). Sick leave for part-time employees is pro-rated
based upon a 40-hour work week. For example, a half-time (or 20-hour per week) employee
accrues sick leave at the rate of 3 hours per month worked, up to 36 hours of sick leave per
year.
Sick leave is to be used in the event the employee is unable to work due to the employee’s own
illness, injury or other medical condition. Sick leave may be used as part of medical leave or
sick childcare leave and as otherwise required by applicable law. Sick leave should also be
used for routine dental or medical appointments.
When an employee will be unable to work due to illness, he/she is to contact the Church
Administrator by 9:00 AM. Employees may be required to provide a physician’s statement
regarding their medical condition, including why the employee was not able to work. The
Employer reserves the right to request employees who are repeatedly absent for illness or injury
be examined by a physician chosen by the Employer, and at the expense of the Employer
consistent with applicable law.
To assist in the case of a more extensive illness, sick leave for full-time employees may be
accumulated, from year to year, up to a total of 120 hours (the equivalent of fifteen 8 hour days).
Accumulated sick leave for part-time employees is pro-rated based upon their FTE. For
example, a half-time (or 20-hour per week employee) may accumulate, from year to year, up to
a total of 60 hours of sick leave.
Unused sick leave is forfeited upon termination of employment.
6.8

Leave of Absence, Sabbatical Leave

Leave of Absence. An employee may request a leave for personal situations such as travel
opportunities or study. All such requests, which must include specific departure and return
dates, must be made in writing through the employee's supervisor. Requests will then be
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forwarded to the Human Resources Committee with the supervisor's recommendation. The
decision to grant leave will be recommended by the Human Resources Committee with
approval by the President of Program Council. Supervisors may grant unpaid short leaves of
two days or less, or part-day leaves, on their own authority provided that a record of such leaves
is maintained in the employee's file and is reflected in their pay. Pension, vacation and other
benefits do not accrue during days of leave. Employees are expected to pay the full premium
for their health insurance during this period.
Sabbatical Leave. This benefit is available only to ministers who work more than half-time.
6.9

Family and Medical Leave

The Employer has implemented a family and medical leave benefit entitling an employee to an
unpaid leave of absence of up to a total of eight weeks in any 12-month period upon advance
notice to the Church Administrator and approval by the President of the Program Council or
Program Council. Employees who have been employed by Follen Church for three months
prior to initiation of the leave are eligible for such leave.
Family and Medical Leave is available for any of the following reasons:
• For the birth and care of the newborn child of an employee;
• For placement with the employee of a child for adoption or foster care;
• To care for an immediate family member (spouse, domestic partner, child or parent)
with a serious health condition; or
• To take medical leave when the employee is unable to work because of a serious
condition.
The Employer does not offer paid maternity leave. The Program Council or HR Chair may
require that any period of family leave be supported by certification issued by a licensed health
care provider or other party capable of providing adequate certification.
Employees are required to use any accrued vacation time (and accrued sick time if appropriate)
during the family leave. Leave time is calculated from the first day a leave is initiated.
During the period of an employee’s leave, the Employer will continue to pay its designated
share, if any, of premiums for health plans, life and disability insurance or other paid benefits
which had been paid prior to the employee's taking family or medical leave. Vacation and sick
benefits do not accrue while an employee is on unpaid family or medical leave.
Request for family or medical leave must be approved by the employee’s supervisor and
forwarded to the Chair of the Human Resources Committee for consideration, with sign-off by
the President of the Program Council.
6.10

Bereavement Leave

If an eligible employee is unable to work due to a death in the immediate family, s/he may be
granted paid time off for up to three scheduled working days. Immediate family is defined as
spouse, domestic partner, parent, stepparent, sibling, stepsibling, grandparent, child, stepchild,
grandchild, son-in-law, daughter-in-law, spouse's parents, ex-spouse's parents, and spouse's
sibling. In the event of the death of a more distant family member, one day of paid absence is
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allowed on the day of the respective service if it occurs during the employee's scheduled
working hours.
6.11

Jury Duty, National Guard or Military Reserve Duty, Voting

Employees are permitted time off to vote in accordance with the applicable laws. Employees
who are summoned for jury duty will be paid in accordance with the applicable laws.
Employees who are members of the uniformed services of the United States (including the
National Guard or other reserve unit) will be granted unpaid leaves of absence in accordance
with state or federal law to perform military duties on a voluntary or involuntary basis. Requests
for military leave of absence must be made in writing and should include verification of the duty
call from military authority, the date the leave is to commence and the expected date of return.
Employees may choose to use any accumulated vacation time for all or part of the period of
military service. Leaves of absence in excess of any available vacation time will be without pay.
In accordance with applicable law, eligible employees will be reinstated to the same job upon
returning from an authorized military leave of absence.
6.12

Discount on Facility Rental

All full-time, part-time, and per-diem employees are eligible for a discount on rental of Follen
Church Society's facilities. Please ask the Church Administrator for specifics on the discount
rate.
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7.0 PROFESSIONAL DEVELOPMENT
7.1

New Employee Orientation

Once a new employee has accepted a position at Follen, the Church Administrator will begin the
tasks outlined on the New Employee Checklist (see Appendix). The Church Administrator and
new employee will complete the remaining tasks during the employee’s first week, if possible.
On the employee’s first day of work at Follen, the employee’s supervisor, or designated
alternate, will greet the employee upon arrival for work, give him or her a tour of the two
buildings, introduce / re-introduce him or her to other staff members, suggest key lay people to
contact within the first couple of weeks to get acquainted / re-acquainted with, etc.
7.2

Professional Development Allowance

The Employer provides an annual professional development allowance for selected employees
depending on the availability of funds in the Church budget. The allowance may be pro-rated
based on a 40-hour work week. Employees are required to submit a proposal for each use of
their allowance to their supervisor for approval in advance. Documentation of expenses is
required for reimbursement.
Full-time employees are allotted two paid professional days each year. Part-time employees
are allotted professional days pro-rated based on their hours of employment, i.e., a 20-hour per
week employee is allotted one paid professional day per year. The amount allocated to each
employee for professional development costs, if any, is noted in the Church’s annual budget.
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8.0 ADMINISTRATIVE POLICIES
8.1

Attendance

Employees are expected to maintain consistent and prompt attendance per their work schedule.
(See Section 5.1 Hours, Overtime and Record Keeping) Personal appointments should be
scheduled before or after work hours, if possible. All scheduled absences are to be approved in
advance by the supervisor.
Any employee who is absent for three consecutive days without notifying his or her supervisor,
or who fails to report to work on or before the expiration of a leave, will be deemed to have
voluntarily resigned, consistent with applicable law.
8.2

Requests for Time Off

Employees may request time off of brief periods with the approval of their supervisor, with the
understanding that the time off be made up within a reasonably short period.
8.3

Reporting Illness

Employees who need a sick day need to notify the Church Administrator as soon as this is
known and no later than 9:00 AM on that day. They also need to report the sick day(s) on their
time sheets (See Section 5.1 Hours, Overtime and Record Keeping), and to call in each day
they are absent, unless otherwise authorized by the Church Administrator.
8.4

Inclement Weather

The Employer does not have a benefit for snow days or other time-off related to weather.
Employees who are not able to come to work during inclement weather are required to notify the
Church Administrator of their inability to get to work. The day taken will be without pay, unless
arrangements are made with the employee's direct supervisor to make the time up within the
next two weeks or to take the time off as vacation time.
8.5

Injury on the Job, Reporting

Worker's Compensation. All employees are covered under a worker's compensation
protection policy. Many medical expenses and compensation for lost time due to a work related
accident or injury are generally covered. Employees injured on the job should notify the Church
Administrator so that a Form 101 (Employer’s First Report of Injury), as well as the voluntary
medical release form, can be completed. The appropriate forms must be filled out completely
and returned to the Church Administrator within 24 hours of the incident, whenever possible.
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8.6

Travel

Automobile Expenses. While on official Church business (such as hospital or home visits,
trips to libraries for research or to purchase supplies, trips with a youth group or a Church
school class, etc.) are reimbursable at the standard mileage rate (55.5 cents in Sept. 2011;
check www.irs.gov for updates). Trips must be authorized by the employee’s supervisor.
Employees must have a current and valid driver’s license and proof of insurance.
Employees may not take unauthorized passengers on such trips.
All tickets for parking and traffic violations are the responsibility of the employee. The employee
must pay all fines promptly and will not be reimbursed by the Employer.
The costs of commuting to and from work are not allowable as business automobile expenses.
Travel Expenses. While away from home overnight for work or business, including airfare,
taxis, rental automobiles, lodging, meals, and incidentals are all professional expenses
reimbursable within reason and approved budget. All requests for reimbursement must be
accompanied by receipts.
8.7

Use of Office Equipment

The Employer’s telephones and office equipment are for the use of the office staff, Action Team
and Program Council representatives, and members in conducting the business of Follen
Church. Permission for its use must be requested from the Church Administrator. Other uses
by staff or parishioners will be accommodated to the extent that they are within the scope of the
mission of the Church and do not interfere with the normal business of the Church. Personal
calls may be accepted within reason.
8.8

Internet Policy

The Employer provides internet access (including email) to its staff members to assist and
facilitate business communications and work-related research. These services are for
legitimate business use only in the course of assigned duties. All materials, information and
software created, transmitted, downloaded or stored on the Employer’s computers and
computer systems are the property of the Employer and may be accessed only by authorized
personnel.
Inappropriate Internet use includes, but is not limited to:
•
•

•

Transmitting obscene, harassing, offensive or unprofessional messages; or
Accessing, displaying, downloading or distributing any offensive or inappropriate
messages including those containing racial slurs, sexual connotations or offensive
comments about race color, religion, gender, national origin, age, disability or any
other classification protected by law; or
Transmitting any of the Employer’s confidential or proprietary information, including
member-friend data or other materials covered by the Employer’s confidentiality
policy.
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The Employer reserves the right to monitor employee use of the e-mail system or the Internet at
any time. Employees should not consider their Internet usage or e-mail communications to be
private. Personal passwords are not an assurance of confidentiality, and the Internet itself is not
secure.
Any software or other material downloaded into Employer’s computers may be used only in
ways consistent with the licenses and copyrights of the vendors, authors or owners of the
material. Prior written authorization from the Church Administrator is required before
introducing any software into the Employer’s computer system.
Only authorized staff members may communicate on the Internet on behalf of the Employer.
Employees may not express opinions or personal views that could be misconstrued as being
those of the Employer. Employees may not state their Church affiliation on the Internet unless
required as part of their assigned duties. Any violation of this policy may result in disciplinary
action.
8.9

Media Inquiries

All requests for information about the Employer from newspapers, television and radio media
are to be directed to the Church Administrator. An appropriate response to a media inquiry
would be, “I’m not the best person to answer those questions. May I contact the appropriate
person and have that individual get back to you?”
8.10

Conflicts of Interest

Employees are expected to avoid conflicts of interest, defined as any situation where an
employee may attain personal gain or which may serve as a detriment to the Employer, either
monetarily or to its public image, because of the use of information or personal contact which is
not generally available except through employment with the Employer.
Employees shall not engage in any business or transaction, and shall not have a financial or
other personal interest which is incompatible with their employment duties or which would impair
their judgment or actions in the performance of their duties for the Employer. Employees who
have questions about whether an activity violates this policy should discuss the matter with the
Church Administrator.
8.11

Outside Employment

Employees shall not engage in any collateral employment or business activity that is
incompatible or in conflict with their duties, functions or responsibilities as an employee.
Activities that may constitute a conflict include use of the Employer’s time, facilities equipment
or supplies, or the use of the title, prestige or influence of the congregation for private gain or
advantage.
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Appendix – Forms
A.
B.
C.
D.
E.
F.
G.

Evaluation Form – Non-ordained Staff
Personnel Manual Acknowledgement Form
Exit Checklist Form
Exit Interview Form
CORI Form (included in PDF version of Handbook)
I-9 Form (included in PDF version of Handbook)
New Employee Checklist
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FOLLEN CHURCH SOCIETY
YEARLY EVALUATION PROCESS: AN OVERVIEW
Purpose
The purpose of an annual performance review is to enable the employee and the church to:
• provide accurate and balanced job performance feedback;
• identify areas of responsibility that require further or different attention;
• re-define areas of work or responsibility so the employee is able to meet the Society's needs; and
• set performance goals for the future
Job performance evaluations are not tied to salary planning increases in any cases other than poor
performance. Rather, the evaluations are intended to provide an annual opportunity for a thoughtful and
objective dialogue about overall performance, changing requirements of, and goals for, the position, and
opportunities to strengthen performance and satisfaction.
Process
1. The staff member is encouraged to think about the evaluation period, and reflect on what may be
important to discuss during the review process. Here are some questions that may give food for
thought. It will be helpful to write your thoughts down.
• What do you feel were your work accomplishments during this period? Which project or goal
was the most impressive to you, and what was the most satisfying or enjoyable aspect of this
work for you?
• Think about areas in which you have grown since your last evaluation.
• If you had goals during this review period (formal or informal), were you able to meet them?
What progress was made toward meeting them?
• What work/church-related issue(s) do you foresee needing attention in the coming year?
• Identify and note down, for conversation with your supervisor, what work-associated goals and
priorities you might think useful in your position for the next year. How might they contribute to
the church’s mission and goals?
• What was the most difficult task or responsibility for you in this review period? Why?
• What might help improve the success of your work at the church? How might others help?
• Balancing the responsibilities of your position and the needs of the church, are there any tasks
which could be shifted to another, or could be dropped?
2. Review the attached evaluation form, and make notes on your own self-assessment. Write them
down if you like.
3. Think about what you’d like to get out of the evaluation process, and what you would most like to
communicate.
4. Your supervisor will request a meeting with you to discuss your performance during the evaluation
period. S/he will discuss your performance using the form, and welcome the exchange with you.
When the initial meeting is completed, your supervisor will fill out the form, and give it to you to
review and sign. If you are in disagreement with any part of the evaluation, or wish to make some
other statement, please do so and append it to the evaluation itself.

5. Your supervisor will give you a complete copy of the final evaluation document.

FOLLEN CHURCH SOCIETY EVALUATION FORM
NON-ORDAINED STAFF

Evaluation for:
Job Title:

Annual Performance Review Summary
Working relationships
with:
Church members, community

O

E

G

M

U

T

Colleagues

Parish Council, its committees

Supervisor

Quality of Work

Productivity, use of time

Knowledge of job

Initiative

Problem Solving

Cost Control

Supervision (if applicable)

Other

(Use another sheet if you need more space)

Comment/Improvement Plan
(use other side if needed)

Past year’s progress. (To be completed by supervisor, after discussion with and contribution by staff. For
example, in what specific ways has the individual improved his/her performance? What specific accomplishments are notable?
If prior year goals were established, discuss results).

Position needs, changing requirements. (To be completed by supervisor, after discussion with and
contribution by staff. For example, have the needs and/or demands in the role changed in the past year? How has the associate
responded to these changes?)

Position goals for next year. (To be completed by supervisor, after discussion with and contribution by
staff. It is encouraged to design goals whose achievement will contribute to the Church’s goals, improve the individual’s
contribution, and be quantifiable).

I have reviewed this evaluation and discussed it with my supervisor. I
have/have not submitted additional comments (appended)

Evaluation by:

____________________________________________ ___________
Signature
Date

____________________________________________ ___________
Signature
Date

DEFINITIONS FOR PERFORMANCE:
• 0 = OUTSTANDING (performance is substantially higher than required. Individual consistently makes superior
contributions to the organization and requires minimal supervision)
• E = EXCELLENT (performance is consistently above the position’s requirements and is marked by initiative and high
quantity and quality of work. Individual’s judgment is sound and position knowledge is superior to most other employees
who have had the position)
• G = GOOD (performance meet the position requirements and employee performs to expectation)
• M = MARGINAL (individual is performing some position duties unsatisfactorily. A “Marginal” overall evaluation
denotes performance deficiency and may constitute a first written warning. Such an evaluation requires that the individual
be appraised again in no more than 90 days to rectify the performance deficiencies)
• U = UNSATISFACTORY (overall performance of individual is judged to be below the requirements for the position
and is unacceptable. Prior notice of unsatisfactory performance may have been given to the individual)
• T = TOO EARLY TO EVALUATE (individual has not been in his/her position long enough to evaluate his/her
performance fairly.

Acknowledgment of Receipt of Employee Handbook
I, _____________________, have been given a copy [either hard copy or
electronic copy] of the current Follen Church Society Personnel Policies and
Procedures Handbook. I have been advised and acknowledge that in the course
of my employment with Follen Church Society, Follen Church Society may at any
time change the policies, procedures, benefits and benefit plans contained therein
with or without prior notice.

Signature of Employee:

_____________________________

Printed Name of Employee: _____________________________
Date:

_____________________________

EXIT CHECKLIST & INTERVIEW QUESTIONS
Name:
Position:
DOH:

Termination date:

Interviewer Name:
ο
ο
ο
ο

Desk cleared of personal belongings
Supervisor aware of any upcoming meetings, important dates, etc.
Keys returned
Timetable for final paycheck(s) ___________________
___________________
Expenses

o Permission for job references
I give permission for Follen Church to provide job references for me.
Signature:
Date:
Forwarding address:
(This is the address to which outstanding expenses, final paycheck, W2 forms etc
will be mailed):

Phone:

EmaiI:

Interview (please use another sheet as needed)
 What was your reason for leaving the position?


Was there anything that we could have done that would have encouraged
you to stay?



Please comment on your experience working for Follen Church.
What aspects of the job did you most enjoy?
What aspects did you find challenging?



Is there anything you think we should tell a candidate for the job that you would
have liked to have know before you started?



Would you recommend working here to friends / colleagues? Do you know someone
who might be interested in applying for the position?

FOLLEN CHURCH SOCIETY
755 Massachusetts Ave
Lexington, MA 02420
781-862-3805  www.follen.org
NEW EMPLOYEE CHECK LIST

Name:
Date of Hire:
SSN:

1.) Signed Offer Letter
2.) Initialed Compensation & Benefits Table
3.) INS – I-9 - Employment Eligibility Verification
4.) UUA - Grp Insur [Disability, Life, Dental]
5.) Harvard Pilgrim Health Insurance
5.a) Subscriber/Sponsor Agreement
6.) Pension Enrollment [new / continuing]
7.) Direct Deposit Form
8.) Staff Emergency Contact Form
9.) IRS – W-4- Employee Withholding Certificate
Need one for Massachusetts if different from Federal
10.) Paychex Employee Info Form
11.) CORI check
12.) Personnel Handbook [via email]
13.) Keys
14.) Current Follen Directory
15.) By-Laws
16.) Time sheet [for hourly employees]

