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Welcome to First Parish! 

Unitarian Universalism is a liberal religion. We believe personal experience, 
conscience and reason are final authorities in religion. We put religious 
insights to the test of our hearts and minds. We uphold the free search for 
truth. We are not bound by any statement of belief or creed. This is a free 
faith bound by our aspiration to act in love. 

 
First Parish is a buoyant, vibrant and growing community of more than 400 
members with a youth group of more than 50 members. We are a welcoming 
congregation, warmly and openly welcoming to gay, lesbian, bisexual and 
transgender people. 

 
First Parish staff are a team in service of First Parish’s mission: 

 
We choose to be a liberal religious community, welcoming to all. 

We encourage each other on our spiritual 
journeys, Support one another through the 

changes in our lives, And challenge the excesses 
and injustices of our time. 

Called to love and upheld by joy, we live our faith. 
 

-- First Parish’s Mission Statement, Adopted 
2010 

 

First Parish staff work closely with lay leaders in this democratically run 
congregation. Unitarian Universalists are governed by congregational polity, 
which vests final decision-making authority in the congregation. 

 
First Parish is affiliated with the Unitarian Universalist Association (UUA) and 
draws on its resources. 

 
This Employee Handbook was created by elected lay leaders and was years in 
the making. It is amended on an as-needed basis. 
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Introduction 
 
This Handbook contains information about the employment practices, policies 
and benefits of the First Parish Unitarian Universalist of Arlington, 
Massachusetts (hereafter First Parish). It applies to all First Parish employees 
and called ministers unless stated otherwise in this Handbook or agreed upon 
in writing by the senior minister. 

 
This Handbook is not a contract, expressed or implied, guarantying 
employment for a specified period of time. Employment at First Parish is 
at-will, unless otherwise stated by agreement in a written contract signed by 
the senior minister. Employment at-will means that the employment 
relationship can be terminated at any time, with or without reason or notice 
by either First Parish or the employee. 

 
First Parish reserves the right to unilaterally revise, delete and add to the 
provisions of this Employee Handbook at any time with or without notice. 
Every effort will be made to keep you informed of First Parish’s policies, but 
we cannot guarantee that notice of revisions will be provided. 

 

Please feel free to ask questions about any of the information within this 
Employee Handbook. 
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Employment Definitions 
 

Full-Time Positions 
40 hours per week for 52 weeks. Full-time employees are eligible for First 
Parish’s employment benefits as defined in this Handbook. 

 

Part-Time Positions 
Positions less than full-time. Employees and called ministers working a 
minimum of 1000 hours per year are eligible for First Parish’s employment 
benefits as defined in this Handbook. Employees and called ministers working 
less than 1000 hours per year are not eligible for benefits, unless otherwise 
stated in this Handbook. 

 
Temporary Positions 
Usually limited to the current church year. Temporary employees are not 
eligible for First Parish’s employment benefits, unless stated otherwise in this 
Handbook. 

 
Church Year 

July 1 – June 30 
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Time Off Benefits 
 

Vacation time and Paid Holidays apply only to full-time employees and 
part-time employees working 1000 hours or more per year. Vacation 
time and paid holidays are prorated for part-time employees based on 
scheduled hours, calculated as shown below: 

 
Scheduled hours (hours/week x weeks/year) divided by 2080 hours 
(40 hours/week x 52 weeks) = prorated benefit 

 

For Example: Employee works 26 hours/week for 40 weeks = 1040 
hours/year divided by 2080 hours = 50% prorated benefit 

 

All time worked in a year (even if broken up among various jobs) counts in 
prorating benefits and time off. 

 
Vacation 
10 vacation days annually, prorated from date of hire. Vacation must be used 
in the church year it is earned or it will be lost. It is each employee’s 
responsibility to schedule vacation time with their supervisor, and to seek and 
confirm agreement on that vacation schedule in writing. 

 
Vacation for a called minister is specified in the Letter of Agreement. 

Sick Leave 
Full-time employees are eligible to receive 6 sick days per year, of which one 
can be used as a personal day. First Parish’s church year of July 1 to June 30 
will be used to track and issue sick time. 

 
All other employees, including part time and temporary, are eligible to earn 1 
hour of sick time per 30 hours worked, up to a maximum of 40 hours per 
church year. 

 
Employees will begin earning sick time on their first day of work and may 
begin using earned sick time 90 days after the commencement of their 
employment. Employees may carry over up to 40 hours of sick time into the 
next church year. 
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Employees may use sick time when the employee or the employee’s child, 
spouse, parent, or parent of a spouse is sick, has a medical appointment, or 
has to address the effects of domestic violence. Sick time can be used in 
increments of 1 hour or more. 

 
Employees must notify their supervisor before they use sick time, except in an 
emergency. Employees out of work for 3 consecutive days may be required to 
provide documentation from a medical provider. 

 
Unused, accrued sick hours will not be paid out upon employment 
termination. 

 
Holidays 
First Parish offers 11 paid holidays, if they fall on days you are scheduled to 
work. If a holiday falls on a day you are not scheduled to work, you are not 
entitled to that paid holiday. 

 
Paid holidays are: New Year’s Day, Martin Luther King’s Birthday, Presidents’ 
Day, Patriots Day, Memorial Day, Labor Day, Columbus Day, Veterans Day, 
Thanksgiving, Christmas, and a floating holiday that may be chosen by the 
employee. 

 

Miscellaneous 
Work hours will be determined at the minister’s discretion during the week 
between Christmas Eve and New Year’s Day. 

 
Flex-time 
Flex-time is a benefit available to staff whether or not they work 1,000 
hours or more per year. Flex-time must be worked out with the direct 
supervisor to ensure that the responsibilities of the job are met. 

 

• If an employee is unable to come to work for her/his regular shift, 
the employee will be allowed flexible hours to make up for the 
absence. The employee must make up the lost time, hour for hour, 
by the end of the week following the absence. If the work is not 
done within that time period, the employee will be docked the 
hours of absence. 
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• It is the employee’s responsibility to notify his/her supervisor of an 
absence with as much advance notice as possible. It is also the 
employee’s responsibility to work together with the supervisor to 
determine how the time will be made up. 

 

• If an employee works on a holiday, those holiday hours worked 
will be considered compensatory time that may be taken as time 
off with pay within 30 days. 
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Leaves of Absence 
 

Jury Duty and Bereavement are benefits available to all staff 
whether or not they work 1,000 hours or more per year. 

 

Jury Duty 
In accordance with state law, First Parish will pay employees their regular 
salary for the first three days of jury duty. After the third day, First Parish will 
pay employees the difference between what the employee receives from the 
state for her/his jury duty and the employee’s regular compensation for up to 
three weeks. Days off because of jury duty will not be subtracted from the 
employee’s sick or vacation time. 

 
Bereavement 
Up to 3 days per year for a death in an employee’s family, or for the death of 
another person with whom the employee has had a close familial-type 
relationship, will be paid. 

 
Family Medical Leave 
A family leave of absence is available to an employee who has 
worked 1 year or more for First Parish and who has worked at least 
1,000 hours during the 12-month period immediately before the 
leave. 

 
A family leave of absence may be granted for: 

• The birth and care of a newborn child of the employee 

• Placement with the employee of a child for adoption or foster care 

• Caring for an immediate family member (spouse/partner, 
child, or parent) with a serious health condition 

• Medical leave when the employee is unable to work because 
of a serious health condition 

A serious health condition is defined to be an illness, injury, impairment, or 
physical or mental condition that involves either inpatient care in a hospital, 
hospice, or residential medical care facility, or continuing treatment by a 
health care provider. 
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A family medical leave is available for a maximum of twelve weeks. A request 
for family leave must be made in writing. It is requested that adequate notice 
be given to ensure a smooth transition for First Parish. 

 
An employee who has worked one year or more for First Parish and who has 
worked at least 1,000 hours during the 12-month period immediately before 
the leave is entitled to eight weeks of paid leave that can be used during this 
period. Prior to going on paid leave, the employee is expected to exhaust all 
accrued sick and vacation time. If an employee’s sick and vacation time, in 
combination with the 8 weeks paid leave, does not reach 12 weeks, the 
remainder may be taken as unpaid leave. 

 
If medical leave is being requested for a serious health condition, the leave 
may be taken as consecutive weeks, intermittently (e.g., two days a week off), 
or on a schedule of reduced hours (e.g., working four hours per day), 
depending upon the recommendation of the health care provider and in 
coordination with the supervisor. Regardless of how it is taken, it can total no 
more than 12 workweeks. 

 
To request a medical leave, the employee must provide a doctor’s 
certification within 15 days of the request. This certification should provide 
the following information: 

 

• The date on which the serious health condition commenced 

• The probable duration of the condition 

• The appropriate medical facts within the knowledge of the 
health care provider and as allowed by law 

• A statement that the employee is unable to perform the 
functions of his/her position 

• The expected duration of the leave 

• The dates of treatment, if leave is requested for planned 
medical treatment 

 
The employee is responsible for paying for the cost of the medical 
certification and for making sure the certification is provided to First Parish. 
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While on any type of paid leave, the employee shall continue to accrue 
benefits (with the exception of additional sick and vacation days) and 
seniority, and continue to be provided regular health coverage. No benefits 
are accrued or earned during unpaid leave, but an employee may elect to 
continue health coverage at his or her own expense for any period of unpaid 
leave. 

 

Upon returning from a family leave, the employee will be reinstated to a 
similar position. The placement of the returning employee is at the sole 
discretion of the Parish Committee. 

 
It is not intended that a family leave of absence be immediately followed by a 
personal leave of absence or an unpaid summer vacation. 

 
Parental Leave 
All full-time employees after 3 months of employment are eligible for up to 8 
weeks of paid parental leave for the birth or placement of a child under the 
age of 18, or under the age of 23 if the child is mentally or physically disabled, 
or for adoption. Under this leave, employees are eligible for up to 8 weeks of 
paid leave. This leave may run concurrently with a family medical leave. If 
both parents work for First Parish, they shall only be entitled to 8 weeks of 
leave in the aggregate for the birth or adoption of the same child. While on 
any type of paid leave, the employee shall continue to accrue benefits (with 
the exception of additional sick and vacation days) and seniority, and continue 
to be provided regular health coverage. 

 
Employees must provide at least 2 weeks’ notice of the anticipated date of 
departure and of the employee’s intention to return. This leave runs 
concurrently with the Family Medical Leave. 

 
Part time employees working at least 1000 hours in a calendar year should 
refer to the Family Medical Leave section. 
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Retirement/Insurance Benefits 
 

The following retirement and insurance benefits apply to full-time 
employees and part-time employees working 1000 hours or more 
per year. Benefits are prorated for part time employees based on 
hours worked. There will be no trade-off payments if employees 
decide to make other retirement/insurance arrangements. 

 
Please be advised that benefits can be changed from time to time. In 
the event of any inconsistencies between this Handbook or any other 
description of benefits and formal plan documents, the formal plan 
documents will govern. 
Please refer to the UUA guidelines and plan documents for 
eligibility requirements. 

 

Pension 
For employees who have completed a full year of service for a UUA 
congregation or the UUA, First Parish will contribute 10% of their salary to the 
UUA pension plan. 

 
Health Insurance 
First Parish will pay 80% of the individual premium for the UUA PPO policy. 
First Parish will also pay 50% of the difference between the UUA PPO 
individual policy and the Employee + Child(ren) plan. 

 
Example for full-time individual: Individual PPO premium is 
$5,000. 80% of $5,000 = $4,000. First Parish pays $4,000, 
employee pays $1,000. 

 
Example adding children: Employee + Child(ren) premium is 
$9,000. 50% of differential ($4,000) = $2,000. First Parish 
pays $6,000, employee pays $3,000. 

 
Prorated example for individual: A part-time employee works 
26 hours/week for 40 weeks, a total of 1040 hours per year. 
Benefits are prorated at 50%, so First Parish pays 40% of the 
individual premium. 40% of $5,000 = $2,000. First Parish 
pays $2,000, employee pays 
$3,000. 
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Prorated example adding children: First Parish pays 25% of the 
differential for Employee + Child(ren) coverage. 25% of $4,000 
= $1,000. First Parish pays $3,000, employee pays $6,000. 

 
Find more information about the UUA’s health plan at 
http://www.uua.org/leaders/healthplan/index.shtml 

 
Long Term Disability 
First Parish will pay the premiums for the UUA policy that provides 60% of pay 
after 90 days of disability until age 65. See UUA policy for terms and 
conditions. 

 
Life Insurance 
First Parish will pay the premiums for the UUA policy that provides 2 times 
annual salary up to a maximum of $150,000. 

 
Dental Insurance 
The UUA policy is available to employees at their own expense. 

http://www.uua.org/leaders/healthplan/index.shtml
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Compensation & Professional Expenses 
 

Compensation 
First Parish references the UUA’s Fair Compensation salary guidelines for 
Geographic Index 5 for all staff positions. The salary recommendations for 
each year may be found on the UUA website at 
http://www.uua.org/careers/compensation/fair/congregational-staff 

 

Professional Expenses 
First Parish will reimburse professional expenses in accordance with the 
following expense reimbursement policy. 

 
Individual allowances for professional expenses will be set during the annual 
budget process for the minister and professional staff. Professional expense 
reimbursement will not exceed the budgeted amount for the year. 

 
Within sixty days of incurring professional expenses, the employee must 
provide the Office Manager with an expense reimbursement form and 
documentation of the expenses. The expense reimbursement form is 
available in the First Parish office. Documentation includes original receipts, 
bills, and/or cancelled checks along with an explanation of the expense that 
clearly ties it to the cost of “doing business” for First Parish. In the absence of 
the Office Manager, information should be submitted to the Treasurer. 

 
Employees commonly advance their own funds for professional expenses, 
which will be reimbursed by check. Employees may use a separate credit card 
exclusively for these expenses, but receipts or other documentation should 
also be available. 

 
It may be possible to deduce professional expenses not reimbursed by First 
Parish from one’s personal income taxes. IRS rules require receipts for 
professional expenses over $75. A home office may be hard to claim as a 
deduction for professional expenses if an office is provided at First Parish. 

 

Defining Professional Expenses 
Professional expenses are those that are necessary, reasonable, and 
appropriate for the primary benefit of First Parish business. They can include 
travel, equipment, books, and periodicals. They can also include the costs of 

http://www.uua.org/careers/compensation/fair/congregational-staff
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business meetings, conference expenses, meals, and professional dues – in 
short, the costs of “doing business.” 

 
Initial travel from home to one’s employer is commuting and is not allowed as 
a professional expense. 

 
Travel to meetings, hospitals, or members’ homes is an allowable expense if 
necessary for one’s duties. It is important to keep a log of all auto travel in 
order to claim reimbursement or to list as an itemized deduction. 

 
Meals or lodging are a professional expense when a person is away from 
home. Meals that are part of a business meeting or entertainment of 
someone connected with one’s work are considered professional expenses. 
Entertainment of members of the congregation at home or elsewhere is also 
reimbursable. 

 
Supplies and equipment used in a home office may be taken as a professional 
expense, including office equipment such as personal computers, as long as 
the purpose of the supplies and equipment is exclusively or predominantly for 
the work of First Parish. Approval for these types of expenses must be 
obtained prior to purchase. 

 
Legally Mandated Compensation 

 
Worker’s Compensation: All employees are covered under state-regulated 
Worker’s Compensation Insurance. Reporting forms for any injuries must be 
completed within 48 hours after any accident. 

 
Social Security & Medicare: All employees are covered by the Social Security 
Act. Like other employers, First Parish pays one-half the tax (7.65% of salary) 
for all employees. 
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Code of Conduct & Expectations of Employees 
 

A high standard of personal and professional ethical conduct is the 
responsibility of each staff member. This Code of Conduct does not presume 
to provide the answers to all ethical questions, but rather establishes a set of 
general principles and standards. It is expected that all First Parish staff will: 

 

• Understand and be in sympathy with the principles and 
purposes of Unitarian Universalism. 

• Maintain professional and personal integrity. 

• Hold to a single standard of respect and help for all members of 
the First Parish community of whatever age or position, and 
strive to serve each member of the congregation in an open, 
impartial, and 
non-exploitative manner. 

• Respect the traditions of the congregation, enriching and 
improving these in consultation with the members. 

• Strictly respect confidences shared by colleagues and expect 
them to keep yours. 

• Be mindful of power that congregants invest in First Parish 
employees, and refrain from practices that are harmful to others 
and endanger one’s integrity and professional effectiveness. 
Such practices include sexual activity with any child or with an 
unwilling adult, with a counselee, with a member of the 
congregation, with the spouse or partner of a person in the 
congregation, with interns, or any other exploitative relations. In 
addition, each staff person is expected to be aware of and 
observe legal requirements of the Commonwealth of 
Massachusetts regarding reporting of physical or sexual 
misconduct. 

• Stand in supportive relation with one another and keep an open 
mind and heart toward one another. 

• Cooperate with one another in supporting the total ministry 
of the congregation. 

• Work for clear delineation of responsibility, 
accountability, and channels of communication with 
regard to roles and work responsibilities. 

• Exercise leadership within their realm of responsibilities. 
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• Exercise good stewardship in the use of First Parish’s resources. 

• Abide by the professional practice code of the relevant 
religious leadership organization. 

• Ministers are expected to follow the Unitarian Universalist 
Ministers Association’s Guidelines for the Conduct of Ministry 
(http://www.uuma.org/?page=guidelines). 

• Religious education leaders are expected to follow the 
Liberal Religious Educators Association’s Code of 
Professional Practices (http://www.lreda.org/code-of-
professional-practices). 

• The Music Director and Organist are expected to follow the 
Unitarian Universalist Musicians Network’s Code of 
Professional Practices (http://www.uumn.org/code-of-
professional-practices). 

• The Organist is expected to follow the American Guild of 
Organists’ Code of Professional Standards and Code of Ethics 
(https://www.agohq.org/membership/welcome/). 

• The Office Manager is expected to follow the Association of 
Unitarian Universalist Administrators’ Code of Professional 
Practices (http://www.uuadmins.org/professionalism/). 

 
Equal Employment Opportunity 
First Parish will comply with federal, state and local laws affecting equal 
employment opportunity. It is First Parish’s policy to employ, retain, promote, 
terminate, and otherwise treat all employees and job applicants on the basis 
of merit, qualifications, and competence. This policy shall be applied without 
regard to any individual’s gender, race, color, national origin, ancestry, 
pregnancy or pregnancy related conditions, age, marital status, medical 
condition, disability or other characteristic protected by state or federal law. 
Nonprofit religious organizations generally may discriminate on the basis of 
religion. If an employee believes he or she has been subjected to any form or 
unlawful discrimination, a written complaint should be submitted to their 
supervisor. 

 
Harassment 
All employees are expected to treat each other with dignity and respect. First 
Parish prohibits conduct of any kind that disrupts or interferes with another 
person’s work performance and/or work environment, has the purpose of 

http://www.uuma.org/?page=guidelines)
http://www.lreda.org/code-of-professional-practices)
http://www.lreda.org/code-of-professional-practices)
http://www.uumn.org/code-of-professional-practices)
http://www.uumn.org/code-of-professional-practices)
http://www.agohq.org/membership/welcome/)
http://www.uuadmins.org/professionalism/)
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creating an intimidating, hostile or offensive work environment, or otherwise 
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adversely affects an individual’s employment opportunities, especially where 
that conduct could constitute harassment. First Parish expressly prohibits any 
form of unlawful employee harassment based on race, color, religion, creed, 
sex, sexual orientation, gender identity, national origin, age, marital status, 
citizenship, real or perceived disability or handicap, genetic predisposition, 
status as a Vietnam-era veteran, special disabled veteran or other veteran who 
served on active duty during a war, campaign or expedition for which a 
campaign badge has been authorized (campaign badges are awarded to 
military service members who participate in certain campaigns/expeditions; a 
full list is available at http://www.opm.gov/veterans/html/vgmedal2.htm), 
and any other legally protected status in accordance with applicable federal, 
state and local laws. 

 
Prohibited harassment by employees or others includes behavior such as, but 
not limited to, the following: 

 

• Verbal conduct such as epithets, derogatory comments, jokes or 
slurs based on an individual’s membership in a protected 
category 

• Threatening or intimidating acts 

• Visual conduct, such as derogatory posters, photography, 
cartoons, screensavers, drawings, or gestures based on an 
individual’s membership in a protected category 

• Visiting Internet sites that could be deemed inappropriate or 
pornographic by fellow employees. Examples of sites in this 
category would be ones that contain offensive comments, jokes 
and/or radical political viewpoints based on a protected 
category 

• Sending e-mails that contain discriminatory and/or harassing 
content based on a protected category 

• Retaliation for making discrimination and/or harassment 
reports or threatening to report discrimination and/or 
harassment. 

 

All employees will be held responsible for their actions, and those who violate 
this policy will be subject to corrective action up to and including termination. 
Failure to report claims or observations of discrimination prevents First Parish 
from taking necessary steps to remedy such situations and exposes the 

http://www.opm.gov/veterans/html/vgmedal2.htm)
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church to formal complaints. 
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Any employee or parishioner who feels that he/she is a victim of harassment 
or discrimination is encouraged to report the matter to any staff member, 
minister, Parish Committee chair, or member of the Human Resources 
Committee immediately or as soon as possible. 

Any supervisor or manager having knowledge of harassment is obligated to 
immediately report it to the minister and/or the chair (or designee) of the 
Parish Committee, as well as the Human Resources Committee immediately. 
Failure to report claims or observations of discrimination prevents First Parish 
from taking necessary steps to remedy such situations and exposes First 
Parish to formal complaints. 

 

Sexual Harassment 
Sexual harassment is prohibited and will not be tolerated. Unwelcome sexual 
advances, requests for sexual favors, and other verbal or physical conduct of a 
sexual nature constitutes sexual harassment: 

• Submission to the conduct is made explicitly or implicitly a 
term of condition of employment 

• Submission to or rejection of the conduct is used as a 
factor in employment decisions affecting the employee 

• The conduct unreasonably interferes with an individual’s 
employment or creates and intimidating, hostile or offensive 
work environment. 

Some examples of conduct that may constitute sexual harassment include, 
but are not limited to, the following: 

• Repeated and unwelcome suggestions or invitations to 
social engagements or social events 

• Any indication, expressed or implied, that any aspect of 
employment conditions, depends, or may depend on the granting 
of sexual favors or in a willingness to accept or tolerate conduct or 
communication of a sexual nature 

• Unwelcome or coerced physical proximity or physical contact 
that is of a sexual nature or sexually motivated 

• Deliberate use of offensive or demeaning terms that have 
sexual connotation 

• Inappropriate remarks of sexual nature 
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This policy applies to sexual harassment by members of the same gender as 
well as different genders. 

Any employee or parishioner who feels that he/she is a victim of sexual 
harassment is encouraged to report the matter to any member of staff, a 
minister, Parish Committee chair, or a member of the Human Resource 
committee immediately or as soon as possible. 

Any supervisor or manager having knowledge of sexual harassment is 
obligated to immediately report it to the minister and/or the chair (or 
designee) of the Parish Committee as well as the Human Resources 
Committee immediately. 

Workplace Violence 
First Parish has a zero-tolerance policy concerning threats, intimidation, and 
violence of any kind in the workplace either committed by or directed to 
employees. Employees who engage in such conduct will be disciplined, up to 
and including termination of employment. If an employee feels he or she has 
been subjected to threats or threatening conduct by a co-worker, member of 
the congregation, vendor, customer, or spouse, the employee must 
immediately or as soon as possible notify his/her supervisor, a minister, or a 
member of the Parish Committee or Human Resources Committee, so that 
proper corrective and/or protective action can be taken. 

 
Employees are not permitted to bring weapons of any kind onto First Parish 
property, including the parking lot, or to First Parish functions. Any employee 
who is suspected of possessing a weapon will be subject to a search at the 
discretion of their supervisor, a minister, or a member of the Parish 
Committee or Human Resources Committee. Such searches may include, but 
are not limited to, the employee’s personal effects, desk, handbags, purses, 
backpacks, workspace, and automobile. 

 
Confidentiality 
Your employment at First Parish constitutes your agreement to never disclose 
information that is sensitive or personal in nature, except when sharing such 
information is part of your job function or required for a mandated reporter. 
Confidential information includes, but is not limited to, the following: 

 

• Personal information about members or attendees received 
through counseling or private conversations 
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• The size of a pledge or financial donation of a member or attendee 

• Compensation data 

• Passwords and security codes 

 
If you improperly use or disclose confidential First Parish information, you are 
subject to disciplinary action up to and including termination of employment 
and legal action. 

 
Absenteeism and Tardiness 
Unscheduled, unexcused absences due to injury or illness, even when 
following appropriate guidelines, may still be deemed excessive. Absences 
that qualify under the Massachusetts earned sick time law will not be counted 
as unexcused absences. Discipline for otherwise unexcused tardiness and 
absenteeism is generally applied as follows: the first two violations result in 
written warnings; the third, a final written warning; and the fourth, dismissal. 
Being absent for three or more days without notification or permission (also 
referred to as a voluntary quit or job abandonment) may result in immediate 
dismissal. 

 
Employee Membership Policy 
An existing employee may choose to become a member of First Parish 
without compromising his or her continued employment or eligibility for 
future positions that may open up. All employees are expected to maintain a 
productive and respectful employee/employer relationship. In all cases in 
which an employee is also a member of First Parish, that person’s first 
responsibilities are as a staff member. The employee is expected to abide by 
the code of conduct as stated in this Employee Handbook. 

 
Conflict of Interest 
No First Parish employee or minister shall be a voting member of any First 
Parish committee. This policy is not intended to exclude an employee or 
minister from participating in committee deliberations or from serving in a 
non-voting professional advisory capacity to such committee. 

 
No immediate family member of an employee or minister shall serve on the 
Parish Committee, the Finance Committee, or a committee with supervisory 
responsibility relative to the said employee. 
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Hiring Policy 
 

 

Called ministers are called by the congregation. The UUA’s guidelines for the 
process of calling a minister are available at 
http://www.uua.org/governance/bylaws/minister/47985.shtml . 

 
For salaried professional staff, the hiring manager shall organize a committee 
consisting of the hiring manager, 1-2 other staff members, and 1-2 member 
volunteers. With input from the committee, the hiring manager makes a 
hiring recommendation to the Parish Committee for its approval. 

 
An hourly employee is hired by the hiring manager with input from the 
Human Resources Committee and perhaps other appropriate committees. 

 
An offer letter should be written to all newly hired employees. This letter 
should include agreed upon salary or wages, start date, hours per week, and 
weeks per year. The letter must be signed by the newly hired employee and 
the chair of the Parish Committee. The reporting supervisor shall receive a 
copy of the letter. 

 
At the time of hiring a new staff person, it is the supervisor’s responsibility to 
provide an updated job description to the new employee. 

http://www.uua.org/governance/bylaws/minister/47985.shtml
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Performance Evaluation 
 

Employees will receive an annual written performance evaluation that will be 
maintained in the employee’s permanent personnel file. Factors considered in 
assessing performance include but are not limited to quality and quantity of 
work, dependability, attendance and punctuality, effective interpersonal 
relationships with the congregation, and personal conduct. 

 

Process: 
1. The supervisor writes a performance evaluation using the 

Performance Evaluation form/process and appropriate 

performance descriptions. Supervisor solicits feedback from 

relevant committees, subordinates, and members of the 

congregation to incorporate into the performance evaluation. 

2. The employee is encouraged to provide the supervisor with a 
self- assessment. The supervisor should consider the employee’s 
comments as part of the appraisal process. 

 
3. The supervisor and employee have a discussion regarding 

their respective views of the employee’s performance year 
and identify performance objectives for the coming year. 

 
4. The supervisor forwards a signed copy of the written evaluation 

to the senior minister, who files it securely. 
 

5. The supervisor may share the overall evaluation with the 
committee(s) most related to the employee’s work. 
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Progressive Discipline 

Employee Responsibility 
It is the duty and the responsibility of every employee to be aware of and 
abide by existing rules and regulations. 

It is also the responsibility of the employee to perform his/her duties to the 
best of his/her ability and to the standards as set forth in his/her job 
description or as otherwise established. Employees are encouraged to take 
advantage of all learning opportunities available and request additional 
instruction when needed. 

Responsibilities of Supervisors and Managers 
The immediate supervisor or manager must approach corrective measures in 
an objective manner. If the employee's performance of assigned task is the 
issue, the supervisor or manager should generally look to see that proper 
instructions, orientation, and training have been given and that the employee 
is aware of the job expectations. Not only single incidents, but also patterns of 
poor performance should be of concern as these are indicative of overall 
performance. If misconduct is the issue, the supervisor or manager should 
take steps to make sure that the employee has been made aware of First 
Parish’s policies and regulations regarding the infraction. If in either case 
appropriate instruction or information was not communicated, a plan for such 
communication should be immediately developed and reviewed with the 
employee. 

Employee Conduct 
First Parish supports the use of progressive discipline to address conduct 
issues, such as poor work performance or misconduct, and to encourage 
employees to become more productive workers aligned with First Parish’s 
standards and expectations. Generally, a supervisor gives a warning to an 
employee to explain behavior that the supervisor has found unacceptable. 
There are two types of warning, verbal and written. 

A verbal warning is when a supervisor verbally counsels an employee about 
an issue of concern. A written record of the discussion, noting the date, event 
and recommended action, is usually placed in the employee's file for future 
reference. 
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Written warnings are used for behavior or violations that a supervisor 
considers serious or where a verbal warning has not helped to change 
unacceptable behavior. An employee should recognize the grave nature of 
the written warning. 

Performance Improvement Plan 
If an employee has been involved in a disciplinary situation that has not been 
readily resolved or if he/she has demonstrated an inability to perform 
assigned work responsibilities efficiently, the supervisor, in consultation with 
the Human Resources Committee or designate, may place the employee on a 
performance improvement plan. This status will last for a predetermined 
amount of time not to exceed 90 days. Within this time period, the employee 
must demonstrate a willingness and ability to meet and maintain the conduct 
and/or work requirements as specified by the supervisor and the job 
description. At the end of the performance improvement period, the 
employee will either be returned to regular employee status or, if established 
goals are not met, dismissal may occur. 

First Parish reserves the right to administer appropriate disciplinary action for 
all forms of disruptive and/or inappropriate behavior. Each situation will be 
dealt with on an individual basis. 

First Parish reserves the right to determine the appropriate level of discipline 
for any inappropriate conduct, including but not limited to demotion, oral and 
written warnings, final warnings, and dismissal. Suspensions will not be used 
for punitive purposes, but rather if it is necessary to conduct an investigation 
before making a final decision. 
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Termination Policy/Grievance Procedure 
 

Termination Policy 
The supervisor implements the progressive discipline policy and, if 
appropriate, a performance improvement plan, in coordination with the 
Human Resources Committee and the senior minister. If corrective action 
efforts are unsuccessful, a supervisor may recommend dismissal to the 
minister. If the minister agrees, s/he will seek Parish Committee approval for 
the dismissal. 

Grievance Procedure 
Every employee has the right to be heard, and to have his or her concerns 
considered. In the case of a grievance being filed in writing, the Chair of the 
Human Resources Committee will identify 1 or 2 people from the Human 
Resources Committee and the Chair of the Parish Committee will identify 1 or 
2 people from the Parish Committee to hear such grievance together with the 
individual. This forum is a vehicle for airing concerns and/or grievances, and 
to engage in a good faith and timely effort to arrive at a reasonable 
resolution. Such hearing does not guarantee a particular outcome. If 
significant unresolved issues remain, this group may request action by the 
Parish Committee. 
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Resignation & Post Employment 
 

Resignation 
To provide for a smooth transition, employees are requested to give at least 
one month’s notice to their supervisor. Upon departure, the employee will be 
compensated only for unused vacation days earned in the current church 
year. 

 
Severance 
An employee who is let go because of a lay-off, reorganization of work, or 
performance that does not meet job standards shall be given a severance 
package of 1 week’s salary for every completed year of service, up to a 
maximum payment of 6 months’ salary. Any employee who resigns or is 
terminated for cause shall not receive a severance package. First Parish 
reserves the right to change this policy with or without notice. 

 
Unemployment insurance - lack of coverage 
Employees of religious institutions are NOT eligible for Massachusetts 
Unemployment Insurance, in accordance with Section Six of the 
Massachusetts Employment Security Law. 
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Acknowledgment of Receipt of Employee Handbook 
 
I acknowledge that I have received a copy of the Employee Handbook of the 
First Parish Unitarian Universalist of Arlington. I understand that it contains 
important information on First Parish’s general personnel policies and on my 
privileges and obligations as an employee. I acknowledge that I am expected 
to read, understand, and adhere to First Parish’s policies, including the Code 
of Conduct, and I will familiarize myself with the material in the Handbook. I 
understand that I am governed by the contents of the Handbook and that 
First Parish may change, rescind or add to any policies, benefits or practices 
described in the Handbook, other than the employment-at-will policy, from 
time to time at its sole and absolute discretion, with or without prior notice. 
First Parish will try to advise employees of material changes within a 
reasonable time. 

 
Furthermore, I understand that employment with First Parish is not for a 
specified term and is at the mutual consent of the employee and First Parish. 
Accordingly, either the employee or First Parish can terminate the 
employment relationship at will, with or without cause, at any time, unless 
otherwise agreed upon in writing. 

 

My signature below certifies that I have received the First Parish Employee 
Handbook and agree to abide by its provisions during my employment. 

 

 
Employee’s Signature:    

 

Printed Name:    

 

Date:    
 



31  

Staffing Structure 

Minister/Ministry Evaluation Process 

Manager Resources: performance Evaluation 

Member Hiring Policy 
 

Mission 
Mission Statement 

Vision Statement 

Public Witness Policy 

Welcoming Congregation 
 

Governance 
Bylaws 
 

Communications 
Weekly eBulletin 

Sunday Teaser 

Spoken Announcements 

The Spire 

Website 

Information and Technology (IT) 

Display Space Policy 
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Financial 
Church Budget Cycle 

Fundraising for Special Purposes 

Cash and Check Management 

Gift Acceptance Policy 

Audit Policy and Procedure 

Minister’s Discretionary Fund 

Reimbursement for First Parish-Related Expenses 

Capital Infrastructure Fund Policy 
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General Operations 
Evacuation Policy 

Alcohol Policies and Guidelines 

Green Sanctuary Policy 

Environmental Practices 

Charter for the Green Sanctuary and Climate Change Task Force 

Sponsorship of Ministerial Aspirants 

Evacuation Plan 

UUA Safe Congregations Guidlies for First Parish Youth Programs 

Procedures for Use of Building/Facilities 
Use of Facilities 

Terms and Conditions 

Liquor Liability Insurance Requirement 

User Fees Schedule 

Application for Use of Premises 

Committees and Groups 
Committee Charters 
Finance Committee 

Leadership Development Committee 

Membership Committee 

Parish Committee 

Property Committee 

Religious Education Committee 

Safety Committee 

Social Justice Committee 

Stewardship Committee 

Trustees of Trust Funds Committee 
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Safer Congregations 
UUA Safe Congregations Guidelines for First Parish Youth 
Programs 

Safer Congregations Committee 

Regarding First Parish Participation by Adults Accused or 
Convicted of Sex Offenses 

Level 3 Sex Offenders 

Child Safety Policy 


